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GETTING STARTED

INTRODUCTION TO ACCESS

icrosoft Access is a Databases are very useful for
M database program that finding specific data in a large
allows you to store
and manage large collections

collection of information.
of information. Access provides
you with all the tools you
need to create an efficient
and effective database.

For more information on
Access, you can visit the
following Web site:

www.microsoft.com/access
Databases also allow you to

perform calculations on the
information they contain.

Personal and Business Uses Database Applications

PARTS OF A DATABASE

atabases consist of
D objects such as tables,
forms, queries, reports,

pages, macros and modules.

Tables

A table is a collection of related information
about a specific topic. You can have one or
more tables in a database. A table consists of

Many people use a database to store personal
information such as addresses, music and video
collections, recipes or a wine list. Using a
database to store and organize information is
much more efficient than using sheets of paper

A database stores and manages a collection
of information related to a particular subject
or purpose. You can efficiently add, update,
view and organize the information stored in
a database.

fields and records. A field is a specific category
of information in a table such as the first names
of all your clients. A record is a collection of
information about

one person, place O T

or index cards. . . . .
You can instantly locate information of interest

in a database. For example, you can find all
clients with the last name Smith. You can also
perform more advanced searches, such as
finding all clients who live in California and
who purchased more than $100.00 worth of
supplies last year.

Companies use a database to store information
such as mailing lists, billing information,
client orders, expenses, inventory and payroll.
A database can help a company effectively
manage information that is constantly being
reviewed, updated and analyzed.

You can perform calculations on the
information in a database to help you make
quick, accurate and informed decisions.
You can neatly present the information

in professionally designed reports.

Types of Databases

Flat file databases store information in one
large table. This type of database often
contains duplicate information. A flat file
database is easy to set up, but is not very
flexible or efficient for storing large amounts
of information.

Relational databases store information in
separate tables. You can use relationships

to bring together information from different
tables. This type of database is powerful,
flexible and effectively stores large amounts
of information. A relational database is faster
and easier to maintain than a flat file database.
You can use Access to create a relational
database.
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Forms

Forms provide a quick way to view, enter and
modify information in a database by presenting
information in an easy-to-use format. A form
displays boxes that clearly show you where to
enter or modify information. Forms usually
display one record at a time.

Queries

Queries allow you to find information of interest
in a database. When you create a query, you ask
Access to find information that meets the criteria,
or conditions, you specify. For
example, you can create a
query to find all items that
cost less than $100.00.

Reports

Reports are professional-looking documents
that summarize data from your database. You
can perform calculations, such as averages or
totals, in a report to summarize information.
For example, you could
create a report that
displays the total

sales for each product.

Pages

Pages allow you to access a database on the
Internet or an intranet using a Web browser.
When you add pages to a database, other users
can view and enter information in the database
even if they do not have Access installed on
their computers.

Macros

A macro saves you time by combining a series
of actions into a single action. Macros are ideal
for tasks you perform frequently. For example,
you can create a macro that calculates and
prints daily sales figures. Instead of having to
perform each action individually, you can have
a macro automatically perform all the actions
for you.

Modules

Modules are programs created in Visual
Basic for Applications (VBA), which is a
programming language. Modules allow
you to efficiently control a database.
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PLAN A DATABASE

ou should take the time

to properly design a

database. A good database
design ensures that you will be
able to perform tasks efficiently

and accurately. As you add
information and objects to
a database, the database
becomes larger and more
complex. A database that is

Determine the Purpose of the Database

GETTING STARTED

designed properly will be easier
to modify and work with as it
grows. Good planning can also
make it easier for other users to
work with a database you create.

Determine the Fields You Need

378

Decide what you want the database to do and
how you plan to use the information. If others
will be using the database, you should consult
with them and consider their needs. This can
help you determine
what information
you need to include
to make the database
complete.

Determine the Tables You Need

Gather all the information you want to store in
the database and then divide the information
into separate tables. A table should contain
related information about one subject only.
The same information should not appear in
more than one table in a database. You can
work more efficiently and reduce errors if

you only need to update information in one
location.

Each field should relate directly to the subject
of the table. When adding fields, make sure
you break down information into its smallest
parts. For example, break down names into
two fields called First Name and Last Name.

Try to keep the number of fields in a table to
a minimum. For example, do not include a
field containing data you can calculate from
other fields. Tables with many fields increase
the time it takes to process information in a
database.

Determine the Relationships Between Tables

A relationship tells Access how to bring together
related information stored in separate tables. You
can use the primary key to form a relationship
between tables. A primary key is one or more
fields that uniquely identifies each record in a
table. For example, the primary key for a table
of employees could be the social security
number for each employee.

i —

Social Security 10| FirstName | Last Name City  Hosbltue Sosial Security 1D Psition Salary Start Date

AT | Jim semith NewYork 10010 T Accountant #5000 04194

228¢h 0 | Brewda Palsrsor Boston 02117 200K w2 | Recephonist 28000 08/98
Todd Talbot San Francisco. 94110 & hdmin Assistant $3C.000 02/98

Chick Dezn LasVegas 89116 President $150.000 04487

Melanie Rotiinson Jacksonville 32256 8 Sales Rep. oo 02/96

7 | sum Hughes Nashile 57242 [ 7] sals Fep 355000 1196

Allen Toppine. Atlana 30375 Human Resources 312,000 05197

995-95-0099 | tieg Wy osor 02118 fosourtent L0 09

000-00-0000 | Jason Maruson | NewYork 10020 000-00-0000 | Mansger 8,000 04195

000-11-2222 | dim Witn SanDiego 92121 000-11-2202 | SalasRiep #8000 07/9

START ACCESS

ou can start Access to

create a new database

or work with a database
you previously created.

Each time you start Access,

the Microsoft Access dialog box
appears. This dialog box allows
you to create a blank database or
use a Database Wizard to create
a database. A Database Wizard

Mew Office Document
Open Office Document

‘windows Update

L #al *

* [53 Office Tooks

0 . 3 Online Services
acuments @

= Startlp

Settings

m
E
EA

Microsoft FrontPage
Microsoft Outlook,

(=]
£
5

Microsoft PowerPoint
Micrasoft Wword
MS-D0S Prompt
8 NetMesting
3 Dutlook Express

E] lEda® H 3] windows Explorer

Log Off Raquel...

Windows98

Ha s B@BHEL

Shut Down...

7]

will guide you step-by-step
through the process of creating
a new database.

You can also use the Microsoft
Access dialog box to open an
existing database. The dialog
box displays a list of the
databases you most recently
used. This allows you to quickly
open a database you use often.

2 Microsoft Access

The first time you start Access,
the Office Assistant appears
on your screen. The Office
Assistant can provide you

with information to help you
perform tasks and understand

the features Access offers. For
more information on the Office

Assistant, see page 16.

| Ble Edit view Isert Tools window Help
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Microsoft Access

[ Create a new database using

" Blank Access database

L]

© access database wizards, pages, and projects
=

é & open an existing file

Morthwind Sample Database
Contacts Sample Database
Address Sample Database
Irventary Sample Database

0K Canicel

[Ready

‘ JF 12:00PM

#stan| | @ %) || [Z Wicosoft Acesss

2= .

Welcome to
Microsoft Access!

I'm the Office Assistant,
and my job is to help you
with this application.

® See key information
far upgraders and
new users

@ Find out about the
Office Assistant
(That's me!)

® Start using
Microsaft Access

Il I v
' 1200pM

Click Start.

1 Click Programs.

E] Click Microsoft Access.

B The Microsoft Access
window appears.

—@ The Microsoft Access
dialog box appears each
time you start Access,
allowing you to create
a new database or open

an existing database.

Note: To create a database,
see page 380 or 382. To open an
existing database, see page 390.

® The Office Assistant
welcome appears the first
time you start Access. To
hide the Office Assistant,
see page 17.
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CREATE A BLANK DATABASE

f you want to design your
own database, you can create
a blank database.

Each time you start Access, a
dialog box appears, allowing you
to create a blank database or use
the Database Wizard to create a
simple database. Creating a blank
database is useful when you have
experience using Access or when
you want to create a complex
database.

To store the database as a file on
your computer, you must give the
database a name. Access assigns
a default name, such as dbl, to
each database you create. You
should give the database a more
descriptive name to help you
recognize the database later.

Access automatically stores the
database in the My Documents
folder, but you can specify another
folder. The Places Bar lets you

quickly access many commonly
used folders.

Access displays the blank database
on your screen. The database does
not contain any objects such as
forms, reports or tables. You can
create the objects you want to use
in the database.

FEd Microsoft Access Ed Microsoft Access INEIES|
|Fle Edit wiew Insert Tooks Window Help | Fle Edt view Insert Tools window Help
NEHd SAY RS oL &8 @ =5a-0. I Fiic New Database El
Savein: % My Documents ~|| &= |Q ¥ s ~ Todls ~
Microsoft Access
~Create a new database using
A |
" pccess database wizards, pages, and projects
—
é " Open an existing file
Desktop
Customers @
Store Trvertory
(Outdoor Orders Favorites
Expense Details ﬂ
ﬁ File niame: I Music CD Callection l:l E Create I
WESOEEES Save ss type: [Wicrosoft Access Databases -] Cancel
|Ready | HUM [Ready [ HL
HAstan|| & %) || [ElMicrosokt Access ||§ 1200 #Astat| | & %) || [EMicrosoft Access [ 1200pM

_ My Documents

B The Microsoft Access
dialog box appears each
time you start Access.

1 Click this option to
create a blank database

(O changes to ().
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H Click OK.

® The File New Database
dialog box appears.

database.

<] Type a name for the

B This area shows the
location where Access
will store the database.
You can click this area
to change the location.

S
S Can | create a blank database What folders can | access using
while working in Access? the Places Bar?
= v Yes. Click the New button ([&]) v/ The History folder lets you access c
to display the New dialog box. folders you recently used. The 7]
Click the General tab and then My Documents folder provides z
double-click Database. Type a name a convenient place to store your 4 >
for the database and then click database. The Desktop folder lets Q
Create. Access will close a database you store your database on the m
displayed on your screen when Windows desktop. The Favorites o
you create a new database. folder provides a place to store a
database you will frequently access.
How do I create a new folder to
store my database?
v/ In the File New Database dialog
box, click the Create New Folder
button ([£]). Type a name for the
folder and then press the Enter key:.
Ed Miciosoft Access Ed Miciosoft Access HEE

JEl\a Edit Wiew Insert Tools ‘Window Help

TS 2y
|25 My Documents =+ ‘ & ¥ 5 - Toos -

Save n:

History

Desktop

L+

Favorites

File: name: IMus\c D Collection | [ create

B3| Cancel

Web Folders | s Lype:

IMicrosoft Access Databases

| Ble Edit view Insert Tooks Window Help

DedERy|ibes|-|%- Bk = =a- 0.

g8 Music CD Collection : Database
[ Open ] Desi

Objects Create table in Design vie
# Tables Creaks table by using wizard

= Create table by entering data
= SOUSHES

E38Forms
' Reports
fal Pages
# Macros
<= Modules
Groups

E3 Favorites

raur | |

|| r200pu

I |

st | @ [F & P ||| EIMicrosont Accoss

s | @ [F ) W | [[ElMicrosort Access

[ o
|| 1200w

|

K1 Click Create to
create the database.

This area allows you
to access commonly
used folders. To display
the contents of a folder,
click the folder.

B Access creates a blank
database.

® You can now add
objects, such as tables
and reports, to the
database. The objects
you add will appear in
the Database window.
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CREATE A DATABASE USING

THE DATABASE WIZARD

he Database Wizard lets
you create a database
quickly and efficiently. The

wizard saves you time by providing
ready-to-use objects, such as tables,

forms, queries and reports.

Access offers ten databases,

such as the Contact Management,
Expenses, Inventory Control and
Order Entry databases. You can
choose the database that best suits
the type of information you want
to store. For additional databases,

F2 Microsoft Access

JElIe Edit Yiew Insert Tools ‘Wwindow Help

IR AR oot pcces:_____HE|

[~ Create a new database using

" Blank Access database
]

you can visit the following

Web site:
http://officeupdate.microsoft.com/
downloadCatalog/dldAccess.htm

To store the new database as a

file on your computer, you must
give the database a name. Using
a descriptive name will help you

folder. Access lets you quickly
access several commonly used
folders, such as Desktop and
Favorites.

The Database Wizard will ask you
a series of questions to determine
how to set up the database to suit
your needs. When you start the

wizard, the wizard describes the
type of information the database
will store.

recognize the database later.

Access automatically stores the
database in the My Documents
folder, but you can specify another

Ed Microsoft Access

Jﬁ\e Edit Wiew Insert Tools Window Help

=
=
=
L

BT
I(-‘ Access database wizards, pages, and projects I

~ Preview

ES
22
EN
32

Asset Tracking Event Expenses

nt Management

é? " Open an existing file

Morthwind Sample Database
(Contacts Sampls Database
Address Sample Database
Inventory Sample Database

:E]
=
¥

S8

Order Entry Resource
Scheduling.. ..

o

B S

Service Call

Cancel

|Readky

st || & [ ) ¥ | [[ElMicrosot Access

==

Management Eilling
[ [ xady o o
|| 1200pm Astart| | & %) || [EIMicrosoft Access | 1z00pm

® The Microsoft Access
dialog box appears each
time you start Access.

K1 Click this option to
create a new database
using the Database Wizard

(O changesto ®).
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H click OK.

B The New dialog
box appears.

Click OK.

B The File New
Database dialog
box appears.

Click the Databases tab.

1 Click the type of database
you want to create.

box offers the "Access database
wizards, pages, and projects"

v

Savein: %5 My Documents

l: The Microsoft Access dialog

option. What are pages and
projects?

Pages are Web pages you can create
to access a database on an intranet
or the Internet using a Web browser.
Projects allow you to create an
Access database that can work with
more sophisticated programs, such
as network database programs.

In the New dialog box, click the
General tab. To create a page, click
the Data Access Page icon. To create
a project, click a Project icon. Then
click OK.

2] osoft Acce == x|
Izl Fiic hew Database HE

i el < Ty = P

History

My Documents

_. I/..

Desktop

L §

Favorites

File name: EZ Appliances Inventory Ij & create

Web Folders | FSupss

Lypei IMicrosoft Access Databases

-~ Cancel

How can | start the Database
Wizard while working in Access?

v

Click the New button ([0]) to
display the New dialog box. Then
perform steps 3 to 7 below. Access
will close a database displayed on
your screen when you create a new
database.

Can | change the way databases
appear in the New dialog box?

4

Yes. Click [E| to display the
databases as large icons. Click
to display the databases as small

SS3IDDV ONISN

icons in a list. Click [&] to display
additional information about the
databases.

E Microsoft Access == %]
| File Edit Wiew Insert Tooks Window Help
JD = Database Wizard

The Inventory Control database will store:

Praduct infarmation

Information about buying and seling inventory
Purchase order information

Categories

Information about employees

Suppliers }

Click Next to continue,

Cancel < Baclk I Next)F I Finish

E31 ravorites

[Ready _I

S I |

5*"“""”] E @ |JMicmsofl Access

(4 1200PM

|patabase wizard i T
Hstan | & %) | |[BlMicrosofe Access & Tzo0em

Type a name for the
database.

—m This area shows the
location where Access
will store the database.
You can click this area
to change the location.

B This area allows you
to access commonly
used folders. To display
the contents of a folder,
click the folder.

¥4 Click Create.

B The Database Wizard E Click Next to continue.

appears.

—8 This area describes
the type of information
the database will store.

CONTINUED }

383



CHAPTER

GETTING STARTED

CREATE A DATABASE USING

THE DATABASE WIZARD CONTINUED

hen using the Database

Wizard to create a

database, the wizard
displays all the tables that Access
will create. The wizard also
displays the fields that will be
included in each table. A field
is a specific category of
information in a table.

The wizard automatically includes
required fields in each table. You
can choose to include other

F2 Microsoft Access

JEiIe Edit Wiew Insert Tools Window Help
JD = Database Wizard

helow, and may be in more than one table.
D you want ta add any optional fields?

Tables in the database: Figlds in the table:

The database you've chosen requires cerkain Fields. Possible additional fields are shown italic

optional fields. For example,

in the Order Entry database,

the Customer information table
includes required fields such as
Company Name, Billing Address
and Phone Number. You can
include optional fields in the
table, such as Email Address
and Notes.

The Database Wizard asks you
to select the style you want to
use for screen displays. A screen

E Microsoft Access

My Company Information

¥ City
Product infarmation ¥ Postal Code
Information about buying and selling inv ¥ State Province

Purchase order information
2 Country

Categories

Information about employees [ Phone Number
[ Fax Number

I~ Payment Terms

[~ £mai Address

I~ hiotes

Tables in the database:

display style gives the database a
consistent look. There are several
screen display styles for you to
choose from, including Blends,
International and Stone.

The wizard also asks you to select
a style for printed reports. Using
a report style helps you create
professional-looking reports. The
wizard offers several report styles
for you to choose from, including
Bold, Corporate and Formal.

=18]x]

|Ele Edit View Insert Tools Window Help
JD =W Database Wizard

The database you've chosen requires certain fields. Possible additional Fields are shown italic
below, and may be in more than ane table,

Do you want to add any optional Figlds?

Fields in the table:

Product information

Cateqgories

Shipping Methods

My Campany Infarmation

Information about buying and seling inv
Purchase order infarmation

Information about employess

¥ StatefProvince
[V Country

<

Cancel | < Back I Blext > I Einish

I
Zancel < Back et > ’: Il Finish |

4\

B3 “ravorites

Favorites

tables in the database.

LE] Click a table to
display the fields in
the table.

384

fields in the selected table.
The fields displaying a
check mark ([v]) are
included in the table. The
other fields are optional.

the box beside the

each optional field
want to add.

|Databass wizard | | [ [ Database Wizard el o o e
Hstan| | & %) | |[ElMicrosot Access ||§ 1200pm HAstat| | & %) || [EIMicrosoft Access € 1200pM
— This area displays the ® This area displays the T To add an optional g Click Next to continue.

field to the table, click

field

([[] changes to [v]).
Repeat this step for

you

questions in the Database Wizard?

€ ¢ No. You can click the Finish button at
any time to create a database based on
the answers you have provided so far.
If you are using the Database Wizard
for the first time, the wizard will use
default settings for the questions you
did not answer. If you have used the
Database Wizard before, the wizard
will use the last answers you
provided.

I: Do | have to answer all the

2 Microsoft Access

| Ble Edit view Insert Tools window Help
JD =M Database Wizard

tthat style would you lke For screen displays?

Elends
Elueprint
Expedition
Industrial
Inkernational
Ricepaper
Standard
Stane

Sumni Painting

Can | change the style of my screen
displays later on?

¢/ You can easily change the style of
your screen displays after you create
a database. For more information,
see page 463.

SS3IDDV ONISN

Can | remove a required field from
the Database Wizard?

v/ You can only remove a required field
after you finish creating the database.
When you try to remove a required
field from the Database Wizard, a
dialog box appears, stating that the
field is required and must be selected.
To remove a field from a database you
have created, see page 402.

- Microsoft Access

| Ble Edit wiew Insert Toos window Help
= Database Wizard
= o D ———

What style would you like For printed reports?

KXKXKRX

HEKE KHEX
HUMKR KHRHE

at any time to return
to a previous step and
change your answers.

—m This area displays
a sample of the style
you selected.

Cancel < Back Mext > Finish
7y
rtahase Wizard I 1t | Itabase Wizard I Il T
i SlalI”J & x) “IMicmsoﬂ Access I ‘@E 12:00 P i Slaﬂ”J & ) “ [B] Microsoft Access |qj§ 12:00 P
Click the style you Click Next to continue. Click the style you K& Click Next to continue.
want to use for screen  a v lick Back want to use for printed
displays. ou can click bac reports.

—& This area displays

a sample of the style
you selected.

CONTINUED }
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C REATE A DATABAS E USI N G ,:?S S:tlltl’agse:?help with my new Can | include a picture on all

my reports?

c
£ ' Access can display help information ¢/ You can include a picture, such %’
T H E DATA BAS E WI ZA RD CO NTI N U ED when it starts your newly created as a company logo, next to the 4 o
database. In the last dialog box of title on your reports. After you 2
the Database WizarFl, click the specify a title foy the database in o]
he Database Wizard asks After the wizard has finished When the wizard is complete, lg};ifgiy(%llzﬁ;lnzzlsni aa)t.albase ;%eliitigifcxéia;dé;ﬂfg g;figrels’ &
you to specify a title for creating the database, the wizard the switchboard appears on ([ changes to W). Then click the
the database. Do not will start the database. You can your screen. You can use the Why does Access ask for Picture button to find the picture
confuse the title of the database specify whether or not you switchboard to perform common information when the on your computer. The picture you
with the name of the database. The = want to start using the database tasks, such as adding records database starts? select will appear in the Database
title of the database appears on the immediately after it is created. to the database and exiting v/ Access may ask you to enter Wizard.
switchboard, which is similar to a the database. information, such as your
main menu for the database. The The Database Wizard company name and address, to
name of the database is the name automatically creates objects finish setting up the database.
you used to store the database as for the database, such as tables,

a file on your computer. forms, queries and reports.

2 Microsolt Access

Ed Microsoft Access El Microsoft Access HEE K Microsoft Access _[&]x

JElIE Edit Wiew Insert Tools ‘Window Help Jﬁ\e Edt View Insert Iools Window Help JEi\e Edit View Insert Format Records Tools window Help JEiIe Edit Wiew Insert Format Records Tools MWindow Help
0 & o T |0 o Rl Z-ldesky seaso|a|siil%a v |m %00 L EREIEERAEE T IR el A = =T=R
twhat would you like the title of the databass ta be? ;:ta‘:saasl\;he information the wizard needs to build your J . | System = ‘ o B ‘ B U |§ == ‘ ﬁ B | & . | 4 e » J = | sl = ‘ — ‘ = |ﬁ . A . ‘ i = ”_' -
I Do you want to start the database after the wizard builds B[ Maints withboall IS [=] B = B Products B

it?

Do you wank a picture on all reports?

900-543-682 Lead Time . 2weeks

e Product ID 3 a2
I™ ves, d ke to include a picture. Il7 Wes, start the datahasa‘l aita 3 3] Prud.ucl Name - |EZFmst-free Refrigerator Reorder L.evel / 10
Description Helght: 22 cu. ft Units on Hand 50
Pictlre, ., REE M e Model #: S2459 Units on Order 0
Enter/view Products Category Major Appliances 3
Enter/View Other Infarmation.

Inventory Transaction. .
| pate | POID | Description
»

| #oOrdered | #Red

_| Preview Repors

™ Display Help on ising & database,

Cancel < Ba [iext > | I Einish [: Il

J Change Switchboard Items

| Esitthis database

Cancel < Back I Next>; II Finish

4

¥ Purchase Orders...

Record: 14 4 9 rifrs|of 9

Favorites

ravorites

|Database wizard | | [ M| [ |patabase Wizard el [Farm View 0 O | [ |Ready | | [ oM

iaﬁlarllH & ) “ |Qj§ 12:00 P iﬂﬁtaltl“ & s H_ ‘@E 12:00 P §ﬂ5tall|“ & %) |J [EHEZ Appliances Inventary : . || Main 5witchboard H(ﬂ% 12:00 P iﬂﬁlalll” & x) “ EZAppIianceslnv..l Fg] Main Swltchboard ” Products H(IJ? 12:00 P
T This area displays £ Click Next to continue. = The wizard indicates B This option will start the B Access creates the [19h 13} perform a task, B The object in the B When you finish using

the title of the database. that you have provided database after you complete objects for the database, click the task you want database that allows the object and want to

To use a different title, all the information the wizard. You can click including tables, forms, to perform. you to perform the return to the switchboard,

type the title. needed to create the this option if you do not queries and reports. task appears. click to close the

database. \(N t gﬁ asr:ggsﬂt]g l%u)e_l base L The Main Switchb_oard object.
window appears, which
T Click Finish to create helps you perform
the database. common tasks.
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CHAPTER GETTING STARTED
QS
I: Is there a more efficient way to work Can | change the way objects appear
@ with the objects in the Database in the Database window?
y  window? v/ Yes. Click [z to display the objects
v/ You can create groups to keep related as large icons. Click [&] to display the
l |SI N < T H E D ATA B AS E WI N D OW objects in one place. For example, you objects as small icons. Click [E] to S
can create a group named Sales to hold display the objects as small icons in Z
the tables and forms for your sales data. a list. Click [#] to display additional o
] To create a group, click the Groups bar information about the objects. B
ou can use the Database database to perform a task, table, you must first delete in the Database window. Right-click a
window to view and work such as adding a record to a the relationship. For more the area below the Groups bar and then a
with all the objects in table or changing a form. information on relationships, select New Group. Type a name for
a database, including tables, see page 442. the group and then click OK. To add
queries, forms, reports, pages You can change the name of an an object to the group, drag the object
macros and modules. Each type object displayed in the Database When the Database window from the right pane of the Database
f obiect i . window to help you better is hidden, you can press the window to the name of the group
of object in the Database window ) ‘ D ’ below the Groups bar.
displays a different icon, such as identify the object. F11 key to place the Database el the o .
& window in front of all the To display the objects in a group, clic
a table (),.query @), form B vy can delete an object you no open windows in Access the group. You can work with an object
and report (. P . . .
longer need from your database. in a group as you would work with any
The Database window allows you Before you can delete a table object in the Database window.
to quickly open an object in the with a relationship to another
E Microsoft Access 1osoft Access 2] oft Access E2 Microsolt Access =7 x]

| File Edit View Insert Format Records Tools Window Help

-Eaeky e o @ 8il TR (M @a- 0.

JE\Ie Edit Miew Insett Tools Window Help

DFWSRYy smE | o

| Eile Edit Wew Insert Took Window Help

DEHEGRY §BE | a|lk-

| Ble Edit view Insert Tooks Window Help

DEE SRY| LB || R G- |W Feda- |0,

gE Total Sporting Suppli

B open B2 Desion

EETables

E3F Queries

{8 Total Sporting Supplies - Database

(open € Desion “mien | X P
fiz] 2P Desiar e v JL I

B8 Customers : Table

Customer Name
jiCycle Rama
Ski Dome
Hikers' Haven
Surfer Shack
The Golf Caddy
Aguatix

Address City
220 Whittle St. Green Bay
190 Milverton Blvd.|[Hartford
14 Spencer Ave. _|Indianapolis
125 Crane St. San Diego
772 Main St. Baltimore
24 Pine St. Freeport
The Angler's Nook  |192 College St. Little Rock
The Sailing Sloop |85 EIm Grove Ave. |Charlotte
Neptune's Dive Shop|24 Cortez Blvd. Tampa
Portage Point 55 Sunset St. Syracuse

Create kable in Design view

Objects

B Tables

1 Queries

Create table in Design view Objects Create table in Design view

= Tables

e Queries

Create kable by using wizard Create table by using wizard Create table by using wizard

(=) (=) )

Create kable by entering data Create table by entering data Create table by entering data

Custamers Customers

Ed| Forms B8 Forms B Forms

mmEEE

Deliveries
Orders

Deliveries
Order Details

e i

" Reports

" Reports " Reports

El ages Payments Payments Payments

[ENENENEE ]

£ Pages o Pages

Products

Products Products

# Macros # Macios

Microsoft Access

Macros

& Modules

O W@ [N®[U[D|WIN

=

Do you want to delete the table ‘Deliveries'?

B3 Favorites

& For more infarmation on how ko prevent this message fram

B3 Favorites displaying every time you delete an obiect, dick Help.

Record: 4] < Tk e es] of 10

|

|Ready [ T oM = [Datasheet View == rac [ |Ready [ [ | 1 [Ready e [
#Rstan| | & %) || [ Total Sporting Supp... ||§ 1200pm Astart| | & %) || (B Total Sporting Suppies - 0..| [ Clistomers - Table [ 1zo0pm Hstan | @& %) ||[ETotal Sporting Suppi... |l 1200 #start| | @ ) || [ETotal Sporting Suppli..| [[ 1200pm

E1 When you finish
working with the object,
click [x] to close the
object and return to the

A After a few seconds,
click the name of the
object again. A black

OPEN AN OBJECT —m This area displays
all the objects for the

type you selected.

B Access opens the
object and displays
its contents.

RENAME AN OBJECT

1 Click the name
of the object you

DELETE AN OBJECT

—El Click the name of
the object you want

m A dialog box appears,
confirming the deletion.

—& This area displays
the types of objects

K] Click Yes to permanently

: . border appears around X
. _ ) h . . .
_I'r:llthe database Ejggﬂgliggﬁﬁg Database window. want to change the name of the object. _tédelete. delete the object.
Click the type of J Click [¥] to delete
object you want to object. —E Type a new name the object.

for the object and then
press the Enter key.

work with.
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CHAPTER

OPEN A DATABASE

ou can open a database

Y you previously created
and display it on your
screen. This lets you review

and make changes to the
database.

Each time you start Access, a
dialog box appears, displaying
a list of the databases you
recently worked with. The
names of sample databases,
such as Contacts Sample

F2 Microsoft Access

JEiIe Edit Wiew Insert Tools Window Help

NeE &R v T =)

~Create a new database using

" Blank Access database
)
=

. " Access database wizards, pages, and projects

Database, may also appear in
the list. You can quickly open
one of these databases. If the
database you want to open is
not in the list, you can use the
Open dialog box to open the
database.

The Open dialog box allows
you to specify where the
database you want to open
is located. You can use the
Places Bar to quickly display

E Microsoft Access

JE\\e Edit View Insert Tools Window Help

GETTING STARTED

the contents of commonly
used folders, such as the
Desktop and Favorites folders.

In the Open dialog box, the £]
icon appears beside the name
of each database.

You can have only one database
open at a time. Access will
close a database displayed on
your screen when you open
another database.

% [ gnarsmare |
N

More Files..

Wine Callection

Recipes

Music CD Collection

Mailing List

Dedl&ky

Microsoft Access [7]x]

~Create a new database using

o

" Blank Access database

" Arcess database wizards, pages, and projects

i

[

& Qpen an existing file

wine Collection

Recipes

Music CD Collection

Mailing List |

| concel |

S
':? How can | open a database while

working in Access?

v/ Click the Open button ([&]) on the
Database toolbar to display the Open
dialog box. Click the name of the
database you want to open and then
click Open. If you want to open a
database you recently worked with,
click the File menu and then select
the name of the database you want
to open.

Can | prevent other people on a
network from opening a database?

v/ 1If the database is saved on a network,
other people may be able to open the
database while you are using it. To
prevent others from opening the
database, in the Open dialog box,
click [=] beside Open and then select
Open Exclusive.

E Miciosoft Access

- @@ X o E - ek -

2 |wine Collection

Favorites

File name: | j = open -

Web Folders | SRS bupe: IData Files 3 Cancel

E Microsoft Access
| Ble Edit view Insert Toos Window Help

Why does a dialog box appear when
I try to open a sample database?

v/ All of the sample databases may not
have been installed on your computer
when you installed Office 2000. Click
Yes to install the sample database.

A Microsoft Office 2000 dialog box
appears, asking you to insert the
CD-ROM disc you used to install
Office. Insert the CD-ROM disc and
click OK.

SS3IDDV ONISN

D H SRy & me || B fk-|k & a0,

g8 Book Collection : Database

i open [ Design “ghew ‘ * ‘ £

Objects

B Tables

52! Queries

Create table in Design view
Create table by using wizard
Creats table by entering data
s

Books

Favorites

Forms

"' Reports

BEEBEEE

Pages Quotations
. Macros
7 Modules
Groups

B3 Favorites

|Ready

[Ready [ [
Mstan || & %) | |[ElMicrosot Access ||§ 1200pm

T o

Hstart| | & %) || [EIMicrosoft Access @ 1200pM

Kl Click this option to
open an existing database

(O changesto ®).

® The Microsoft Access
dialog box appears each
time you start Access.

—# This area displays the
names of the last databases
you worked with. To open
one of these databases,
double-click the name of
the database.

E if the database you
want to open is not listed,
double-click More Files.

B The Open dialog box
appears.

Note: The names of sample
databases may also appear

in the list.

390

Eadv (] ) Y | [Ready [ o
i SlalI”J & B “IMil:m:uﬂ Access ‘@E 12:00 P iﬂﬁlarll“ & ) “ [Z] Microsoft Access |qj‘ 12:00 P

B This area shows the
location of the displayed
files. You can click this
area to change the
location.

—a This area allows you

to access commonly used
folders. To display the
contents of a folder, click
the folder.

E] Click the name
of the database
you want to open.

1 Click Open.

W Access opens the
database. You can now
review and make changes
to the database.
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CHAPTER CREATE TABLES
QS
I: Is there another way to create a Can | use a table | created in
table? another database?
C RE AT E A TAB LE I N ¥ ¢ You can create a table in the Design v/ You can import a table from another
view. In the Database window, click database. This saves you from having c
Tables and then double-click the to create a new table. From the File @
T H E DATAS H E ET VI EW Create table in Design view option. menu, select Get External Data and 4 2
The Design view gives you more then click Import. Click the name of >
control over the structure of the the database that contains the table 8
table in a database stores one person, place or thing in a can use up to 64 characters to table and the type of information you want to import and then click 5
a collection of information table. For example, a record can name a field. You should avoid gach ﬁdd will contain. For the Import button. Cth, the name
bout a specific topic contain the name, address and using long field names that will information on working in the of the table you want to import and
abou P pIc, ’ § ong Design view, see pages 418 to 445. then click OK.
such as a list of client addresses. account number for one client. be difficult to remember and & > See pag
YD(:tla(;?lt:trffailzsvat;a:tl:r:enntellvs A field is a specific category refer to later. Can Access help me creafe a table?
information in rows and of information in a table. For When you save a table, you give ¢/ You can use the Table Wizard to
columns. example, a field can contain the the table a name. You can use up ?ﬁrve A}clcte}fs talrke you ?terp bt}i’nStEP
first names of all your clients. to 64 characters to name a table. tab?;lgFor ri(l))r:gﬁ?cs)r(r)n;tizil Oﬁ a
A table consists of records, fields ) ) " A descriptive name can help you the Table Wizard. see page 396.
and field names. A record is a A field name identifies the recognize the table in a large ,
collection of information about information in a field. You database.

E Microsoft Access

Ed Microsoft Access

Jﬁ\e Edit ¥iew Insert Format Records Tools Window Help JEl\a Edit Wiew Insert Format Records Tools ‘Window Help

JEiIe Edit Wiew Insert Tools ‘window Help

DNed kYR |h- B |5|z=a 2.

-l SRy smed|o||4i TR v 8% Be- B, - BESRY s Eay - @ Hi YE Y KB e,

g Recipes : Database
CF onen 2 Desion g hew | * | 2y e

| Create table in Design view

g Tablel - Table B Tablel : Table _[O]x
Field2 Field3 Fieldd Field5 i ] Category Name Prep Time | Cook Time | Comments Fiej~

B Tables

8! Queries Save As

‘Appetizers
Ed Forms

Table Mame:

I Favorite Recipes @

Wegetarian Dishes

i~ Reports

a Pages

# Macros

Groups

B3 Favorites
ad T e Al _>|LI Record: 14/ 4 | T v | vilp# of 21 Al _>|;| Record: 1| 0T e [vils] 4 _>|;|
|Ready ] [ hm[ [ [Datashest Yiew ) el [Datashest view I e e [ | |Datasheet view 1 | [ wm|
Hstan| | & %) || [EiRecipes - Database ||§ 1200pm HAstart || & %) || FE3Resies Datchase |[@ Thoter - Table [ 1200pM Hstat| | @ [0 A D || FEIRecipes : Database | B2 Table1 - Table [<e rzo0Pm Hsten ||| @ [ 2 W || EiRecipes : Database |[@ fabidhr : Table || 1200w
—El Click Tables in the E Double-click Create  '—m This area displays E] To change a field 1 Type a new field H Repeat steps 3 and 4 3 Click [E] to save the Id Type a name for
Database window. table by entering data. the field names for each name, double-click the name and then press for each field name you table. the table.
column in the table. field name to highlight the Enter key. want to appear in the . .
m A blank table appears. ghllg Y PP B The Save As dialog ] Click OK to save
the name. table.
box appears. the table.

CONTINUED }
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CHAPTER

CREATE A TABLE IN

CREATE TABLES

THE DATASHEET VIEW CONTINUED

ou can have Access set a
primary key in your table
for you. A primary key is
one or more fields that uniquely
identifies each record in a table,
such as an ID number. Each
table you create should have
a primary key. You can use
the primary key to establish
relationships between the
tables in a database.

The first time you save your
table, Access removes the rows
and columns that do not contain
data. This reduces the clutter

in the table and makes it easier
to enter your data.

You can enter data into a table
in Access as you would enter
data into a worksheet in Excel.
Access adds a new row to the

table each time you enter
another record, so you can enter
as many records as you need.
Access automatically saves each
record you enter.

When you finish entering the
records for a table, you can close
the table. The name of the table
appears in the Database window.

A
wn

I did not choose to have Access
create a primary key for me.
Can | set a primary key later?

¢/ You can set the primary key at
any time. To set the primary key,
see page 441.

What are the symbols that appear
to the left of a record?

