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Course Overview

This course is designed for users with little or no experience in creating databases. Introductory
concepts for creating and managing a simple database structure are addressed. Participants will learn
skills through instructor facilitated demonstrations and eLearning provided by Accelerate Employee
Development Tools (AEDT). Patrticipants will apply their skills by creating a basic database with
relational tables, select queries for sorting data, a basic form for collecting data and basic reports for
exporting and presenting data.

It's important to point out that this learning program utilizes a blended learning approach. This
participant guide is designed to guide you through key concepts to develop basic database skills. It not
all inclusive manual since skills and understanding are further facilitated by the activities led by the
instructor and eLearning. You will be building a database from scratch and continue to build upon that
database using activities from the previous instructor-led sessions. For the best learning experience,
participants should expect to attend all leader-led sessions, review the guide throughout the program
and complete eLearning requirements as assigned.

Prerequisites

General computer knowledge including keyboarding skills, using the mouse, surfing the web, saving
and retrieving files and navigating Microsoft Windows. General working knowledge of the MS Office
environment (ribbon, menu bars, dialog boxes, etc.) is also helpful.

Recommended Resources

There are several eLearning resources available through Accelerate Employee Development Tools
(AEDT) to supplement this course. The recommended eLearning resources listed below are not
required for this course but are helpful references you can refer to as needed.

« Access 2010 Bible (book)

o Access 2010 24-Hour Trainer (book)
Microsoft Access Data Types (job aid)
Controls in Access Forms (job aid)
Create Validation Rules (video)

Create a Find Duplicates Query (video)
Create and Modify a Select Query (video)
Create a Find Duplicates Query (video)

Course Structure

This course is designed to provide participants with a blended learning experience to include both
instructor-led and eLearning activities.

Instructor-led sessions will consist of discussions and hands-on activities facilitated by an instructor.
Participants will observe demonstrations and review examples. Participants are encouraged to ask
guestions and partake in hands-on activities. All instructor-led sessions are held in the computer lab
located at 5700 Cass Avenue (1700 A/AB) unless otherwise instructed.

eLearning sessions will consist of reviewing and/or completing electronic learning resources provided
by Accelerate Employee Development Tools unless otherwise instructed. eLearning assignments may
include passing assessments or simply reviewing content (video, skillbrief, job aid, etc.). All eLearning

assignments are expected to be completed outside of instructor-led sessions.

Last updated 4/5/2013 Page 2
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Notes about eLearning

Most courses have a pre and posttest that must be completed. These tests may be repeated as much
as needed and the system will record the last grade earned. Grades/Completions may be forwarded to
your manager upon request.

The elLearning courses may be repeated as often as needed for a refresher and need not to be
completed in one sitting; however, you should avoid closing the course window by clicking the red
and use the course’s button to close the course. Using the button will ensure the system
saves your progress and you can begin where you left off when you exited the course.

Technical Assistance

For Accelerate Employee Development Tools logon issues please contact your instructor. For computer
issues please contact your local IT (http://computing.wayne.edu/help/faculty-staff.php). You may wish
to test your browser for eLearning readiness by visiting http://browser.skillport.com/

Last updated 4/5/2013 Page 3
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Getting Started

Welcome to the Microsoft Access 2010 Blended Learning Program. Microsoft Access is the world’s
premier database software. You can use Access to create and edit databases. Some examples include
(but are not limited to) a database of contacts, expenses, household and/or business inventory. If you
have data, you can create a database of that data using Access.

Learning Objectives

This learning program is designed to provide participants with basic Access concepts through
instructor-led and eLearning activities. By the end of this learning program you should be able to:

Determine when to use Excel or Access by identifying key characteristics in a dataset

Compare illustrations to understand an Access database structure

Plan a database structure by analyzing data for specific units of information
Understand common database terms by successfully

Successfully open, save and close an Access database

Use the Access 2010 interface to manipulate database objects as needed
Create a table for each unit of information

Understand data types and input masks by reviewing and applying them to a table
Troubleshoot issues using the Access Help feature

Import external data using an existing Excel spreadsheet

Set primary keys by identifying unique fields and data

Establish table relationships using the Lookup Wizard

Use a set a table, form or query object to add, edit, delete and search for records
Create Form using the Form Wizard

Understand commonly used control types by applying controls to an existing Form
Format Forms by applying Themes and inserting a logo

Create a Query using the Query Wizard

Filter records in a Query by specifying criteria and setting parameters

Run a Query using various executing options

Create a Report using the Report wizard

Run a report using an existing database object

Create report labels from a database object for correspondence

Format Reports by applying Themes and inserting a logo

Print a database object using Access Backstage

Email a database object using Access Backstage

Back up the database using Access Backstage

Successfully build a database from scratch

Successfully complete all eLearning courses as assigned

Last updated 4/5/2013
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Planning a Database

In just about any event, taking the time to plan is extremely helpful and prevents you from wasting time
and going back to fix things later. As your database grows you will be able to better manage it
assuming it was clearly constructed from the beginning. When you make changes to your database
structure after it already contains hundreds of records you could inadvertently create orphaned records
and unorganized data.

Why not Excel?

Excel is powerful but it's not a database management system. It's meant to store units of information or
unrelated lists. For example, if you want to store your customer’s information and all the orders they
placed you would most likely want the customer’s first and last name, address, city, state and zip,
telephone number, email address, in addition to what item they ordered which you would then need the
order date, item number, description, how many were ordered and when it was shipped. You could
create more than one spreadsheet but you would have challenges trying to bring that data back
together again for a report or merely to sort.

If you're attempting to use multiple tables in Excel with related information and want to sort the data or
run sophisticated calculations with only the information you want it starts to get complicated. Excel
simply doesn’t save the sorting options very well or generate reports like Access can. There are more
reasons but perhaps the key factor in determining whether to use Excel or Access is to ask yourself if
the data is relational or not. If you were to store all the data on one table or one worksheet (referred to
as a flat data set) does it still make sense? Is it easy to sort? Are you entering the same data more than
once? In the example mentioned above, you would ideally have two related tables: a table for
Customers and a table for Orders.

Database Structure

When it comes to databases, it's helpful to consider how a physical database is created to understand
how an online database in Access is created.

City:
State
Zip

\/ ,

Access 2010 Software Table(s) Fields Record(s)
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Planning your database

When planning your database start with the purpose of the database. Think about what kind of reports
and sorting options you would like to generate. For example, you might want to be able to run a report
that shows a list of your customers in the Detroit area who spent over $500 in the last month so you
can send them a coupon.

Make a list of all the data you want to be able to use and what's required to generate the results you
want. Using the above example, you would want details such as customer name, address, order dates
and order amounts, product lists, etc. This will give you some idea of how robust your database should
be.

Sort the list into units of data (customers, orders, products, etc.). Each unit should only be about one
topic. This will tell you how many folders (tables) are needed and how to label them.

Once you have units of information, break down the information as much as possible (i.e. separating
first and last name, etc.). This will help identify the needed data (fields) and ensure that your tables are
only about one topic. It will also make complex sorting much easier later.

When you break down information it becomes much easier to sort and specify information for a report
later. If you're not sure how much to break it down consider how the data is going to be used.

The image below is an example of a poorly designed table containing a list of customers (one unit of
information). Because the information isn’t broken down as much as possible, there isn't a way to sort
the contacts by last name, by city or by state (fields). It is also more difficult to identify duplicate
contacts (records) especially when you are viewing hundreds of contacts at a time or if you have
multiple users entering data.

NAME ADDRESS

Jean, Brown 123 Maplewood, Detroit, Ml 48202
Marley, Gail 456 Ole Lyme, Fishers, IN 46219
Smith, Dave 555 Breezy Lane, Pittsburgh, PA 15209
Wilcox, Luke 159 Rice Ave, Berkley, Ml 48404

Smith, Eddie 357 Garden, New York, NY 10010
Hailey, Wendy 321 Main Street, Jersey City, NJ 17310
Marley, Gail 456 Ole Lyme, Bethany, CT 16447
Smith, Dave 789 Krammer Ct, Pittsburgh, PA 15206

The image below is the same list of customers in a well-designed table that can be sorted more easily.

LAST FIRST ADDRESS CITY STATE | ZIP

Brown Jean 123 Maplewood Detroit Ml 48202
Marley Gall 456 Ole Lyme Fishers IN 46219
Smith Dave 555 Breezy Lane | Pittsburgh PA 15209
Wilcox Luke 159 Rice Ave Berkley Mi 48404
Smith Eddie 357 Garden New York NY 10010
Hailey Wendy | 321 Main Street Jersey City | NJ 17310
Marley Gall 456 Ole Lyme Fishers IN 46219
Smith Dave 789 Krammer Ct | Pittsburgh PA 15206

Last updated 4/5/2013 Page 6
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The image below is another example of a poorly designed table showing a list of customers and orders
(two units of information). Notice the need to enter duplicate information: The name, address and
phone number for each order listed. If you didn’t duplicate the information you would end up with
orphaned records when you attempt to sort the data by order amount, for example. This can become a
time-waster for entering data in addition to creating a mess when sorting the rows of data. It also
increases the potential for typos and, as a result, duplicate records which are often responsible for
errors in reports and queries.

CUSTOMERS & ORDERS
NAME ADDRESS ORDER # | ORDER DATE | AMT
Jean, Brown 123 Maplewood, Detroit, Ml 48202 | 1006 4/5/2012 490
Jean, Brown 123 Maplewood, Detroit, Ml 48202 | 1201 3/1/2012 1,200
Jean, Brown 123 Maplewood, Detroit, Ml 48202 | 1375 5/15/2012 325
Wilcox, Luke 159 Rice Ave, Berkley, Ml 48404 1131 8/1/2012 550
Wilcox, Luke 159 Rice Ave, Berkley, Ml 48404 1257 10/15/2012 695
Wilcox, Luke 159 Rice Ave, Berkley, Ml 48404 1295 1/31/2012 195
Marley, Gail 456 Ole Lyme, Fishers, IN 46219 1306 4/6/2012 780
Marley, Gail 456 Ole Lyme, Fishers, IN 46219 1344 9/15/2012 250

The image below is the same information stored in two separate tables (two units of information) where
the ID field links the two tables reducing and even eliminating the need to enter the same data. The ID

field also serves as a unique identifier to prevent duplicate records. This is known as a primary key and
will be discussed later in this learning program.

CUSTOMERS
ID LAST FIRST | ADDRESS CITY ST | ZIP
1001 | Brown Jean 123 Maplewood Detroit Ml | 48202
1004 | Wilcox Luke 159 Rice Ave Berkley | MI | 90715
1009 | Marley Gail 456 Ole Lyme Fishers IN 16447
ORDERS
ID ORDER # | ORDER DATE AMT
—| 1001 1006 4/5/2012 490
—| 1001 1201 3/1/2012 1,200
=>! 1001 1375 5/15/2012 325
1004 | 1131 8/1/2012 550
1004 | 1257 10/15/2012 695
1004 | 1295 1/31/2012 195
1009 1306 4/6/2012 780
1009 1344 9/15/2012 250

This example also illustrates what is known as a one-to-many relationship between two tables since
one customer can have many orders. Notice the Customer’s ID is only displayed one time in the
Customer table whereas it may appear many times in the Order table. We will learn more about
establishing table relationships later in this program.

Last updated 4/5/2013 Page 7
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Using Access 2010

Now that we have discussed key points in building a database structure, let's take a look at the Access
2010 software. In this session, you will learn how to open Access, explore the Access interface, and

create a new, blank database.

Common Database Terms

We've introduced some terms already. Let's take a closer look at some of the commonly used terms we
will discuss in this learning program.

¢ Data — Data is a collection of pieces of information.

¢ Database — A database is the organized collection of your data. The Access database can be
sorted, queried, or amended at any time.

e Database object — An object is a container for the work you want Access to perform. Objects
discussed in this learning program include tables, queries, forms and reports.

¢ Record — All information (all fields/columns) for every item in a file is called a record (or each
individual line).
o Field — A record is divided into separate headings/sections and each is known as a field — this

could refer to each column/heading. There are different types of fields, including Number,
Currency, Date/Time and text.

e Datasheet — A datasheet is a different way of looking at a table, form query, or stored procedure.
It is displayed in rows and columns similar to an Excel spreadsheet.

Database Objects Overview

Database Objects in Access 2010 include Tables, Forms, Queries, and Reports. They are displayed in
a list on the left side of the screen for easy access. You can do quite a bit with an Object, such as
copying, deleting, renaming, and exporting. Each Object has a Data and Design view for creating and
editing data. You can switch between views of a Database Object to suit your preferences. Let's review

a few more database terms.

e Table — A table is a collection of data organized by categories called fields, into unique sets of
data called records. Tables are essential part of the database because they hold the core data.
The other objects are used primarily to collect, sort and report this data.

e Query — A query is a request you make of your data to extract only the information you want.

e Form — A form is a user-friendly interface used for entering or displaying data. They are helpful in
collecting data for your table.

e Report — A report is similar to a form, but it only shows the information you want. Reports are
useful for presenting your data in a professional, understandable manner.

rn‘

g ——

I]‘ Handout 1: Creating a Database with Tables

—

\J
\l
.
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Opening Access & Creating a Blank Access Database

Use the following steps to open Access.

