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A Few Terms

These words are used often in Access so you will want to become familiar with
them before using the program and this tutorial.

= A database is a collection of related information.

» An object is a competition in the database such as a table, query, form,
or macro.

= A table is a grouping of related data organized in fields (columns) and
records (rows) on a datasheet. By using a common field in two tables, the
data can be combined. Many tables can be stored in a single database.

= A field is a column on a datasheet and defines a data type for a set of
values in a table. For a mailing list table might include fields for first name,
last name, address, city, state, zip code, and telephone number.

» Avrecord in a row on a datasheet and is a set of values defined by fields.
In a mailing list table, each record would contain the data for one person
as specified by the intersecting fields.

» Design View provides the tools for creating fields in a table.

» Datasheet View allows you to update, edit, and delete in formation from
a table.

Getting Started

After opening Access, you will be presented with the window shown below. Select
one of the first two options if you are creating a new database, or the third if you
want to edit an existing database. All three choices are explained in detail below.

Microzoft Access EHE |

—Creake a new database using

™ Blank Access database
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" Access database wizards, pages, and projects
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Blank Access database

» Unlike Word documents, Excel worksheets, and Power Point presentations,
you must save an Access database before you start working on it. After
selecting "Blank Access database", you will first be prompted to specify a



location and name for the database.
File Hew Databasze

Save in:

Il:l databases

5« o | @ X CE - Took -

File name:

|c|b1 bl

j E Create I

Save as bype: IMiu:ru:usu:uFt Access Databases (*,mdb)

j Cancel |

= Find the folder where the database should reside in the Save in drop-

down menu.
= Type the name of the database in the File name line and click the Create

button.

Access database wizards, pages, and projects

Access' wizards and layout are existing database structures that only need data
input. Select a database type and click OK. Name the database on the next

screen.
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Open an existing database



If the database was opened recently on the computer, it will be listed on the main
window. Highlight the database name and click OK. Otherwise, highlight "More
Files..." in the list and click OK. From the subsequent window, click the "Look In:"
drop-down menu to find the folder where the database is located, highlight the
database name in the listing and click OK.

Converting to Access 2000

Before opening an existing file that was created in a previous version of Access, it
must first be converted to Access 2000 format. Convert a database by following
these steps:

= Open Access and select Tools|Database Utilities|Convert
Database|To Current Access Database Version from the menu bar.

= Select the database that should be converted and click the Convert
button.

= The new version will be a completely separate database and the old one
will remain intact so you must then name the new version of the database.

Database Window

The Database Window organizes all of the objects in the database. The default
tables listing provides links for creating tables and will list all of the tables in the
database when they have been added.
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Design View

Design View customizes the fields in the database so that data can be entered.
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The datasheet allows you to enter data into the database

fiter by selection / new da]suhaae
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sort descending fiter find
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last
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Introduction to Tables

Tables are grids that store information in a database similar to the way an Excel
worksheet stores information in a workbook. Access provides three ways to
create a table for which there are icons in the Database Window. Double-click on
the icons to create a table.
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the Database Window

= Create table in Design view will allow you to create the fields of the
table. This is the most common way of creating a table and is explained in
detail below.

= Create table using wizard will step you through the creation of a table.

= Create table by entering data will give you a blank datasheet with
unlabelled columns that looks much like an Excel worksheet. Enter data
into the cells and click the Save button. You will be prompted to add a
primary key field. After the table is saved, the empty cells of the datasheet
are trimmed. The fields are given generic names such as "Field1", "Field2",
etc. To rename them with more descriptive titles that reflect the content of
the fields, select Format|Rename Column from the menu bar or
highlight the column, right-click on it with the mouse, and select Rename
Column from the shortcut menu.

Create a Table in Design View

Design View will allow you to define the fields in the table before adding any data
to the datasheet. The window is divided into two parts: a top pane for entering
the field name, data type, and an option description of the field, and a bottom
pane for specifying field properties.
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= Field Name - This is the name of the field and should represent the
contents of the field such as "Name", "Address", "Final Grade", etc. The
name can not exceed 64 characters in length and may include spaces.
= Data Type is the type of value that will be entered into the fields.

= Text - The default type, text type allows any combination of letters
and numbers up to a maximum of 255 characters per field record.

= Memo - A text type that stores up to 64,000 characters.

= Number - Any number can be stored.

= Date/Time - A date, time, or combination of both.

= Currency - Monetary values that can be set up to automatically
include a dollar sign ($) and correct decimal and comma positions.

=  AutoNumber - When a new record is created, Access will
automatically assign a unique integer to the record in this field.
From the General options, select Increment if the numbers should
be assigned in order or random if any random number should be
chosen. Since every record in a datasheet must include at least one
field that distinguishes it from all others, this is a useful data type
to use if the existing data will not produce such values.

= Yes/No - Use this option for True/False, Yes/No, On/Off, or other
values that must be only one of two.

= OLE Object - An OLE (Object Linking and Embedding) object is a
sound, picture, or other object such as a Word document or Excel



spreadsheet that is created in another program. Use this data type
to embed an OLE object or link to the object in the database.

» Hyperlink - A hyperlink will link to an Internet or Intranet site, or
another location in the database. The data consists of up to four
parts each separated by the pound sign (#):
DisplayText#Address#SubAddress#ScreenTip. The Address is the
only required part of the string. Examples:

Internet hyperlink example: FGCU Home Page#http://www.fgcu.edu#
Database link example: #c:\My Documents\database.mdb#MyTable

= Description (optional) - Enter a brief description of what the contents of
the field are.

*» Field Properties - Select any pertinent properties for the field from the
bottom pane.

Field Properties
Properties for each field are set from the bottom pane of the Design View window.

» Field Size is used to set the number of characters needed in a text or
number field. The default field size for the text type is 50 characters. If the
records in the field will only have two or three characters, you can change
the size of the field to save disk space or prevent entry errors by limiting
the number of characters allowed. Likewise, if the field will require more
than 50 characters, enter a number up to 255. The field size is set in exact
characters for Text type, but options are give for numbers:

= Byte - Positive integers between 1 and 255

*» Integer - Positive and negative integers between -32,768 and
32,768

* Long Integer (default) - Larger positive and negative integers
between -2 billion and 2 billion.

» Single - Single-precision floating-point number

* Double - Double-precision floating-point number

» Decimal - Allows for Precision and Scale property control

» Format conforms the data in the field to the same format when it is
entered into the datasheet. For text and memo fields, this property has
two parts that are separated by a semicolon. The first part of the property
is used to apply to the field and the second applies to empty fields.

Text and memo format.

Text Format
Format Datasheet Entry Display Explanation
@ indicates a
required
character or
space

@QQO-0@@@ 1234567 123-4567

& indicates
an optional
character or
space

@QO-@O& 123456 123-456




< converts
< HELLO hello characters to
lowercase
> converts
> hello HELLO characters to
uppercase
\ adds
@\! Hello Hello! characters to
the end
@;""No Data Entered"|Hello Hello
@;""No Data Entered"|(blank) No Data Entered

Number format. Select one of the preset options from the drop down
menu or construct a custom format using symbols explained below:

Number Format

Format

Datasheet Entry

Display

Explanation

HH#+#,##0.00

123456.78

123,456.78

$H#H,##0.00

0]

$0.00

0 is a placeholder that
displays a digit or O if
there is none.

# is a placeholder that
displays a digit or nothing
if there is none.

H#H#+#.00%20

.123

12.3%

% multiplies the number
by 100 and added a
percent sign

Currency format. This formatting consists of four parts separated by

semicolons:

format for positive numbers; format for negative numbers; format for zero
values; format for Null values.