 The arrow (P ) indicates the current
record. The pencil (.. /) indicates
the record you are editing. The
asterisk (#) indicates where you
can enter data for a new record.

I Microsoft Access

| Bile Edit wiew Insert Format Records Tools Window Help

Ed Microsoft Access

dit ¥iew Insert Format Records Tools Window Help

- d@Ry| 2o doa diUsa . Alp»n @

& Favorite Recipes - Table

Microsoft Access

There is no primary key defined.

Although a primary key isn't required, it's highly recommended. A
table must have a primary key For you ko define a relationship
between this table and other tables in the database,

Do you want ka create a primary key now?

o Concel
NS

Record: 14 <| (3 )2 w[ a _,l_l
|Datasheet view T o L

st | & %) || MERecies: Dalabass || Favhiite Recipes : Ta...

|I<g r200pm

Record: I<| Ll 1 » >||Hs of 1

|patasheet view

I

Hstan| | &

A =) “ I Recipes : Database “ Favofite Recipes - Ta.

| r200pm

E] To have Access

m Access removes the

El Microsoft Access

JEi\e Edit Wiew Insert Format Records Tools Window Help

How do | insert a column?

+ You can insert a column to add
a new field to your table. Click
the field name for the column
you want to appear after the new
column. Select the Insert menu
and then choose Column.

How do | delete a table?

v/ Before you delete a table, make sure
other objects in your database, such
as a form or report, do not use the
table. In the Database window, click
Tables. Click the name of the table
you want to delete and then press
the Delete key.

El Microsoft Access
JEiIe Edit Wiew Insert Tools ‘window Help

SS3IDDV ONISN

- Haeky ke [ @al8il TR (@ ;

A Favorite Recipes : Table

Category Name Prep Time | Cook Time
Dessert Chocolate Cake |1 1/2 Hours |35 Minutes |
Chicken Chicken Stirfry  [20 Minutes |20 Minutes

Beef Beef Wellington |2 Hours 2 Hours

Chicken Fajitas 20 Minutes |20 Minutes

Pasta Spaghetti 10 Minutes |20 Minutes

Record: 14 4 I 6 _F M |r#]of B

NedERY|:aas| |-

g Recipes : Database

U open &€ Desion ‘g@Mew | 0 | 20 e
fiE] L2 Lesigr L oo

Objects Create kable in Design view

B Tables Create kable by using wizard

A Create table by entering data
= Queries Y =

B4 Forms

i~ Reports Vegetarian Dishes

a Pages
Macros
Modules
Groups

E3 Favorites

[Datasheet view

R ) o |

@smn”] & w) “ [EIRecipes : Database

Iravnlite Recipes : Ta...

[ 1200pm

tadv I
#Astan] | & %) || [EiRecipes - Database

[ o [
|<IJ:— 1200 PM

m A dialog box appears,
stating that the table does
not have a primary key.

394

create a primary key
for you, click Yes.

rows and columns that
do not contain data.

—m If you selected Yes in
step 9, Access adds an

ID field to the table to serve
as the primary key. The

ID field will automatically
number each record you
add to the table.

[ To enter the data for
a record, click the first
empty cell in the row.

=11] Type the data that
corresponds to the field
and then press the Enter
key to move to the next
cell. Repeat this step until
you finish entering all the
data for the record.

Repeat steps 10 and 11
for each record. Access
automatically saves each
record you enter.

—{E] When you finish entering
records, click to close
the table.

® The name of the table
appears in the Database
window.
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CHAPTER CREATE TABLES

|: How can | quickly include all the How can | quickly remove all the E»
CREATE A TABLE USING THE WIZARD (§) available filds in'my tabler fields | inchuded in my €able? 2
?  In the Table Wizard, click [>=] to  In the Table Wizard, click [=<] to R
quickly include all the'available fields quickly remove all the fields you o
he Table Wizard helps Customers, Products, Orders and table you selected. You can include from the sample table in your table. included. @
you quickly create a table Deliveries. For your personal all or only some of the available Can | rename a field in the Table Do | have to complete all the steps
that suits your needs. needs, the wizard offers sample fields in your table. You should Wizard? in the Table Wizard?
The w1z?lrd asks you a series tal')les s'uch as Recipes, Plants, make sure each field you 1nC‘1‘Jlde ¢/ Yes. In the Fields in my new table v/ After you select the fields you want
of questions and then sets up Wine List and Investments. You is directly related to the subject area, click the field you want to to include, you can click the Finish
a table based on your answers. can select a sample table that is of the table. If you accidentally rename and then click the Rename button at any time to create your
similar to the table you want to include a field in your table you Field button. Type a new name for table based on the information you
The Table Wizard can help you create. do not need, you can remove the the field and then click OK. have provided.
create a table for business or field.
personal use. The wizard provides The Table Wizard displays the
sample business tables such as available fields for the sample

El Microsoft Access Ed Microsoft Access =S| Ed Microsoft Access

|Ele Edt Vew Insert Iook Window Help | Ble Edt view Insert Tools Window Help

Dedeay | teaso|k- &% ELa- 0. DedEehy | smas| |k 8E=a- 0.
=TT able Wizard

Which of the sample kables listed below da you wank ko use to create your table?
& ope After selecting a table catedory, choose the sample table and sample Fields vou want to include
in your new table. Your kable can include Fields From more than one sample table. IF you're nat
sure sbout a field, go shead and include it. It's easy to delete 5 field later,

Fd Microsoft Access INEES|
J Eile Edit Wiew Insert Tools MWindow Help
DEEERY|imes|o |- & |kE=a- 0.
‘which of the sample kables listed below do you wank to use to create your table?

sz After selecting a table categary, choose the sample table and sample figlds you want to include

in your new table, Your table can include Fields From more than one sample table, T you're not
@ sure about 3 field, go shead and indude it, It's easy to delete a field later.

| Bl Edit wiew Insert Took Window Help

DedERy|ipe ||k Bk <=a-]0.

‘

Table Wizard
which of the sample tables listed below do you want to use ko create your kable?

Ope  After selecting 5 table categary, choose the sample table and sample Figlds you want ta include
i your new table, Your table can include fields From more than one sample table, TF you're not
@ sure about 3 field, go ahead and indude it. It's easy to delete a field later.

g8 Crafters' Guild : Database

[ open [f Design

E Tables

e P T Sample Ficlds: Fields in my news table: FE Sample Fisids: Fields in my niews tablei D Sample Fields: Fields in my new table:
E
Mailing List € Personal 2l = € Persanal € Personal EndDate 2] . [ [[rocation |

B Forms . Eventhlame Eventhame StartTime StartDate

Mernbership Sample Tables: EventTypelD >3 Sample Tables: EventTypelD Sample Tables: EndTime =» | J|StartTime
" Reports Skatus Status Ll EndTime:
) Location B Faymerts =T |ocation Payments 2| [confirmed « | Nconfimed
21 Pages StartDate Inwoices | |fstartpate Invoices | |availablespaces EventDescription
- Invoice Details EndDate = Invaice Details EndDate Invoice Details CostPerPerson o
#_ Macros Projects StartTime Projects StartTime Projects EventDescription _ =

3 EndTime . EndTime

#i Modules Reservations [ =l Rename Field, . | Reservations = |l Ak 2 Fire hd Rename Field.., | Reservations Jhd [l ey | Rename Field...

Groups
Zancel I < Baclk | ext > | Finish |

E3 Favorites

Cancel | = Batl | Hext = | Finish |

:
Concel | el Hext » || Frish |

|Ready | | [ M| [ Ih\e Wizard el Table Wizard | [ |Table Wizard ] [ om | =
st || & ) || [ crafters Guild: Data... |[g 1200Pm dstart| | & [ ] D ||[BiCralters’ Guild - Data... | rz00em #Astart] | @ %) || [Ecraters Guild - Data... || 1200pu HAstan] | & %) ||[EiCraters' Guild - Data... ||§ 1200pm

K1 Click Tables in the E Double-click Create Click an option to E1 Click the sample table = This area displays H Double-click each —m Each field you select [ Click Next to continue.
Database window. table by using wizard. specify whether the table that best describes the the available fields for field you want to appears in this area.
= The Table Wizard :JSSLOE gjscl:?]z_;z é); E)Oerg?al table you want to create. ;Z?esé?é?jple table you include in the table. L3 To remove a field
appears. ' Note: The available sample ' you accidentally
tables depend on the option included, double-click
you selected in step 3. the field in this area.

CONTINUED }
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CREATE TABLES

CREATE A TABLE USING THE WIZARD

CONTINUED

he Table Wizard asks

you to name your table.

You can use up to 64
characters to name a table. The
name you specify will appear in
the Tables area of the Database
window.

You can set a primary key for
your table. A primary key is a
field that uniquely identifies each

I Microsoft Access

| Eile Edit wiew Insert Took window Help

record in a table. Each table in a
database should have a primary
key. If you do not know which
field to set as the primary key;,
you should allow the wizard to
set the primary key for you. You
can later change the primary key
the wizard sets. See page 441.

If other tables already exist in
the database, the Table Wizard

Ed Microsoft Access

Jﬁ\e Edit View Insert Toals Window Help

will show you how your new
table relates to the other tables.

Access allows you to choose
what you want to do when the
wizard finishes creating your
table. You can modify the table
design, start entering data
directly into the table or enter
data using a form the wizard
creates.

NEEIEEY A RIS

EREEEEREE

Table Wizard

DedeEy|i=es| ok |E-n

S
I:? I want to set the primary key.
w Which field should | use as the
& primary key?
v/ You should use a field that will
hold a unique value for each record.
For example, in a table that stores
data related to inventory, you could
use the Serial Number field as the
primary key, since each product
has its own unique serial number.

Can | change how my table relates
to another table in the database?

¢ Yes. In the Table Wizard, select
the table you want to change the
relationship for and then click the
Relationships button. Select the
type of relationship you want to
create (O changes to ®). For
more information on relationships,
see page 442.

E Microsoft Access
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How do | delete a table?
v/ Before you delete a table, make

sure the table does not contain
information you will need in the
future and is not used by any
other objects in your database,
such as a form or report. Click
Tables in the Database window,
select the table you want to delete
and then press the Delete key.

El Microsoft Access
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DEHeay|iees|o|h- & gel=a- 0.
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Is your new table related to any other tables in your database? Related tables have matching . . pco g e able =] B
what do you want ko name your table? e, AV 7o e i S o i [ o A e sho T oariant dHislnes P That's 4l the infarmation the wizard needs to create your table, . =
Iefiom Upcaming Events P Event ID Event Name Location Start Date | Start Ti
I somme cases, the wizard wil create bable relationships For syou, The list below shovs how your S e S b, et dh T B e 1|Monthly Meeting ICommunity Center 6/16/99 7:0C
- Wicrasoft fccess Lses a special kind of fied, calld & prinary kev, e eI 3 WD 0 BB At o B 2|Junior Crafters” Show|F.Jv. Art Center 6/19/99] 10:0C

to uniquely identify sach racord in a table. In the same way & ' - -
T cens ok b erifis  car = rimay e denfics o . ® i 3|Sewing Workshop _[Tdte CoII?ge 7/10/99 1:0C
o e v recard. ot related to ‘Mailing List - 4|Craft Show ar?d Sale |C mmunity Center 7/11/99  11:0C
PRl—— e e e ot related to ‘Membership' * Enter data diectly into the table. 5|Monthly Meeting Community Center 7/21/99 7:0C
5k e st Da you want the wizard to set a primary key for you? : e e e e € Enter data into the table using a Form the wizard creates 6|Family Barbecue \W|ndhaven Park 8/7/99| 10:3C
[Fr———— [ | Lo s e e} 7|General Craft Sale ndhaven Mall 8/14/99]  10:0C
€ Ha, Tl set the primary key. - 8|Monthly Meeting ICommunity Center 8/18/99 7:0C
E—— | ™ Display Help on warking with the table. - 9|Antique Crafts Display|F.W. Arts Center 9/11/99| 11:0C

*|AutoNumber,

Cancel | < Back. I Next>; |I mnish | Cancel <Back I Next>: i Frish | P <gack | pens |Im
12\ 1 12N %\

I Record: 14 ¢ | 10 _» [»1 ek of 10 ll—l _Dl
ﬁhle Wizard |l [ [ Eh\e Wizard (N I ) ol [Table Wizard [ rac | [ L@?tasheet iew ] [ um | =
#sn|| @ B 1 9 ||[BCatters Guild: Dath... || 1200pm st | & %) || [Bicraters Guild - Data. | r200pm #stan| | & %) ||[BCrafters’ Guild : Data... || 1200m Hstan || & %) || i Cratters' Guid: Datobase [ S Upcaming Events : T... ||§ 1200

Type a name for [ Click Next to continue. B This dialog box @ Click Next to accept —E Click what you want to do K&l Click Finish to ® This area displays & Type the data that
the table. v lick Back at appears if other tables the relationships that after the wizard creates the create the table. the field names for corresponds to the field
—H YOu can clic| ack a

table (O changes to (®). the table.

{7 To add a record,
click the first empty
cell in a row.

and then press the Enter
key to move to the next
cell. Repeat this step until
you finish entering all the
data for the record.

16} Repeat steps 14
and 15 for each record.
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exist in the database. Access has defined.

Y To have Access
set a primary key for
you, click this option

(O changes to ®).

any time to return to a
previous step and change
your answers.

—& This area displays
how the new table
relates to the existing
tables.



CHAPTER

RENAME A FIELD

ou can give a field a

different name to more

accurately describe the
contents of the field. This can
help prevent confusion between
two similar fields in a table.

If you rename a field that is
used in other objects in the
database, such as a form or
report, Access will automatically

change the references in the
database to ensure the objects
will be able to access the
information in the renamed

field.

You can use up to 64 characters
to name a field. You cannot use
the . ! [ or | character to name
a field.

CREATE TABLES

You should also avoid including
spaces when you rename a field
if you plan to enter the field
name in an expression for a
calculation. A field name that
contains spaces is more likely

to be entered incorrectly than
one without spaces. For more
information on using expressions
in calculations, see page 486.
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METES

- BlaRy| sm| o @ 8i[YR Y Apx Ba- o,

Record: 14] 4 | » el

|Datasheet view

#sten ||| @& [ & & || A5poting Goods  Datsbase |[ETE

IR AR I A - =T R

Recard: 14] < | 1o v |vifrk|cofa

ployee able - O] x ployee able - O] x

Employee 1D a1l Employee #| Date Hired | Hoursiivk Employee 1D Department |Employee #| Date Hired | HoursWk
1]Human Resources|HR1005 12/2/90 40 » Human Resources|HR1005 12/2/90 40
2|Payroll PR5552 6/16/96 25 2|Payroll PR5552 6/16/96 25
3|Advertising ADV2033 3/22/93 40 3|Advertising ADV2033 3/22/93 40
4|Human Resources|HR1205 11/25/95 40 } 4|Human Resources |[HR1205 11/25/95 40
5|Advertising ADV1930 2/21/95 20 5|Advertising ADV1930 2/21/95 20
6/Payroll PR5570 7/13/97 40 6[Payroll PR5570 7/13/97 40
7|Human Resources| HR3009 3/25/93 40 7|Human Resources| HR3009 3/25/93 40
8|Payroll PR3422 6/28/96 25 8|Payroll PR3422 6/28/96 25

AutoNumber, *|(AutoNumber;

I 1 2

r B ‘ | ’m li |Datasheet Yigw
 Table || 1200pm

iﬂﬁtaltl” & x) H [ 5porting Goods : Datsbase ” E

“Table | 1z00pm

K1 Double-click the field
name you want to change.

400

B The field name
is highlighted.

= 2] Type a new field
name and then press
the Enter key.

B The field displays
the new name.

REARRANGE FIELDS

ou can change the

order of fields to

better organize the
information in your table.

For example, in a table that
stores employee names and
phone numbers, you may want
to move the field containing
work phone numbers in front
of the field containing home
phone numbers.

K Miciosoft Access

| File Edit View Insert Format Records Tools indow Help

Rearranging the fields in a table
will not affect how the fields
are displayed in other objects
in the database, such as a

form. Rearranging fields in

the Datasheet view will also
not affect the arrangement of
fields in the Design view.

A thick line indicates the new
location of the field you are
moving. If you move a field

to an area of your table that

is not displayed on the screen,
Access will scroll through the
table to show you the new

location of the field.

SS3IDDV ONISN

After you change the order of
fields in your table, you must
save the table to keep the new
arrangement of fields.

El Microsoft Access
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- ey & o @i ER e Da- .

5||Advertising
6l[Payroll

Record: 14 4 1 b |[rnesof 8

ate Hired
12/2/90
6/16/96
3/22/93
11/25/95
2/21/95
7/13/97
3/25/93
6/28/96

[Datasheet View

2HE T E Y AR

Diepartment

Date Hired

uman Resources

12/2/90

Payroll

6/16/96

Advertising

3/22/93

uman Resources

11/25/95

Advertising

2/21/95

Payroll

7/13/97

uman Resources

3/25/93

Payroll

6/28/96

Record: 14 4 | 1 _» |>| Pk of 3

I

@smn”] & w) |J [ Sporting Goods : Database “E L : Table

|patashest vView = T C
@ 1200pM st | @ %) || [E15poning Gaods - Databise || Employees | Table & r200Pm

—E Click the name of the
field you want to move.
The field is highlighted.

H Position the mouse %
over the field name and
then drag the field to the
new location.

Note: A thick line shows
where the field will appear.

—& The field appears
in the new location.

El Click [E] to save
the change you made
to the table.
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CHAPTER CREATE TABLES
QS
I—'\ How do | change the name of a Why won’t Access let me delete
field | added to my table? a field?
£  / Access automatically assigns a v/ Access will not allow you to delete S
default name to each new field you a field that is part of a relationship. Z
AD D O R D E L ET E A FI E L D add to a table. To rename a field, A relationship tells Access how to a
double-click the field name, type bring together related information R
a new name and then press the from more than one table in a &
ou can add a field to a table ~ your table. Deleting a field will or report. If you delete a field 5;11 tﬁilﬁeﬁaﬁgsﬂzzeﬁ:gfg li}H(;?)t.lon fszatli);rslzhi&]; %g;it;;llegrihcfelete v
when you want the table permanently delete all the data used in another object, Access the field. To delete a relationship,
to include an additional in the field. Deleting unneeded will not be able to find all the After | delete a field from a table, see the top of page 469.
category of information. For fields will make your database data for the object. can | undo the change?
example, you may want to add smaller and may speed up the ) ¢ You cannot use the Undo feature
a field for e-mail addresses to searches you perform. When you add or delete a field, to reverse the results of deleting a
a table that contains client Access automatically saves the field. If you regret deleting a field
information. Before you delete a field, you changes for you. from your table, you must add the
should make sure the field is not field to the table again.
If you no longer need a field, used in any other objects in the
you can delete the field from database, such as a form, query
E Microsoft Access K Microsoft Access K Microsoft Access HEE Fd Miciosoft Access 7] x]

JE\\e Edit View Insert Format Records Tools Window Help

JEiIe Edit  Wiew Farmat Records Tools window Help

| Eile | Edit |view Insert Format Records Tools indow Help

|82 Cartt Linds EEE IR A= I ===

| Ble Edit wiew Insert Format Records Tools Window Help

- RlaRy| e o/ @ dil 2H v alxx @a- 0.

E-EH ey e s 0@ 8 TR @ Da- 3.

& an Chrl -
Copy Chrl+C O[]

f & Membership : Table _[Ofx]

wal Date |

ID Last Name [ FirstName| Field1 _|Years as Member S il First Name L AN Years as Member | R Last Name | First Name
Object,., Miles 1/4/99 4 1)Jackman Miles Delote Lo__BAn Miles Jackman Miles
| @ rypeick. o |_|Sheryl 3/8/99 2[Birch Sheryl TN [Shen| | 1 Birch Sheryl
| . Sandie 11/12/99 3|Woods Sandie T Sandie | _3lwoods Sandie
EUmes——1Jess 10/19/99 alBumes |Jess 5 e @i Jess s }
Henley Heather 7/22/99 5{Henley Heather 2 B, anr Heather 2 Do you want to permanently delete the selected field(s)
Neis Georgia 4/14/99 6|Neis Georgia 9 oo , Georgia 9 Erile i dhlm e (LR
Tull Bob 6/9/99 7[Tull Bob 1 B . Bob 1 To permanently delste the field(s), click es.
Simms Ralph 12/21/99 8|Simms Ralph 7 BSITIS Ralph 7
Bent Rowan 3/1/99 9[Bent Rowan 5 9[Bent Rowan 5 I
10|Anthony Mary 1/2/99 10|Anthony Mary 8 10/Anthony Mary 8 10/Anthony Mary
11 Marchuk Leon 5/17/99 11|Marchuk Leon 4 11|Marchuk Leon 4 11|Marchuk Leon
|AutoNumber) * |AutoNumber) 0 * |AutoNumber) 0 [AutoNumber)
Record: 14 4 I 1 » IN rk| of 11 Recard: 14 < I 1 k| rir%|af 1L Al I _’I Record: |1| A 1 _» PII’* of 11 A Record: 14 4 1 _» IH | of 11
|Datashest View | ] o[ [ Datasheet view ) el [Datashest View T I e | | |Datashest View | | [ um | 1
Hstan || @ & & B || ENothwood Chessclub: .. |[E w ip: Table ||§ 1200pm HAstart| | & [ ] W || iotwood Chess Clus: 0..| [ Membership : Table @ 1200pm Astart| | @ [F ) P || ENothwood Chess Cub .| |[E Membership - Table || r2oopu #stan || & [ 2 9 || EMortwood Chess cb- .. |[E 4 ip - Table || 1200
ADD A FIELD A Click Insert. —m The new field DELETE A FIELD —H Click Edit. m Adialog box appears, E1 Click Yes to permanently
LET Click the name of the LEY Click Column. appears in the table. LK1 Click the name L] Click Delete Column. confirming the deletion. delete the field.
field you want to appear of the field you want B The field disappears
after the new field. The to delete. The field from the table.
field is highlighted. is highlighted.
402
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CREATE TABLES

CHANGE COLUMN WIDTH

ou can change the width

of a column in your table.

Increasing the width of a
column lets you view data that
is too long to display in the
column. Reducing the width
of a column allows you to
display more fields on your
screen at once.

You can have Access
automatically adjust the

E2 Microsoft Access

JEI|E Edit Yiew Insert Format Records Tools Window Help

width of a column to fit the
longest item in the column.

After you change the width
of a column, you must save
the table to have Access save
the new column width.

You can also change the height
of rows in your table. Position
the mouse over the bottom edge
of the gray area to the left of

[ Microsoft Access

the row you want to change

(% changes to ). You can
then drag the row edge to

a new location. When you
change the height of a row,

all the rows in the table
automatically change to the
new height. You cannot change
the height of a single row.

|Ele Edt Vew Insert Format Records Iools window Help

- RBaRy| e S0 4 [ZR Y AR

d & Customers - Table

9 [=]

Silling Address

Made for Walking

17 Curry St.

New York

Leather Soles

1624 Spencer St.

Treat for the Feet

25 Princeton St.

Nashville

Boston

Victor's Footwear

196 King St.

Jacksonville

The Shoe Store

1212 Jarvis Ave.

New York

Heel and Toe

55 Palm St.

ID

| Company Name

Billing Address

City State

Fl Made for Walking

17 Curry St.

New York |NY

Leather Soles

Treat for the Feet

1624 Spencer St. [Nashville  |TN

25 Princeton St. |Boston MA

4
4

Victor's Footwear

196 King St.

Jacksonville |FL

q|The Shoe Store

1212 Jarvis Ave. |New York |NY

55 Palm St.

OPEN A TABLE

ou can open a table and

display its contents on

your screen. This lets
you review and make changes
to the table.

You can open a table in the
Datasheet or Design view. The
Datasheet view displays all the
records in a table. You can enter,
edit and review records in the

Datasheet view.

E Microsoft Access

JE\\e Edit View Insert Tools Window Help

The Design view displays the
structure of a table. You can
change settings in the Design
view to specify the kind of data
you want to enter in each field
of a table. For example, you can
change settings for a field so you
can enter only numbers in the
field. For more information on

When you have finished
working with a table, you can
close the table to remove it

from your screen. A dialog box
appears if you have not saved
changes you made to the layout
of the table, such as changing
the column width or rearranging
fields.

the Design view, see pages 418

to 445.

K Microsolt Access
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{8 Abe’s Shoe Factory - Database

D2dERy see o B u|eta- @.

- RlaRy e @ HEl ZH | alxx Ba- 0.

E B Customers : Table

Create table in Design view
Create table by using wizard

@ Create kable by enkering data
0

Orders

B Tables
i=INQUEries
B

Forms

Company Name

Billing Address

City

gl Made for Walking

17 Curry St.

New York

Leather Soles

1624 Spencer St.

Treat for the Feet

25 Princeton St.

Nashville

Boston

Victor's Footwear

196 King St.

Jacksonville

The Shoe Store

1212 Jarvis Ave.

New York

d/Heel and Toe
1/Best Fit Shoes

San Diego San Diego  [CA

987 Fountain Rd. |Beverly Hills|CA

Reports Payments
A Pages Products

Heel and Toe
Best Fit Shoes

55 Palm St. San Diego
987 Fountain Rd. [Beverly Hill

Best Fit Shoes 987 Fountain Rd. | Beverly Hill

JAutoNumber), IAutoNumber)|

Macros
Modules

Groups

E3 Favorites

Record: 14 ¢ [[ 1 v mfr¥|of 7 Record: 14 4 PR TN X3 - 4

atashest Yiew R |
i legs® H [E4be's Shos Factoy - Data_|[ @ Customers : Table H'{ﬂ— 12:00 PM

Record: 14 4 1 _» |>| F#| of 7
|Datashest View T T v T
Astart | | & %) || F1ahe's Shoe Facloy: Data.. | [ Cusfomers - Table [ 1z00Pw

|Datasheet view I [ |

i# Start H & A “ [Ebe's Shos Factory : Data.. || B : Table

[ [

|| 1200em

ady ) ] | o o Y I
stait| | & %) || [E1Abe’s Shoe Factory : ... @ 1200pm

5

_E1 To change the
width of a column,
position the mouse
over the right edge of
the column heading

(% changes to ).

—E] Click Open to
view the table.

E Drag the column
edge until the line
displays the column
width you want.

B The column displays
the new width.

F1 Click [H] to save

the change.

Click Tables in the
Database window to
display a list of the
tables in the database.

—F] Click the table you
want to open.

® To change a column
width to fit the longest
item in the column,
double-click the right
edge of the column
heading.

B The table appears. ® When you finish
reviewing the table,
click [x] to close

the table.

—a To change the
design of the table,
click Design.
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CREATE TABLES

How can | quickly display a specific
field?

v/ You can use the Formatting
toolbar to quickly display a specific
field. To display the Formatting
toolbar, click the View menu, select

S How do | use my keyboard to
move through fields and records?

= v/ Press the Tab key to move to the

next field in the current record.

Press the or key to move
up or down one record. Press the

MOVE THROUGH RECORDS

ou can easily move through
the records in your table

buttons that allow you to
instantly move the insertion

at a time. You can also quickly
scroll to any field or record in

Page Up or Page Down key to move
up or down one screen of records.

Toolbars and then select Formatting
(Datasheet). In the Go To Field
area on the Formatting toolbar,

SS3IDDV ONISN

click [] and then select the name

Can | quickly display a specific
X y clspiay @ sp of the field you want to display.

your table. The scroll bars will
record?

not appear if all of the fields and
records are displayed on your
screen.

point to the first, last, previous
or next record.

when reviewing or editing
information.
¢/ Yes. This is useful if you know the
number of the record you want to
display. In the Record area at the
bottom of the table, double-click
the current number. Type the
number of the record you want
to display and then press the
Enter key.

If your table contains a large
amount of information, your
computer screen may not be able
to display all of the fields and
records at once. You can use the
scroll bars to view the fields and
records that are not displayed.
You can scroll one field or record

You can change the location

of the insertion point in your
table. The insertion point is the
flashing line on your screen that
indicates where the text you type
will appear. The insertion point
must be located in the cell you
want to edit. Access provides

Scrolling allows you to move
to another location in the table
but does not move the insertion

point.

E Microsoft Access E Microsoft Access E Microsoft Access
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B Customers : Table B Customers : Table B8 Customers : Table
Business City Products Purchased Business City Products Purchased Business City Products Purchased ID Business City Products Purchased
1|Hungry Pete's Los Angeles|Cutlery and dishes 1|Hungry Pete's Los Angeles|Cutlery and dishes 1|Hungry Pete's Los Angeles|Cutlery and dishes 1|Hungry Pete's Los Angeles|Cutlery and dishes
2|The Meat Shop _ |Boston Tables and chairs 2|The Meat Shop __|Boston Tables and chairs 2|The Meat Shop  |Boston Tables and chairs 2|The Meat Shop  |Boston Tables and chairs
3|Porky's Restaurant|St. Paul i 3|Porky's Restaurant|St. Paul Table decorations 3|Porky's Restaurant|St. Paul Table decorations 3|Porky's Restaurant|St. Paul Table decorations
» 4|Mr. Steak St. Louis Cutle&l 4 4|Mr. Steak St. Louis___|Cutleny] > 4|Mr. Steak St. Louis Cutlery 4 4|Mr. Steak St. Louis __|Cutlery
5[Healthy Food Inc. [Tampa Dishes 5|Healthy Food Inc. |Tampa Dishes 5|Healthy Food Inc. |Tampa Dishes 5|Healthy Food Inc. |Tampa Dishes
6/Supper's Ready |Fort Worth |Menus 6/Supper's Ready  |[Fort Worth |Menus 6[Supper's Ready _ |Fort Worth _[Menus 6[Supper's Ready _|[Fort Worth _|Menus
7|The Friendly Diner[Hartford Cutlery and dishes 7|The Friendly Diner|Hartford Cutlery and dishes 7|The Friendly Diner|Hartford Cutlery and dishes 7|The Friendly Diner[Hartford Cutlery and dishes
8|Henry's Kitchen  |[New York  |Menus 8|Henry's Kitchen  [New York |Menus 8|Henry's Kitchen  |New York _|Menus 8|Henry's Kitchen _|New York |Menus
9|Jay's Diner Washington |Restaurant furniture 9Jay's Diner Washington |Restaurant furniture 9|Jay's Diner Washington |Restaurant furniture 9|Jay's Diner Washington |Restaurant furniture
10|Feeding Trough  [Phoenix Kitchen supplies 10|Feeding Trough  |Phoenix Kitchen supplies 10|Feeding Trough  |Phoenix Kitchen supplies 10[|Feeding Trough  [Phoenix Kitchen supplies
11|Lee's Fast Food |Raleigh Menus and dishes 11|Lee's Fast Food |Raleigh Menus and dishes 11|Lee's Fast Food |Raleigh Menus and dishes 11|Lee's Fast Food |Raleigh Menus and dishes
12|Vegetarian Cuisine|San Jose __|Kitchen supplies 12|Vegetarian Cuisine|San Jose [Kitchen supplies 12|Vegetarian Cuisine|San Jose __|[Kitchen supplies 12|Vegetarian Cuisine|San Jose |Kitchen supplies
13|The Hot Grill Dallas Table decorations . 13|The Hot Grill Dallas Table decorations . 13|The Hot Grill Dallas | |[Table decorations || = 13|The Hot Grill Dallas Table decorations
Record: 14| 4 ][ 4 b |oivs]of 17 | i o ' _>|_I Recurdlwm o 17 o 0 _>|_| records | [~ % > [vi || of 17“" I:II | | Record: 1| ™7 Dafesfof 17 T 15}
|Datashest view (| [ m [ [Datasheet Yiew ‘ ) el [Datashest View T mm 1 |Datashest View ] [ m[
stan || & [ ) ® || EiCustoners :Database |[EIC ~Table ||§ 1200pm HAstart|| & [ 7] W || Dicustomers : Database | [ Customers : Table € 1200pM #stan | @ & 4 9 || Bicusiones Datshase  |[E Fustomers : Table (& 200 Astan || € [ & Y || DiCwtoners Databese|[E T " Table & 1200PM

[14] First Record SCROLL THROUGH RECORDS
] Previous Record
=] Next Record

(] Last Record

B To quickly scroll to
any record, drag the
scroll box ([_]) along
the scroll bar until the
yellow box displays the
number of the record
you want to view.

SCROLL THROUGH FIELDS

1 To scroll one field at
a time, click [4] or [»].

m To quickly scroll to
any field, drag the scroll
box ([_]) along the scroll
bar until the field you
want to view appears.

B This area displays
the number of the
record containing the
insertion point and
the total number of
records in the table.

To quickly move the
insertion point to another
record, click one of the
following buttons.

MOVE THE INSERTION POINT

K1 To move the insertion
point, click the cell you want
to contain the insertion point.

T To scroll one record at a

time, click [=] or [=].
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SELECT DATA

You can select the part of the
table you want to work with.
You can select a field, record,
cell or data in a cell. Selecting

a field or record is useful when
you need to delete a field or
record from your table. Selecting
one cell or data in a cell is useful
when you are editing data in
your table.

efore performing many

tasks in a table, you must

select the data you want
to work with. For example, you
must select data you want to
move or copy.

Selected data appears highlighted
on your screen. This makes data
you select stand out from the
rest of the data in your table.

K Microsoft Access K Microsoft Access
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You can select multiple fields,
records or cells to perform
the same task on all the fields,
records or cells at once. This
saves you from having to
perform the same task again
and again.

E-H ey rae o e@ 8 @ Da- 3.

stan || & & ) B || EINotwood Chess Club: D._|[E] Mailing List - Table ||§ 1200pm

Address City Mailing List ID | First Name | Last Name Address City
Petherick  |432 Spring St. Columbus __|C 1|Ken Petherick 1432 Spring St. Columbus
Stumple 99 Grassy St. Greensboro |N 2|Marty Stumple 99 Grassy St. Greensboro
Martin 36 Front St. Orlando F 3 Martin 36 Front St. Orlando
McNamara |800 King St. Oakland C 4 McNamara_|800 King St. Oakland
Stingman |21 Belleview St. |Syracuse  |N 5 Stingman |21 Belleview St. |Syracuse
Coughlin 55 Milverton Blvd.|Springfield |l 6 55 Milverton Blvd.|Springfield
Appleton 12 Palm St. Sacramento |C 7 Appleton 12 Palm St. Sacramento |C
Curran 35 Palmer Rd. Fort Worth _|T 8|John Curran 35 Palmer Rd. Fort Worth |T
9 RENET Landry 73 Pine St. Cleveland |C 9|Jennifer Landry 73 Pine St. Cleveland |C
(AutoNumber) *| (AutoNumber)
record: | [ 1 > [wie|of g Recard: 4| [T & »[ri|r#|cF 3 ‘ 2
|Datashest view | | [ [ [Datasheet Yiew el o o e

Hstart || & [ ) W || ivotnwood Chess Cius: 0..|[ 2 Mailing List : Table

@ 1200pM

SELECT A FIELD B To select multiple fields, SELECT A RECORD

position the mouse %
over the name of the first
field (% changes to §).
(% changes to §) and Then drag the mouse §

then click to select the until you highlight all the
field. fields you want to select.

1 Position the mouse [}
over the area to the left
of the record you want to
select (R changes to =)
and then click to select
the record.

K1 Position the mouse %
over the name of the
field you want to select

408

B To select multiple
records, position the
mouse & over the area
to the left of the first
record (i} changes to = ).
Then drag the mouse =»
until you highlight all the

records you want to select.

S
S How do | deselect data? How can | quickly select a large
v/ To deselect data, click anywhere group of cells?
= in the table. v/ To quickly select a large group

How do | select all the records
in a table?

v/ To select all the records in a table,
click the blank area ([J) to the
left of the field names. You can
also press the Ctrl+A keys to
select all the records in a table.

Is there a fast way to select
a word in a cell?

v/ To quickly select a word,
double-click the word.

E Miciosoft Access

| Ble Edit view Insert Format Records Tools window Help

of cells, click the first cell in
the group you want to select
and then scroll to the end of the
group. Hold down the Shift key
as you click the last cell in the
group. Access highlights all the
cells between the first and last
cell you select.

SS3IDDV ONISN

E Microsoft Access

| Ble Edit wiew Insert Format Records Tools Window Help

-BE@ky (e o @43 YR Ml EaE- 0.

- RlaRy|smeo/@ il TR Al Ba- 0.

