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Introduction

QuickSteps books are recipe books for computer users. They answer the question
“how doI...” by providing a quick set of steps to accomplish the most common
tasks with a particular operating system or application.

The sets of steps are the central focus of the book. QuickSteps sidebars show
how to quickly perform many small functions or tasks that support the
primary functions. QuickFacts, Notes, Tips, and Cautions augment the steps,
and are presented in a separate column to not interrupt the flow of the steps.
The introductions are minimal and other narrative is kept brief. Numerous
Full-color illustrations and figures, many with callouts, support the steps.

QuickSteps books are organized by function and the tasks needed to perform
that function. Each function is a chapter. Each task, or “How To,” contains the
steps needed for accomplishing the function along with the relevant Notes,
Tips, Cautions, and screenshots. You can easily find the tasks you want to
perform through:

o The table of contents, which lists the functional areas (chapters) and tasks
in the order they are presented

o A How To list of tasks on the opening page of each chapter

o The index, which provides an alphabetical list of the terms that are used
to describe the functions and tasks

o Color-coded tabs for each chapter or functional area with an index to the
tabs in the Contents at a Glance (just before the Table of Contents)
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Microsoft Office Access 2007 QuickSteps

Conventions Used in this Book

Microsoft Office Access 2007 QuickSteps uses several conventions designed to make the

book easier for you to follow. Among these are

A @) ora #J in the table of contents or the How To list in each chapter
references a QuickSteps or QuickFacts sidebar in a chapter.

Bold type is used for words on the screen that you are to do something
with, like “...click the Office Button and click Save As.”

Italic type is used for a word or phrase that is being defined or otherwise
deserves special emphasis.

Underlined type is used for text that you are to type from the keyboard.

SMALL CAPITAL LETTERS are used for keys on the keyboard such as
ENTER and SHIFT.

When you are expected to enter a command, you are told to press the
key(s). If you are to enter text or numbers, you are told to type them.
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Understanding an Access N
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@' Understanding the Ribbon

e Open a Database

* Use the Navigation Pane Chapter /I

# Understanding Access Objects

* Open Older Databases Steppi ng i nto Access =

# Understanding Access File

Compatibility

Change the Default File Format Microsoft Office Access 2007 provides a database capability .

in Access for the Office suite of programs. While maintaining the core

Find a Database features and functionality of Access from years past, this

Customize the Quick Access version adds features that support everyone—from the casual

Toolbar user who simply wants to organize and track household @

Using the Keyboard in Access assets to the designer who wants easier ways to create

Display and Use Ribbon custom forms and reports. If you have used earlier versions

Shorteut Keys of Access, one of your first indications that this version is ~

Sistodlong e e something out of the ordinary is your first look at the new

Open Help ribbon and other user interface items (this collection of screen

Use the Access Help Window elements allows you to use and navigate the program). o

Close a Database Gone is the familiar menu structure you might have grown

Exit Access i accustomed to with Microsoft Office programs, replaced with

a new organizational scheme to better connect tools to tasks. o

-
o
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UNDERSTANDING AN
ACCESS DATABASE

The container for data and the Access objects that
manage the data is a file called a Microsoft Office
Access database that includes an .accdb file extension,

for example, MyDatabase.accdb (previous versions
used an .mdb file extension, which you can convert to
the new file format). A database, in its simplest form, is
just a collection, or list, of data on a related subject—for
example, the pertinent information on a publisher’s
books, such as the title, author, ISBN number, selling
price, and the number of books sold and on order.

A database can contain a single collection of data, or it

can be divided among sub-collections that are related by
common categories. A database can also be utilized in
different roles. You can be a database user, who adds and/
or retrieves data, such as account information in a large
corporate system. Or you can be a database designer,
who creates the structure of the database for others to use.
In most cases, you're a bit of both: for example, you might
create your own design for keeping track of your music
collection and enter the information yourself.

This book assumes that you have Access 2007 installed
on the Microsoft Windows Vista operating system.
Procedures and illustrations used throughout the book
reflect this assumption. If you have Windows XP as your
operating system, be aware there might be procedural
differences in performing certain tasks and some
illustrations might not exactly reflect what you see on

your screen.

v
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In addition, a new database file format allows for new features,
including a new Attachment data type that accommodates
multiple files attached to a single record (for example, you can
add several photos of a house for sale).

This chapter explains how to open Access and a database
file, use the ribbon and the new user interface, and then
personalize settings to meet your needs. You will learn how to
get help—online and offline—and see how to end an Access
session.

Start Access

You can start Access as you would any other program—using the Start menu,
using the keyboard, and using shortcuts you have created. Existing Access
databases can be opened in similar ways, and recently used databases can be
quickly opened from within Access.

Many programs, such as Microsoft Office Excel and Word, open with a new,
blank file ready for you to start entering text or data. Access does not do this, as
you are more likely to use a template to assist you in setting up a new database.
You will see how to open existing databases in this chapter and how to create
new databases in Chapter 2.

Open Access

You can open Access using standard features that were set up by Windows
when you installed the program, or you can use other shortcuts more to your
own way of computing.
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Cut
Copy

Delete
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OPEN ACCESS FROM THE START MENU
Normally, the surest way to start Access is to use the Start menu.

1. Start your computer if it is not running, and log on to Windows if necessary.

2. Click Start. The Start menu opens. If listed, click Microsoft Office Access 2007 in the
lower portion of the Start menu. Programs you’ve opened recently will be listed here.

_()p_
Click All Programs, click Microsoft Office, and click Microsoft Office Access 2007.

. Microsoft Office

(2 Mipposoft Office Access 2007 Computer
i N;Ebosof't Office Excel 2007
=

! u Create databases and progrars to tracknd mnage wour information by
[ wf using Microsoft Office Sccess,

[@ Micrasoft Office PowerPaint 2007 |
[I'_j__ Mdicrosoft Office Publisher 2007

i, Micrasaft Office Word 2007

U Microsoft Office Tools

trol Panel

Default Frograms

1 Back Help and !

Start Search

3. In either case, the Access window opens with the Getting Started page displayed, as
shown in Figure 1-1.

OPEN ACCESS FROM THE KEYBOARD

1. Press the Windows flag key (typically, between the CTRL and ALT keys), or press
CTRL+ESC.

2. Press A in the Start Search box (Microsoft Windows Vista only).

3. Press DOWN ARROW until Microsoft Office Access is selected; press ENTER to open it.
CREATE A SHORTCUT TO START ACCESS

1. Click Start, click All Programs, and click Microsoft Office.

2. Right-click Microsoft Office Access 2007 to display a context menu and perform one
of the following actions:

® Click Pin To Start Menu to add a shortcut to the upper-left “permanent” area of the
Start menu.

Microsoft Office Access 2007 QuickSteps  Stepping into Access
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i ™~ | % Microsoft Access i = x
N N 9
i Template Categories
| Featuring 2 - : S 2
T Getting Started with Microsoft Office Access
Business
MNew Blank Database - Open Recent Database
Personal —
m Sample lank Database = L5 Mare...
Education
Featured Online Templates
| L
< i
Assets Contacts 5
Ol e :
Li5.0ffice Online
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0
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* et the latest contentwhile warking in the 2007 Microsoft
Office system
co @ Guide to Access 2007 User Interface
. Jrganize all your objedts using the new, easy access
Mavigation Pane
More on Office Online:
Figure 1-1: When Access opens, you Training | Templates | Downloads
are presented with several ways to
~ open or create a database
and with helpful information

from Office Online.

@ Click Add To Quick Launch to add a shortcut to the Quick Launch toolbar on the
o0 left end of the taskbar next to Start. (If you don’t have a Quick Launch toolbar,
right-click a blank area of the taskbar, click Toolbars, and click Quick Launch.)

® Click Send To and click Desktop (Create Shortcut) to place an icon on your desktop.
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UNDERSTANDING THE RIBBON

The original menu and toolbar structure used in Office
products from the late '80s and early '90s (File, Edit,
Format, Window, Help, and other menus) was designed
in an era of fewer tasks and features that has simply
outgrown its usefulness. Microsoft’s solution to the
increased number of feature enhancements is the ribbon,
the container at the top of most Office program windows
for the tools and features you are most likely to use

to accomplish the task at hand (see Figure 1-3). The
ribbon collects tools you are likely to use into groups.

For example, the Font group provides the tools to work
with text. Groups are organized into tabs, which bring
together the tools to work on broader tasks. For example,
the Create tab contains groups that allow you to add
objects such as tables, forms, and reports.

Each Office program has a default set of tabs and
additional tabs that become available as the context

of your work changes. For example, when working on

a table, a Table Tools (Datasheet) tab displays. The
ribbon provides more screen real estate so that each

of the tools (or commands) in the groups has a labeled
button you can click. Depending on the tool, you are then
presented with additional options in the form of a list of
commands, a dialog box or task pane, or galleries of
choices that reflect what you'll see in your work. Groups
that contain more detailed tools than there is room for in
the ribbon include a Dialog Box Launcher icon that takes
you directly to these other choices.

Two new Office 2007 features that are co-located with
the ribbon include the Office Button and the Quick
Access toolbar. The Office Button menu (similar to the
old File menu) lets you work with your database (such as
saving it), as opposed to the ribbon, which centers on

Continued . . .

Databases can contain code that could cause serious
harm to your computer. To alert you to this potential
problem, a Security Warning will appear on a message
bar under the ribbon, altering you that Access has
disabled content it cannot determine is from a trusted
source. Click Options to see what the issue is (shown

in Figure 1-2), and, if you trust the source, click Enable
This Content. If you do not know or trust the source,
leave the default option selected. In either case, click OK
to close the dialog box. If you do not enable the content,
the database will open and you can view data, but any
executable code will be disabled. See Chapter 9 for more
information on database security.

@ Security Warning  Certain contentin the database has been disabled

y

Figure 1-2: Only enable
content in databases that
you know comes from a
trusted source.

Cptiohs.. [:g\

c:'fosm‘.f’f.b"ﬁ af§é wﬁt}fﬁ]ﬁ‘la ns

@ Security Alert

¥BA Macro
Access has disabled potentially harmful content in this database,

IF wou krust the contents of this database and would like to enable it for this session
only, click Enable this content,

Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information

File Path:  Ci\UsersiJohn\Documents\Assets, accdb

71 Help protect me From unknown content (recommended)

Open the Trust Center [ OK _] [ Cancel
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Open a Database

o UNDERSTANDING
THE RIBBON (Continued ) You open an Access database by locating the database file. You can manually
working in your document (such as entering and editing find the database file using a dialog box, Getting Started page, shortcut, or
data). The Quick Access toolbar is similar to the Quick Windows Explorer. (If you do not know the location of the file, you can do a
Launch toolbar in the Windows taskbar, providing an search on your drives, as described in “Find a Database” later in the chapter)
(32) always-available location for your favorite tools. It starts out

For files you have previously opened, Windows and Access provide a number
with a default set of tools, but you can add to it. See the

accompanying sections and figures for more information on
the ribbon and the other elements of the Access window. BROWSE TO AN EXISTING DATABASE

of aids you can use to reopen them quickly.

1. Open Access (see “Open Access” earlier in the chapter).

<
2. Click the Office Button in the upper-left corner of the Access window, and click Open.
—Or—
N e e T e In the Getting Started page, under Open Recent Database, click More (see Figure 1-1).
ol and your screen resolution, changing the size and shape —-Or-
of buttons and labels. See for yourself by opening a Press CTRL+O.

database, maximizing the Access window, and noticing
how the ribbon appears. Drag the right border of the
© Access window toward the left, and see how the ribbon

In all cases, the Open dialog box appears, shown in Figure 1-4.

] . Quick Access
changes to reflect its decreasing real estate. toolbar Ribbon tabs  Gallery Dialog Box Launcher
Office Button I "ED // . e ets : Database (Access 2007) - Microsoft Access = = X
Home Create External Data Database Jaols Datasheg (2]
N
| M = % Calibri 11 | I_ﬂ T E Totals ‘% T Vi % i
|
Ribbon i P{ 53 |B e l]| : : Rlef i =8 Save F spelling || &) e i o
| Al
| AR R A e S e 4t D e
;\fiews |l o_ard G !!! iaratic / i Rich Text Records Sort & Filter Find
AlL&Cress Objects Access Theme Colors
0 T Tables H EN M| W W| company -| lastName - | FirstName -|  E-mail Address - | Job Title
Group |/ = assets PEEEEN
x| Standard Colors
| Contact:
Sl N EEEEEEN
Queries m
5 Assets Extended "
. EER
H Contacts Extended
B Contacts Extended) g g g g g 1 0 O O
o Forms EEEEEEEEEN
[El Asset Categories b _. | | ENEEE
2 Asset Details Mare Colars...

Figure 1-3: The ribbon, containing groups of the most common tools, replaces the familiar Office menu
and toolbar structure.
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A handy feature in the Open dialog box (and other
browse-type dialog boxes) is that you can create links to
often-used folders where you store databases and add
them to the Favorite Links area in the left pane of the
dialog box (see the first Favorite Links entry in Figure 1-4).
Open Windows Explorer and display an often-used folder
in the right pane. Right-click the folder and click Create
Shortcut. In the left pane of Windows Explorer, open your
Windows Vista username folder (for example “John”) to
display the subfolders under it. Do not click the folder to
open it; instead, use the open and close arrows to the

left of the folder name. When you have your Links folder
visible in the Windows Explorer left pane and the shortcut
to your often-used folder displayed in the right pane, drag
the shortcut to the Links folder. The next time you use the
Open dialog box, you can open the folder with one click.

Folders ~
] ﬁ lohn 2
B Contacts (W
o Desktop
3 E. Docurnents
+ . Downloads
I E' Favorites

L Links
B Q’ l\-’1usiJ"\5
3 Q Pictures
1 Sawved Games

Access 2007 can open data from other database file
formats, such as Paradox, and files that organize data in
a database structure, such as an Excel worksheet or text
file. In most cases, a wizard will lead you through the steps
to accurately organize the data into an Access format.
Chapter 5 describes how to work with external data.

v

Address I/
bar

Custom
link

Folders
list

o

:E-'ﬁpw-

@-Qv E » John » Documents »

- Drgam'.'-:e - EEE Views ~ I Mew Folder

Fav

orite Links

Desktop

| Computer

| Documents

Access2007 - Shortcut
Pictures

Music

i Recently Changed

. Searches

Folders
B Desktop

ﬂ lohn
E| Contacts

o Desktop

—{; Diocurnents

. Downloads
E— Favarites

File name:

- | ‘1| |_Sear1:h

>
MNarre

Date taken Tags Size b

(5] My Data Sources

. PresentationCD

1 PresentationCD-whfiewer
L Snaglt Catalog

L Updaters
@Assets.accdb

@ Chap8
E:}Chapters.accdb
@Contacts.accdb
@Databasel.accdb

—_~o [Micrnsoft.foica Aooess [Mac v]

File types |
button

Toals = [ Open iV] [ -Cancel ]

database file.

Figure 1-4: The Open dialog box provides several ways to browse for a

2. Use the address bar or the left pane containing your favorite links and folders to
browse to the folder that contains the database you want.

3. To narrow the list of files displayed, click the file types button to the right of the File
Name box, and click a file type if different from the type displayed on the button. Click
the file type you want from the list (see the accompanying Note).

4. When you have located it, double-click the database.

—Or—

Click the database to select it, and click Open.

In either case, the database opens in Access, similar to that shown in Figure 1-5.
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Context menus I
provide options for

Tabbed documents Contextual tabs
provide easy access  provide tools tuned
to open objects to the active object

Expanded
Navigation Pane

Database name
and file format
in title bar

Minimize, restore,
and close the Open Access
Access window Help

AN \

(O H=9-© <

| Home | Create External Dat Database Tools Datasheet

o
Tab\To’o_ls Assets ) Database (Access 2007) - Microsoft Access \_’ = Y
)

= e

=8 Save

‘ M o I Calibiri

b=

Ll n@

‘i | Paste

selected objects I

Figure 1-5: An Access database is
surrounded by a framework of tools
to work on its constituent objects.

Open Recent Database

5 Mare...

%_-} Assets.accdb
10/20/2006

£ 2:Matthews'...\Chapter 1.accdb

L0j20f2006

] Chapter 8L.accdb
10/20{2006

E‘] Chapter 8.accdb
L0/20/2006

T b || Refresh
o P s
|| Wiewg | Cliphoard 5 Font Rich Text Records
o .
All Access Objedts > |« @—MM‘E Contacts | >
Tables el ; ' ID - | Company vflastName vf
T3 assets & 1 Acme Products
Contacts * (New)
Queries £
ﬂ Assets Extended 2
LE | Cpen
@ Contacts Extended M FE—
| Design Wiew
Forms
EE] Asset Categories b T '
=5 Asset Categories by
g,l Collect and Update Data via E-mail
EEl msset Details
Rename
B mssetlist .
Hide in this Group
@ Azzets by Location C T
lete
@ Contack Assets Datas ya e
uL
EEl contact Details Ba| oy
-2 ContactList | paste
Reports AP Object Properties
All Assets m

Azset Details

Azzets By Category

Assets By Location

x Peetp EMnre'

T Advanced - L
Filter Fincl
- W Toagle Filter

Sort & Filter | Find

X Totals ‘21 Y \_E;Selection'
Fapeting | %
A

E-mail Address Job Title

= — > || Record: g tort [ ¥ Wb | Elinfiter |[search |+ 4
Datashzet Wiew !.wtock | “iﬁ-@,-- E E
The status bar Tools assist you Views toolbar allows Resize the Access
provides information when working with you quickly switch window
pertinent to the user data or designing how you work with
objects an object

OPEN RECENTLY USED DATABASES

1. Start Access (see “Open Access” earlier in the chapter).

2. In the Getting Started page, under Open Recent Database, click the database you

want to open.

%j 2. Books-2000 Format.mdb —Or-

10/20{2006
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Click the Office Button and click a database from the Recent Documents list.
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You can change the number of recently opened databases
that are displayed in the Getting Started page and from
the Office Button menu. Click the Office Button, click the
Access Options button, and click the Advanced option.
Under Display, click the Show This Number Of Recent
Documents spinner to change the number of recent
databases displayed (nine is the maximum).

Display

Show this number of Recent Documents: |9 =

If you are familiar with earlier versions of Access, you
are probably wondering what happened to the Database
window, the “Grand Central Station” for working with
database objects, when you opened a database. The
window has been recast into the Navigation Pane.

—Or—
Display the Open dialog box (see “Browse to an Existing Database” earlier in this
chapter), and click Recently Changed in the Favorite Links area of the dialog box.
Click the database you want to open from the list in the right pane.

USE WINDOWS EXPLORER TO OPEN A DATABASE

1. Click Start and click Computer. If necessary, click Folders in the left pane to display
the Folders list.

2. Under Computer, open the drive and folder(s) that contain the database you want
to open. When you open the folder that contains the database in the left pane, the
database file will be displayed in the right pane.

3. Double-click the file name to open the database in Access.
CREATE SHORTCUTS TO OPEN A DATABASE
Just as you can create a shortcut to start Access, you can create a shortcut to a

database file. Opening the file will open the database in Access, starting Access

if it isn’t already open.

1. Locate the database file, as described in the previous section, “Use Windows Explorer
to Open a Database.”

2. Click the file using the right mouse button, and holding the button down, drag it to the
desktop. (This is called right-dragging.)

—Or—
Drag the file to the Quick Launch toolbar.
—Or—
Drag the file to another folder. Copy Here
3. Release the mouse button, and click Create Shortcuts Mowe Here
Here from the context menu if it is displayed. Create Shortcuts Here

Cancel
Use the Navigation Pane

The Navigation Pane (see Figure 1-5), provides the functions that used to be
performed with the Database window in earlier versions of Access, and then
some. From within this framework, you can open, design, organize, import
and export data, and delete the objects that comprise a database (see the
“Understanding Access Objects” QuickFacts).
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LUCKFACTS !

UNDERSTANDING ACCESS
OBJECTS

Objects comprise a database. Objects let you store, find,
enter, present, and manipulate your data:

® Tables contain data, organized by categories

called fields, into unique sets of data called
records.

Queries are requests you make of your data to
extract just the information you want or to perform
maintenance actions, such as inserting or deleting
records.

Forms provide a user-friendly interface for entering
or displaying data.

Reports allow you to take mundane collections
of data, organize them in a creative package, and
print the result.

Macros provide a means to automate actions in
Access without in-depth programming skills.

Modules package Visual Basic code into a single
container, providing a convenient interface for
coupling Access to the possibilities offered by

a programming language.

The remaining chapters in this book describe the first
four objects in more detail. Macros and modules involve
advanced techniques and are beyond the scope of

this book.

Microsoft Office Access 2007 QuickSteps  Stepping into Access

EXPAND AND COLLAPSE THE NAVIGATION PANE

When a database is first opened, you see the Navigation Pane displayed as a
shutter bar on the left side of the Access window, shown in Figure 1-6:

® To view the objects contained within the database and access the Navigation Pane’s
many features, click the bar or the right-pointing open button on top of the bar to
expand the pane.

® To collapse the Navigation Pane to its docked location on the left side of the Access
window, click the left-pointing close button on the right side of its title bar.

41

I",‘E!ﬂ g Y r‘i

| Haome | Create
i [==1 0 calibri
-7 By 0
[ mibaainan: - _3_ |'B 1
ey Paste

: - | A

"\fi_ew:s ';Cli;:lbo_ard L]

SE—

ISBN - | c4
0070194351 Tech
0070350787 Tech
0070380686 Edu
0070466173 Edu
0071054618 Meg
0071343105 Bus
| 0071346082 Pars
| 0071358978 Edu
| 0071359621 Meg
0071369988 Bus
0071375252 Tech
0071377964 Tech

Figure 1-6: The Navigation Fecord: M 4 12 0f 45| K
Pane stands by innocuously Datasheet Wiew = Num Lotk |
until you are ready to use it. |,

Mavigation Pane




Access “remembers” how you left the Navigation Pane
when you close a database and displays it the same way
the next time you open the database.

Al Access Objects "«

Mavigate To Category
Custom
v Object Type
Tables and Related Wiews
Created Date
Modified Date
Filter By Group
Tables
Queries
Forms

Reports

v Al Access Objects

-

E5 contactList

You can combine your database’s objects into any
collection, or group, you want, and access them on the
Navigation Pane. Create a group by clicking Custom on
the Navigation Pane menu. Right-click the new group,
click Rename, type a meaningful name, and press
ENTER. To add an object to the new group (an object can
be listed in multiple groups), right-click the object, click
Add To Group, and the click the group name.

The Access window title bar displays the file format
version of the open database.