Currency Format

Format

Explanation

$#40.00;($##0.00)[Red];$0.00; " none""

Positive values will be
normal currency format,
negative numbers will be
red in parentheses, zero is
entered for zero values, and
"none" will be written for
Null values.

Date format. In the table below, the value "1/1/01" is entered into the
datasheet, and the following values are displayed as a result of the
different assigned formats.

Date Format

Format ||

Display

|| Explanation
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dddd"”,"mmmm d","yyyy[Monday, January 1, 2001|dddd, mmmm, and
yyyy print the full
day name, month
name, and year

ddd","mmm ". " d", "'yy(Mon, Jan. 1, '01 ddd, mmm, and yy
print the first three
day letters, first
three month
letters, and last
two year digits

"Today is " dddd Today is Monday

h:n:s: AM/PM 12:00:00 AM "n" is used for
minutes to
avoid confusion
with months

Yes/No fields are displayed as check boxes by default on the datasheet.
To change the formatting of these fields, first click the Lookup tab and
change the Display Control to a text box. Go back to the General tab
choices to make formatting changes. The formatting is designated in three
sections separated by semicolons. The first section does not contain
anything but the semicolon must be included. The second section specifies
formatting for Yes values and the third for No values.

Yes/No Format

Format Explanation

;"Yes"[green];"No"[red] Prints "Yes" in green or "No" in red

» Default Value - There may be cases where the value of a field will usually
be the same for all records. In this case, a changeable default value can
be set to prevent typing the same thing numerous times. Set the Default
Value property.

Primary Key

Every record in a table must have a primary key that differentiates it from every
other record in the table. In some cases, it is only necessary to designate an
existing field as the primary key if you are certain that every record in the table
will have a different value for that particular field. A social security number is an
example of a record whose values will only appear once in a database table.

Designate the primary key field by right-clicking on the record and selection
Primary Key from the shortcut menu or select Edit]Primary Key from the
menu bar. The primary key field will be noted with a key image to the left. To
remove a primary key, repeat one of these steps.

If none of the existing fields in the table will produce unique values for every
record, a separate field must be added. Access will prompt you to create this type
of field at the beginning of the table the first time you save the table and a
primary key field has not been assigned. The field is named "ID" and the data
type is "autonumber". Since this extra field serves no purpose to you as the user,
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the autonumber type automatically updates whenever a record is added so there
is no extra work on your part. You may also choose to hide this column in the
datasheet as explained on a later page in this tutorial.

Indexes

Creating indexes allows Access to query and sort records faster. To set an
indexed field, select a field that is commonly searched and change the Indexed
property to Yes (Duplicates OK) if multiple entries of the same data value are
allowed or Yes (No Duplicates) to prevent duplicates.

Field Vvalidation Rules

Validation Rules specify requirements (change word) for the data entered in the
worksheet. A customized message can be displayed to the user when data that
violates the rule setting is entered. Click the expression builder ("...") button at
the end of the Validation Rule box to write the validation rule. Examples of field
validation rules include <> O to not allow zero values in the record, and ??? to
only all data strings three characters in length.

Input Masks

An input mask controls the value of a record and sets it in a specific format. They
are similar to the Format property, but instead display the format on the
datasheet before the data is entered. For example, a telephone number field can
formatted with an input mask to accept ten digits that are automatically
formatted as "(555) 123-4567". The blank field would look like ( ) -

An an input mask to a field by following these steps:

» In design view, place the cursor in the field that the input mask will be

applied to.
= Click in the white space following Input Mask under the General tab.
= Click the "..." button to use the wizard or enter the mask, (@@ @) @@ @-

@@@@, into the field provided. The following symbols can be used to
create an input mask from scratch:

Input Mask Symbols
Symbol Explanation
A Letter or digit

A digit O through 9 without a + or - sign and with blanks
displayed as zeros

Same as O with blanks displayed as spaces
Same as 9 with +/- signs

Letter

Letter A through Z

& |Character or space

@)
VIAS ([~ [®]o] o

Convert letters to lower case

Convert letters to upper case

Adding Records

12



Add new records to the table in datasheet view by typing in the record beside the
asterisk (*) that marks the new record. You can also click the new record button
at the bottom of the datasheet to skip to the last empty record.

fiter by selection / new da]suhaae

fitter by form record  window
record selector sort ascending/ apply delete new
sort descending fiter find record object

Microsoft Access

JEiIe Edit “iew Insert Format Records Tools indow Hel
(- F SRy sB@a|o @ 4HH|[DRE Y ADm Ba-
gt= db1 : Databaze

"=l &3 Mailing List : Table M[=]E3
Last Name First Name Address City State |
m Smith John 123 Main Street Ft. Myers FL 3:
= | b |Smith Sally 123 Main Street Ft. Myers FL 3
492 W, 215t Aw Maples FL 3

[

new record

last
first record next record
previous record record

Editing Records

To edit records, simply place the cursor in the record that is to be edited and
make the necessary changes. Use the arrow keys to move through the record
grid. The previous, next, first, and last record buttons at the bottom of the
datasheet are helpful in maneuvering through the datasheet.

Deleting Records

Delete a record on a datasheet by placing the cursor in any field of the record row
and select Edit|Delete Record from the menu bar or click the Delete Record
button on the datasheet toolbar.

Adding and Deleting Columns

Although it is best to add new fields (displayed as columns in the datasheet) in
design view because more options are available, they can also be quickly added
in datasheet view. Highlight the column that the new column should appear to the

13



left of by clicking its label at the top of the datasheet and select Insert]Column
from the menu bar.

Entire columns can be deleted by placing the cursor in the column and selecting
Edit]|Delete Column from the menu bar.

Resizing Rows and Columns

The height of rows on a datasheet can be changed by dragging the gray sizing
line between row labels up and down with the mouse. By changing the height on
one row, the height of all rows in the datasheet will be changed to the new value.

Column width can be changed in a similar way by dragging the sizing line
between columns. Double click on the line to have the column automatically fit to
the longest value of the column. Unlike rows, columns on a datasheet can be
different widths. More exact values can be assigned by selecting Format|Row
Height or Format]Column Width from the menu bar.

Freezing Columns

Similar to freezing panes in Excel, columns on an Access table can be frozen. This
is helpful if the datasheet has many columns and relevant data would otherwise
not appear on the screen at the same time. Freeze a column by placing the cursor
in any record in the column and select Format|Freeze Columns from the menu
bar. Select the same option to unfreeze a single column or select
Format|Unfreeze All Columns.

B Mailing List : Table M=l E
Home Phone | Work Phone
(9411 595-1234 | (9411 255-1111
{941 555-1234 | (941) B55-4521
{941) 555-0942 | ([©41) B55-2301

freeze columns

Record: HI i || 1k IHIP*I af 3

Hiding Columns

Columns can also be hidden from view on the datasheet although they will not be
deleted from the database. To hide a column, place the cursor in any record in
the column or highlight multiple adjacent columns by clicking and dragging the
mouse along the column headers, and select Format|Hide Columns from the
menu bar.

To show columns that have been hidden, select Format|Unhide Columns from
the menu bar. A window displaying all of the fields in the table will be listed with

14



check boxes beside each field name. Check the boxes beside all fields that should
be visible on the data table and click the Close button.

Unhide Columns EE3 |
Colurmn: Close I

IC
(WEFirst Mame
[ Last Mame
Address
ity
Stake
Postal Code
Horme Phone
Work Phone

Finding Data in a Table
Data in a datasheet can be quickly located by using the Find command.