1. Select START (or press the Windows key on the keyboard) to open the Start menu.

" Internet
Safari web browser
HE‘ Compaq Organize
jr Microsoft Works Task
: Launcher

_::l E-mail
1 Microsoft Outlook

@ Internet Explorer
L

@ Microsoft \word 2010 (Beka)
|
‘_g Calculator

P
x = Microsaft Excel 2010 (Beta)

/A"'. Microsoft Access 2010
!’ (Beta)

all Programs D

__-_} My Documents

.
g My Network Places

E? Cankrol Panel

Set Pragram Access and
Defaults

G—, Conneck Ta 3

@ Help and Support
)_J Seatch

ﬁ| Laog Cff |6| Turn OFf Computer

;',‘.' start [T Access Instructor Ma...

2. Select ALL PROGRAMS.

3. Next, highlight the Microsoft Office program group. Select MICROSOFT OFFICE ACCESS 2010.

@ Microsoft Office

[@ Microsaft Office 2010 Tools

[N Microsoft Access 2010
@ Microsoft Excel 2010

Microsoft InfoPath Designer 2010
Micrasaft InfoPath Filer 2010

[N] Microsoft Oneflote 2010
8] Micrasoft Outlook 2010
|E| Microsaft PowerPaint 2010
[B] Microsaft Publisher 2010

@ Microsaft SharePoint 'Workspace 2010

(W] Microsaft waord 2010
(] Microsoft Visio 2010
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Use the following steps to create a blank database.

1. From the File tab, select Blank Database. If the icon is not showing, select Home first.

2. Enter a name for your new database in the File Name box

3. Select Create.

CIEEAECHE

Home Create External Data Database Tools

Available Templates

* {2 Home

Lﬁ Open

S s Datahacs

® D

Blank Blank web Recent
database database templates

@] Databasel.accdb

Recent

.
Mew from

existing

Office.com Templates

a)

=] Options

K Exit

Business

Microsoft Access

Sample
templates

My templates

= B2
> @
Blank database
File Name
test =3

C\Documents and Settings\ Owner\My Documents),

]

Create
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Interface Overview

As in the other Microsoft Office 2010 applications, menus and toolbars have been replaced by a new
RIBBON interface. However, a different RIBBON displays depending on your view or the type of task you
are performing. Each TAB in the active RIBBON contains many buttons for applying Access’s features.
To display a different set of commands, click the tab name. BUTTONS are organized into groups
according to their function.

For example, when you are working with a table, the RIBBON interface displays TABS, GROUPS,
COMMANDS, AND BUTTONS related to tables. The TABS are different for each activity to keep the most
commonly used commands easy to find.

In addition to the TABS, there are two other elements of the new Access interface: the OFFICE BUTTON
and the QuiCK ACCESS TOOLBAR.

Below is the Access interface, including the Ribbon, the Navigation pane, the object window, and the
Quick Access toolbar.

@lﬂ \ R D Database (Access 2007) - Microsoft Access o B 2
Home Create External Data QUICk Access rrange Format [~ @
j = Toolbar : i H0g0 .:.:L‘] ﬁ
Th l’® ’a_b| 2 j — Ribbon . R “dd? ting Property
View | Temes [g]Fonts - = S DateandTime  mzigs - sneet
Views Themes Controls Header / Footer Tools
All Access Objects v « || =3 Tabler | 58] Tabler -
2 ] Tablel
= =1 Object Pane
B Tablel
\ D {New)
Navigation Pane
Record: M ¢ 1ofl M | Search
Layout View | Num Lock | &=\ E| %
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Creating Tables

Although Access is comprised of many Objects, the basic database framework revolves around Tables.
As mentioned previously, each table holds information about a single topic, and is connected or related

to other Tables through similar pieces of information (or fields). You can create a new Table in
datasheet view or design view. You can also create a new Table from a template.

Creating a Blank Table using Design View

By default, Access includes a table when the database is created and displays it in Datasheet View.

@' = |+ Database3 : Database (Accessllxw

Home Create External Data Database Tools Acrobat Fields

$ % o G0 3.0

Formatting

= e 3

- @

iig
—
Validation

Field Validation

|1

! & Ti i

l}({{’ AB 12 g 5y Date & Time *
— == [ Yes/No fe
View Text Mumber Currency

= i More Fields - i~ ab|
Views Add & Delete Properties
All Access Objects ¥ <« | =] Tablel
Search.. el 1D - |Click to Add -

Tables A || ¥ (New)

3 Tablet

|| Record: 4 1ofl M i+ Mo Filte Search

Datasheet View |

Num Lock | 4

Design View allows you to quickly enter new field names rather than having to rename each field as in
Datasheet View. You can assign different data types and even give your field a description that is

displayed in the status bar.

To switch from Datasheet to Design View, use the View button on the Home tab.
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Provided by OED

Page 12



Access 2010 Basics

Participant Guide

Create External Data

Database Tools Acrobat Fields Table

NN A ] " ) :
B # cut Y 4| Ascending 7 Selection ~ rr =i New X Totals lﬁ R Replace [ - (Detail ’
23 copy il Descending EAdvanced - =4 Save ‘.? Spelling = GoTo~
Paste Filter Refresh Find A -
jF-:urmat Painter ‘}j Remove Sort 7 Toggle Filter Al X Delete = E Mare = [} Select ~ B I U &
| I —
[F] | Sort & Filter | Records | Find
Datasheet View @
#“

1D -~ | Click to Add  ~
PivotTable View :IP * f

The Design View is displayed. You are now ready to enter table fields.

IGIFEE (ﬁv."natabasa:natabasemccm— e Tootl e e Y

Field Properties

Home Create External Data Database Tools Acrobat Design Q@
=] =
+ = = Insert Rows ' 4 =
B[ & Ay B B z
= —! = Delete Rows —
View Primary|Builder Test Validation . Property Indexes = Create Data Rename/Delete | Relationships Object
- Key Rules @Mod'fy Lookups Sheet Macros = Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects @ «
| Search.. | Fel Field Name Data Type Description |:|
2 =
Tahles % E AutoNumber E
3 Tablet |
— hd

General |Lookup|

Field Size Long Integer

Mew Values Increment

Format

Caption

Indexed Yes (Mo Duplicates)

names.

Smart Tags A field name can be up to 64 characters long,
Text Align General including spaces. Press F1 for help on field

Design view. F& = Switch panes. F1 = Help. Mum Lock

1. For each field you want to include in the table, enter the following information:

e Field Name
e Data Type
e Description (optional)

B & |
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Understanding Data Types

There are several types of data fields you can use in your tables.

Text — Numbers or letters, with a limit of 255 characters

Number — Digits only

Currency — Same as number, but with decimal places and a currency symbol added
Date / Time — A valid date or time

Yes / No — Accepts yes / no; true/false; on/off

Lookup & Relationship — Creates a drop-down list from existing data or data you enter
Rich Text — Numbers or letters, with a limit of 255 characters, includes formatting
Memo — Text that is too long to be stored in text fields

Attachment - Any supported type of file, including pictures, charts, text files, and so on
Hyperlink— A path to an object, file or Web site

Calculated Fields — Allow you to store the results of a calculation

Each field has its own Data Type and Properties and there are many options available. As you grow
more comfortable with Access you’ll become more familiar with the different Data Types and Properties
you can assign to your fields.

The default Data Type is Text. If you have multiple users, you might consider assigning specific Data
Types and Properties to ensure database integrity. For example, you may wish limit users to select an
option from a drop down list as opposed to entering their own data or you may want a certain date

format.

If you're not sure which Data Type or Properties to assign to your field, consider how you want to use
that data. For example, if you have a field containing a number, consider whether or not you will need
to use that number in a calculation later.

 —

Job Aid: Microsoft Access Data Types
v— Job Aid: Input Mask Characters
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The following example shows the Design view of a typical table and includes several different data
types. A Description is added as a prompt for table users. The Description will appear in the status bar.

&l " 9~ |= | | MNorthwind : Database (Access 2007) - Microsoft Access o P 2
Home Create External Data Database Tools Design =) e
Eil IE \ — ZeaInsert Rows :m B :"—_; EKEI Ei:j
2 % = Delete Rows ‘:—I - = S| =
View | [Primary|Guilder Test Validation Property Indexes = Create Data Rename/Delete | Relationships Object
Key Rules TEEMOC“W Lookups Sheet Macros ~ Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects = « 1 -Tablet i &= ]menloryTlarsacliom"‘-.\ x
P O Field Name Data Type Description e
Tables = B #* Transaction ID AutoMumber =
1 customers Transaction Type Mumber
Transaction Created Date Date/Time What date was the transaction created?
2= Employee Privileges - . -
Transaction Modified Date Date/Time
B Employees Product ID MNumber
B Inventory Transaction Types Quantity Number
Purchase Order ID Number
j Inventory Transactions
Customer Order ID Number
B tvoices Comments Text
B order Details
j Order Details Status
B orders
B orders status
j Orders Tax Status 1
3
j Privileges Field Properties
B Products General |Lookup
urcnase Urder Uetalls g 1ze ong Integer
B purchase Order Detail Field Si Long Int,
9 pureh Order Stat Mew Values Increment
urcnase Urder tatus Farmat
B purchase Orders Caption
Indexed Yes [Mo Duplicates)
B sales Reports smart Tags Afield name can be up to 64 characters long,
" Text Align General including spaces. Press F1 for help on field
EH shippers TEmes.
&= 5trings
ez Suppliers
Queries ¥
Forms ¥
Reports ¥ |r
Design view. F& = Switch panes. F1 = Help. Num Lock | & [

In the above example, Field Properties are displayed for the Auto Number field.

The image below is an example of field properties from a Date data type.

General ||_.:..:.|;|_|p

Faormat

Input Mask
Caption

Default Value
Yalidation Rule
Yalidation Text
Required
Indexed

IME Mode

IME Sentence Mode
Smart Tags

Text Align

Show Date Picker

Shaort Date

=Mow()

> =#£1/1/1900=

Yalue must be greater than 1/1,/1900,
Mo

Mo

Off

Mone

General
Faor dates
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As previously mentioned, there are several data types to choose from and many more field properties
available. For assistance, place your cursor on the screen where you need help (i.e. in the Input Mask
line), then press the F1 key on your keyboard to open the Access Help dialog box. Like all other

Microsoft applications, Access will display help links (see image below) related to your cursor position.

-

©) Access Help = = PY
X @) G M@ e A
+ JO Search -
Visit Orfficecom for more help with Access Developer
ooOffice  soornner td oing

More on Office.com: images | templates

Recommended help
ComboBoxInputMask Property (Access)

Article | You can use the InputMask property to make data
entry easier and to control the values users can enter in a
combo box control. Read/write String . Syntax exp...

TextBoxInputMask Property (Access)

Article | You can use the InputMask property to make data
entry easier and to control the values users can enter in a text
boxcontrol. Read/write String . Syntax expressi...

Developer Reference | 0 Connected to Office.com
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To create additional tables in Design View select Table Design from the Create tab on the Ribbon.

Mt Create External Data Database Tools & 0
= % @ m - = D Form Wizard ~ f0= H S, Report Wizard == @ 7 42 Module
== = 3 i 3 {
= e == oy A

= Mavigation ~ g Labels mm ¢ m Class Module
Application | Table  Table SharePoint  Form  Form  Blank = Report Report Blank Query Query Macro X
Parts ~ Desiﬁ% Lists = Design Form More Forms ~ Design Report Wizard Design ﬁ\ﬂsual Basic
Templates | Ta Forms | Reports | Macros & Code |

You can also import data to create a new table by using the Import & Link options on the External Data
tab or simply copy and paste data from an Excel spreadsheet by right clicking the grey box in the upper
left corner of the table (see image below).

Acrobat Fields Table

Databafe Tools

External Data

Create

Home

= e o] Text File ] (A Access

3 E s I E e

- = A 9 #28 XML File B ERT Bl word Mg
Saved Linked Table BExcel Access ODBC | Saved Ewcel Tewt XML PDF  E-mail ?
Imports  Manager Database {;EMUFE' Exports File File  arXPS %’MWE'

Import & Link Export

All Access Objects = « || Personnel-| =] Tablel
|54.=arch... |}J

Tables % (New)

EH Table1
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Setting Primary Keys

Do you ever wonder why doctor’s offices sometimes ask for your Social Security Number or telephone
number and not your name? They’re looking up your information in their database using what’s known
as a Primary Key. Primary keys are unique fields. Since there could be more than one person with the
same name, many doctor’s offices use a more unique identifier such as your phone number or social
security number and assign it as a primary key to ensure that there are no duplicate records are
entered.

A Primary Key is required in each table. There must be one Primary Key. Highlight the field to be used
as primary key and select Primary Key.

To discover what field is set as a primary key in an existing table, select the Indexes tool to open it the
Indexes window.