DISPLAY ONLY THE OBJECTS YOU WANT
Expand the Navigation Pane, and click its title bar to display its menu. There
are two sections on the menu that let you display the objects in your database as
you want to see them:
® Under Navigate To Category, click the category that most closely matches how you
want to view the objects.

® Under Filter By Group, click the group whose objects you want displayed; other
groups and their objects will be hidden (the grouping options that are available to you
will change according to the category you selected at the top of the menu).

COLLAPSE AND EXPAND GROUPS

Click the upward- and downward-pointing arrows on the right-end of a group’s

name.
I Queries ¥
Forms 2‘&}
@ Asset Categories by Curr
@ Asset Details

-5 Asset List

PERFORM ACTIONS ON OBJECTS

Right-click the object you want to work with, and select the action you want to
perform from its context menu (see Figure 1-5).

Open Older Databases

You can open earlier versions of Access databases, though what you can do
with them and whether Access offers to convert them to a more recent version
depends on how old they are.

OPEN ACCESS 95 AND ACCESS 97 DATABASES

If you try to open a database created in Access 95 or Access 97 in Access 2007,
you will be presented with the option of converting (updating) the database to
the default file format you currently have chosen or opening it using its native
format (see the “Understanding Access File Compatibility” QuickFacts for more
information on Access file formats).
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. m Database Enhancement

This database was created using & previous version of Microsoft Office Access,

UNDERSTAN DING ACCESS In order to enable recent enhancements_ and provide you with the best experie_nce |3|3_ssih|eJ .Q.ccess will upgrade
vour database, Once completed, wou will not be able to-open this database using earlier versions of Access,
F".E COM PATIB".ITY Proceed with enhancement? (Recommendead)
The Access database file format changes somewhat I you choose Mo (Mot recommended):
in each newly released version to accommodate new * The database will not be upgraded and sarme enhancerments will be unavailable.
(a0} * You can open the database, view objects and modify records using this release of
features and provide better security. However, Access Access, but design changes will be disabled.
is not generally forward-compatible, meaning that older * To make design changes vou must use an earlier wersion of Access that supports the

old database Format,
versions of Access cannot recognize newer file formats

without converting them to the older file format (if that's
<t even possible). Access 2007 can open database files

r Yes ] [ Mo ] [ Cancel ] [ Help

Figure 1-7: You can choose to convert an earlier Access database to a recent version

created in versions since Access 95; however, Access or open it without conversion but with very limited capabilities.

2007 can only provide the same level of functionality as

the original Access program with database files saved in 1. Open the database using the techniques described in “Open a Database.” The
Access 2000 and later file formats. Database Enhancement dialog box appears, shown in Figure 1-7.

o By default, Access uses the 2007 file format (using the 2. Click Yes if you want to convert the file to your default Access file format. Doing so will
new .accdb file extension). You can change that to either prevent the database from being opened by earlier Access versions. (See the next
of two earlier formats (using the .mdb file extension section, “Change the Default File Format in Access” for information on changing the
common to earlier versions), ensuring that your database default format from Access 2007 to an earlier format.)

© files can be opened by users who have Access 2000 and 3. The Save As dialog box appears, shown in Figure 1-8. Locate the folder where you
later. The more prominent advantages to using the new want the database stored, change the file name if needed, and click Save. After the
file format include: conversion, you are notified that the database has been upgraded and are advised of

® A new Attachment data type to store multiple limitations on opening the database by earlier versions.
~ pictures or files in a single record e @

Attachments (Double-click to open)

be shared with users of Access 2003 or earlier versions.
Cit

e Far maore infarmation about conversion, click Help.
I Garden.jpg 280
0 i Books.xlsx [ 0K } [ Help. ‘

e = BT = 2
Attachments - =i This Database has been upgraded to the Access 2007 File Format. The new database cannot

4. Click No if you want to open the database in its original file format. Doing so limits your
Save f5.. .
Bt ability to use many newer Access features. Most notably, you won’t be able to change
lﬂj the structure (design) of the database.
o ’ OK ] I Cancel ] ¢ o I T ] s Books-97 Format: Database (Bccess 97 file format) - Microsoft Sccess - = X

Home Create External Data Databaze Tools L]

Continued. . .

@ Security Warning Cerfain content in the database has been disabled Cptions.
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QUICKFACTS

[ Save &3
N
@Q,] |« Bccess2007 b Chapl » ~ [ 42| search
UNDERSTANDING ACCESS = = —
FILE COMPATIBILITY (Continued) W Organize = geg Views ~ I New Folder
® Multivalued lookup fields that let you store more than Folders v | Mame Date modified Type Size
one value in a field (by creating a list, or lookup, from L QuickSteps « | 10 2003 Files w
which you can select one or more values) I Access2007 £ Chapter Laccdb
. . . . . L. Chapl
® |ntegration with Microsoft Windows SharePoint B9 Access13QSArchive zip
Services that allows collaboration and document )i eBay Business
sharing among a workgroup (setting up a SharePoint |, eBayll F
site and integrating with Access 2007 is beyond the o Bxcel2007 [ »
scope of this book) = 1) Horthidind db <
:_ j]—.u Ciffice1?.
® Data collection from forms you " ! : ;
L Create Manage File name: | [E]aEEN]ER ] %
send to others in Microsoft E-mail Replies
. : 5 : M Office A 2007 Datab accdh hd
Outlook 2007 e-mail messages ollert Diata ave as type: | Microsoft Office Access . Database (*.accdhb) ] o
When deciding which database format to use, you will
have to weigh the features offered by Access 2007
against the ability to share your work with users of earlier #/ Hide Folders Tools v [ Save | [ Cancel
versions of Access. -
Figure 1-8: The Save As dialog box allows you to name and locate the converted database.
$ A ~J
Many databases encounter errors during the Microsoft Office Access =
conversion process. The errors are listed in .
: ; Microsaft OFfice Access encaunterad one of more errors during conversion, To wiew a summaty of these errors,
a Conversion Errors table that's added to the .@. e e
database. See Chapter 2 for information on [ ] ’ ]
Ok Hel
working with tables. R, (o
W
OPEN ACCESS 2000 THROUGH ACCESS 2003 DATABASES
Open the database using the techniques described in “Open a Database.” The
database opens without needing to convert it to a more recent database format. ©
You can work on the database as you did in earlier
I('D ] = o] 5 Books-2003 Format : Database (Access 2002 - 2003 file format) - Microsoft Access = = X . .
Wh)——— — — version of Access, but features provided by the Access
- Home Create External Diata Databaze Tools
2007 file format will not be available to you.
—h
o
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CONVERT AN OLDER DATABASE AFTER OPENING IT

If you open an older Access database in its native file format without converting
and later decide to convert it to the default file format, you can do so within

Access will not be able to determine that the content in . .
. Access 2007 without having to reopen the database.
most conversions came from a trustworthy source and

will provide you with an opportunity to not open the file. 1. Click the Office Button, and click Convert. The Save As dialog box appears
™ Click Open in the Security Notice dialog box if you trust (see Figure 1-8).
the source of the database. 2. Locate the folder where you want the database stored, change the file name if needed,
';Mi%:_r'crs"c'r&'OFﬁtet Access Security Motice @ and click Save. After the conversion, you are notified that the database has been
@ . . o upgraded and are advised of limitations on opening the database by earlier versions.
A potential security concern has been identified.
q-
Warning: It is not possible to determine that thi H H
cuarll;:l-'elll'-:tgcan;le}?nnl?iu::lru:tu?urfh:;n;:.lr:e. \?nu sllfnuld Change the DefaUIt FI Ie Fo rmat in Access
leave this content disabled unless the content provides .
critical functionality and you trust its source. New databases and converted databases can be created in the three latest Access
File Path: {iMaini. . FilesiMicrosoft OFfics|OFFICE1 Uty mds file formats. (See “Understanding Access File Compatibility” for information on
o This fie mighl noptaivDssfe Fontent thateold b vorie the pros and cons of using older file formats.) Unless changed, Access uses the
computer, Do wiou wank to open this file or cancel the operation?
, ) 2007 (.accdb) file format. To change to an earlier file format:
[More information
open | [ Concel 1. Open Access (see “Open Access” earlier in the chapter).
© 4 2. Click the Office Button, click the Access Options button, and click the Popular option.
3. Under Creating Databases, click the Default File Format down arrow, and click
Access 2000 or Access 2002-2003.
4. Click OK when finished.
N~ .
Find a Database
To find a database whose name and location you have forgotten, provided you
remember other information about it:
(o) 1. Click the Office Button, and click Open. The Open dialog box appears (see Figure 1-4).

2. Use the Folders list or Favorite Links in the left pane or the address bar to narrow your
search to the drive and/or folder where you think the database is located.

3. In the Search box, type words you know are contained in the database or keywords
o (words or phrases associated with the database). As you start typing, possible matches
are found and displayed. (See Chapter 2 for ways to add identifying information to a
database file.)
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Home Create

Several popular tools can be quickly added to the Quick
Access toolbar by clicking the down arrow to the right of
the Quick Access toolbar and clicking the tool you want.

=

= open [
@ uv |._5J.r b Search Results in 256 atthewrs

- | ‘f_| | books- x |

; oo - n
‘ Organize v g3z Views ~ E -

Network locations and connected devices are searched more slowly than indexed locations. Click to get help... X

MNarme Date r"r-u:udif... Type Folder Authars e
] Boaks-2000 Farmatmdh

Favorite Links

B Desktop
M EE‘;JBooks—gT Farmat.mdb

are » -

B Bogks-2000 Format.accdb,
s
£ Boaks-2003 Farmatmdb
Folders hd
B Phoerix + | Did you find what you were searching for?

K Program Files |4 Search in File Centents

4. To open the database you've found, select the file and click Open.

Personalize Access

You can personalize how you work with Access by choosing to display task
panes, customizing toolbars and menus, and rearranging windows.

Customize the Quick Access Toolbar

You can provide one-click access to your favorite Access tools by adding them
to the Quick Access toolbar, which, by default, is to the right of the Office
Button. The starter kit of tools includes Save, Undo, and Redo.

ADD OR REMOVE TOOLS FROM A LIST

1. Click the down arrow = to the right of the Quick Access toolbar, and click More
Commands.

_Or_
Click the Office Button, click Access Options, and click Customize.

In either case, the Access Options dialog box appears with the Customize options
displayed, as shown in Figure 1-9.

2. Click the Choose Commands From down arrow, and click the tab or other option
from the drop-down list to find the tool you are looking for.
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Available tools in a
selected list or tab

Add and
remove tools

Customize for all databases
or just the current one

Popular
Current Database

Datasheet

tabs and lists |

Change where the |
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Proofing

Advanced

Ccustormize |
Add-ins
Trust Center
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Customize Quick Access Toolbarn
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Cache List Data
Create E-mail
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Figure 1-9: Any command or tool in Access can be placed on the Quick Access toolbar for one-click access.

Microsoft Office Access 20

3. Click the tool to select it, and click Add in the middle of the right pane. The tool appears
in the list of current toolbar tools to the right.

4. To remove a tool from the toolbar, select it from the list on the right, and click Remove.

5. Click OK when finished.

Change a tool’s
position on the
toolbar




Though not specifically designed as a site map for all
the tools and commands in Access, the list of tools and
commands in the Customize pane in the Access Options
dialog box performs as a substitute. You can select each
tab and see what tools and/or commands are contained
therein. See how in the section “Customize the Quick
Access Toolbar.”
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I All Access Objects

You can hide the tools on the ribbon and show only the
list of tabs, thereby providing more “real estate” within
the Access window for the object you are working with.
Right-click a tool on the Quick Access toolbar or on
the ribbon, and click Minimize The Ribbon. Click the
command a second time to restore the ribbon to its full

height. Alternatively, double-click a tab name to minimize

the ribbon; double-click a second time to restore it.

ADD OR REMOVE TOOLS DIRECTLY ON THE TOOLBAR

® To add a tool to the Quick Access toolbar, right-click a tool on the ribbon, and click
Add To Quick Access Toolbar.

Add to Quick Access Toolbar
Customize Quick Access Toolbar...

Showe Quick Access Toolbar Below the Ribbon

Minimize the Ribbon

® To remove a tool from the Quick Access toolbar, right-click the tool and click Remove
From Quick Access Toolbar.

RELOCATE THE QUICK ACCESS TOOLBAR

You can display the Quick Access toolbar at its default position (above the

ribbon) or directly below the ribbon using one of the following methods:

® Right-click a tool on the Quick Access toolbar or on the ribbon, and click Place Quick
Access Toolbar Below The Ribbon (once located below the ribbon, you can move it
above the ribbon in the same manner).
—Or—

® |n the Customize pane (click Customize in the Access Options dialog box), click the

Show Quick Access Toolbar Below The Ribbon check box, and click OK (to return
the toolbar above the ribbon, open the pane and clear the check box).

CUSTOMIZE THE QUICK ACCESS TOOLBAR FOR A DATABASE
By default, changes made to the Quick Access toolbar are applicable to all
databases. You can create a toolbar that only applies to the database you
currently have open.

1. In the Customize pane (see Figure 1-9), click
the Customize Quick Access Toolbar down

fr.t"! H = C 5 ASasets: Database (fccess 2007) - Microsoft Access - = x
I c,h 2t

Haome Create Exterrial Data

All ccess Objects >«
Tables 2

E Assets -

E Contacts

Database Tools

Mew Asset  Collect Data via E-mail  E-mail List  Print List Reports |

W

arrow.

= 2. Click the option that identifies the database to
which the toolbar will apply.

3. Click OK when finished.
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USING THE KEYBOARD IN ACCESS

Though most of us live and die by our mouse while using
our computers, there isn’'t much in Access that can’t also
be done from the keyboard.

USE THE START MENU

1. Press the Windows flag key | #R| on the bottom
row of your keyboard, or press CTRL+ESC.

2. Use the arrow keys to move to the item you want.
3. Press ENTER.

OPEN A DATABASE
1. Press CTRL+O.

2. Press TAB to move between the various controls
in the window, and use the arrow keys to select
drives and folders.

3. Press ENTER to open folders, and use the arrow
keys to select the database file.

4. Press ENTER to open the database in Access.

CLOSE AN OBJECT

Select the object’s window or tab (see “Change How You
View Objects”), and press CTRL+F4. Hold down CTRL and
continue pressing F4 to close any other open objects.

CLOSE ACCESS
Press ALT+F4.

REARRANGE TOOLS ON THE QUICK ACCESS TOOLBAR

You can change the order in which tools appear on the Quick Access toolbar.

1. In the Customize pane (see Figure 1-9), select the tool in the list on the right whose
position you want to change.

2. Click the up or down arrows to the right of the list to move the tool. Moving the tool up
moves it to the left in the on-screen toolbar; moving it down the list moves it to the right
in the on-screen toolbar.

3. Click OK when finished.

Display and Use Ribbon Shortcut Keys

Though ScreenTips display many shortcut keys (for example, CTRL+C is shown
when you point to the Copy icon in the Home tab Clipboard group), you can
view shortcut keys for commands on the ribbon, the (1.,

Office Button, and Quick Access toolbar commands Bepey e selleatism 2 Uk o
. the Clipboard,
more readily. -

1. Press ALT, and shortcut icons displaying shortcut letters and numbers will appear on
top-level screen elements (the Office Button, Quick Access toolbar, and ribbon tabs).

2. Press the corresponding key(s) to open the next level of detail and display those
shortcut icons (see Figure 1-10). Continue working through groups and lists until you
reach the tool or command to perform the action you want.

3. Press ALT a second time to remove the shortcut icons from the window.

Change How You View Objects

Although you can only work with one database at a time, you can have
several Access objects open as tabbed documents or as overlapping windows.

Figure 1-10: Shortcut key

r’t!;-; Ho - @S+ Assets ; Database (Aocess 2007) - Microsoft Access ——

fietn

Home  Create Exterrial Data Database Tools

@
e T2 e e 58 0 12 s Y B s 3 s 2 e
v @ = A P g d

o calibd
| G e Lo | 1)
2 Delete ore' 4
L:F;lacclrdi E

Paste
- [A-

:Clilhré-w‘Jard EE) i .irt@ilterij ind

icons provide access to I T O;Je o %@‘

v« ”;E'l

tools for keyboard users.
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Each style provides unique features for working with multiple open objects.

By default, databases created in Access 2007 use tabbed Figures 1-11 and 1-12 show some of the features of each.

documents and databases created in earlier versions use
overlapping windows. You can switch to either format after SELECT TABBED DOCUMENTS OR OVERLAPPING OBJECT WINDOWS

the database is opened. 1. Open the database.

2. Click the Office Button, click Access Options, and click the Current Database
option.

3. Under Application Options, click Overlapping Windows or Tabbed Documents.

Document Window CQptions
@ Owerlapping YWindows

The Window group is only available on the Home tab () Tabbed Documents
when using overlapping windows to display objects.

IIZE!“ o 0 O ,@ = Assets : Database (Access 2007) - Microsoft Access o =
pomg e = : . : :
-~ | Home | create External Data Database Tools (7]
| R '} I : = = Bt A 7 a
| % ] A =i | Il@ = e X Totals 2l 7 ; [ﬁ S
62 : =3 h | R;‘f . =Bl Saun 7 speling || %1 i e 2 C A
e aste := | [abz tes ; ilter in
= 7 '—“_ | Alw | X Delete - [ fare 2 'é W
|’ Wiews || Cliphoard & Rich Text Racords | sortacriter || Find
all Access Objects >« -@—MWLTE mm‘{\ﬁm&&@wm
Tables o e et
Assets . Saturday, Cctober
= Assets By Location
Contacts y
Queries 3

251 Assets Extended

ﬂ Contacts Extended

Forms % &
(Elank) 1b
Asset Categories by Curr.,
Asset Details

Asset List

Assets by Location Chart F5%

100%

Contact Assets Datasheet.,
MNurnber of Assets
Contact Details

-=| Contactlist

Location Category Item Purchase Price C
Reports =

Figure 1-11: Displaying open objects as Rl %

tabbed documents allows you to quickly | S —tscsnon ~li<k -- — l -
B . . . Report Yiew | Mumlock | |4§3'5;§:l¥
view any one with a single click.
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Quertcs A P F Bl Assets By Location = €
@ Assets Extended - &
< Contacts Extended _| * || .
Forms S ||| | 4 |Assets By Location
Asset Categories by Curr., 3 E!
Asset Details !
Azset List
m Azsets by Location Chart :
Contact Assets Datasheet.., ’E k]
Cantact Details I F‘-
Contact List F B ==
Reports % __‘ ; |__ i | .b
B o assets ;
© Figure 1-12: Overlapping windows :
. . E Asset Details -
offers several configurations
to view open objects. | Repertiew (IR
N~ 4. Click OK when finished. Click OK a second time after reading the message informing
you that you must close and reopen the database for the change to take effect.
0 ‘fou must close and reapen the current database for the specified option to take effect,
ARRANGE MULTIPLE OVERLAPPED WINDOWS
It % 1. Open two or more object windows.
Sizeta | Switch 2. In the Home tab Window group, click Switch Windows. Select one of these options
Eisi :W‘”dﬂ‘ﬁ' from the menu that opens:
Wi
o
-—
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You can check for new updates for Office, activate your
copy of Office, attempt to repair problems, and contact
Microsoft technical support from one handy location
(see Figure 1-13). Click the Office Button, click Access
Options, click the Resources option, and click the
button next to the service you want.

Database Tools |

EK%E S Property Sheet

= || Object Dependerncies

Relationships!
|| Message Bar |
Show/Hide

Relationships

Define hiow the data in tables is
related, such as'ID fields or name
fields in differenttables that
should match,

® Click Tile Vertically to align open object windows side-by-side in vertical panes
(four or more open windows are tiled to fit the available space).

® C(Click Cascade to align open object windows in an overlapping stack (as shown in
Figure 1-12).

® Click Tile Horizontally to align open object windows on top of each other in horizontal
panes (four or more open windows are tiled to fit the available space).

Get Help

Microsoft provides a vast amount of assistance to Access users. If you have
an Internet connection, you can automatically take advantage of the wealth
of information available at the Microsoft Web site. When offline, information
is limited to what is stored on your computer. Also, new to Access 2007 are
“super” tooltips that provide much more detailed explanatory information
about tools when the mouse pointer is hovered over them.

m,-w;- e
Aiccess Options:

—— = — — — — —_—— ——

Popular

Datasheet

Proofing
Advanced
Customize

Add-ins

Trust Center

Current Database

Ohject Designers

[Cln Contact Microsoft, find online resources, and maintain health and reliability ef:yp_ur.-.mi&oséﬁ-.ﬁﬁwa‘- :
LI programs.

get updates _Check for Updates
Getthe latest updates available for Microsoft Office,

run Microsoft Office Diagnostics Diagnase

Diagnose and repair problems with your Microsoft Office programs.

contact us EContack Us

Let us know if you need help, or how we can make Microsoft Office better,

activate Microsoft Office Activate

Activation is required to continue using all the features in this product,

go to Microsoft Office Online

Get free product updates, help, and online services at Microsoft Office Online.

about Microsoft® Office Access 2007 About

Microsoft® Office Access 2007 [12.0.4407.1002] M5O [12.0.4407.1005)

Figure 1-13: You can get istance
from Microsoft technical support on
Access and other Office programs.
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The first time you open the Access Help window, it

opens to a default position, size, and connection method.

You can reposition and resize the window and change
the connection method (offline or online). Access will
remember your changes the next time you open Help.

A~ Search ¥.| |

‘a Content from Office Online
W Al Access L\\}

Access Templates

Brcess Help

Access Training
Developer Reference

‘% Content frorm this computer
Access Help

Dewveloper Refererce

You can have the list of top-level Help headings
displayed in the initial Help page always available to you
in the Help window. Click Show Table Of Contents &7
on the toolbar. A Table of Contents pane displays to the
left of the content pane.

&) fccess Help
."'_(:-:_. 2 ;:( ._";_. fa} @ ALl ®

Table of Conterits
..@ What's new
.{’./v Data collection
@ Getting started

.:’..‘/vnctivating ACCESS

Microsoft Office Access 2007 QuickSteps  Stepping into Access

Open Help

You are never far from help in Access:

® (Click the Access Help question mark icon @ above the rightmost end of the ribbon.
—Or—
® PressF1.

In either case, the Access Help window opens, as shown in Figure 1-14.

Use the Access Help Window

The Access Help window provides a simple, no-nonsense gateway to volumes
of topics, demos, and lessons on using Access. The main focus of the window is
a Search text box, supported by a collection of handy tools.