= Open the table in datasheet view.

= Place the cursor in any record in the field that you want to search and
select Edit]Find... from the menu bar.

= Enter the value criteria in the Find What: box.

* From the Look In: drop-down menu, define the area of the search by
selecting the entire table or just the field in the table you placed your
cursor in during step 2.

» Select the matching criteria from Match: to and click the More >=> button
for additional search parameters.

=  When all of the search criteria is set, click the Find Next button. If more
than one record meets the criteria, keep clicking Find Next until you
reach the correct record.

15



Find and Replace EE

Find | Replace I
Find what: ~ [FL >|  EindHext |
Cancel |
Look In: IState j
Makch: I'-.-'-.-'hu:ule Field j
Search: I.ﬁ.ll j I™ Match Case
[ Search Fields As Formatted

Replace

The replace function allows you to quickly replace a single occurrence of data with
a new value or to replace all occurrences in the entire table.

Select Edit|Replace... from the menu bar (or click the Replace tab if the
Find window is already open).

Follow the steps described in the Find procedure for searching for the data
that should be replaced and type the new value of the data in the Replace
With: box.

Click the Find Next button to step through occurrences of the data in the
table and click the Replace button to make single replacements. Click
Replace All to change all occurrences of the data in one step.

Find and Replace K E |
Find Replace |

Find What: ~ [FL | | EindHext |

Zancel |
Replace \With: IFIu:uriu:Ia j Replace |
Look In: IState j Replace Al |
Match: | whole Field =l << Less |
Search: I.ﬁ.ll j I™ Match Case

[™ search Fields As Formatted

Check Spelling and AutoCorrect

The spell checker can be used to flag spelling errors in text and menu fields in a
datasheet. Select Tools|Spelling from the menu bar to activate the spell checker

16



and make corrections just as you would using Word or Excel. The AutoCorrect
feature can automatically correct common spelling errors such as two INitial
CApitals, capitalizing the first letter of the first word of a sentence, and anything
you define. Select Tools]AutoCorrect to set these features.

Print a Datasheet

Datasheets can be printed by clicking the Print button on the toolbar or select
File|Print to set more printing options.

Table Relationships

To prevent the duplication of information in a database by repeating fields in
more than one table, table relationships can be established to link fields of tables
together. Follow the steps below to set up a relational database:

= Click the Relationships button on the toolbar. g

= From the Show Table window (click the Show Table button on the
toolbar to make it appear), double click on the names of the tables you
would like to include in the relationships. When you have finished adding
tables, click Close.

= = Relationzhips

Show Table

- {Tabis ] queries | Both |
create by entering data ﬂl

Mailing Lisk
Tablel

Kl

= To link fields in two different tables, click and drag a field from one table
to the corresponding field on the other table and release the mouse
button. The Edit Relationships window will appear. From this window,
select different fields if necessary and select an option from Enforce
Referential Integrity if necessary. These options give Access permission to
automatically make changes to referential tables if key records in one of
the tales is deleted. Check the Enforce Referential Integrity box to
ensure that the relationships are valid and that the data is not accidentally
deleted when data is added, edited, or deleted. Click Create to create the
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link.

Lastt Edit Helatlunshlps EE3 l

= Relationzhipz

FirstMame

Test

- Table/Cuery: Related TablefCuery:
Test; =

ITaI:uIe2

LlTabIel j

10

Cancel |
— Jaoin Type.. |
-

= studentIn

. Create Mew,,
I Enforce Referential Integrity—————————— Hl

¥ | Zascade lUpdate Related Fields
« | | IV | Gascade Delete Felated Recards

- Relationship Twpe: One-To-Many

=2 Relationships

FirstMame
LastMarme
StudentID

TestliGrade
Test2iGrade

[ |

A line now connects the two fields in the Relationships window.

=10 x|

KI

A0

The datasheet of a relational table will provide expand and collapse
indicators to view subdatasheets containing matching information from the
other table. In the example below, the student address database and
student grade database were related and the two can be shown
simultaneously using the expand feature. To expand or collapse all
subdatasheets at once, select Format|Subdatasheet]|Expand All or
Collapse All from the toolbar.

B Table? : Table M=l 3

* (AutoMumber)

D First Name Last Name Address
k- 8577422811 John Smith 123 Main Street Ft.
TestiGrade | Test?Grade | Test3Grade |CourseAverag]
id 95 85 50 50
| L ad o o o
+ 1002552704 Jane Janes 456 Elm Awve. | Ft.

Record: HI 1 II 1k |H|H9| of 1
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Sorting and filtering allow you to view records in a table in a different way either
by reordering all of the records in the table or view only those records in a table
that meet certain criteria that you specify.

. 4l 2|
Sorting Z¥ &

You may want to view the records in a table in a different order than they appear
such as sorting by a date or in alphabetical order, for example. Follow these steps
to execute a simple sort of records in a table based on the values of one field:

= In table view, place the cursor in the column that you want to sort by.

= Select Records|Sort]|Sort Ascending or Records|Sort|Sort
Descending from the menu bar or click the Sort Ascending or Sort
Descending buttons on the toolbar.

To sort by more than one column (such as sorting by date and then sorting
records with the same date alphabetically), highlight the columns by clicking and
dragging the mouse over the field labels and select one of the sort methods
stated above.

Filter by Selection %

This feature will filter records that contain identical data values in a given field
such as filtering out all of the records that have the value "Smith" in a name field.
To Filter by Selection, place the cursor in the field that you want to filter the other
records by and click the Filter by Selection button on the toolbar or select
Records]Filter|Filter By Selection from the menu bar. In the example below,
the cursor is placed in the City field of the second record that displays the value
"Ft. Myers" so the filtered table will show only the records where the city is Ft.
Myers.

B8 Mailing List : Table M=l E3

Last Name First Name Address City State |
Smith John 123 Main Street Ft. Myers FL 3:
u Smith Sally 123 Main Street Ft. Myers FL 3:
..In:unes M ark 492 215t Aw Maples FL 3:
*

Record: HI 1 II 2|k IH IH*I af 3

Filter by Form

If the table is large, it may be difficult to find the record that contains the value
you would like to filter by so using Filter by Form may be advantageous instead.
This method creates a blank version of the table with drop-down menus for each
field that each contain the values found in the records of that field. Under the
default Look for tab of the Filter by Form window, click in the field to enter the
filter criteria. To specify an alternate criteria if records may contain one of two
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specified values, click the Or tab at the bottom of the window and select another

criteria from the drop-down menu. More Or tabs will appear after one criteria is

set to allow you to add more alternate criteria for the filter. After you have

selected all of the criteria you want to filter, click the Apply Filter button W

the toolbar.

B Mailing List: Filter by Form M=l E

Address Last Name | Mailing ListlD| First Hame City

on

"123 Main St ]

The following methods can be used to select records based on the record selected

by that do not have exactly the same value. Type these formats into the field
where the drop-down menu appears instead of selecting an absolute value.

Filter by Form

Format Explanation
Like Selects all records that end with "Street"
"*Street”
<="G" Selects all records that begin with the letters A through

G

>1/1/00 Selects all dates since 1/1/00
<=0 Selects all records not equal to zero

Saving A Filter

The filtered contents of a table can be saved as a query by selecting File]Save

As Query from the menu bar. Enter a name for the query and click OK. The
query is now saved within the database.