(Al = |+ | | Morthwind : Database (Access 2007) -
Home Create External Data Database Tools Design
= a gl (== = =
Ej ‘M . : S=Insert Rows §M S / I_:"_ ) EK—EI
i = Delete Rows '—I' - % - = =
View Primary| Guilder Test Validation ) FProperty Indexes = Create Data Rename/Delete = Relationships
- Key Rules ‘_"..mMUd'fF Lookups Sheet Macros = Macro Dep
T Tools £ puis Foan PP S TR
— =a N 1
i = £ Indexes: Michele's Table 23
Morthwind Traders =«
Index Mame Field Mame Sort Order -
Search. Foal P . ; =
bdlerimaryKey ID Ascending =
Customers & Orders ¥
Inventory & Purchasing ¥
Suppliers ¥
Shippers ¥ =
Reports ¥ Index Properties
Employees ¥
S rting Obiects > Primary Yes
1o RIng T ope 2 Unigque Yes The name for this index. Each index can use up
Unassigned Objects E Ignore Mulls Mo to 10 fields,
=3 Michele's Table
This window allows you to view and control the primary key for the table.
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Establishing Table Relationships

There could be just two tables or several tables depending on the contents of your database. Like any
relationship, you need to have something in common to establish a connection. For example, a buyer
and a realtor would connect to discuss housing options.

Notice there are three units of information in the above example: Realtor, buyer and housing options. In
terms of Access, there would be three tables and two relationships in this simple database structure.
Let’s look closer at another example.

Let's say you work for a group of researchers who conduct various studies. The researchers seek
participants to volunteer in their studies. You want your database to keep track of which researcher
conducts which studies and which participants participated in which studies. You have three units of
information (three tables) and gather all the information (fields) needed for each table. Remember each
table should only be about one thing. To prevent duplicate records, you should always assign a unigue
identifier (primary key) in each table as well.

The image below, illustrates three tables with what is known as a one-to-many relationship between
them. Notice the primary key in each table. Notice also the number 1 representing the “one” side of the
relationship and the « (infinity) symbol which represents the “many” side of the relationship known as
the Foreign Key.

-

Research Personnel -
% Personnel ID . . Pag'c'F'a.”F
Participant ID
FMame ,. i
;ﬁi:: Research Study LMame
Email ' Research Mumber JEtfﬂ'ﬂf'ﬂiﬂ
— Personnel ID City
Participant ID = 5*_cate
Study Type Zip
Date of Study Phﬂﬁe
Time of Study Email
Duration

The first relationship exists between the Research Personnel Table and the Research Study Table.
This particular example utilizes a one-to-many relationship. The primary key in the Research Personnel
table is defined so his or her record only shows up one time in this table (i.e. Dr. Jay would only show
up once in this table). However, a researcher could conduct more than one research study, therefore,
Dr. Jay may be identified multiple (many) times in the Research Study table.

The second relationship exists between the Research Study Table and the Participants Table. This
example is also a one-to-many relationship since a participant could volunteer for more than one
research study. The participant’s record would only show up once in the Participant Table but may
appear more than once in the Research Study Table. There are also one-to-one and many-to-many
relationships which are less common.

To establish table relationships, Foreign keys are added to the related table (Research Study table in
this example). A Foreign key (a field link) must have exactly the same properties (field size, data type,
etc.) as their respective Primary key; however, they can have a different field name.

Last updated 4/5/2013 Page 19
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The above example is a simple database structure. Most likely, your database will be more complex
and include additional units of information such as a Results table to track participant’s results for each
study or a Room Schedule Table to track where the studies are taking place and so on. What's
important is that you remember each table should only be about one unit of information and that might
mean there are only a couple of fields in a table.

Working with Tables

Now that you have defined the table fields, you are ready to start entering your data. Each row of a
Table is called a record. It contains information about a specific item. For example, the LName field
might contain the name “Smith” and so on. The work you may do most in Access is with your tables.
This includes adding information, as well as editing or deleting records.

Adding Information to a Table

The last row of a table includes the word New in the Primary Key field (you may have to make the
column wider to see the word New). Use this row to enter new data.

As you enter new data records in your new table, notice how the field properties control how the data is
entered. This Access feature is particularly useful when working with large amounts of data and
especially when you have several people entering data in the same table.

Home Create External Data Database Tools Acrobat Fields Table

%f{" § Cut ]? l Ascending Selecti p =i New E Totals ﬁ 3ac Replace Calibri T mF =%
T i 53 Copy il De g T Advanced - | =B save ¥ spelling = GoTo~ k
V‘fw e # Format Painte lter e Sort W Toggle Filte ReAf‘r‘evsh X Delete - B More - find g Select ~ LI A' 4 &' E== ?
Views Clipboard ] Sort & Filter Records Find Text Formatting
All Access Objects = « |EE Personnel"i = sn.nu: :
Search. o Study ID ~ Type - Topic - Date - Time «| Duration - ClicktoAda-
Tables & STUDOL Placebo Drug Discovery 3/15/2013 3:00 PM 2.50 hrs '
ER rarticipants STUDO2 Case, Clinical, Double-Blind Biotechnology 4/9/2013 1:00 PM 2.00 hrs N
T personnel STUDO3 Placebo, Random Epidemiology 5/4/2013 2:00 PM 3.00 hrs ‘
STUDO4 Clinical, Observational Pharmacology 3/9/2013 5:00 AM 1.00 hrs )
= studies STUDOS | Clinical, Cross-Sectional Biotechnology 6/29/2013 2:00 PM 4.00 hrs
STUDOG Longitudinal Epidemiology 8/22/2013 2:00 AM 5.00 hrs «
STUDO7 Case, Cross-Sectional Pharmacology 7/11/2013 6:00 AM 2.00 hrs '
STUDOS Blind, Case, Genetic Drug Discovery 3/8/2013 3:00 PM 3.00 hrs
STUDO9 Case, Genetic, Observational Epidemiology 4/4/2013 1:00 PM 1.00 hrs '
STUD10 Observational, Placebo Pharmacology 6/17/2013 2:00 PM 4.00 hrs i\
STUD11 Case, Double-Blind, Genetic Drug Discovery 7/19/2013 5:00 AM 2.00 hrs '
STUD12 Observational Epidemiology 8/6/2013 4:00 PM 3.00 hrs '
STUD13 Observational, Placebo Drug Discovery 5/8/2013 2:00 AM 3.00 hrs .
# STUD14 hd J
* [T/ Blind 4
Double-Blind -
[ Case '
[7]| cross-Sectional i
[T/ Longitudinal
[7]| Observational
[T/ Placebo
[7]|Random
%
vm\""u“ —— ol r“"\-«-"“\‘ ‘.__'\ "\"« s r ‘r‘\\m..__" J-M.—J“‘ .-ﬂ-—.‘““f
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Editing Records

Updating or editing records are a normal part of maintaining a database. For example, one of your
research personnel recently had her name changed or maybe was initially misspelled. Editing a record
is a simple matter of changing the desired information in the table. Highlight the data you want to
change (see image below) and enter the new information.

e

Home Create External Data Database Tools Acrobat Fields Table

M & Cut . F 4| ascending 0z Selection ~ Ay = New Z Totals [ﬁ 3. Repla

ﬁ B 153 Copy — il Descending Yo Advanced ~ R:f:sh = save “5" spelling Fing = Go TOW,
- B # Format Painter #7 Remove Sort S Togagle Filter Al X Delete ~ E Maore = g Sele

Views Clipboard e Sort & Filter Records Find 7
All Access Objects = « | PusnnneN\E Studies\
|_t;aan:n,, |p PersonnellD - LName ~| FName -~ |ClicktioAdd -

Tables 2 CAP1005 Capling Jane

T Participants GEO1003 George Alex

59 personnel KEN1002 Kennedy Casey

RIL1004 Riley Vijay

p
‘
SMI1001 Smith lohn f
},

£ studies

After you have entered the new information, close the table. There is no need to save — Access saves
the new information in the table automatically.
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Deleting Records

You can easily delete a record that has been entered by mistake, or that is no longer needed. Access
displays warning messages to make sure that you do not delete a needed record accidentally.

To delete a record,

1. Point your mouse to the blue column at the left of the record you want to delete.

STUD10 4243 Bagel Carlos 738 16th Street Troy MI 48084 (248) 555-1616 29 M
= ¥ STUDO7 4647 Rodman Helena 940 17th Street Detroit MI 48202 (313) 555-1717 34 F
STUDOL 4843 Kupkova Daniel 142 18th Street  Livonia MI 48150 (248) 555-1818 39 M

2. Right click the mouse to display the context menu

&

File Home Creste  External Data  DatabaseTools  Acrobat Fields  Table
% cut %) Ascending 2 selection @ =i New I Totals BoReplace T i is =
. 13 Copy ) Z) Descending Vo Advanced ~ | o8 5% Spelling = GaTo - i
VIEW Fee # Format Painter e % Remove Sort 7 Toggle Filter REAT B More » Find g Select = B IO A =L & TIEE =1S
Views Clipboard E] Sort & Filter g Find Text Formatting
All Access Objects @ «|| =3 personner (5 studies | =7 participants x H
’gﬂm—|p Participantll - LastName - FirstName - Address - City - State - Zip ~  Phone - Age - Gender ~ Click to Add
Tables 2 2223 Hasselberg  Thomas 324 9th Street  Detroit Ml 48202 (313) 555-9999 79 M
B3 Participants 2425 Lee Christina 526 10th Street Livonia M 48150 (248) 555-1010 18 F
B Personnel 2829 O'Donnell Martin 728 11th Street Ann arbor Mi 48103 (734) 555-1111 22 M
3031 Andersen Elizabeth 930 12th Street Redford Ml 48239 (313) 555-1212 33 F
B studies 3637 Edwards Roland 334 14th Street Detroit Ml 48202 (313) 555-1414 51 M
4243 Bagel Carlos 738 16th Street Troy M 43084 (248) 555-1616 29 M
4647 Rodman Helena 940 17th Street Detroit Mi 48202 (313) 555-1717 34 F
4849 Kupkova Daniel 142 18th Street Livonia Ml 48150 (248) 555-1818 39 M
5253 Lutten Eddie 1515thBvld  Ferndale Mi 48220 (313) 555-5555 &9 M
5678 Marley Gail 567 2nd Avenu Livonia M 48150 (248) 555-2222 35 F
6465 Wacker Sven 313 13th Street Ferndale MI 48220 (313) 555-1313 56 M
6869 Bedecs Anna 192 7th Street Warren Ml 48088 (586) 555-7777 48 F
TATI ey Jean 123 1st Street  Detroit Mi 48202 (313) 555-1111 27 F
= MNewRecord o Bernard 546 20th Street Redford M 48239 (313) 555-2020 38 M
o DeleteRecord |, Wendy 718 6th Street  Detroit MI 48202 (313) 555-6666 37 F
¥ Ccut ck Peter 536 15th Street Warren Ml 48088 (586) 555-1515 26 M
By cCopy Ischmidt  Antonio 212 8th Street  Troy M1 43084 (248) 555-8888 58 M
B e er Dave 910 3rd Court  Ann arbor Ml 48103 (734) 555-3333 48 M
» - George 344 19th Street Ann arbor Ml 48103 (734) 555-1919 46 M
L RowHeight...
e eeeedOX. Luke 121 4th Street Redford Mi 48239 (313) 555-4444 59 M
*

3. Select DELETE RECORD.
You can also press the delete key on your keyboard or click the Delete button on the Home tab

Access displays a warning message.

icrosoft Access X]
i X

You are about to delete 1 record{s).

L= If wou click ¥es, vou won't be able to undo this Delete operation.
Are wou sure you want ko delete these records?

Yes ] [ Mo ]

4. Select YES.

If a field from the record you selected is used in a related table, Access will not allow you to delete the
record. It displays a warning message. A sample is illustrated below.
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Microsoft Access

' "-\ The record cannat be deleted or changed because kable 'Orders’ includes related records.

| ok | | hep |

5. Select OK to close the warning.

If you need to delete the record, you'll need to change the data in the related table, so that it no longer
references this record. More on table relationships later in this course.

Saving Your Table

When switching between Design and Datasheet views, Access will prompt you to save the table
whenever there’s a change. When creating your table for the first time, Access will prompt you for a
table name. Below is the Save As dialog box, which opens whether you use the keyboard shortcut to
save, or the tool on the Quick Access Toolbar, or if you try to close the table.

Save As

Table Mame:
Tablel |

[ Ok ] [ Cancel ]

Enter the name of the table and select OK.
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Searching for Records

You may need to find a specific piece of information for sorting, filtering, editing, or deleting. Access
2010 includes a Search box to help you find that record. Access searches from the first record to the
last record for text that matches the text in the Search box.

The example below is a table on Inventory Transactions. Notice the + sign next to each record
indicating the linked data (relationship) from another related table.

To search for a record, use the Search box at the bottom of the screen.