SEARCH FOR INFORMATION
1. Open the Access Help window by clicking the Access Help icon or pressing F1.
2. In the Search text box below the toolbar, type keywords that are relevant to the
information you are seeking.
3. Click the Search down arrow to view the connection and filtering options for the search:

® Connection options allow you to choose between options regarding online
(Content From Office Online) or offline (Content From This Computer) information.
If you have an active Internet connection, Help automatically assumes that you
want online content each time you open the Help window.

® Filtering options let you limit your search to categories of information. For
example, if you only want a template to create a family budget, under the online
content heading, click Access Templates. Your search results will display only
templates.

4. Click the Search button to have Access search for your keywords.

BROWSE FOR HELP
The initial Help window (shown in Figure 1-14) displays a list of Help
categories similar to a table of contents. Click any of the headings to display
a list of available topics and articles and/or subcategories of information.
Continue following the links to drill down to the information you seek.




Toolbar Search text box Content pane

) Access HElp

- s e
(© = 00 @ 6 M &

A

Browse Access Help N
What's new Data colleckion
Getting starked Ackivating Access
Accessibility aetting help £
attachments SAutomation and programmability
Caontraols Canversian
Cuskomizing Database basics
Dakabase design Datasheets
Expressions Import and export iR
Filtering and sorting Forms
Queties Reporks
Saving and printing Security and privacy
Tables otk with SharePoint sites
adding charts, diagrams, artables  File management
| M/orking in a different lanquage Access Demos ¥
All Bocess |
AN
Status bar

Figure 1-14: The Access Help window allows you to search
online and offline articles and topics using tools similar to
those in a Web browser.

The Keep On Top tool only works in relationship to Office
programs. If you are multitasking with non-Office programs,
they will move to the forefront (on top) when active.

USE HELP TOOLS

Several tools are available to assist you in using Access Help.

Customize
toolbar

The first collection of buttons contains standard Web browser

tools. Table 1-1 describes these and other Access Help tools.

Connection
and filtering
options

TOOL DESCRIPTION

Back and Forward

Change
Back Stop Home Font Size

| l l{ ?/I Keep On
ey S Top
(=t (=) () () -
Forward Refresh Print Show/Hide Table

Of Contents

Allows you to move from the current Help page, one
page at a time, in the respective direction

Stop Halts the current attempt at loading a Help page
(useful when loading an online demo if you have a slow
connection speed)

Refresh Reloads the current page to provide the most recent
information

Home Displays the Access Help home page

Print Opens a Print dialog box from which you can choose

common printing options

Change Font Size

Opens a menu that lets you increase or decrease the
size of text displayed in Help pages

Show/Hide Table Displays or removes a pane showing the list of
Of Contents highest-level Help categories
Keep/Not On Top Keeps the Help window on top of the Access (and other

Office programs) window or allows it to move to the
background when switching to the program

Table 1-1: Tools to Enhance Your Search for Access Help

Microsoft Office Access 2007 QuickSteps Stepping into Access

-
o



N End Your Access Session

Changes that require saving are made as you work in the database object level,
such as when you change the design of a table. Therefore, you don’t need to “save”
a database when you exit, as you would a typical file, such as a Word document.

™
Close a Database
|
= - , If you want to close a database and keep Access open to work with other
2l ublis
| == databases, use this procedure. Otherwise, to close the database and exit Access
w . " . ”
I_T - Datahase_[/} | in one step, see “Exit Access.
Click the Office Button, and click Close Database.
0 Exit Access
® (Click Close = in the upper-right corner of the Access window.
= | -Or-
EY e mhia | X EE‘**MCES% ® Click the Office Button, and click the Exit Access button.
(o}
N~
0
o
o
-
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@ Planning a Database

Use Database Templates

Build a Database on Your Own

Close a Database After w
Creating It

Using Datasheet and Design
Views

Create a Table by Entering Data C reati ng Data bases B

Define Field Names in Your Table an d Ta b I e s

Create a New Empty Table

Construct a Table in Design View (&)}
Create a Table from a Table Access 2007 provides some great tools to assist in the

el creation of a turnkey database solution. In addition to the new

Assign a Primary Key user interface discussed in Chapter 1, these tools expedite o

Understanding the Primary Key the building process and help you create a new database with

AL e A AL LA AT all of its tables, relationships, forms, and reports available

Your Database ) ] .
: . at once. While using these templates might rob you of the
Define Relationships ) . -
experience to better understand database structure, if speed
Relate Tables in the . .
Relationship Tab is what you want, the database templates will allow you to be
e i I Srar e up and running quickly. This chapter will show you how to use o
Integrity the featured templates as well as other templates from Office
Enforce Referential Integrity Online to quickly create an Access database. If, however,
you choose to obtain a more thorough understanding of
databases, you will learn how to step through the process, ©
which includes basic database design, table creation, and
table connections through relationships.
o
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Sketching out the tables, forms, reports, and other

objects on paper may help to clarify the requirements for

your new database.

PLANNING A DATABASE

There are several steps you can take to ensure your
database efficiently performs the tasks you need, does
not contain duplicate information, and that all of the
information in the database is complete and correct. To
create a successful database:

1.

Decide why you are creating the database. What
do you want it to accomplish?

. Think about who will be using the database.

Consider not only the reports and forms the
database will generate, but also the expertise
of the people who will be entering the data.

. Organize the information that you want in your

database, and separate it into major areas. For
example, a database used by a manufacturing
firm might need information about their
customers, their raw materials, the products they
manufacture, and so on.

. Define the information you want included in each

major area. These definitions will become fields in
your tables.

. Consider who will see the information produced

from the data in the database. Think about how
the reports can be designed to best communicate
the information.

Continued . . .

. Design a Database

Databases are created to provide quick, easy access to information. When you
consider creating a database, think clearly about why you need it, what purpose
the database will fulfill, and how it will be used. A few minutes of planning
before you start creating your new database can pay off in hours saved in
re-creating a poorly designed database.

The data, or information, in your database is stored in tables that resemble
spreadsheets, as shown in Figure 2-1. They have columns, or fields, which
span the vertical space of the window; and rows, or records, which cover the
horizontal area of the window.

After creating the tables, forms can be made to ease the task of data entry. You
can ask questions, or create queries, about the data stored in the database and
generate reports to attractively display the information from your tables or
queries. Forms, queries, and reports are covered in subsequent chapters.

Use Database Templates

There are many ways to create an Access database. The first and easiest

way is to use one of the templates featured in Access 2007. You will need an
Internet connection to download the templates to your computer. The database
templates are ready to use and include all you need to get started. Some even
contain a few sample records to help you understand how to use the database.
Once created, you can modify the database to meet your requirements.

USE TEMPLATES FROM THE GETTING STARTED PAGE

With an Internet connection, commonly used templates are featured on the
Getting Started With Microsoft Access (or simply Getting Started) page. These
are a sampling of pre-structured templates obtainable from Microsoft. To use a
featured template:

1. Open Access 2007 using one of the procedures described in Chapter 1.

2. If a database is open, click the Office Button, and click Close Database. The current
database closes and the Getting Started page opens.
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A
12
91 .
6 Columns, or fields, contain
different kinds of information
PLANNING A DATABASE (Continued) about the subject
6. Take into account the underlying table data that
will be necessary to produce the reports. i [ I = WIT list 10-2006 : Qatabase (.. - = x Minimize the
- — — = ribbon to
7. Reflect on how the tables will interrelate. What ~— Home Creste  ExternalDats  Dafabase Tools Datasheet® 0| provide more
primary keys will be used in each table? (See i viewing room w
the “Understanding the Primary Key” QuickFacts i D +| TITLE -| CATEGORY =| FIRST | ISBA+
later in this chapter.) For example, if you want _ 144 Hide or Seel Self Esteem  James 0-8007-1
your database to generate purchase orders for 145 What wives Women James 0-8423-7
a company, you will need tables for product | 146 The Parent: Family Bill 0-671-6¢
information, purchase order information, vendor _ 147 The Parent: Family Eill 0-671-6¢ =
information, and so forth. | 148 Give your ct Family Fitzhugh 0-671-4z
| 149 Give your ct Family Fitzhugh 0-671-42
8. After you have thoroughly planned your database, _ 150 Your Money Money Toa 0-14-01¢
you can start actually building it. ! 151 The Hibernz Health Jan 0»93153%
152 The Commu Health Cresent SBN671- (é)]
153 The Greates Wisdom Henry @
= Rows, or records,
v 154 Heaven Clo: Wisdom Jesse 0-89274 contain all the
= 155 Raising Pure Family Richard —UTearT ] information about
= 156 Raising Pure Family Richard 0-7642-: one person, thing,
=) or place
gt 157 The 30-Day | Health Michael 0-471-4: o
'E‘ 158 Anger Mana Health Leona 1-87963!
Lo}
Collapse the = 159 The Secret ¢ Health Albert 0-9798%
Navigation Pane = 1
to see more of = | 160 The Courage Family Sheila 0-06-251
your data L] 161 Loneliness | Relationships Sheila 0-06-251
[ 162 The Saint's ¢ Wisdom Robert 0-374-2¢ ~
| 163 Healing Vist Health Gerald
164 Women Wh Wisdom Clarissa 0-345-37
165 Love is an By Health Colleen 0-89129
[ 166 Lighten Up Health Katie 0-7872-¢
Easy navigation 167 The Verbal s Relationships Patricia 1-55850-
buttons help you 1 : ; : oo
reach specific - 168 Receipt for; Health Ellen 0-345-32
records quickly ‘i_ 169 F-Plan Diet Health Audrey 0-553-2¢
Record: 14 4 4®E513 |+ M b | T Mo Fiiter |"§"_~".earch |-;-| b
Datasheet View | Mum Lock | EEEE
. (o]
Figure 2-1: Access tables resemble spreadsheets and are the core
containers of information for your database.
—h
o
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3. At the Getting Started page, click one of the template icons shown in the Featured
Online Templates section, as shown in Figure 2-2.

4. Click the icon for the template you want to use. The template particulars are displayed
in the database template pane on the right of the page.

5. Type a name for your database, or use the default name already in the File Name

™ text box.
Each category has The Featured Online The database template pane
additional templates Templates can be customized displays template particulars
you can download to meet your needs when you download a template
|
q. Mlim;oft Access ) T
Events
% Getting Started with Microsoft Office Access
File Name:
N :.Events : |j i New Blank Database 2 J
e Educati
C:\Uzers\USER \Documents R
. ) ) || Personal =
[7] create and link your database to a Windows
SharePoint Services site sasle
[(Downioad | [ cancel | ,
(o] [ -
Assets Contacts =
N~ Eaﬁceomine
What's new in Access 20077 Blank Database
i@ The new Access 2007 contains more powerful tools to Creake & Migosoft Office Atcess database that does
help you quickly track, report, and share information not contain any existing data or objerts.
in @ manageable environment, Learn more about the
new features and improvements. File Name:
[Databese2 | &
o Getthelatest content while working in the 2007 Microsoft Office : \USER \Documents
m system
@ Guide to Access 2007 User Interface [ Create | [ Eanced
* Organize all your objects using the new, easy access Mavigation
Pane
Figure 2-2: The Getting Started With MBS e O
MicrosoftAccess page displays Training \Templates \ Downloads
. several available templates ———— ’_\
for you to use or customize. ‘ — st
Use the Microsoft Office Online
features to find more templates and
other useful information
o
—
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The database template pane displays the default location
of your new template.

You can change the location of the default folder. Click the
Office Button, click Access Options, and click Popular.
Click Browse to open the Default Database Path window,
and choose a folder to use as the default folder.

If you use Windows Vista, templates you have
downloaded are stored in the c:\Users\user name\
Documents folder. If you use Windows XP, they are
stored in the c:\Documents and Settings\user name\My
Documents folder.

If the featured database templates shown on the Getting
Started page do not meet your requirements, more are

Use the default name

for your new database The Documents folder is the
or type your own default location for a new database
@ - m: « USER » |Documents » - |‘7 | |_Sear|:1’1 2 |
®
File name: Events &
Save as type: [Micmsoﬂ Office Access 2007 Databases v‘
[}
T Browse Folders Tools { QK } I Cancel ‘
Save your new database in the Figure 2-3:You can rename your new
default Access 2007 format or database or use the name provided.

choose another file type

6. If you want to designate a location for your database other than the default folder, click

the folder icon & to display the File New Database dialog box, as seen in Figure 2-3.
If you do not want to store your database in the default folder, click Browse Folders to
locate the folder in which you want your new database stored.

7. Type a name for your database in the File Name text box if you want to use a name

other than the one supplied.

8. Click OK, and you are returned to the Getting Started page.

9. Click the Download button. Access 2007 will download your chosen template and

prepare the new database for you to use. Your new database opens in Form View
so that you may start entering data at once. To begin, click in the
first empty field, and type your first record (see Chapter 6 for more
information on working with forms).

Download

available under the Template i =
@ Microsoft Access = =

x

Categories area to the left of
the Getting Started page.

| Template Categories
Featuring

| From Microsoft Office Online

Busingess

| Personal

Sample
‘ Education

DOWNLOAD A TEMPLATE MANUALLY

If the template icons do not appear automatically, or if none of the featured
templates on the Getting Started page are exactly what you want, a full
library of database examples can be found at Microsoft Office Online.

1. In the More On Office Online area, near the bottom of the Getting Started page,
click Templates.

2. To find the database examples, click the Templates tab at the top of the Web
page. A list of templates is displayed, as seen in Figure 2-4.
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Use the “Live Search” feature to
find the right database quickly

Microsoft features different
templates each day for your use

Help on [ T . e
templates lates Homepage - Microsoft Office Online - Windows Internef Explarer
is offered
directly from _ - |DE http://office.iponet.net/en-us/templates/default.a - | Ao 2 | )(Wiive Search
Microsoft P E— -
& snagit B 2
— = - = 3
ak ‘E] Templates Homepage - Micresoft Office Online I | - v g ¥ [hPage v (7 Tools ¥
e = Template Help a
# Get Answers from - .
Write references that help, not hindey
Submit a new Other Template Users Cur reference letter templates can help
< database template Community
or suggest that one Templates
be included in the » Recently Submitted
template library )
= Submit @ Templats
= My Templates
Things To Do | .
N = Suggesta Template
Support and
Feedback
*» Product Support
« Send LS Yaur Chronological resums College gradusts resume High school gradusts resumes
© Comments
Additional Resources Browse Templates E
”Trvr‘:l'l B deUd = Agendas = Faxes = Mewslatters
# Work Essenti
S e = Award certificates = Flyars = Plans
#More Third-Party
Templates = Brochures = Forms = Planners
N~ » Outlook Internet = Budgets = Gift certficates = Postcards
Calendars = Business cards = Greeting cards = Presentations
% Mierosalt Officefor « Calendars = Inventories = purchase orders
Sample database Your Home ; ) /|
templates are » Downlead Clip Art = Content slides = Invitations = Receipts
categorized to e N = Contracts = Invoices = Reports &
0 mak'en}; ‘:g; ;"9:';‘;‘1’; = Databases = Labels = Resumes
~re* Design slides = | atbers = Schedulas
= Diagrams = Lists = Statements
= Envelopes = Mamos = Stationery
= Expense reports = Minutes = Time sheets
(e)] = More categories
Figure 2-4: Microsoft Office Online ‘” | r
offers dozens of a.dditional templates € Internet | Protected Mode: On F100% -
from which you can choose.
o
-—
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@Qv.®|b|USER ¢ Documents »

I N:ame' Date modified

Favorite Links
1 Snaglt Cataleg
Eﬂ Clients - Shortcut

@ Ernployees

EI Documents

| Recent Places

B Deskiop @Lending Library
8 Computer @ Patrick Mfg. Inc.
E; Pictures
More »
Folders A

=] Clients
%] Databasel
@ Faculty

Type Size

Tags

] Northwind 2007

@ Students

File name: Lending library

Save as type:

“ Hide Folders

(

Save][Cancel]

The file size
determines how
long it takes to
download

Figure 2-5: A database template from
Microsoft Office Online can
be customized for your use.

Templates

» Templates Home
Template Resources
» Template Help

» Get Answers from
Other Template Users

Community
Templates

»Recently Submitted
# Submit a Template
#My Templs

Things To Do

% Suggest a Template

Support and
Feedback

»Product Support
= Send Us Your

| Home » Templetes » Templste cotegores = Dawsbs

| Lending library

3. Click Databases to open a list of template categories
specific to Access. Click a category to see a list of
available templates in that category.

>

To download a database for your use, click the database
you want from the list. The next screen, as shown in
Figure 2-5, will display an example of your chosen
database, as well as the download size and earliest
version of Access required to run the file. See Chapter 1 for
information about opening files created in older versions
of Access.

5. Click Download Now. | Download Now

6. A Save As dialog box appears showing the default location
of your new template. Use the Folders list to determine
another location (if necessary, click Browse Folders to view
the Folders list). Click Save to accept the default location
and return to the Getting Started page. The new template is
displayed in the pane at the right of your window.

7. Click Create to prepare the downloaded template for

your use.
Microsoft encourages Determine how many similar
your feedback templates are available

se% = Access 2007 = Pessonal

Eﬁ,.j Access template

\ Template 3 of E‘C'I Next &

About

Version: Access 2007 Feedback

Download size: 798 KB (3 mins @ 56 Kbps) Rt this temmtate:

Downloads: 0 e
Comment on this template

‘ _ Download Mow

emplate

Create a lending library database to keep track of your assets\and wha has them checked out.
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Build a Database on Your Own

Although the ease of using templates when creating databases is undeniable,

there is something to be said for working from your own blueprint. Sometimes,
templates don’t have the solution you are looking for. Sometimes, you want to
create a more simplistic database to better understand the inner workings of

© Access. Either way, it is at this point that you will start with a blank database.
1. At the Getting Started With Microsoft Office
Access page (see Figure 2-2), click Blank
v Database.
= (?3 el Ry ~ O = RS TRESE  ve fook - X 2. The Blank Database pane appears at the
- Home Create External Data Database Toals Datasheet L7 right side of the Access window. Click the File
b/ | 5 ﬂ;ﬁj uﬁ: Jrenit. || fomtexbomce 3|0 Unique ;:-%T% Name text box, and type a file name for your
E New Add Existing Lookup . | i 0 :,:': BT Relatio.nships Object database or use the default name.
- Field Fields Column B Rename || (6086 | 558 458 Dependencies
Y Views Fields & Columns Data Typ.e & Formatting Relationships 3- Click Create to create your new database in the
Al Tables v «|[ =] vabler | default folder (to create it in a different folder,
Tablel 2 D ~ | Add New Field click the folder icon next to the File Name text
FH Tablel : Table * {New) box. Access creates the new database and
opens an empty table, show here. A column
© headed Add New Field is highlighted and ready
Record: M < 10f1 H & s Filier | [Search | to accept text. To start entering information into
_ Datasheet View | Num Lock | = gﬂ this new table, see “Create A Table By Entering
Data” later in this chapter.
N
Close a Database After Creating It
When you have finished creating your new database, you may start working
with it, as described later in this chapter or you may close it.
© , — When finished, close the database by clicking the Office Button and clicking
There is no space between the word “Table” and the
number 1 in a new table’s name. This convention is used Close Database:
throughout Access; however, you can rename a table ® |fyou only added data, the database will save your changes in the default table and close.
o With up to 64 characters, including spaces. ® |f you made any changes to the design of the table, such as adding a field, Access will ask
you to accept those changes to the table and then close. If you neither added data nor
changed the table design, the database will close and you will need to create a new table
the next time you open the database (see the next several sections for ways to do this.)
o
-
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UICKFACTS |

USING DATASHEET
AND DESIGN VIEWS

Access 2007 provides several different ways to look

at, or “view” objects that facilitate working with them or
designing their structure. The two views that we refer to
throughout this chapter are:

® Datasheet View allows you to see your data
presented in a spreadsheet-type format. You
can enter and manipulate data in much the same
manner. See Chapter 4 for more information on
working with data in tables in Datasheet View.

® Design View is where you can create a new table

by entering fields, data types, and so on. You can

modify and format each field to meet your needs.
See “Construct a Table in Design View” later in
this chapter and Chapter 3 for more information on
using Design View to set up a table.

In database parlance, the intersection of a column/field
and record/row is commonly referred to as a “field.” In
spreadsheet usage, such as in Microsoft Excel, that
same location would be called a “cell.” As Microsoft
continues to blur the distinction between tables in its
Office suite, the terminology used within each program
will eventually have to be reconciled. In the meantime,
this book will use both terms interchangeably.

Build the Framework with Tables

Although Access is comprised of many objects, the basic database framework
revolves around tables. Each table usually holds information about a single
topic and is connected or related to other tables through similar pieces of
information (or fields). Each row of a table contains information about a specific
item. For example, in a table that contains information about your friends, you
might have fields such as first name, last name, address, and so on. Each row

is called a record. If you are building your own database and have just created

a blank database, you will need to enter data into the table that was created
with the new database. You can create a new table by entering data from a table
template, or you can create a new table in Design View. You can also create
tables from imported or linked information, as explained in Chapter 4.

Create a Table by Entering Data

If you are an active spreadsheet user, it may be more comfortable for you to
create a table simply by entering data into the datasheet when you open Access.
When you create a blank database, the database opens in Datasheet View with a
new, blank table named Tablel.

The first field is highlighted, so you can immediately start entering information
into this table cell as you would in a spreadsheet.

Unlike earlier versions of Access, you can press either TAB or ENTER to move
from one field to the next. As you move from one row to the next, Access saves
that row, or record. As shown in Figure 2-6, the column headings become Field1,
Field2, Field3, and so forth.

OPEN AN EXISTING TABLE

To open a table in an existing database:

1. Open the database as described in Chapter 1.
2. If necessary, display the Navigation Pane to the left of the Access window.