First Name | Last Name
Ken Petherick

Address City
432 Spring St. Columbus
Marty Stumple 99 Grassy St. Greensboro
Cindy Martin 36 Front St. Orlando
Mary McNamara 800 King St. Oakland
Gery Stingman 21 Belleview St. |Syracuse
Richard Coughlin 55 Milverton Blvd.|Springfield
Diana Appleton 12 Palm St. Sacramento

John Curran 35 r Rd. Fort Worth
Jennifer Landry 73 t. Cleveland

=[zIaTmnl=1A

© 0N O[OS [WN [

N =N

(AutoNumber)

Record: 14 4 | 9 | rilrs]of 9 4

£ B Mailing List : Table O]
Mailing List ID | First Name | Last Name Address City
1|Ken Petherick 1432 Spring St. Columbus _|C
2[Marty Stumple 99 Grassy St. Greensboro |N
3|[Cindy Martin 36 Front St. Orlando F
4[Mary McNamara 800 King St. Oakland C
5|Gery Stingman 21 Belleview St. _|Syracuse N
6[Richard Coughlin 55 Milverton Blvd.|Springfield |l
7|Diana Appleton 12 Palm St. Sacramento |C
8|John —Curran 35 Palmer Rd. Fort Worth | T
» 9|Jennifer a I3 Pine st. Cleveland |C
*| (AutoNumber)
Record: 1| 4 [[T 9 v [mile#|of 9 1 |
[Datashest View 0 e [ |
fstart| | @& [T ) P || ENohwood Chess Cub 0. |[E Mailing List : Table [ 1200pM

SELECT A CELL m To select multiple cells,

position the mouse ] over
the left edge of the first
cell (I changes to gp).
Then drag the mouse
until you highlight all the
cells you want to select.

1 Position the mouse 1
over the left edge of the
cell you want to select

(I changes to o) and
then click to select the cell.

|Datashest View e ]|

#stan || @& [ 2 || ENortwood Chess Cub: 0. |[E Mailing List : Table

|| r200pm

SELECT DATA IN A CELL

1 Position the mouse |
over the data. Then drag
the mouse T until you
highlight all the data you
want to select.
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EDIT DATA

fter you enter data into your
table, you can change the
data to correct a mistake

or update the data.

The flashing insertion point in a
cell indicates where Access will
remove or add data. When you
remove data using the Backspace
key, Access removes the character
to the left of the insertion point.
When you insert data, Access adds

E Microsoft Access

JE\Ie Edit Yiew Insert Format Records Tools ‘Window Help

CHAPTER

CREATE TABLES

the characters you type at the
location of the insertion point.

You can quickly replace all the
data in a cell with new data.

As you edit data, Access displays
symbols to the left of the records.
The arrow (P) indicates the current
record. The pencil (.. J ) indicates
the record you are editing. The
asterisk (#) indicates where you
can enter data for a new record.

K Miciosoft Access

| Bile Edit view Dnsert Format Records Tools indow Help

If you make a mistake while editing
data, you can use the Undo feature
to immediately undo your most
recent change.

You do not have to save the
changes you make. When you
move from the record you are
editing to another record, Access
automatically saves your changes.

M-SRV eR S 0[@ YR #ex DE- 0.

- BE@Ry e o @ 8il YR (Ml @aE- 0.

K Microsoft Access

How can | quickly find data |
want to edit?

v/ Click a cell in the field containing
the data you want to find. Click
the Find button ([#]). Type the
data you want to find and then
click the Find Next button.

Can | check my table for spelling
errors?

v/ You can find and correct all the
spelling errors in a table. Click
the Spelling button ([¥]) to start
the spell check. To spell check a
single field or record, select the
field or record before you begin.

JElIe Edit Yiew Insert Farmat Records Tools ‘Window Help

Can | copy data in a table?
v/ Yes. Copying data is useful when

you want several records in a table

to display the same information.
After you edit the data in one
record, you can copy the data
to other records. Select the data
you want to copy and then click
the Copy button ([&]). Click the

location where you want to place

the data and then click the Paste
button ([B]).

[& Microsoft Access

| Eile Edit wew Insert Format Records Iools Window Help

SS3IDDV ONISN

- Ba@Ry|imav @ sil YR AR @A E.

- H ey Bme

E B Membership : Table

Last Name | First Name City
Johnson Mika Charlotte
Birch Shirley Louisville Birch
White Sandra Denver White
Burnes Jennifer Boston Burnes Jennifer Boston
Goderich Jackie Albany Goderich Jackie
Davey Erin Davey Erin
Reddy Brianna Reddy Brianna

E B Membership : Table

Last Name | First Name City
Johnson Mika Charlotte
Shirley Louisville
Sandra Denver

; & Membership - Table

Last Name | First Name City
Johnson Mika Charlotte
Birch Shirley Louisville _| Birch
White Sandra Denver White
Burnes Jennifer Boston Burnes Jennifer
Goderich Jackie Albany Goderich Jackie
Davey Erin Atlanta Davey Erin
Reddy Brianna Philadelphia Reddy Brianna

Expiry Date Expiry Date Last Name | First Name
Johnson Mika
Shirley

Sandra

Expiry Date

Charlotte
Louisville
Denver
Boston
Albany
Atlanta
Philadelphia

1
2
3
4
5
6

Philadelphia ||

Pittsburghl |

/AutoNumber) /AutoNumber) /AutoNumber)|

IAutoNumber)|

Record: 14 4 7 v erlvk|cF 7 Record: 14] ¢ 7 b |enlrs]of 7

Record; 14 4 2 b e of 7 Record: 14 4 3 v milrk|of 7

|Datashest view el o [ [Datasheet View == mum- = |Datashest view LI [ | [} |Datasheet view | I | [t
ghstan| | & %) || Tty Guid: Database |[ 2 MEmbership - Table |[§ 1200pm HAstart| | & %) || B Cuafers Guid - Database. | [ Mefubership : Table [ 1200pM stan || & [ 21 9 || FiCiters uid: Detebase|[E i Table | 1200pm st || @& [ 2 9 || ot Guld Datsbse [ Membership : Table || 1200em

El To insert data
where the insertion
point flashes on your
screen, type the data.

1 When you finish
making changes to the
data, press the Enter key.

E To remove the
character to the left of
the insertion point, press
the Backspace key.

EDIT DATA

—E Click the location in
the cell where you want
to change the data.

m A flashing insertion
point appears in the cell.

REPLACE ALL DATA IN A CELL

1 Position the mouse T
over the left edge of the cell
you want to replace with new
data ( ] changes to qp) and
then click to select the cell.

UNDO CHANGES

Click [=] to undo your
most recent change.

—F Type the new data
and then press the
Enter key.

m The cell is highlighted.

Note: You can press the

or key to move
the insertion point to where
you want to remove or

add characters.
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ZOOM INTO A CELL

ou can zoom into any

cell in a table. This can

make the contents of the
cell easier to review and edit.

Zooming into a cell is useful
when the columns in your
table are not wide enough
to display the entire contents

may contain a long address or
a long description that Access
cannot completely display.

When you zoom into a cell,
Access displays the contents
of the cell in the Zoom dialog
box. You can edit the contents
of the cell directly in the

CREATE TABLES

If you plan to enter a large
amount of data into a cell,
you can also zoom into an
empty cell. This lets you
easily view all the data you
are typing into the cell

at once.

DISPLAY A SUBDATASHEET

hen viewing the

records in a table,

you can display a
subdatasheet to view and edit

related data from another table.

Access only displays
subdatasheets for tables

that have a relationship. If
you used the Database Wizard
to create your database, the
wizard automatically defined

for you. For more information
on relationships, see page 442.

A plus sign ([#]) appears beside
each record that has related
data. You can click a plus sign
to display the related data in

a subdatasheet. For example,

a table containing customer
information may be related to a
table containing product orders.
When viewing the customer

sign beside the record for a
customer. A subdatasheet will
appear, displaying information
about the products the customer
has ordered.

When you finish viewing
and editing the data in a
subdatasheet, you can hide
the subdatasheet to remove
it from your screen.

SS3IDDV ONISN

of a cell. For example, a cell Zoom dialog box. relationships between tables table, you can click the plus

E Microsoft Access _|=]

JEiIe Edit Wiew Insert Format Records Tools ‘Wwindow Help

- R @Ry 2| [@ 42 Za v @ £

K Microsoft Access Microsoft Access

JEi\e Edit Wiew Insert Format Records Tools Window Help

|- H SRy ‘@0 s o @i YE AnKDa 0.

E Microsolt Access

|Ele Edt Yew Insert Format Records Iools window Help

BB SRyl o @42 %R @ | Ea-| @,

| Bl Edit wiew Insert Format Records Tools Window Help

- RBlaRy|ime o @ HEH[ZR Y Al»x Ba- 0.

JR=TEY 8 Costomers  Tabie R
D First Name| Last Name Notes Address Customer ID Company Name Billing Address City Customer ID Company Name Billing Address City
1| Bill Henry Long term c{220 Whittle St. T e T T T i eyttt T o ) Reel Fishing 76 Haverly Lane [Los Angeles | CA Reel Fishing 76 Haverly Lane |Los Angeles |(
2|Sandra Schmidt Has recomn|190 Milverton Blvd. et the past Few months, He has commented many times on how nics it is to j | 2K 2|Athletix 850 Grand St. _|Green Bay 2| Athletix 850 Grand St.  |Green Bay |\
T v -
3|Geoffrey [Hill Makes abou{14 Spencer Ave. ;‘;E‘;LE’;’"eF“ejr:;cﬂ;;g ;;353;":;;:7;5;;Z’;ﬂt‘;"':;‘;wﬁ'g”lgiz sianed up 3| Outer World 7893 Grand St. Hanl'tford i 3| Outer World 7893 Grand St. |Hartford (
4[Roger Brant New custom|125 Crane St. merchandise. 4|Rod 'n' Reel 56 Yemen Blvd. |Indianapolis 4|Rod 'n' Reel 56 Yemen Blvd. _|Indianapolis ||
5[ Shirley Paulson _ |Purchases i 772 Main St. 5[Camping USA 776 Mand Cr.__|San Diego = 5.Camping USA 276 Mand Cr.__ISan Diego
6] Micky Lawson Depends on|24 Pine St. 6/Outside Fun 35 Pine St. Baltimore ! ProductID | Quantity | Unit Price Total
7|Brian Lonergan_|[New custom[}192 College St. 7{Outdoor Store 991 Sunset Dr. _|Freeport 315 25 $49.50|  $1,237.50
8[Tonya Remmey [Has been py85 Elm Grove Ave. I 8| Sports Superstore 2354 Elm Ave. _ |Charlotte — 426 11 $189.99| $2,089.89
9|Brad Stevenson |One of our t{24 Cortez Blvd. I 9| National Sporting Goods|55 Karma Cres. |Tampa 127 30]  $125.97| $3,779.10
10lLinda Lawrence |New custom|55 Sunset St. | 10[{American Outdoors 3322 White Rd. |Syracuse * | (AutoNumber), $0.00 $0.00
utoNumber) AutoNumber 6| Outside Fun 35 Pine St. Baltimore
7|Outdoor Store 991 Sunset Dr. _|Freeport
8| Qnnrte Quinarctnra 22R4 Flm Ava Charlntta ﬂ
pecard: 14 4 |—7 » b1 [p#] oF 10 _,I record: 14|« [[T 7 v [vile#| of 10 Record: 14| ¢ 1 v |es] of 10 Record: 14] 4 1 v |milr#|of 10 k| | i

=
|Datashest view | | rm [ |Form View I ) |
Hstan ||| & & & ¥ || Eacustomer Fies  Datebase|[ [ Custamer List : Table ||§ 1200pm st | @ B i ) || EoCusones Fies :Datobese | [0 Cstomer List - Table [ 1z00pm

[Datasheet view

N I I v
Hstat| | E @ & B H [E3Spatting Goods : Datzhase || 5] Customers - Table H@, 1200 PM

|Datashest view I i T
Astan ||| & & 2 W || [EIsnoting Goods : Dalabase [ T Table <& 1200mm

A Hold down the
Shift key as you
press the F2 key.

—E Click the cell
containing the
data you want to
review and edit.

—8 When records in a
table relate to data in
another table, a plus
sign ([#]) appears
beside each record.

E1 When you finish

reviewing and editing
the data, click OK to
close the dialog box.

—m This area displays
all the data in the cell.
You can review and
edit the data.

El Click the plus sign ([H])
beside a record to display the
related data from the other
table ([#] changes to [3]).

—#@ The related data from
the other table appears.
You can review and edit
the data.

® To once again hide
the related data, click
the minus sign ([=])

B The Zoom dialog beside the record.

box appears. B The table will
display any changes

you made to the data.
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QS
I__\ Is the.re a faste.r way to enter Is there a way to ensure that‘
data into cells in a new record? related data in the database is
£ v To copy the data from the cell removed when | delete a record?
A D D O R D E L ET E A R EC O RD above into the current cell, press ¢ You can specify that if you delete
the Ctrl+'(Apostrophe) keys. To a record in one table, related G
insert the current date, press the records in another table will also z
Ctrl+;(Semicolon) keys. be removed. To do this, you must 2
ou can add a new record to If your table has an AutoNumber When you delete a record, you establish a relationship between B
insert additional information field, Access will automatically may also want to delete any Is there another way to add the two tables. You must then o
into your table. Access enter a number for each record related records in other tables. a record? enforce referential integrity and a
automatically saves each new you add. For example, if you delete a v/ You can use a form to add a Elrln 03 lghe Cgscade. Del;te
record you add to a table. company from your supplier record to a table. For more mecséeinfoixcr?;tii)r?psuezn.a Oer442
You can delete a record to remove table, you may also want to delete information, see page 452. »Seepag ’
You can use the blank row at the information you no longer need. records containing information
bottom of a table to add a record. For example, you can delete a about the products the company How do | delete several records
You cannot add a record to the record containing a company supplies from your product table. at once?
middle of a table. If you want to you no longer deal with from v/ Select the records you want to
change the order of the records, your supplier table. delete and then perform steps 2
you can sort the records at any and 3 on this page.
time. To sort records, see page 466.
E Microsoft Access K Miciosoft Access MEE K Microsoft Access I Microsoft Access &) x]

JE\Ie Edit Yiew Insert Format Records Tools ‘Window Help

M-HSRY|[iBR S 0@

| Bile Edit view Insert Format Records Tools indow Help

- RBE@Ry 2E o[ 8i 2R (a0ox BaE- 0.

| Eile Edit Wew Insert Format Records Iools Window Help

-l ESRY|SRE Y| oMU TE Y A e Ba- 0,

JElIe Edit Yiew Insert Farmat Records Tools Window Help

- "k |(s2e o @tz cav b xlpa .

E Membership : Table B Membership : Table = Membership : Table o] x|
Last Name | First Name | Years as Member | Renewal Date Last Name | First Name | Years as Member | Renewal Date Last Name | First Name | Years as Member | Renewal Date ID Last Name | First Name | Years as Member| Renewal Date
Johnson Mike 10 years 1/1/99 1{Johnson Mike 10 years 1/1/99 1|Johnson Mike 10 years 1/1/99 1{Johnson Mike 10 years 1/1/99
2|White Sandra 3 years 8/1/98, 2[White Sandra 3 years 8/1/98 || 2/White Sandra 3 years 2|White Sandra 3 years 8/1/98
3|Goderich _ |Jacob 7 years 4/1/98, 3|Goderich _ |Jacob 7 years 4/1/98 \ﬂ 3|Goderich 4 4|Davey Erin 12 years 9/1/98
4|Davey Erin 12 years 9/1/98 4|Davey Erin 12 years 9/1/98 4|Davey Erin 12 years 9/1/98 1/1/99
5|Reddy Brian 10 years 1/1/99 5[Reddy Brian 10 years 1/1/99 5|Reddy Brian 10 years 1/1/99 You are about to delete 1 record(=). 1/1/99
6[Jackman _ [Marty 15 years 1/1/99 6|Jackman __ |Marty 15 years 1/1/99 6/Jackman __ |Marty 15 years 1/1/99 & 11/1/98
7|Dano Hank 11 years 11/1/98 7|Dano Hank 11 years 11/1/98 7|Dano Hank 11 years 11/1/98 s ot hoea o oae Coee cperaton: | 10/1/98
8|Drew \William 10 years 10/1/98 8|Drew William 10 years 10/1/98 8|Drew William 10 years 10/1/98 — . 9/1/98,
9|Simpson Samantha |4 years 9/1/98| 9|Simpson Samantha |4 years 9/1/98| 9|Simpson Samantha |4 years 9/1/98| _N°_| 1/1/99
O|Henry Ralph 7 years 1/1/99 10|Henry Ralph 7 years 1/1/99 10|Henry Ralph 7 years 1/1/99 11|Birch Shirley ~ |12 years 2/1/99
11|Birch Shirley 12 years 2/1/99, 11|Birch Shirley 12 years 2/1/99 11 Birch Shirley 12 years 2/1/99 12|Whitney Ken 1jyear 12/1/99
‘AutoNumber’ 12} Whitney Ken 1 year 12/1/99 12|Whitney Ken 1 year 12/1/99 * [(AutoNumber
[d(Auto e | * [(AutoNumber)
Record: 14| 4 |[T 1 vilexlof 11 recard: 4| [ 13 ]| of 13 Record: 14 4 || 3 b [riek] of 12 record: A | [ 3 [ lvk|of 11

|Datashest view el o [ [Datasheet View | o = |Datashest view e [rara | | |Datasheet view | et |
Hsat| | @@ = |J [EiMenbership: Database || ) Membership - Table |6 1200PM iiSIalllH EQfHAw H [ Memhership - Datahase || MEmbership : Table H(k} 1200 PM i# Start |J el v “ ElMenbership: Database |[EIM ip : Table Hqﬂ- 1200 PM i# Start H EQAY |J [EIMembership : Database |1 Membership : Table ||<Ej— 12:00 PM

ADD A RECORD

1 Click [*] to add a

new record to the table.

El Type the data that
corresponds to the field
and then press the Enter
key to move to the next
cell. Repeat this step until
you finish entering all the
data for the record.

Click the first empty
cell in the row.

E Click [%] to delete
the record.

E] Click Yes to permanently
delete the record.

DELETE A RECORD

—1 Position the mouse [}
over the area to the left
of the record you want to
delete (I} changes to =)
and then click to select
the record.

B The record disappears.

—& A warning dialog box
appears, confirming the
deletion.
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S
S How do | redisplay a hidden How do I unfreeze a field? 5
HIDE OR FREEZE A FIELD - ERsTRz %
¥ ' You can redisplay a hidden field time. From the Format menu, 2
to once again view the data in select Unfreeze All Columns. o]
the field. From the Format A
ou can temporarily hide a browse through the names and Freezing a field allows you to keep menu, select Unhide Columns. Can | hide or freeze more than
field in your table to reduce telephone numbers of your clients, important data displayed on your A dialog box appears, displaying one field at a time?
the amount of data displayed  you can hide fields displaying screen as you move through a large a list of the fields in your table. ¢ Yes. To hide or freeze multiple
- . . A check mark beside a field . .
on your screen. This can help you other information. table. For example, you can freeze T s fields, you must first select
. . . . indicates the field is displayed . )
work with specific data and can ) ] a field containing the names of on your screen. Click the box the fields you want to hide or
make your table easier to read. When you hide a ﬁel_d’ Access your clients so that the names will beside the field you want to ?eeze- Youf.can then hide Orl
o . ffloes not deletg the fleld: Th.e data remain on your screen while you redisplay ([] changes to [/) hriedeezi ;}Ee elid; ;Sn Yi)euﬁ\zlodu d
Hiding a field allows you to in the hidden field remains intact. scroll through the rest of the data and then click Close. g .
review only fields of interest. for the clients.

For example, if you want to You can freeze a field so it will
9 . .
remain on your screen at all times.

E Microsoft Access Microsoft Access El Miciosoft Access

E Microsolt Access

it Miew Insert| Format |Records Tools ‘Window Help JEi\e Edit View Insert Format Records Tools Window Help Records Tools Window Help JEI|E Edit ¥iew Insert Format Records Tools Window Help
- H SR LA . - "Heky s <@ HH YE M Da- 0. - 2| &R A o 24z m v AR | Ba-| . E-HaRy| s med o280 ZEY A BaE- 0.
Datasheet. .. Datashget...
Row Height. .. Row Height .. e
Column Width, .. Column Width... E Customer List : Table I [=] 3
- Address City ress N o dress City State ZipC Customer Name Address City State ZipC
D2 Whittle St.___|Green Bay 22 Whittle St. __|Green Bay e leSt._ |GreenBay Wi 54303 ICycle Rama [p2 whittle St.  [Green Bay Wi 54303
190 Milverton Blvd.|Hartford ISki Dome 190 Milverton Blvd |Hartford o erton Blvd. Hartford CcT 06101 Ski Dome [lL90 Mmilverton Bivd|Hartford CT 06101
14 Spencer Ave. _|Indianapolis Hikers' Haven 14 Spencer Ave. _|Indianapolis Indianapolis _|IN 46206 Hikers' Haven ||L4 Spencer Ave. |Indianapolis |IN 46206
125 Crane St. San Diego ISurfer Shack 125 Crane St. San Diego San Diego  |CA 92199 } Surfer Shack ||l.25 Crane St. San Diego  |CA 92199
772 Main St. Baltimore [The Golf Caddy 772 Main St. Baltimore Baltimore MD 21233 [The Golf Caddy [F72 Main st. Baltimore MD 21233
D4 Pine St. Freeport [Aquatix 24 Pine St. Freeport Freeport IL 61032 IAquatix [p4 Pine st. Freeport IL 61032
JdThe Angler's Nook 192 College St. Little Rock [The Angler's Nook  [192 College St. __|[Little Rock Little Rock  |AR 72231 [The Angler's Nook fo2 College St. Little Rock  |AR 72231
] The Sailing Sloop B85 EIm Grove Ave. |Charlotte [The Sailing Sloop 85 Elm Grove Ave.|Charlotte Charlotte NC 28228 [The Sailing Sloop B5 EIm Grove Ave. |Charlotte NC 28228
ENeptune's Dive Shop P4 Cortez Blvd. Tampa Neptune's Dive Shop|24 Cortez Blvd. Tampa Tampa FL 33630 Neptune's Dive Shop|p4 Cortez Blvd. | Tampa FL 33630
jls}Portage Point b5 Sunset St. Syracuse Portage Point 55 Sunset St. Syracuse Syracuse Portage Point b5 Sunset St. Syracuse NY 13220
M
Record: 14] 4 1 v | miles| of 10 4 Record: 14 < T v e |vk] of 10 Al Rrecord: 14] 4 T i es of 10 Al Record: 14 4 || 11 [eifr#] of 11 | | I
|Datashest view i o Al [Datasheet view Il o I o e |Datasheet View T um 1 |Datasheet View [ [0 o hm| [
fistart || @& (D 24 %) || Eotal Spating Suppies : 0. [ Fustomer List - Table |G 1z00Pm Hstart| | & [ ) ) || Dot sporing Supsles : 0..| [ E Customer List - Table @ 1200pm Astat || & (& & || E3Toial Sporting Supplies  B.. [ Fustomer List - Table | 1200 iffistart | | @& (S &4 % || [ Total Sporing Suppiies 0. [ Cuftomer List - Table [ 1200w
HIDE A FIELD —F] Click Format. m The field disappears FREEZE A FIELD El Click Freeze Columns. B Click any cell in the B You can use this scroll
; . . from the table. ; table to deselect the field. bar to move through the
—&l Click the name of the —E] Click Hide Columns. —i Click the name of the Note: If Freeze Columns does fields to the right (?f the
field you want to hide. field you want to freeze. not appear on the menu, —m Access moves the field dark vertical line
P Click Format position the mouse R over to the left side of the table. ’
the bottom of the menu to A dark vertical line to the
display all the menu right of the field indicates
commands. that the field is frozen.
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DESIGN TABLES

CHANGE VIEW OF TABLE

here are two ways

you can view a table.

Each view allows you
to perform different tasks.

The Datasheet view displays
all the records in a table.
You can enter, edit and
review records in this view.

The Design view displays the
structure of a table. You can

E Microsoft Access

Eile Edit Wiew Insert Format Records Tools Window Help

change the data type and field
property settings in this view.
The data type determines the
type of information you can
enter in a field, such as text,
numbers or dates. Specifying a
data type helps ensure that you
enter the correct information
in a field.

The field properties are a set
of characteristics that provide

additional control over the
information you can enter in
a field. For example, you can
specify the maximum number
of characters a field will
accept.

Access allows you to quickly
switch between the Datasheet
and Design views.

E Microsoft Access

|Fle Edit View Insert Tools Window Help

REARRANGE FIELDS

ou can rearrange the
fields in a table to better
organize your information.

When you rearrange fields
in the Design view, the fields
are also rearranged in the
Datasheet view.

Rearranging the fields in your
table allows you to place fields
in a logical order. For example,

E Miciosoft Access

| Ble Edit view Insert Tools window Help

in a table that stores client
information, you may want
to move the field containing
first names in front of the
field containing last names.

Rearranging fields can also help
you work with your table more
efficiently. For example, you may
want to place fields containing
fax numbers and mobile phone
numbers beside the field for

E Microsolt Access

telephone numbers so you
can easily manage the related
information.

A thick line indicates where the
field you are moving will appear.

Rearranging the fields in a table
will not affect how the fields are
displayed in other objects based
on the table in the database,
such as forms.

| Ble Edit_view Insert Toos window Help
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HEBY| BE |- & 0 Ga. @K a0,

Food Category | Time to Prepare
Cheesy Lasagna _|Pasta 45 minutes
Onion Soup Soups 30 minutes
Seafood Salad Salads 15 minutes
Grilled Salmon Fish 50 minutes
Honey-garlic Wings| Meat 45 minutes
Pepper Steak Meat 1 hour

Stuffed Pork Chops|Meat 1.5 hours

Green Pea Soup _ |Soups 30 minutes
Spicy Beef Stew  |Meat 55 minutes

O[X N[ g |bd[Ww[N

AutoNumber

Record: 14| 4 | PR N 3

|Datashest View

§ﬂ5lall|” & ) “ B Recipes : Diatabase

T I H
S | T

|[ = Favorites - Table [§ 1zm0pm

FIEE A A e R =
E B Favorites : Table

Field Name Data Type
AutoNumber
RecipeName Text
|Food Category Text

TimeToPrepare Text

Description

Field Properties

General | Loskup |

Field Size Lang Intager

New Yalues Increment

Format

Caption Reripe ID

Indexed Yes (Mo Duplicates)

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

) I )

|Des\gn view. F6 = Switch panes. F1 = Help.

HAsat| | @ @ @ ® H [ElResipes : Database || Fatorites : Table H@, 12,00 PM

Click [E] to display the
table in the Design view.

m |n this example,
the table appears in
the Datasheet view.
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® The View button
changes to [E]. You

can click the View button
to quickly switch between
the Design ([&]) and
Datasheet ([&]) views.

B The table appears
in the Design view.

B-REZRY | tmrs o1 &k mnBa-|0.
£ B Favorites - Table o

Description

Field Name Data Type
etz 00d Category Text
[[N[fimeToPrepare Text
[ ﬂ legetarian Yes/No
N3

lumberofServings Number

Ay Ficld Propeftics

General I Lockup |
Field Size Inkeger
Farmat

Decimal Places Auto
Tnput Mask.
Caption Number of Servings A field name can be up to 64
Default Yalug characters long, including

5 spaces, Press Fi For help on
Wwalidation Rule el nEmEs,
Walidation Text
Required Mo

Indexed

Field Properties
Gereral | Lackup |

EEEE D R E

: B9 Favorites : Table

Description

Field Mame Data Type

Field Size Integer

Farmst

Decimal Places Auto

Input Mask

Caption Mumber of Servings # field name can be up to 64

Default Walue characters long, including
e spaces, Press Fl for help on

Walidation Rule e mEmEs,

Walidation Text

Required Mo

Indexed Mo

[ o

“ Favorites : Table

|Design view. Fé& = Switch panes. F1 =Help.

Astart| | @ [ ) P || EResies: Database

H Position the mouse T
over the area to the left of
the field (T changes to [})
and then drag the field to
a new location.

1 Click the area to the
left of the field you want
to move.

Note: A thick line shows where
the field will appear.

[rra | | |Design view. F& = Switch panes. F1 = Help. [l raum | =
|| 1200pm #Astan || & & 2 Y | | EResipes  Database |[ & Favfrites - Table || 1200

—& The field appears

in the new location. changes to the table.

E] Click [=] to save the
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ADD A FIELD DESCRIPTION DISPLAY FIELD PROPERTIES

ou can add a description

to a field to identify the

type of information the
field contains. You can use up to
255 characters, including spaces,
to describe a field.

Adding a description to a field
can help you determine what
kind of information you should
enter in the field. For example,
if a field has an abbreviated field

E Microsolt Access

name such as CNum, you can
add a description such as
“This field contains customer
numbers” to help you enter
information in the field.

After you add a description to a
field, you must save the table to
have Access save the description.

When you display your table in
the Datasheet view, you can click

& Microsoft Access

anywhere in the field to display
the description you added. The
description will appear on the
status bar at the bottom of your
screen.

If you use the field in another
object in the database, such as
a form, the other object will
display the description when
you are working with the field.

ach field in a table

has properties that

you can display. The
field properties are a set of
characteristics that provide
additional control over the
kind of information you can
enter in a field. For example,
the Field Size property tells

Access the maximum number
of characters a field can contain.

E Microsoft Access

The properties available for a
field depend on the type of data
the field contains. For example,
the Field Size property is
available for a field containing
text but is not available for a
field containing currency. The
Decimal Places property is
available for a field containing
currency but is not available
for a field containing text. You

& Microsoft Access

can display the available
properties for any field in
your table.

If you use a field in other
objects in the database,
such as a form or report,
the other objects will also
use the properties for the
field.

SS3IDDV ONISN

JE\Ie Edit Yiew Insert Format Records Tools ‘Window Help

JEI|E Edit Wiew Insert Tool ‘Window Help JEi\e Edit Wiew Insert Tools window Help JEiIe Edit Wiew Insert Took ‘Window Help

—E Click the description
area for the field you want
to add a description to.

= 2] Type the description.
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—E] Click [E] to save
the table.

LI click [E] to

é Click anywhere in
the field you added
the description to.

display the table in
the Datasheet view.

—# The description
for the field appears
in this area.

H To return to the
Design view, click (2],

EEEEE IR EE EEEER R BaeRv|imes|o|alsiiYay alwxoa- 0. E- g2y | ikas e =gl |a- 2. E-lRERY|imr] o] #x==enBa- B,
E & June Expenses : Table 9 [ E B June Expenses : Table _[O]x]
Data Type Description Expense D Purpose of Expense Amount Spent Date Purchased Field fame Data Type Description - Field Mame Data Type Description -
¥ [ExpenselD AutoNumber | ~ - " % |ExpenselD AutoNumber % |ExpenselD AutoNumber |
|[_|PurposeofExpense Text 1 Airfare for Business Trip| $350.00 6/19/99 "Pllrnn se Text I ‘PurposeofExpense Text |
AmountSpent Currency Enter price in US dollars. Dinner for Clien 125.00 27, Currency Fmer price in US dollars. AmountSoent. Currency Enter price in US dollars.
[DatePurchased Date/Time I_ er for Clients $125.0 6/27/99 |L_|DatePurchased Date/Time hd I DatePurchased Date/Time M|
Ficld Properties Rem_al Car $60.00 6/7/99 Field Froperties ] Fisld Fropertiss
eerd | Parking $25.00 6/15/99 ererd | | ererd | Lo |
eneral | Lookyy B eneral | Looky eneral | Lool
eup | Entertainment $100.00 6/20/99 e 2
Format Currency Format Currency Farmat Short Date
Decimal Places Auto Decimal Places Auto Input Mask 99/99/00;0
Input Mask The fisld description is Ut Mask The field description is Caption Date Purchased
Caption Amount Spent aptional. Tt helps you describe Caption Amount Spent optional. It helps yau describe Default Yalus P T R, ———
Default ¥alue the Field and Is akso displayed Default izl the field and i also displayed U DL e e
Validation Rule in the status bar when you Yalidation Rule In the stakus bar when you Yalidation Text &b 8
; spares. Press Fi for help on
Validation Text select this field on  form. Validation Text select this field on a form, Required Ma field names.
Required Mo Presds F1 For help on Required o pms; P futr_ izpam Indexed Mo
Indexed Mo B, Tndexed o lescriptions.
Recard: 14| 4 v | vi[rk| of 5 A
[Design view. F6 = Switch panes. FL = Help. I | UM Enter price in US dallars, | T UM [Design view. Fé = Switch panes, F1 = Help., [ ] [ IO | [ [Design view, Fé = Switch panes. FL =Help. I M
#Rstant || @& [0 72 Y | [EiEspenses: Databese |[H June Expenses : Table | 1200pm #stan ||| & [ & W || Bifeenses Databese  [[EIJunelExpenses - Table [[F 1zo0Pm start| | & @ 14 W || B Esperses: Datobase || EJdurfs Expenses - Table & 1200Pm #hstan|| @ [ &) ¥ || Diespenses Daizbase |[E June Exfenses : Table ||§ 1200pm

—& This area displays the
field name and data type
for each field in the table.

—m Atriangle (p ) appears
beside the current field.

H You can use this
scroll bar to browse
through the fields.

K To display the properties
for another field, click the
field name. A triangle (p)

B This area displays
the properties for the
field you selected.

—& This area displays
the properties for the
current field.

appears beside the field.
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CHANGE A DATA TYPE

ou can change the type
Y of data you can enter in
a field.

Before you change the data type
for a field, you should consider
what type of data you want to be
able to enter in the field. Access

will not accept entries that do not

match the data type you specify.
This helps prevent errors when
entering data. For example, you

El Microsoft Access

JEiIe Edit Wiew Insert Tools ‘window Help

cannot enter text in a field with
the Number data type.

You should also determine
whether you want to be able to
perform calculations using the
data in the field. For example,
Access can calculate numbers in
a Number or Currency field but
cannot calculate numbers in a
Text field.

E Microsoft Access

DESIGN TABLES

The ability to sort records is also
a consideration. Some data types,
such as Memo, Hyperlink and
OLE Object, cannot be sorted.

If you change the data type for

a field that contains data, Access
may delete data in the field.
Access will display a warning
message before deleting any data.

|Ele Edi Yew Insert Tools Window Help

B-@&EY|[smr o p &g Da- 0.

B Expense Details : Table
Figld Mame Data Type

Description Field Marne

| _|ExpenseReportiD Number

Data Type Description

| _|ExpenseReportiD

ExpenseAmount Currency

Number

ount

[ExpenseDate DateTime

Currency

[®[ExpenseNecessity Text

ecessi

&X Id Properties

Memao

General | Lookup | Hurnber

Fiskd Size BatefTime

Format Currency
Autohiurnber

Input Mask Yes/No

Caption COLE Object

Default Yalue Hyperlink

Validation Rule Lookup Wizard..,

Walidation Text

Required

#llow Zera Length

Indexed

Unicode Campression

Field Properties

General I Lookup |
Format

Caption

Default Yalue
Walidation Rule
Walidation Text
Required

Indexed

The data bype determines the
kind of values that users can
store in khe field. Press F1 For
help on data kvpes.

help on data bypes.

|Design wiew, F& = Swikch panes. F1 = Help.

iaSlall”J & 7w “ A Expense Details : Database || Exj

K1 Click the Data Type
want to change. An

arrow ([x]) appears.

1 Click the arrow ([=])

to display a list of data
types.
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E] Click the appropriate
area for the field you data type.

—& The field changes
to the new data type. the table.

The data type determines the
kind of valuss that users can
store in the field. Press F1 for

0 rm [ |Design view. Fé& = Switch panes. F1 = Help, 1 [ L
ense Details - Table & 1200Pm Astart || @ G 7] % || FEIEsmense Deais - Datobase |[  E{pense Details : Table [ 1z00pm

E1 Click [E] to save

DATA TYPES

Text

Accepts entries up to 255 characters long that
include any combination of text and numbers,
such as an address. Make sure you use this
data type for numbers you do not want to use
in calculations, such as phone numbers or zip
codes.

Memo

Accepts entries up to 64,000 characters long
that include any combination of text and
numbers. The Memo
data type is useful for
notes, comments or
lengthy descriptions.

Number

Accepts only numbers. You can enter numbers
you want to be able to use in calculations in a
field using the Number data type. By default,

this data type does not accept decimal numbers.

Date/Time

Accepts only dates and times.

Currency

Accepts only monetary values. This data type
accepts up to 15 numbers to the left of the
decimal point and 4 numbers to the right of
the decimal point. The Currency data type
automatically displays data as currency. For
example, if you type 3428, the data will be
displayed as $3,428.00.

AutoNumber

Automatically numbers each record

automatically assigns a unique number
in a sequential or random order to each
record in a table.

for you. The AutoNumber data type 4

Yes/No

Accepts only one of two values—Yes/No,
True/False or On/Off.

OLE Object

Accepts OLE objects. An OLE object is an
item created in another program, such as
a document created in Word or a chart
created in Excel. OLE objects can also
include sounds and pictures.

Hyperlink

Accepts hyperlinks. You can select a
hyperlink to jump to another document on
an intranet or a Web page on the World Wide
Web. You can enter a Web site address, such
as www.maran.com, in a field using the
Hyperlink data type to be able to quickly
access the Web site from the table.

maranGr: hics
A4 COMPUTER BOOKS
D

SS3IDDV ONISN
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SELECT A FORMAT

ou can select a format

to customize the way

information appears
in a field. When you select
a format, you only change
the way Access displays
information on the screen.
The values in the field do
not change.

You can select a format for
Number, Date/Time, Currency,
AutoNumber and Yes/No fields.

El Microsoft Access

JElIa Edit View Insert Tools ‘Window Help

Access does not provide formats
for Text, Memo, OLE Object or
Hyperlink fields.