™ | bie Toois by = B el ot [y

File Home Create  External Data | DatabaseTools | Acrobat Fields  Table 7]
2 . == [ Database Documenter el (3 (J | =
Lé@ = *‘! ?Ka i’j’; 4 Analyze Performance 'ﬁ wr @ ol
Compactand | Visual Run  Relationships  Object SQL  Access SharePoint | Add-ins
Repair Database | Basic Macro Dependencies | B Analyze Table Server Database <
Tools Macro Relationships Analyze Mave Data Add-Ins
All Access Objects ® « (& Studies | Personnel | =] Pilﬁcipi"h."'x £ ’—[
Search.. ¥l Participantll - LastName - | FirstName -| Address - City - State - Zip - Phone - Age - Gender - Click to Adc
Tables 2 & 2223 Hasselberg  Thomas 324 9th Street  Detroit M1 48202 (313) 555-9999 79 M
B Participants E3 2425 Lee Christina 526 10th Street Livonia M 48150 (248) 555-1010 18 F
B Personnel # 2829 O'Donnell Martin 728 11th Street Ann arbor Ml 4 (734) 555-1111 22 M
3031 Andersen Elizabeth 930 12th Street Redford M (313) 555-1212 33 F
B studies 3637 Edwards Roland 334 14th Street Detroit M (313) 555-1414 51 M
] 4243 Bagel Carlos 738 16th Street Troy Ml (248) 555-1616 29 M
= 4647 Rodman Helena 940 17th Street Detroit Ml 48202 (313) 555-1717 34 F
4849 Kupkova Daniel 142 18th Street Livonia M 48150 (248) 555-1818 39 M
0 5253 Lutten Eddie 1515thBvld  Ferndale Mi 48220 (313) 555-5555 69 M
] 5678 Marley Gail 567 2nd Avenu Livonia Ml 48150 (248) 555-2222 35 F
+ 6465 Wacker Sven 313 13th Street Ferndale Ml 48220 (313) 555-1313 56 M
6869 Bedecs Anna 192 7th Street  Warren M 43088 (586) 555-7777 43 F
H 7273 Brown Jean 123 1st Street  Detroit Ml 48202 (313) 555-1111 27 F
] 7677 Ramos Bernard 546 20th Street Redford Ml 48239 (313) 555-2020 38 M
8081 Hailey Wendy 718 6th Street Detroit Mi 48202 (313) 555-6666 37 F
8435 Ludick Peter 536 15th Street Warren Ml 43088 (586) 555-1515 26 M
H 8889 Goldschmidt Antonio 212 8th Street  Troy Ml 48084 (248) 555-8888 58 M
] 9101 Krager Dave 910 3rd Court  Ann arbor Ml 48103 (734) 555-3333 48 M
9293 Grilo George 344 19th Street Ann arbor M 43103 (734) 555-1919 46 M
& 9697 Wilcox Luke 121 4th Street Redford Mi 48239 (313) 555-4444 59 M
#*

Record: 4 4 4 of 20 ronol K No Filter | 48239 4 n »

Datashest View Num Lock (|8 @ &
—_— —mml ol

1. Entering the text for which you want to search in the Search box.
Access immediately highlights the first occurrence of the text or numbers that appear in the table.

2. Press ENTER from the Search box to move to the next instance of the Search text.
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3 eLearning: Creating Basic Tables in Access 2010 (4 Lessons & Posttest)
—A eLearning: Table Relationships in Access 2010 (1 Lesson)

Follow the steps below to complete the above eLearning requirements.

Step 1: Logon to Accelerate

Step 2: Click the My Plan tab (on left)

Step 3: Click the Access 2010 Blended Learning Program folder Employee Development Tools
Step 4: Complete the assignments as noted above

The elLearning resources may be reviewed as much as needed before, during, and after the learning
program is over. Most courses will include a posttest that must be completed unless otherwise
assigned. Progress reports may be forwarded to your hiring manager upon request.

You do not heed to complete the entire eLearning in one sitting; however, you should avoid closing the

course window by clicking the red &4 and use the course’s button to close the course. Using the

button will ensure the system saves your progress and you can begin where you left off when you
exited the course.
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Creating Forms

Forms are a visual way of requesting
information in one or more related tables.
Think about a paper form you have
recently filled out. What kind of information
did it ask you for? Your first name? Your
address? These fields can be used to
populate your tables. You could use these
same fields to create your Access form.

Forms often show one record at a time to
collect information for tables. Like tables,
you can add, edit and delete records using
a form. The records can be added, edited
or deleted in the table that the form is
linked to.

The easiest way to create a form is to use the Form Wizard and modify (if needed) in Design View.
There are many formatting options available to easily create attractive forms. If you're using Design
View, it helps to be familiar with the many types of controls.

Types of Controls

Controls are the fields that appear on the form into which the database users enter data. Controls also
include various other objects that appear on the form.

Bound controls are related to a field on a table in your Access database. These controls display the
values that come from your tables.

There are several types of controls you can use on your forms. We will discuss some of the more
common controls. When you create a form, Access uses the data types and properties you set for your
table fields (drop down menus, etc.) making it less time consuming to create a user-friendly form.

Below is a list of the various types of controls that you can use in Design View. Please refer to the job
aid as needed for further details.

e Text box e Line

o Label e Toggle button

¢ Button ¢ Rectangle

e Tab Control e Check Box

o Hyperlink e Unbound Object

e Web Browser Control e Attachment

¢ Navigation Control e List Box

e Option Group (group of radio buttons) e Option Button

e Page Break e Sub form/Sub report
e Combo Box (drop down list) e Bound Object Frame
e Chart e Image

 m—

— Job Aid: Controls in Access Forms
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Creating a Form with the Wizard

The Form Wizard allows you to easily create a new form based on the data you want to capture.

.

! Handout 3: Creating a Form
&)

This example uses the Customer table as a starting point. Use the following steps to create a form
using the wizard.

1. Inthe Navigation pane, highlight the table (or query) that you want to use on your form.

2. Select the CREATE tab on the Ribbon. Select FORM WIzARD.

@“ = AR R MNorthwind : Database (Access 2007) - Microsoft Access

o B OER
Home Create External Data Database Tools & 9
[l =] Form Wizar; ET— ] H Report Wizard — Module
B EE D Bt m a8 B L%
=] ] [ =]

,ﬁNavigation S Labels —= &f,' Class Module
Application | Table Table SharePoint | Form  Form  Blank

Parts ~ Design  Lists = Design  Form -?‘_E|More Forms ~ Repert ;:?i‘;: Ifelf:n:‘:‘t \%‘;:% E;lel—sliegﬁ Hecre ,ﬁIVisuaI Basic
Templates Tables Forms Reports Macros & Code
All Access Objects @ « Form Wizard
| Search. R Show the Form Wizard that helps
Tables -~ you create simple, customizable

3 customers

forms.

ez Employee Privileges
2=z Employees

Access opens the Form Wizard.

Form Wizard

Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries
|Ta|:u|e: Customers

v

Available Fields: Selected Fields:

D rs
Company =
Last Mame b
First Mame

E-mail Address

Job Title

Business Phone

Home Phone w

W
HI
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3. You can select more than one table or query for the data you want on your form. The table you

highlighted in the Navigation pane is selected, but you can change it by selecting a new item
from the TABLES/QUERIES drop down list.

The fields available on the selected table appear in the AVAILABLE FIELDS column. Double-click

the fields you want on your form, or highlight the field(s) and select the right arrow (or the double
right arrow to select all). The items in the SELECTED FIELDS column will appear on your form.

To remove an item from the SELECTED FIELDS column, highlight it and select the left arrow (or the

double left arrow to remove all). To add fields from an additional table, return to step 3.

5. When you have finished selecting the fields to appear on your form, select NEXT.

Which fields do you want on your form?

You can choose from more than one table or query.

Tables/Queries

Table: Customers w
Available Fields: Selected Fields:
D ~ Last Mame
Comparny First Marne
E-mail Address Business Phone
Job Title Home Phone
Fax Mumber Maobile Phone
Address

City <<

State Province -

I |

Cancel Mext = l ’ Einish

The next screen on the wizard allows you to select a standard layout for your form.
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Form Wizard

What layout would you like for your form?

@golumnar
() Tabular
.Dgamsl"leet

() Justified

Cancel ] ’ < Back " Mext = l ’ Einish

6. Select one of the layout options and select NEXT.

The final screen of the wizard allows you to name your form.

Form Wizard

What title do you want for your form?

|Customers

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

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

{(¥) Cpen the form to view or enter information.
() Modify the form's design.

Cancel ] ’ < Back

7. Verify the default name, or enter a new name for the form.
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8. Select whether you want to open the form to view or enter information, or if you want to modify
the form’s design.

9. Select FINISH.

@l = I= MNaorthwind : Database (Access 2007) - Microsoft Access = B £
Home Create External Data Database Tools & e
== & Cut ]? 4] Ascending 'z Selection ~ Ay = New X Totals lﬁ 22 Replace i
E3 Copy ﬁl Descending v.jAd\ranced = = =8 save ?Spellmg = GoTor B 7 U
View Paste L ~ Filter ~ ~ N ~ Refresh Find b
- # Format Painte 7 Remove Sort W Toggle Filte All= XDe\ete'EMore' L Select = \ - B
Views Clipboard Fl Sort & Filter Records Find Text Formatting
All Access Objects ® «|pE] Cuslomers"-_\ 52
Searchi. P
Customers
Tables 3
B customers
j Employee Privileges _}
EH Employees Last Name Bedecs
j Inventory Transaction Types
First Name Anna
j Inventory Transactions
B Invoices Business Phone (123)555-0100
B order Details Home Phone
B Order Details Status
Mobile Phon
E orders Vobile Phone
B orders status
EH  orders Tax Status 1
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Modifying Your Form in Design View

Design view allows you to customize the structure of your form. It does not display form data, like the
Layout view does, so it is not as useful for changing the layout of the form. However, it provides
additional controls and allows you to control the form properties.

1. With the form you want to modify open, select the design icon on the bottom right hand corner
of the screen.

=l

You can also open the form from the Navigation pane in design view. Right click on the form to
display the context menu. Select DESIGN VIEW.

All Access Objects = <« || Z2] Emg
Search. 0 M
Forms n |al— ]

Active Orders Subform for.., --
Customer Details
Customer List

Customer Orders Subform

1 @6

Customers

)

L/ DOpen
Layout View

% Design View L\}

Emplo
Emplo

Emplo
Export k

Hame

[= Rename

Invent :ﬁ -

Hide in this Group
Invent
Delete

& Cut

=3 Copy

Lagin

Order

e e e e e e e

Order

Crder

B View Properties

i@y Check Web Compatibility

1 &
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Access opens the form in design view.

&l
Home Create

| B colors ~
Themes ans -

Themes

View

Views

External Data

Database Tools

Controls

Design

13 |mBT Aq =0 () @ 9] 3 -

Form Design Tools

Format

j ,_@Logo

] Title
d I,:?;gef. _EE)Date and Time
Header / Footer

| Arrange

Fields

Add Existing Property

Sheet
Tools

-

Tab
Order

i 13 (i

All Access Objects &
Search.

Forms =
Active Orders Subform for...

Customer Details

Customer List

Customer Orders subform

Customers

Employee Details
Employee List

Employee Orders Subform
Home

Inventary List

Inventory to reorder Subf...
Login Dialog

Order Details

I 1 1 O 5 P O

Order List

Order Subform for Order ...
Product Category Sales by...
Product Details

Product Sales by Category...

Product Sales by Total Rev...

Product Sales Qty by Empl...
Product Transactions Subf..,

Purchase Order Details

Lol [l

Design View

% Employees 1 =5] customers ",

# Form Header

+# Detail

| Last Name

| Business Phone

| Home Phone

| Mobile Phone

# Form Footer

-

|3

Num Lock | B =103

Design view includes the Form Header, the Form Footer, and the Detail sections. By default, the grid is
displayed to assist with aligning controls.
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Like many forms, you use the tab key to navigate to each field to input a record. By default the tab will
stop in the order the fields are presented in the table or query. You can change the tab order so that

your form flows more easily.
Use the following steps to change the tab order.

1. Select TAB ORDER from the FORM DESIGN TOOLS/DESIGN tab on the Ribbon.

™ R R R Form Design Tools. MNorthwind : Database (Access 2007) - Microsoft Access = B 2
Home Create External Data Database Tools Design | Arrange Format & @
sgd 1 =
== Aa| Ecotors - ,T| A 0 = ﬁmgo j@ B E':IES 5
..... | a [0 m g Zl - 7] Title -
View | Themes Fonts a Col :l —| Insert Add Existing Property Tab e

~ | Image (5} Date and Time Fields Sheet | Order, &
Views Themes Controls Header / Footer Tools

Access displays the Tab Order window, illustrated below.

Tab Order
Section: Cuskom Order:
Form Header Last Mame
Dretail N
=l First Mame

Faorm Footer
Business Phone

Home Phone
Maobile Phone

Click to select a row, or
click and drag to seleck
multiple rows, Drag
selected raw(s) ko move
them to desired tab
order,

[ K, ] [ Cancel ] [ fuko Crder ]

2. To change the order, highlight the row you want to move. To highlight click on the area to the

left of the field name.
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Tab Order

Section: Cuskarm Crder:
Farm Header Last Mame
Dretail

Farm Fooker

usiness Phone
Home Phone
Mobile Phone

3. Drag the field to the new location.

4. Select OK when you have finished.
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Working with Forms

In this section, you will discover ways to work with your forms to customize them to your needs using
some of the most common formatting tasks, as well as adding or moving controls on a form. Just as in
other Office 2010 applications, Access includes Themes to help with formatting, which we’ll discuss.