3. Double-click any of the available tables listed. If you see only groups, click the
downward-pointing arrows in the group title to display all the objects in each group.
The table will open in Datasheet View.
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. CLOSE A TABLE
(O H ) i F'-' ] Microsoft Access | Tabe Toals =hE W
- - Home Create External Data Database Toals Datasheet @ You can eaS11y close an open table.
Tables Sl lL 1. If the table in which you are working
5 usn 5 Tablel |E is displayed as a window, click Close,
£ Tablet D %| Fieldt -| Field2 -| Field2 ~-| Fieldd -| Fields | either in its title bar or next to the
(o) | 5 Canady Bridget 360-555-3211 98254 Billy Access Help icon. (The location of Close
G Millins Hotif S 25 61T ot depends on whether the object window is
7 Wiggins Sally 360-552-4577 98175 Sam imized
8 McCarthy Chuck 206-555-1177 98001 Maggie maximized.)
9 Nosster Kelly 360-555-1744 98125 Kim > —Or-
4= i | b
< Datasheet View | Mum Lotk | | B b Right-click the Name tab of any table.
From the resulting context menu, click
Figure 2-6: At first glance, your new table looks like a spreadsheet. Close.
2. To close all open tables, right-click the
- Name tab of any open table. Click Close
All on the context menu.
You can check your table for duplications. See “Check Deflne Fleld Names n Your Table
© Tables For Duplicate Data” in Chapter 10. After you have entered several records into a table, you may want to identify
your field names. To do so:
1. Click anywhere in the column for the field you want to define. In many cases, the first
field you select will be Field1.
= i 3 Insert
N~ 2. In the Datasheet tab (Table Tools) Fields & Columns S [NEE © == 3t Delete
group, clck Rename. e A o
‘Add New Field - —Or— Fields & Colomns
22 cop
;_-j = Right-click the field name/column header for the field you want to name. Click Rename
Col Width..,
0 = ;?;::Iur;m Column on the context menu that appears.
Unfreeze All Columns Double-click the field name/column header.
o) F In any case, the field name is highlighted, indicating that you can type the new name.
...; Insert Column
o 20! Lookup Cotumn.. 3. Type the new field name, and press ENTER or TAB.
> s{ete Colum .
Aot ul e 4. Follow the same steps for each field you want to rename.
o
-
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Home | Create | External Data

Tables

i)
Table
- Design

() H9-- -
i

Form

% EI' Design

(l:!:'a Eﬂ L B | ]
fa —

Home | Create |

3E @M &

SharePoint. Table

| Table | Table

[ Tables

Databasel ;: Databasze (Acce.. M _ =

Database Tools

@ 5
=y Report @ Macro
ES‘ Design T

Reports Other

Design

i Pane

Field Mame

Data Type

External

'Templates~  Lists~ Design |
|

X

C

: Description -

-

Create a New Empty Table
1. Open Access 2007 using one of the procedures described in Chapter 1.

2. Open an existing database or create a new database as described in “Build a
Database on Your Own” earlier in this chapter.

3. In the Create tab Tables group, click Table to create a new table. A new table named
Table1 (or Table2 and so forth) is created. It opens in Datasheet View with the Add
New Field highlighted for text entry.

4. Enter your data and follow the steps as described in “Create a Table by Entering Data”
earlier in this chapter.

5. To save the table, right-click the Name tab (if you’re working with tabbed documents)
or title bar (if you’re working in the object window), and click Save.

_Or_
Press CTRL+S.

w

Table Mame:
s

In the Save As dialog box that appears, type a name
for your new table.

6. Click OK to close the Save As dialog box.

Construct a Table in Design View

Tables can be created manually, adding fields one at a time. To use this method,
you must start in Design View, as shown in Figure 2-7.

OPEN A TABLE IN DESIGN VIEW

1. Open a blank or existing Access database. See Chapter 1 for ways to open an existing
database, or see “Build a Database on Your Own” earlier in this chapter to see how to
create a new database.

. Create i

Table Tahle SharePoint | Table |
Templates~ Lists~ |Design
‘ Tables

2. In the Create tab Tables group, click Table Design. A new
blank table opens in Design View with the insertion point
blinking in the first Field Name field or cell.

CREATE THE FIELD STRUCTURE

The upper section of the table design window has columns that hold the basic
definitions for each field included in your table. The field name, data type, and
description for each individual field are entered into the rows. There are several
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A description can help users understand
the type of data to be entered in a field

\

Create new tables using the Field Name,
Data Type, and Description fields

(’DE iq * _F_‘-" s 5 bie Tools | WET list 10-2006 : Database (Access 2000 file format) - Microsift Acc... = =2 X
- Home | Creste | External Daty DatabasaToals De! @
* - | = OV ;
lEle =) it dwes g oM
m j Blank Form E_J Blank Report N
Table Table SharePoint. Tab For Report ) ) Report Query Query Macrd
Templates -~ Lists~ 7 EI Mare Forms = pesign @. Report Wizard pesign || Wizard Design  ~
1 Tables orms Reports Other
oo | (=== el
| Data Type Description
You can set 7 Ip AutuNumbe?p o
the data type = : e
< for each field: TITLE o Text The book title - INCLUDE "THE'
£l b = = = i
“Text” is the I | ﬁ;{EGOR\' Iext Use a defined category from the company list - these may change periodically.
default | = 7
| FIRST Text i
Field Properties
E General || gokup)
& || ||Field Size 1255 | -
E Format [ |
N % || | Input Mask
2| | Captian
i |Default Value s e =
= Validation Rule The field description is optional. Tt helps you
I describe the field and is also displayed in the
Valldatmn iz status bar when you select this field on a
|Required Ho form, Press F1 for help on descriptions.
Allow Zero Length Yes
Indexed Mo
Unicode Compression Mo )
© IME Mode Ne Control
IME Sentence Mode Naone
. . . . Smart Tags o
Figure 2-7: Design View is where = = =
most table modifications occur. Sl TR, Py | SIS |i ﬁ'”}*ﬂ

Use the buttons on the status
~ bar to switch between views

data types from which to choose. The lower portion of this window is where
you set more specific field properties, which is discussed in more detail in

0
If you enter a description for each field in the Description Chapter 3. This section changes as you select different fields:
column when working in Design View, the description ® Data Type defines the type of data the field will contain. See Table 2-1 for the different
is displayed in the table’s status bar when that field is data types and their usage. Text is the default data type, as it provides the most
. selected. A meaningful description can greatly assist flexibility with data entry.
EilnEr U S T EniEig e ® The optional Description field is used to provide other information that may be
L this is the unique employee number | |[EEias required, such as the type of information that is expected in this field.
»y
o
-
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Design View opens with an insertion

DATA TYPE DESCRIPTION COMMENTS
Text Numbers or letters Stores up to 255 characters pomtin the. first f.leld r}ame. To complete
Memo Text that is too long to be stored in Up to 65,535 characters if you enter your table in Design View:
text fields them manually. Up to 2 GB if you enter 1. Type a field name.
them from the program o ) .
— - - 2. Press ENTER. This will move your insertion
Number Digits only Yo_u set the_ field size, up to 16 bytes point to the Data Type column and display w
of information .
the default data type, which is Text.
Date/Time A valid date or time )
- - - 3. Click the Data Type down arrow to open
Currency Same as number, but with decimal Can be up to fpur decimal places. Used the Data Type menu, as shown in
places and currency symbol added to store financial data ! ,
Figure 2-8. Data types are discussed N
AutoNumber A unique sequential number in more detail in Chapter 3.
Yes/No Accepts yes/no; true/false; on/off 4. Select a data type. Press TAB to move
OLE Object Any object that can be linked or Limited to 2 GB and can make your to the Description column. Enter a
embedded in a table program run slowly. Using an attachment description for your field if you choose.
field is a better option in most cases 5 o1
- : ; ; . P TAB or ENTER, t
Hyperlink A path to an object, file or Web site ress or ) oruse your mouse fo
move to the next field or row.
Attachment Any supported type of file, including This is a new type in Access 2007, and )
pictures, charts, text files, and so on | works only with the .accdb file format. 6. Repeat steps 1-5 until you have entered
It is more flexible than the OLE Object all of the field descriptions for the table.
data type @
yP SAVE THE TABLE
Lookup Wizard Crgaltes a drop-down list from A special usage of the Text data type After you have changed or added
existing data or data you enter
fields to a table, you should save the
Table: 2-1: Data Types That Can Be Assigned to Table Fields new design. While records within your ~
database are saved automatically,
new designs are not. To save your
eI T table:
@ ® Click the Office Button, and click Save. (00)
";, — H save ® Right-click the table’s Name tab, and click
e = Save in the context menu.
L Closeall

H Save @
% Design View

I | Datasheet View
[i3 | PivotTable View
fll PivotChart View

0]
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(O il 9 - - )5 WITIst10-3006  Detebose (Acces.. | vabte Tooks - = x create a Table from
- Home  Creste  ExtemalDati  Database Toals Design @ a Table Tem pl ate
5 4% e @ Insert Rows E o =2 . .
: E : Foanene || =t =7 Access supplies several table templates for use in many
View Primary Builder Tes lidation Property Indexes .
v Key Ruies o0 Lookup Column | " Speet types of databases. The table templates come with preset
Views Tools Show/Hide .
o NI e : . field names and are ready for you to enter data or paste
] Field Name - Data Type Description ~ | information from an external source. To use one of these
CategorylD @ .
templates:
:'S::ger 1. Open a new or existing database.
< ' [C)ate{'Time 2. In the Create tab Tables group, click Table
urrency
@ General || nokup! AutoNumber Templates. @
& || | [Field Size 1255 Yes/No ) . ===
= || ||Format | 2 3. Click one of the available templates from the Table
2 || | Input Mask . OLE Object . . _ Templates |
8 || || caption Hyperlink displayed list. A new table opens in Datasheet o=
% || | Defautt val | Lookup Wizard... - . . =| Contadts
Te) = \_f:lizl;tio: Ru:Ie | S AL The data type determines the kind of values View. It contains preset fields you can use or
Validation Text | that users can store in the field. Press F1 for mOdlfy Tasks
Required |Na help on data types. ’
Allow Z Length Al H H d H
m:e":e;“’ .e.” v:: T 4. Click in the first empty cell to start entering data. Joues
\Unicode Compression | Yes See Chapter 4 for other ways to add data into
IME Made Mo Control
IME Sentence Mode |None a table. Events
© Smart Tags id
i _ : 5. Close the table when finished, and save any [E | Assets
Design view. F6 = Switch panes: F1 = Help.: | MumLock | | X X i
changes to its design.
Figure 2-8: While “Text” is the default data type, there are - -
several data types from which to choose. ASSIQn a Prlmary Key
~ It is important to assign at least one field in each table as a primary key to
ensure that each record is unique. For information on using primary keys, see
the “Understanding the Primary Key” Quickfacts later in the chapter.
ADD A PRIMARY KEY TO A NEW TABLE
(e o) -

1. Open a new or existing database.

2. In the Create tab Tables group, click Table. This opens a new table in Datasheet View.

3. The first field is labeled “ID,” as shown in Figure 2-9. Type some data in the field

. labeled Add New Field.

4. Continue to add new information, as described in “Create a Table by Entering Data”
earlier in this chapter. After you have completed entering data, click Close. You are asked
if you want to save the changes to the design of this table. Click Yes, and the Save As
dialog box appears. Type a name for your new table. Click OK, and the table closes.

o
-
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Table Tools

Feol— e
- Home Cregte

74

View Mew Add Existing Lookup . 3 -EF
Column =0 Rename ||| & 84| (58 408

External Data Database Toals Datasheet

u,f Insert

Data Type:

W Delete || Format:  |Formatting

[} 15 Required

5. In the Navigation Pane, right-click the
new table. Click Design View in the
context menu to open the table. Note
that the ID field has been set
as the primary key, as seen in
Figure 2-10.

USE AN EXISTING FIELD AS THE
PRIMARY KEY

Clinic Data : Database {Access 2007) A = = ¥

Unigue E

Relationships Object

In some tables, you may already
have a unique identifier. This could
be a serial number or some other
combination of numbers and letters
that is unique to a specific record.
Any such symbol makes a good

h Field Fields Dependencies
Views Fields & Columns Data Type & Formatting Belationships
Tables v« || 2] Tablel
E  cashrecsipts_aug_2006 1D 7 !A'!dd New Field
E cashreceipts_sep_2006 * | ‘New}
A inic Patients
E Employees
E Procedures
E Tablel
B Vendars

Record: W 11 afl Mo i Mo Filtar | |Search

primary key. To use this unique code

Datasheet View | Mum Lock |

as a primary key:

Figure 2-9: A new table opens with two fields, one for
the “ID” and the second field available for you to add.

Home Create Database Tools Design

External Data
=

% 4% 'F' —saTnzert R

| . | s % =¥ Delete R

Primary| Eullder Test Validation Property Indexes
Key

Rules JU Lookup Column Sheet
Show/Hide

Toals |

If you want to use more than one field as a primary key,
hold down the CTRL key, and click the row selector for
each field you want to use.

1. Open an existing database. Lending Library -«
Assets a -
2. In the Navigation Pane, right-click the table in which you ] Asset Details ”
want to create the primary key. Click Design View in the e % .
73 Open
context menu to open the table. -g : Lot Vi
3. Click the row selector for the field you want to set as the ‘m DR '
. n Export »
primary key A Rename Shorteut
4. In the Design tab (Table Tools) Tools group, click Primary 'g “ LR i G
bl A EMmove
Key. The key indicator appears in the row selector for each H sy :t—
field you have chosen. B oy oy
REMOVE AND CHANGE A PRIMARY KEY -g Gl oo
»l o Add to group... L4
If you need to change a primary key within a table: JE P view properies

1. Open the database you want to use.

2. In the Navigation Pane, right-click the table in which you want to remove the primary
key, and click Design View.

3. Click the row selector for the current primary key field.

4. In the Design tab Tools group, click Primary Key. The key indicator disappears from
each of the selected fields.
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QUICKFACTS |

UNDERSTANDING THE =P B IS Table Tooks = . X
PRI MARY KEY B~ - Home Create External Data Database Toals . Design | r@
o= 7 - = e =
It is important to assign at least one field in each table ‘EEE E‘ % LE/ ;:;:j::; s
as a primary key. Primary keys are fields that identify e "":(":;W Bealter Toct NolbOeooon, . ok | Ly e
records as unique. They ensure that duplicate records Views Tools Show/Hide
(o0} are not entered and expedite locating records in the Tables > E Employees - = x
database. It is also through primary keys that databases & cashreceipts_aug 2008 ] Field Name . Data Type | Description. <
are connected, or related. B coshreceipts_sep_2006 b =  AutoNumber =
T Clinic Patients § Prmay ke Text
Once a primary key is established in a table, you can use e o Text 3
< it to connect tables. For example, in a Vendors table, the B Procedures = fmfy Eseld Eroperties
primary key might be a vendor identification number. This B vendars LSe —

Incert Rows

number might also appear in a Products table so that you Increment

Build...

can establish a relationship between products that you sell | |
| ¥es [No Duplici
Properties 4 field name can be up to 64 characters long,

and the vendors that supply the products. In the Products _ _
(p) table, the vendor key would be known as a foreign key, or ey Gengr) RSO RS E s
simply another table’s primary key.

b

53

4

T

=* Delete Rows
N

&

There are several attributes for a primary key:

® A primary key is unique and is never repeated in

© the table.

° i i .
A [PIREY key SEe empty Design view. F6 = Switch panes: F1 = Help.:| Num lock |

® A primary key never changes.

Access 2007 automatically assigns a primary key for you Figure 2-10: A small key indicates which field is the primary key in your table.

N~ when you create a new table in Datasheet View, with
ID as its field name and the data type of AutoNumber 5. Set a new primary key by creating a field and assigning it the AutoNumber data type,
(tables created in Design View are not automatically and then assigning it as a primary key.
provided a primary key). AutoNumber is the best choice —Or—

for a primary key, since using an automatic number will

o0 Assign an existing field to be the primary key.
ensure that no two IDs are the same, no matter how
many records are entered into the table. See the two previous sections for procedures on how to assign a primary key.
Add ldentifying Information to Your Database
o You can add identifying information to an Access database to make it easier to
find when using search tools.
1. Open your database using one of the methods discussed in Chapter 1.
o
-
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The Properties dialog box stores useful 2. Click the Office Button, and click Manage.
information about your database
AN - e
Clinic cdb Properties L‘E% Compact and Repair Database...
L)
[ § Tt &% Perform routine maintenance on the
| General | Summary |Sia115}:|m I Contents | Customl 7 DOpen.. i database to ensure data integrity. :
Title: [CinicDatazo0s e | “U Back Up Database... | w
\ Save —u Dack up important databases regularly to |
Subject: Clinic Info AN You can use any - prevent data loss, 1
i Properties field 7l Database P i |
Author: bobbi ; : [ = roperties.... |
R —— i g:::;ﬁ:;r;o?hen Save As k !E Review and set the basic properties of the |
< | database, including the name and owner. |
Manager:  |Paul - - your database g
Company:  |Helping Clinic, Inc. P b J‘ N
I N = |
Calcgory; \Busmesst = | I Using keywords Manage o i
Keywords: | patient, code, diagnosis, procedure, dient o— I :Z'a’rf:,l{n‘eol:l;isr |
Comments: | This database contains all dinic information for 2006 | database E-mail :
| (&)
Hyperlink: | Eé‘_’::/ Pubtish 4 |
base: |
| o |
!J Close Database i
33 Arcess Options l |X Exit Access I (o))
o ][ canca | . - i i
3. Inthe Manage This Database menu, click Database Properties to open the Properties
i ) dialog box.
Figure 2-11: The search for a particular database can ] ] ) o ) o
be eased by entering identifying information. 4. In the Properties dialog box, enter any identifying information, as shown in Figure 2-11. ~

Good descriptors can include a title, subject, and keywords (words or phrases that are
associated with the database).

Identify Relationships o

Access is a relational database: it uses relationships to establish connections
between tables. Each table, or group of data, should have a primary key, and
that primary key can also be part of another table but viewed as a foreign key.
Because this same primary key is in both tables, the two tables can relate and
mix in multiple settings—such as queries, forms, reports, and data access pages.

0]
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CpstickMig e, - & % Define Relationships
Ali Fables T 88 There are three types of table relationships: one-to-many; many-to-many; and,
Customers S . .. .
T ——Ta in some cases, one-to-one. This is because some tables hold a single record that
Orders 2 relates to multiple records in another database:
B prsiwae ® For example, a small manufacturer has a database with three tables. The tables are
™ OrderDetail 2 . o
as shown in Figure 2-12. As an example of a one-to-many relationship, the Orders
3 OrderDetail : Table
table can hold many orders from the same customer.
Products %
£ Products: Table ® Each order can have multiple products on it and, reversing the thought, each product
can be on multiple orders. This would be a many-to-many relationship. The ideal way
< to relate the latter relationship is to create a third junction, or linking table (shown as
g stz | |ﬂ Order Details in Figure 2-13).
Figure 2-12: Different relationships can be created ® A one-to-one relationship exists when each record in the first table can have only one
among the tables in your database. matching record in the second table and each record in the second table can have only
T} one matching record on the first table. Usually, this type of information can be stored in

only one table; however, you could establish a one-to-one relationship to isolate part of a
table for security reasons, for instance, or to archive part of a large table. For example, if
a few of your 705 employees are subject to a miscellaneous deduction every third year,
you might store that information in a separate table, because storing the information

© ) o in the Employee table would result in empty spaces for every employee to whom the
The OrderDetails table acts as the junction table .
deduction does not apply.

- ) el % RelationsHip Tool Patrick Mfg. Inc. : Database (Access 2007 (.M _ = x H
oy “': — cestereto ook .| Relate Tables in the
ame reate XLernal a esign n -
™~ ) | r— Relationships Tab
; Access has an easy way to relate tables
Cu.stomers Orders OrderDetail P”:_'d“’:tf'

. ¥ customend a ¥ Orderp ¥ Orderpetain Viogoaw, =4 once you've defined their primary

= CompanyName f Customer ID OrderlD ProductName

- ContactFirsthName EmployeelD ProducdiD ProductDescrip keys_
m _E Clorl1tactLastName OrderDate DateSold CategoryID

g SiingAadies: RequiredByDate Quantity Yenaom 1. Open Access 2007 using one of the

B City SerialMumber "

= ) .

= State UnitsInStock procedures described in Chapter 1.

Zip I -
Open an existing database.
b &
4 b
m Ready | Mum Lock | |ﬂ
Figure 2-13: Junction tables create the connection between tables having a many-to-many relationship.

o
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2. In the Database Tools tab Show/Hide group, click Database Togls |
Relationships. The Show Table dialog box will appear | e

.;(3% |[AF Property Sheet

Earlier versions of Access referred to the container where if you have not yet established any relationships. (If it 7 Object Dependencies
relationships are diagrammed as the Relationships does not appear, in the Design tab Relationships group, | €#@mmes = o
window. You can view relationships in a window if you click Show Table.) The Show Table dialog box displays | Show/Hide
change how you view open objects from the default both the tables (and queries) in your database (queries
for Access 2007—tabbed documents—to overlapping are described in Chapter 5). w
windows. Chapter 1 describes how to change the way " I R 3. Select a table and click Add.
you view open objects. Show Table " Repeat to add all the tables needed
o | Tables | Queries [ Both. | to create relationships.
S 4. Glick Close. The Relationships tab I
Eléﬂmﬂz;:;m"eges B will be displayed. The primary key
5 é:::’;g 1::2::%:;‘@&5 fields are indicated by the small
y | Inveices =l key by the field name within each
. qm | Order Details i i
| Crder Detalls Status table list. o
UNDERSTANDING REFERENTIAL g:g::: Status . 5. Drag the primary key field from
INTEGRITY ?E,ﬁﬂﬁ';;;“ AR | one table to the equivalent foreign
As you work with tables and relationships, the very e key field in another table. Continue
nature of data is that it changes. The relationships you [Purchase OrderStatus 7| dragging the primary key fields until
so carefully create can be damaged if only one facet is e i all chosen tables are related. o
removed. For example, if you have established a one- 6. Close the Relationships tab.
to-many relationship between your Employee table and
your Customer table to identify sales representatives E nfo rce Refe rentia I I nteg rity
and their clients and an employee leaves your company,
the employee ID in the Customer table is no longer Referential integrity allows Access to check the validity of relationships between ~
valid because the record that particular employee ID records. It also ensures that changes, such as deleting or altering related data,
references is no longer available. The customer records don’t impair the relationships.
that contain those references are called “orphans” after
the Employee record is deleted. 1. Open the database whose referential integrity you want to enforce. ©
Access 2007 has a method, called referential integrity 2. In the Database Tools tab Show/Hide group, click Relationships.
that prevents these situations and ensures that all 3. In the Design tab Relationships group, click All =
references are synchronized. See “Enforce Referential Relationships to ensure that all relationships are show é%m' Rmmh';;‘;”' Clase
Integrity” for instructions on how to ensure your displayed. Relationships ©
relationships are not damaged when one part of a 4. Double-click the line representing the relationship to which you want to apply
relationship is changed. referential integrity.
—h
o
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5. At the bottom of the Edit Relationships dialog box, select Enforce Referential Integrity,

To delete relationships between tables in the as shown in Figure 2-14:

Relationships tab, right-click the relationship line between
the tables. Click Delete on the context menu.