In a Number field, you can
choose to display numbers in

a format such as 1234.00 or
$1,234.00. If you want a number
to display decimal places, you
may also need to change the
field size. For information on
changing the field size, see

page 426.

EETES

& Microsoft Access

In a Date/Time field, you can
choose to display a date as
Tuesday, July 20, 1999 or 7/20/99.
A Yes/No field can display values
as True/False, Yes/No or On/Off.

After you select a format, Access
will automatically change any
data you enter in the field to

the new format. For example,

if you type 3456, Access will
automatically display the data
as $3,456.00.

JE\Ie Edit Yiew Insert Tools ‘Window Help

METES

BE-geZhy|s=a o] | manma-|a.

[E B Deliveries : Table

o Description Field Mame Data Type Degcription -
AutoNumber % [DeliverylD AutoNumber
Text ShippedVia Text
Date/Time. |__[ShipDate Date/Time
Number | Ad| B Cost Number M|
Field Properties Field Properties
General ILODkUD | General | Lookup |
Field Size: Long Inkeder Field Size Long Integer
Format Y| Format =
Decimal Places Auto Wy Decimal Places General Mumber  3456.769
Input Mask. The display layout For the Input Mask The display layout for the
Caption figld. Select a pre-defined Caption Fixed 3456.79 field. Select a pre-defined
Default Value 0 Format or enter a custam Defaulk Yalue Standard 3,456.79 Farmat or enter & cuskom
validation Rule Format, Press F1 For help on validation Rule Percent 123,00% farmat. Press F1 for help an
Yalidation Text Formats. validation Text Scientific 3.46E4+03 Formats,
Required Mo Required Mo
Indexed Indexed No
[Design view. F& = Switch panes. F1 =Help. o | | |Design view, Fé = Switch panes., F1=Help, 1 LI
Astat| | @ [F & 9 || ot Sporting Supplies : b).|[E Deliverics - Table || 1200 Hstart| | & [ @) ¥ || E710talspoing Suppies . |[E Deliveries - Thble || 1200 Pm

g1 Click the field you
want to use a new
format.

— Click the area beside
Format. An arrow ([=])
appears.

—E] Click the arrow ([z]) to

you want to use.

display a list of formats.

424

¥ Click the format

the change.

B click [E] to save

CHANGE NUMBER

OF DECIMAL PLACES

ou can specify how many

decimal places Access will

use to display numbers in
a field. Some numbers, such as
prices, require only two decimal
places. Numbers used in
scientific calculations may
require more decimal places.

You can choose to display
between 0 and 15 decimal
places after the decimal point.

K Microsoft Access
| Ble Edit view Insert Tools Window Help

Changing the number of decimal
places only affects how a
number is displayed on the
screen, not how a number is
stored or used in calculations.
For example, if you change the
number of decimal places to 1,
the number 2.3456 will be
displayed as 2.3. However,
Access will store and perform
calculations using the number
2.3456.

K2 Microsoft Access

If the Format property of a

field is blank or set to General
Number, changing the number
of decimal places will not affect
the field. For information on
selecting a format, see page 424.

You may also need to change
the field size before the field
will display numbers with
decimal places. For information
on changing the field size, see
page 426.

Wiew Insert Tools Window Help

SS3IDDV ONISN

B-Hzry|tmrso]r &= Ba-|@.

E]1 EEENE

Field Mame

s BB o7 5

E & Order Details : Table

Data Type ripkion

AutoNumber

Number

Currency

Number

Field Properties

4 & Drder Details - Table
Field Mame Data Type Description
|# |OrderiD AutoNumber OrderlD
ProductName Number Pro
[LinitPrice Currenc UnitPrice
ll Discount Number I~ P [ Discount

— Field Propertios
seneral | Laokup | General | Lookup |
Field Size: Double Figld Size
Farmat Farmat
Decimal Places IAuto ;] Decimal Places
Input Mask L\f The number of digits to the Input Mask
Caption T vight of the decimal ssparator. Caption

Select "Auta’ i you want the

Default Value ] e sy e Default Yalus
Walidation Rule <t ST o Pl Eiear Gar Validation Ruls
Yalidation Text This value must be less than 100, (i & e e, Validation Text
Required Mo Required
Indexed Mo Indexed

Double
Percent
Lt -
Auto The number of digits ko the
vight of the decimal separator.
Select "Auta if you warl the
Format ko determine the

number of places. Press FL for
help an decimal places,

[Design view. Fé = Switch panes, F1 = Help.

N T )

#Hstart]| | @ [ ) Y || FTota sponiing Supplies | [ Ordler Detaits - Table

| 1200em

|Design view, Fé = Switch panes, FL = Help, [ T ) =
st | @ (@] @) %) || ATt Sporing Supsles : .. | [ 2 Order Details | Table ||§ 1200pm

K1 Click the field you
want to display a specific
number of decimal places.

] Click the area
beside Decimal Places.
An arrow ([=]) appears.

—E] Click the arrow ([=])

want to use.

to display a list of
decimal place options.

¥ Click the number
of decimal places you

the change.

B click [E] to save
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I_\QS

What are some commonly used Can | change the field size that
size settings for number fields? Access automatically uses for new
= text or number fields?

Setting | Number Size
g v Yes. From the Tools menu, select

Byte Between 0 and 255 Options and then choose the
Tables/Queries tab. To change the c
Integer | Between -32,768 and 32,767 size of text fields, double-click the %’
Long | Between -2,147,483,648 Text area and type the few size To o
Integer | and 2,147,483,647 change the size ol number lields, 0
ou can change the field size and type of numbers that can be Using small field sizes can also click the Number area and choose o]
of a text or number field to entered into the field. Most field reduce the amount of space . a new size setting. Then click OK. 7
ify the maximum size of size options allow you to enter required to store a table on your Can | change the size of a field that
spectly p y q y already contains data?
data you can enter into the field. whole numbers only. If you want to computer. For example, if a table .
. . v/ Yes. If you reduce the size of a text
) be able to enter decimal numbers, contains thousands of records, field containing data, Access will
You can change the maximum such as 1.234, you must select the reducing the size of a text field shorten any data that is longer than
number of characters that a text Single or Double field size option. by one or two characters may save the new field size. If you reduce the
field will accept. Access allows a considerable amount of space. size of a number field containing
you to specify a field size of up Access processes smaller field data, Access may change or delete
to 255 characters. sizes more quickly than larger data that is larger than the new field
field sizes. Using smaller field size. Access will display a warning
You can change the size of a sizes can help slf);eed up tasks such message before changing any data.

number field to specify the size as searching for data in a field.

Kl Microsoft Access K Microsoft Access K Miciosoft Access K Miciosolt Access
J File Edit Wiew Insert Tools iindow Help J File Edit View Insert Tools Window Help J File Edit Wiew Insert Tools window Help J File Edit Wiew Insert Tools Window Help
B-Rehy swids|o 7w Ba- D). E : B-RERy|ieds| o &g Ba- |0,
e vino able
Description Field Name Data Type scription Field Name Data Type Description Field Name: Data Type scription
WineListiD Al T |WineListiD AutoNumber WineListiD
| |WineName Text i Text | |WineName Text
Color, Text Calor Iext Color Text
QuantityOnHand Number | uantityOnHand Number 1~ ¥ |QuantityOnHand
Field Properties Field Properties Field Properties Field Properties
General | Lookup | General | Lookup | General | Loskup | General | Lockup |
Field Size 30 Field Size | Field Size [integer - Field Size
Format Faormat Format Format
It e ke Decimal Places Auko The size and bype of rumbers brmme Pz The size and type of numbars
Caption The masimurn nomber of Caption The maximum number of Input Mask. to enter in the Field, The most Input Mask " to enter in the figld. The most
Diefault value characters you can enter in Defaulk Yalue charackers you can enter in Caption Quantity On Hand common setkings are Double Caption cammen setkings are Double
Validation Rule the field. The largest maximum Walidation Rule the field. The largest maximum Default Yalue and Long Integer, If jaining Default Yalue and Long Inkeger, IF joining
validation Text wiou can set is 255, Press Fl validation Text woU can setis 255, Press FL walidation Rule this field to a Autokumber field Validation Rule ! this Field to a Autohumber field
Required for help on field size. Required for help on figld size, \alidation Text ;E aFm.lagyrtoéobneLre\at\IorLshipJ validation Text tlg aFm?gy—to;obne:elatiloréshim
Allow Zero LEI’H]H’V Allow Zera Length Required Mo 15 FIghd must be Long Integer, REQUiI’Ed 15 FIEld must be Long Inksger,
Indexed Indexed Indexed Ha Indexed

Unicode Compression Unicode Compression

|Design view, Fe = Switch panes. FL = Help., T [ m [ |Design view. F& = Switch panes. F1 = Help. I o o e [Desian view. Fé& = Switch panes. F1 = Help. T I e | | |Design view. F& = Switch panes. F1 = Help. | | [ M| [

§ﬂ5lall|” & ) “ Ewine Callection : Databdse ”wine List : Table H(Iji— 12:00 P EQStan”J & G R) H [Ewine Callection : Database “wine List : Tjable H@% 1200 PM if Start “ & My “ Ewine Collection - Databass “w’ine List : Table H@E 1200 PM i# Stant “ e 2w “ EWine Collection : Dalabase “W’ine List : Tlable HQJ5 1200 PM

TEXT FIELDS —m This area displays —E] Type the maximum E1 click [E] to save NUMBER FIELDS —F Click the area beside 1 Click the type of H click [E] to save
LK1 Click the field thfe rr1naX|rI1um number numtbtehr off_ (:Gatracters );ou the table. K1 Click the field you Field Size. An arrow ([=]) {1humf.be|(rj )t/ou wantt the table.

you want to accept of ¢ ariac ers youhcan \\/(van e |et o} acceg) . want to accept only a appears. e field to accept.

a maximum number currently type in the ou can enter a numboer certain type of number. E] Click the arrow ([Z]) to

f characters field. from 1 to 255. n ) )

orc - display a list of options.

P Double-click the
number to highlight
the number.
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CHAPTER

ADD A CAPTION

ou can create a caption

for a field. The caption

will appear as the
heading for the field instead
of the field name.

Adding a caption to a field

is useful when you want the
heading for a field to be longer
and more descriptive than the
field name allows. This can

E2 Microsoft Access

Jﬁle Edit Yiew Insert Tools ‘Window Help

help you recognize the field
more easily when you are
entering or reviewing data in
your table. For example, the

DESIGN TABLES

After adding a caption to a
field, any forms, reports or
queries you create that use
the field will display the

caption Home Phone Number
is much easier to understand
than the field name HPhone.

caption instead of the field
name. Any forms or reports
you created before adding
the caption will continue

A caption can be up to 2,048 to display the field name.

characters in length, including
letters, numbers and spaces.

=S| K Microsoft Access

Fle Edt Yiew Insert Format Records Tools Window Help

EFIE|E BV | BRS (o7 #F =S g Ba-0.

EiE SLY iR o @ TH e Da- 6.

£ Deliveries : Table 1 [=] F3 H Deliverie able o [=] 3
Tloei I';e‘d Hame Data Type Description = || Delivery ID | Form of Transportation | Ship Date | Shipped From |De:
‘ShippedVia ?emnw b Truck 3/16/99|Baltimore Ney
sh:nn:d?: - TU;!:e ime . 2| Airplane 3/16/99|Pittsburgh Oal
Field Properties 3| Truck 3/17/99|Cleveland Dal
— 4{Truck 3/16/99|Philadelphia Pitt
F;::ZJ Lackep | = 5{Cargo Ship 3/17/99|Boston Nia
Format 6| Airplane 3/17/99| Tampa Ver
Input Mask q - 1 7| Truck 3/17/99|New York Cle
Capkion Form of Transportation The label for the field whe i i 3
Default Yalue soe Fzrrm‘alfleyuuwd:rrvy‘t 8| Truck 3/16/99|Miami Set
walidation Rule enter a caption, the Field name 9| Truck 3/16/99|San Francisco Sar
pakon T - el (et 10| Airplane 3/17/99|Cleveland Dal
Allow Zero Length Mo
Indexed Mo
Unicode Compression Mo
Record: 14] < | T v [vi]v#] of 10 4 | 2
|pesign view, F& = Switch panes. F1 = Help. | | . |patasheet view ] [P ]
Slall”J & ) |J [EA Office Products Inc. : Data, " Dl : Table ||<J% 12:00 P EﬂSlall”J & &R H [EA0ffice Products Inc. : Data “ Dieliveries : Table H@g 12:00 P

Click the field you
want to display a caption.

1 Click the area beside
Caption.

Note: If a caption already
exists, drag the mouse ] over
the caption to highlight the text.

428

El Type the text you
want to use as the
caption.

1 Click [H] to save
the table.

—H click @] to
display the table in
the Datasheet view.

—# The caption replaces
the field name.

Design vi

H To return to the

ew, click [&]

ADD A DEFAULT VALUE

ou can specify a value

that you want to appear

automatically in a field
each time you add a new
record. This saves you from
having to type the same data
over and over again.

For example, a table containing
the addresses of your clients
may contain a field for the

E Microsolt Access
| e Edit ¥iew Inset Tools Window Help

country each client lives in. If
the majority of your clients live
in the United States, you can
set United States as the default
value for the field. This can
save you a considerable amount
of time if the table will contain
a large number of records.

You do not have to accept the
default value for each new

E Microsolt Access

Edit Wiew Insert Format Records Tools Window Help

SS3IDDV ONISN

record you add to your table.
You can enter another value
in the field.

Setting a default value will
not affect the existing data

in a field. To change existing
data to the default value, click
a cell containing data you
want to change and then press
the Ctrl+Alt+Spacebar keys.

=] SIS A - A e = A = = o R

Ficld Mame Dokt Typs

F =Y

H BB 0 @ NN TEY AR BE- 0.

=] 3 Ef Deliveries : Table

Desription -

% [DeliverviD AutoNumber

Delivery ID | Form of Transportation | Ship Date | Shipped From

il Truck 3/16/99|Baltimore

ShippedVia Text
ipDate Date/Time
ShippedFrom Text

Airplane 3/16/99|Pittsburgh

Field Propetties

Truck 3/17/99|Cleveland

General | Lockup |

Truck 3/16/99|Philadelphia

Cargo Ship 3/17/99[Boston

Airplane 3/17/99|Tampa

Truck 3/17/99|New York

A walue that is sukomatically

Truck 3/16/99|Miami

Field 5ize: 50
Format

Input Mask

(Caption Form of Transportation
Default ¥alue ("Truck”
Walidation Rule

Walidation Text

Required Mo
Allow Zera Length Mo
Indexed Mo
Unicode Compression Ho

entered in this field for new

3/16/99|San Francisco

records

3/17/99|Cleveland

I

Record: 4] 4 I 1 IH F#| of 10

4 3

|Datashest View

Esign wiew, F& = Switch panes. F1 =Help.

R S 77

stan | @ B A ® || E0fice Products Inc - Data | EfDeliveries : Table

| 1200

Click the field you
want to have a default
value.

1 Click the area beside
Default Value.

K] Type the text or
number you want to
set as the default value.

Click [H] to save
the table.

Click [E] to display
the table in the

Datasheet view. default

stan || & (& & || EI0fice Products Inc - Data..|[E Delivelies - Table

The default value
automatically appears
in the field each time
you add a new record.
You can accept the

|| r200pm

B To return to the
Design view, click [E].

value or type

another value.
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G
DATA ENTRY REQUIRED g :
I: What is the difference between a | set a field in my table to require A
null value and a zero-length string? data and accept zero-length strings. 2
£ A null value indicates that you do Will these properties also be used o
ou can specify that a field After you specify that a field must field. For example, if you set the not know the information for the in my forms? @
must contain data for each contain data, Access can check to Fax Number field to require data, field. If the field is not set to require v/ Properties you specify for a table
record. see if the field contains data for all but one of your clients does not data, you can enter a null value by also apply to forms that use data from
) ) the existing records in the table. have a fax machine, you will need pressing the Enter key. This will leave the table. You ?hOUId make sure you
Fields that require data prevent When you enter a new record in the  to enter a zero-length string in the the cell blank and allow you to move set the properties for a table before
you from leaving out important table. an error message will appear field to the next field. A zero-length string using the table to create a form.
information. For example. in a table . > g . pp. : indicates that no data exists for the
- COT exalp €, L if you do not enter data in the field. N field. If the field is set to require data
that stores invoice information, To enter a zero-length string in a ol can pe “ Lo enter a zcéro-len T
you can §pecify tha‘t data must be You can also specify that a field cell, type “” in the cell‘. When you Ztrin g in t}’ﬁ’ e field. &
entered in the Invoice Number requiring data may accept zero- enter a zero-length string, the cell
field. length strings. A zero-length string in the table will appear empty.
indicates that no data exists for the
E Microsoft Access K Miciosoft Access K Microsoft Access K2 Microsoft Access N E

JE\Ie Edit Yiew Insert Tools ‘Window Help

B-deky|smrso]r #E==mNBa-|D.
f & Books : Table

| Bile Edit view Dsert Tools window Help

B-HE2Ry|tenso|r &g Ba-|@.

| Eile Edt wew Insert Iooks Window Help

B gleiy|smes|a]v 2@ @a- 0.

JElIe Edit Yiew Insert Tools ‘Wwindow Help

E-R|EE Y| fmRs|o]v 5]

£ & Books : Table

f & Books - Table
=3

Drescription
0okID
P [Titl

Field Hame Data Type Description Field Name Data Type Description Data Type Description -
% [Bookin 7 [BookiD AutoNumber % [BookiD | AutoNumber

Title »[Title Text e [Text B [Title Text

PublisherName PublisherName Text [PublisherName [ Text PublisherName Text

[PurchasePrice Currency PurchasePrice Currency '| |PurchasePrice Currency PurchasePrice Currenc)

Field Properties Field Properties Field Properties Microsoft Access

General | Coohn) I G.anaral I e A I e | et I Genen.a\ | £ Data integrity rules have been changed; existing data
Field Size Field Size 50 Figld Size: Field Size may not be valid for the new rules.
Format Farmat Format Farmat &
Input Mask Input Mask Input Mask. Input Mask This process may take a long time, Do you wank the existing data
Caption Caption Title Caption Caption to be tested with the new rles?
Default Yalue Default Value Default Yalue o Default ¥alue .
validation Rule Renuire daka entry in this field? Walidation Rule Reequire data entry in this Fisld? Validation Rule Bl A A Validation Ru iz Mo Cancel [ strinas in this
Validation Text Walidation Text Validation Text Validation Text S :
Required Required Required Required fes
Allow Zero Length Allov Zero Length Allow Zero Length Allow Zero Length Yes
Indexed Indexed L Indexed Indexed Mo
Unicode Compression Unicade Compression ‘Yes Unicade Compression Unicods Compression

|Design view. Fé = Switch panes. F1 = Help. el o [ [Design view. F& = Switch panes, Fi = Help. ] Tz = |Design view. F& = Switch panes, F1 = Help. | [rra | [ |Beginning save procedure T o [}
#hstart| | & [© &) % || ook Colection: Databafe |[E3 Books : Table & 1z00pm start| | @& [ &4 9 || DIBook Collction - Database |[E] Books : Table [ 1z00pm #stan ||| @ G ) 9 || A28ock Collection: Database | Badks - Table ||g 1200pm istan|| @& [T ] ) || 1800k Collction: Datsbese || Baak): Table |G 1zo0em

1 Click the field ] Click the area beside Click Yes to specify —H To specify if the field I Click Yes or No to ] Click [&] to save the EX if you do not want to

you want to always Required. An arrow ([]) that the field must can accept a zero-length specify if the field can table. check the field, click No.
contain data. appears. contain data. string, click the area accept a zero-length .
beside Allow Zero Length. string. m Adialog box appears, Note: If you want to check

K] Click the arrow ([=]). asking if you want to check
if the field contains data for

all existing records.

An arrow ([x]) appears. the field, click Yes.

3 Click the arrow ([7]).
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l—\-?S

What types of validation rules can What type of error message
I use? should I create?
£  Examples of validation rules v/ You should create an error message
include the following. that explains exactly why the data
P ~ violates the validation rule. For c
AD D A VALI D ATI O N RU L E <1000 Entry must be example, the error message “You %’
less than 1000 must enter a number between 0 )
M T and 97, is more inforrpative”than Zg
ou can add a validation a validation rule to set more If you do not specify an error M or a letter after M the message “Data Rejected”. a
rule to a field to help specific rules. For example, you message, Access will display @
. <>0 Entry cannot be zero
reduce errors when can type <50 to specify that a standard error message.
entering data. A field that numbers entered in the field o Between 100 and 200 | Entry must be
uses a validation rule can only must be less than 50. When you add a validation between 100 and 200
accept data that meets certain 1 s rule, you can che?k to see if USA or Canada Entry must be
requirements. Access will display an error the existing data in the field USA or Canada
message if the data you enter meets the requirements of the -
Access automatically sets rules does not meet the requirements new rule. Access notifies you Like “2222” Entry must have
based on the data type of the of the field. You can specify the if any existing data violates LRI
field. For example, you cannot error message you want Access the new rule. Like “##” Entry must have
enter text in a field that has a to display. The error message L 2 numbers )
Number data type. You can use can contain up to 255 characters.

El Microsoft Access & Microsoft Access _ =] x] K Microsoft Access MEIES| K Microsoft Access

| Ele Edit Wew Insert Took Window Help

AR D EEIE

it Wiew Insert Tools Window Help

EEE AR R AR

Jﬁ\e Edit View Insert Iools Window Help File Edit Wiew Insert Format Records Tools wWindow Help

FIE R R R =R

[(HERY TEE 7o Elil Yl AP = Da- 7.

B Quick and Easy Recipes : Table B Quick and Easy Recipes : Table

Category Name Minutes to Prepare

B8 Quick and Easy Reci _ O] x]

ield Manne ta Type Description -
7 AutoNumber

& Quick and Easy Recipes : Table

Field Mame Data Type Bscription Field Wame Data Type Description

% [ID AutoNumber ID AutoNumber " " =
Text [_[category Text |_[Category Text Chicken  |Chicken Stirfry
o N T : -
iMinules 0 Pregare IT:X - » Miarmtees to Prepare T:xxt‘ ~| » y\NA?anes to Chicken Fajltas -
Field Froperties Field Properties Pasta Spaghetti
- ; |L = | - ‘ | Looka | — — ||- Data inttegritylrslfs I;:ve been I(hanged; existing data Beef Tacos
eneral | Lookup eneral | Lockip EnerE | Lo P e 2 R S e G 5. Chicken _|Chicken Breast
petd e field size = Pea =t & This pracess msy tke a lang time. Do you wank the sxisting dat Pasta Lasagna
IHDUF Mask Input Mask —— to be tested with the new rules? Pork Stuffed Chops
e A expression that it the ek Yo ALEE e ook vl r= |C=) = i AutoNumber. Mico=aila
validetion Rule b byl Validetion Rule <30 alle prehiited by the validation RuB =0 N Ve pronbfed by the
;:';djrt:d" Text validation res. ;.:lgﬁua::;odn Text Time must be 30 minutes or less. val;?;gﬂoﬂnr\f:ia;?:ﬁ Fi for ;.:;du?rt;n Text Time: must be: 30 minutes or less. Vﬂ'ﬁ;gﬂnﬂnfa:i- Fress PLfor & Time must be: 30 minutes or less.
Allow Zero Length Allow Zero Length Mo Allaw Zero Length
Indexed Indexed Mo Indesxed
Unicode Compression Unicode Compression Unicods Compression N
Recard: 14 4 7 v | rile#] of 7 |
[Design view. F& = Switch panes. F1 = Help. | [ [Design view. F& = Switch panes. F1 = Help. | ] o At [Beginning save procedure Il [Datashest Yiew T 1 ) [ [raura | [
?a‘ilaﬂl“ & 7 & “ [ElRecipes : Database I Quick and Easy Reci... qu: 12:00 P i Start “ & G “ [ Recipes : Database " Quick and Emsy Reci... ||Q|% 12:00 PH iﬂﬁtaltl“ & &) H [ Recipes : Databass “ Qpick and Easy Reci... H@E 12:00 P Start “ & " “ [ERiecipes  Databass “I]uick ajd Easy Reci... H(ﬁf 12:00 P
—E1 Click the field you ] Click the area beside —1 To create the error [ click [E] to save m A dialog box appears, Note: If you want to check B When you enter data B Click [E] to return
want to accept only Validation Rule. message you want to the table. asking if you want to check the existing data, click Yes. that does not meet the to the Design view.
certain values. . appear when you enter if the existing data meets L= . requirements of the field,
_EI T¥t?etth$| ‘I’_a"_??rt]'on incorrect data, click the the new requirements. _t[t:] ct:“g:( ttr? display the error message you
rue that will imit the area beside Validation Text. e table in the typed in step 5 will appear.
data you can enter into _d if you do not want to Datasheet view.
the field. I Type the error message check the existing data, = Click OK to close the
you want to appear. click No. dialog box and then retype

the data.
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When would | use the True/False
format?

In the Datasheet view, why doesn’t
the Combo Box drop-down list display
any values?

I:QS

&  / The True/False format is often used

to determine if an action is required.
For example, a True/False format
could be used to indicate whether
or not you should send mailings,
such as newsletters, to a client.

(

v/ You must specify the values you want
the drop-down list to display. In the
Design view, click the Lookup tab and
then click the area beside Row Source
Type. Click the arrow ([z]) that appears
and then select Value List. Click the
area beside Row Source and then
type the values you want to display
in the drop-down list, separated by a
semicolon. For example, type Yes;No.

CREATE A YES/NO FIELD

ou can create a field that
accepts only one of two
values, such as Yes or
No. Creating a Yes/No field
is useful when a field in your

SS3IDDV ONISN

a text value, such as “Yes” or
“No”. The Combo Box option
displays a text value, such as
“Yes” or “No”, and allows you
to select the value you want

You can choose one of three
available formats for a Yes/No
field-Yes/No, True/False or
On/Off.

How can | speed up the entry of
data in aYes/No field?

v/ By default, Access displays the No
value in Yes/No fields. If most of

table requires a simple answer.

Access offers three ways to

from a drop-down list.

For example, a table that stores
product information could
contain a Yes/No field that
indicates whether or not a
product has been discontinued.

E Microsoft Access

JEiIe Edit Wiew Insert Tools Window Help

display data in a Yes/No field.
The Check Box option displays
a check box to indicate a value,
such as Yes ([¢]) or No ([]).
The Text Box option displays

selected.

E Microsoft Access

JE\\e Edit View Insert Tools Window Help

When you display your table in
the Datasheet view, the Yes/No
field displays the options you

E-RERhy|smrs o ¥ mnBa-|0.

£ Photographs : Table

Field Name Data Type Diescription
% [PhotographlD
[ B [Color Text
| |DateTaken Text
| [TimeTaken Merno
PlaceTaken Mumber
DateTime |d Properties
Currancy
Autohiurnber

General | Lookup |
Field Size
Format OLE Object

Input Mask Hyperlink
Capkion Lookup Wizard...

The data type determines the
kind of values that users can
store in the Field, Press F1 For
help on data types.

Default Yalue
Walidation Rule
Validation Text
Required

Allow Zera Length
Indexed

Unicode Campression

|Design view, Fé = Switch panes, FL = Help, [ 0 [rm =
§ﬂ5lall|” & ) “ [EPhotographs : Database ”. : Table H(IJ? 12:00 P

B Photographs : Table
Field Marne Dats Type

E-dERy|sEae ]t == 0a-|&.

Desiripkion

PhotographiD AutoNumber

Color Yes/No

DateTaken Date/Time

TimeTaken Date/Time

PlaceTaken Text

Field Propetties

General l Lookup |[

Default Value Yes/No
Walidation Rule

Caption

The display layaut For the

Walidation Text
Required
Indexed

figld, Select a pre-defined
Format or enter a custom
format. Press F1 for help on
farmats,

\Des\gn view, F6 = Switch panes. F1 = Help,

) ) )

Eastaltlu & G R H [EPhotagraphs : Database

[Phatographs : Table @ 1200pm

K1 Click the Data Type
area for the field you want
to make a Yes/No field.
An arrow ([=]) appears.

E Click the arrow ([=])
to display a list of data
types.

—F1 Click Yes/No.

434

—1 To select a format
for the field, click the
area beside Format.
An arrow ([=]) appears.

— Click the arrow ([=]) to

display a list of formats.

[3 Click the format you
want to use.

4 To change the way
data will appear in the
field, click the Lookup tab.

your records require a Yes value,

you can change the default value to
Yes. For information on setting the
default value for a field, see page 429.

E Miciosoft Access HEE

| Bile Edit view Insert Tools window Help

E Microsoft Access

File Edt View Insert Format Records Tools Window Help

Hezryliersols e mnBa-|E@.

a a o =] F3
Field Mame Data Type Degeription -
[%2 [PhotographID AutoNumber
P [Color Yes/No
| |DateTaken Date/Time
|__[TimeTaken Date/Time
PlaceTaken Text LI

Field Propertics

General  Loakup

Text Box

Date Taken | Time Taken| Place Taken

N GE . AR Da-| B,

11/12/99] 3:00:00 PM|Waterfront Park

11/21/99| 1:30:00 PM|Studio

11/22/99| 2:15:00 PM|Queen St.

11/23/99| 8:30:00 PM|Arena

11/24/99] 8:30:00 AM|Redwood Forest

11/25/99] 6:00:00 PM|Pier 12

11/30/99] 4:30:00 PM[{Home

Click [&] to save
the table.

Click [=] to
display the table in
the Datasheet view.

] Click the area beside
Display Control. An arrow

([=]) appears.

—E] Click the arrow ([z]) to
display a list of options.

T Click the display
option you want to use.

Comba Biox (AutoNumber;
The type of control ko use ko
display this field on farms.
Record: 4|4 | 7 _» rie#|of 7 | i
|Design wiew. Fé& = Switch panes. F1 =Help. | | Mo | [ |Datashest View I [ mom | [
Astart| | @ [ ) P || EProtogaphs : Dalabase || Photagraphs - Table | Astan || & (& & ¥ || EPhotogiophs : Dalabase | [E|Photographs : Table || 1200

—® This area displays the
Yes/No field.

—& |n this example, a
check box ([ ]) appears for

each record in the field. You

can click the check box to

® To return to the
Design view, click [4].

indicate Yes ([¢]) or No ([]).
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CREATE A LOOKUP COLUMN

ou can create a list of values, For example, if you always use The Lookup Wizard guides you
called a lookup column, one of three methods to ship your through the process of creating a
that you can choose from orders, you can create a lookup lookup column. You can enter the
when entering information in column that displays the three values you want to appear in the
a field. This can save you time shipping methods, such as land, lookup column using the Lookup
since you do not have to type sea and air. In a table that stores Wizard.
the values for each record. the names of your clients, you may
. . want to create a lookup column
Creating a lookup column is that displays the Mr., Ms. and

very useful if you repeatedly
enter the same values in a field.

Mrs. values.

E Microsolt Access

K Microsoft Access - |=] x|
J Edit View Insert Ioals Window Help

Lookup Wizard

| Bile Edit wiew Insert Took Window Help

FlEEY AR A

|33 8

This wizard creates a lookup calumn, which displays a list of values
vou can choose from. How da you want your lookup column bo gst - [s
its values? -0 ll
Field Name Data Type Description -
BookID AutoNumber B¢ € I want the lookup column to look up the values in a table or
Title Text ; Ti query,
Text h Ci I
Tt T 17 Lwil type in the values that I want.l =l
Mema Id Properties
Mumber ——
General | Loakup | DatefTime } =
Field Size s gt;gi”jn‘:ber Fiel
Farmat Ves/No Far
Input Mask GLE Object Inp
Caption Cap
Default ¥alue The data bype determines the Def s the
Validation Rul kind of values that users can vl |5 can
V:I;d:t:g: T:xet store in the field, Press F1L for ol IF1 for
Required Mo elp an data types. Rec Cancel < Back. II Mext = ’: Il Eirish
Allows Zero Length Mo Allo N
Indexed No Indexed Mo
Unicode Compression Unicode Compression Yes
|Design view, F& = Switch panes. F1 = Help. [ 0 mum [ [Lookup Wizard ] . ]
# Stant H & ) “ [ElBook Callection : Databass “ Favorite Books : Table HQ]— 12:00 P i) Start |J & s H [EBook Collection : Database || Farorite Books : Table H(ﬁ- 12:00 P
—E1 Click the Data Type Kl Click Lookup Wizard. 3 To type the values you HE Click Next to continue.
area for the field you = The Lookup Wizard want the lookup column
want to use a lookup appears p to offer, click this option
column. An arrow ([]) ppears. (O changesto ®).
appears.

1 Click the arrow ([=])

to display a list of data
types.
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E Microsoft Access

Can | create a lookup column that
contains more than one column?

v/ Yes. For example, the first column
could contain shipping methods and
the second column could contain
costs. Perform steps 1 to 5 below.

In the Number of columns area,
type the number of columns you
want to use. Then enter the values
for the columns. The wizard will
ask which column contains the
values you want to use in the field.

JEi\e Edit Wiew Insert Tools Mindow Help

Lookup Wizard

How can | adjust the width of a
lookup column?

¢/ Perform steps 1 to 8 below. Position
the mouse & over the right edge of
the column heading (% changes to +»)
and then drag the column edge to
a new location.

SS3IDDV ONISN

Is there another way to enter values
for a lookup column?

¢/ You can create a lookup column that
uses values from a table or query in
your database. In the Lookup Wizard,
choose the I want the lookup column
to look up the values in a table or
query option.

What values do you want to see in your lookup column? Enter the number of columns you

want in the list, and then type the walues you want in each cell.

To adjust the width of & column, drag its right edge to the width you want, or double-click the:
right edge of the column heading to get the best fit,

Lookup Wizard

what walues dao you want ko see in your lookup column? Enter the number of columns ywaou
wank in the list, and then type the walues wou want in each cell.

To adijust the width of a column, drag its right edge to the width you want, or double-click the:
tight edge of the column heading to get the best i,

i Number of columns: |1— Murber of columns: |1_ r
/ Call |
Fiction
Health [
Technical
Fiel Trasve
3 Business
Inp
Cap
Def 5 khe
vah i g I
Yali Vali
Rec Cancel < Back I ek > I Einish Rec Cancel < Back i [lext = i iI Einish
Al Al =
Tncleed Hio Tndexed o
Unicode Compression Yes Unicode Compression Ves
Nookup Wizard == [ MM | [ |Lookup wzard I | NUM =
Hstart| | & %) || 8ok Collscion : Database |[[ Favorite Books - Table [ 120 Hstan| | & %) || F1Book Coliction: Database |[[E] Favorite Books - Table ||§ 1200pm
Click this area and —d To enter the next E] click Next to continue.

then type the first value
you want to appear in
the lookup column.

value, press the Tab key
and then type the value.