B9 Mailing List: Filter by Form -0 =|
Address Last Hame | Mailing ListlD| First Hame City
"123 Main St

Save As Query EE

Query Mame: ¥

Cancel |

Remove a Filter ﬁ

To view all records in a table again, click the depressed Apply Filter toggle
button on the toolbar.
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Introduction to Queries

Queries select records from one or more tables in a database so they can be
viewed, analyzed, and sorted on a common datasheet. The resulting collection of
records, called a dynaset (short for dynamic subset), is saved as a database
object and can therefore be easily used in the future. The query will be updated
whenever the original tables are updated. Types of queries are select queries
that extract data from tables based on specified values, find duplicate queries
that display records with duplicate values for one or more of the specified fields,
and find unmatched queries display records from one table that do not have
corresponding values in a second table.

Create a Query in Design View
Follow these steps to create a new query in Design View:

= From the Queries page on the Database Window, click the New button.
g dbl : Database -0 x|

(78 open [off Desion |40 New | b | fo

Ohijects Create query in Design view
Create query by using wizard

Farms

Hew Query HE

Reparts

Pages

HEmiEs /' Simple Query \Wizard
SES EE Crosstab Query Wizard
s Find Duplicates Query Wizard

Find 1 kehied Wizard
Create a new query without ind Unmatched Query Wizar

using a wizard.

B3 Favarites

(] 4 I Zancel

= Select Design View and click OK.
= Select tables and existing queries from the Tables and Queries tabs and
click the Add button to add each one to the new query.
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Click Close when all of the tables and queries have been selected.
gzt Queryl : Select Query

< |

Field:

Table:

Sork:

Shiow:

Criteria:
ars

4]

Show Table

Tables | queries | Bath |

Tablez

Close

i

Add fields from the tables to the new query by double-clicking the field
name in the table boxes or selecting the field from the Field: and Table:
drop-down menus on the query form. Specify sort orders if necessary.

Microzoft Access

querny show  show
type mn table totalks

JEiIe Edit Miew Insert Query Tools Window Help

top
vales

FirskMarme
LastMarne
StudentID

Test1Grade ;I

== e : 1
|28 &Y 4 ER
g=f Queryl : Select Query M=l E1

FirstMarne
LastMame
Address

E!! Fawin s

Field:
Table:
Sork:
Shio:
Criteria:

LastNamel

Tablel

"arnith"

|

Enter the criteria for the query in the Criteria: field. The following table
provides examples for some of the wildcard symbols and arithmetic
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4+
+

operators that may be used. The Expression Builder N can also be used

to assist in writing the expressions.

Query Wildcards and Expression Operators
Wildcard 7 Explanation
Operator P

? Street The question mark is a wildcard that takes the place
of a single letter.

43th * The asterisk is the wildcard that represents a number
of characters.

<100 Value less than 100

>=1 Value greater than or equal to 1

<=>"FL" Not equal to (all states besides Florida)

Between 1 and |[Numbers between 1 and 10

10

Is Null Finds records with no value

Is Not Null or all records that have a value

Like "a*" All words beginning with "a"

>0 And <=10 All numbers greater than 0 and less than 10

"Bob'" Or "Jane" |[Values are Bob or Jane

= After you have selected all of the fields and tables, click the Run button on
the toolbar.
» Save the query by clicking the Save button.

Query Wizard

Access' Query Wizard will easily assist you to begin creating a select query.
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= Click the Create query by using wizard icon in the database window to
have Access step you through the process of creating a query.

Simple Querny Wizard

Which Fields do you wank in your query?

%ou can choose from more than one table or query,

Tables/Queries
[Table: Tablez |
Available Fields: Selected Fields:
D FirstMarne
Address Lasthame
Ciky HomePhone
Stake
PostalCode

WorkPhone

=
N
il

Cancel | = BEch I Mext = I Finish

= From the first window, select fields that will be included in the query by
first selecting the table from the drop-down Tables/Queries menu.
Select the fields by clicking the = button to move the field from the
Available Fields list to Selected Fields. Click the double arrow button == to
move all of the fields to Selected Fields. Select another table or query to
choose from more fields and repeat the process of moving them to the
Selected Fields box. Click Next = when all of the fields have been
selected.

Simple Query Wizard

‘\What title do wou wank For yaur quetsy’y

[able2 Query]

That's all the information the wizard needs to create wour
qUEry,

Do wiou wank ko open the query ar modify the query's design?

¥ open the query ba view information.

¢ Modify the query design.

[" Display Help on working with the query?

Zancel < Back [HERE = | Finish I

= On the next window, enter the name for the query and click Finish.
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» Refer to steps 5-8 of the previous tutorial to add more parameters to the
query.

Find Duplicates Query

This query will filter out records in a single table that contain duplicate values in a
field.

= Click the New button on the Queries database window, select Find
Duplicates Query Wizard from the New Query window and click OK.

Mew Query EE

) vt Design YWiew

1 xxx xxx = 5 H

B, [ — Simple Query '-.-'l.l'lza_ru:l

3 s s || S Crosstab Query Wizard
ZEEEETE | Find Duplic akes d

This wizard creates a query Find Unmatched Query Wizard
that Finds records with
duplicate Field values in a

single table or query.

Ik I Cancel |

» Select the table or query that the find duplicates query will be applied to
from the list provided and click Next >.

Find Duplicates Query Wizard |

W'hich table or query do wou want ko search For duplicate field values?
1 uun uan HHHl

2 uun une ue
3w o | Faor example, ko find cities with more than one customer you would

T choose a Customer table below,

L] R
||:reate by entering data

2 nRH Anm nRe

2 nRH Anm nRe =

Table1

Tablez

— Wi

¥ Tahles ™ CQueries " Both

Zancel = Back: I Mewxk = I st

= Select the fields that may contain duplicate values by highlighting the
names in the Available fields list and clicking the > button to individually
move the fields to the Duplicate-value fields list or == to move all of the
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fields. Click Next > when all fields have been selected.

Find Duplicates Query Wizard |
- ‘ehich Fields might contain duplicate inFormation?
1 o For example, if you are looking For cities with more than one customet, wou
2 nnw e e would choose Ciky and Region fields here.
Fomun o owen
2wy Aveailable Fields: Duplicate-value Figlds;
L NF T
Mailing ListID HomePhone
FirstMarne ;I
LastMarne FY
Address
ity

Skate

==

B gEl

Cancel | < Back I Mexk = I Finish |

Select the fields that should appear in the new query along with the fields
selected on the previous screen and click Next >.

Find Duplicates Query Wizard |
- Do wou want the query to show fields in addition to those with duplicate wvalues?
| EHER R
2 i e Far example, if ¥ou chose ko look For duplicate Ciky walues, you could choose
3 nin i EEE CustomerMame and Address here.
FLE P
A Available Fields: Additional query Fields:
Mailing ListID | Firsthane
=

ity
Stake
PostalZode

gl

Al |

Zancel = Back I Mewxk = I Einish
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= Name the new query and click Finish.
Find Duplicates Query Wizard |

What do wou want ko name your guery?

licates For Mailing List

Do wiol wank ko view the query results, or modify the query design?

% Wiew the results,

™ Modify the design.

[™ Display Help on working with the query,

Cancel < Back MExk = | Finish I

Delete a Query

To delete a table from the query, click the table's title bar and press the Delete
key on the keyboard.

Forms are used as an alternative way to enter data into a database table.
Create Form by Using Wizard
To create a form using the assistance of the wizard, follow these steps:

» Click the Create form by using wizard option on the database window.