® Click Cascade Update Related Fields to ensure that changing a primary key value
in the primary table automatically updates the foreign key field.

® Click Cascade Delete Related Records to ensure that when records are deleted in

o™ the primary table, corresponding records in a related table will also be deleted.
6. Click OK to return to the Relationships tab.
Several database examples are used in this book, mostly 7. If prompted, select Yes to save changes to the relationships layout.
our own, and a few from other sources, such as the
<t Nothwind Sample database included with Access 2007. “1” represents the one member “ “represents the many member Bold connectors display
of the one-to-many relationship of the one-to-many relationship enforced referential integrity
I,D g Y o] ] Relationship Tools Morthwikd 2007 :-Database (Access 2007) - Microsoft. = = x
£ Home Create Externa| Data Database Toals Design "@
m = >< Clear Layout = = Hide Table
s |55 Relationship Report gﬂDlrect Relationships —
Edit how . . Close
Relationships able 23 All Relationships
Tools Relationships
» || 5] Home | 7 Relationships
Customers Qrders Employees Emplgfyee Privileges E
© ¥ a ¥ OrderID - ¥ 1 - = @ femplayee ID
Company = Employee ID 3 Company = g Privilege ID
Last Mame E| Customer ID B Last Mame D /_
First Name. Order Date First Name
E-mail Address Shipped Date E-mail Address
Job Title Shipper 1D Job Title
Business Phone ¥ Ship Name ¥ Business Phone ™
Privileges
N 7 Privilege 1D Purchase Orders Inventory Transactions Purchase Order Details
g Privilege Name ¥ Purchase Order & ¥ TransactionID = qL‘ 7D
E Supplier ID 3 Transaction Typ = Purchase Order
= Created By i | Transaction Cre Product ID
-g Submitted Date Transaction Mo Quantity
g. Creation Date Product ID Unit Cost
'E Status ID Quantity Date Received |
= Expected Date ¥ b Purchase Order ¥ Posted To Tnven |
Order Details . Y i
w Vo % mj;‘lcr:oi(e D Orders Status
OrderiD phiesy 9 StatusID i Order Details Status
~N g:;:l:;;n 3 Invoice Date Status Name == zatus LD
Unit Price DU bate i fame
Discount Tax
Status ID ¥ shipping
Amaunt Due ¥
Products l \
(e)] El Sonnliarine s (= — %
4 »
Ready | Wum Lock | ‘w
Figure 2-14: Enforcing referential integrity assures that changes will not impair the established
relationships in your tables.
o
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Delete a Table N
Renaming an Access Database
Rename a Table

Switching Views
Change Field Names

Change a Data Type in
Datasheet View
Change a Data Type in M od ifyi n g Ta b I es I

Design View

Understanding Restrictions a n d F i e I d s

When Changing Data Types

Change Display of Data Through ol

the Format Property . . .
As with any powerful machine, an Access database requires

Understanding Input Masks _ ) o
some fme-tunmg to optimize its purpose and performance.

Create a Pattern for Data Entry

with Input Masks The modifications covered in this chapter involve making o
Creating a Custom Input Mask changes to tables and adjustments to the field properties.
Establish a Field’s Default Value Basic table changes can occur within the Navigation Pane, as
Limit Field Values with a shown in Figure 3-1. You make field adjustments in the field
Validation Rule . . . : -
) properties area of the table in Design View.
Require Entry but Allow
a Zero-Length String
Use the Caption Field Property M ake B aS|C Chang es o
Index a Data Field =
Add Smart Tags to Tables and Fields
Use the Lookup Wizard Y01'1 v.vill sometimes nf:eq to rr.1ake basic changes to the objects in your database.
Beaidfe o Vo s This is an easy task within Microsoft Access. ©
Multivalued Field
—h
o
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Navigation Pane

(o}
I(E“'- H if) _{_‘J W Table Tools Clime Data ;-Database (Access 2007) - Microsoft Access s = x
> | Hume_ Create External Data Database Tools Datasheet @
i Cut = = = Ty =N = Total 2l | ' Selection %3¢ Repla '
Y2t o[ | g S Er N B | gy sk
S —'| 43 Copy = T (e Hsae O speiting | %l V] Advanced~ = GoTa~
Wi Paste = = | | B Lo Refresh Filt: Find
| = i # Format Painter |B e ||& ”& ||@ ||_‘_EI | | _H = | ;[rlevs X Delete ~ FEMore~ || & o f Toggle Filter i iy Anlede
|| Miews Clipboard ) Font [ Rich Text Records Sort & Filter Firnd
Tables ) < || ] employees | T clinic patients - - 5 :
3 cshreceipts_aug_2006 —= 10 ~|  Fieldl - | Field2 -~ Field3 ~-| Fieldd ~ Fields - Add New Field -
T (9] ; =
B9 hshreceipts_sep 2006 Lﬁ 2pen Bridget 360-555-3211 98254 Billy E|
< R B | Design view Hanna 360-228-6711 98221
j inic Patients
Import 3 Sally 360-552-4577 98175 Sam
S efployees Eport y | Chuck 206-555-1177 98001 Maggie
S Prpeedures 5 Collect and Update Data via E-mail Kelly ~ 360-555-1744 98125/ Kim o
5 vepdors R e & o Fiter [ [Search |
D&tasheé‘ View | Num Loek = |Iiﬂlrﬂ.!-¥w
m Hide in this Group
_l_ Delete
Select table to i .
delete or rename it & | Cut I Right-click a table to
Copy ® open a context menu
el Delete a Table
Figure 3-1: Basic edits to tables can be made When a table is no longer necessary, you can easily delete it.
from the Navigation Pane.
1. Within the Access window, display the Navigation Pane. If you do not see the list
N~ of tables, click the Navigation Pane down arrow, and click All Tables, as shown in
Figure 3-2.
2. Right-click the table you want deleted, and click Delete. A dialog box will appear,
stating that deleting this table will remove it from all groups. Click Yes to confirm the
0 deletion. This will bring you back to the Access window. (If you have established

relationships between tables, continue to step 3.)

= @

Do you want to delete the table 'cashreceipts_aug_2006'? Deleting this object will remove it from all groups.

‘-] fi .. e 'F_ WKEA'CC&
If the table is open, a dialog box will appear, saying that
you cannot delete the database object while it is open. N
o Click OK and close the table. Chapter 2 describes how to
close tabbed and windowed objects.

For more information on how to prevent this message from displaying every time you delete an object, dick Help.

=] v )
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46 Microsoft Office Access 2007 QuickSteps  Modifying Tables and Fields




3. If you have established relationships between the table you want deleted and other

Your current selection E =T
shows in the Navigation PAIl Tables

Pane header Moot deaoy tables, you will see another alert dialog box. (See Chapter 2 for information regarding N
e table relationships.) The alert informs you of the need to delete the relationships with
Object Type this table prior to its deletion. It also offers to delete the relationships for you. Click Yes
[w | Tables and Related Views if you would like to delete both the relationships and the table. This will bring you back
Figure 3-2: You can choose Created Date to the Access window.
to display all of your tables Modified Date
in the Navigation Pane. Fiter By Group b
cashreceipts_aug_2006 You can't delete the table 'cashreceipts_auwg_2006' until its relationships to other tables have been deleted.
Employees : Do you want Microsoft Office Access to delete the relationships now?

cashreceipts_sep_2006 B
Clinic Patients
All Tables displays all of Procedures Rename a Table
the tables in your database U Al Tables
- Changing the name of a table is a simple task, if you are at the right location.
1. In order to rename a table, you must have the table closed and be in the Access o
! window.
Don’t panic if you mistakenly deletea -~
table. Click Undo on the Quick Access i Open ==
-f-‘ N i
toolbar, and the table will be restored. ity [[F] « Documents » ~| 42| search p|
‘ Organize ~ EEE Views _v " I‘:IewTFnldEr = = o
‘T-_ Name’ Date modified Type "
12‘(3 B Deskiop Snaglt Catalog
s -
¢ 6 % Computer E]Chmt;
[El Documents EﬂDatabasd
RENAMING AN ACCESS DATABASE B picres ajf‘;;:* Select ~
To rename an Access database: B Music B Faculty o
i ; | Recently Changed ?] Lending Libra New
1. Click the Office Button, and click Open. § Sisrichis 4 Northwind 20 [
. : G Patrick Mg, T
2. Locate the folder in which you store your database, é];s::::m S
and open the folder so that its contents appear in 2l 3 = (0]
. = Desktop - ERCD k
the right pane. I user il ot
3. In the right pane, right-click the database whose Flle name: Database? Copy E]
name you want to change, and click Rename, as Tools Create Shortcut ]
seen in Figure 3-3. Lelets —
s Rename @
4. Type the new name for the database, and Propitte
press ENTER.
Figure 3-3: You can quickly rename a database using the Office Button.

0] 8
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2. Expand the Navigation Pane, if necessary. Right-click the table whose name you want

Remember that Microsoft Access s a *relational database.” to change, and click Rename. The name field will be highlighted. Type the new name,
That means all the objects within a table work together. As and press ENTER.
you learn more about making the individual components
work together, renaming could disable some functions. —Or-
y Click the table name, and press the F2 key to highlight the name field. Type the new

name, and press ENTER. The new table name is displayed within the Navigation Pane.

. TP Change Field Names

Unlike earlier versions of Access, you do not have to Later in this chapter, we will go into table Design View and change field
perform a separate procedure to save a table after you properties. To change a field name, however, you may follow a similar path, as
have changed its name or the name of a field. Access explained in “Rename a Table.”

2007 saves these changes automatically.
> 1. Open the table that contains the field name(s) you want to change. From the Navigation

P Pane, double-click a table.

w If there are no other open objects, drag the table from the Navigation Pane to the

SWITCHING VIEWS Access work area.
When editing tables, and the fields within those tables, In either case, the table will open.
you will be switching between Datasheet View and 2. Double-click the field name you want to change. The current name is highlighted.
Design View frequently. There are = o
fie B &) o - =0Or— lome reate ernal Data
several ways to switch views. Find the | ' Sj’) 2 s = ZD ;
way that is quickest for you. 1B il In the Datasheet tab Fields & Columns group, click 5 E_Ekj E_EZE’ et
b};{ E ‘"‘ o Rename to highlight the current name. New Add Existing Lookup g e |
USE THE RIBBON WITH A MOUSE | | \E = 53 Copy Field  Fields  Column = Rename|
, = Format 3. Type a new name, and press ENTER. ' ol

In the Home, Design, or Datasheet —
tab Views group, click the View button | i Dalastiel Vicar
e | FIN€-Tune the Fields

down arrow to display a list of the
available views. Click the view that

you want to use. (See Chapter 10 for | | “ PivotChart View The fine-tuning that can take place within fields and their properties is quite

information regarding PivotTable and | 1 extensive. The first part of this fine-tuning revolves around the field’s data type.

PivotChart Views.) RE s As discussed in Chapter 2, there are several data types to choose from when

—Or- first defining a field. This section takes you a step deeper into not only the data

Click the upper half of the View button to switch to the types, but also the properties that further define those data types. You can fine-

last view that was displayed. . . tune your fields in either Datasheet or Design View. Access 2007 automatically
ontinued . . .

assigns a data type based on the data that’s entered in a field.
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|_Iu_| o Tabie Tooks Clinic-Data : Database (Access 2007 ) - Microsoft Access i = x
= N
£a External Data Database Toals Da eet (7]
=Pl W
D_:hlf 4 Insert Data Type: | Text | Unique '3&% P+
=i e i Delete Far Farmatting ~| Is Required =8 ==)
Mew Add Existing Lookup T Tesm==m Relationships Ohject
- Field Fields Column @Rename 8o em| (T gla | Dependencies
| Views Fields & Columns Data Type & Formatting Relationships

Figure 3-4: The KeyTips displayed when you press the ALT key can make moving around your database much faster.

g CKSTEPS ! Change a Data Type in Datasheet View
2 Data types can restrict certain information from being entered incorrectly into the N
SWITCHING VIEWS (Continued) database. For example, if a number is supposed to be entered into a field and a
USE THE RIBBON FROM THE KEYBOARD user tries to enter text, a warning dialog box will appear saying that Access will not
1. In any view, press ALT to display the keyboard accept the entry until a number is supplied. To change a data type in Datasheet View:
shorteuts in the ribbon, as seen in Figure 3-4. 1. From the Navigation Pane, open the table to be customized. (&)

= I BEESEE VBT (2 L 16D ) (72 2. Click anywhere in the column corresponding to the field you want to change.
go to Design View.

3. In the Datasheet tab (Table Tools) Data Type & Formatting group, click the Data Type

< 10 (PSR 12 (28 1 sE8s i Al el piess down arrow to display the list of available data types.

H to go to Datasheet View.

4. Select the data type you want, as shown in Figure 3-5. o
USE THE STATUS BAR ‘ Dt view
Click the View button for the view = —
. | . 1 oy - [ s Clinic Data : Database (Access 200.., = = X
you want at the right end of the () ProtTable View 'E"@ o R =
tat b N - Home Create External Data Database Toals Datasheet '@
status pbar. a . ——
al PivotChart View P ﬁ_" Eq] D;rﬂ % Inset | DataType: Clifténey |T| 7| Unique ':?4[% ez ~
USE A TABLE’S CONTEXT MENU e | ge o0 W Ddete | Fomat | Text Pl skeunea || B =
. N View New Add Existing Lookup _ Mema Relationships Object
. . . . . D Design View - Field Fields  Column = Rename | [ § 8% Dependencies
Right-click a table in the Navigation n ) - Number ! Patis
. _IEWS 1L Fields & I_O|l_.ll'.rl_l:li i | bate/Time |_ng Relationships
Pane. All Tables v« || ] cashreceipts_aug_2006| Currency
—Or— cashreceipts aug 2006 ¥ Ins Payment ~ Pa Yes/No _
Employees ¥ i} 50.00 f;:ei?;id o0
Right-click the tab of an open table. Nenrlors i $0.00 || pstachment
cashreceipts_sep_2006 ¥ $0.00 YOO
In either case, click Design View or Datasheet View. SHwCRalEsts ¥ $0.00 {$150.00)
Procedures ¥ $0.00 ($250.00)
$0.00  ($250.00)
® $0.00 ($250.00)
) $0.00 $250.00 ©
" $0.00 ($250.00)
b
o Ao o idarp on A
. . Record: M 4 20f7532 | b M } | Wt : |'.Search 4 ] F
Figure 3-5: Use Datasheet View —_— —
. Datasheet View | Num Lock | H 8 | %
to quickly change a data type.
—h
o
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To quickly enter a data type in the data type field in

Design View, just type the first letter.

Change a Data Type in Design View
If you are going to make several changes, or want to work with formatting,
(see “Change Display of Data Through the Format Property” later in this
chapter), it is often easier to work in Design View.
1. From the Navigation Pane, right-click the table with which you want to work.
2. Click Design View from the context menu to open the table.

3. Click the Data Type field you want to change. Click the down arrow that appears to
display the list of data types, as seen in Figure 3-6.

4. Click the data type you want.

5. Press CTRL+S to save the change.

(= % B S &
|

Home Create

View Primary Builder Test Validation

External Data

Table Tools | Chinic Data: Database (Access 2007 - M.

Database Toals Design @J

=
ZaInsert Rows

= Delete Rows =
Property Indexes

njﬂ Lookup Column Sheet /I Default data type

Design View I

hal Key Rules
Views Tools Show/Hide
Ti-Rbles + <« || = cashreceipts_aug_2006

with expanded I

Navigation Pane

cashreceipts_aug 2006 =
j cashreceipts_aug_2006 : Ta...

Figure 3-6: If you have several

Employees ¥
Vendors ¥
Clinic Patients ¥
Procedures ¥
cashform_sep 2006 ¥

Field Name | Data Type | Description -
| Date Date/Time Date of first visit
| Patient Name Text Enter last name first, then first name E|
Diagnois Text Use ins code
| Source Number Enter from list
| Cost Number Actual fee
| Type Text From list
| Ins Code Text From Ins Code book I Click to reveal
| Ins Payment Payment from Ins Company l list of data types
| Patient Payment Text Payment from patient
| Other Charges Memo Non-medical charges
| Collection Number Collection reimbursements
Refunds Date/Tim Refunds -

C "
Lu Y

AutoNumber
oot ookup |™en
es/No

Field Size Long Integer| i
Format | OLE Object
Decimal Places (Auto Hyperlink
input Mask Attachment
Caption

Default Value Lookup Wizard...

Validation Rule
Validation Text

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

Required No
Indexed No
Smart Tags |

Text Align General

changes to make to the fields in
your table, use Design View.

Design view, F6 = Switch panes, F1 =

Help, | NumLock |

== m.%h
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QUICKFACTS

ORIGINAL NEW DATA
UNDERSTANDING RESTRICTIONS DATATYPE  TYPE CONCERNS N
WHEN CHANGING DATA TYPES Toxt p— None
When you chanqe a data type, the information you have NT5Er The original text must be numbers
already entered into your table may be affected. For Also acceptable are currency symbols and
example, if you change a data type from Memo to Text, decimals
since Text allows only 255 characters, all of the other The size set for the number of text characters must
information in that field will be deleted. The following data fit with the new number size
pSSlcss e Date/Time The original text must be recognizable as either a
® Attachment fields date or a time, such as 11-13-2006 or 13:50:27
® Number fields when you have chosen a field size Currency The original text must be numbers and decimals &
setting of Replication ID—a special Microsoft AutoNumber Allowed only when the field is not the primary key
setting that creates a randomly generated 16-byte Yes/No The original text must be Yes/No, On/Off, or
number True/False
® OLE Object fields Hyperlink Access converts original text to a hyperlink if it is a o1
Table 3-1 lists some effects when changing from Text to Web address
several other data types. Table 3-1: Effects of Changing the Text Data Type

Change Display of Data Through

M the Format Property

To switch between the Field Properties area and the The Field Properties area of the table Design View, as shown in Figure 3-7,

upper section of Design View, press F6 which will cycle
you through the upper section to the Field Properties being entered.

area to the ribbon shortcut keys. WORK WITH FORMAT SYMBOLS
You can change the way data is displayed (but not stored) in a database by

presents numerous ways to customize your table and restrict the type of data ~

entering specific symbols into the Format text box of the Field Properties area.
Several symbols are used within the Format text box, many unique to one or
two data types. The symbols used in the Text data type are listed in Table 3-2.
See “Display All Characters in Uppercase” for one example on how to use
format symbols.

0]
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» H = ] s Clinic Data: Database (Access200.. | yapia Tooks i = SYMBOL DISPLAY PURPOSE
N s - Home Create External Data Database Toals Design 7] > Uppercase characters.
oo : = 5 i
F BN oimetiews |ﬁ‘i < Lowercase characters.
s = Delete Rows =
Ve || MY Butder Test VaSRtion. oy oukup Column || sreet @ Placeholder for character or space.
views || Toals Show/Hide (Placeholders fill underlying data from right to left.)
Bl e ; = PR & Placeholder for character or optional space.
| Field Name Data Type Description - : ;
| Patient Chart Number Text New chart alpha-numeric code = ! Left-aligns data and forces placeholders to fill
|Date Date/Time]| [~ | Date of first visit =l from left to right; must be the first character in
_E{_atient_Name Iex: Elnte_rlastzame first, then first name format string.
| iagnois ex 58 Ins code
< |source Number Enter from list "“Text" Displays the item in quotation marks exactly as
|Cost Number Act“a: fee typed, in addition to data.
| Type Text From list 3 : : :
|ins Code Text From Ins Code book \ Displays a character immediately following data.
| Ins Payment Number Payment from Ins Company % q q q o
o || patient payment P— Payment from patient Fills all blank spaces with character following *.
3 .Ot:‘le’“’arges Text ”°I‘I""‘ed‘°"'°h;fges [color] Formats data text in black, blue, green, cyan,
Collecti Text Collection rei t: v .
o $ onection T R red, magenta, yellow, or white; must be used
o —_— .
'_:n, iew?w — with other symbols.
= arma .
Input Mask [ Table 3-2: Formatting Symbols for Text Data Types
Caption |
e Default Value
Validation Rule
© Validation Text [ The data type determines the kind of values DISPLAY ALL CHARACTERS IN UPPERCASE
Required ‘MNo that users car':l SI:ore Ir:jtrtleti;:eld. Press Fl for
Indexed Mo elp on data types. . . . .
NE Mode No Corrol = You can format a field to display its contents in uppercase
S letters. For example, if you have a State field, you could
Text Al G | o
. S e ensure that all two-letter abbreviations, such as WA, are
i uppercased.
Dlestgn view. F6 = Switch panes. Fl = %lp. Mum Lock | | | e it
7 1. Open the table in Design View.
Lists properties for  Field properties change Displays description 2. Click the field you want formatted. The field you chose will be
the data type for depending on the of the selected field . fi i . . .
0 the selected field selected data type or property outlined to confirm the field is active, and a color will appear
. . o . in the record selector field at the left of the row, as shown in
Figure 3-7: The Field Properties area within the Design Fiqure 3-8
View provides several ways to fine-tune the fields. 9 :
3. Click the General tab in the Field Properties area.

o 4. Click the Format text box, and type > (or to accomplish another formatting task,
choose the appropriate symbol, as shown in Table 3-2). If you have additional objects
within the database that use the field name, the Property Update Options Smart Tag
will display to the left of the text box.

o

-
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(O H - = Tabie Tooks | Clinic Data: Database (Access 2007) - M. ) = x
- Home Create External Data Database Tools Design (7]
4 - _+@Insert Rows g
.f.&“ L‘ﬁf 3 . B
View Primary Builder Test Validation _, Property Indexes
hd Key Rules e LC um Sheet

Views Toaols Show/Hide

All Tables hd . i1

cashreceipts_aug 2006 & | Field Name ) Data Type | Description -

= cashreceipts_aug_2006 : Ta... ¥ _"} Number El

Employees v | Patient Chart Number Text

Veakas v | Date Date/Time

Clinic Patients v Patient Name Text

FisEhw ¥ | Diagnois Text

Cashform_sep_2006 v | Source Number

A color appears I 1 cost Currency A border
in the record | Type Text L I appears around
selector when I ® ||_|ins Code Text [=] a selected data
you select a row _Ins_Pavment Number I type field

| Patient Payment Currency
| Other Charges Text
Collection Text -

The Property Update
Options Smart Tag can

Field Properties

General Luokupl

update all current data
to your new format I

Field Size |255 o
Format ? =@ . |_|
Input Mask =
Caption i Update Format everywhere Ins Code is used
Default Value . X i

Hell ting field rt
Valigation Rule elp on propagating field properties

Validation Text A pattern for all data to be entered in this field
Required Mo

Allow Zero Length |Yes

Indexed Yes [Duplicates OK)

Unicode Compression Mo

IME Mode Mo Contral

IME Sentence Mode |Maone

Smart Tags 2

Design view. F6 =Switch'panes. F1 = Help. | MumLock | H \ﬁi@p‘%&%

Figure 3-8: Design View allows you to change the
format of a field.