Common Formatting Tasks

In addition to formatting the text on forms (both labels and field data), Access provides tools to allow
you to add a logo, add a title, add the date and time, and add a page number. You can also add
gridlines to your form.

Use the following steps to add the date and time.

1. Select the DATE AND TIME tool from the Ribbon.

(&l = [=

Form Layout Tools | MNorthwind : Database (Access 2007) - Microsoft Access o 2 B

Design l Arrange Format £ 9

el =]
= &

Home Create External Data Database Tools
Add Existing Property

= BE s = Q@ ENHEE (B
" o Date and Time Fields Sheet

Views Themes Controls Header / Foot Tools

il

I

A«

Access displays the Date and Time window.

2|

Include Cate

(&) wednesday, april 14, 2010
() 14-Apr-10

(4f14(2010

Include Time

(%) 10:59:55 AM
(10:59 aM

11m5

Sariple:

wednesday, April 14, 2010
10:55:55 AM

o ) (o]

2. Indicate the date and time option you want and select OK.
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Access adds the date and time to the upper right corner of the header by default.

Y™ B R e R Gamlze i el ‘ Northwind : Database (Access 2007) - Microsoft Access o 2 R
Home Create External Data Database Tools Design | Arrange Format & 0

ThEI’I‘IEi - Add Existing Property
[A]Fonts EDateandTme | Fieids  Sheet

Views Themes Controls Header / Footer Tools

] e I I Y= R i

All Access Objects = « || Z2] customers 52

Search.. Fel Wednesday, April 14, 2010
Customers ———

Forms R |- SLdE

@ Active Orders Subform for...

E8 customer Details 3

E customer List Last Name Bedecs

@ Customer Orders Subform

First Name Anna

@ Customers - demo

EE] Employee Details Business Phone (123)555-0100

2| Empl List

H employee Lis = Home Phone

E Employee Orders Subform

== Employees- demo Mobile Phone

We'll discuss how to move controls later in this module.

Using Themes

Themes can simply formatting tasks and make your database objects look more consistent.
You can choose the Theme you want to apply or customize your own theme with colors and fonts.

Use the following steps to apply a theme.

1. Select the THEMES tool on the Ribbon to see the themes gallery. Hover over the different
options to see a preview.

AEH9- = Form Layout Tools Morthwind : Database (Access 2007) - Microsoft Access = & =

Me Create External Data Database Tools Design | Arrange Format 3 e
= J I cotors - r\ _—l A Logo jﬂ 5
[*] ﬁ |? @ IE_" - 5 Titl
View ’_l Aa l_—l @ = \_jl I:l —E V —_ﬂl | - d N Add Existing Propefty'

Themes A Fonts =

(53 Date and Time Fields  Sheet

Views In this Database ry Controls Header / Footer Tools

All Acce Aa %
Search.. ||| ammmm 5 Wednesday, April 14, 2010
Forms | g iit-in = 11:00:13 AM
@ A

= o|Aa i| Aa )‘ 1:| i|

@ o EEEEE L . EEEEEE L) Bedecs

lj alAa WD Aa U m Az 1 s

@ Cu EEEEEE aEEEEE EEEE.

E Enm Aa H Az T As i‘ U (123)555-0100

@ Em EEEEEE EEEEEE L L) EEEEEE

@ Enr

g e Aa m Aa’] As ﬂ Aa ]

E H{ = = IEssentia\

@ In\@ Browse for Themes... =‘—|

= m n!ﬁ Save Current Theme...

2. Select the theme to apply it.
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Adding Controls

While forms created by the Form Wizard or in Layout view are very quick ways to create a form, you
may need to customize a form by adding additional information. Or you may want to create a form from
scratch. You can easily add controls from related tables to a form.

This example uses the Employees form created in the previous module. Use the following steps to add
a field from a related table.

1. Open the Field List by selecting the Add Existing Fields from the Ribbon.

Y™ B R e R orm Layou s Morthwind : Database {Access 2007) - Microsoft Access = B R
Home Create External Data Database Tools Design | Arrange Format ) 0
= nCoIors I'L@ ege j@ H]

5ol Ae b @ CIFEEEEM (0 H -

] Title

View | T - —1| Insert Add Existing Property
- - . Fonts 7 | Image EDate and Time Fields Sheset
Views Themes Caontrols Header / Footer Ti

2. From the Field List, drag the selected field to the form.

@ HD-&-|= orm Layout MNorthwind : Database {Access 2007) - Microsoft Access = B R
Home Create External Data Database Tools Design | Arrange ) e
= 1 nCnlnrs - = I"L@ tege j@ g

[ ]mEl Aa 2 (1 @ (9 TEEEEM ( [

5] Titte

View Tnemes [A]Fonts = —| Insert . Add Existing| Property
- ~ | Image ED“E and Time Fields Sheet
Views Themes Controls Header / Footer Tools
All Access Objects = « || =2 Employees- demo X | Field List e
|Search... ‘P — Fields available for this view:
—:I Em ployees [E] Employees Edit Table &
Forms ERE =
» o}
@ Active Orders Subform for... Company
E& customer Details D 1 Address Last Mame
B} } First Mame
@ Customer List E-mail Address 5
@ Customer Orders Subform . Job Title
Company | Northwind Traders | City Business Phone
3 customers - demo : . Home Phone
& Employee Details Last Name |Freeha.fer | State/Provin Mobile Phone
- Fax Number
-5| Employee List 5 . ~ . Add
3 First Name |Na.ncy | ZIP/Postal C o
@ Employee Orders Subform City
) - . state/Province
E2 Employees- demo E-mail Address | nancy@northwindtraders.com | Country/FReg 7IP/Pastal Code
3 Home Country/Reqgion '
= _ Job Title |Sales Representative | Web Page Fields available in related tables:
28l Inventory List [=] Employee Privileges Edit Table
5 1rwentory to reorder Subf... Business Phone | (123)555-0100 Notes Emplaoyee 1D
-5| Login Dial
E=l Login Dialog Orders Edit Table
@ Navigation Form - demo Purchase Orders Edit Table
0 order Details Home Phone | (123)555-0102 Attachments
ES oOrder List
Fields available in other tables:
& order Subform for Order .., Customers Edit Table | &
@ Product Category Sales by.. Mobile Phone | | Inventory Transaction Types Edit Table
_ ] Inventory Transactions Edit Table| =
E& Product Details Fax Number | (123)555-0103 | Invoices Edit Table
B Product Sales by Category.. Order Details Edit Table
COrder Details Status Edit Table
E Product Sales by Total Rev... Orders Status Edit Table o
=8| Product Sales by Empl... -
= Qty by Emp w || Record: 4+ 1of0 [ 2 Search 4 [T » | & Show only fields in the current record source
— ] <

Layout View

Mum Lock | @@ E
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WA ™= Narthwind : Database (Access 2007) - Microsoft Access o B ER
Home Create External Data Database Tools Design Arrange Format @ 9
—= ﬁﬁ Logo
== B colors - o - —
. ] A =) ()@, (8| TIEBEEM J - aw d
View | Themes —1| Insert X Add Existing| Property
- - ~ | Image @ Date and Time Fields Sheet
Views | Themes | Controls | Header/Footer | Tools |
s oiects @ < [ e s U e
|Searcﬂ.. ‘p — Fields available for this view:
-= Em ployees = Emplayees Edit Table |« |
Forms 3 |:| — ‘ | o] 1
Active Orders Subform for.. Company
Customer Details Company | Nosthwind Traders | city Last Name
_ - First Name
Customer List Lot ‘ E— hate) o 7 E-mail Address A
- ast Name Teel er | ate,/ FTrovincy r 3
Customer Orders Subform ! Job Title
_ Business Phone
Customers - demo First Name ‘ Nancy | ZIP/Postal Co| Home Phone
Employee Details Mabile Phone
- E-mail Address ‘ nancy@northwindtraders.com | Country/Regiy Fax Number L
Employee List L ¥ tmf & Address
Employee Orders Subform Job Title ‘ Sales Representative | Web Page ity .
_ State/Province
Employees- demo ) ~ ZIP/Postal Code -
Home Business Phone | (123)555-0100 Notes Country/Region [+]
I tory List Fields available in related tables:
nventary Lis =/ |l Employee Privileges Edit Table
Inventory to reorder Subf... Employee ID
- Home Phone | (123)555-0102 Attachments Privilege ID
Login Dialog | M Orders Edit Table
Navigation Form - demo Purchase Orders Edit Table
Order Details Mobile Phone ‘ |
Order List
- Fields available in other tables:
- FaxNumber  (123)355-0103 |
Order Subform for Order .. & (123) Custamers Edit Table [«
Product Category Sales by... Privilege 1D . Inventory Transaction Types Edit Table|
- g [# Inventory Transactions Edit Table | =
Product Details ¥* f\}‘ [# Invoices Edit Table —
Product Sales by Category... Crder Details Edit Table
Order Details Status Edit Table
=8| Product Sales by Total Rev... = . -
v =zjord: M { 1ofl ] K Mo Filter ‘ Search Orders Status Edit Table (o]
Product Sales Qty by Empl... o - S Tme il -
— Record: M ¢ 10of9 b Mok | Mo Filker | Search 'il | il | 3] |3 Show only fields in the current record source

Layout View |

Num Lock | EI@ 4

1. Select the field you want to remove from the form.
2. Press DELETE.

Access removes the field and repositions the remaining fields.

Last updated 4/5/2013
Provided by OED

Page 38



Access 2010 Basics Participant Guide

Moving Controls

You can move or resize controls on your forms. Forms include a feature called Layouts that are guides
for aligning your controls. These layouts are important if you plan to use your database on the web.
When you create a new form, Access automatically uses a stacked layout. This is a layout where the
controls are arranged vertically, with the labels to the left of the fields. The layout includes rows and
columns.

When you resize a control that is part of a layout, the other controls in the layout are also affected.
Use the following stepsto move a control on a form.

1. Select the control you want to move. Use the shift key to select more than one control at a time
(such as to move a field AND its label).

2. Drag it to the new location. A highlighted line will appear to help you position it correctly.

AlH9-o-- Form Layout Tools Northwind : Database (Access 2007) - Microsoft Access o @R
Home Create External Data Database Tools Design J Arrange l Format & e
== e B select Layout —a — Ta ] ~=5)
[ select Column L v
Gridlines Stacked Tabular = Insert Insert Insert Insert lerge  Split 5 Move Mave Control  Control Anchoring
- Above Below Left Right O Select Row ertically Horizontally Up Down | Margins = Padding = -
Table Rows & Columns Merge / Split Move Pasition
All Access Obijects = « || =] Employees- demo % | Field List X
Search. Fel | Fields available for this view:
| Employees = Employess Edit Table |~
Forms 2 |alfl— D
Active Orders subform for... Company
Customer Details Company Northwind Traders City Last Name
- : First Mame
Customer List E-mail Address
Last Name Frechafer State/Province =
Customer Orders Subform FE Job Title
Business Phane
Customers - demo First Name Nancy ZIP/ Postal Coc Home Phone
Employee Details Mabile Phone
E-mail Address | nancy@northwindtraders.com Country,/Regio Fax Number
Employee List - - : = Address
Employee Orders Subform Tob Title Sales Representative Wah Page City )
= State/Province
e ) ZIP/Postal Code
Home Eusmes«:ghcne (123)555-0100 Notes Country/Region %
. Fields available in related tables:
Inventory List = Employee Privileges Edit Table
Inventory to reorder Subf... J— . p Orders Edit Table
Home Phone | (123)555-0102 Attachments Purchase Orders Edit Table