» From the Tables/Queries drop-down menu, select the table or query
whose datasheet the form will modify. Then, select the fields that will be
included on the form by highlighting each one the Available Fields
window and clicking the single right arrow button > to move the field to
the Selected Fields window. To move all of the fields to Select Fields,
click the double right arrow button >=>. If you make a mistake and would
like to remove a field or all of the fields from the Selected Fields window,
click the left arrow < or left double arrow << buttons. After the proper
fields have been selected, click the Next = button to move on to the next
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screen.
Form Wizard

‘hich Fields do wou want on wour Form?
§% T
% - ou can choose From mare than one table ar query.
Tables/Queries
|Ta|:u|e: Tablel |

frveailable Fields:

Test1lg
TestZGrade
Test3Grade
Coursefverage
ExtraCredit

Selected Fields:

= B I Mext = I

Zancel

Finish

= On the second screen, select the layout of the form.
= Columnar - A single record is displayed at one time with labels and

form fields listed side-by-side in columns

= Justified - A single record is displayed with labels and form fields

are listed across the screen

= Tabular - Multiple records are listed on the page at a time with

fields in columns and records in rows

» Datasheet - Multiple records are displayed in Datasheet View

Click the Next > button to move on to the next screen.

‘ehat layout would wou like For swour Farm?

|

i

™ Tabular
" Datasheet
' Justified

Cancel

< Barck I Mewxt = I

Finish
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= Select a visual style for the form from the next set of options and click

Next >.

What style would vou like?

Blends
Blueprint
Expedition

:Industrial

International

Ricepaper

Label

Sand3tone
Standard
Stone

Sumi Painting

Cancel < Back I Mext = I

= On the final screen, name the form in the space provided. Select "Open
the form to view or enter information” to open the form in Form View or

"Modify the form's design" to open it in Design View. Click Finish to create

the form.

Wehat title do wou want For your Form?

|F|:|rm for Tablel

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

Form.

Do wou want to open the Form or modify the form's designy?

¥ Open the Farm o view or enter information,

= Modify the Form's design.

[™ Display Help on working with the Farm?

Cancel < Back

(et = | Finish I

Create Form in Design View

To create a form from scratch without the wizard, follow these steps:

= Click the New button on the form database window.

29



Select "Design View" and choose the table or query the form will be
associated with the form from the drop-down menu.
Select View|Toolbox from the menu bar to view the floating toolbar with

additional options.

label

option group

option button

combo box

command

unbound object frame
page break
subformfsubrepornt

rectangle

s

Aa ab| | textbox

e ,—_' togghe button

@ |7 check box

EE st box

| image

Eg ﬁ bound object frame
W= 1) | tab contral

. | Ene

O % mare controks...

Add controls to the form by clicking and dragging the field names from the
Field List floating window. Access creates a text box for the value and label
for the field name when this action is accomplished. To add controls for all
of the fields in the Field List, double-click the Field List window's title bar

and drag all of the highlighted fields to the form.

B Forml : Form M=l

Mailing LiskID

FirskMame
LaskMame
Address

-
~
[
[=
~

«

City
Skate
PostalCode

Adding Records Using A Form

Input data into the table by filling out the fields of the form. Press the Tab key to
move from field to field and create a new record by clicking Tab after the last
field of the last record. A new record can also be created at any time by clicking
the New Record button *#lat the bottom of the form window. Records are

30



automatically saved as they are entered so no additional manual saving needs to
be executed.

B3 Form for Tablel O] =]
2

Test1Grade
Test2Grade
Test3Grade

Coursefverage

ExtraCredit

Record; HI*II 1 PIHIP*I af 3

Editing Forms
The follow points may be helpful when modifying forms in Design View.

= Grid lines - By default, a series of lines and dots underlay the form in
Design View so form elements can be easily aligned. To toggle this feature
on and off select View|Grid from the menu bar.

= Snap to Grid - Select Format|Snap to Grid to align form objects with
the grid to allow easy alignment of form objects or uncheck this feature to
allow objects to float freely between the grid lines and dots.

= Resizing Objects - Form objects can be resized by clicking and dragging
the handles on the edges and corners of the element with the mouse.

= Change form object type - To easily change the type of form object
without having to create a new one, right click on the object with the
mouse and select Change To and select an available object type from the
list.

= Label/object alignment - Each form object and its corresponding label
are bounded and will move together when either one is moved with the
mouse. However, to change the position of the object and label in relation
to each other (to move the label closer to a text box, for example), click
and drag the large handle at the top, left corner of the object or label.

= Tab order - Alter the tab order of the objects on the form by selecting
View|Tab Order... from the menu bar. Click the gray box before the row
you would like to change in the tab order, drag it to a new location, and

31



release the mouse button.

Tab Order |

Secktion——————  Cuskom Order:
£ Form Header || Firsthame
| |LastMame
+ Detai |_|Address
" Form Foot ||ty
At Eamher otate

HomePhone

Click. bo seleck & row, or
click and drag ko select | |PastalCode
multiple rows. Drag | WorkPhone
selected row(s) bo move
them to desired tab
arder,

(]9 I Cancel fuko Order

» Form Appearance - Change the background color of the form by clicking
the Fill/Back Color button on the formatting toolbar and click one of the
color swatches on the palette. Change the color of individual form objects
by highlighting one and selecting a color from the Font/Fore Color
palette on the formatting toolbar. The font and size, font effect, font
alignment, border around each object, the border width, and a special
effect can also be modified using the formatting toolbar:

FiliBack Line/Barder Special
Caolor Caolor Effects

I
Font/Fore Lme/Border
Color Width

» Page Header and Footer - Headers and footers added to a form will only
appear when it is printed. Access these sections by selecting View|Page
Header/Footer on the menu bar. Page numbers can also be added to
these sections by selecting Insert]Page Numbers. A date and time can
be added from Insert|Date and Time.... Select View|Page
Header/Footer again to hide these sections from view in Design View.

This page explains the uses for other types of form controls including lists, combo
boxes, checkboxes, option groups, and command buttons.

List and Combo Boxes

If there are small, finite number of values for a certain field on a form, using
combo or list boxes may be a quicker and easier way of entering data. These two
control types differ in the number of values they display. List values are all
displayed while the combo box values are not displayed until the arrow button is
clicked to open it as shown in these examples:

Combo Box List Box

Academic 3 - Academic 3 =
J Ben Hill Griffin il Hall J
Reed Hall ﬂ

By using a combo or list box, the name of the academic building does not need to
be typed for every record. Instead, it simply needs to be selected from the list.
Follow these steps to add a list or combo box to a form:
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Open the form in Design View.

Select View|Toolbox to view the toolbox and make sure the "Control
Wizards" button is pressed in.

Click the list or combo box tool button and draw the outline on the form.
The combo box wizard dialog box will appear.

Select the source type for the list or combo box values and click Next >.

Combo Box Wizard

This wizard creates a combo box, which displays a list of values vou
can choose from, How do you want your caombo bax to gek its

FrTe vI values?

HRARRRRRRRRS
o ——— 0 I want the comba box ko look up the walues in a kable or query,

= I will bype in the walues that T want.

= Find a record on my Form based an the value T selected in my
combo box,

Cancel = Back I Mext = I FEimishT

Depending on your choice in the first dialog box, the next options will
vary. If you chose to look up values from a table or query, the following
box will be displayed. Select the table or query from which the values of
the combo box will come from. Click Next = and choose fields from the
table or query that was selected. Click Next > to proceed.