"Miicrosoft Office Access (o]

Mo objects needed to be updated.

5. Click the Property Update Options Smart Tag down arrow, and click Update Format
Everywhere Fieldname Is Used. By doing so, the format you have chosen will be
propagated across all objects with the selected field name. For example, if you formatted
the state field to uppercase, all state fields—whether in forms, queries, reports, or
other tables—will be changed to uppercase. If no objects contain the same field name
as your newly formatted field, a dialog box will display a message stating that no
objects needed to be updated. Click OK.

o

In order to view your changes, you must save the table. If you try to switch views prior
to saving, a dialog box will appear asking if you want to save the table now. Click Yes
to save changes, and the display will switch to Datasheet View.
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) w SYMBOL EXPLANATION

o 0 Required single digit (0 to 9)
UNDERSTANDING INPUT MASKS 9 Optional digit (0 to 9)
Input masks provide a pattern for formatting data within a . . . .
) 2 ) > > . # A digit, a space, the plus sign, and the minus sign can be entered
field by using characters or symbols to control how data -
will be displayed. There are actually three parts to an L Required letter
input mask. The first part includes the mask characters or ? Optional letter
mask string (series of characters) along with embedded > Converts all letters that follow to uppercase
literal data—such as parentheses, periods, and hyphens. < Converts all letters that follow to lowercase
The second part is optiorTaI and refer.s t'o the e'mbedded A Required digit or letter
< literal characters and their storage within the field. If the - —
second part is set at “0,” it will store the characters; “1” a Optional digit or letter
means the characters will only be displayed, not stored. & Required character or space
The third part of the string indicates the single character C Optional character or space
used as a placeholder. An example of a telephone | Mask will fill from right to left
Y ber input k Id be: 1\(999")"000\-0000;0;_: .
number input mask would be: (999") o \ Characters immediately following will be displayed literally
(BT e [FR: () elEzion in mEs alnel 6l Characters enclosed in double quotation marks will be displayed literally

data from right to left.

® Backslash (\) causes characters immediately Table 3-3: input Mask Definition Characters

© following to be displayed as a literal character. In
this case, the parenthesis is the literal character.

Create a Pattern for Data
Entry with Input Masks

® “9” means optional digits can be entered into these

spaces.
N ® Double quotation (") is like the backslash, in that The Input Mask Wizard is a simple tool to use.
anything enclosed in this will be taken literally. 1. Open a table in Design View.
® “0” means a single digit is mandatory. 2. Click the field for which you want to have an input mask.
An example of the displayed phone number would 3. Click the General tab in the Field Properties area.
© be (555)555-1212. Table 3-8 provides more detailed 4. Click anywhere inside the Input Mask property text box. Click the Builder button |3

descriptions of mask characters. However, Access

) : : at the right side of the text box to display the Input Mask Wizard.
provides an easier way to enter input masks than to

create one from scratch. See “Create a Pattern for Data 5. Inthe Input Mask list, click the mask you want to use, as shown in Figure 3-9.
Entry with Input Masks” for information on using the Input (Click Try It to enter data and see how it will be displayed.) If no changes are needed,
o Mask Wizard. click Next.
— ! Tyt [ - :

10
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.Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box,
To change the Input Mask list, dick the Edit List button,
Input Mask:

Phone Mumber {208) 555-1212

Edit to
meet your
specifications

.Input Mask Wizard
Do you want to change the input mask?

Input Mask Mame: Phone Mumber

Input Mask: —®(9959) 000-0000

What placeholder character do you want the field to display?
Flaceholders are replaced as you enter data into the field.

1 - Placeholder character: (1
Sodal Security Number |:|
Zip Code 98052-6399
Extension 63215
Password LS
Lonag Time 1:12:00 PM ™ = S — e
i TryIt:
Try It _ Figure 3-10: In the second page of : =
7 ; the Input Mask Wizard, you have / —
the opportunity to choose the [(Coneel | [ <Bock |[ Mext> ]| [ Ensh
| Editlist | | cancel cgack || mext> | [/Ensn | placeholder that will be displayed. /
e YA Scroll to pick a
Click Try It to see Scroll to see all mask character (6)]
how it looks input masks
Figure 3-9: Input masks assist in formatting common 6. If changes in the input mask are needed, type them in the Input Mask text box. You
data types. will see in Figure 3-10 an area that allows you to change the default placeholder.
"_'1*3 Either keep the default or click the Placeholder Character down arrow and select
6 . .
\5)4 7. Choose With The Symbols In The Mask or Without The Symbols In The Mask to
CREATING A CUSTOM INPUT MASK establish how to store your data. (Although choosing to store data with symbols allows
The Input Mask Wizard provides great sample patterns them to be displayed in all objects, this method makes the size of your database
for some of the most common formatting situations. slightly larger.) Click Next and then click Finish to return to Table Design view. ~
However, you may want to customize one of the patterns =
e A | Input Mask Wizard
to use a format specific to your circumstances. There are
two methods for doing this. The first is within the Input HE S ————————
Mask Wizard itself, and the second is directly in the Input e B M e
(231) 664-4362 (0]
Mask text box. ;
-_é-;Wiﬁmut the symbols in the mask, like this:
1. Open your database in Design View, and click the L

field you would like to format with an input mask.

2. Click the Builder button (at the right of the Input
Mask text box in the General tab of the Field
Properties area) to start the Input Mask Wizard.

Establish a Field’s Default Value ©

In many cases, a field contained in multiple records will include the same data.

Continued.. . . For example, employees of a small company may all reside in the same state.

2

0] 8
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Rather than entering that state several times, place a
A CREATING A CUSTOM default value for the state name in field properties.
INPUT MASK (Continued) 1

3. Click Edit List at the bottom "= c..toivise input Mok Wizsr

. Open a table in Design View.

. Click the field you want to have a default value.
of the first Input Mask Wizard g4 you want to aditor add input masks for the Input Mask Wizard to display?
page. The Customize Input

Mask Wizard dialog box will Description:  [Patient Chart Number
appear. Input Mask: 100-0000000-99

2
3. Click the General tab in the Field Properties area.
4

. Type a value in the Default Value text box, and press
ENTER. The typed value will automatically become enclosed
in double quotes (the Caption property displayed in the
illustration is described in “Use the Caption Field Property”

Placeholder: #

4. If you want the description =
Sample Data: 77-1234567-12
to appear differently, type

Mask Type: Text/Unbound E[ .
< a new description in the i - = i later in the chapter).
Record: M 1lof4 L (O L £ Search
Description text box. Press ; - -
General |Lookup|
TAB to move to the Input Mask text box. e : s =
Farmat 1= (8
5. Type a new input mask based on the symbols listed Input Mask =
. Caption State/Province
Te] in Table 3-3. Press TAB and type a placeholder Default Value war
Validation Rule
symbol, as displayed in Figure 3-10, in the Validation Text

Placeholder text box. Press TAB. In the Sample )
5. Press CTRL+S to save your table, and switch to Datasheet
Text box, type sample data to see how the mask

. View to see how the default value has affected your table.
will appear.

[Te) ; You will notice that the new record row displays your new
6. Press TAB, click the Mask Type down arrow, default value.

and choose a mask type. (More information
about bound and unbound types can be found in

Limit Field Values with

Chapter 6.) -
Input Mask Wizard H H
N~ : a Validation Rule
7. Click Close. The Input Mask ... e e

Wizard dialog box appears, Validation rules set parameters around the values

and your new input Maskis | 1o see how a selected mask works, use the Try Itbox. inputted. Access applies these validity checks during

listed within the sample list. To change the Input Mask list, dick the Edit List button. data entry A validation rule is made up of an expression
0 To manually edit or enter an input ~~ PutMask: il

o e = (a group of functions, characters, and field values) that
Social Security Numb = . ]

s i § defines the acceptable values. The expression may be
Extension 63215 .
kil s entered manually, or you can use a tool called Expression
Long Time 1:12;00 PM i

mask, simply click the Input Mask
text box in the Field Properties
area. Type your new mask based
on the symbols found in Table 3-3. -
o il | | organizational tool that helps you see the fields you can use

Cancel < Badl | Mext > Einish

Builder. Not a wizard, Expression Builder is more of an

and the operators or functions that are available. Chapter 5

provides more detail on using Expression Builder. You can,

10
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and should, include some validation text with your validation rule. This text will
Access saves new records and changes in current

records as you move through the object or close a
database, form, or other object. You have to manually

save changes to your table design, but Access will S ] ) )
prompt you to do so before you can continue. the validation text will pop up in a dialog box.

be displayed in a dialog box if the rule is violated. For example, let’s say you have N
an employee table that holds a “gender” field. It is designed to have either “M” for
male or “F” for female. If a character other than “M” or “F” is entered into the field,

1. Open a table in Design View.

2. Click the field you want to receive a validation rule and validation text.
3. Click the General tab in the Field Properties area.
4

. Type your rule or expression in the Validation Rule text box, as shown in Figure 3-11.

i i i £
(Chrziigi i Sl i vallsel & ek wil gz ol e Press TAB or ENTER. The insertion point will move to the Validation Text text box.
entries, not records you have already entered into your 5 o
. . Type your validation text, and press ENTER.
6. Press CTRL+S to save your table, and select Datasheet View to experiment with
. data entry in the field with validation rules and text. If you don’t adhere to the rule you o
et e established, Access will alert you with a dialog box and prevent you from making the
JA Please enter M for male or F for female. Thank you! |”egal entry.
| Field Properties
General |Laokup
Field Size [z 7 (@]
Format |= E!_i
Input Mask [
\Caption | Validation rules
Defanilt Value - I are automatically
Validation Rule "M Or'Fre enclosed in
Validation Text Please enter M for male or F for female. Thank you! @ quotation marks
! ~
Your validation text appears in a
dialog box exactly as entered
You can also require data input by using the Validation alog box exacty
Rule property. The benefit to using this property is that Figure 3-11: Validation rules should include validation text to aid in data entry.
you can then use your own validation text to display a
customized message when the appropriate data is not R e = = (0]
uire Entry but Allow a Zero-Length Strin
entered. q ry g g
For certain fields within your database, you may want to require data entry in
order to maintain integrity within your database structure. There are situations
where an entry is important, but there is no data to place in the field(s). For ©
example, in a customer table, you may choose to require entry of the customers’
fax numbers in order to send reservation confirmations. Some customers,
—h
o
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| Microsoft Office Access however, may not have a fax machine. You would want to require the entry but

i R o allow a zero-length string. This way, a blank space or double quotation marks (" ")
You must enter a value in the 'Clinic Patients, LASTNAME' field.

Figure 3-12: Access will remind you to enter 1. Open a table in Design View.
data into a required field.

could be entered into the fax number field, confirming the customer has no fax

number.

2. Click the field you would like to make required. Click the General tab in the Field
Properties area. In the Required text box, type Y for yes or N for no.

—Or—

i_e'::':_' |Lookup ~ Click the Required down arrow at the right of the text box, and click Yes or No.
< ield Size 25

_IFH";um-tartdask 3. Press TAB to move to the Allow Zero Length text box. Type Yes or No in the text box

Caption using the same techniques as in the Required field text box.

Default Value

:E:FSEEW EU): 4. Right-click the table’s tab, and click Save. Switch to Datasheet View to experiment

alidation [&

Required Yes with required fields. If you don’t type data in the required field, Access will alert you

N Allow Zero Length Yes

with a dialog box and prevent you from entering the record, as seen in Figure 3-12.

Use the Caption Field Property

You may have noticed many of the wizard-based data fields have names with

© no embedded spaces. For example, rather than “Home Phone,” the field name
' is “HomePhone.” If you foresee growth in your database and the potential for
You can establish a different caption for the same field | . y & o y . .P .
inench daiabase object: For example, your company’s upsizing it to a SQL-based database, it is a good idea to follow this practice. SQL
internal database table may use the field name and databases, such as Oracle or Microsoft SQL Server, do not support spaces within
N~ s B . 1
caption “Category ID.” Your company’s report, which is names. To ensure that “friendly” names are displayed within your database,
seen by those outside the company, may use the caption however, use the Caption Field property. This will display your field names
“Product Line” for the “Category ID” field. ) with embedded spaces.
- 1. Open a table in Design View.
2. Click the field name you would like to provide with a “friendly” name.
3. Click the General tab in the Field Properties area.
4. Enter your “friendly” name for the field in the Caption text box. As with other field
o f_e?:':_' Lookup = property changes, you must save your table prior to switching to Datasheet View.
el ize
Fo'_rrna-t' )
Input Mask 1999 "000-0000;:%
Caption 'Home Phone
o
-
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General |Logkup

Format

Input Mask
|Caption

Default Value
“alidation Rule
Validation Text
Required

Allow Zera Length
Indexed

'\'es

Yes
Yes [Duplicates OK)

Index a Data Field

An index is an internal table that contains two columns. One holds the value in
the field or fields being indexed, and the other holds the physical location of
each record in the table containing that value. Access uses an index in a manner
similar to how you use a book index: it finds the value desired and jumps
directly to the page, or place, where that value is held. Each time a record is
added to or updated in the database, Access updates all of its indexes. This may
sometimes slow down the process of data entry, however, so overuse of indexes

is not recommended.

1. Open a table in Design View.

. Click the field you want to have indexed.

. Click the General tab in the Field Properties area.

. Click the Indexed down arrow, located to the right of the text box.

a B~ ODN

. “No” is the default choice within the Indexed field. Click Yes (Duplicates OK) if the
field will have multiple entries with the same value.

_Or_
Click Yes (No Duplicates) if you do not allow duplicate values in this field.

6. Save your table.

Add Smart Tags

Smart Tags are like hyperlinks on steroids. They are little applications you
can hook into fields to recognize items—such as names, addresses, or stock
symbols—and provide options, or actions, for those recognized items. Smart

Tags are limited in the number available within the standard Access application.

There is, however, a button within the Smart Tags dialog box, as shown in
Figure 3-13, that can connect you to the Microsoft Office Online Web site and let
you check out current offerings within the Smart Tag product line. The current
Smart Tags included with Access are:

® Date is used to schedule a meeting or check your calendar within Microsoft Outlook.

® Telephone Number adds a telephone number to your Contacts list in Microsoft Outlook.
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Select one or . . . . .
more Smart Tags ® Financial Symbol is used to obtain a stock quote, company reports, or news surrounding

an accepted NYSE or NASDAQ company—all from the MSN MoneyCentral Web site.

:“*sﬂ - ® Person Name is used to accept a person’s name or e-mail address and, assuming
vallable smart 1ags

@]oats | } you are using Microsoft Outlook, send an e-mail, schedule a meeting, open your

|| Telephone Mumber
[ Financial Symbal
D Person Mame

Contacts list, or add the name to your Contacts list.

When a Smart Tag is added to your field, a drop-down menu will be displayed

as your mouse pointer hovers over the field within the record. This menu will

et provide the above-listed Smart Tag options.

Mame: Date . . .
Actons: [schedule 2 Mecting 1. Open a table in Design View.
< {Show my Calendar p

2. Click the field in which you would like to include a Smart Tag.
3. Click the General tab in the Field Properties area.
4. Click the Builder button to the right of the Smart Tags text box. The Smart Tags dialog

O [I] o box will appear, as shown in Figure 3-13.
[ . , . .
Find more Smart Tags at Description of the 5. Click any of the Smart Tags that apply to your field, and the available actions (menu
Microsoft Office Online selected Smart Tag choices) will be displayed in the Smart Tag Details area of the dialog box.
Figure 3-13: Accomplish common tasks using Smart Tags. 6. Click OK to return to Design View. Save the table and switchto  (206) 555-1212, ®
Datasheet View to experiment with Smart Tags.
©
Use the Lookup Wizard
There are times when the data to be entered in a field can be found in another
~ table, and/or the data is a series of data points that would benefit from being
provided only once to eliminate data entry errors. Rather than selecting a data
type for your field, it may be helpful to call upon the Lookup Wizard to create a
Text = drop-down list of values from which you can choose.
© —- START THE LOOKUP WIZARD
Number 1. Open a table in Design View.
_|Date/Time l
Currency 2. Type a field name, and press TAB to move to the Data Type column.
= AutoMumber F 0
Yes/No —or=
o OLE Object Click the Data Type field next to a preexisting field name.
Hyperlink
Attachment 3. Click the Data Type down arrow, scroll to the bottom of the list, and click Lookup
Lookup Wizard... Wizard. The Lookup Wizard dialog box will appear.
o
-
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This nizard creates a lookup column, which displays a list of values 4. Click | Want The Lookup Column To Look Up The Values In A Table Or Query to
B pull data from an existing table or query. Click Next and continue through the next N
page.
[i_ingl want the lookup column to lock up the values in a table or —Or—
query.
1 Lwill type in the values that T want, Click I Will Type In The Values That | Want if you would like to create your own data

list. Click Next and skip to “Create Your Own Value List with the Lookup Wizard.”

FIND YOUR LOOKUP VALUES IN A TABLE OR QUERY
1. Use steps 1-3 of “Start the Lookup Wizard,” and select the first option in step 4.

To use a lookup column, click the down arrow at the right 2. Click Tables, Queries, or Both to display their contents.

of its text box. Scroll through the list, and click the value i e o ey o T e i T o e -

you want to use. column?

Ep
Table: Clinic Patients
Table: Employees
Table: Procedures
Table: Vendors (6]

Move selected field to
the Selected Fields box

Lookup Wizard

View
| Which fields contain the values you want induded in your lookup
= column? The figlds you select become columns in your lookup (@ Tables 7 Queries =y Both
R | column. = ;s = m
HAH RN RHR RRR
i R e |
[ ‘__[v | 3. Select a specific table or query, and click Next. A dialog box with the available fields
|

{ will appear.
Available Fields: Selected Fields:

4. Select the field you would like to include in the lookup column, and click the single right
arrow to add the field to the Selected Fields box, as shown in Figure 3-14. Continue ~
this process until you have chosen all the desired fields. If you would like to remove
any of the fields from the selected field box, simply select the field, and click the single
left arrow. (Click a double arrow to move all fields at once.) Click Next.

MED CODE

5. Choose to sort field(s) by ascending or descending order, as shown in Figure 3-15 (o)
[ cancel |\[ <Bak | met> | ) o . )
(Chapter 5 describes sorting in more detail). Click Next.
+ 6. Adjust the column width for your lookup fields in the next page of the wizard. Do
Move all fields to the . . . .
Selected Fields box this by placing the mouse pointer near the right edge of the column header. When a
double-headed arrow appears, drag the column to the desired width.
Figure 3-14: You can choose multiple fields in the third PP 9 (o]
page of the Lookup Wizard. —Or—

0] 8
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Lookup Wizard Double-click the right edge of the column header to have Access fit the column to the
What sort order do you want for the items in your list box? widest entry.
VLG S L pecresds by Un 0 B Bkl Feslier ascendng or des:eniig deces. Click Next when satisfied with the results. The last page of the wizard will appear.
i =] 7. Clear the Hide Key Column check box if you want to include the primary key in your
list of options. Access 2007 recommends that you hide this column. Click Next.
2 P !
— 8. Accept the default label for the lookup column, or type a new name.
3 \scending
> 9. Click Allow Multiple Values if you want Access 2007 to store the values you just
& [ entered so that you can choose more than one value for each record. These values
will display as a drop-down list of check boxes when the table is in Datasheet View.
Click Finish.
10. Save your table and switch to Datasheet View to enter data using the lookup column.
Cancel I I < Back I Mext = ]
CREATE YOUR OWN VALUE LIST WITH THE LOOKUP WIZARD
Up to four fields Click to choose ascending 1 1S option allows you to have a set group of values from which you can choose
can be sorted or descending when entering data.
Figure 3-15: The sort order of the lookup column will affect . . " . Y
the order in which fields are displayed. 1. Display the Lookup Wizard (see steps 1-3 of “Use the Lookup Wizard”).
2. Select | Will Type In The Values That | Want, and click Next.
Number of columns: 1] 3. Type your first value in the empty field, and press TAB. Continue entering values until
[ Coll your list is complete. If multiple columns of data are desired, enter the appropriate
£ :':rdﬂl number in the Number Of Columns text box.
'S:EET:;T 4. Adjust the column width by placing the mouse pointer near the right edge of the column
| addiction header. When a double-headed arrow appears, drag the column to the desired width.
*

62 Microsoft Office Access 2007 QuickSteps  Modifying Tables and Fields

—Or—
Double-click the right edge of the column header to have Access fit the column to the

widest entry.

Click Next when satisfied with the results. The last page of the wizard will be
displayed.

. Accept the default label for the lookup column, or type a new name. Click Allow

Multiple Values to store your field choices. Click Finish.

. Save your table and switch to Datasheet View to enter data using the lookup column.




EDIT THE LOOKUP LIST

After entering your data in a lookup list, you may find you need to add an N
additional item to this list.

1. Open a table in Design View.
: . Click the field with the lookup column.

2
You can edit your own value list directly in the Row 3. Click the Lookup tab in the Field Properties area.
Source text box; however, lists generated from another 4

o ) ) . In the Row Source text box:
table or query need to be edited in their source object.

® Add additional values to the end of your list by typing the values enclosed in double
quotation marks (“value”) and separated with semicolons (“value1”;"value2”).