] Repeat step 7 for
each value you want to
appear in the lookup

column. CONTINUED }
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C
CREATE A LOOKUP COLUMN ¢s .
I: How can | ensure that users Can | change the values in an o
CONTI NU ED will only enter a value from the existing lookup column? »
? . . .
& lookup column? ¢/ Yes. In the Design view, click Q
¢/ You can have Access display an the field that offers the lookup g
. s error message when a user enters column and then select the
he Lookup Wizard When your table is displayed users enter the correct type lue th & displaved i Look b. Th besid
displ h f th in the Datasheet vi - finf tion 1 field a value that is not displayed in. ookup tab. The area beside
lisplays the name ol the In the Datasheet view, users wi ol mlormation 1n a leld. the lookup column. In the Design Row Source displays the values
field that will offer the be able to display the lookup If 2 look ! d view, click the field that offers the that currently appear in the
lookup column. If you want the column and select the value ~a lookup column does not lookup column, select the Lookup lookup column. You can delete,
field to display a different field they want to enter in the field. display the value you want to tab and then click the area beside edit or add values in this area.
name, you can enter a new name. Entering information by selecting use, yf)u can pre a dlfferent Lﬁmlt To List. C&m}l: the airrov\v{ (=D You must us}e1 a selmlcolon ¢)
. a value from a lookup column value in the field. To hlde a that appears and then select Yes. to separate the values.
After creating a lookup column, can help prevent errors such as lopkup columt.l you displayed
you must save the table to have spelling mistakes. Using a lookup without selecting a value, you
Access save the lookup column. column can also ensure that can click outside the lookup
column.
F Microsoft Access E Microsoft Access _ =] x| K Microsoft Access E Microsoft Access HEE
JEiIe Edit Wiew Insert Tools ‘window Help File Edit| View Insert Tools Window Help JEI‘B Edit Wiew Insert Format Records Tools wWindow Help Jala Edit View Insert Farmat Records Tools iwindow Help
slfR] = v s m@ o5 3> g @a- @. - B[@RY¥|rEw o @[siea (s |[Ba 0. - B[ERY¥|[ %R0 @ 83 % |MADx Ba-E.
P What label would wou like For your lookup column?
e WSET = Favore Books - Table ([ i Fovorte BooksTable ~ B i oo booe Totie el
Igou?nare all the answers the wizard needs to create yvour lookup - AT Field Name \Au!:l\?Ltj‘:nTbeprE Description - Book ID Title Category |Cover Type| Publisher b Book ID Title Category |Cover Type| Fublisher h
! [ :‘ma Text 1|Town Square Fiction Hardcover | Birdie Publist 1|Town Square Fiction Hardcover | Birdie Publist
- ’lg:/ee?'?%e Tt - - 2|Household Remedies | Health Hardcover _|J. Brook and 2|Household Remedies |Health Hardcover | J. Brook and
Et s 3|Growing Poppies Technical  |Paperback |Royal Publist 3|Growing Poppies Technical  |Paperback | Royal Publist
e Ganeral | ook | 4|Learning to Paint Technical _|Hardcover |J. Brook and 4|Learning to Paint Technical _|Hardcover | J. Brook and
Fiel Field size ook 50 5[Investment Strategies|Business _ |Paperback | Sharp&Sharp 5|Investment Strategies|Business __|Paperback | Sharp&Sharp
Far Format 6|Exploring Kenya Travel Hardcover [ Trailwind Puk 6|Exploring Kenya Travel Hardcover | Trailwind Puk
IC”P IC"F'“: Mask 7|Five Below Zero iction aperback | The Reading 7|Five Below Zero iction Paperback | The Reading
oot B T e e e e s, 5 the Defoult el The data bype determines the 8|Retirement Planning Paperpack | United Publis 8|Retirement Planning Paperback | United Publis
il o Yelidaton Rl <tore n th e, Fross F1 fo AutoNumber Fiction AutoNumber
val I_l ! Sl T2 help on data bypes. Health
| k. h ’: I d
iﬁnc CaLI s | Side I 2 T zioqxlrzeermength xg Technical
Indexed Mo ‘ Indexed Mo Travel
Unicode Compression Yes Unicods Compression es B .
Record: 14 4 | EIN T S Ll | Record: 14 4 | g | rlrs|of 8
|Lookup Wizard 7 [ [ [Desian view. Fé = Switch panes. Fi = Help, | [ e e [Datashest view — T |Datasheet view 1 T
hstan]|| @ & 2 ¥ || 8ock Collection: Database || B Favorfs Books : Table ||§ 1200pm st | @ Bl 2 ) || FEiBook Colection Datsbase || Favorite Books - Table [ 1200pM histent | @ [© ) W || FE2Bock Collsction : Datsbase || Flvorite Books - Table [ 1z00em #istan ||| @ [T ] & || f8ock Colection: Databass | Favorite Baoks : Table || 1200
T This area displays the & Click Finish to — Click [@] to save To display the table USE A LOOKUP COLUMN E Click the arrow ([F]) to —® Access enters the
name of the field that will create the lookup the table. in the atasheet view, K1 To use a lookup column display the lookup column.  value you selected from
offer the lookup column. column. click [&]. - ) the lookup column.
) to enter a value, click a —E] Click the value you
To change the field name, . .
¢ cell in the field that offers want to enter.
Yp€ a new name. the lookup column. An

arrow ([x]) appears.
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SET THE PRIMARY KEY

G
&
primary key is one or The AutoNumber primary key A multiple-field primary key 2
C RE AT E AN I N D EX more fields that uniquely field automatically assigns a is two or more fields that o
identifies each record in unique number to each record together make up a unique a
a table. Each table in a database you add. When you create a value for each record.
ou can create an index for a index the Last Name field since option does not allow you to enter should have a primary key. table, Access can create an )
field to speed up searching it is likely you will search for a the same data in more than one You should not change the AutoNumber primary key field Access will not allow you to
and sorting information in client using the last name. cell in a field. primary key in a table that for you. enter the same value in the
the field. Access uses the index to has a relationship with another primary key field more than
find the location of information. You can specify if the field The primary key is automatically table in the database. A single-field primary key is once. If you create a primary
you want to index can contain indexed. The primary key is a a field that contains a unique key for a field that already
You should index the fields duplicates. The Yes (Duplicates OK)  field that uniquely identifies each There are three types of primary value for each record, such as contains data, Access will display
you will frequently search. For option allows you to enter the same record in a table. The index for keys you can create-AutoNumber,  a social security number. a warning message if the field
example, in a table containing data in more than one cell in a the primary key is automatically single-field and multiple-field. contains duplicate values or an
client information, you should field. The Yes (No Duplicates) set to Yes (No Duplicates). empty cell.

E Microsolt Access

J[!ule Edit Wiew Insert Tools Window Help I

E Microsoft Access

E Microsoft Access

E2 Microsoft Access

| Ble Edit view Insert Tools window Help

B-RERY | tmrs o1 & xmnBa- 0.

JEiIe Edit Miew Insett Tools Window Help

B-@Eh¥|imrs|o|s

|5 | 2

Description Field Mame Data Type Ofsscription Field Mame Data Type Description Data Type Description
% JQuded % [OrderlD Aut 7 [DeiiveryiD AutoNumber AutoNumber
ProductName Text b [ProductName Text | _KlCustomerlD Number
" [Daesod Date/ Time DateSold Date/Time ["L2 ShippedV
|__[Quantity Number |_[Quantity Number |Date/Time | |Date/Time |
Figld Properties Field Properties Field Propertie: Field Properties

General | Lookup | General | Lookup | General ILQDkUD | General | Loakup |

Field Size 50 Ficld Siee 50 Field size Long Integer Field size Long Integer

Format Format Format Format

Input Mask An index speeds up searches Input Mask anindex speeds up searches Decimal Places Auta Decimal Places Auto

Caption and sorting on the field, but Caption and sorting on the field, but Input Mask Input Mask

Default Value may slow ugpdates‘ Selecting Default Value may slow updates. Selacting Caption Customer ID A f;?"j e can be “‘Déﬂ 64 Caption Customer 1D A F;f'd name can be U|D5D &4

Validation Rule "Yes - Mo Duplicates” prohibits Validation Rule "Ves - Mo Duplicates” profibits Default Yalue e Defaul Yalug D

validation Text duplicate valuss in the field. validation Text duplicate values in the field, Validation Rule e Fetoran T Validation Rule i kil

Required s Press 1 for help on indexed Required Mo Press F1 F”'F_“‘Ed‘ﬂ an indesed Walidation Text validation Text

Allows Zero Length ho fields. Allow Zera Length Mo 12l Required Ho Required Mo

Indexed IN_D Y| Indexed I =l Indexed Yes (Duplicates OK) Indexed es (ho Duplicates)

Unicode Campression Yes L\§ Unicode Campression Mo

Yes (Duplicates OK)
WVes (Mo Duplicakes)
|Design view, Fé = Switch panes, FL = Help, [ 0 HUM [ |Desigr view. Fé = Switch panes. F1 = Help, | HUM = |Design view. Fé& = Switch panes. F1 =Help. (| [ [hae | [ |®esign view. F& = Switch panes. F1 = Help. [ HUM [
st || & [ @) % || AI0Hice Froducts Inc.: Data. | {2 Order Details - Table ||g 1200pm istan ||| & [ ] ) || FE0iice Pioducts Inc. - Data. || T Order Detaily - Table |4 1200pm Astan | @ E 4 D || E0iice Products nc. - Data. || E Yeliveries : Table (& 200 ghstan| | @ (B & ¥ || E0fice Products Inc. Dala. || E Delieries : Table |[F 1200pm
—&1 Click the field you ] Click the area beside I Click an option to H click [E] to save —m The field that is currently El To set another field as Click [#] to set the E click [E] to save
want to index. Indexed. An arrow ([=]) specify if you want the table. set as the primary key the primary key, click the field as the primary key. the table.
appears. to create an index displays a key symbol (7). area to the left of the field.
for the field —= Akey symbol ()

K] Click the arrow ([=]). Note: To set more than one field  appears beside the field.
as the primary key, hold down
the Ctrl key as you click the
area to the left of each field.
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Why do relationships already exist

DEFINE RELATIONSHIPS S s
BETWEEN TABLES o ceate your database. he wizard

automatically created relationships
ou can create relationships
Y between tables to

between tables for you.
bring together related

How can | quickly display all the
relationships in the database?

v/ To view all the relationships in
the database, click the Show All

Relationships button ([E).
How do | remove a table from the 4
Relationships window?
v/ Click the box for the table you want

clients, while the other table
could contain the phone numbers
of your clients. After you define

You establish a relationship by
identifying matching fields in
two tables. The fields do not

The Relationships window is
cluttered. How can | view the
relationships for just one table?

SS3IDDV ONISN

information. Relationships
between tables are essential
for creating a form, report or
query that uses information
from more than one table in
a database.

For example, one table in the
database could contain the
names and addresses of your

a relationship between the two
tables, you can create a query to
have Access display client names,
addresses and phone numbers.

The Relationships window
shows the relationships that
exist between the tables in
your database. You can add
tables to this window.

need to have the same name,
but they must use the same data
type and contain the same kind
of information. You will usually
relate the primary key in one
table to a matching field in the
other table. A primary key is a
field that uniquely identifies
each record in a table.

4

Click the Clear Layout button ([%])
to remove all the tables from the
Relationships window. Click Yes in
the dialog box that appears and then
perform steps 2 to 4 below to add

a table to the Relationships window.
Close the Show Table dialog box
and then click the Show Direct
Relationships button ([&]) to view
the relationships for the table.

to remove and then press the Delete
key. This table and any relationships
defined for the table are removed
from the Relationships window, but
not from the database.

E Microsoft Access Ed Microsoft Access

Ed Microsoft Access _ =] x| E Microsoft Access
JEle Edit Wiew Insert Tools ‘Window Help Jﬁ\e Edit View Relationships Iopals Window Help

JEi\e Edit Wiew Relationships Tools Window Help

JEiIe Edit Wiew Relationships Tools Mindow Help

DedcEky|sm=es % 8 x|2

Dedsmy|s=es|c= 8 x|BaE- 0.

g8 Store Inventory : Database

e R ;
Cfonen Y Desian ‘e | > ‘ S = =
=

- Create table in Design view| F OrderlD u

B Tables Create kable by using wizard Companyham P Companyiam

5l Oleries Create table by entering data Show Table FillingAddress Show Table EHE BlingAciess

£ ity

Customers Tables | queries | soth | "
takeOrProvir | Tables IQuenesl Both |

SIS Order Details —— = 2dd

' Reports Praduct Invenkary Close

> Crder Details

2 Pages Product Sales Product Tnventary Product Iventory i

= Product Sales Product Sales

#  Macros

# Modules

Groups
B3 Favorites
=
Ll | t .z
= e G T T—— | — fosdy [
iﬁﬁlarll” & oy “ [E]Microsoft Access |4j§ 12:00 PM i Start |J & s H [ 5tare Invertory : Database ”:ruﬂﬂelaliunshipx Hq% 12 D[Iﬂ\/l i Stalll“ & 7 ® |J [ Store Inventary : Database ||:€Relaliunships H(ﬂ% 12:00 PM iﬂSlall”J & o “ [EGtore Inventary : Database ”Egﬂelaliﬂnship! H(IJ? 12:00 PM

1 Click [ to display the
Relationships window.

m If [=8] is not available,
make sure the Database
window is open and no
other windows are open
on the screen.

B The Relationships window
appears. If any relationships
exist between the tables in

the database, a box for each
table appears in the window.

—@ The Show Table dialog
box may also appear,

CONTINUED }
listing all the tables in
the database.

If the Show Table
dialog box does not
appear and you want
to add tables to the
Relationships window,
click [l to display the
dialog box.

Click a table you a8 Repeat steps 3 and 4
want to add to the for each table you want
Relationships window. to add.

1 Click Add to add the I3 Click Close to
table to the window. remove the dialog box.

—a The Relationships window B The primary key in
displays a box for each table. each table appears in
Each box displays the fields bold.

for one table.
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BETWEEN TABLES coONTINUED

he type of relationship

Access creates between

two tables depends on
the fields you use to create the
relationship.

If only one field in the
relationship is a primary key,
Access creates a one-to-many
relationship. In this type of
relationship, each record in a
table relates to one or more

E Microsoft Access

JEiIe Edit Wiew Relationships Tools Window Help

records in the other table. For
example, if one table stores

the names of clients and the
other table stores orders, the
one-to-many relationship allows
each client to have more than
one order. This is the most
common type of relationship.

If both fields in the relationship
are primary keys, Access creates
a one-to-one relationship. In this

Ed Microsoft Access

|Ele Edit View Relationships Tools Window Help

type of relationship, each record
in a table relates to just one
record in the other table. For
example, if one table stores
available rental cars and the
other table stores the dates the
cars are reserved, the one-to-one
relationship allows each car to
have only one reserve date.

=1=]x]

DNedEZRY|s = |RE s x|t

= - Relationships

Bilingaddress
City

D2eky i 2R % "8 x| EE 0.

sStateorPravie x|

Order Details

Datesold =
Quantity
UnitPrice

Edit Relationships HE

|Ready [

§ﬂ5lall|” & ) “ [ Stare Inventony : Datahase |||:q Relationships

e Related TablefQuery:
Customers Tlorder Detais |
Cancel
CustomerID = CustomerID =
Join Type..
Create Hew..
(T Enforce Referential Integrity ml
I Gascade Lpdate Related Fields
I~ Gascade Delete Related Records

Relationship Type: I One-Ta-Many

[ LT Ready T 1 e [
||§ 1200pm Astat|| & [ ) ¥ || st Inventon  Database |[=8 Relatipnships [ 1200pM

¥4 Position the mouse &k
over the field you want to
use to form a relationship
with another table.

EJ Drag the field over the
second table until a small
box appears over the
matching field.

B The Edit Relationships

dialog box appears.

—ml This area displays the
names of the tables you
are creating a relationship
between and the names
of the matching fields.

B This area displays
the relationship type.

S
|§ What is referential integrity?
v Referential integrity is a set of rules

=

2 Microsoft Access

| Bile Edit view Relationships Tools window Help

that prevent you from changing or
deleting a record if matching records
exist in a related table. Access provides
two options that let you override the
rules of referential integrity but still
protect data from accidental changes
or deletions. The Cascade Update
Related Fields option allows Access
to update matching data in all related
records when you change the data in
the primary key. The Cascade Delete
Related Records option allows Access
to delete matching records in related
tables when you delete a record.

Can | change the referential
integrity options later?

v/ Yes. To redisplay the Edit Relationships
dialog box so you can change these

options, double-click the line

representing the relationship you

want to change.

How do | delete a relationship?

v/ In the Relationships window;, click
the line representing the relationship

you want to delete and then pres
the Delete key.

K Microsolt Access

SS3IDDV ONISN

S

== Relationships

DS &Y |5 e %0 8 x| m

(CormpanyManm
EilingAddress
City

StateOrProvic |

Order Detail

DateSold =
Quantity
UnitPrice
Edit Relationships EHE
Table/Query: Related Table/Query: Create I
ICustomers dorder Details j
Cancel
CustomerID [ CustomerIlr -
Join Type..
=

¥ Cascade Update Related Fields

eady

¥ Cascade Delete Related Records

Reelationship Type: one-Ta-Many

Quantity

LnitPrice
oo || SalePrice
‘CustomerlD ¥

StateCrProvie ¥ |

=T um [ |
start| | @ @ 22 W || Bstore inventoy - Databace | ugLehuomhips [ 1200eM

To enforce referential I Click Create to
integrity between the
tables, click this option

([] changes to [/]).
T To have Access

establish the relationship.

automatically update
related fields or delete
related records, click
each option you want to

use ([] changes to [¢]).

|Ready [

st | @ [ @ ¥ || EStaeinvenioy : Database |[=E Retation

5 )
thips € 1200pm

—& A line connects the fields
in the two tables to show the
relationship.

—m The symbols above the line

Note: If you did not
perform steps 9 and 10,
the symbols above the
line do not appear.

indicate the type of relationship.
In this example, a single record
in the Customers table (1)
relates to one or more records
in the Order Details table ().

—8] Click [E] to save

the changes.
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CREATE A FORM USING

THE FORM WIZARD

he Form Wizard helps you
I create a form that suits
your needs. The wizard
asks you a series of questions

and then sets up a form based
on your answers.

A form presents information
from a table in your database in
an attractive format. You can use

2 Microsoft Access

JEiIe Edit Wiew Insert Tools ‘window Help

a form to add, edit and delete
information in a table. You may
find that a form is easier to work
with than a table.

The Form Wizard allows you to
choose the table containing the
fields you want to include in the
form. After you choose a table,
you can select the fields you

Ed Microsoft Access

CREATE FORMS

want to include. A form can
include all or only some of the
fields in a table.

If you accidentally select a field
you do not want to include in
the form, you can easily remove
the field from the list of selected
fields in the wizard.

=1B] %]

P

Ed Microsoft Access

Can | create a form that uses
fields from more than one table?

v/ Yes. Perform steps 1 to 7 below
to select the fields you want to
include from one table. Then
repeat steps 5 to 7 until you have
chosen all the tables and selected
all the fields you want to include
in the form. To use more than
one table to create a form,
relationships must exist between
the tables. For information on
defining relationships between
tables, see page 442.

In what order will the fields |
select appear in the form?

¢/ The fields will appear in the form
in the order you select them. You
can rearrange the fields after you
create the form. See page 456.

SS3IDDV ONISN

Is there another way to start the
Form Wizard?

v Yes. In the Database window, click
Forms and then double-click the
Create form by using wizard
option. This option is not available
for some types of databases.

[ Miciosolt Access

| Ble Edit view Insert Tooks Window Help

|Ele Edit Yew Insert Tools Window Help

DNed kYR |h- B |5|z=a 2.
[i= Customers - Databaze [

85 opery W Desion P
Objects

E Tables ~ -
5 i —
ko Colmnar

AutoForm: Tabular
AutoForm: Datasheet

Chart Wizard
creates your form, based on PivotTable Wizard

EIForms

- | Reports This wizard automatically

%] BEes the Figlds you select.

# Macros

Modules Chaose the table or query where

the object's data comes From:
Groups

E3 Favorites

|Ready
iLS“’"”J & &) “ Miclosnfl Access

[ [
||§ 1200pm

DdHeky|ieas|o|k-|&-

Form Wizard

Table; Customers

Table: Inventory Selected Fields:

Products Purchased
Date of Purchase

G =R

‘which fields da wou want on vaur Form?

‘ou can choose From more than one table or query.

el |

= Back I—

Lext = I Finish |

[Farm Wizard

iﬂSlall”J & x) H [Z] Microsoft Access

PP o
[ 1200Pm

Click Forms in the
Database window.

E] Click Form Wizard.

—F Click New.

® The New Form
dialog box appears.

1 Click OK.

B The Form Wizard appears.

L Click [7] in this area to
select the table containing
the fields you want to include
in the form.

[ Click the table
containing the fields.

JEl\a Edit Wiew Insert Tools “Window Help

DRy sm=Ry =% & bE=a- 0.

Form Wizard

Which fields do you want on your Form?

%/ - ou can chopse from more than one table or query.

TablesfQueries

Table: Inventory hd I

Avallable Fields:

Product ;I
Section _I
=l

e
Price

Uniits in Stock

Selected Fields:

= Back I Mext = I Einish |

Cancel |

EEEIEER AR TR

Form Wizard

E

TablesiQueties

ITah\e: Inwentory -

Available Fields:

EREEEEER S

which fields do you want on your Farm?

¥ou can chooss from more than one tabls or query.

Selected Fields:

)}

=
=l

Price

Product
Section

=1
==

Cancel | < Back || Hext >[: || Einish

1%\

[Farm wizard

Astart| | @ [F # 9 |||EIMicrosont Accoss

I |

e | | |Form wizard (i ol L
[ 2o | | | st | @ Bl 4 B | |[EMiciosoft Access | 12w

Note: To add all the fields
at once, click [==1.

—& This area displays
the fields from the
table you selected.

4 Double-click each
field you want to
include in the form.

—m Each field you select
appears in this area.

Y To remove a field
you accidentally
selected, double-click
the field in this area.

Note: To remove all the fields
at once, click [=1.

Y Click Next to continue.

conTinuD | 2
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CREATE A FORM USING THE

FORM WIZARD CONTINUED

hen you use the Form
Wizard to create a form,
you can choose between
several layouts for the form. The
layout of a form determines the
arrangement of information on
the form.

The Form Wizard offers four
layouts for you to choose from.
The Columnar layout displays

2 Microsoft Access

JEiIe Edit Wiew Insert Tools ‘window Help

one record at a time and lines

up information in a column. The
Tabular layout displays multiple
records and presents information in
rows and columns. The Datasheet
layout displays multiple records
and is similar to the Datasheet
view for tables. The Justified layout
displays one record at a time and
aligns information along both the
left and right sides of a form.

Ed Microsoft Access

|Ele Edit Yew Insert Tools Window Help

You can apply a style to the form,
such as Blends, International or
Stone. Most styles use colors and
patterns to enhance the appearance
of a form.

You must specify a name for

the form. You can use up to 64
characters to name a form. The
name you specify will appear at the
top of the form and in the Forms
area of the Database window.

=1B] %]

DNed kYR |h- B |5|z=a 2.

Form Wizard

What layout would you like For your form?

@ Columnar
" Tahular
" Datashest

€ Justified

DdHeky|ieas|o|k-|&-

what style would wou like?

G =R

Blends
Elueprint

Expedition

Industrial

Ricepaper
Sandstone
Standard
Stone

Sumi Painting

Cancel | < Back || Mext >[: || Finish |

LY

Cancel || = Back I uexw: II Finish |

%

¥ Vv

4
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JEl\a Edit Wiew Insert Tools “Window Help

Can | later change the style of a
form?

You can use the AutoFormat feature
to later change the style of a form.
Display the form you want to change
in the Design view and then click
the AutoFormat button ([2]). In the
AutoFormat dialog box, select the
style you want to use and then click
OK. For more information on the
AutoFormat feature, see page 463.

How do | rename a form | have
created?

In the Database window, click Forms
and then right-click the form you
want to rename. From the menu that
appears, select Rename. Type a new
name for the form and then press the
Enter key.

[ Miciosolt Access

| Ble Edit view Insert Format Records Tools Window Help

Is there a faster way to create a
form?

v/ You can use an AutoForm to quickly

create a form based on one table

in your database. In the Database
window, select Forms and then click
New. Choose the Columnar, Tabular
or Datasheet AutoForm style. Click [£]
and then select the table that will
supply the information for the form.
Then click OK.

SS3IDDV ONISN

Form Wizard

DEd SRy sm=Ry =% & bE<=a- 0.

What title do you wank For your Form?

[Praduct Tnventory

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

Do you wank ko open the Form or madify the form's design?

% Qpen the form ko view or enter information.

™ Modify the form's design.

™ Display Help on warking with the Farm?

Cancel | = Back. | [dext = Il E\nlsh[: ||

- BlaRy| ik v(@ s8li YE

|

= | frial

RUIWCTS |
Record: 14 4 1 k| v1|r#|af 9

* Macros

<+ Modules

Groups

E3 Favorites

| I 12y it
xrm whizard T [ hm[ [ Irm Wizard yirlili]iwyi]* [Form wizard I e e [ | |Farm view Tl [ wm|
Hstan| | & %) || [ElMicrosokt Access ||§ 1200pm dhsta| | & %) || [EMicrosoft Access [ 1200pM #stan | & & A D ||[EMicrosoft Access [ 200w ston || @ [0 24 9 | FiCustorers Dotobese | [ Product Inventary | 1200pm
Click the layout you & Click Next to continue. Click the style you £ Click Next to continue. 7 Type a name for E8 Click Finish to create ® The form appears, ® The name of the form
want to use for the form want to use for the form. the form. the form. displaying the field appears in this area.

—#& You can click Back at
any time to return to a
previous step and change
your answers.

(O changesto ®).

—& This area displays
a sample of the layout
you selected.

names you selected
and the first record.

—& This area displays a
sample of the style you
selected.
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MOVE THROUGH RECORDS

ou can easily move
through the records in
a form to review or edit
information. Any changes you
make to the information in
a form will also appear in
the table you used to create
the form.

Access displays the number of
the current record and the total
number of records in the form.

Access also displays buttons
you can use to move through
the records in the form. You can
quickly move to the first, last,
previous or next record. If you
know the number of the record
you want to view, you can
quickly move to that record.

You can also use the keyboard
to move through records. Use
the Page Up or Page Down key

to move to the previous or next
record. Use the Ctrl+[®] keys or
the Ctrl+[¥] keys to move to the
first or last record.

E Microsoft Access
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MEIES

E Microsoft Access
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| PostalCode
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This area displays
the number of the
current record and the
total number of records.

450

To move to another
record, click one of the
following buttons.

] First Record
[«] Previous Record
D1 Next Record
D] Last Record

MOVE TO A SPECIFIC
RECORD

—El Drag the mouse T
over the current record
number.

E Type the number of
the record you want to
move to and then press
the Enter key.

EDIT DATA ;
2]
Z
(]
3
ccess allows you to You can delete all or part of Undo button ([=]), Access will o
edit the data in a form. the data in a cell. undo all the changes you made a2
This lets you correct a to the entire record.
mistake or update the data in Access remembers the changes
a record. you make.to a recor.d. If you You do not have to save the
make a mistake while editing changes you make. When you
You can insert new data in a data in a cell, you can use the move from the record you are
cell. The flashing insertion Undo feature to immediately editing to another record,
point in a cell indicates where undo the changes in the Access automatically saves
Access will insert new data. current cell. If you move the your changes.
You can also delete data you insertion point to another
no longer need from a cell. cell and then select the
Ed Microsoft Access HEE K Microsoft Access _[&]x
JEl\a Edit Wiew Insert Format Records Tools wWindow Help JElIe Edit Yiew Insert Format Records Tools MWindow Help
- BESRY 2@ o @il Ya 7 sR | o 2 |- REskysen | ae HE TR
J - | Haettenschweilsr - ‘ i ‘ B 7 U |§ ‘ D~ | A - | < - | J - | Hasttenschweilsr
B2 Order Details _[O] %] ot B Order Details
Orderld  ProductiD  DateSold  Quantily DnitPrice Discount SalePrice = Orderl)  ProductiD  DateSold  Quanlity UnitPrice Discount SalePrice
\ W fad) [ azves)| | || 08| e | [ [ R | 9 [ sma || 0| X |
\ o) [ ams) [ aeves)| IIIEEE ] | [ B R | I o[ |
E B[ A2 A smm || o $O5.00 | ||l E 20 A | A ET | o[ S25.00 ]
il 4 i N 12“” so0.00 | ] S18.00 | E Ji EE | [ E il SB.00 ]
\ s eead) [ 4ziems) [ sl o $25.30 | [ 5 N IEE | o[ 568 | o 52690
\ B I I | 1 EER | & 534580 | B I || 5a0.8 || E |l 58089 |
|1 74 [ 4208 1 [saa98 20% $39.99 S22 | 20 538.99
l 421198 N EE] % s17aga | _ 518999 || I sr7asa | _
=
A121/3 E 55.949 10§ 56.80 | 5.8 | 0% 5690 |
\ op  zeafj A gl 5w & 688 | < [ o) ] el { I | E | 08 | -
Record: 4] 4 ][ 4 v | rrfes| of 11 s Record: 4] « [ 4 b [rnr#] of 11
Farm view o T [Form view ) 71
iﬂStall”J e @ E) |J {2 Office Products Inc. :Dala..”E Order Details H@E 12:00 P i Start |J e @ ?j “ foice Products Ine. :Dala...” Oider Detaifs H(ﬂ% 12:00 P
INSERT DATA Note: You can press the DELETE DATA UNDO CHANGES
—El Click the location in or key_tot move 1 Drag the mouse T over 1 click [=] to
the cell where you want € insertion point. the data you want to delete. undo your most
to insert data. Then press the Delete key. recent change.

—m A flashing insertion
point appears in the cell,
indicating where the data
you type will appear.

P Type the data you

want to insert.

Note: To delete a single character,
click to the right of the character
you want to delete and then
press the Backspace key. Access
will delete the character to the
left of the flashing insertion point.
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CREATE FORMS

ADD OR DELETE A RECORD

ou can use a form to add

a record to the table you

used to create the form. For
example, you may want to add
information about a new client.

Access checks to make sure the
data you enter in each field is
valid for the specified data type
and field properties. If an entry
is invalid, Access notifies you
before you move to the next field

K Microsoft Access

JEiIe Edit Wiew Insert Farmat Records Tools Window Help

or record. For example, Access
will notify you if you try to enter
text in a Number field.

You can delete a record to remove
information you no longer need.
Deleting records saves storage
space on your computer and
keeps the database from becoming
cluttered with unnecessary

When you delete a record using a
form, you may also want to delete
any related data in other tables in
the database. For example, if you
use a form to delete a company
you no longer deal with from your
supplier table, you may also want
to delete information about the
products the company supplies

information.

MEIES

from your product table.

E Microsoft Access _ 3] x

JE\\e Edit View Insert Format Records Tools Window Help

- RBeRy|:Bmes o @ HU[YE T #n FBE- 2

E-Eaky|:z2eda|@8i e aen g dE 2

| - | ail -l - B 1 ul|=

D MailingListlD

'I;irstNam-e E Cindy

I.!:t.NIr‘ﬂ; Martin

‘ 12 Crane Dr

Charlotte'

IState

PostalCode

Record: 14| 4 || 1 »I»IMDFQ

E3 Favories | Y
|Form view

I [ B 1

§ﬂ5lall|” & x) “ A Mailing List : Database

|| Mailing List

||§ 1200pm

ADD A RECORD

Click to add
a record.
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m A blank form appears.

1 To move to the next

J s -z b rulE== 8 A2

MailingListlD

FlrstNlme ~1Jane

LastName

Hopking

|zacammiicr

Record: 14] « | 10+ | vn|r#] of 10

orm Vew 1 [ I
Staltl“ & ®) H [EMailing List : Databiase || Mailing|List “@% 12:00 PM

E] Repeat step 2 until
you finish entering all
the data for the record.

| In this example, the
AutoNumber field will
automatically add a
number for the new

record. Note: Access automatically

saves each new record
you add.

field, press the Tab key.

Then type the data that

corresponds to the field.

S
|§ How many records can | add to a
database?
=

v/ Since each table can contain up to 1
gigabyte of information, table size
does not limit the number of records
you can add. The number of records
you can add to a database is normally
determined by the storage capacity
of your computer.

Can | restore a record | accidentally
deleted?

¢ When you delete a record from
the database, you cannot undo the
deletion. If you have a backup copy
of the database, you may be able to
use the backup to restore a record
you deleted.

Microsoft Access HEE
| Bile Edit View Insert Format Records Tools MWindow Help

Is there a way to ensure that related
data in the database is removed
when | delete a record?

¢/ You can specify that if you delete
a record from one table, related
records from another table will also
be removed. To do this, you must
establish a relationship between the
two tables. You must then enforce
referential integrity and turn on
the Cascade Delete Related Records
option. For more information,
see page 442.

SS3IDDV ONISN

I Miciosolt Access — (&[]

| e Edit Wiew Inset Format Rerords Tooks tindow Help

-BEsRy e o @8 TR M|

EREIEIEE AR A A - = =R =R

| -l - B I U

ling List

4 MailingListlD

'Iéi‘rstrdﬂaﬁ-'{e. b

LutName Hopking )

24 Cattail Cr.

[Address

: Arhhg.ton i i

|PostalCode | 76010-

Record: 14 4 10 _» | rilrs of 10
E3 rFavoriies

| -|Aria| :i|ﬁ. Av‘._

_ Mailing List =10l x|
' MailingListlD

FirstName

You are about to delete 1 record{s).

& If wau click Ves, you waon't be able to undo this Delste operation,
Are you sure you want to delete these records?

Record: 14 4 | 1w e ]re] of 10
Ed Favories

record you want to
delete.

[Farm View (o |Form view o v
#stan| | @& % || EiMaling List Datobose | [ Maiting List || r200pu Astan | | & %) || EiMaling List: Database | [ Mailing List (g 1200w
DELETE A RECORD H Click to delete B A warning dialog box K] Click Yes to permanently

1 Click a field in the the record. appears, confirming the delete the record.

deletion. .
: B The record disappears.
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c
2
z
Q
OPEN A FORM CHANGE VIEW OF FORM ;
0
0
m
(7]
(7]
ou can open a form and attractive format. This view is When you have finished here are three ways you The Form view usually displays ~ The Datasheet view displays
display its contents on useful for entering, editing and working with a form, you can can view a form. Each one record at a time in an all the records in rows and
your screen. This lets reviewing records. close the form to remove it view allows you to organized and attractive format.  columns. Each row displays
you review and make changes The Desion view displavs the from your screen. A dialog box perform different tasks. The Form view may display all the information for one record.
to the form. struc turegof a form %)‘hi)s’ view appears if you have not saved o the records at once, depending The field names appear directly
You can open a form in the lets vou customize the desien changes you made to the design The Design view ?HOWS you on the layout you selected above the first record. You can
F g ion view. The F f )f7 ke the f 8 of the form, such as adding a to change the d§51gn of a ff’rm- when you created the form. enter, edit and review records
orm ot ITSIE;;I v;ew. ¢ ormd ot a form 10 ma de ‘ he ormh record to the form or moving You can customize a form in This view is often used to in this view.
view usually displays one recor easier to use and enhance the items on the form. this view to make the form enter, edit and review records.
at a time in an organized and appearance of the form. easier to use or to enhance
the appearance of the form.
K Microsoft Access K Microsoft Access MEE K Miciosoft Access K Microsoft Access =]

view Insert Tools Window Help |Fle Edi view Insert Format Records Tools Window Help

én\@@wl% BRS| o |E- & E] a0, shy|ime o Q0N TR 8|5 B a-

JEI|E Edit ¥iew Insert Format Records Tools Window Help Ele Edit Yiew Insert Format Tools Window Help

RHE[SRY (Be o @ 43T E | 8]eR = H HaRy|s=as oo el

M Design View
O Yiew

E2 Order Details
g8 Store Inventory : Database

WEMPq!E = OrderID ProductiD  Date Sold I]ua!ntilq UnitPrice  Discount Sale Price
[ Lo B _Ceente

B Customers

atasheet Yiew

e open ki pe:

Objects

[k [

Chiects
B Tables

E]\ 2345 | 42218 $13.99 j| 1000%)[ #1799 |

B Tables I Create form by using wizard a108j| 44'2219'9” $e9.93 | 1000%f[  $8L8 |

871 Minolta Boulevard

=t OUeries

Inwaice Details

I 8= Queries 1244' 44'221‘99[] 1 $25.00 | 0o00%) [ §25.00
Invoices

84 Forms 7332|'| 44'22'199” $20.00 §| 1u.uu%||‘ $18.00 |

~ Reports Product Invenkary

B Forms

ichigan
8204

- Reports

44'22'199[] $25.99 §25.98 | ‘A Pages

313) 555-3465
313) 555-3451

% Pages Suppliers

# Macros
# Macros

A RBEEE BRI
=3 -
= o
= o
2
3
B
ol

vzl 1) e || zooos)| osss
o) s sm

Groups Record: 14 <| 1 k| rifr#|of 16

Record: 14 ¢ 1 v e fes]of 12

rﬁdv T T o Form View {2 [Form ¥iew I | pesign view e o
Hstan| | & %) || [ Store Inventory : Dat... ||§ 1200pm HAstart || & %) || FEStore Invenior Database |[ES Order Retails | 1z00PM Astart || & %) || Binventory - Daiabase IEE [l 1200w dhistart|| @& [ @] 9 || Blinverntoy : Database FH Clients - Form | 1z00pm
Click Forms in the —E] Click Open to ® The form appears. B When you finish | |n this example, Note: If is not ® The form appears in ® |n this example, the View
Database window to view the form. reviewing the form, the form appears in displayed, click 2| on the view you selected. button changes to [H].
display a list of the | = Toch h click [x] to close the Form view. the Form View toolbar to You can click the View
forms in the database. 0 change the the form. . o display all the buttons. button to quickly switch
design of the form, 1 Click [] in this :
) - ! : . . between the Design ([&2])
—H Click the form you click Design. area to display the —F1 Click the view :
. ) and Form ([E]) views.
want to open. form in another view. you want to use.
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S How do | move, resize or delete Can | increase the space between
several controls at once? the dots on a form?
I I OVE’ RES I 2 E O R D E LE I E A C O N I RO L ¥ ¢ You must first select the controls v Yes. Double-click [ or [ in the top S
you want to move, resize or delete. left corner of the form and then select z
To select multiple controls, hold down the Format tab. Scroll through the g
ou can move, resize or You can change the size of a You can delete a control you no the Shift key as you click each control. contents of the tab until you reach Q
Y delete a control to enhance control. Larger controls allow longer want to appear on a form. f:lhe Grid X O}FUOH' Enter the hoglzpcrlltal m
the appearance of a form you to display longer entries. Access allows you to delete Can | resize an entire form? }? s p?(ri inch you want tohuse. ?511 € @
. . . o Yes. Resizi form i ful wh the Grid Y option, enter the vertica
and make the form easier to use. For example, you may want to just a label or a label and its es. Resizing a form is useful when you dots per inch. You must enter a smaller
A control is an item on a form, resize a text box that displays corresponding text box. want to increase the space available for number to increase the space between
such as a label that displays a field long Web page addresses moving and resizing controls. Position the dots
name or a text box that displays Before you close a form, make the mouse ¥ O\:_T_f ar:‘_edge %f.the form .
data from a field When you move or resize a sure you save the changes you ((5 cli;}ilnges to 1 thorf ) .antc}ll then
control, Access automatically made to the form. sil;igyos zg:;se it the form s the
You can change the location of a aligns the control with the dots '
control on a form. You can move on the form. This allows you
a label and its corresponding text to neatly arrange controls on
box together or individually. the form.
E Microsoft Access HEE El Microsoft Access MEE K Microsoft Access _ 5] x| K Microsolt Access MEE
JE“E Edit %Wiew Insert Format Took Window Help JE“E Edic View Insert Format Tools Window Help JEl\a Edit Yiew Insert Format Tools Window Help JElIe Edit Wiew Insert Format Tooks Window Help
E-HERY|imedo g BRe e Ba- 0. =R R L A N =R E-RBaky tmad - @8R eaa: E-Ragky | imad - @ Bre gds Da 0.
Uniprice Label - | ral -l -|pzul= UnitPrica_Label - | Arial R FV R B A|E- [ 2 |urie rice Labe « | avsl -l -l[Bruo|== 2 ||unitsonorder_ L+ | avial -l -l[p 7 o= S-lA-Z-7- 7
& Product Inventory  Form M= oxﬁ
Aa ab) [ # Form Header Ax ah| [ # Form Header An ab| [™] # Form Header Az ab| [ # Form Header
||| — Aew | lfeon Pow (HEe ; e et 2 Ola || e e e =
< ||| | Prodietin = : — |||- |ProductiD | ProduatD | -
i || - |- ||P st:Name: | Productiame - e N Productame
¢ UnitsinStock (=} |[Units insStagk:: | UnitsinStock = - tobkUnitsinStock
i UmtsOnOrde.r e R .UmtsOnIOrder = || Fonis on order IU_nl_t_S_fJ__nQ:_rd_e_( o
Mritice 5 UnitPrice | = [JUnitPrice
Cilniterice | ol [t {iv
e =i R i
|Design view 0 [ w0 Design View el [lines: 3 Characters: 15 I e e [ |Ready Tl [ wm|
Astan || & & &) W || D35tore nvertoy : Database | [ Hroduct Inventory < F... & 1200Pm HAstart || @& [ ) ¥ || Bistoe Invenioy  Database |[E Product Inventory « F... [ 1200pm stnt| | & T 4 9 || BProsuct nvento : Datet]. [ Praduct Inventory - F... [ zoopn stan]| | @& (B 4 ¥ || FStore Invertory : Datebase || Product Inventory - F_ || 1200pm
MOVE A CONTROL E Position the mouse It —® The label and B To move a label or text RESIZE A CONTROL H Position the mouse Ik DELETE A CONTROL Note: Clicking a label will delete
El Display the form you over the border of the corresponding text box individually, position KT Click the control over a handle (% changes K1 Click the control only tﬁe label. Clicking a text
want to change in the control (¥ changes to W)  box appear in the the mouse &} over the yoU wart fo resize. to § <« or ) and then you want to delete. box will delete the label and
Design view and then drag the control new location. large handle (m) at Handles (m) appear drag the mouse until the Handles (m) appear the corresponding text box.
_ to a new location. the top left corner of the around the control. control is the size you want. around the control.
—F1 Click the control you label or text box in step 3