Combo Box Wizard

‘\Which table or query should provide the values For vour combo
box?

tblCustomer
tblCustomerorder

ﬁ tblCrderLine
I e - ‘tblProduct

— Wiew

(= Tables ' Queries " Both

Cancel < Back I Mext = I FEimishT
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= On the next dialog box, set the width of the combo box by clicking and
dragging the right edge of the column. Click Next =>.

Combo Box Wizard

Huow wide would wou like the calumns in your combo box?

To adjust the width of a column, drag its right edge to the width wou want, or double-click the
right edge of the column heading ko get the best: ik,

Zancel < Back I Mext = I Finish |

= The next dialog box allows tells Access what to do with the value that is
selected. Choose "Remember the value for later use” to use the value in a
macro or procedure (the value is discarded when the form is closed), or
select the field that the value should be stored in. Click Next > to proceed
to the final screen.

Combo Box Wizard

Microsoft Access can store the selected value From your combo box
in wour database, or remember the value so wou can use it laker ko

m perform a task, When vou select a walue in wour list box, what do
wou wank Microsoft Access ko do?

HEEE | HHER | HEER

£ HHE HHY
W owmd e " Remember the walue For later use,

~ ,I & Skore that value in this Field: |ItemN|:|| ]

HHE HHE ORHE HEN
HHE HEE RHE R
HHH HHH HHE OREE

rs

Zancel < Back I Mext = I Finish

= Type the name that will appear on the box's label and click Finish.

Check Boxes and Option Buttons

Use check boxes and option buttons to display yes/no, true/false, or on/off
values. Only one value from a group of option buttons can be selected while any
or all values from a check box group can be chosen. Typically, these controls
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should be used when five or less options are available. Combo boxes or lists
should be used for long lists of options. To add a checkbox or option group:

= Click the Option Group tool on the toolbox and draw the area where the
group will be placed on the form with the mouse. The option group wizard
dialog box will appear.

= On the first window, enter labels for the options and click the tab key to
enter additional labels. Click Next = when finished typing labels.

Option Group Wizard |

&n option group contains a set of option buttons, check
boxes, or toggle buttons. You can choose only one option.

HRRNRE
[T 1
(U

& WWhat label do wou want For each option?

Label Names:

fes
o

Cancel | = BarH: Mext = Finish |

= On the next window, select a default value if there is any and click Next
>,

Option Group Wizard

Do wou wank one option to be the default choice?

RRRERR
| T

" ¥es, the default choice is: |‘r‘es =1

[

[ RHHH HHHRH

O END, I don't want a default,

Cancel < Back Mexk = Finish
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Select values for the options and click Next =.

Option Group Wizard

HERHAH
[N T

[T

T HEHE RERRN

Clicking an option in an option group seks the walue of the
option group to the value of the selected option.

WWhat walue do wou wank ko assign to each option?

Label Mames: ¥alues:

Yes 1
(]

Cancel | < Back Mexk = Finish |

Choose what should be done with the value and click Next >.

Option Group Wizard

HRRNRE
[T T
o= T

[T

[ HEE wHnn

W HHE HEE REE
W HHE HEE REE

You can either store the value of a selected option in a field,
or use the walue later to petform a task such as printing a
repork,

What do wou wank to do with the value of a selected option?

" Save the value For later use.

% Store the value in this Field: (Drderto ;l

Cancel | < Back Mext = Finish |

Choose the type and style of the option group and click Next >.

Option Group Wizard

What type of controls doyou want in the option
group?

¥  option buttans
[T check boxes
_I Toggle buttons

What skyle would vou like to use?

™ Etched " shadowed
" Flat ™ Sunken

Cancel < Back Mext = Finish

Type the caption for the option group and click Finish.
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Command Buttons

In this example, a command button beside each record is used to open another
form.

= Open the form in Design View and ensure that the Control Wizard button
on the toolbox is pressed in.

= Click the command button icon on the toolbox and draw the button on the
form. The Command Button Wizard will then appear.

= On the first dialog window, action categories are displayed in the left list
while the right list displays the actions in each category. Select an action
for the command button and click Next >.

Command Button Wizard

\What action do wou want to happen when the buttan is
pressed?

Different actions are available For each category.

Categaries: Actions:
Record MNavigation Apply Form Filker
Record Operations Close Faorm
Form Operations Edit Form Filter
Report Cperations fCpen Forrm
Application Cpen Page
Miscellaneous Prink a Form
Prink Current Farm
Refresh Form Data
Cancel = Back Mexk = s

= The next few pages of options will vary based on the action you selected.
Continue selecting options for the command button.

= Choose the appearance of the button by entering caption text or selecting
a picture. Check the Show All Pictures box to view the full list of
available images. Click Next >.

Command Button Wizard

Produck
Info

Do wou wank texk ar a pickure on the butbon?

If wou choose Text, vou can bype the text ko display. IF wou
choose Pickure, you can click Browse to find a picture to displaty,

' Texk: IF‘deuct Info

™ Picture: BrEEE. |
™ | Shimwall Fictures

Cancel < Barck Mext = Finish
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= Enter a name for the command button and click Finish to create the
button.

What Is A Subform?

A subform is a form that is placed in a parent form, called the main form.
Subforms are particularly useful to display data from tables and queries that have
one-to-many relationships. For example, in the sample below, data on the main
form is drawn from an item information table while the subform contains all of the
orders for that item. The item record is the "one" part of this one-to-many
relationship while the orders are the "many" side of the relationship since many
orders can be placed for the one item.

B frmOrdersTestSub M=l E
ItemNo Description UnitPrice
PIMEEE  |[Penci #2 I $5.00 |
OrderNo  TtemiNo Quantity Total =
bloooor  JfePes3a || 10| $50.00 |
boooz  |lapesz || 8| $40.00 | o
Record: 14] < || 1w w1 r#] o 2
Recard: HI i || 1k IH IP*I af 3

The remainder of this page explains three methods for creating subforms and
they assume that the data tables and/or queries have already been created.

Create a Form and Subform at Once

Use this method if neither form has already been created. A main form and
subform can be created automatically using the form wizard if table relationships
are set properly or if a query involving multiple tables is selected. For example, a
relationship can be set between a table containing customer information and one
listing customer orders so the orders for each customer are displayed together
using a main form and subform. Follow these steps to create a subform within a
form:

*» Double-click Create form by using wizard on the database window.

* From the Tables/Queries drop-down menu, select the first table or query
from which the main form will display its data. Select the fields that should
appear on the form by highlighting the field names in the Available
Fields list on the left and clicking the single arrow > button or click the
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double arrows >=> to choose all of the fields.
Form Wizard

‘hich Fields do wou want on wour Form?

B T

% | i ou can choose From mare than one table ar query.

‘thlCustarnerOrder, Cuskornerdooou

Tables/Queries
|Ta|:u|e: thlCustomerCrder |
frveailable Fields: Selected Fields:
. | tblCustomer . CustomerAccount
Cusktameriame
i | OrderDate
OrderMo
- | GrandTokal
= |

Zancel

= B I Mext = I Finish

From the same window, select another table or query from the
Tables/Queries drop-down menu and choose the fields that should
appear on the form. Click Next to continue after all fields have been
selected.

Choose an arrangement for the forms by selecting form with subform(s)
if the forms should appear on the same page or Linked forms if there are
many controls on the main form and a subform will not fit. Click Next to
proceed to the next page of options.

Form Wizard

How dio you wank ko wigw your
data?

tblCustomer_CustomerAccount, Customerhame

I:q.-' thiCustamerCrder

CrderDate, Orderflo, GrandTotal,
tblCustomerOrder_CustomerAccount

& Form with subformis) " Linked forms

Cancel < Back I Mext = I Finish
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= Select a tabular or datasheet layout for the form and click Next.