N
) General| Lookup |
Display Control |Combo Box
. 1/ A Row Source Type Value List
Row Source | "Medical”; "Surgical”; "Obstetrics”,"Oncology”;"Addiction”; "Emotional”
DECIDING TO USE A ® Delete any values in your list by selecting the entire value, including quotation o1
MULTIVALUED FIELD marks and semicolon, and pressing DELETE.
While the ability to use more than one value in a field is 5. Save your table and switch to Datasheet view to enter data using the lookup column.
useful, as with all parts of your database, think it through WORK WITH MULTIPLE VALUES IN THE LOOKUP WIZARD
carefully before making the decision. In some cases, ) ) o ] ) o)
having more than one value in a field can reduce the New in Access 2007 is the ability to use multiple values in a lookup box. For
functionality of your database should you ever need to example, you may have a sales area that has several sales representatives
move it to another, larger database system, such as assigned to it. With the ability to enter multiple values in the list, you can easily
Oracle or Microsoft SQL Server. However, if any of the check the appropriate sales rep for each record you enter. You can create your
following apply to your database, multiple values may be own value list or use an existing table or query. ~
just what you need. Consider using multiple values in a
field when: If you want your field value to be based on data that you enter:
® You have a current list of values that are used 1. Follow the steps described in “Create Your Own Value List with the Lookup Wizard”
repeatedly. earlier in the chapter. _— _ f00)
. ColorCode con]
® There are a small number of choices a user could 2. The default label is the name you entered as a field name, as seen biue, Green INED
make when entering data. in Figure 3-16. [l Red
. [l Green
® You work with a database that often accesses a 3. Click Allow Multiple Values if you want Access 2007 to store the % Blue
il & . ]
SharePoint site. values you just entered so that you can choose more than one value | Z‘:;E:e ©
® You need to link your database with a for each record. These values will display as a drop-down list of [C]| pink
SharePoint site. check boxes when the table is in Datasheet View.
4. Click Finish. Save the table and switch to Datasheet View to enter data.
—h
o
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Select the Allow Multiple Values To create a multivalue field when your values will come from an existing table
check box to store them
or query:
T —— 1. Follow the steps in “Find Your Lookup Values in a Table or Query” earlier in this chapter.
ookup Wizar
I 1 What abel wouid you like for your lockup column? 2. Click Allow Multiple Values to store your field choices.
ColorCode il 3. Click Finish. You are prompted to save the table. Click Yes. After the table is saved,
o you want to store multiple values for this lookup? a relationship is created between your table and the objects from which you selected
"ﬂé&llow Multiple Values your fields.
| H H
. | Those are all the answers the wizard needs to ceate your lookup Lookup Wizard .A
column. |

J:'-\‘ The table must be saved before relationships can be created, Save now?

.

USE DATASHEET VIEW TO CREATE A MULTIVALUE LOOKUP FIELD

[ cancel | [ <Back ]

You can use Datasheet View to quickly create a multivalue lookup field.

Figure 3-16: In Access 2007, you can create lookups with

. 1. From the Navigation Pane of an open database, double-click the table you want to
multiple values.

modify to open it.

2. From the Datasheet tab (Table Tools) Fields & Columns group, click Lookup
Column. This launches the Lookup Wizard.

Hame Credte External Data
. . e= = I
Once you have created a multivalue lookup field from e L = = |3 Delete
_ ; Mew Add Existing [Looku
an existing table or query, you cannot change either the Field Fialds i ,;o,umﬁ =]l Rename
data type or the field size of your lookup field without ' Fields & Columns

deleting the relationships. . . . . . .
3. Continue through the pages of the wizard, following the steps in “Work with Multiple

Values in the Lookup Wizard.”
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Enter Data in an Existing Table N

Use Keyboard Shortcuts in
a Table

Moving Through Records
Copy and Move Data

Selecting Records, Fields, and C h aDter Z
Columns with the Mouse {
Delete Records and Columns Wo rkl ng I n th e Ta b I e

Calculating Data in a Field

Find and Replace Text
Verify Spelling Data is Ac.cess s raison d ejtre (Qr reason tf) be), yet bgfore we o
Modify Automatic Corrections F:an organize the qgta, retrieve it, present it, or otherW|s.e use
_ it, we have to get it into a table. Chapters 2 and 3 described
Import Data from Outside .
Sources how to create a database, set up a table design, and change
Bl B frayn (Buiillaels the properties of the table fields so that data entered into the @
Messages table will conform to formatting, input masks, and other rules
Insert Columns you establish.
Adjust Column Width , _ _ ~
djust Column Wid In this chapter you will learn how to add data to a table in
Move and Rename Columns Datasheet View, as shown in Figure 4-1, which includes
(LT IR o7 D) (O acquiring data from external sources. In addition, you will
Datasheet Looks [0
learn how to format the table to better present the data or
Lock and Unlock Columns L
emphasize just the data you want to see.
Adjust Row Height
(o]
—h
o
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Table tab Column field selectors Active column field indicator Active field or cell

N \ /\ / /

f’.t!:'a Q ¥ ] @ Ij 3 Table Taols Chapter 41 Datshase (feccess 2007) /Microsoft Sccess o = X
() A —— —— : : =
- Home | Create Extghnal Oata Database Tools Datasheel (7]
| M _-___: N e = | I-@ | = Mew E Totals L g F L2 Selection T Eﬁ i b
e — 2% E || (=5 5ay) ?Spelling il IEAl:hu'anced = =
(op) i Faste = ':“.aly | Refresh _ \ Filter ) Find
- =i il Al X Pelete + EE More ~ o) W Toggle Fifter g~
|| Wlews | Clkboard & Rich Text Records Sort & Filter Fitrd
A
Book D °© - | Category Title Author - /Publish Year - | ListPrice - | OnHand - | Total Sales - |Add e ~
g 24 0071441719 Technical Be A Successful Re: Woodson 2004 534,95 15 457
|_ | 250071444912 Parenting Mo Cry Sleep Soluti Pantley 2005 $15.95 3 843
Row I | 26 0071449124 Business How Buffett Does | Pardoe 2005 516.95 43 234
selectors | _ 27 0071455523  Medicine Prediatrics Pretest, Yetma 2006 524.95 23 548
| 28 0071457720 Technical Elect safety Hndbk Cadi 2005 $79.95 43 418
M | 29 007146252 Business What The Best CEQ Krdmes 2005 514.95 23 542
. 30 0071464700 Technical Business Math Den Bluman 2006 $19.95 46 243
Te} Active row I g
indicator I 31 0071466592 Business Instant Cashﬂow{ Sugars 2005 516.95 438 238
o 32 0071466606 Business Instant Advertising Sugars 2005 $16.95 42 544
=
£ 33 007146672X Business The Business Coach Sugars 2005 $16.95 28 744
= 34 00714673858 Business Words That Sell, Re Bayan 2006 516.95 29 666 i |
o Y =
= 35 0071469222 Education Say It Right In Gerrr Epls 2006 $9.95 36 133
B ¥ g P
(%6} '% 36 0072193565 Technical Telecommunicatio Southwick/Pri 2001 539,99 34 623
e 37 0072229497 Technical Shoot Like A Pro! | King 2003 $24.93 43 547
38 0072231246 Technical A+ Guide To Opera Meyers 2004 $60.00 28 658 =
39 0072232021 Technical It Project Managen Phillips 2004 $55.00 47 864
40 0072262095 Technical C# 2.0: Complete R Schildt 2005 $59.9%3 26 326
| 41 007226246X Technical Crystal Reports Xi C Peck 2005 859.93 32 843
N | 420786310251 Business Black Scholes & Be' Chriss 1996 $65.00 14 51
43 0809223406 Business Getting Your Foot | Sullivan 2001 512,95 18 543
New record I | (New)
icon |
v
Recorch M 4 310f43 | ¥ M b | @ 0o Filter | [Search o | 1L i " 4
Datasheet Wiew | Mum Lock | H:ﬁ!‘@i! L @"
o0
— ———
Navigation bar Search box
Figure 4-1: Datasheet View lets you enter and edit data in a table’s row-and-column matrix.
(o))
o
-—
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The terms datasheet and table are often confused, and
no wonder, because they can refer to the same Access
component. Strictly speaking, a datasheet can be one
of several matrix-based containers for storing data,

for example, a table, the result set of a query, and a
data sheet in a form. Most of the techniques described
in this chapter for use in tables are also applicable to
other forms of datasheets. The same goes for fields and
columns. Fields are the design elements and columns
are the structural elements in a datasheet/table. The
confusion usually arises when field names appear in
column headers.

When you start entering or editing a value in a field, a
pencil icon displays in the row selector column, indicating
that the current record is in editing/entering text mode.
Several keyboard shortcuts work differently when in this
mode than when in navigation mode. See “Use Keyboard
Shortcuts in a Table,” later in this chapter, for information
on switching between the two modes and tables that list
the shortcuts.

fa 16 0071418695 Medicinﬂ Ph:
1710071418717 Business Hoy

2. Type the value you want in the first field, and

Enter and Edit Data

This section will show you ways to populate a designed table with new data
you enter. You will also see how to modify data you add to the datasheet

by using editing techniques that include moving and copying, locating and
replacing data, using a dictionary to flag spelling mistakes, and automatically
correcting data as you type. Since data entry is keyboard-intensive, you will
learn several shortcuts to move around a datasheet and edit the information
you enter without using a mouse.

Enter Data in an Existing Table

You use the keyboard to type new data into the table. You will start adding data
in the new record at the end of the datasheet (see Chapter 2 for information

on creating a table and adding data to it; Chapter 3 describes how to design a
table). The last blank row in the datasheet, identified with a large asterisk in its
row selector, is the new record row into which you add new data.

1. Do one of the following:

- an
® Click a field in the new record row (see Figure 4-1). lﬁ Y
|
® Click the new record button F* on the navigation bar. Find Re
® |n the Home tab Find group, click Go To and click New. Find
® |n the Home tab Records group, click New. ﬂ j=l NEWI:E‘ E Totals
P 5
In each case, the first field in the new record row =4 Save  spelling
. Refresh ’
is selected. Wie | & Delete ~ B pare =

Records

press TAB or ENTER. If you do not have a value to add to a field (you do not have to
type a value in a field unless it has a field property requiring you to do so), press TAB
or ENTER until the insertion point is in the field you want, or click the next field you want
to enter a value into.

As soon as you start typing in the new record row, a new row is added to the bottom of
the table.
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Use Keyboard Shortcuts in a Table

o _ Data entry is largely done using the keyboard. Becoming familiar with using the
Many shortcut key combinations work differently,

depending on whether Access considers you to be
navigating through or editing data. For example, when an USE THE KEYBOARD TO NAVIGATE
entire field’s value is selected (or the insertion point is at
the end of the value), pressing RIGHT ARROW moves the
selection to the next field to the right. If you click a field’s
value, placing the insertion point in the value, pressing

keyboard for other related tasks can be quite a time-saver.

Table 4-1 lists several of the more commonly used keyboard shortcuts for
navigating within a table.

RIGHT ARROW moves the insertion point one character to TO MOVE... PRESS...
the right. Press F2 to toggle from one mode to the other. To the next (to the right) field TAB, RIGHT ARROW, or ENTER (see the
Table 4-1 lists the navigation mode options. Tip on changing the behavior of using
o’ ENTER in the datasheet)
To the previous (to the left) field SHIFT+TAB or LEFT ARROW
To the last field in the active record END
To the first field in the active record HOME
Up one record at a time in the same field UP ARROW
: ) o Up to the first record in the same field CTRL+UP ARROW
Windows computers come with a built-in Extend mode
that makes selecting fields and records even easier than Up one screen PAGE UP
the standard shortcuts. Press F8 to enable Extend mode. Down one record at a time in the same field | DOWN ARROW
You will see “Extended Selection” displayed toward the Down to the last record in the same field CTRL+DOWN ARROW
right end of the status bar. Now when a field or record Down one screen PAGE DOWN
is selected, you can extend that selection by using the ; ; . .
i . y g The first field in the first record CTRL+HOME
arrow keys. (If the behavior doesn’t work, press F2.) - -
Press ESC to stop using Extend mode. The last field in the last record CTRL+END
Right one screen CTRL+PAGE DOWN
* Left one screen CTRL+PAGE UP

Exterided Selection Table 4-1: Shortcuts for Navigating in a Datasheet

USE THE KEYBOARD TO INSERT DATA

Table 4-2 lists several shortcuts for inserting commonly used information and
performing other tasks.
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TO... PRESS...
Add a new record CTRL++
Delete the current record CTRL+-

Insert the current time

CTRL+SHIFT+:

Insert the current date CTRL+;

Insert the same value from the same field in the previous record CTRL+’

Table 4-2: Shortcuts for Inserting Commonly Used Information

USE THE KEYBOARD TO EDIT DATA
Table 4-3 lists shortcuts for editing data.

TO...
Undo a typing action

PRESS...
CTRL+Z

Cancel typing actions in a record

ESC (pressing once cancels actions in the current field; pressing a
second time cancels actions for the record)

Delete the character to the left of the insertion point BACKSPACE
Delete the character to the right of the insertion point DELETE
Delete all characters in a word to the right of the insertion point CTRL+DELETE
Move one character to the right (if this takes you one field to the right, | RIGHT ARROW
press F2)

Move one character to the left (if this takes you one field to the left, LEFT ARROW

press F2)

Move to the beginning of the next word to the right

CTRL+RIGHT ARROW

Move to the beginning of the previous word to the left

CTRL+LEFT ARROW

Move to the end of the field

END

Move to the beginning of the field

HOME

Table 4-3: Shortcuts for Editing Data
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MOVING THROUGH RECORDS

The navigation bar at the bottom of [ First
table (see Figure 4-2) and the Go 4 | Previous
To tool in the Find group provide b mext
several options for quickly getting to M| Last
the record you want in a datasheet. - .

MOVE TO THE FIRST RECORD

® Click the First Record button on the navigation bar.

—Or—

® |n the Home tab Find group, click Go To and
click First.

MOVE TO THE LAST RECORD
® Click the Last Record button on the navigation bar.
—Or—

® |n the Home tab Find group, click Go To and
click Last.

MOVE TO THE NEXT RECORD

® Click the Next Record button on the navigation bar.

—Or—
® |n the Home tab Find group, click Go To and click
Next.

MOVE TO THE PREVIOUS RECORD

® Click the Previous Record button on the
navigation bar.

—Or—

® |n the Home tab Find group, click Go To and click
Previous.

MOVE TO A SPECIFIC RECORD

Type the record number in the Current Record text box,
and press ENTER.
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USE THE KEYBOARD TO SELECT DATA

Table 4-4 lists shortcuts for selecting

TO...
Select a character to the right

data.

PRESS...
SHIFT+RIGHT ARROW

Select a character to the left

SHIFT+LEFT ARROW

Select remaining characters in a word to
the right

CTRL+SHIFT+RIGHT ARROW

Select remaining characters in a word to
the left

CTRL+SHIFT+LEFT ARROW

Select the next field

TAB

Extend the selection above a selected
record

SHIFT+UP ARROW

Select a record below a selected record

SHIFT+DOWN ARROW

Select all records CTRL+A
Table 4-4: Shortcuts for Selecting Data
Gotto a
First record specific record Last record Search for data
NS
{ Record: 14 4 38° Mok | R Search
T ) }
Previous record Next record New record Filtering status

Figure 4-2: The navigation bar provides several ways to quickly locate records.

Copy and Move Data

You can duplicate or remove data within a table by using the standard copy,

cut, and paste techniques. (See “Use

Keyboard Shortcuts in a Table” and the

“Selecting Records, Fields, and Columns with the Mouse” QuickSteps for ways

to select fields and records.)




The last 24 items you copy or cut in Access are listed in
the Office Clipboard, where you can select which ones
you want to paste to another location, either within an
Office or other Windows program (only the most recent

copy or cut is available to paste in non-Office programs).

In the Home tab Clipboard group, click the Dialog Box
Launcher in the lower-right corner of the group. The
Clipboard task pane displays along

it

the left edge of the Access window, j :"»

as shown in Figure 4-3. Click the item P_aste 53
you want pasted into a selected item or - ]
where the insertion point is located. [Clipboard &

v

Wi Paste

Wiews. | Cliphoard s

@) 9 @3
—«/ Home Create External Data
~ T
[,

9 Calibri

B £ A3

Table Tool

Catabase Tools

il

B

x|

Foht

4.of 24 - Cliphoard

Il Pasts all | [k clear sl

Click an item to paste:

'le»

F= ] Author Title Elliott Stand
Hdbk Powerplant Engine
kleinert Troublesht & Re). ..

E’:;_E Book ID Categary Author
Title Publish ear List Price
n Hand Total Sales 26 ..,

E;__j Cashflow

E':i;] Business

MNavigation Pane

REE| m\a_

3

Datazheet

BookID ~| Category
23 Technical
24 Technical
25 Parenting
26 Business
27 Medicine
28 Technical
23 Business
30 Technical
31 Business
32 Business
33 Business
34 Business
35 Education
36 Technical
37 Technical
38 Technical
39 Technical
40 Technical
41 Technical

-

Record: 4 4 350f47 | b M b |

Datazheet wiew

| Mum Laock |

Figure 4-3: The Clipboard task pane allows you to store the last 24 items

you copied or cut and paste them at a future time.
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SELECTING RECORDS, FIELDS,
AND COLUMNS WITH THE MOUSE

Open a table in Datasheet View.

SELECT RECORDS

® To select a single record, click the record selector
to the left of the record (see Figure 4-1).

—Or—
- a
Place the insertion point in the Lﬁ ::-
record. In the Home tab Find Find
group, click Select and click
Select a second time.

ol
Find

In either case, the record becomes highlighted.

® To select adjacent records, point at the
first/last row in the group you want to
select. When the mouse pointer becomes
a right-pointing arrow, drag over the
selectors of the records. The selected
rows are shaded and surrounded by an

orange border. =

® To select all records, in the Home tab Find
group, click Select and click Select All.

Continued . . .

72

hecords are usually pasted to the end of the table
because most tables have a primary key set to the
AutoNumber data type. Any records added to the table
are given a unique, sequential number. If you copy or
move records within the same table, you may have
the same data in two or more records or cause other
irregularities in your data.

Microsoft Office Access 2007 QuickSteps
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COPY AND MOVE CHARACTERS
1. In Datasheet View, select the characters you want to copy or move.

2. In the Home tab Clipboard group, click Copy =2, or right-click the selection and click

| [=! Dwﬂ!;\\

Copy. A duplicate of the selected data is placed on the Clipboard, and the original
data is retained.

—Or-

In the Home tab Clipboard group, click Cut & , or right-click the selection and click
Cut. A duplicate of the selected data is placed on the Clipboard, and the original data

is removed. =n (X
. In the destination field, either place your insertion point where you want | _AE}_E"
the new characters inserted or select characters that will be overwritten Past

by the new characters. Chipbosrd &

. In the Home tab Clipboard group, click Paste (the upper half of the icon);

or right-click where you want to add the characters, and click Paste.

COPY AND MOVE FIELDS

Book 1D

v Category = AUEROr [ Datasheet View, select the fields you want to

23 Technical Huettenmu he “Selecti R ds. Field

e oniion copy or move (see the “Selecting Records, Fields,

25 Parenting Pantley and Columns with the Mouse” QuickSteps).

26 Business Pardoe . .

57 Iretlicine Vatinan 1. IT1 the Home tab Cllg?board gr(?up, click Copy, 9r

28 Technical Cadick right-click the selection and click Copy. A duplicate
of the selected data is placed on the Clipboard, and
the original data is retained.

_Or_

In the Home tab Clipboard group, click Cut, or right-click the selection and click Cut.
A duplicate of the selected data is placed on the Clipboard, and the original data is
removed.

. Select an equivalent block of fields where you want the new data. For example, if you

selected three adjacent fields in a record that you wanted to copy, ensure that you
select three adjacent destination fields where you want the data pasted.

. In the Home tab Clipboard group, click Paste; or right-click the selected fields, and

click Paste. Any existing data in the destination fields will be overwritten by the
new data.




—

SELECTING RECORDS, FIELDS,
AND COLUMNS WITH THE MOUSE
(Continued)

SELECT DATA IN A FIELD

® To select partial data in a field, drag over the
characters you want.

SELECT FIELDS
® To select a single field, point at the left edge of the
field. When the pointer changes Cadick
to a large cross, click your krames
mouse button. Bluman

® To select adjacent fields, point at the left edge of
the first field. When the pointer changes to a large
cross, drag left or right across the fields you want
to select.

SELECT COLUMNS

® To select all fields in a column, click the column
selector (the box . S

s i = i
that contains the iy il
field name) at the Huettenmuelle  Pre-Calculu:

Woodson Be A Succes

top of the column.

® To select adjacent columns, point at the column
selector in the first column to be selected. When
the pointer changes to a down arrow, drag left or
right across the columns you want selected.

If you click Delete Record without selecting a record, the
active record will be deleted.

COPY OR MOVE RECORDS

In Datasheet View, select the records you want to copy or move.

1. In the Home tab Clipboard group, click Copy, or right-click the selection and click
Copy. A duplicate of the selected records is placed on the Clipboard, and the original
records are retained.

—Or-

In the Home tab Clipboard group, click Cut, or right-click the selection and click Cut.
A duplicate of the selected records is placed on the Clipboard, and the original records
are removed.

2. In the Home tab Clipboard group, click the Paste down arrow (the lower half of the
icon), and click Paste Append. The copied or moved records will be added to the end
of the table.

Delete Records and Columns
In Access, unlike most Office programs, when you remove data by deleting
records and columns, you cannot undo your actions. However, Access will ask
you to confirm your deletions before they are irretrievably gone.

"Microsoft Office Access @
You are about to delete 1 record(s).

f _I_Zl_:‘g IF you click Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

[ es ] | Mo

DELETE RECORDS
1. Select the record(s) you want to delete (see “Use the Keyboard to Edit Data” earlier
in the chapter and the “Selecting Records, Fields, and Columns with the Mouse”
QuickSteps for ways to select records).

2. In the Home tab Records group, click Delete. ﬂ = Mew = Totals
—Or— I =5 Save o Spelling
Refresh =
Right-click the selection and click Delete Record. A= | X Delete | E More ~

. . X Recard
3. Click Yes to confirm your deletion.
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CALCULATING DATA IN A FIELD

You can add a row that provides options for performing
calculations on the data within a field.

ADD THE TOTAL ROW
1. Open a table in Datasheet View.

2. In the Home tab Records group, click Totals.
A new row labeled “Total” is added to the bottom

of the table.
43 0809223406 Business
* (New)
Total
CALCULATE DATA $65.00
1. Click the field in the Total $12.95

row whose data you want
to calculate, and click the
down arrow that appears.

2. Click the calculation method m
Count

you want to apply to the

. Maximum
data in the column. .
Minimum
The result is displayed in standard Deviation
the Total row. Variance

REMOVE THE TOTAL ROW
In the Home tab Records group, click Totals.
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DELETE COLUMNS
1. Select the column(s) you want to delete (see “Use the Keyboard to Edit Data” and
the “Selecting Records, Fields and Columns with the Mouse” QuickSteps for ways to

select columns).
,:.::n:] dﬁ_' Insert

=]
2. In the Datasheet (Table Tools) tab Field & = jj] E2 rrenn
l y | ele
Columns group, click Delete, or right-click the Mew Add Existing Lookup I%
Field  Fields  Column =0 Rena

selection and click Delete Column.
Fields & Columns

3. Click Yes to confirm your deletion.

Find and Replace Text

In tables that span thousands of rows and columns, you need the ability
to locate data quickly, as well as to find instances of the same data so that
consistent replacements can be made.