Login Dialog
Mavigation Form - demo

Order Details Mohile Phone

Order List
N . R - Fields available in other tables:
Order Subform for Order ... Fax Number (123)555-0103 Customers Edit Table |&
Froduct Category Sales by... — . Inventory Transaction Types Edit Table A
. Privilege ID Inventory Transactions Edit Table | =
Product Details * Invoices Edit Table
Product Sales by Category.., Order Details Edit Table
Order Details 5tatus Edit Table
Product Sales by Total Rev... i
Y Record: M < 1ofl » & Search Orders Status Edit Table 3
-
Product Sales Qty by Empl... .
vy Emp || Record: W 1 0fg [ & Search 4 m » 2f  Show only fields in the current record source
ut View | Num Lock | ==
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A9~ |= Form Layout Tools Northwind : Database (Access 2007) - Microsoft Access o B O3
Home Create External Data Database Tools Design Format & e
@ % % @ B select Layout E E" —_
[ select Column = !
Gridlines Stacked Tabular = Insert Insert Insert Insert Merge  Split Split Move Mave Control  Contral Anchoring
- Above Below Left Right 0 Select Row Vertically Horizontally Up Down | Margins = Padding = -
Table | Rows & Columns Merge / Sp Move Pasition |
|Sea!ch.‘ |P — a | Fields available for this view:
,:l Em ployees = Employees Edit Table &
Forms £ |alll— o
Active Orders Subform for... | | Company
Customer Detals Company | Nortawind Traders | city Last Hame
- - - First Name
Customer List Last . |}_ ot | State/P . E-mail Address 3
= ast Name rechafer ate/Province =
Customer Orders Subform ! Job Title
_ Business Phane
Customers - demo First Name | Nancy | ZIP/Postal Coc Home Phane
Employee Details Mabile Phone
= E-mail Address |nancyl@hor&1windh‘aders.com | Country/Regio Fax Number
Employee List L B Address
Employee Orders Subform ob Title | e | Web Page City
_ T Sales Repmsentahte & State/Province
Employees- demo — ZIP/Pastal Code
Home Mobile P‘ﬁne | Country/Region 74
p tory List . - Fields available in related tables:
rventory Lis Business Phone | (123)555-0100 Notes L Emplayee Frivileges Edit Table
Inventory to reorder Subf... Orders Edit Table
= [ Purch Ord i
Lagin Dialog Bl Purchase Orders Edit Table
Navigation Form - demo Home Phone (123)555-0102 Attachments
Order Details
Order List
N Fields available in other tables:
Order subform for Order ... Fax Number |(123)555-0103 Customers Edit Table [a
Product Category Sales by... . . nventory Transaction Types Edit Table L
. . Privilege ID Inventary Transactions Edit Table | =
Product Details * Edit Table
Product Sales by Category... Edit Table
- Order Details 5tatus Edit Table
Product Sales by Total Rev.. Record: M« 1of1 b & No Filter_[[Search Orders Status Edit Table | o
Product Sales Qty by Empl.. b -
— v|| Record: W < 10fe |k M ki G o Filter [ Search ] i »| |5 Show only fields in the current record source

g
g
=
2

Num Lock | E@ £

Use the following steps to move a control with the Move Up and Move Down tools on the Ribbon.

1. Highlight the control(s) you want to move.

2. Select the Move Up or Move Down tool on the Ribbon.
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Use the following steps to resize a control.

1. Move your mouse to the border of the control you want to resize. The cursor turns into a double

arrow.
FirstName | Nancy | ZIP/Postal Coc | 99999 |
E-mail Address | nancy@northwindtraders.com | Country/Regio [USA |
Job Title | Sales Representative | Web Page | http:/ /northwindtraders.com |
I Mobile Phone I 'i_’
Business Phone | (123)555-0100 Notes

2. Drag the control to the new size. The other controls in the layout are also resized.

—| Employees

g 1
D 1 Address 123 1st Avenue
| Company | Northwind Traders lcity | | Seattle |
| LastName  |Freehafdr | State/Pipvince [Wa |
§|]-'irst Name  |Nancy | [ Z1P/Pocfal Coc [ 99999 |
| E-mail Address | nancy@orthwindtraders.com | Country|/Regio [Usa |
| Job Title | Sales Rebresentative | web Pade [ nttp:/ /northwindtraders.com |
iMobile Phone | | | o
Business Phone | (123)553-0100 Notes

| | | |
Company | Northwind Traders | city |Seattle |
LastName | Freehafer | State/Province [Wa |
FirstName | Nancy | ZIP/Postal Coc [99999 |
E-mail Address | nancy@northwindtraders.com | Country/Regio [Usa |
Job Title | Sales Representative | Web Page [Iattp:/ /northwindtraders.com |
iMobi.le Phone | |
' Business Phone [(1731355.0100 | Notes
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Deleting Records

Deleting records using a form is similar to deleting records from a table. You highlight the desired
record and press Delete. However, Access will not allow you to delete some records, and it will display
a warning message to ensure that you want to delete records that you can delete.

Use the following steps to delete a record.

1. Make sure you are in Form view. If not, select the Form view icon in the lower right corner of the
screen.

&l Ef W

2. Highlight the arrow to the left of the record you want to delete.

| §| Customers £
Customers
Last Name Test
First Name Michele
Business Phone 123456789
Home Phone 123456789
Mobile Phone 123456759
Record: 4 4 280f28 F H » { Search
1 View Num Lock ||E3|El &

3. Press DELETE.
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If you are able to delete the message, Access displays a warning message.

Microsoft Access |E|

You are about to delete 1 record{s).

; h IF wou click Yes, vou won't be able to undo this Delete operation.
Are wou sure you want ko delete these records?

[ tes | [ W |

4. If you are sure you want to delete the record, select YES.
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\_¢ eLearning: Introduction to Forms in Access 2010 (4 Lessons & Posttest)

Follow the steps below to complete the above eLearning requirements.

Step 1: Logon to Accelerate

Step 2: Click the My Plan tab (on left)

Step 3: Click the Access 2010 Blended Learning Program folder Employee Development Tools
Step 4: Complete the assignments as noted above

The elLearning resources may be reviewed as much as needed before, during, and after the learning
program is over. Most courses will include a posttest that must be completed unless otherwise
assigned. Progress reports may be forwarded to your hiring manager upon request.

You do not heed to complete the entire eLearning in one sitting; however, you should avoid closing the

course window by clicking the red &4 and use the course’s button to close the course. Using the

button will ensure the system saves your progress and you can begin where you left off when you
exited the course.

Creating Queries

Queries allow you to answer very specific questions about your data that might be difficult to answer
simply by looking at table data. Queries can filter data, perform calculations, summarize data, or
automate changes to your database.

Types of Queries

There are two types of queries: Select Queries and Action Queries. Action Queries are more advanced
gueries and are beyond the scope of this learning program. Queries incorporate many different types of
guestions or tasks that can be perform.

. ,Ji :_j\;;‘:* )
\“ J] Handout 4: Creating a Query

Creating a Query with the Wizard
The Query Wizard allows you to easily create a new query based on the data you want to capture.

Use the following steps to use the Query Wizard to create a simple query.

o Select QUERY WIzARD from the CREATE tab on the Ribbon.

@' - |= Northwind : Database (Access 2007) - Microsoft Access = B 2
Home Create External Data Database Tools ) @
j ‘il I;j J ] IE j E Form Wizard E ;J Ei Report Wizard &ﬂ @ T Yy Module
- — e =] Navigation ~ == 2 = —5 [* Class Module

Application | Table Table SharePoint Form  Blank Report Blank Query | Query Macro g .
Parts ~ Design  Lists~ Design  Form %MD"EFDWS' Design Report Wizard Design 114 visual Basic

Templates Tables Forms Reports Macros B Code

Access displays the New Query window, illustrated below.
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New Query

Simple Query Wizard

Crosstab Query Wizard

Find Duplicates Query ‘Wizard
Find Unmatched Query Wizard

This wizard creates a select query
From the Fields wou pick.

(04 ] [ Cancel

e Select SIMPLE QUERY WIZARD and select OK.

The first screen in the Wizard allows you to select the table or other query where you want to obtain the
data for your query.

Simple Query Wizard
. V Which fields do you want in your query?
- 'I*.ri You can choose from more than one table or query.
T (Queri
|Tab|e: Customers v|
Available Fields: Selected Fields:
D .
Company =
Last Mame | ==
First Marme -
E-mail Address
Job Title -
Business Phone .
Home Phone v

¢ You can select more than one table or query for the data you want on your query. If you
highlighted a table in the Navigation pane before starting the query wizard, that table is
selected. However, you can change it by selecting a new item from the TABLES/QUERIES drop
down list.
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¢ The fields available on the selected table appear in the AVAILABLE FIELDS column. Double-click
the fields you want on your form, or highlight the field(s) and select the right arrow (or the double
right arrow to select all). The items in the SELECTED FIELDS column will appear on your query.
To remove an item from the SELECTED FIELDS column, highlight it and select the left arrow (or
the double left arrow to remove all). To add fields from an additional table, return to step 3.

o When you have finished selecting the fields to appear on your query, select NEXT.

Which fields do you want in your query?

You can choose from more than one table or query.

Tables/Queries
Table: Customers v
Available Fields: Selected Fields:
D s First Mame
Company Last Mame
E-mail Address E Business Phone
Job Title -
Home Phone
Mabile Phone
Fax Mumber <
Address w -
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The next screen on the wizard allows you to name your query.

Simple Query Wizard

What title do you want for your query?

|Custc:mers Phone Mumber Query

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

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

{(¥) Open the query to view information,
() Modify the query design.

Cancel ] ’ = Back

o Modify the default query name, if desired. Select whether to open the query to view the
information, or to modify the query’s design. Select FINISH.
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A sample query is illustrated below.

[l | - = MNorthwind : Database (Access 2007) - Microsoft Access = =2
Home Create External Data Database Tools =) 0
% j E j @ j =] Form Wizard ﬁ U [= Report Wizard E@ @ ) % Module
2 mm = == [ Navigation ~ i =l Labels Sl T P Class Module
Application | Table Table SharePoint | Form  Form  Blank Report Report Blank Query Query Macro o
Parts ~ Design  Lists - Design Form E Mare Forms = Design Report Wizard Design ¢4 visual Basic
Templates Tables Forms Reports Macros & Code
All Access Objects ) « |73 Customers Phone Number Query =
SEarch. §el First Name - Last Name -~ BusinessPhi -
ahlcs ¥ Anna Bedecs (123)555-0100
Queries ¥ Antonio Gratacos Solsal (123)555-0100
Forms ¥ Thomas Axen (123)555-0100
Reports ¥ Christina Lee (123)555-0100
Macros ¥ Martin O'Donnell (123)555-0100
Modules ¥ Francisco Pérez-Olaeta  (123)555-0100
Ming-Yang Xie (123)555-0100 =
Elizabeth Andersen (123)555-0100
Sven Mortensen (123)555-0100
Roland Wacker (123)555-0100
Peter Krschne (123)555-0100
John Edwards (123)555-0100
Andre Ludick (123)555-0100
Carlos Grilo (123)555-0100
Helena Kupkova (123)555-0100
Daniel Goldschmidt  (123)555-0100
Jean Philippe Bagel (123)555-0100
Catherine Autier Miconi  (123)555-0100
Alexander Eggerer (123)555-0100
George Li (123)555-0100
Michael Entin (123)555-0100
Jonas Hasselberg (123)555-0100
John Rodman (123)555-0100
Run Liu (123)555-0100
Karen Toh (123)555-0100
Amritansh Raghav (123)555-0100
Soo Jung Lee (123)555-0100 -
Record: W 1af27  F M} ' Search
Datasheet View | Num Lock |@ i sou &
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Executing a Query

To execute a select query, simply double-click the query name in the Navigation pane or select the
guery name in the Navigation pane and press ENTER.

Action queries cannot easily be undone. Therefore, before executing an action query:

e Save a fresh backup of your database, in case you need to restore it.
o Preview the query as a select query or in datasheet view before executing it.

Then execute it as you would a select or crosstab query.
Most of the queries in the sample database are select queries. Open a query in design view, change
the query to an action query, and execute the query. The Product Purchases query is used in the

following example. Use the following procedure.