‘hat layout would wou like For wour subfarm?

8 Datasheet

Zancel | < Back I Mext = I Finish |

= Select a style for the form and click Next.

What skyle would yaou liker

Blends
Blueprint
Expedition
Industrial
International
Ricepaper
Sandstone
Standard
Skone

‘Surni Painking

Label

Cancel < Barck I Mewxt = I Finish




= Enter the names for the main form and subform. Click Finish to create the
forms.

Wiehat titles do wou wankt For wour Forms?

Formm; |FrmCustu:umerOru:Ier

subform: |Frm0ru:|erLine

That's all the information the wizard needs ko creake wour
Farm.

Do wou wank to open Ehe Form or modify the Form's design?

& open the Form bo view or enter information,

= Modify the Farm's design.

[ Display Help on working with the Form?

Cancel < Back [dext = | Finish I

= New records can be added to both tables or queries at once by using the
new combination form.

Subform Wizard

If the main form or both forms already exist, the Subform Wizard can be used to
combine the forms. Follow these steps to use the Subform Wizard:

= Open the main form in Design View and make sure the Control Wizard

o . .
button ITon the toolbox is pressed in.

» Click the Subform/Subreport icon Efon the toolbox and draw the
outline of the subform on the main form. The Subform Wizard dialog box
will appear when the mouse button is released.

» If the subform has not been created yet, select "Use existing Tables and
Queries". Otherwise, select the existing form that will become the

41



subform. Click Next to continue.

SubForm Wizard |

ou can use an existing Farm ko create wour subForm ar subreport, or
create your own using tables andfor queries,

What data would vou like to use for wour subform or subreport?

™ Use existing Tables and Queries

% Use an existing Form

FronCustormerorder

SFrmltemiCrders
FrrnrderLine

Zancel | = BarH: I Mexk = I Finish

*» The next dialog window will display table relationships assumed by Access.
Select one of these relationships or define your own and click Next.

SubForm Wizard |

would vou like to define which Fields link wour main Form to Ehis
subform wourself, or choose From the list below?

« EChu:u:use From a list, T Define Ty QT

Show gryOrderLine For each record in tbIProduct using Ikemblo

Zancel < Back I Mexk = I Finish

= On the final dialog box, enter the name of the subform and click Finish.

Drag-and-Drop Method

Use this method to create subforms from two forms that already exist. Make sure

that the table relationships have already been set before proceeding with these

steps.
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= Open the main form in Design View and select Window|Tile Vertically
to display both the database window and the form side-by-side.

Qpenﬁ&esignﬁﬂew|x|gﬂ:_.“'IE m e s

— # Form Header

Create Form in Design view

Cbjects

Create form by using wizard

FrrCustomerOrder # Detai

(Ttermho |]DES|I:ripti|:|r'|

frrnltemOrders

frmltems

HEEENT

fronCrderLine

# Form Fooker

Kl r

= Drag the form icon beside the name of the subform onto the detail section
of the main form design.

g2 Database : Database M=l E3ll = fimitems : Form M=l E

Qpen Iﬁgesign ":@Mew | }( | Eg :_2' e

# Form Header

Objects 1] Create Form in Design view
@Tl Create Form by using wizard |ItEmND HDES
FrmCustormerOrder ¥ Detai : :
FnltemOrders et [Pescription !
" R S N FR SR ) RO
FrmCrderLine

# Form Fooker

Multiple-Page Forms Using Tabs

Tab controls allow you to easily create multi-page forms. Create a tab control by
following these steps:

= Click the Tab Control icon on the toolbox and draw the control on the
form.

= Add new controls to each tab page the same way that controls are added
to regular form pages and click the tabs to change pages. Existing form
controls cannot be added to the tab page by dragging and dropping.
Instead, right-click on the control and select Cut from the shortcut menu.
Then right-click on the tab control and select Paste. The controls can then
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be repositioned on the tab control.

B frmOrderLine [_ (O] =]
} -
page 1 | page 2 |

ItemMo APG33

Description [Penci #2 |
UnitPrice | $5.00] |

Record: 14 4 II b v [r#] of 4 _I< _ILI—I

Add new tabs or delete tabs by right-clicking in the tab area and
choosing Insert Page or Delete Page from the shortcut menu.

» Reorder the tabs by right-clicking on the tab control and selecting
Page Order.

= Rename tabs by double-clicking on a tab and changing the Name
property under the Other tab.

Conditional Formatting

Special formatting that depends on the control's value can be added to text
boxes, lists, and combo boxes. A default value can set along with up to three
conditional formats. To add conditional formatting to a control element, follow
these steps:

= Select the control that the formatting should be applied to and select
Format|Conditional Formatting from the menu bar.
» Under Condition 1, select one of the following condition types:
= Field Value Is applies formatting based upon the value of the
control. Select a comparison type from the second drop-down
menu and enter a value in the final text box.
= Expression Is applies formatting if the expression is true. Enter a
value in the text box and the formatting will be added if the value
matches the expression.
» Field Has Focus will apply the formatting as soon as the field has
focus.
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» Add additional conditions by clicking the Add == button and delete
conditions by clicking Delete... and checking the conditions to erase.

Conditional Formatting K E |

—Default Formatting

This Farmat will be used if no P e i B 7 U - A L=

conditions are met; ! = | & . F
—Condition 1

Field Yalue Is j IIess than j IIII

Preview of Format ko use . |

when condition is true: AaBbCcYyZz ‘ l? - oo | & é F

—iCondition 2
Feldvaluels | [SSTSTSMG_—— - o
Preview of Format ko use
when condition is true: AaBbCcYyzz ‘ l? £ U |& T & T IE

Add == | Delete. .. | (a4 I Cancel |

Password Text Fields

To modify a text box so each character appears as an asterisk as the user types
in the information, select the text field in Design View and click Properties.
Under the Data tab, click in the Input Mask field and then click the button [...]
that appears. Choose "Password" from the list of input masks and click Finish.
Although the user will only see asterisks for each character that is typed, the
actual characters will be saved in the database.

Change Control Type

If you decide the type of a control needs to be changed, this can be done without
deleting the existing control and creating a new one although not every control
type can be converted and those that can have a limited number of types they
can be converted to. To change the control type, select the control on the form in
Design View and choose Format|Change To from the menu bar. Select one of
the control types that is not grayed out.

Multiple Primary Keys

To select two fields for the composite primary key, move the mouse over the gray
column next to the field names and note that it becomes an arrow. Click the
mouse, hold it down, and drag it over all fields that should be primary keys and
release the button. With the multiple fields highlighted, click the primary key
button.

Reports will organize and group the information in a table or query and provide a
way to print the data in a database.

Using the Wizard

Create a report using Access' wizard by following these steps:
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Double-click the "Create report by using wizard" option on the Reports

Database Window.

Select the information source for the report by selecting a table or query
from the Tables/Queries drop-down menu. Then, select the fields that

should be displayed in the report by transferring them from the Available

Fields menu to the Selected Fields window using the single right arrow
button = to move fields one at a time or the double arrow button >> to

move all of the fields at once. Click the Next > button to move to the next

screen.
Report Wizard

5

o]

‘\Which Fields do wou wank on yaour report?

Tables/Queries

|Ta|:u|e: Mailing Lisk

frveailable Fields:

Malng URtD
FirstMame
LastMame
Address

City

State
PostalZode
HomePhone

Selected Fields:

b

AEEE

=

|

ou can choose From mare than one table ar query.