H Press the Delete key.
want to move. Handles (m)

(% changes to ).
appear around the control.
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S
C HAN G E APPEARAN C E I:? Why is the text | formatted Can | copy formatting from one
no longer fully displayed in the control to another?
£ control? ¢/ You can copy formatting to give
O F C O N T RO LS v/ 1f you changed the font or size the controls on a form a consistent
of the text, the text may be too appearance. Click the control that
large to be fully displayed in the displays the formatting you want S
. . . control. To display all the text, to copy and then click the Format Z
ou can change the font, The fonts appear in the list as the style of text in a control. you can resize the control. Click Painter button (&]). Then click o
i size, style and alignment they will appear in the control. This can help you emphasize the control you want to resize. the control you want to copy the 2
of text in a control to This lets you preview a font important information on a From the Format menu, select formatting to. a
customize the appearance of before you select it. form. Size and then click To Fit. A
a form. You must display the ) ) )
form in the Design view before You can increase or decrease Access automatically aligns Can | format several controls
you can format the text in a the size of text in a control. text to the left and numbers at once?
control. Access measures the size to the right in a control. You v Yes. Select the controls you want
of text in points. There are can choose to align data to to format before you begin. To
Changing the font can help you 72 points in an inch. the left, to the right or in the select multiple controls, hold
enhance the appearance of a ) center of a control. dovizln the 5}1“& key as you click
form. Access provides a list of You can use the Bold, Italic and cach control.
fonts for you to choose from. Underline features to change
E Microsoft Access _ & x] Microsoft Access M EE E Microsoft Access _ & x| & Microsoft Access _ & x|
Jﬁle Edit Yew Insert Format Tooks Window Help JEi\e Edit Wiew Insert Format Tools Window Help Jale Edit ¥iew Insert Format Tools Window Help JFuIe Edit Wiew Insert Format Tooks Window Help
B-HERY | imed - e B3 el oa B, B-HERY smRd o |%|I§|_\ E-Raky|sprdo @ B2 @ =R \u\@@vwhg@|n|@@\af|@|m\t.\|h @.
UritFrice_Label ~ \| -] 1z - | B 7 U ‘% 5~ ‘ A - | & - ’_- ) UritPrice_Label - | Coric Sans M5 - | B I U |unitprice_tabel + | Comic Sans M5 B ‘ 6 - I B I, U |UnitPrice_Label ‘ Comic 5ans M5 | 165 - | B ’7 u I B ‘ ‘ - ’_- 5
: i;::: Black = = |0O) % B3 Product Inventory : Form 3 = B Product Inventory : Form B Product Inventory : Form
e /1 Narow T e "";;w;;;d;{"”
e, Ol Style LT I . ETo — B et =
il H % Century {ProductiD] 20 |leiemitn |ProductiD | Nprederm:
% Pty & Century Gothic - |Producti = - |||t b “|Producttame , Fra t;Na__;
e o - s smak | Dot : 5 [Onitsnstock - [[rc st
! Emis @Ry * Courier New ! EL;Jm;_ng Grdpr [ UnitsOnOrder ! o UnitsOnGrder T !

JFixedsys

L
4 & Garamond

SOy

UnitPrice

UnitPrice | UnitPrice

2er :
|Design View [ I T [Design view [ [ “Tom |Design View |Desian View [ 0 [ oM T
st || & B @) % || FI0Hice Products Inc. - Data || [E Product Inventory - F._. ||g 1200pm HAstart| | @ [F ) ¥ || E0fice Produsts Inc. - Data..|[E] Profuct Inventory : F... @ 1200pm #Astan || & [F & Y || E0fice Products Inc. Data.|[F Froduct Inventory < F... | 1200 iffistart || @ (S &4 % || f0ffcs Froducts Inc. - Dota. |[EZ] Prpduct Inventory « F... |I<g 1200PM
CHANGE THE FONT Note: If the Font area is not CHANGE THE SIZE Note: If the Font Size area CHANGE THE STYLE E3 click one of the CHANGE ALIGNMENT EA Click one of the
El Display the form disp/aye_d, click [Z] on th_e &1 Click the control is not disp/ayeq, click [2] E1 Click the control following buttons. LK1 Click the control following buttons.
in the Design view. FZG’,’ZWZ’”I;‘; foolbar to display that displays the text on the Formatting toolbar that displays the text Bold that displays the text Left Align
L Click the control ail the buttons. you want to change. to display all the buttons. you want to change. _ you want to change.
that displays the text P Click the font you _F Click [ in this —E] Click the size you Italic Center
you want to change. want to use. area to display a list want to use. [u] Underline Right Align
“E] Click [{ in this of the available sizes. Note: If the button you want Note: If the button you want
area to display a list is not displayed, click 2] is not displayed, click
of the available fonts. on the Formatting toolbar on the Formatting toolbar
to display all the buttons. to display all the buttons.
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< HAN G E APPEARAN ‘ E I:Q Is there another way to enhance the How can | quickly change the text
appearance of a control? color in a control?
O F O N I RO LS £  You can make a control appear raised, ¢ The Font/Fore Color button ([&]) on
C sunken or shadowed to enhance the the Formatting toolbar displays the c
appearance of the control. Click the last text color you selected. To quickly z
control you want to enhance. Click [ add this color to text in a control, o
ou can change the information on a form. Access If you are printing a form using beside the Special Effect button ([=[]) click the control you want to change a
i background, text and provides several background and a black-and-white printer, any on the Formatting toolbar and then and then click the Font/Fore Color m
border colors of a control text colors for you to choose from.  colors you add to the text, click the effect you want to use. button ([&]). "
on a form. You can also change Make sure you select background background or border of a control Can I h list of colors disolaved
the width of a control’s border. and text colors that work well will appear as shades of gray. an | have a list of colors displaye
. on my screen at all times?
Before formatting a control, you together. For example, red text on < lav the List of col
must display the form in the a blue background can be difficult ~ Yhen you close a form, make v/ Yes. Display the list of colors you want
Design view. to read sure you save the changes you Lo appear on your screen at all times.
made to the controls. Position the mouse pointer over the
; bar at the top of the list of colors and
Changing the background and You can change the color and . ;
. \ then drag the list to a new location on
text colors of a control can help width of a control’s border to your screen
draw attention to important make the control stand out.
E Microsoft Access HEE E Miciosoft Access MEE E Microsoft Access HEE E Microsoft Access 8] %]
JE\|E Edit Yiew Insert Format Tools ‘Window Help Eile Edit ¥iew Insert Format Tools Window Help JEiIe Edit Wiew Insert Farmat Tools iwindow Help JEiIe Edit Wew Insert Format Tools Window Help
E-HE2RY|smed o|a 02 % we BE-Haky iped o |gBrelvas de |0, E-HEgky | imnd o @ B ad Da B-HERY | imed e B2Eladm
UnitPrice_Label + ‘ Arial Unitprice_Lshel - | Arial -z -|B I U= =[- Iél:l o 22 UnitPrice_Label = | arial - ‘ 1z - ‘ B 7 U |§ = 5 UnitPrice_Label = ‘ arial - | 1z - | B 7 U ‘g = & - ‘ A - ‘ & - ’EF bt
Transparert FhE
N R 0z 3 s | mEEEEEED (i vz 3 1 s  pEEEEEEN |_||"-----1"‘w---2--‘ww-a----ww------‘sw-’EFE
# Form Header # Form Header EEEDEENENE ¥ Form Header EEEEEEENR # Form Header H%
#Detail # Detai : BO00O00O® # Detal ﬁ EEEEEN # Detail :
C|l|PramiEey: . sl ProductiD DOwmw L ||| Proidic FroductD do0ommO [
: : = : : 0 [ - OOooEEQ [
- || [FroductMar - |ProductName - |||Frodict M iProductiame - |[|PEarEE Mam
- || |Ekits i Stee |UnitsinStock ' || Emits e St UnitsinStock. B~ Toolbon i |||kt St
BT | UnitsOnOrder NN ACTgE S [JnitsOnOrder i NE ! [[Ees B Oeder s 7 | UnitsOnOrder
L = UnitPrice £ Aa abl [ —H i]TUthnce Ax ab| [ _ Linit Price nitFrice

B EE o

N=E
Desian View Il [Design view R Iy |Design View [ om |Design view | - [ T
igstart || @& [E] &4 % || f0fice Produsts Inc. - Data. |[E Product Inventory « F... [[ 1200pm #istart| | @ [ ) ) || F)0fice Produsts Inc. - Data | [E] Prafiuct Inventory - F... [ 1200em stant || & @ 24 % || FE10¥ice Products . : Data..| [B Product Inventory - F__ ||§ 1200pm histart| | @& [©] @ % || AI0Hice Products Inc.: Data. |[FZ Ploduct Inventory - F._. || 1z00Pm
CHANGE BACKGROUND Note: If is not CHANGE TEXT COLOR Note: If is not CHANGE BORDER COLOR Note: If is not CHANGE BORDER WIDTH Note: If is not
COLOR displayed, click [Z] on LK1 Click the control displayed, click [2] on LET Click the control you displayed, click [Z]on LB Click the control you displayed, click 2] on
Display the form in the Formatting toolbar to ; the Formatting toolbar to the Formatting toolbar to the Formatting toolbar to
splay the fo that displays the text ; want to change. want to change.
the Design view. display all the buttons. you want to change display all the buttons. r2 display all the buttons. El display all the buttons.
. ' ) Click [ in this area . 1 Click [ in this area _
Click the control you 1 Click the background - —_ K] Click the text color lick [ in “E] Click the border - : ] Click the border
y “H click [ in this to display a list of colors. to display a list of border :
want to change. color you want to use. area to display a you want to use. color you want to use. widths. width you want to use.
] Click [ in this area list of colors.

to display a list of colors.
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c
o
ADD A FIELD SELECT AN AUTOFORMAI :
)
>
o
f you left out a field when the table you used to create to a form. For example, if you ou can select an to ensure that Access will appl autoformat for all the forms @
y y P y PPy A
you created a form, you the form. add a field that has the Yes/No autoformat to instantly the autoformat you choose to will give the database a more
can add the field later. For data type with the Check Box change the overall look of  the entire form. consistent appearance.
example, you may want to add Access uses labels and text option, Access adds a check a form. Selecting an autoformat _
a telephone number field to a boxes to display information on ¢ (M) to the form instead changes the background and There are several autoformats Access allows you to preview
form that displays client a form. When you add a field, of a text box. text colors of a form. you can choose from, including a sample of the autoformat
addresses. Access adds a label and its Blends, Industrial, International ~ you select before you apply it
corresponding text box for you. You may need to resize a Before you can select an and Stone. to a form. This can help you
Before you can add a field to ) form to make room for a field autoformat, you must display determine if the autoformat
a form, you must display the Access automatically uses the you add. For information on the form in the Design view. You should use the same suits your needs.
form in the Design view. Access ~ CoTrect 'data type'and field resizing a form, see the top You must also select the form ?lutoformat for all th.e forms
allows you to add a field from properties for a field you add of page 457. in your database. Using one
Fd Microsoft Access INETES| El Microsoft Access 1= x] E Microsoft Access HEE F Miciosoft Access =18 x]
| File Edit Wiew Insert Format Tooks Window Help |Ele Edit Yew Insert Format Tools Window Help | Bl Edit view Insert Format Tools window Help | Ble Edit wiew Insert Format Tooks Window Help
EMEIEIEEAEET AR E] = v B B-Haky|rand - |ao BED ERCIEN R IR E Y ®ia- . ERCIEEE R AR EEY
Detail - | = ‘ - ‘ B |MalingListi> o = PostalCode - ‘ Arial - | 12 - | B [MailingListiD B JFDrm . | . ‘ . ‘ B 7 g—[g? == 5. | A - | e » JFDrm = | . ‘ . ‘ E 7 U |§ . »
irsthame Firsthlame
& Mol Lt Form Lesiiane ~Toolbor Lostiane " Mg Lit - Form A B " Haiing Lt =
,K. LT | Rz b L ey R = ’E’K mlf e e [
‘: gl Ilg] j VHeader i aICnde ] : ;DEL:‘HEEdEr S-t.atE e A_I“ aC:‘ I'%ll -:.;DEE”HEME' . | F;rmd&utnFnrmats:
i |[I; [matlingListiD MaiingList - | MailingListiD | MailingListD i ||| | ailingListiD pailingListiD Bhieprit .
B3 4 ||| - |FirstName Marm /= } - |[FirstName  |FirsthName r "\ FirstName  FirsiName } IE:ETue::Irt::In
- . Tll= - T = - ST = | == — T
S E - | LastName asthlame -|[LastName _|LastName = E -|[LastName _ Lasthame \epapr . Cilded
N DR | Vaddress Addrege 1 | Address Address N O R Address Address | [[Zometone BT o
T— A ~ = 25 o — & JE 2 Stone
9" / N City Qty o City Sumi Painking
State State .State -
kPostal Code'wPostalCode & PostalCode
E [ Forn Focter Z ; E Mermpemn =
i AL [ fia B i B flemmen 7.
|Desian view ] [Disian view (R e [Desian View T mm| | rnmmat T wm[ [
dhstan| @ & & ¥ || DiaiingLit: Datchase || Mslinf List - Form & 1200Pm Astart || @ [ 7] ¥ || iMaiing Lt Datobase | [EZ Mailing Lis| : Form [ 1z00pm stont| | @ @ A 9 || BiMoiing Lt Datcbose [ Mfiting List : Form [ 200 Fstan || @& [ 2 9 || Etaling List: Database | [ Maifing [ist - Form |l 1200pm
El Display the form E] Position the mouse The label and B click [x] to hide El Display the form E] click [¥] to select Click the autoformat B click OK to confirm
you want to change over the field you want corresponding text the box displaying you want to change an autoformat. you want to use. the change.
in the Design view. to add. box for the field the list of fields. in the Design view. .
g appear 9 B The AutoFormat —m A sample of the B The form displays
] Click [E] to display 1 Drag the field to ' 1 Click [] to select the dialog box appears. autoformat you selected the new autoformat.
a list of fields from where you want to place B To move or resize form ([_] changes to [x]). appears in this area.
the table you used the field on the form. the label or text box,
to create the form. see page 456.
462

463



CHAPTER

FIND DATA

FIND DATA

ou can search for records

that contain specific data.

You can search for data in
tables, queries and forms.

You can specify how you want
Access to search for data in a field.
The Any Part of Field option
allows you to find data anywhere
in a field. For example, a search
for smith finds Smithson and
Macsmith. The Whole Field option
allows you to find data that is
exactly the same as the data you
specify. For example, a search for
smith finds Smith but not

By default, Access performs a
search of the current field. To
perform a more advanced search,
you can create a query. For more
information, see page 472.

Ed Microsoft Access

El Microsoft Access

|Ele Edit Yew Insert Format Records

JEiIe Edit Wiew Insert Format Records Tools ‘Wwindow Help

Smithson. You can also choose the
Start of Field option to find data
only at the beginning of a field. For
example, a search for smith finds
Smithson but not Macsmith.

After you start the search, Access
finds and highlights the first
instance of the data. You can
continue the search to find the
next instance of the data.

=1B] %]

Tools Window Help

M- Raeky|i=esoa 8 TR *

4

R A A - =R =R

'_\_? Can | find data that matches the
case of the data | specify?

£ ¢ You can have Access find only data
with exactly matching uppercase
and lowercase letters. Click the
More button in the Find and Replace
dialog box and then select the Match
Case option ([_] changes to [¢]).

How do | search only part of a field?

v/ Click the More button in the Find
and Replace dialog box and then
click the Search area. Select Up or
Down to search above or below the
current record.

Ed Microsoft Access

JEl\a Edit Wiew Insert Format Records Tools Window Help

How can | have Access replace the
data | find with new data?

v

Perform steps 1 to 3 below and then
click the Replace tab. In the Replace
With area, type the new data. Click
the Find Next button to start the
search. To replace the data Access
finds with the new data, click the
Replace button. To ignore the data
and continue with the search, click
Find Next.

[ Miciosolt Access

| Ble Edit view Insert Format Records Tools Window Help

SS3DOV ONISN

- B@Ry tme o @sil YR (M @A 0.

- RlEaRy|sme o @ Hil YR Alpx @A E.

List : Table E (o) x| L ..- = -'d- .-- T ]
First Name | Last Name Address City (L IF Find and Fizplace . I - = —=lhte | = | P s ! _F_ S Ch HZlhte  [-]
_[»[ken Petherick __ [432 Spring St. __ [Columbus __JOH [ P]Ke Fd | mepeee | ] [ ci Fd | Replace | ] Fd | Repsce | ]
gi':r;}; ,\S/lt::?,?le ig gg::str_t. érr::?::)rt{age ﬁlé :S Find What: [[rew vark =] [ Endnex | : —% Find What: [New York =] [ endnest :E Find What:  [New Vork =] Endne :
Mary McNamara 800 King St. Oakland OR } [ Im: Cencel [ — | |Ri ancel } | |Re [ o | L
Gerry Stingman 210 Belleview St. | Syracuse NY |Gt I | [Di L] I
Richard Coughlin 55 Milverton Blvd. | Springfield  JIL | Ri N - | L 1C e | |Be ] ] ] ]
Diana Appleton 12 Palm St. Sacramento |CA Di i | | [Joe = oo =l [ m @ Vol Acizssfnshed searcing the recerds, The sear e ]
John Curran 35 Palmer Rd. Fort Worth | TX | o match: Whole Fisld - Mare => | | |Pe match: hole Field - Mare =3 | Ne ) = J ]
Jennifer Landry 73 Pine St. Cleveland  |OH || | E LT Al % W JL_cx [ |
Pete Phillips 8756 June Blvd. [ Anchorage |AK Pete Start of Field Blvd. |Anchorage |AK Janice Hitchcock 79 Quéen St. Green Bay |WI AngeT Granger TTT FaYodale Cr._[washington |DC
Arlene Hatfield 5 Spider Lane Oakland OR Arlene Hatfield Spider Lane Oakland OR | |Rachel Acorn 12 Hayelock St. i Wi Glen Muir 200 Maypen Ave. |Anchorage |AK
Janice Hitchcock 79 Queen St. Green Bay  |WI | Janice Hitchcock 79 Queen St. Green Bay [WI » |Maurice Sheldon 9832 (enter Lane | NY » |Henry Barrett 89 Dunhaven Rd. |[NEWRI{S NY
| Rachel |Acorn 12 Havelock St % Wi _I;I | Rachel Acorn 12 Havelock St,  |Milwaukee Wi _';I Bernice Scott 7 Treefl Ave. Seattle WA _'j Sophia IRobinson 6895 Plvwood Dr. |Falls Church | VA _l;l
records 14| < [[T 1 v [mi]e#|oF 28 A ' Record: 4| [T 1 [vi]r#]of 28 Kl > Record: 14| « [[T 14 » [mi]o#|cf 28 Kl 3 records 14| 4 [[T 21 » [mi[v#| of 28 A ’
|Datashest view | 0 [ [ [$earch [ search succeeded Y e | | |Searching... Press CtrH+Break to stop | [ [
stan || & & ) W || Eaotwood Chess Cub: D .||Mai|ing List : Table ||§ 1200pm i*!‘)lalll“ @ B & % || ENothwond Chess Cub - 0. |[& Maiting [ist : Table [ 1z00pm #sten] | & & 4 D || FNorwiood Chess Cib 1] || Maling List  Table [ 1z00em st @ [F ) W || EiNotwood Chess b D |[E] Mailing List - Table || 1200pm
&1 Click anywhere in Click [#] to find E Click the option LA Click Find Next to

3 To close the Find
and Replace dialog
box, click Cancel.

Type the data you
want to find.

—¥1 To specify how you
want to search for the
data, click this area.

E] Repeat step 7 until a
dialog box appears, telling
you the search is complete.

1 Click OK to close the
dialog box.

—& Access highlights the
data in the first matching
record it finds.

—d Click Find Next to find
the next matching record.

the data.

B The Find and
Replace dialog box
appears.

the field containing the start the search.

data you want to find.

you want to use.
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SORT RECORDS

ou can change the order of

records in a table, query or

form. This can help you
find, organize and analyze data.

You can sort by one or more
fields. Sorting by more than one
field can help you refine the sort.
For example, if several of your
clients have the same last name,
you can sort by the last name

E Microsoft Access

field and the first name field.
When you sort by multiple
fields, you must place the fields
side-by-side and in the order
you want to perform the sort.
Access sorts the records in the
far left field first.

You can sort records in ascending
or descending order. Sorting in
ascending order displays text in

El Microsoft Access

JE\\e Edit Yiew Insett Format Records Tools Window Help

FIND DATA

alphabetical order from A to Z
and displays numbers from
smallest to largest. The opposite
occurs when you sort text or
numbers in descending order.

When you save the table, query
or form, Access saves the sort
order you specified.

§ﬂ5lall|” & ) “ [EPapments Peceived : Dats. .”Paymenl: Received -

||§ 1200pm

Eastalt”J & G R) H [E1Payments Received : Dala...“ Papments Received :...

E-EH ek rae oo [@ 8T R Y @ Da- 3.
& Payments Received : Table
Payment Date | Payment Amount Payment Date] Payment Amount |Payment Method

1 2/13/99 $250.00 r8 2/12/99 Credit Card

2 2/14/99 $400.00 Check 15 2/17/99 Check

3 2/10/99 $350.00 Cash 4 2/15/99 Credit Card

4 2/15/99 $500.00 Credit Card 12 2/13/99 $460.00 Cash

5 2/17/99 $375.00 Cash 2 2/14/99 $400.00 Check

6 2/19/99 $180.00 Cash 9 2/11/99 $400.00 Cash

7 2/22/99 $380.00 Check 7 2/22/99 $380.00 Check

<] 2/12/99 $575.00 Credit Card 5 2/17/99 $375.00 Cash

9 2/11/99 $400.00 Cash 3 2/10/99 $350.00 Cash

10 2/10/99 $200.00 Check 13 2/23/99 $300.00 Check

11 2/18/99 $120.00 Check 1 2/13/99 $250.00 Cash

12 2/13/99 $460.00 Cash 16 2/22/99 $235.00 Cash

13 2/23/99 $300.00 Check 10 2/10/99 $200.00 Check

Rrecord: 14| < || T |viex| of 15 Recard: 14| ([T 1 v |wmrx|oFie
|Datashest view o o v [Datasheet Yiew el o o e

@ 1200pM

s How do | rearrange the fields
in a table?

£ ¢ You may need to rearrange the fields
when sorting records by two fields.
Click the name of the field you want to
move. Position the mouse pointer over
the field name and then drag the field
to a new location. A thick black line
shows where the field will appear.

Why are the Sort buttons ([&] and [Z)
unavailable?

¢/ The Sort buttons are not available
when you select a field that has a
Hyperlink, Memo or OLE Object data
type. Access will not allow you to sort
a field that has one of these data types.

E Miciosoft Access

| Ble Edit view Insert Format Records Tools window Help

How do | remove a sort from
my records?

v/ 1f you no longer want to display your
records in the sort order you specified,
you can return your records to the
primary key order at any time. From
the Records menu, click Remove
Filter/Sort.

SS3IDDV ONISN

E Microsoft Access

| Ble Edit wiew Insert Format Records Tools Window Help

A=A A L - =k - =

B Payments Received : Table

[ 1200pM

Astan | @ & 4 D || EoPaymenis Recsived : Data “Paymenls Received :...

PaymentDate [y . I Douni | Payment Date| Payment Method | Payment Amount
8 2/12/99 i $575.00 2/12/99 $180.00
15 2/17/99 6 2/19/99 Cash $180.00
4 2/15/99 16 2/22/99 Cash $235.00
12 2/13/99 1 2/13/99 Cash $250.00
2 2/14/99 3 2/10/99 Cash $350.00
9 2/11/99 5 2/17/99 Cash $375.00
7 2/22/99 9 2/11/99 Cash $400.00
5 2/17/99 12 2/13/99 Cash $460.00
3 2/10/99 1 2/18/99 Check $120.00
13 2/23/99 10 2/10/99 Check $200.00
1 2/13/99 13 2/23/99 Check $300.00
16 2/22/99 7 2/22/99 Check $380.00
10 2/10/99 2 2/14/99 Check $400.00
Recard: 40 [T 1 b [mileslof 15 Record: 14 4 |[ T v |vi v of 16
|Datasheet View UM | [ |Datasheet View I I om|[

Click one of the
following buttons.

SortAtoZ,1t0 9
[Z] Sort Zto A, 9to 1

SORT BY ONE FIELD

—&1 Click anywhere in
the field you want to
use to sort the records.

466

—# The records appear
in the new order. In this
example, the records
are sorted by payment
amount.

SORT BY TWO FIELDS

Position the mouse §

1 Place the fields you
want to use to sort the

records side-by-side and
in the order you want to

perform the sort.

over the name of the first
field you want to use

to sort the records and
then drag the mouse §
until you highlight the
second field.

stan| | & [ & ¥ || EPaymeris Received  Dato. || Payments Received -

|| r200pm

—E1 Click one of the
following buttons.

SortAto Z,1t09
[5] Sort Zto A, 9to 1

® The records appear

in the new order. In this
example, the records are
sorted by payment method.
All records with the same
payment method are sorted
by payment amount.
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FILTER DATA

ou can filter records in
a table, form or query to

display only specific records.
Filtering data can help you review
and analyze information in your

database by temporarily hiding
information not currently of

interest. For example, in a table
that stores client addresses, you
can filter the data to display only

the records for clients who live

California.

icrosoft Access

| Bl Edit wiew Insert Format Records Tools Window Help

in

CHAPTER

FIND DATA

When you filter by selection, you
select data and have Access display
only the records that contain the
same data. Filtering by selection

is useful when you want to find
records containing specific data.

When you filter by input, you enter
data or criteria and have Access
display only the records containing
matching data or data that meets
the criteria. Filtering by input is

Ed Microsoft Access

useful when you want to specify
exact data or find records
containing data within a specific
range.

Filtering data does not change
how the records are stored in the
database.

You can add, delete or edit records
when you are viewing filtered
records.

METES

Jﬁ\e Edit ¥iew Insert Format Records Toals Window Help

-lRaRy|sz=ist|o(@si

B Payments Received : Table

EE Payments Received - Table

E-EHaSRY|LmE o [@ i vE @M DA @,

- [O]x]

Custemer ID | Payment Date | Payment Amount | Payment Method Customer ID | Payment Date | Payment Amount| Payment Method

1 4/22/99 $350.00 |Cash 0 3 4/21/99 $50.00
2 4/25/99 $200.00 |Credit Card 4 4/22/99 $400.00 [Check

4 3 4/21/99 $50.00 J|Check 6) 4/21/99 $74.00 |Check
4 4/22/99 $400.00 |Check 7] 4/25/99 $30.00 |Check
5 4/27/99 $320.00 |Cash 8 4/28/99 $145.00 [Check
6 4/21/99 $74.00 |Check 10 4/30/99 $125.00 |Check
7 4/25/99 $30.00 |Check 11 4/23/99 $150.00 [Check
8 4/28/99 $145.00 |Check 13 4/25/99 $120.00 [Check
9 4/29/99 $65.00 |Credit Card 14 4/22/99 $400.00 [Check
10 4/30/99 $125.00 |Check 4/29/99 $100.00 [Check
11 4/23/99 $150.00 |Check
12 4/29/99 $80.00 |Cash
13 4/25/99 $120.00 |Check B

record: 14| 4 ([ & v [rilr#|of 15 Recordi 1L [T 1 v [ ]| of 10(Fikered)

|Datashest View

st | & %) || (1 Spoiting Goods  Datobase |[E Paymen

s Received :...

[l 1200pm

FILTER BY SELECTION

1 Click the data you want
to use to filter the records.
Access will display only
records that contain exactly
the same data.

468

E Click [ to filter

the records.

atashest Yiew
Stalt”J & s H [E5porting Goads : Database “ Papments Received -

Fuar [ [

| rz00pm

m Access displays only the
records containing the data.
All other records are hidden.

E] Click [¥] to once again
display all the records.

—m The word Filtered appears

in this area to indicate that
you are looking at filtered

records.

I:QS

v

v

E Microsoft Access

JEi\e Edit Wiew Insert Format Records Tools window Help

Is there another way to filter by
selection?

Yes. You can select specific characters
you want to use to filter the records.
For example, select “Smi” in Smith to
display records containing data that
starts with “Smi”, such as Smidley and
Smithson. If you do not select the first
character, Access will display all the
records containing the characters.

For example, select “one” in Jones

to display records containing Oneida
and Stone.

How can | use criteria to filter data?

When filtering by input, you can use
criteria to define which records Access
displays. For example, type <1/1/99
to display records containing dates
before 1-Jan-99. For examples of
criteria, see page 484.

Can | filter records that have
already been filtered?

v/ Yes. When Access displays filtered
records, you can filter the records
again. You can continue to filter
records until Access displays the
records you want to view.

Can | use a filter to hide records
that contain specific data?

v/ Yes. Click the data you do not want
to display. From the Records menu,
click Filter and then select Filter
Excluding Selection.

SS3IDDV ONISN

El Microsoft Access

JEiIe Edit Wiew Insert Format Records Tools ‘Wwindow Help

- EH ey &2

Customer ID | Payment Date | Payment Amount | Payment Method

o @83 T aaex DA 0.

=101

L4 4/21/9

$50.00 lcheck

4/22/99

$400.0C 7 Fiter By Selection

4/21/99

$74.0( ke Excluding Selection

4/25/99

T - E—

4/28/99

$145.0C T Remove FilkerjSort

4/30/99

$125.0C £ Sort ascending

4/23/99

$150_0c ﬁl Sort Descending

4/25/99

$120.0C § cu

4/22/99

$400.0C g copy

4/29/99

$100.0C ﬁ Baste

Insert Object. ..
Hyperlint

Recard: 14] ¢ | 1 _» | w1 [k of 10(Fikered)

E-RBaeky|sme o @ 83 ZHEH A% Ba-d.

& Payments Received : Table
Customer ID | Payment Date

0] ]
Payment Amount | Payment Method

4 4 4/22/99 SZIeJeNele] | Check
8 4/28/99 $145.00 |Check
10 4/30/99 $125.00 |Check
11 4/23/99 $150.00 |Check

4/22/99 $400.00 |Check

Recard:| 14] ¢ 1 v | v |r#| of S iFitersd)

[Datashest View

iﬂ‘jtalll“ & &) |J [ 5poiting Goods : Database ” Payments Received -

| R el

FILTER BY INPUT

1 Right-click the field
you want to use to filter
the records. A menu
appears.

Click this area.

Type the data or
criteria to specify
which records you
want to find and then
press the Enter key.

atasheet View P[] oM [
H(ﬂ- 12:00 P ; Slarl”J & x) “ B 5potting Goods : Database || Payments Received - __ H(ﬂ- 12:00 PM

E1 Click [¥] to once again
display all the records.

m Access displays only the
records containing the data.
All other records are hidden.

— The word Filtered appears
in this area to indicate that
you are looking at filtered
records.
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FILTER DATA CONTINUED

ou can use the Filter by

Form feature to perform

powerful searches of a
table, form or query in a database.
Filtering records allows you to
quickly find and display records
of interest in a database.

When you filter by form, you can
specify the criteria that records
must meet to be displayed. For

El Microsoft Access

example, you can have Access
find clients who made purchases
of more than $100.00.

You can specify multiple criteria
to filter records. Access will
display only records that meet
all of the criteria you specify. For
example, you can have Access
find clients living in California
who made purchases of more

E Microsoft Access

than $100.00. For examples of
criteria you can use, see page 484.

When you save a table, form

or query, the last filter you
performed is also saved. You

can quickly apply the same filter
the next time you open the table,
form or query.

S
I:? Can | display records that meet one
of the criteria | specified?

S

=

€ ¢/ When you use the steps below to filter
by form, Access displays records that
meet all of the criteria you specify. You
can use the Or tab when filtering by
form to display records that meet at
least one of the criteria. For example,
you can find clients with the first
name Bill or William. Perform steps 1
to 3 below to enter the first criteria
you want the records to meet. Click
the Or tab in the bottom left corner

of the Filter by Form window and
then enter the second criteria.

(

Ed Microsoft Access

How can | quickly enter the data
I want to use to filter records?

v/ Click the field you want to use to
filter records. To display a list of
the values in the field, click the
arrow ([z]) that appears. Then
click the value you want to use

JEiIe Edit Wiew Insert Format Records Tools ‘window

Hel

P

|Ele Edi vew Insert Fiter Tools window Help

B Payments Received : Table

E_]{ CIEE ===

P IE AT A Y

B Papments Received: Filter by Form

JEl\a Edit Wiew Insert Fiter Iools Window Help

to filter the records.

[ Miciosolt Access

| Ble Edit view Insert Format Records Tools Window Help

SS3IDDV ONISN

FEIERREE IR RS

[ Customer ID | Payment Date | Payment Amount| Payment Method

Customer ID | Payment Date | Payment Amount | Payment Method

4/22/99 $350.00 |Cash

2 4/25/99 $200.00 |Credit Card

3 4/21/99 $50.00 |Check

4 4/22/99 $400.00 |Check

5 4/27/99 $320.00 |Cash

6 4/21/99 $74.00 |Check

7 4/25/99 $30.00 |Check

8 4/28/99 $145.00 |Check

9 4/29/99 $65.00 |Credit Card

10 4/30/99 $125.00 |Check

11 4/23/99 $150.00 |Check

12, 4/29/99 $80.00 |Cash

13 4/25/99 $120.00 |Check

Recard: 4| [T 1w [ei[r#|of 18

|Datashest view [T

rm View

I I B

iaSlall”J & ) “ [ Spotting Goods : Database || Payments Received :...

A

| [& 1zo0pm

FILTER BY FORM

“E1 click [&l to filter
by form.

470

B The Filter by Form
window appears.

click [¥].

Start| | @& %) || FE1Snotting Goods : Dalabase |[ &

T o

[Parments Received ... [ 1200Pm

B This area displays the
field names from the table.

1 To clear any information
used for the last filter,

E] Click the field you want
to use to filter the records
and then type the data or
criteria to specify which
records you want to find.