1. Execute a select query by double-clicking on it in the Navigation pane.

(Al |+ rt atabase (Access 2007) - Microsoft Access o B B
Home Create External Data Database Tools ) o
l}/{’ b Cut ]7 ‘%lAscending \f//Seledion' A = MNew X Totals \;a 2ac Replace  Calibri -1 Tz =
‘ 53 Copy ) f;l Descending Vo] Advanced = = =B save 7 Spelling ) = GoTor B I U ;E EH -
VIEW ¥, Filter 4 Riﬁefh X Delete - FE More - Find kg Select~ A - & - = @'
Views Clipboard Sort & Filter Records Find Text Formatting
All Access Objects ~ <« || 33 Product Purchases | 2
ST §el Product ~  Purchase OrderID - Creation Date -~ Quantity - UnitCost - |Transaction - | Company Ni=
2 Invoics Data > Northwind Trac ¥ 92 1/22/2006 20 $7.00 Purchase Supplier B
0 Order Details Extended Northwind Trader: 93 1/22/2006 120 $28.00 Purchase Supplier E
. ) Northwind Trader: 93 1/22/2006 100 $5.00 Purchase SupplierE
& Order Price Totals Northwind Trader: 92 1/22/2006 40 440,00 Purchase supplier B
B Order subtotals Northwind Trader: 92 1/22/2006 100 $10.00 Purchase Supplierd | _
B Order summary Northwind Trader: 90 1/22/2006 100 $34.00 Purchase Supplier A
25 Product Categary Sales by... Northwind Trader: 92 1/22/2006 40 $7.00 Purchase Supplier B
B Product Orders MNorthwind Trader: 92 1/22/2006 120 $14.00 Purchase Supplier B
Northwind Trader: 90 1/22/2006 60 $10.00 Purchase Supplier A
0 Product Purchases § .
Northwind Trader: 90 1/22/2006 40 $14.00 Purchase Supplier A
B3 Procuct Sales by Category Morthwind Trader 92 1/22/2006 40 $61.00 Purchase Supplier B
B Product Sales Qty by Empl... Morthwind Trader: 91 1/22/2006 80 $13.00 Purchase Supplier C
251 Product Sales Total by Date Northwind Trader: 92 1/22/2006 40 £29.00 Purchase Supplier B
1 Products on Back Order Morthwind Trader: 92 1/22/2006 40 $17.00 Purchase Supplier B
. _ Northwind Trader: 92 1/22/2006 40 $30.00 Purchase Supplier B
B Purchase Details Extended Northwind Trader: 92 1/22/2006 a0 $22.00 Purchase Supplier B
I Purchase Price Totals Morthwind Trader: 92 1/22/2006 100 $19.00 Purchase Supplier B
R Purchase Summary L Northwind Trader: 91 1/22/2006 40 $16.00 Purchase Supplier €
25 sales Analysis 1 Northwind Trader: 91 1/22/2006 40 $16.00 Purchase Supplier C
B shippers Eended Northwind Trader: 91 1/22/2006 100 $8.00 Purchase Supplier C
Northwind Trader: 92 1/22/2006 20 $8.00 Purchase Supplier B
ﬁj Suppliers Extended ~ -
Morthwind Trader: 99 1/22/2006 300 334,00 Purchase Supplier A
£ Top Ten Orders by Sales A... Northwind Trader: 93 1/22/2006 80 $15.00 Purchase Supplier £
@D Product Transactions MNorthwind Trader: 100 1/22/2006 100 $10.00 Purchase Supplier B
Forms ¥ Northwind Trader: 91 1/22/2006 40 $16.00 Purchase SupplierC
Reports ¥ Northwind Trader 93 1/22/2006 200 $7.00 Purchase Supplier B
Macros ¥ Northwind Trader: 97 1/22/2006 30 $7.00 Purchase SupplierB |+
Modules ¥ ||| Record: M 1 of 43 [ Search 4 ] 3
Datasheet View | Num Lock | (] B @ se ¢

If the results look acceptable, you are ready to change to a Make Table query, which will create a new
table with the data.

2. Switch to Design View of the query by clicking the Design View icon in the lower right corner of
the window. We’'ll talk more about this view in the next topic of this module.
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B & s

3. Select the Make Table tool from the Ribbon.
@l g ‘:] - [\J - |: ;?_My'l[b.i]'.‘ [
Home Create External Data Database Tools Design
4 B 10 Union
B Y Eet ¥ A E X

- IaF‘ass-Through
View Fun Select | Make Append Update Crosstab Delete
i, Data Definition

= Table[%
Results Query Type

Access displays a dialog box to name the new table you will be creating with the query.
Make Tahle

Make Mew Table ok

Table Mame: |

- |
Cancel
(%) Current Database

() Another Database:

File Marme; | |

Browse, ..

4. Enter the Table Name. You could choose one of the options from the drop down list to overwrite
that table, or enter a new table name.
5. Select whether to save the new table in the Current Database or Another Database. If you
choose Another Database, use Browse to navigate to the database.
6. Select OK.
7. Select the Run tool from the Ribbon.
Access displays a warning message to confirm that you want to create a new table.

Microsoft Access |E|

You are about to paste 43 row(s) into a new table.

[.7

Cnce you click Yes, wou can't use the Undo command to reverse the changes,
Are vou sure you wank fo create a new table with the selected records?

(e ) (e

8. Select Yes to continue.
The table is now available from the Navigation Pane.

Viewing the Query

As with tables and forms, you can view your query in datasheet and design view. Datasheet view
shows the results of an executed query. Design view allows you to modify and customize your query.

Last updated 4/5/2013 Page 50
Provided by OED



Access 2010 Basics

Participant Guide

The sample query “Top Ten Orders by Sales Amounts” is used in this example.

1. Right click on the query name in the Navigation Pane and select Design View from the context

menu.

Product Orders

|
fee
Product Sales by Categony M

Product Purchases

Product Sales Qty by Emp

-]

=

=f

Product Sales Total by Dal
Products on Back Crder

Purchase Details Bxtended

Open

Design YWiew

b

Collect and Update Data via E-mail

Expart

Fename

Hide in this Group

. Delete
Purchase Price Totals
&4 Cut
Purchase Summary =
& Copy
Sales Analysis -
|
. |
Shippers Extended
. f?'= Object Properties
Suppliers Extended
l& Check Web Compatibility
Top Ten Orders by Sales 4. I
Al 9™ Morthwind : Database (Access 2007) - Microsoft Access = B £
Home Create External Data Database Tools Design =) g
E ' @ = ' #' ﬂ ﬁ ?(' @D Unian -,_‘,':l:;I Seatnsert Rows  f Insert Columns Z é [ Property Sheet
s § = )
L \_Io L - aPasi-Through = De Ro ¥ Delete Columns ['] B3 Table Hames
View  Run Select | Make Append Update Crosstab Delete . Show | X . Totals Parameters
- Table w7, Data Definition | Taple :E\Bul\der A3l Return: 10
Results Query Type Query Setup Show/Hide
All Access Objects * « || 3 TopTen Orders by Sales Amount | x
SEarc i P >
F Inventory sold Customers Extended Crders Order Subtotals =
- * - * - *
B Invoice Data File As - ? OrderID 3 Order ID
@ Order Details Extended Contact Name Employee ID o Subtotal
. D Customer ID
j.‘ Crder Price Totals Company Order Date
B Order Subtotals Last Name Shipped Date
First Mame ShipperID
@ Order Summary : b b
@ Product Category Sales by...
@ Product Orders
@ Product Purchases
@ Product Sales by Category
@ Product sales Qty by Empl...
@ Product Sales Total by Date
‘E Products on Back Order
‘E Purchase Details Extended
-
& Purchase Price Totals =
= | ERL »
‘E Purchase Summary
@ Sales Analysis Field: | Order ID + | Order Date SaleAmount: Subtota CompanyMame: Comg Shipped Date :
Table: | Orders Orders Order Subtotals Customers Extended | Orders =
=_§,-_| Shippers Extended Sort: Descending
25 suppliers Extended S O
Criteria:
@ Top Ten Orders by Sales A... or
aD  Product Transactions
Forms ¥
Reports ¥ >
¥
= Am 4
Macros ¥ v
Ready Num Lock | B sou[o |
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The top half of the window shows that tables from which data from the query originates. The lines
between tables are the Join Lines. These are drawn between fields that show how tables are related.
The bottom half of the window allows you to design the query.

¢ The Table row includes the tables that are shown in the top portion.

e The Field row includes the fields from the selected table.

e The Sort row allows you to sort the data in the selected field in ascending or descending order.

e The Show box allows you to show or hide the selected field.

e The Criteria field allows you to specify only data that matches the selected criterion. Or you can
enter a prompt to make a flexible query you can rerun for different criterion.

Use the following stepsto enter a criterion. In this example, we will limit the query to orders from
3/24/2006.

1. Inthe field Order Date, enter 3/24/2006 in the criteria row.

Field: | Order ID Crder Date SaleAmount: Subtota
Table: | Crders Orders Order Subtotals
Sort: Descending
Show:
Criteria: 3/24,2006|

o

In this example, we will ask for an order date.

2. Inthe field Order Date, enter [What order date?] in the criteria row. The square brackets indicate
that you will require the query user to enter a parameter.

Field: | Qrder ID Crder Date Salesmount: Subtota
Table: | Orders Orders Order Subtotals
Sort: Descending
Show:
Criteria: [What arder date?] |
ar

When you execute the query, Access displays the Enter Parameter Value window. A sample is
illustrated below.

i 2|

What order dake?

3{24{2006

[ Ok ] [ Cancel ]

3. Enter the value you want to use for the criterion and select OK.
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Key Features on the Query Tools Tab

The Query Tools Design tab includes View and Run tools to see the results of your query. It also
includes tools for the different types of queries. You can easily use these tools to switch from a select
query to an action query or from an action query to a select query. The Query Setup group and the
Show/Hide groups include tools to help design your query.

Query Tools Design tab.

AEe- = Slizn el | Northwind : Database (Access 2007) - Microsoft Access = B 2
Home Create Bxternal Data Database Toals Design [~ 0

.l

b O Pass-Through = Delete Rows L#J Delete Columns ['] Tab\e MNames
View  Ru elect | Make Append Update Crosstab Delete . Show | i Totals Parameters

Tahle w#, Data Definition | Taple °»\ Euilder E'TEI Return: 10 -

Results Query Type Query Setup Show/Hide

E L] @' #' A % ><' ap Unien % alnsertRows g’ Insert Columns z o= % Property sheet
L ] * * A
n S

Show Table window.

Show Table

Tables | Queries | Both |

Cuskamers

Emploves Privileges
Emplovees

Inventory Transackion Types
Inventory Transactions
Invoices

Michele's Test

Crder Details

Crder Details Status
Orders

Orders Status

COrders Tax Status
Privileges

Products

Purchase Order Details

B3

I3

[ &dd ] [ Close

Parameters window.

Query Parameters

Parameter Data Type

[ [
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\_¥ eLearning: Introduction to Queries in Access 2010 (4 Lessons & Posttest)

Follow the steps below to complete the above eLearning requirements.

Step 1: Logon to Accelerate

Step 2: Click the My Plan tab (on left)

Step 3: Click the Access 2010 Blended Learning Program folder Employee Development Tools
Step 4: Complete the assignments as noted above

The elLearning resources may be reviewed as much as needed before, during, and after the learning
program is over. Most courses will include a posttest that must be completed unless otherwise
assigned. Progress reports may be forwarded to your hiring manager upon request.

You do not heed to complete the entire eLearning in one sitting; however, you should avoid closing the

course window by clicking the red &4 and use the course’s button to close the course. Using the

button will ensure the system saves your progress and you can begin where you left off when you
exited the course.
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Running Reports

Reports allow you to make sense of your data. You can create a report using a wizard or in design
view. This module also explains how to add a logo and work with controls, and it explains the key report
tab tools.

Using The Report Wizard

The Report Wizard allows you to easily create a new report based on the data you want to capture.
The Invoices table is used in this example. Use the following steps to create a report using the Report
Wizard.

1. Inthe Navigation pane, highlight the table (or query) data that you want to use in your report.

2. Select REPORT WIZARD from the CREATE tab on the Ribbon.

@| A |= MNorthwind : Database (Access 2007) - Microsoft Access = B R
Home Create External Data Database Tools ) e
ﬁ ‘j E _—'I E 'j gFDrmWizard %il i ?J ﬂRepor‘tWizard @ @ - <58 Module
=L o ==l =] Navigation ~ i wm X = Labels % 2 == 5 @ Class Module
Application | Table Table SharePoint | Form Form  Blank Report Report Elank Query Query Macro
Parts = Design  Lists = Design  Form B Mare Forms ~ Design Report Wizard Design [t visual Basic
Templates Tables Farms Reports Macros & Code
All Access Objects @ «
Search. R
Tables =~
B customers
j Employee Privileges
j Employees
B3 mventory Transaction Types
j Inventory Transactions
j Invoices
B3 order Details

Access opens the Report Wizard.

Report Wizard

Which fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries

|Ta|:|IE: Invoices w |

Available Fields: Selected Fields:

Invoice ID
Order ID
Invoice Date
Due Date
Tax

Shipping
Amount Dus

W
HI
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3. You can select more than one table or query for the data you want on your report. The table you
highlighted in the Navigation pane is selected, but you can change it by selecting a new item
from the TABLES/QUERIES drop down list.

4. The fields available on the selected table appear in the AVAILABLE FIELDS column. Double-click
the fields you want on your report, or highlight the field(s) and select the right arrow (or the
double right arrow to select all). The items in the SELECTED FIELDS column will appear on your
report. To remove an item from the SELECTED FIELDS column, highlight it and select the left
arrow (or the double left arrow to remove all). To add fields from an additional table, return to
step 3.

5. When you have finished selecting the fields to appear on your report, select NEXT.

Which fields do you want on your report?
You can choose from more than one table or query.
Tables/Queries
Table: Invoices w
Available Fields: Selected Fields:
Invoice ID Order ID
Invaice Date
Due Date
Tax
Shipping

Amount Due

Mext » l ’ Einish

The next screen on the wizard allows you to group the information on your report. Groups allow you to

separate records visually. A group includes introductory and summary information, the detail records,
and footer.
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Report Wizard

Do you want to add any grouping
levels?

Order ID

Invoice Date, Due Date, Tax, Shipping,

r—— Amount Due
nvoice Date
Due Date
Tax
Shipping
Amount Due

*

Priority

¥

Grouping Qptions ... ] ’ Cancel ] ’ < Back " Mext = l ’ Einish

6. Select one or more of the controls to add a grouping level. The right arrow adds the grouping
level. The left arrow removes a grouping level. The Priority arrows allow you to rearrange the
levels if you have selected more than one control for grouping.

a. The GROUPING OPTIONS button opens a new window, which differs, depending upon the
type of control for the selected grouping option. A sample is illustrated below.