= B I Mext = I

Zancel |

Finish

Select fields from the list that the records should be grouped by and click
the right arrow button > to add those fields to the diagram. Use the
Priority buttons to change the order of the grouped fields if more than
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one field is selected. Click Next > to continue.

Do vou wank ko add any grouping

lewvels?

LastMame
Address
City

State
PostalZode
HomePhone
WorkPhone

Firstharme, Lasthame, Address, City,
State, PostalCode, HomePhone,
WWorkPhone

L I ] LB

Zancel

| < Back I Mext = I Finish

If the records should be sorted, identify a sort order here. Select the first

field that records should be sorted by and click the A-Z sort button to

choose from ascending or descending order. Click Next > to continue.

What sort order do wou want For your records?

‘ou can sork records by up to Four Fields, in either
N ascending ar descending order.
e
A
1 ILastName o | al |
1 2 3 4
2 2 e 2 [FirstHiame =1 8
4 wmmx mmxx mxEx wExE
@ e ewmn| xman wews
B B
R I a
9| e Y
2, o] e ] o
4 wmmx mmxx mmax mEx
T RMEM EMME EMEN HNX a
] EIREN
A [ ] o]
T [ ——
D MHEM NEEE HENH XHEN
Zancel < Back I Mext = I Finish
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= Select a layout and page orientation for the report and click Next =.

Haww would wou like ko lay out your report?

Layaut ——— [~ Orienktation

& Columnar " Portrait
RARERRE  FARRRAT " Tabular « _andscape .........
HEMHENR  HHNRHAY

HEMEE  HENHNMEM
REMERHE RN
REMERHE  dMMe
RXNERNE wreamee
REMERH  dRMENMEY
REMERH  dEMENN
HEKENEE SR
HEMEE  HENHNMEM

W adijust the field width =o all fields fit on
a page.

Zancel | < Back I Mext = I Finish |

= Select a color and graphics style for the report and click Next >.

What skyle would yaou liker

EERRHEH Casual
Corpack
HXXX XEHK Corporate
W HERR Farmal
Soft Gray

Title

Lahel ahove Detail
Control from Detail

Cancel < Barck I Mewxt = I Finish




On the final screen, name the report and select to open it in either Print
Preview or Design View mode. Click the Finish button to create the report.

Wiehat title do wou want For your repork?

|Mai|ing List Report]

That's all the information the wizard needs ko creake wour
repark,

Do wou wankt o preview the report or modify the report's
design?

" Preview the repart,

= Modify the repart's design.

[ Display Help on working with the report?

Cancel < Back [dext = | Finish I

Create in Design View

To create a report from scratch, select Design View from the Reports Database
Window.

Click the New button on the Reports Database Window. Highlight "Design
View" and choose the data source of the report from the drop-down menu
and click OK.

Mew Heport EHE |

Wizard

= Repart
hﬁ“ SutoRepart: Columnar

AutoReport: Tabular

Chart Wizard
Create a new report without LaI:;I Wif.:rrd

using a wizard,

Choose the table or query where
the object's data comes From:

(0] 4 I Cancel |

You will be presented with a blank grid with a Field Box and form element
toolbar that looks similar to the Design View for forms. Design the report
in much the same way you would create a form. For example, double-click
the title bar of the Field Box to add all of the fields to the report at once.
Then, use the handles on the elements to resize them, move them to
different locations, and modify the look of the report by using options on
the formatting toolbar. Click the Print View button at the top, left corner of
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the screen to preview the report.

I:"---|---1---|---2---|---3---|---4---|---

] # Page Header

m

# Detail

iling LiztiD
irstMam
astham

1- S Maddress

2 BT DrkPhDHe

OBk LHE
og s BRI E T

J # Page Footer

Printing Reports

Select File|Page Setup to modify the page margins, size, orientation, and
column setup. After all changes have been made, print the report by selecting
File|Print from the menu bar or click the Print button on the toolbar.

« Reports Importlngl:irl]zzi?%rtmg, and Kevboard Shortcuts >»

Importing

Importing objects from another database will create a complete copy of a table,
query, or any other database object that you select. Import a database object by
following these steps:

= Open the destination database.

» Select File]Get External| Import from the menu bar.

» Choose the database the object is located in a click the Import button.

= From the Import Objects window, click on the object tabs to find the
object you want to import into the database. Click the Options >=> button
to view more options. Under Import Tables, select "Definition and Data"
if the entire table should be copied or "Definition Only" if the table
structure should be copied but not the data. Under Import Queries,
select "As Tables" if the queries should appear as regular tables in the
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destination database. Highlight the object name, and click OK.

Import Objects EE
Tables |Queries I Farms I Reports I Pages I Macros | Modules I
create by entering data (0 |
Mailing Lisk
Tablel Cancel |
Tahlez
Select Al |
Deselect All |
s = I

Impork Import Tables ————  — Impork Queries
v Relationships %" Definition and Data % As Queries
[ Menus and Toolbars " Definition Only ™ As Tables
™ Import/Export Specs

= The new object will now appear with the existing objects in the database.
Exporting

The effect of importing can also be achieved using the opposite method of
exporting.

» Open the database containing an object that will be copied (exported) to
another database.

* Find the object in the Database Window and highlight it. Then, select
File|Export... from the menu bar.

= Select the destination database from the window and click Save.

* You will be prompted to name the new object and may also be given other
options, such as whether to copy the structure or data and structure of a
table. Click OK to complete the export procedure.

Linking

Unlike importing, linking objects from another database will create a link to an
object in another database while not copying the table to the current database.
Create a link by following these steps:

» Open the destination database.

» Select File]Get External|Link Tables... from the menu bar.

= Choose the database that the table is located in and click the Link button.

» A window listing the tables in the database will then appear. Highlight the
table or tables that should be linked and click OK. A link to the table will
appear in the Database Window as a small table icon preceded by a small
right arrow.

Keyboard shortcuts can save time and the effort of constantly switching from the
keyboard to the mouse to execute simple commands. Print this list of Access
keyboard shortcuts and keep it by your computer for a quick reference.
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Note: A plus sign indicates that the keys need to be pressed at the same time.

||Action ||Keystroke || ||Action ||Keystroke ||
Database actions Editing

Open existing database |CTRL+O Select all CTRL+A

Open a new database CTRL+N Copy CTRL+C

Save CTRL+S Cut CTRL+X

Save record SHIFT+ENTER| [Paste CTRL+V

Print CTRL+P Undo CTRL+Z

Display database F11 Redo CTRL+Y

window Find CTRL+F

Find and Replace CTRL+F Replace CTRL+H

Copy CTRL+C Spell checker F7

Cut CTRL+X Toggle between Edit

Paste CTRL+V mode and Navigation F2

Undo CTRL+Z mode

Help F1 Open window for editing SHIFT+F2
large content fields

Toggle between Form 5 = =

and Design view Switch from current field ESC
to current record

Other = =
- - Navigating Through a datasheet

Insert line break in a CTRL+ENTER =

memo field Next field TAB

Insert current date CTRL+; Previous field SHIFT+TAB

Insert current time CTRL+: First field of record HOME

Copy data from previous . Last field of record END

CTRL+

record DOWN
Next record ARROW

Add a record CTRL++ o

Delete a record CTRL+- Previous record UP ARROW
First field of first record [[CTRL+HOME
Last field of last record [[CTRL+END

Reference:

e http://www.fgcu.edu/support/office2000/access

e internet
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