>100 | Check

[Farm view Y | I [
i) Start “ & M “ 1B Sporting Goads : Database “r Received - H@E 12:00 P

¥ To use a second field
to filter the records, click
the field and then type
the data or criteria to
specify which records
you want to find.

H click [7] to filter
the records.

- BlE@Ry| oo @ slil YET|aDox Ba-m.

B Payments Received : Table

4/22/99

0] ]

| | Customer D Payment Date| Payment Amount| Payment Method

$400.00 |Check

4/28/99

$145.00 |Check

4/30/99 $125.00 |Check
11 4/23/99 $150.00 |Check
13 4/25/99 $120.00 |Check

4/22/99

$400.00 |Check

Record: | 14] ¢ T b | e[| of & (Filtered)

atashest View ’ﬁ ’7 ‘ | ’7 ’m ’7 ’7
s | & 8 4 9 || Bisporig o Dashce [[Fofments Fovovod | 12008

m Access displays only
the records containing
the data you specified.

—& The word Filtered
appears in this area
to indicate that you
are looking at filtered
records.

[3 click [¥] to once again
display all the records.
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CHAPTER CREATE QUERIES
QS i
,: How do | add another table to a Can | use an existing query to
CREATE A QUERY query? create & new query? _
v/ Click the Show Table button ([%]) v/ Yes. This is useful if you want to @
on the toolbar to redisplay the Show refine an existing query to produce z
I N T H E D ES I G N VI EW Table dialog box. Double-click the fewer records. In the Show Table 4 >
table you want to add to the query dialog box, click the Queries tab Q
and then click the Close button. and then double-click the name of o
ou can create a query to find in a database. This makes queries Access displays a line joining the query you want to use. Click @
Y information of interest in one of the most powerful features the related fields in the tables How do | remove a table from a the Close button and then perform
a database. When you create of Access. The results of a query you select. query? steps 7 to 9 on page 474 to create
a query, you ask Access to find are often used to create forms and ) ) ¢/ In the Select Query window, click the new query.
information that meets certain reports. The tables you will use in the the box displaying the fields for the
conditions. The Design view allows query appear in the top half of the table you want to remove and then
you to plan and set up your own You can s.elect each table that Select Query. w1ndovsf. The bottom press the fDeletehkey. The table is
query. contains information you want half of the window displays a grid, removed from the query but not
to use in a query. To perform a called the design grid, where you from the database.
A query brings together query on more than one table, the can specify the information you
information from different tables tables you select should be related. want the query to display.

K Microsoft Access K Microsoft Access

E2 Miciosoft Access

E Microsoft Access

JEiIe Edit Wiew Insert Tools Window Help

DEEERY|imas|o |- & 8E=Sa 0.

JE\\e Edit Yiew Insett Query Tools ‘window Help

Nedsky| teas|o|h-|&E-

| Ble Edit view Insert Query Took Window Help

Dedahy|ibmes|o|%- Bk E|=a- 0.

| Ble Edit view Insert Query Tools window Help

B-REEy| s mmy o % a - wNEa-d.

|28 |- 3.

=8 Query1 : Select Query ;IQIII

Show Table

g Sporting Goods : Database
Boen b pesin ‘@ptiew | 3 | 2

Objects - Create query in De:

B Tables El] Create query by using wiagd

=1 Queries }

ESNFOrms

13 Queryl - Select Query _[Ol =]
By o ———— 002002 2 ==3
[Dideis ] Show Table HE

Tables | queries | soth |

=¥ Queryl : Select Query =1 K3
N

M
CustomerID ustomerID
CompanyMam ProductMane
Bilingaddress Quantity
LinitPrice

Tables | queries | Bath |

CustomerID CustomerID
‘CornpanyMan Productilarm

fal
— Eilingaddress Quantity Customers
City J UnitPrice Order Details

Payments Received

Customers

Crder Details
COrders

Payments Received

i~ Reports
&1 Pages

# Macros

Figld: -
Table;
Sart:
Showe: ] [N
Criteria;
or:

Table:
Sork:
Show: ] T

Criteria:

of:

Table:

Criteria:
or:

Groups
E31 Favorites
Ready I eady [ [ [ mm[ Ready [ R e T sady B T B
Hstan| | & %) || [ Sporting Goods - Dat .. |lg 1z00Pm Hstan| | & %) || E5poting Goods : Datebase |[180 Oliery | Seloct Query @ 1200pM Hstan | & % || B Sprting Goods - Database [[7 Query : Select Query [ 1200pM st | & %) || 1 Spoiting Goors  Datahese |[{EI Query - Select Query || r200pm
1 Click Queries in K Double-click Create ® The Select Query El Click a table that —m A box appears in the Click Close to hide the = Each box in this area ® If the tables you
the Database window. query in Design view. window and Show Table contains information Select Query window, Show Table dialog box. displays the fields for selected are related,
dialog box appear. you want to use in the displaying the fields for one table. Access displays a line
. . uery. the table you selected. joini i .
| = This area lists all the query. y joining the related fields
tables in the database. ¥ Click Add to add H Repeat steps 3 and 4
the table to the query. for each table you want

to use in the query. CONTINUED }
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IN THE DESIGN VIEW CcONTINUED

ou can select the fields
i you want to include in
a query.

After you select the fields you
want to include, you can choose
to hide a field. Hiding a field is
useful when you need to use a
field to find information in the
database but do not want the
field to appear in the results

of the query.

E Microsoft Access

JEiIe Edit Wiew Insert Query Toals Window Help

When you run a query, Access
displays the results of the query
in the Datasheet view. If you
change the information when
the query is displayed in the
Datasheet view, the table that
supplies the information for

the query will also change.

If you want to run a query later,
you must save the query. When
you save a query, you save only

El Microsoft Access

JE\\e Edit View Insert Query

the conditions you specified.
You do not save the information
gathered by the query. This
allows you to view the most
current information each time
you run the query.

You can give the query a name.
Make sure you use a descriptive
name that allows you to
distinguish the query from the
other queries in the database.

Tools window Help

E-dERY|imRs|o|@- | |%z|a

= Queryl : Select Query O] %]

*
CustomerID ‘CustomerTD
CompanyMam Producthame
BilingAddress Quankity
Ciky B LnitPrice

|

ER =N EREIEEY AR

@@ Y

= Queryl : Select Query

: | CompanyMame BilingAddress Productiame

Table: |Customers Customers ders

Orders Table: [Customers

Sart:

Companyhlame

Eilingaddress ProductName: Quantit:
Customers Crders Orders

Sort:

Shaw:

Criteria:
or:

Showe: ]

Criteria:
ar!

|Ready I [

§ﬂ5lall|” & x) “ [ Spotting Goods : Database “ Queryl : Select Query

I o | feeady
||§ 1200pm Hstan| | & ® ||

) I I )

[EA5porting Goods : Database “@ Queryl : Jelect Query H@% 12:00 PM

4 Double-click a field
you want to include in
the query.
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B This area displays
the field you selected
and the table that
contains the field.

E] Repeat step 7 for
each field you want
to include.

—# Each field displaying a
check mark ([¢]) will appear
in the results of the query.

—E]1 If you do not want a field
to appear in the results of the
query, click the Show box for

the field ([y] changes to [ ]).

RUN THE QUERY

—l Click [¥] to run

the query.

B The results of
the query appear.

A
)]

Ty
)

How do | quickly include all the
fields from a table in a query?

v/ In the Select Query window,
double-click the title bar of the
box displaying the fields for the
table. Position the mouse pointer
over the selected fields and then
drag the fields to the first empty
column in the design grid.

How do | remove a field | included

in a query?

v/ Click anywhere in the field. Select
the Edit menu and then click Delete
Columns.

E Miciosoft Access

File Edt Wiew Insert Format Records Tools Window Help

Can | change the order of fields in

a query?

v/ Yes. Rearranging fields in a query will
affect the order the fields appear in
the results. In the design grid, position
the mouse ly over the top of the field
you want to move (i} changes to 4)
and click to select the field. Then
position the mouse i} directly above
the selected field and drag the field
to a new location.

Can | clear a query and start over?

v/ If you make mistakes while selecting
fields for a query, you can start over
by clearing the design grid. From
the Edit menu, click Clear Grid.

SS3IDDV ONISN

- Microsoft Access

| Ble Edit view Insert Format Records Tools Window Help

P

Product Name
Tents
Hiking Boots
Fly Tying Kits
Canoe Paddles
Polarized Sungl;
Fishing Rods

Quantity

Outdoor Sports
Outer World
Rod 'n' Reel
Camping USA
Outside Fun
Outdoor Store Life Jackets
Sports Superstore Portable Stoves
National Sporting Goods | Compasses

Record: 14 4 1 b |rn|r#]| of 9
T

[ e

atashest Yiew
@stn| | & %) || (B Snorting Goods - Database |[ Querf : Select Query T Tz e

H To return to the
Design view, click [EZ].

B This area displays the
names of the fields you
included in the query.

—& The records that
meet the conditions
you specified appear
in this area.

H-ldlary i oe| o @8zl Tr v 8RB

(=]

Company Name Product Name Quantity
Reel Fishing Tents
Outdoor Sports Hiking Boots
Outer World Save As
Rod 'n' Reel

- uery Mame:

Camping USA Iﬁ
Outside Fun
Outdoor Store
Sports Superstore Portable Stoves
National Sporting Goods | Compasses

Record: 14 4 I 7 I}I k| of 9
T

|Datashest View

[ B I T )

st | & %) || [E5noting Goods - Database |[fF1 ufry { Select Quer || r200pm

SAVE THE QUERY

1 Click [&] to save the
guery so you can run
the query again later.

B The Save As dialog
box appears.

H Type a name
for the query.

—F] Click OK.
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CREATE A QUERY USING
THE SIMPLE QUERY WIZARD

Are there any other wizards | can
use to create a query?

v Yes. In the Database window, click
Queries and then click the New
button. The Crosstab Query Wizard
allows you to create a query that
groups related information together

S

=

Why should | use a wizard instead
of creating my own query?

v/ Using a wizard is a fast way to create
a basic query. If you want to plan and
set up your own query, you can create
a query in the Design view. For more
information, see page 472.

SS3IDDV ONISN

ou can use the Simple Query

Wizard to gather information

from one or more tables in
a database. The wizard asks you a
series of questions and then sets
up a query based on your answers.
The Simple Query Wizard is useful
when you want to perform simple
calculations in a query, such as
finding the sum of values.

The Simple Query Wizard allows
you to choose the table containing
the fields you want to include in
the query. After you choose a table,
you can select the fields you want
to include. A query can include

all or only some of the fields in

a table. If you accidentally select

a field you do not want to include
in the query, you can remove the

field from the list of selected fields
in the wizard.

You can select fields from multiple
tables. If you include fields from
more than one table, the tables
must be related. For information
on relationships between tables,
see page 442.

and displays summarized information.
The Find Duplicates Query Wizard
allows you to find records that contain
the same values to avoid duplication.
The Find Unmatched Query Wizard
allows you to compare two tables to
find records in one table that do not
have related records in the other table.

E Microsolt Access

[ Microsoft Access

| Fie Edit Wiew Insert Tools Window Help | Ele Edit

DNed Ry ||k & |k|2=sm- 0.

which Fields do you want in yaur query?

% / You can choose From more than one table or query.

TablesiQueries

£E Department Store Sales : Database

Gbjects

B oo Table: Customers =1l
Table: Customers

&% Queries Table: Order Details Selected Fields:
Table: Product Sales

8 Forms Table: Products

"' Reports Bilingaddress e
City —I
StateOrProvince
PostalCode =]

MBEEHOS Phonetumber P
¢ Modules

Groups

Cancel | < Bark rNExt> | Finish |

E3 Favorites

[Ready i o o e o [simple; Query Wizard [} D
Mstat| | & %) || [@Department Store Sal.. || 1200pm #Astan|| & %) ||[EDepartment Store Sal... [ 1200pm

ProductID
Producthame

Ed Microsoft Access

imple Query Wizard

Fd Microsoft Access

which Fields da ywau wank in your query?

o I e A

Tables/Queries

Table: Product Sales 2

Available Fields: Selected Fields:

DepartmentName
QuantitySold

|

< Back I Mext > I Finish |

‘which fields da wou wankt in your query?

‘You can choose From more than one kable or query.

Tables/Cueries

Table: Praduct Sales -

Available Fields: Selected Fields:

ProductID ;I IDepartmentName
=]
=]
=]

< Back I uexw: II Finish |

el |

[Simple Query Wizard ] [ o [simple Guery wizard [ [raura _
Hstat| | @ %) || [ Department Store Sal... [ zoopn #stan || @ [F ) ¥ ||[EDepartment Store Sal . || 1200pm

1 Click Queries in
the Database window.
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B3 Double-click Create
query by using wizard.

B The Simple Query
Wizard appears.

—E] Click [=] in this area to
select the table containing
the fields you want to
include in the query.

E1 Click the table
containing the fields.

—& This area displays
the fields from the
table you selected.

A Double-click each
field you want to
include in the query.

Note: To add all the fields
at once, click [>=1.

—& Each field you select
appears in this area.

—& To remove a field you
accidentally selected,
double-click the field in
this area.

Note: To remove all the fields
at once, click [=].

[ You can add fields
from other tables by
performing steps 3to 5
for each table.

4 Click Next to continue.

CONTINUED }
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THE SIMPLE QUERY WIZARD CONTINUED

f the fields you selected for

a query contain information

that can be calculated, you can
choose to display all the records
or a summary of the records in
the results of the query.

You can calculate values in a
query to summarize information.
The Sum option adds values. The
Avg option calculates the average
value. The Min and Max options
find the smallest or largest value.

F2 Microsoft Access

| Would you like  detai ar summary query?

When you calculate values in

a query, Access groups related
records together. For example,
in a query that contains an
Employee Name field and a
Products Sold field, Access will
group together the records for
each employee to find the total
number of products each
employee sold.

You can have Access count the
number of records used in each

E Microsoft Ag
JE\\e Edit ¥

| e e o

group to perform a calculation.
The count appears as a field in
the query results.

To finish creating a query, you
must name the query. You should
choose a descriptive name that
will help you recognize the query
in the future.

Field

€ Detail (shows svery field of svery record)

Sum  Avg  Min Max Cancel

QuantitySald

F DO

L } & Summary
-

1 | Summarygphuns.‘.t |

¥ Count recards in
Product Sales

\QS

2y

Miciosoft Access

ol Simple Query Wizard

Why didn’t Access summarize my

information properly in the query?

v/ To ensure Access will properly
summarize information, you must
make sure you only include the fields
you need to create the query. Also
make sure you select the field you
want to group the records by first.
Access will group records starting
with the first field and then consider
the data in each of the following
tields.

How can | make changes to a query
I created using the Simple Query
Wizard?

¢/ You can use the Design view to make
changes to any query you create.
You can sort records, add and remove
fields and more. To display the query
in the Design view, see page 481.

Why does another dialog box
appear, asking me how | would
like to group dates in my query?

v/ If one of the fields in your query
stores dates, the Simple Query
Wizard may ask you how you
want to group the dates. You can
choose to group the dates in your
query by the individual date, day,
month, quarter or year.

soft Access

|File Edit Wiew Insert Format Records Tooks Window Help

SS3DDV ONISN

What title do you want for your query?

[Department Sales |

That's all the infarmation the wizard needs ko creats your
query.

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

@ Open the query to view information.

" Modify the query design.

™ Display Help on working with the query?

-RaeRy| i 2edo@ til TR A% @A .

Department Name | Sum Of QuantitySold | Count Of Product Sales

Appliances 1290,

Automobile 1630

Entertainment 1500

Furniture 1340

Outdoor 1820

Cancel < Back I Mext = I Finish | Cancel < Back I Mext = II Einish | Cancel < Back | [dext = |
I record: 1| 4 |[ 1 > [mr+|oF s
|Simple Query wizard | (] [ | [ rple Query Wizard 1 | |Simple Query Wizard o rcm | [ |Datashest View | | [ [ [
Asan| EQH W H [ElDepartment Store Sal._ |<ﬂ:— 1200 PM stan| | & ) H EID epartment Store Sal___ ‘@3 12,00 PM #stat| | @ 3] |J|Depaltment Store Sal... ‘(ﬂ% 12:00 PM HAstat] | @ ) H [EDepartment Store Sales . || Department Sales : ... HQJ% 12:00 P
] Click the way you El click Summary Click the box ([]) for Click OK. {71 Type a name [3 Click Finish to = The results of the ® When you finish
want to display the Options to select how each calculation you want to I8 Click Next for the query. create the query. query appear. working with the query,
information in the query you want to summarize perform ([ ] changes to [\]). io corl1ctinu§X click to close the

the information.

results (O changes to (®).
If you select Detail, skip
to step 13.

%] To display a count for query.
the number of records in
each group, click this option

([] changes to [v/]).

B The Summary
Options dialog box
Note: If this question does appears.

not appear, skip to step 14.
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ou can open a query to

display the results of

the query or change the
design of the query. You can
open a query in the Datasheet
or Design view.

When you open a query in the
Datasheet view, Access runs the
query and displays the results.
This view is similar to the
Datasheet view for tables but

E Microsolt Access

|Fle Edit ¥iew Insert Took Window Help

displays only the information
that meets the criteria or
conditions of the query.

In the Design view, you can
make changes to the structure

CREATE QUERIES

When you have finished
working with a query, you can
close the query to remove it
from your screen. A dialog box
appears if you have not saved
changes you made to the query.

of a query. You can use this
view to tell Access what data
you want to find, where to
find the data and how you
want to display the results.

E Microsoft Access
|File Edit Wew Insert Format Records Tools Window Help

DS SRY s 2| |- s @ ca- 0.

E- B aRY|ime o AU ZHR Y A R EE- 0.

CHANGE VIEW OF QUERY

here are three ways you

can view a query. Each

view allows you to
perform different tasks.

The Design view allows you to
plan your query. You can use
this view to tell Access what
data you want to find, where

Access can find the data and how

you want to display the results.

E Microsoft Access

JEiIe Edit Wiew Insert Format Records Tools ‘Window Help

The Datasheet view allows you
to review the results of a query.
The field names appear across
the top of the window. Each
row shows the information for
a record that meets the criteria
or conditions you specified.

The SQL view displays the SQL
statement for the current query.

Structured Query Language (SQL)

K Microsoft Access

is a computer language. When
you create a query, Access
creates the SQL statement that
describes your query. You do
not need to use this view to
effectively use Access.

|Ele Edit view Insert Query Took Window Help

SS3IDDV ONISN

Design View

= =¥ Products Sold by Company : Select Query Dataghest Yiew "
g8 Outdoor Orders : Database C N StatelP = ProductN S0L SO View I by Company : Select Query
ompany Name atelrovince rocuct Mame Company Name State/Province Product Name Quantity
Reel Fishing CA Tents o
I [Outdoor Sport co Hiking Boot Reel Fishing CA Tents 11
=) utdoor Sports Ll g. OO,S Outdoor Sports CO Hiking Boots 12] Comparryhlam CustomerID
E| Tables Lreate query by using wizard Outer World Fly Tying Kits pow— Bilingddress Productiame
= — Outer World X Fly Tying Kits 7 )
& Celfornia Clients Rod 'n’ Reel Canoe Paddles 4 Reel G c o City Quantity
P products Sold by Company Camping USA Polarized Sungiasses Rod '’ Ree A anoe Paddles 20 StabetiProvin x| UnitPrice
B Forms Ton 5eling Product - e Camping USA MD Polarized Sunglasses 25
=f _10p ~eTng roduts Outside Fun Fishing Rods " —
- Reports - Outside Fun OH Fishing Rods 11
Outdoor Store Life Jackets -
%] Outdoor Store NJ Life Jackets 30, Finid: - -
1 Pages Sports Superstore Portable Stoves Il StateOrProvince ProductName Quantity
- - Sports Superstore NC Portable Stoves 7 Table: | Customers Customers Orders Orders
# Macros National Sporting Goods Compasses National Sporting Goods_| TX Compasses 25 Sork:
- Show
RCCLES American Outdoors Canoe Paddies American Outdoors IN Canoe Paddles 12) Criteria:
* or:
iy [T 1| 8 T Record: 14| [T 1 v [ri[r#]of 10

|Ready 11 rao ] |Datasheet view [ ] e [ |Datasheet view [ 0 rra [ [Ready e [ - I
Astant || € [ ) ¥ | |[FE10utdoor Orders : Dat... ||§ 1200 igfistart| | @& [E] &) % || I 0utdoor Drcers - Datobase |[f0 Products|Sald by Ca... [[ 1200pm fiistan ||| @ [ & ) || [E)0udoor Orders : Database [ Products [ald by Co... & 1200Pm distart| | @ G 2 % || B 0usoor Oiders - Detatese | {7 Praducts Sold by o [ rz00Pm

1 Click Queries in the
Database window to
display a list of the
queries in the database.

1 Click the query you
want to open.

EA Click the view
you want to use.

Click Open to view
the results of the query.

B The query opens. B When you finish
working with the query,
click [x] to close the

query.

H In this example, the
query appears in the
Datasheet view.

—E1 Click [{ in this area
to display the query in
another view.

B The query appears in
the view you selected.

m In this example, the View
button [E£] changes to [E].
You can click the View
button to quickly switch
between the Design ([E])
and Datasheet ([@]) views.

B To change the design
of the query, click Design.
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SET CRITERIA

ou can use criteria to

find specific records in

a database. Criteria are
conditions that identify which
records you want to find. For
examples of criteria you can
use, see page 484.

To set criteria, you must
display the query you want

to change in the Design view.
You can set criteria for the field
you want to use to find specific

icrosoft Access

Edit Wiew Insert Query Tools Window Help

records. For example, you can
set criteria for the State field
to find all the clients who live
in California.

You can use multiple criteria
to find information in the
database. Using the "Or"
condition allows you to find
records that meet at least one
of the criteria you specify. For
example, you can find clients
living in California or Texas.

E Microsoft Access

CREATE QUERIES

You can use the "Or" condition
with one or more fields.

Using the "And" condition
allows you to find records
that meet all of the criteria
you specify. You can use the
"And" condition with one
or more fields. For example,
you can find clients living in
California who bought more
than 500 units of a product.

|Ele Edi Yew Insert Format Records Tools Window Help

BilingAddress
ity

HERkY 4=

s=8 Best Selling Products : Select Query

Company Name
YRece
Outdoor Sports co

State/Province | Product Name | Quantil
CA Tents
Hiking Boots

Rod 'n' Reel GA

Canoe Paddles

National Sporting Goods|TX

Compasses

American Outdoors IN

Canoe Paddles

ield: |CompanyName StateOrProvince ProductName Quanti

: [Clients Clients Orders

Orders

Criteria:

=10

o

|Ready

Record: 14] 4 1 v |mifrk|cof 5

o

iaSlall”J & ) “ (B3 Outdoor Orders : Database ||Besl

elling Products... |[§ 1200pm

—E Click the Criteria area
for the field you want to
use to find specific records.

P Type the criteria and
then press the Enter key.
Access may add quotation
marks (" ") or number
signs (#) to the criteria

you type.

482

Note: For examples of
criteria you can use,
see page 484.

] Click [2] to run
the query.

|patasheet view

stan| | & %) || EA0uidoo iders - Daibese [[{8] Best Selligg Products. .

B The results of the query
appear.

T fwom

[ 1200Pm

H To return to the

Design view, click [&2].

—& |n this example, Access
found customers who have
ordered more than ten units.

S
':Q Can | have Access display only
@ a portion of the records in the

&  results?

records in the results of a query,
you may want to have Access
display only the top or bottom
values in the results. Click the
Sort area for the field you want

to show the top or bottom values.
Click the arrow ([z]) that appears.
Select Ascending to display the
bottom values or Descending to
display the top values. In the Top
Values box on the toolbar, click [=]
and then select the values you want
to display. You can display the top
or bottom 5, 25 or 100 records.
You can also display the top or
bottom 5 or 25 percent.

il Microsoft Access MEE

JEl\a Edit Wiew Insert Query Tools Window Help

v/ When you know there will be many

How do | use the "And" condition
in one field?

v/ In the Criteria area for the field,
enter both criteria separated by the
word "And". For example, to find
records that contain invoice
numbers between 100 and 150,
type >100 And <150 in the Criteria
area of the Invoice Number field.

SS3IDDV ONISN

E Miciosoft Access EEIE

| Ble Edit view Insert Query Tools Window Help

[ERCIEER A - A R

R LR = =F R =

=8 Best Selling Products - Select Query
e

(CustomerID ‘CustomerID
(Cornparghlanm Productilame
Bilingaddress Cuantity
City b LInitPrice

m

Figld: [CompanyName StateOrProvince ProductName Quantity

Table: [Clients Clients Orders Orders
Sart:
Show; Il
Critetia; ="CA"
or ="TX"

[ERCIEER A =R

WE|a - ENEa- D,

£=8 Best Selling Products - Select Query
s

(CustomerID CustomerID
(CornpanyMam Productilame
EBilingAddress (Quantity
City - LinitPrice

4

Field: [CompanyName StateOrProvince ProductName Quantity
Table: [Clients Clients Orders Orders
Sort:
Show: [ [

Criceria: ="Canoe Paddles" |>10
or:

= [ [ mm[ |

stont| | @ [ 24 9 || F0udoor Oiders - Detabse || [F Best Selling Praducts... [ 1z00em

EA Click the "or" area for
the second field and then

USING MULTIPLE
CRITERIA WITH "OR"

F1 Enter the criteria type the second criteria.

for the first field. B In this example, Access

will find customers who live
in California or Texas.

Ready wom| [
Rstan | | & %) || FE10udoo: Diders Database |[{ERBest Sefling Products... || 1200

Click the Criteria area
for the second field and then

USING MULTIPLE
CRITERIA WITH "AND"

1 Enter the criteria type the second criteria.

for the first field. ® In this example, Access

will find customers who
have ordered canoe paddles
and purchased more than
ten units.
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EXAMPLES OF CRITERIA

Exact matches

Not equal to

=100 oo Finds the number 100. <e1010) LEHLERLELLCEM Finds numbers not equal to 100.
=California ....... Finds California. <>California ..... Finds text not equal to California.
=1/5/99 ............ Finds the date 5-Jan-99. <>1/5/99 .......... Finds dates not on 5-Jan-99.
Less than Empty fields
<100 e Finds numbers less than 100. ey RS Finds records that do not
<N e Finds text starting with the contain data in the field.

letters A to M. Is Not Null ...... Finds records that contain
<1/5/99 ...coeucne. Finds dates before 5-Jan-99. data in the field.

Less than or equal to

Find list of items

<=100 eeerueeunn.n. Finds numbers less than or | KOOI ... ... Finds the numbers 100
equal to 100. and 101.
<=N corrreeeerreenn. Finds the letter N and text In (California,CA) .......... Finds California and CA.
starting with the letters A to M. In (#1/5/99# #1/6/994#) ... Finds the dates 5-Jan-99
<=1/5/99 .ccoeuet Finds dates before and on and 6-Jan-99.
5-Jan-99.
Between...And...
Between 100 And 200 .... Finds numbers from
100 to 200.
. Finds numbers greater than 100. Between A And D .......... Finds the letter D and
Finds text starting with the text starting with the
letters N to Z. letters A to C.
>1/5/99 ............ Finds dates after 5-Jan-99. Between 1/5/99 .............. Finds dates on and
And 1/15/99 between 5-Jan-99 and
15-Jan-99.

Greater than or equal to

>=100 .ceceennenn Finds numbers greater than or
equal to 100.

>=N v Finds the letter N and text
starting with the letters N to Z.

>=1/5/99 .......... Finds dates on and after
5-Jan-99.

Wildcards

484

The asterisk (*) wildcard represents one or more
characters. The question mark (?) wildcard
represents a single character.

ILikE 97 Ao Finds text starting with Br, such
as Brenda or Brown.

ILilk@ S Finds text containing ar, such as
Arnold or Marc.

Like Wend? ........ Finds 5 letter words starting with

Wend, such as Wendi or Wendy.

SORT THE QUERY RESULTS

ou can sort the results of

i a query to better organize
the results. This can help

you find information of interest

more quickly.

The results of a query can

be sorted in ascending or
descending order. Sorting in
ascending order sorts text in
alphabetical order from A to Z
and sorts numbers from

E2 Microsoft Access

JEI|E Edit Yiew Insert Query Toals Window Help

smallest to largest. When you
sort in descending order, the
opposite occurs.

You can choose not to sort the
results of a query. If you do not
sort the results, Access displays
the results in the order they are
found.

You can sort by one or more
fields. When you sort by more

[ Microsoft Access

JElIe Edit Yiew Insert Format Records Tools ‘Wwindow Help

than one field, you must place
the fields in the order you
want to perform the sort.
Access sorts the records in
the far left field first.

You cannot sort a field that
has a Hyperlink, Memo or
OLE Object data type.

SS3IDDV ONISN

BE-dEEY|)s=aso(d-]!

il BlaRy|ime o @ i ay Alpxr @A o,

4

[ oiing Uit Query - sclectauey | [t waiing Lot ey setectauey T
= Mailing List ID| First Name | Last Name
0 = Stumple
Malingl it Muir AK
Fisthiame 10|Pete Phillips AK
LastMame
pddress 7| } 16(Mel Lang CA
= 18[Will Jones CA
B 7|Diana Appleton  [CA
— - = 19|Angel Granger DC
: MailingListiD FirstName LastName State
: [Mailing List Mailing List Mailing List J?an 23|Jenn Daley FL
oo . = 17|Nadine Woods FL
Criteria; Descending 28|Greg Ping FL
e not sorted 24|Catherine  |Greer 1A
| 6[Richard Coughlin IL
I _’ILI [ [Marilvn Freckleton [MN
~|

25
Record: 14 4 1 b | vt es] of 25

=l

|Readhy

Datasheet View

) B

#histan || @ [T @) % || AINothwood Chess Chib: 0| [EiMailing List Query - 5.

|| 1200pm

—El Click the Sort area
for the field you want to
use to sort the results of
the query. An arrow ([=])
appears.

1 Click the arrow ([=]).

K] Click the way you
want to sort the data.

1 Click [*] to run the
query.

by state.

i Stant H E@H D “ [ Northwoad Chess Club: .. | [ Mailing [List Query - §...

B The records appear
in the new order. In this
example, the records
are sorted alphabetically

] B

[ o[

|| 1200pm

H To return to the

Design view, click [E].
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CHAPTER

CREATE QUERIES

PERFORM CALCULATIONS

ou can perform calculations
Y on records in a database.
You can then review and
analyze the results.

In a blank field, you can type a
name for the field that will display
the results of the calculation,
followed by an expression. An
expression tells Access which
items to use in the calculation. An
expression also contains operators
that tell Access to multiply (*),

rosoft Access

add (+), subtract (-), divide (/) or
raise values to a power (*).

To enter a field name in an
expression, type the field name

in square brackets. For example,
type [Quantity]*[Cost] to
multiply the Quantity field by the
Cost field. Make sure you type the
field names exactly.

If the same field name is found in
more than one table, type the table

E Microsoft Access

le Edit View Insert Query Tools Window Help

name in square brackets followed
by a period (.) and the field name
in square brackets. For example,
type [Products].[Quantity] to
ensure Access uses the Quantity
field in the Products table.

The results of a calculation are
not stored in the database. If you
run the query again, Access will
use the most current data in the
database to perform the
calculation.

HEhy| e o@- | %=

= Sales Query : Select Query

[ T
Field: [Product |Unit Price Quanti
Table: [Sales Sales Sales

Total Price:

i i
|Unit Price |Quantity

r
i [Product
Table: [Sales

Sart:

Sort:

Show:

[Sales Igales

Showe

Criteria:
o

[ [}

Criteria;
aor!

|Ready

I | eady

iaSlall”J & 7w “ [ Sporting Goods : Database ||Sa|e

Query : Select ...

||§ 1200pm

#stan ||| € [ ] ¥ || Eispoting Goods - Dalabase [ Sales Query - Select .

T o
[ 1200Pm

I:QS

How can I display an entire
expression?

&  / An expression you type may be
too long to fit in the Field area. To
display the entire expression, click
the cell containing the expression
and then press the Shift+F2 keys.
The Zoom dialog box appears,
displaying the entire expression.
You can edit an expression in the
Zoom dialog box.

Can | change the format of
calculated information?

¢/ You can change the way calculated

information appears in the query
results. In the Design view, click
anywhere in the calculated field.
Click the Properties button ([&]) and
then select the Format area. Click
the arrow ([=]) that appears and then
select the format you want to use.

] Microsoft Access
Edit Wiew Insert Query Tools Window Help

What types of expressions can
I use?

¢/ Here are some examples of
expressions you can use.

Inventory Value: [Price]*[Quantity]
Total Price: [Cost]+[Profit]
New Price: [Price]-[Discount]

Item Cost: [Price of Case]/[Items]

[ Miciosolt Access

Edit Wisw Insert Format Records Tools Window Help

SS3IDDV ONISN

I T —
Field: [Product [Unit Price Quantity intity][Unit Price] =] =
Table: [Sales ’S»ales Sales
Sart:

Show: I ]

Criteriat

or:

HESLYV iBbEY o @

4 Sales Query - Select Query
Unit Price
Rod/Reel Combos $29.99
[Tents $65.25
Hiking Boots $45.00
Fly Tying Kits $99.99
Sleeping Bags $40.00
| |Canoe Paddles $25.00
ICompasses $15.00
Survival Kits $19.99
Bugspray $4.99
Polarized Sungl $14.99

Total Price
$1,499.50
$1,631.25
$900.00
$2,499.75
$1,400.00
$1,000.00
$1,125.00
$799.60
$499.00
$674.55

*
record: 1e] 4 | 1 |rir#] of 10

Ready ]
#sten] | @ [© A D || Fsponing Gonds Databacs [ Sales fluer - Select ..

E Click the Field
area in the first
empty column.

El pisplay the query
you want to change
in the Design view.
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= 3] Type a name for the field
that will display the results
of the calculation, followed
by a colon (). Then press
the Spacebar to leave a
blank space.

—1 Type an expression
that describes the
calculation you want to
perform. In this example,
type the expression
[Quantity]*[Unit Price].

B click [*] to run

the query.

e | | atasheet View e T
[ 1z00em Jstan ||| @ [ & & || A5poting Goods  Datsbase ||$5;,,|Ear Query - Seloct . T eo0y

H To return to the
Design view, click [E£].

B The result of the
calculation for each
record appears.

—@ This area displays

the field name you
typed in step 3.
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CHAPTER

SUMMARIZE DATA

ou can summarize the
Y information in a database

to help you analyze the
information.

You can divide records into groups

To group records, you must display
the Total row. The words "Group
By" automatically appear in each
field in the Total row. You can leave
the words "Group By" in the field
you want Access to use to group

CREATE QUERIES

The Sum option adds the values.
The Avg option calculates the
average value. You can use the Min
or Max option to find the smallest
or largest value. The Count option
calculates the number of values,

I:QS

=

Can | use more than one field to
group records?

¢/ You can group records using more

than one field. For example, you can
use the Company and Product fields
to group the records and the Quantity
Ordered field to summarize the data.
This lets you display the total amount

of each product purchased by each

Can | limit the records that appear

in the results?

¢ You can summarize all the records
in a query but show only some of
the records in the results. For
example, you may want to display

only the companies who had orders
totaling more than $100.00. In the

Criteria area of the field you are

SS3IDDV ONISN

and summarize the information for
each group. For example, you can
summarize information grouped by

company. Access groups records using
fields from left to right. In the Design
view, place each field in the order you

the records. In the other field, you
can specify the calculation you

summarizing, type the criteria you

excluding empty records. You can 11, ‘
want to limit the records that will be

use the StDev (standard deviation)

date to determine the number of
orders for each day.

want to perform on the group

to summarize the information.

Access provides several

or Var (variance) option to perform
statistical functions. You can use
the First or Last option to find the
value of the first or last record.

want to group the records.

shown in the results. For examples

of criteria, see page 484.

calculations you can perform.

K Microsoft Access MEE

dit Yiew Insert Query TIoals Window Help

El Microsoft Access MEIE

le Edit Yiew Insert Query Tools window Help

@B ¥|imas|s]E-] ! %]

= Products Sold by Company : Select Query

Microsoft Access
| il Edit wiew Insert Query Took tindow Help

B |y tbms o8-

E Microsolt Access

Edit Wiew Insert Format Records Tools Window Help

HEI YR Al BaE- 0.

===

gl ;=% Products Sold by Company - Select Quesy
Company Name | SumOfQuantity
Besl Fit Shoes

Fast Track Footwear,
Quantity

Company Heel and Toe
OrderDate Leather Soles
| Made for Walking
[The Shoe Store
ield: [Company Name Quantity ICompany Name Quantity Field: ‘Com any Name f uanti Treat TOI’ the Feet
: lorders Orders Table: [Orders Table: [Orders Orders ictor's Footwear
 [Group By Group By Terah [Group By > Tatal: [Group B
T Sort! Group B! - Sort: 1
Show: 0 0 Show: i
Criteria; Avg Criteriat
or! Min | or:
A1 Max Record: 14 4 |[ T b [rrs]of 8
Count
[ I (]
Var |
Ready T [ km[ [ Ready T Ready T ] [Patasheet View o B 1
#stan]|| @ 5 4 ) || Febe’s Shoe Factoy: Data. | [ Produsts Spid by Co... ||g 1200pm Hstan| | & %) || [E1abe's Shae Factoy : Data..|[{E2 Pibducts Sold by Co... @ 1z00pm Astart | | & %) || FEabe's Shoe Factory - Dota.. | [ Products Sold by Co... 4 1200pM Astan | | & %) || FE1Abe's Shoe Facloy - Deta. | [l Prdducts Sald by Co... || 1200pm
El Create a query that ® The Total row —E] Click the Total area E Click the calculation

[ Click [¥] to run

the query.