Grouping Intervals

Group-evel fields:

What grouping intervals do you want for groupevel fields?

Grouping intervals:

Invoice Date

| [Month

|

w

b. Select an appropriate Grouping interval from the drop down list and select OK.

7. Select NEXT on the Report Wizard.

Last updated 4/5/2013
Provided by OED

Page 57



Access 2010 Basics Participant Guide

The next screen on the wizard allows you to choose the sort order for your data.

Report Wizard

What sort order and summary information do you want for detail records?

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

1 |Due Date v| Ascending
2 | v| Ascending

3
| |
4
| |
-
- I Surmmary Options ... ]
Cancel ] ’ = Back " Mext = l ’ Einish

o

Select up to four fields for sorting and select either ASCENDING or DESCENDING for the order.
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a. The SUMMARY OPTIONS button opens a new window, which differs, depending upon the
type of controls on the report. A sample is illustrated below.

What summary values would you like caloulated?

Field Sum  Avg  Min Max
Tax d 4 4 4
Shipping d 4 4 4
Amount Due [P TR T T ]

() Detail and Summary

Shaw

() Summary Only

[ ] caloulate percent of
total for sums

b. You can choose Summary, Average, Minimum, or Maximum values to be calculated.
You can choose whether to show detail and summary or just summary. You can also
calculate a percent of total for all sums. When you have finished setting the summary

options, select OK.

9. Select NEXT on the Report Wizard.
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The next screen on the wizard allows you to select from a list of layout and orientation options.

Report Wizard

How would you like to lay out your report?

Layout Crientation
@, Stepped @,Eortrait
() Blodk (_)Landscape
() Outline

A

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

Cancel ] ’ = Back " Mext = l ’ Einish

10. Select a Layout option and an Orientation option. Check the ADJUST THE FIELD WIDTH SO ALL
FIELDS FIT ON A PAGE box if desired. Select NEXT.

The final screen of the wizard allows you to name your report.

Report Wizard

What tile do you want for your report?

|In~.n:uin:es

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

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

() Preview the report.
(7) Modify the report's design.

Cancel ] ’ < Back
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11. Verify the default name, or enter a new name for the report.

12. Select whether you want to open the report, or if you want to modify the report’s design.

13. Select FINISH.

Access opens the report in Print Preview. A sample report is illustrated below.

(Al |+ MNorthwind : Database (Access 2007) - Microsoft Access o B OE
Print Preview [~ e
M o taran = @ = B B e /|
@ 5§ Ooeews (2 HEa DDOE HEEOG6
Print Size  Margins 7] print Data Only | |Portrait|Landscape Columns  Page Zoom | One | Two More h Excel Text PDF  E-mail More Close Print
- - Setup - Page | Pages Pages~ File or XPS - Preview
Print Page Size Page Layout Data Close Preview
All Access Objects © « || I8 1nvoices | %
Search.. L "
Tables i~
B customers
B3 Employee Privileges ln\’olces
j Employees -
I tory T ction Tt N . -
= mventony Transaction Types Invoice Date by Mon Due Date Order ID  Invoice Date Tax Shippin
j Inventory Transactions
B trwaices March 2006
EH order Details 31 3/22/2006 $0.00 %000
B order Details Status 32 3,1‘"22,-‘"2006 30.00 20,00
B orders
40 3/24/ 2006 $0.00 $0.00
EH orders status A : : L
j Orders Tax Status 1 39 3.:"" 24,"" 2006 50.00 50.00
B privileges 38 3/24/2006 0.00 $0.00
B Producs
37 3/24/ 2006 $0.00 $0.00
B Purchase Order Details
B Purchase Order Status 36 3/24/2006 £0.00 $0.00
B Purchase Orders 35 3{; 24’; 2006 40.00 <0.00
B sales Reports X
34 3/24/2006 $0.00 $0.00
B shippers
B strings 33 3/24/ 2006 $0.00 $0.00
E suppliers 30 3/24/2006 $0.00 $0.00
Queries : April 2006
Forms ¥ i
Reports ¥ |v|| Page: 1 (L & 4 [ | »
Ready | Num lock | B[R B % 100% () 0} )
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Adding a Logo
You can easily add a picture, such as a company logo, to a report.

Use the following stepsto add a logo to a report.

1. Select Logo from the REPORT TOOLS DESIGN tab of the Ribbon.

CYI™ B o R Report Design Tools ‘ Morthwind : Database (Access 2007) - Micr.. — B 2
Home Create External Data Database Tools Design | Arrange Format Page Setup ] 0
(£ Group & sort b Loge j ZA LI =
8 e T N Aa=nereD Bk H 8=,
View | Themes mFonts | e . o) | [—| Insert Page ] Add Existing Property Tab o
= = 123 Hide Details T | Image Mumbers ,%Date and Time Fields Sheet  Order &

Views Themes Grouping & Totals Controls Header / Footer Tools

Access opens an Insert Picture dialog box. It opens to your My Documents folder by default.
2. Navigate to the picture file you want to use for the logo and select OK.
Access adds the logo to the report header by default. The orange border shows the picture is selected.

12 Invoices X

I N I T T T - R B R RS PR

# Report Header

& Page Header

i
-:‘In\toice Date Header
;;i=1—'0:rmat5([hwodce E|

 Detail

Due Date HOrder ID

”Lm'oice Date HTax

& Page Footer

|=_\'0w(] ="Page " & [Page] & " of '

# Report Footer

3. The Report Header is in a layout. You may want to remove the layout so that you can move the
logo. Select the Arrange tab. Select the Remove Layout tool

U= B AR R Report Design Tools ‘ Northwind : Database (Access 2007) - Micr.. = EP E2
Home Create External Data Database Tools Design | Arrange | Format Page Setup ] 0
E= = rit Select Layout lerge —_— Al = =]
H B @ =] e e 2 = x [ B9 e &5 9
HH select Column | [ split vertically ! = “»

Gridlines Stacked Tabular Remowve | Insert Insert Insert Insert . Move Move Control  Control Size/Space Align  Bring  Send

= Layout%Above Below Left Right B Select Row [ split Horizontally Jp  Down | Margins - Padding = < -~ toFront to Back

Table Rows & Columns Merge / Split Move Position Sizing & Ordering
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4. Move the logo to the desired location by clicking and dragging it. You can also resize it using the
orange border and handles around the picture.

E Invoices X
F

T T T e T R T e R e

# Report Header

# Page Header

Working with Controls

The controls on a report are very similar to controls on a form. One difference is that there are headers
for each page of a report, and if you selected a grouping option, there are headers for each grouping.
The headers are connected to the detail controls and will move along with any detail controls you move,

add, or delete.

The following example illustrates the Format Options for the “Amount Due” control on the Inventory
report created earlier in this module. Point out the different types of things that can be controlled using

the Property Sheet.

{8 Invoices =
Fls . v 0 g 7 | i 1 ] =
# Report Header

& Page Header

=

I

# Invoice Date Header |

- Detail

T lax ‘]S’lﬁppmg |A1n01mt Due |

e e SRR NI rrE——

& Page Footer

; | Page " & [Page] & "of " & [Pa.ges]E
# Report Footer

Property Sheet
Selection type: Text Box

Amount Due
Format | pata

Format
Decimal Places
Visible

Width

Height

Top

Left

Back Style
Back Color
Border Style
Border Width
Border Colar
Special Effect
Scroll Bars
Font Name
Font Size

Text Align
Font Weight
Font Underline

b

Other All

Currency w
Auta

Ves

1

0.25

0.0208"

7.7604"

Maormal
EBackground 1
Transparent
Hairline
Background 1, [
Flat

Maone

Book &ntiqua [C
11

General

Marmal

Ma
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\_¥ eLearning: Introduction to Reports in Access 2010 (4 Lessons & Posttest)

Follow the steps below to complete the above eLearning requirements.

Step 1: Logon to Accelerate

Step 2: Click the My Plan tab (on left)

Step 3: Click the Access 2010 Blended Learning Program folder Employee Development Tools
Step 4: Complete the assignments as noted above

The elLearning resources may be reviewed as much as needed before, during, and after the learning
program is over. Most courses will include a posttest that must be completed unless otherwise
assigned. Progress reports may be forwarded to your hiring manager upon request.

You do not heed to complete the entire eLearning in one sitting; however, you should avoid closing the

course window by clicking the red &4 and use the course’s button to close the course. Using the

button will ensure the system saves your progress and you can begin where you left off when you
exited the course.
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Managing Your Database

This section covers some of the basics of managing your database, such as saving it as another
format, printing an object, emailing the database, and backing up your database.

Backing Up Your Database

If you are experimenting with your database, or making changes that are difficult to undo (such as
executing an action query), you should make a backup of the database first. A backup saves a copy of
the database.

1. Select the FILE tab to open the Backstage View. Select SAVE & PUBLISH.

2. Select SAVE DATABASE AS. Select the BACK Up DATABASE option.

Home  Create  ExternalData  DatabaseTools  Acrobat (?)
al =
File Types Save Database As
=
j Database File Types
@] save Database As [@J Save Database As % yP
(@] Access Database Access 2002-2002 Database
1 save as Adobe PDF : Default database format. Save a copy that will be compatible with
- N Access 2002-2003.

& Gpen ) ) Access 2000 Database @] Template

{ Close Database = Save a copy that will be compatible with Save the current database as a database
- Create Adobe PDF Access 2000, template (ACCDT).
(] Participant Studies ... Advanced
Adtion Queries,mdb Ll & Package and Sign &) Make ACCDE
& | Package the database and apply 2 digital File will be compiled into an executable
] Health Plus -Sieme... 5 Publish to Access Services signature, only file.
() OED Project Db.ace... | & Back Up Database 4 SharePoint

Back up important databases regularly to Share the database by saving it to

Info prevent data loss. document management server.
Recent H
e Save As
Print
Save & Publish
Help
2] Options
B it

Access displays the Save As dialog box.

3. Access provides a default file name that includes the name of the original database and the
date of the backup. If you must change this, enter the file name for the copy of the database.

4, Select SAVE.
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Emailing Database Objects

Access 2010 includes the sharing tool Access Services if you and your coworkers are connected to a
SharePoint server and are all using Access. But how do you get information to someone else if you are
not using Access Services or Share port? You can email an object from the database in another format

to share the information.

The Invoice Report is used in the following example. Use the following stepsto email a database object.

1. Highlight the object you want to email from the Navigation Pane.
2. Select the EXTERNAL DATA tab. Select EMAIL.

@f A |= MNorthwind : Database (Access 2007) - Microsoft Access

Home Create External Data Database Tools

= ] 3 o] Text File ==z === === === 5 (A Access Ze
E“j ' lj \ij? g 5 XL Fie ;‘:j SE %1 v @ | =] =]

= .
Saved Excel Access ODBC Saved Excel Text XML PDF | E-mai = Manage
Imparts Database ’.ﬁ More ™ | Exports File File  or XPs EZF More - Replies

Import & Link Export Collect Data

o B OER

> @

All Access Objects ¥ o«

Search.
Tables

Queries

©

Forms
Reports

E- B S I oY

Customer Address Book
Customer Phone Book
Employee Address Book
Employee Phone Book
Invoice

Invoices

Monthly Sales Report

Product Category Sales by M...
Product Sales by Category
Product Sales by Total Revenue
Product Sales Quantity by Em...
Quarterly Sales Report
Supplier Address Book
Supplier Phone Book

Top Ten Biggest Crders

i i EEEEEE

Yearly Sales Report

=
2
E
2
« |«

Ready

Num Lock |
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Access opens the SEND OBJECT As dialog box.

Send Object As

Select oukpuk Format:

E:

HTML (*,bkm; * Rkl
Microsoft Excel 5.0/95 Waorkbook (¥, xls)
PDF Format *,pdf)

Rich Text Format (*.rtF)

Snapshok Format (*.snp)

Texk Files *.kxk)

¥PS Faormat [+, xps)

II
-

Cancel

Ckpuk

all
Selection

3. Select the format you want to use and select OK.
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Course Summary

This course provided you with the knowledge and tools to plan and build a database structure using
Microsoft Access 2010. You have learned there is more than one way to create, view and edit database
objects. You have also learned about various database objects including Tables, Forms, Queries and
Reports. Each of these objects is capable of performing various tasks to help you collect and organize
your data in a meaningful way. While Tables and Forms help you gather data effectively and efficiently,
Queries and Reports help you present your data in a way that makes sense without excessive editing
to avoid unwanted data.

Optional Follow-up session date TBD

Sometimes the questions you have may not arise until after the learning session is over. The optional
follow-up session is a chance for you to ask questions after you have had some time to apply your new
skills on the job. These sessions are optional and may be in the form of a webinar, phone conference or
leader-led workshop. Ask your instructor for details.

Thank You

Thank you for participating in the Access 2010 Blended Learning Program offered through the office of
Organization & Employee Development, a division of WSU Human Resources. We are committed to
providing professional development opportunities for all WSU employees. To learn more about our
office please visit our website at http://wayne.edu/hr/oed/index.php You can also contact our office by
phone (313) 577-2111 or by email at OED@wayne.edu
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