— Access will use the field
that displays "Group By" to
group the records.

B The results of the
calculations appear. In
this example, Access
calculates the sum of
products purchased by
each company.

H To return to the

includes the field you Design view, click [E].

want to use to group the
records and the field you
want to summarize.

1 Click [Z] to display

the Total row.

appears. for the field you want to
summarize. An arrow ([=])

appears.

1 Click the arrow ([=])
to display a list of
calculations you can
perform on the field.

you want to perform.

Note: You can repeat
step 2 at any time to
remove the Total row.
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CHAPTER CREATE REPORTS

CREATE A REPORT USING

THE REPORT WIZARD

ou can use the Report

Wizard to help you create

a professionally designed
report that summarizes the data
from a table. The Report Wizard
asks you a series of questions
and then creates a report based
on your answers.

You can choose the table
containing the fields you want
to include in the report. After

E Microsolt Access

| Bl Edit wiew Insert Toos Window Help

you choose a table, you can select  data together. If you choose

the fields you want to include. to group related data together,
For example, in a report that will Access automatically places the
display monthly sales, you may data in the appropriate sections
want to select the Date, Product, in the report. For example, you
Unit Price and Quantity Sold can group data by the Date field
fields. A report can include all or to have Access place all the sales
only some of the fields in a table. for the same month together.

The Report Wizard can help you
organize the data that will appear
in the report by grouping related

E Microsoft Access

JF\\e Edit View Insert Ioals Window Help

DeEHERy|seas ||k &

g8 Store Inventory - Database

[& preview [ Design i Hew ‘ x | 2

@ . BHEERY (IR0 |- |E- k=5 a-

Ghjects [#1]  Create report in Design view

= Tables Create report by using wizard

a8 Queries
E| Forms
i~ Reports
s
# Macros

7 Modules

E3 Favorites

B

Repont Wizard
hich Fields dao you want on your repart?
l . ¥ou can choose From more than one kable or query.
Tables/Queries
Table: Custamers 'I
Table: Customers
Table: Order Deta\ls Selected Fields:
ITahIe Product Invenkory
e
BilingAddress
Ciky
StateOrProvince .
PostalCode
Cancel | = Back | N =x Finish

[Ready o m| [ [Report Wizard I T

iaﬁlﬂ“”J & ) “ [EStore Inventory : Dat... |qj§ 12:00 PM iﬂﬂalllu & " H [EiStore Inventary - Dat.__ ‘ < 1200PM
1 Click Reports in the E Double-click Create ® The Report Wizard 1 Click the table

Database window. report by using wizard. appears. containing the fields.

490

E] Click [=] in this area to
select the table containing
the fields you want to
include in the report.

':? Can | specify how | want Access to

group data in my report?

v/ After you select the field you want
to use to group related data, you can
click the Grouping Options button
to specify how you want Access to
group the data. In the Grouping
intervals area, click [x] and then
select the way you want to group
the data. The available options
depend on the type of field you
selected. For example, you can
group data in a Date field by day,
month or year.

& )w

Ed Microsoft Access

JEi\e Edit View Insert Tools MWindow Help

Can | create a report based on more
than one table?

v/ Yes. Relationships must exist between
the tables you use. For information
on relationships, see page 442. To create
the report, perform steps 1 to 5 below
and then repeat steps 3 to 5 until you
have chosen all the tables and fields
you want to include. Then click Next.
If the Report Wizard asks how you
want to view your data, click the fields
in the area below the question until
the preview area displays the view
you want to use. Then perform steps
6 to 25 to finish creating the report.

SS3IDDV ONISN

Ed Microsoft Access

JEiIe Edit Wiew Insert Tools Window Help

EIEE AR

Report Wizard

Wihich fields do you want on your report?
%/ You can choose From mare than ane tabls or query.

TablesfQueries

-|E2-a =8 -

Table: Payment Information

Available Fields: Selected Fields:

Company Name
Payment Amounk
Notes

Cancel = Back I [ext >|f il Einish |

HEBY|aRs| o |¥-|5k-|k]ESa-

Do you want bo add any grouping
lewvels?

|Payment Date by Month ‘

[Company Hame, Payment Amourt,

Payment Date
Company Name

Payment Amount

[
Payment Date - }
|
Priority
|

Grouping Qptions ... |

Cancel | < Barl I Mext = ; I Einish
™

[Report Wizard T |

|Report Wizard

T T mom

#Astart] | & %) ||[Estore Inventory - Dat|. [|g 1200pu HAstan| | & %) ||[Estore Inventory - Dat._. ||§ 1200pm
—& This area displays —m Each field you select 4 To group related B This area displays how

the fields from the appears in this area. data together in the Access will group the data.

. ) report, double-click . .

table you selected = To remove a field you thg field you want to ] Click Next to continue.
3 Double-click each accidentally selected, use 1o group the data

field you want to double-click the field in '

include in the report. this area.

Note: To add all the fields 3 Click Next to continue.

at once, click [==1.

CONTINUED }
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CHAPTER CREATE REPORTS
':? Why isn’t the Summary Options Is there a faster way to create a
button displayed? report?
< R E A I E A RE PO R I l 'SI N G ¥  The Summary Options button will not ¢ You can use an AutoReport to quickly
be displayed if you did not include any create a report based on one table S
fields that store numbers in the report. in your database. In the Database Z
I H E RE PO R I WI Z ARD CO NTI N U ED The button will also not be displayed window, select Reports and then 2
if you did not choose to group related click New. Choose the Columnar or 0
data together in your report. For Tabular AutoReport style. Click [*] a
ou can sort the records in You can sort records in ascending  the records and the calculated 1nformatlofr3180n grouping related data, a}llld _seflect the tal;le tﬁat will supﬁly ]
Y a report to better organize or descending order. When you summary for each group of see page 488. Eh‘zll(nooémauon or the report. Then
the records. The Report sort in ascending order, text is records or just the calculated . '
. . Lo What calculations can | perform
Wizard lets you select the fields sorted from A to Z and numbers summaries in the report. on the data in my report?
you want to use to sort the are sorted from 1 to 9. When ) v A for ral caleulation
records. For example, you can you sort in descending order, You can also choose to display ycfliegaslnopf:rfosrir\;e'I?hecassrlnao;tisn
alphabetically sort records by the opposite occurs. the percentage of the total that adds values. The Avg option calculates
the Last Name field. If the same ' each group represents. For the average value. The Min and
data appears more than once You can perform calculations to example, in a database that Max options find the smallest or
in the field, you can sort by a summarize the data in a report. stores sales information, you largest value.
second field. such as First Name When you perform calculations, can calculate the percent of
> N . .
you can have Access display all total sales for each region.
K2 Microsoft Access K Microsoft Access ;Iilﬂ K Microsoft Access Fd Microsoft Access NEE
JEile Edit Wiew Insert Tools Window Help JF\‘E Edit View Insert Tools Window Help JFne Edit View Insert Tools Window He\p Jale Edit view Insert Tooks Window Help
DEW B[ eRs|o %8B |n e JDE'F”@@\W%\E@W RN |0 @ H - Er DFHShv|iae ok b n s =m0,
B o summary values wouid you lhe calciated?
What sark arder and summary information do ywou want for detail records? What sort order and summary information do you want For detail records? = - - t ]- What sort order and summary information do you want for detail records?
o Fisld Sum  Avg  Min  Max Cancel
e o cemenig e 105 I KT | s g Paymert Arourt Foco | e e ey e
1| dl ICompany Mame J J & Detail and Summary 1 ICumpany Mame: d &l
(Mone) 1z 3 4 £ Summary Only
2 fPevment Ameunt } 3 : — L o e }
e o “f S e N
o M : . — T oA
ey gotors .. = [y o |
Cancel | < Back I Mext > Einish | Cancel | < Back I Next = I Einish Cancel | < Back I— [ext = I Einish | Cancel || < Back I Mext = : I Finish |
xport Wizard [ [ o[ xDort Wizard I | At e l?purt wizard | I e | raum | | |Report izard I 1Ll [ [um | |
Hstan| | & %) | |[Eistore Inventory - Dat... ||§ 1200pm dhstat| | & %) || [EStore Inventary - Dat... [ 1200pM st | @ [ A 2 ||[Bstore nventow - Dat... € r200pm st | @ B 4 9 ||[EStare nventory - Dat... g 1200pm
To sort the records i Click this button until To sort by a second Note: If Summary Options is Click the box ([]) for & To display the Click Next to continue. B You can click Back
in the report, click [x] it appears the way you field, repeat steps 9 to 11 not displayed, skip to step 18. each calculation you want to percentage of the at any time to return
in this area. want to sort the records. in this area. ® The S Oni perform (] changes to [/]). total that each to a previous step and
) , - . e summary Lplions . . . group represents, change your answers.
T Click the field you SortAto Z,1t0 9 {E] To show calculations dialog box appears. LI Click an option to specify click this option
want to use to sort . in the report, click if you want to show all
' changes to .
the records. SortZt A 9101 Summary Options. the records and summary o g W)
information or just the T Click OK. CONTINUED }

summary (O changes to ®).
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CHAPTER

CREATE REPORTS

CREATE A REPORT USING

THE REPORT WIZARD CcONTINUED

ou can choose between Columnar, Tabular and Justified
Y several layouts for a report. layouts are available.
The layout you choose
determines the arrangement of

data in the report.

You can specify the page
orientation of the printed report.
The portrait orientation prints

data across the short side of a page.
The landscape orientation prints
data across the long side of a page.

The available layouts depend on
the options you previously selected
for the report. If you chose to
group related data, the Stepped,
Block, Outline and Align Left
layouts are available. If you chose
not to group related data, the

You can choose a style for the
report, such as Casual, Corporate
or Formal. Most styles use colors

K2 Microsoft Access Ed Microsoft Access

JElIe Edit Yiew Insert Tools ‘Wwindow Help

Jﬁ\e Edit View Insert Toals Window Help

and patterns to enhance the
appearance of a report.

The Report Wizard asks you to
name your report. The name you
select will appear in the Reports
area of the Database window.

The report appears in a window
on your screen. If the report
consists of more than one page,
you can move through the pages
in the report.

INEIES

7).

NEEIEEY AR IR

Report Wizard

EREEIEEEE

How would you ke ta lay out your report? What style would you like?

apags.

D HERY|iERs|o|%- 6@ |4E| a0,

[layout | [ Qrientation —
& Stepped & Portrait
RREXRRK
KERK_RRKE_RRKE KNER KKK " Block C Landscape
A € Outline 1 B KRKX RKXK
HEEHE KHEEE HHEEE r-u A. HEKRN XX
sy Outline 2
HEKKE
WK AR B  lign Left 1 Title
AXANX XNXHE HAXAX r-u
e Align Left 2
Jrmpa————
HEEHE RHEHE HHEME 7
HAHKA HHARN KEHHN Lahel abave Detail
- Control from Detail
¥ Adjust the Fisld width so 2l fields fit on

Bold
Casual
Compack

Corporate

Formal
Sioft Gray

Cancel < Back I Next>: || Finish J

Cancel | < Back I [ext >: iI Einish |

rpm T 1 1 b rm Weard (5 [ v o o
gstan|| @ B 4 9 ||[EStare nventory - Dat... ||g 1z00pm hstan| | & ) || [Eistore Inventary - Dat... | 1z00pm

B4 Click the page Click the style you
orientation you want to want to use for the
use (Q changes to @®). report.

P31 Click Next to continue.

Click the layout you
want to use for the report

(O changesto ®).

Note: The available layouts
depend on the options you
selected for the report.

—# This area displays
a sample of the style
you selected.

—@ This area displays a sample
of the layout you selected.
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5] Click Next to continue.

A
n

Ty
)

Can | later change the style of
a report?

v Yes. In the Database window, click
Reports. Select the name of the
report you want to change and
then click the Design button. Click
the AutoFormat button ([s]) and
select the style you want to use.
Then click OK.

When viewing my report, how
can | display an entire page on
my screen?

v You can click the Zoom button ([£])
to display the entire page on your
screen. For more information on
changing the magnification of a
page, see page 498.

K Microsoft Access =1=] x|

JEi\e Edit Wiew Insert Tools window Help

How do I print a report?

¢/ When the report is displayed on
your screen, you can click the Print
button ([&]) to print the report.

I changed data in a table | used to
create a report. How do | update
the report?

v/ When you open the report, Access
will automatically gather the most
current data from the table(s) you
used to create the report. Access
will also update the date displayed
in the report.

SS3IDDV ONISN

El Microsoft Access

JEiIe Edit Wiew Tools ‘Window Help

Dy |iees|o|nh- B gle=a- 0.

wWhat title do you want For wour report?

- | rit Information |

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

Do you wank ko preview the report or modify the report's
design?

@ Preview the report,

© Modify the report's design,

™ Display Help on working with the report?

Cancel | < Back | [EXE > |I E\nish; ||
L2y

-8 O D@E@E v - de ¥-|@ia- B

& Papment Information 0] x]

Payment Information

Payment Date by Month
Fobrugry 1909

Compeory Nerme Poyment Amour

American Sporting Goods $300

400

Big Lemoue Inc

Report Wizard o o |
@smn”] & x) |J|5tole Inventory : Dat...

B3 Click Finish to create
the report.

P71 Type a name for
the report.

B A window appears,
displaying the report.

Ski wyiorled $a00
k1| [ _'DI
) I o )
”m ! Slall”J & 7 &) “ [ Store Inventon : Database “ﬂ Payment Information HQJ: 12:00 P
® This area shows the [4] First Page
number of the page .
displayed on the screen. [] Previous Page
—ET If the report contains [*] Next Page
more than one page, D] Last Page

click one of the following
options to display
another page.

Note: If an option is dimmed,
the option is currently not
available.
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CHAPTER

OPEN A REPORT

ou can open a report to
Y display the contents of
the report on your screen.

This allows you to review the
information in the report.

You can open a report in the
Print Preview or Design view.
The Print Preview view allows
you to see how a report will look
when printed. The Design view

E Microsoft Access
| e Edit Wiew Inset Tools indow Help

allows you to change the design
of a report.

When you open a report, Access
gathers the most current data from
the table or query used to create
the report. If the table or query
contains a large amount of data,

it may take a few moments for the
report to appear on your screen.

[ Microsoft Access

|Ele Edit Yew Iools window Help

CREATE REPORTS

When you finish working with a
report, you can close the report
to remove it from your screen.

A dialog box appears if you have
not saved changes you made to
the design of the report, such as
changing the font or size of text.

EEIE

Dl SRY|smr ||k gy &5 0.

g8 Office Products Inc. : Database

@Erev' 17 Desian i@ hiew | * | Bp k-

eI

& Customers

Obts

B Tables
=1 Queries
B Forms

‘ i~ Reports |

Y| Pages

Create report in Design view
Create report by using wizard
Customers|

Order Details

Payment Information

Product Inventary

Customers

-|Q056|P'|’\§EI'|@v

Compeory Neme

[

CHANGE VIEW OF REPORT

here are three ways

you can view a report.

Each view allows you
to perform a different task.

The Design view allows you to
change the layout and design
of a report. The Design view
displays a grid of small, evenly
spaced dots to help you line up
the items in a report. This view
displays information in several

E Microsoft Access

View Tools ‘window Help

sections, such as the report
header and page footer sections.

The Print Preview view allows
you to see how a report will
look when printed. You can

use this view to display all the
pages in the report and examine
how each page will print.

The Layout Preview view allows
you to quickly view the layout

E Microsoft Access

| Ele Edit view Insert For

and style of a report. The
Layout Preview view is only
available when a report is
displayed in the Design view.
The Layout Preview view is
similar to the Print Preview
view, but only allows you to
see a few pages of a report. The
data from the table or query
used to create the report may

SS3IDDV ONISN

not update properly in the
Layout Preview view.

mat Tools ‘Window Help

é p’Em m‘ 100%

g Design View
[& Print Preview k

[P Lot Presiew

- e | W B a

(3. BIEIERNYG

iEes| o R BRE

¥ Report Header

# Macros

Units Prirchased
City
Prodicts Purchased

hiirs:

17

|
|

page: 14| ¢ | T oen| 4

ady

start| | @& & A ¥ ||| 0ffice Products Inc. -...

5

[ T B
|l 1200

Ready ) I T
A Start “ ElfHA Y H [ 0fice Products Inc. - Data .| [ 8 Custpmers H(ﬂ- 1200 PM

Click Reports in the
Database window to
display a list of the
reports in the database.

1 Click the report you
want to open.
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El Click Preview
to view the report.

B The report appears. B When you finish
reviewing the report,
click [ to close the

®m To change the report

design of the report,
click Design.

[Ready

-||Customers
# Page Header
# Detail
Crstomer ID 1 ] g
L1 T
e N fteserine R ——
‘ornpeary Nemz - ¢ Aa abl [
Units Purchased - 2er
s —— ' r
Products Purchased |-hairs . archasEd : o 188 [
it .
g EAE
Page: Ll T v in] 4] JRRN S— 0, =
R B R e [
§ﬂ3tall|“ e :ﬂ f) |J {3 Office Products Inc. :Dala..”ﬂ Cuktomers H@E 12:00 P iﬂﬁlalll” e @ ?j “ {3 Office Praducts Inc. :Dala...”ﬂ Cust¢gmers - Report H(IIE 12:00 P

B In this example, the
report appears in the
Print Preview view.

K1 Click [ in this area
to display the report in
another view.

Note: The available views
depend on the view you
are currently using.

E Click the view you
want to use.

Note: If the view you want
does not appear on the
menu, position the mouse
over the bottom of the menu
to display all the views.

B The report appears in
the view you selected.

® In this example, the
View button [¢] changes
to [&]. You can click the
View button to quickly
switch between the
Design ([&2]) and Print
Preview ([&]) views.
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PREVIEW BEFORE PRINTING

ou can use the Print
Y Preview feature to see
how your tables, queries,
forms and reports will look
when printed. Using the Print
Preview feature can help you
confirm that the printed pages
will appear the way you want.

The Print Preview window
indicates which page you are
currently viewing. If an object

E2 Microsoft Access

JE\Ie Edit Yiew etk Tools Window Help

contains more than one
page, you can easily view
the other pages.

You can magnify an area of a
page. This allows you to view
the area in more detail. When
you magnify a page, Access
displays scroll bars that you
can use to move through the
information on the page.

E Microsoft Access

You can have Access display
several pages in the Print
Preview window at once. This
gives you an overall view of
the pages in an object.

When you have finished using
the Print Preview feature, you
can close the Print Preview
window to return to the
Database window.

JEi\e Edit Wiew Insert Format Records Tools Window Help

g8 Customers : Database

B open |of Desion mmew | 2 | 2o G
] e Design - bl 3 o .

B-& Co@@ ~

e REEREE

Create kable in Design wiew
B Tables Create kable by using wizard
Create kable by entering data

e=! Queries

= Order Detalls
~ Reports. Payments

# Macros

Groups

B3 Favorites

[ =
iLSlart"J & ) || [ Customers - Database

l B Customers : Table _ O] x]

)
|<EJ% 12.00 PM

In the Database

) )

|[ = Customers - Table @ 1200pm

window, click the type
of object you want to
preview.

1 Click the object you
want to preview.
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El Click [&] to preview
the object.

B The Print Preview
window appears,
displaying the object as
it will look when printed.

® This area displays [4] First Page

the number of the page .

displayed on the screen. [] Previous Page
1 If the object contains [*] Next Page

more than one page, click [] Last Page

one of the following buttons
to view the other pages.

magnification levels?

¢ Yes. In the Print Preview window,
you can select a new zoom setting
to change the level of magnification.
Click [] in the Zoom area and then
select the zoom setting you want to
use. By default, Access displays an
object in the Fit zoom setting. This
zoom setting allows Access to use
the magnification level that best
fits the currently displayed page(s).

Can | print directly from the
Print Preview window?

v/ To print an object directly from
the Print Preview window, click

the Print button ([&]).

H Microsolt Access
| il Edit ¥iew Inset Format Rerords Tooks tindow Help

Can | preview an object at different

How can I quickly display two
pages of an object in the Print
Preview window?

v/ To quickly display two pages,
click the Two Pages button ([@]). 4

How do | preview only one page

of an object after displaying

multiple pages?

v/ To preview one page of an object,
click the One Page button ([@])

in the Print Preview window.

SS3IDDV ONISN

E Microsolt Access

|Fie Edit Wew Insert Formob Rerords Tooks Window Help

B-% P@@B r  -lde B @E- @,

B Customers : Table

Page: 14] 4 T n

E - A PREEREE

0 [=] £
Customers B
2x2 Pag

Customer ID|Company Name| Billing Address City J

Ski World 255 Linton Ave. |New York
Big League Inc. |423 Idon Dr. Nashville
Varsity Supply |32 Buzzard St. _|Boston
Stadium Sports  [54 Arnold Cres. |Jacksonvi
Risky Wheelz 23 Bizzo Cres. |[New York
Surfers' Apparel [62 Cracker Ave. |San Diegc
Indoor Sports 4 Overly Rd. Beverly Hi
Spokes 'n' Stuff [22 Heldon St. | Atlanta
Waveriders Inc. |57 Crosby Ave. |Las Vegas

QO [N |B|W N |-

Page: 14| [ 1 v lm| 4] | »

[ready T T o Ready [
Astart | | & %) || EiCustomers Datohase | Cusfomers : Table |l 1200 il stan ||| @& %) || I Customers - Database || 83 Customess : Table || 1200Pm

MAGNIFY A PAGE E3 Click the area to

—E1 Position the mouse [} magnify the area.

over the area of the page
you want to magnify

(% changes to |).

®m To once again display
the entire page, click
anywhere on the page.

DISPLAY MULTIPLE PAGES

CLOSE PRINT PREVIEW

—El Click [E] to display

multiple pages.

] Drag the mouse &}

Click Close to close
the Print Preview window.

down and to the right until
you select the number of
pages you want to display.
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CHAPTER PRINT

PRINT INFORMATION

ou can produce a paper copy

of a table, query, form or

report. A paper copy is
often referred to as a hard copy.

Before printing, make sure your
printer is turned on and contains
an adequate supply of paper.

You can choose the information

you want to print. Access allows

El Microsoft Access

JElIe Edit Wiew Insert Tools window Help

you to print all the records,
specific pages or specific records.
Printing only specific records saves
you from printing information you
do not want to review. To print
only specific records, you must
select the records before you begin.

If the current printer settings suit
your needs, you can use the Print

E Microsoft Access

button (&]) to quickly print all
the records without displaying
the Print dialog box.

When you print a table or query,
Access prints the title, date and
page number on each page. This
information can help you organize
the printed data.

DEdsby|smes| -, |5k & =a- 6. M Eve Gl

g Customers : Database

Open [ Design Zew | % | %o
O Desigr R B .

Objects Create kable in Design view
& Tables Create table by using wizard

. 1] _create tabls by entering data
= Queries = 9

=) Forms Inwentory
- Reports Payrnent Information
‘3 Pages

Macros

Modules

Groups

E2 Favorites

Ready I o |

iﬂStaﬂ”J & A w Hll:uslnmels : Database

File |Edit Yiew Insert Format Records Tooks Window Help
AR e - =k - R
= pen... CtrHo
Get External Data 3 E
Jose ESS City Products Purchased [Date of Purchase/ ~
& save rhs 'S Los Angeles |Cutlery and dishes 1/12/99
Save fis,., hop Boston Tables and chairs 12/20/99
Export... taurant | St. Paul Table decorations 1/3/99
Page Setup... St. Louis __ |Cutlery 1/16/99
Print Preview bd Inc. |Tampa Dishes 2/12/99
Elr Sllcady  [Fort Worth  |Menus 11/24/99
— Diner |Hartford Cutlery and dishes 11/10/99
- ) hen New York  |Menus 12/12/99
\atabase Properties - —

_ Washington [Restaurant furniture 12/19/99
=i ugh  |Phoenix Kitchen supplies 10/29/99
B Er=s Food  |Raleigh Menus and dishes 9/15/99
3 Stare Inventory — - "

Cuisine |San Jose _[Kitchen supplies 12/15/99
4 Music CD Collection -

St —— ][ Dallas Table decorations 10/24/99 ]

Ezit 1k | res| of 17
[Datasheet view 1 [ — | o [
|[@ z00rm ifstart| | @& [ &4 ) || iCustomers Datobase | Customers|f Table || 1200 Pm

K1 In the Database
window, click the type of
object you want to print.

3 Double-click the
object you want to print.

B The object opens.

page 408.
—E]1 Click File.

m |f more than one record
appears on your screen
and you only want to print
a few records, select the
records you want to print.
To select records, see

E1 Click Print.

® The Print dialog
box appears.

S

S Can | specify the printer | want
to use to print information?

€  If you have more than one printer
installed on your computer, you can
select the printer you want to use.
This is useful when you use different
printers to print different types of
information. For example, you may
want to use a color printer to print
forms and a black-and-white printer
to print tables. In the Print dialog
box, click the Name area and then
select the printer you want to use.

Can | print multiple copies?

¢/ Yes. In the Print dialog box,
double-click the Number of Copies
area and then type the number of
copies you want to print.

SS3IDDV ONISN

Can | prevent Access from printing
the title, date and page number
when | print tables and queries?

v/ Yes. In the Print dialog box, select
the Setup button. On the Margins
tab, click the Print Headings
option (V] changes to [ D and
then click OK.

I Microsoft Access &)X E Microsoft Access
J Elle Edit View I[nsert Format Records Tools Window Help J File Edit Wiew Insert Format Records Tools wWindow Help
k-8 SRY tmEy oA HHTE (Al Ba- 0. - RBlaay imey o @5i YE (MR ma- 0.
N
Print 2] =10] x| £ Customers : Table 9 [=] |
ID ~Printer Purchase|+ | | Business City Products Purchased |Date of Purchase|~
Pl 1HUN e [} Laseraer s =] Propaties 1/12/99 ILd| Hungry Pete's Los Angeles|Cutlery and dishes 1/12/99
2The . it orinters R 12/20/99 2[The Meat Shop Boston Tables and chairs 12/20/99
3|Porl ?tﬂt:s' zs f:;':]':::;;aa Y 1/3/99 3|Porky's Restaurant [St. Paul Table decorations 1/3/99
avr: | o T 1/16/99 4|Mr. Steak St. Louis __|Cutlery 1/16/99
5Hea | commere: I Frint o Fle 2/12/99 5|Healthy Food Inc. | Tampa Dishes 2/12/99
6/Sup - 11/24/99 6|Supper's Ready Fort Worth |Menus 11/24/99
7|The -Prink Rangs Copies 11/10/99 7[The Friendly Diner |Hartford Cutlery and dishes 11/10/99
8Hen | |& ul Number of Copies: 1= 12/12/99 8|Henry's Kitchen  |New York [Menus 12/12/99
9Jay' I o, om] | =] 12/19/99 9Jay's Diner Washington |Restaurant furniture 12/19/99
10|Fee s a‘ges d_mm = - I W collate || 10/29/99 10|Feeding Trough Phoenix Kitchen supplies 10/29/99
11 |Lee’ (& | 9/15/99 11|Lee's Fast Food  |Raleigh Menus and dishes 9/15/99
12|Veg 12/15/99 12|Vegetarian Cuisine [San Jose __|Kitchen supplies 12/15/99
13The 2= | o _ceneel | 0124100 =] 13[The Hot Gril Dallas Table decorations 10/24/99|.|
Record: 14| 4T T _FIFFFor T = Recard: 14| < | T v e |re] of 17
[Datasheet view | I wum | [Datashest view: 1 | om |
;ﬁsmnl“ E0=A D H [E Customers : Database || Customers : Table H(ﬁ- 12,00 PM A Start “ E8=A D |J [ Customers - Datahase |||:ustome;s; Table H(ﬁ- 12.00 PM

[ Click the print
option you want to use

(O changesto ®).

—& |f you selected Pages in
step 5, type the number of
the first page you want to
print. Press the Tab key and
then type the number of the
last page you want to print.

3 click OK.

QUICKLY PRINT ALL RECORDS

K1 Click [&] to quickly print
all the records.



CHAPTER PRINT

CREATE MAILING LABELS

ou can create a mailing
i label for every person in

a table. You can use labels

for addressing envelopes and
packages, labeling file folders
and creating name tags.

The Label Wizard asks you a
series of questions and then
creates labels based on your
answers.

You can choose the table
that contains the names and

& Microsoft Access

JE\Ie dit View Insert Tools Window Help

addresses you want to appear
on the labels.

There are two types of labels
you can use-sheet feed and
continuous. Sheet feed labels
are individual sheets of labels.
Continuous labels are connected
sheets of labels, with holes
punched along each side. You
can consult the manual that
came with your printer to
determine which type of labels
your printer can use.

Fd Miciosoft Access

You can select the label size you
want to use. Check your label
packaging to determine which
label size to select.

The wizard allows you to change
the appearance of the text that
will appear on the labels. You
can choose between various
fonts, sizes, weights and colors.
The text appearance you choose
affects all the text on every label.

| Ble Edit view Insert Tools window Help

DeWsky | smzad|s

g Northwood Chess Club : Database
ﬁ Breview M Desiar
Objects

B Tables

Create'report in Design view|
Create report by using wizard
2! Queries
B Forms
‘ i~ Reports

ages

Macros

Groups

E3 Favorites

@Erewew g Desigr
E Tables
8¢ Queries

BB Forms

-~ Reports

DEHsRy iR o|h- 8- k@ =a- 0.

g Northwood Chess] New Report

)

Design Yiew
Report Wizard

AutoReport: Columnar
AutoReport: Tabular

This wizard creates a report.
ormatted for prinking on

labels,

| Pages
# Macros

Modules

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

Groups

E3 Favorites

Database window.
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B The New Report

dialog

box appears.

P Click [=] in this area
to select the table that
contains the names and
addresses you want to
appear on the labels.

Ready I I ) rﬂv L T )
#hstan| | & %) || [EaNorthwood Chess Clu... |[§ 1200pm dRstat| | @ %) || [BNorthwood Chess Clu... [ 1200pM
1 Click Reports in the E Click New. Click Label Wizard. HE Click the table

you want to use.

[ click OK to
continue.

B The Label Wizard
appears.

the
(4

v

Ed Microsoft Access

JElIe Edit Yiew Insert Tools ‘Window

I cannot find the label size | want in

Label Wizard. What is wrong?

By default, the Label Wizard displays
standard Avery labels. You can display
a list of label sizes for a different
manufacturer. Click [=] in the Filter
by manufacturer area and then select
the manufacturer of the labels you

are using.

How do | specify a custom label size
in the Label Wizard?

Click the Customize button and then
click New. A dialog box appears,
displaying sample labels and areas
where you can enter measurements for
your labels. Enter the measurements
you want to use and then click OK.

Help

How do | change the Text appearance

options in the Label Wizard?

¢/ You can click [=] in the Font name,
Font size or Font weight areas to
display a list of options. You can then
select the option you want to use.
Click [-=] beside the Text color area to
display a list of colors and then select
the color you want to use. To italicize

or underline text, click the appropriate

option ([_] changes to [/]).

I Microsoft Access

| Eile Edt Wew Insert Took Window Help

<
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=181

DeHEELY|imes |- &% E =60,

Label Wizard

Product number:

This wizard creates standard labels or custom labels,

What label size waould you like?

Dimensions: Number across:

5036 234" %2 34" 3
5097 112" x 4" 2
5160 1"z 25/8" 3
5161 1"z 4" 2

Unit of Measure

& English

@ sheetfeed € Continuous

bl Type
 Metric ‘

Filter by manufacturer: [avery

‘ Customize. ..

I™ | Showy custom label sizes

= Back i Mext >E il Einish |

12\

Cancel |

T

abel Wizard
st @ [ ) 9 | |[ENorthwood Chess Ciu...

||t 1200em

DeHZRY|r ey« 8 |nF=a

8.

Label Wizard

sivhat Font and color would you like your text to be?

—Text appearance
Font name: Forlk size:
Ji2 8 I |
Font weight: Tewk calor:
E—l N
™ Italic ™ Underline

canesl || <Back I Next>; II Finish |

[ [

|| 1200w

B This area displays the
available label sizes.

—ml To change the unit of

4 Click the label size
you want to use.

] Click Next to continue.

measure or label type for

the displayed labels,

click

the appropriate option

(O changesto ®).

B This area displays
how the labels will
appear.

—# You ca

—# You can use these
options to change
the appearance of
the text on the labels.

E click Next to continue.

n click Back at

any time to return to a
previous step and change
your answers.

CONTINUED

503
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CHAPTER

PRINT

CREATE MAILING LABELS coNTINUED

he Label Wizard asks

you to select the fields

you want to appear on
the labels. You do not have
to select all the fields from
the table.

name.

The fields you select should
appear in the Label Wizard
in the order and location
that you want them to print
on the labels. Make sure you

add spaces or commas where together.

K2 Microsoft Access ETES|

JE\Ie dit View Insert Tools Window Help

needed, such as a space
between the first and last

You can specify how you

want to sort the labels. Sorting
the labels determines the
order that Access arranges the
labels on a printed sheet. For
example, you may want to sort
mailing labels by city to place
all labels for the same city

You can type a name for the
labels. Access stores the labels
as a report that you can open
as you would open any report.
To open a report, see page 496.

The labels appear on your
screen as they will look when
printed. This allows you to
preview the labels before you
print them.

I Microsoft Access NEE|

| Ble Edit view Insert Tools window Help

NedEhy|iza s a|%-

Label Wizard

B-a|le=sa- 0.

What would you like on your mailing label?

* Construct your label on the right by choosing fields from the left. You may also
- bype texk that you would like ko see on every label right onta the prototype.

Available figlds:

MailingListID
Firsthlame:
LastMame
||l address
City
State

Prototype label: |
{Firsthame} {Lasthame}
{Address)

- I {City}, {State}

{PostalCade}

cancal | | <Back I Next>; II Fish |

tbel Wizard 0 o

start|| | @& B @ %) ||[ENorthwood Chess O |[§ 1200pm

Ddshy|saed| |5 8- k@ =a- 2.

E ‘You can sork your labels by one or mare fields in your database, You might
want ta sort by mare than ane field (such as last name, then first name), or by
just one Field {such as postal cods).

2
Which fields would you like to sort by?
3 g Available fields: Sort by
H
r H MailingListID:
\-—L Firsthame ;I
Lasthame fa
Address _I
City -
2

el | <pack [ meston II Erish

2\

bel wizard I | I =

[{at
i¥sm-t|\] & B & % | |[ENorthwood Chess Clu... [ 1200pM

Double-click each
field you want to appear
on the labels.

B The fields should appear
the same way you want
them to print on the labels.
Make sure you add spaces
and commas where needed.

T Click Next to continue.

—@ Each field you select
appears in this area.
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To sort the labels,
double-click the field
you want to sort by.

® To remove a field you
accidentally selected,
double-click the field in
this area.

—& The field you select
appears in this area.

L {H] Click Next to continue.

I:QS

$ v

v

Ed Microsoft Access

JElIe Edit View Insert Tools ‘Window Help

Can | sort the labels by more than
one field?

Yes. If the first field you are using
to sort the labels contains matching
data, you can sort by a second field.
For example, you may want to sort
by state and then by city. In the
Label Wizard, double-click the first
field you want to sort by and then
double-click the second field you
want to sort by.

How do | print labels | created?

When viewing the labels, click the
Print button ([&]). Before you begin
printing, make sure the printer is
turned on and the labels are in the
printer. For more information on
printing, see page 500.

18] x|

How do | edit labels | created?

v/ To edit labels, you must change
the data in the table you used to
create the labels. For example,
to change the address of a client,
you must change the data in the
table that stores the client’s address.
Changes you make to the data in
the table will automatically appear
in the labels.
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DeEELY|imes| |- &% & =680,

- SO BEB| 0 [ W0 im- @

Label Wizard 15 Mailing List Labels - Report
what name would you like for your report? |
[piiva tist Lebels ] Marty Stumple Glen Muir
That's all the infarmation the wizard nieeds ko create your labels! 99 Grassy St. 200 Maypen Ave.
Anchorage, AK Anchorage, AK
What do you want to do? 99508 99512
% See the labels as they will lnok printed.
" Madiy the label desin.
™ Display Help on working with labels.,
Pete Phillips Mel Lang
cme | <ok | e | [ o ]] 8756 June Blvd. 23 May Dr. -
page: 1| [T 1 o m| 4 [
|Label Wizard [ [rauma | |Ready [ e

#stat] | @ [F ) ¥ | |[EiNorthwood Chess Chu...

|| 1200

) Start H ElH ® “ FEINorthwood Chess Cb: D...|[ 8 Mailing List Labels - ..

||<t 1200em

7 Type a name for
the labels.

3 click Finish to create
the labels.

B A new window opens,
displaying a personalized
label for each person in
the table.