FIND DATA
1. Open a table in Datasheet View.

2. In the Home tab Find group, click Find, or press CTRL+F to open the Find And
Replace dialog box, shown in Figure 4-4. If it isn’t selected, click the Find tab.

3. Type the characters you want to find in the Find What text box.

4. Click the Look In down arrow, and choose whether to search the entire table or just
the field where the insertion point is currently located.

R

Find and Replace

[=] | Find Next

Find “What: Elliott

Look In: Books E‘
Match: E E‘
Search: All El

| Match Case search Fields &5 Farmatked

Figure 4-4: The Find tab lets you refine your search based on several criteria.




5. Click the Match down arrow, and choose one of the following:

® Any Part Of Field to locate fields that contain the searched-for characters o
embedded in any text within a field (For example, searching for “pen” would find
fields that contained “opening.”)

® Whole Field to locate fields that contain only the searched-for characters
(For example, searching for “pen” would find fields that contained only “pen.”) w

® Start Of Field to locate fields that contain the searched-for characters at the
beginning of the field (For example, searching for “pen” would find fields that
contained “Penn Station.”)

6. Click the Search down arrow to determine the scope of the search. Choose among
the following:

) ® All searches the entire datasheet.

You may not be able to find (and replace) text in tables

where an input mask was applied after data was entered ® Up searches from the current insertion point location toward the first record.

" . (&)
and the data doesn’t meet the conditions of the input ® Down searches from the current insertion point location toward the last record.
mask. To work arou.nd this problem, remove the input 7. Select the Match Case check box to only find fields that match the case of the
S, (ST RO TE I AT EEs EE, Emel el characters (For example, searching for “pen” would not find “Penn Station” but would
the input mask. See Chapter 3 for more information on find “pencil.”)
input masks.
) 8. Click Find Next. @
REPLACE DATA
The Replace tab of the Find And Replace dialog box looks and behaves similar
to the Find tab covered earlier. ~
1. Open a table in Datasheet View.
2. In the Home tab Find group, click Find, or press CTRL+F to open the Find And Replace
dialog box. Click the Replace tab.
3. Type the characters you want to be found and replaced in the Find What text box. (0]
4. Type the replacement characters in the Replace With text box. If specific search
criteria are needed, see “Find Data” for the options’ descriptions.
5. Click Find Next and then click Replace to make replacements one at a time.
—Or- (o]
Click Replace All to perform all replacements at once.
—h
o
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Verify Spelling

AN . . .
You can check the spelling of selected fields, columns, records, or the entire
If the correct spelling of a misspelled word is not shown . , . Lo Lo
, o , _ table using Access’ main dictionary and a custom dictionary you add words to.
in the Suggestions list box, edit the word in the Not ) )
In Dictionary text box, and click Add to include it in a (BOth are shared with other Office programs).
. custom dictionary that is checked in addition to the main 1. Open a table in Datasheet View.
dicti ; ) L .
etonary 4 2. Select the fields, columns, or records to check. If nothing is selected, the entire table

will be checked.

3. In the Home tab Records group, click Spelling. When the spelling checker doesn’t find
anything to report, you are told the spelling check is complete. Otherwise, the Spelling
dialog box appears, as shown in Figure 4-5.

ﬂ = Mew Z Totals

= | =B save |%5% spelling |
Refresh =

Te) all- )( Delete ~ EMDI‘E'

Records

4. With a highlighted word in the Not In Dictionary/Capitalization text box, you may
change the characters by picking from the Suggestions list and clicking Change or
© Change All to replace the current or all occurrences of the highlighted word. If you
have a correct term that is not found in the dictionary, you may:

R T T e R ® Click Ignore ‘Field’ Name to discontinue searching in the current
RN o column for misspelled or incorrectly capitalized words.
Mok In Dictionary:

N~ = . Janore Authar' Field | ® Click Ignore to disregard the current occurrence of the word
Suggestions: . shown in the Not In Dictionary/Capitalization text box.
Emﬁ « | _tgnore | | onoreal | ® Click Ignore All to disregard all occurrences of the word shown in
Er?argsfr [ chenge | [ichengeil ] the Not In Dictionary/Capitalization text box.

o | Cambers - | (st [auotanee] 5. Click AutoCorrect if you want to automatically replace words in the
Dt o — future. (See the next section, “Modify Automatic Corrections,” for

R el E more information on using AutoCorrect.)
Opkions. .. Unda Last & | . . . .
e laaios I [ s | 6. Click Options to open the Access Options Proofing page (see

Fi 4- h h | t d modif
Figure 4-5: The Spelling dialog box provides several options to handle igure .6)’. w e.re you can change ang.;uage.s, c;rea € and modity
o misspelled or uncommon words. custom dictionaries, and set other spelling criteria.

10
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Set up custom
Adjust spelling dictionaries for
error rules special uses N

Access Options / \ il

|ABC] change how Access putomatically corrects and formats the contents of your databases, and how it
==+ indicates the errorsfthat it finds w

Popular

Current Database

Datasheet AutoCorrect options
Object Designers Specify how ACcess carr
" Proofing
When comrecting spellin:
Achvanced
[¥] Ignore words in UPPERCASE
Custamize &
Add-ins L] !il

|E Flag repeated

Trust Certer [ Enforce accerited uppercase in French

e L[] suggest fropm main dictionary only [}&
| Custom Dictionaries... |
Change | ™ French modes: Traditional and new spellings E
language -
options | | Dictionary language: | English [United States) E[
| Custom Dictionaries » (o))

1

Dictionary List Edit Word List...

all Languages:

B ocu

A

~
=

Remove.
File path: |2 UsershJohnl AppDatalRoamingiMicrascft|LProof | Brovise. .
Dickionary language: | Al Languages: E|
: (o)
[ [0]'4 ] [ Cancel l
]
I 8] 4 ‘ I Cancel |
Figure 4-6: You can change how the Access spelling checker flags spellings errors and set up a custom dictionary for unusual word ©

forms you might use.

0] 8
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AutoCorect; English (United States) 7= Modify Automatic Corrections
N AutoCorreck

[Z] shaw AutoCorrect Options buttons

Access automatically corrects common data entry mistakes as you type,
replacing characters and words you choose with other choices. You can control

[¥] Carrect Two THitial CApitals fa
sl T P [Fom—— how this is done.
[V Capitalize first letter of sentences L
™ 7] Capitalize names of days 1. Open a table in Datasheet View.

[V Correct accidental use of cAPS LOCK key . ' . . . . .
S ’ 2. Click the Office Button, click Access Options, and click the Proofing option. On the
|¥| Replace text as vou type

Replace: ek Proofing page, click AutoCorrect Options. The AutoCorrect dialog box appears, as
— shown in Figure 4-7. As appropriate, do one or more of the following:

(s - ® Choose the type of automatic corrections you do or do not want from the options at
i ® [

tm) ] - the top of the dialog box.

® Click Exceptions to set capitalization exceptions.

abbout about -

® Click Replace Text As You Type to turn off automatic text replacement (this is
i i turned on by default).
o [ J | ® Add new words or characters to the Replace and With text boxes, and click Add
o4 Caniel
® Change a current item by selecting the item in the list, edit the With text box entry,

Figure 4-7: AutoCorrect provides several automatic and click Replace.

correction settings and lets you add words and ® Delete replacement text by selecting the item in the Replace and With lists and
© characters that are replaced with alternatives.

clicking Delete.

3. Click OK when you are done.

~ | Acquire Data

In addition to typing data directly into a datasheet, you can enter data by using
a form (see Chapter 6) or get existing data into a datasheet by:

Importing data into Access tables is a one-shot
0 process—that is, you get whatever data is in the source ] Importing from several different sources into a new or existing Access table

at the moment you import. You can maintain a real-time

connection to external data if you link it to an Access

table. Linking data, and other data-exchange methods, is

covered in Chapter 10. Once the data is “safely” in your Access datasheet/table, you have all the tools
o / and features this book describes to format, organize, analyze, retrieve, and

otherwise convert the data into the information you want.

® Copying and pasting

® Collecting data from e-mail replies

10
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Import Data from Outside Sources
Most external data sources use a similar initial Get External dialog box, shown
in Figure 4-8, to determine if you want to add the data to a new table or append
it to an existing table (You can also create a linked table to maintain an update

Select an existing Locate the file
table in the database that contains the
to which to add data data you want
Get External Data - Excel Spreadshest

Select the source and destination of the data

Specify the source of the data,

Bile name: | 2:\MatthewsiQuicksteps\Excel2007,Chaps|Product Data, xlsx

Specify how and where you want to store the data in the current datébase,

Add data to a )
new table in the |————o' | Import the source data into a new table in the currént database.
database If the specified table does not exist, Access will create it. IF the specified table already exists, Access might ovenwrite its contents

with the imported data. Changes made ko thie source data TI not be reflected in the database.

[~
If the specified table exists, Access will add the records to the kable, IF the table does not exist, Access will create it, Changes made
to the source dats will not be reflected in the database.

@ #ppend a copy of the records to the table: |gogks

. Create a ¢ ! Link to the data source by creating a linked table.
linked table

Access will create a table that will maintain a link to the source datain Excel. Changes made to the source data in Excel will be
reflected in the linked table. However, the source data cannot be changad From within Access.

I 8¢ | l Cancel

Figure 4-8: A Get External Data dialog box starts the process of adding data from external sources.
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path to the data. Linked tables and linking data are covered in Chapter 10). The

AN data types you can import from are:
You can also add data into a table from another table, in ® dBASE ® Paradox
either the current database or another Access database, ® Lotus 1-2-3 ® SharePoint
by using an Append query. See Chapter 5 for more
(op) information on using queries. ® Microsoft Access ® Text files
o ® Microsoft Excel ® Web pages
® Microsoft Outlook ® XML files

® ODBC-compliant databases

IMPORT DATA FROM TEXT FILES

Text files have file extensions such as .txt and .csv (comma-separated values)
that can be formatted using commas, spaces, tabs, and other separators to
organize their data. Though the data may not appear to be structured, as shown
in Figure 4-9, Access can correctly place the data in columns as long as the data
is separated in a consistent and recognizable format.

© g [f_z"ﬁj ,t_Ff'j ? W Text File 1. Open the database into which you want to add the data from the text file.
[2XE [ . . .
t— - L ¥ ¥ML File 2. In the External Data tab Import group, click Text File. In the Get External Data dialog
Sawed | Access  Excel SharePoint . .
Trports list  hadMare~ box (see Figure 4-8), locate the text file, and select whether to create a new table or to
Import add the data to an existing table in the database.

3. In the first page of the Import Text Wizard, preview the file in the lower half of the
dialog box. If all appears to be in order, Access has done a good job so far. If not, try
choosing the other format. In any case, click Next to continue with other options.

4. The second page lets you fine-tune the delimiter used or set fixed-length widths,
depending on your choice in the previous dialog box. Click the First Row Contains

oo ol i o o Field Names check box if your text file is set up that way. Click Next.
You can click Finish at any time in the various import

wizards. Doing so certainly expedites the process, but 5. In the third page, you can set up field information about each column. Click the field

you want to change. To change more detailed field information, click the Advanced
table, causing irreversible changes. button. (If you do not want to bother with field changes now, you can modify the

o 4 field information in Design View after the data has been imported.) Click Next when

finished.

it may overwrite existing data in your currently selected

10
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Figure 4-9: The first step to import
data from a text file is to tell
Access how it’s organized.

ﬂlmportTextWizard x

‘Your data seems to be in & 'Delimited’ format. If itisn't, choose the format that more correctly
describes your data.

limited - Characters such as comma or tab separate each field
(7 Fixed Width - Fields are aligned in columns with spaces between each field

L

amnple daka from file: ZMATTHEW S\ QUICK STEPSWACCESS2007 W CHAP M CUSTOMERS, TRT,

"CusIDT, "Last Namwe™, "First Name', "Cowpany”, "Addressl", "hddress2", "Cicy™, "ST", "ZIP", "PY +
1, "Curtnings™, "Richard”, "Horizon Manufacturing™, 11415 W, 15th 5.7, "Seatcle™, "W4™", "SlEljj
B,"Potter","Sarah™, ,"1582 & Beacon",,"Edmwonds"™, "WA'™, "98040", "206-555-1234", ,8/22/1992
[, "DeMuch”, "Donald"”, "DeMuth Fabrics"™,"4516 E. Pine",,"3Jeattle™, "WA™, "235113", "206-55517
M, "Fanderhilt®, "Jeanette™, "Pacific NW Trading®,"Pacific Trade Center, #416","4115 Wesy
I5, "Farguhar™, "Exric™, "Fashions Suprewe®,"C/0 Fashion Mart”,"2237 Fourth Ave., 3.7, "Seatt
6, "Fakkema™, "Edwin®™, "Evans and Fakkma®™,"3497 Uestend Ave.™,, "Lake Cicy™,"WL"™, "95Z06","
7, "Rondell™, "Mary",,"5517 Lighthouse Driwve",, "Clinton®,"W4",6 "95236", "206-555-1515","20
B, "Eskenazi'", "Ralph™,,"1956 Dalphin Lane",, "Langley", "WA", "98260", "206-555-6328", ,8/3
B, "Stevens™, "Thowas", "Elanchard Mew. Hospital™,"416 Ninth bLwvene",,"Bellewvues", "Wa", "95(]
10, "Anderson™, "John",,"53 Summitt Driwve'™,,"Redmwond™, "WA","98060","206-555-5459", ,11/4
11, "Dailey™, "Stephan”, "Hinning Machinery™,"415 Dark Mountain Road"™,  "Elack Diamond™,’
12, "Martinez", "2usan"”, ,"5654 Wispering Fines Rd",,"EBow™,"WL", "954535", "206-555-5532", .4
13, "Sato”, "Yas", "Empire Graphics","32 Sentinal bAvenue®, , "Renton®, "Wa", "93334", "206—555:]

i

Advanced... | Cancel e Mext > I | Finish |

e
8 o sl 4 A 1 S 3 A S A D

HE

6. In the fourth page, choose whether and how to assign a primary key to the new
table (see Chapter 2 for information on primary keys). This page is omitted if you are
appending data. Click Next.

| ZEl Import Text Wizard %
Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
[ uniguely identify each record in your table. It allows you to retrieve data more quickly.
B BT
L2 um e
SRR n i Ry = 7 :
S s G Let Acress add primary key. i
i SETTEERE q | Choose my awn primary key. EI
(7 Mo primary key.
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7. In the last page, type a new name for the new table in the Import To Table text box.
—Or—

In the final dialog box of several import wizards you can
select the | Would Like A Wizard To Analyze My Table
After Importing The Data check box to have Access

- provide a second opinion on its design. Chapter 10 IMPORT DATA FROM SPREADSHEETS
provides more information on having Access analyze

Verify the name of the table you want to append data into.

Click Finish.

your database abjecs. Data created by spreadsheet programs, such as Microsoft Excel and Lotus 1-2-3,

is imported using the Import Spreadsheet Wizard.

1. Open the database into which you want to add the data from the text file.

. Frmm
;;I Maore |
— ODBCDatabase 2. In the External Data tab Import group, click Excel. T‘?
‘ﬁ Import or link to an QDB —Or— I-L——U
== Database, such as SOL Server. Excel
—£7] HTML Document Click More and click Lotus 1-2-3 File.
-ﬂi? Import of link to an HTML . . ,
O L Document 3. In the Get External Data dialog box (see Figure 4-8), locate the spreadsheet file, and
? Outlook Folder select whether to create a new table or to add the data to an existing table in the
s Impaort or link to an Outlook
BT e database.
—TF UBASEFile _ 4. In the first page of the Import Spreadsheet Wizard, choose whether to get data
[ABYF TG ikt HRASE e from worksheets or named ranges. Select the item that contains the data, and
© == Paradoy File preview the item in the lower half of the dialog box. Click Next to continue with
Px; Importt or link to a Paradox other options.
: file
_ == Lotus 1-2-3 File = )
;12:=I=| Importa Lotus 123 file | EBl Trnport Spreadshest Wizard
N Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?
@ Show Worksheets Financials
() Show Named Ranges ?z:g:;dum
(e o)
5. The second page lets you use column headings for field names in Access. Click the
First Row Contains Column Headings check box if your data is set up that way.
Click Next.
(o))
o
A
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Import Objects

Tables lQueries l Farms I Reparts I Macros_l Modulesl

| Biooks

| Books plus Publishers

| ConwertErrors
Customer Interests

Cancel

Customers ———r——
ot i | Select Al |
| riytable | Deselect Al |
| Order Details —
| Orders ;

Su]:lpirers | Options. =

Figure 4-10: You can choose a table, as well as other
objects, to import from an Access database.

Microsoft Access can use your column headings as field names for your table. Does the first
row spedfied contain column headings?

—_ﬁ;rSt Row Contains Column Headings

. In the third page, you can set up field information about each column. If you do not

want to bother with that now, you can modify the field information in Design View after
the data has been imported. Click Next when finished.

. In the next page, choose whether and how to assign a primary key to the new table

(see Chapter 2 for information on primary keys). This page is omitted if you are
appending data. Click Next.

. In the last page, type a name for the new table in the Import To Table text box.

—Or—
Verify the name of the table you want to append data into.
Click Finish.
IMPORT ACCESS TABLES
You can import tables (and other Access objects) from other Access
databases.
1. Open the database into which you want to add the data from the text file.

2. In the External Data tab Import group, click Access. In the Get External Data
dialog box (see Figure 4-8), locate the Access database, and select the first
option to import Access objects into the database.

3. In the Import Objects dialog box, shown in Figure 4-10, select the table(s) whose
data you want. If you need to deselect a choice, either click the table you want
deselected or use the Deselect All button and start over.

4. Click the Options button to display detailed importing options:

Import Import Tables Import Queries
[¥] Relationships i@ Definition and Cata @ As Queries
[TIMenus and Toolbars (7 Definition Only "1 fAs Tables
[TlimportiExport Specs

EI Mav Pane Groups
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® Under Import, select one or more of the features to include with the imported
table(s).

® Under Import Tables, choose whether to import the table’s definition (design) and
data or just its definition.

5. Click OK.

6. In the final Save Import Steps dialog box, click the Save Import Steps check box if you
When pasting data into a table, it's important to ensure want to repeat the importing steps without working through the wizard. Saved imports
that the field structure of the source and destination are available by clicking Saved Imports in the Import group. In any case, click Close.

tables are the same so that data isn’t lost. For example,
if your source record contains more fields than your
destination table, the data in the additional fields is You can add existing rows (records) or columns of data to your table by pasting
simply not added to the destination table. Also, the them from other data sources.

data types need to be compatible. If there is a data
type mismatch, Access will display an error. Also, data

PASTE DATA INTO A TABLE

1. Open the program that contains the data you want.

unable to be pasted will be added to a Paste Errors table 2. Select the rows or fields you want using the selection techniques of the source program.
1 Paste Errors . 3. Copy the data to the Windows Clipboard, either by clicking
M irsoe O Pee | the Copy command from a toolbar or ribbon or by pressing
CTRL+C.

s The value you entered isn't valid for this field.

) . ) o ) 4. Open the Access table into which you want to place the data
For example, vou may have entered text in a numeric field or a number that is larger than the FieldSize setting . ) .
permits. in Datasheet View. Do one of the following:

® To paste the data as new records to the end of the
datasheet, in the Home tab Clipboard group, click the
Paste down arrow, and click Paste Append.

® To replace records, select the records to be replaced, and in the Home tab
Clipboard group, click Paste.

JMicrcrs"oft'OFﬁce Access’ i
You are about to paste 4 record(s).

i o
S fAre you suUre you want Lo paste these records?

=] Cw)

® To replace fields, select the fields to be replaced, and in the Home tab Clipboard
group, click Paste; or right-click the selected fields, and click Paste.
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Collect Data from Outlook Messages

N
' o o Office 2007 provides a feature whereby you can send data collection forms to
To update existing information in your database, you . o . . ]
need to have the e-mail addresses of the recipients e-mail recipients and then have the data contained in the e-mail responses
already stored in the database. added to a new or existing Access table.
CREATE AND SEND THE DATA REQUEST W

1. Open the database that contains the table where you want to collect data. In the
Navigation Pane, select the table that will be used to collect data.

2. In the External Data tab Collect Data
group, click Create E-mail. The first
Geting started with collecting data using e-mail messages page of the Collect Data Through E-mail
Messages Wizard provides an overview

of the process, as shown in Figure 4-11.
ou can collect data from other people by sending them a data entry Form in an e-mail message. When users rekburn the completed Click Next
farms, you can choose to have the data in these forms processed and stored in an Access database, .

Collect data through e-mail messages ’E@

ol

In the second page, accept the HTML 8

; : : : : : : ! : : ' Form option (this is selected by default)
The wizard assists wou with setking up an operation ko collect data using e-mail. The operation requires completing the Following

majar steps: as the type of form you want to send, and
click Next.
1. Choose the type of data entry form that you want to send. 4 )
2. Choose whether to collect new data or update existing data. - In the third page, select whether youare (@]

collecting new data or updating existing
data. Click Next.

3. Specify the data that you want to collect.

4. Specify whether you want the data to be automatically processed and added to the database.
5. Select how you want to specify e-mail addresses of the recipients. 5. In the fourth page, select the fields from

6. Review, specify list of recipients, and send e-mail messages with data entry forms. your selected table (see step 1 ) that you

want recipients to provide data for, using ~
the controls as shown in Figure 4-12.

Click Next.

o

The fifth page lists the Outlook folder

where the replies will be stored. Click the oo
Automatically Process Replies check

Earrera— box if you want Access to add incoming

I—J data directly to your selected table (you can

apply this after you receive messages).
Figure 4-11: The several steps to create a form for data PPy y ges) ©

collection are straightforward and worth the effort.

0] 8
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Click these to move selected Click these to move
fields between the lists in all fields in a list in the
the directions of the arrows direction of the arrows

/

Collect data through e-mail ressag

Specify the data that you

Chonse the Fields that vou want bo include\n wour Farm,
Table: Suppliers

Fields in table

Job Title

Haome Phone
Mabile Phone
Fax Mumber
Address

ity
State/Province
ZIPPoskal Code —_—
CounkryRegion =5

‘'eb Page
Maotes

Mote: Fields marked with "' are
required figlds,

ields to include in e-mail message

Campany
Last Marme
irst Mame

mail Address

Field Properties

Label ko display in front of the Field in the e-mail message.

Change the order
of the fields

you want in the
collection form

I Change the name
of a field in the

|'work Phone e

[T Read-only

I < Back

] et = ] Creat | Cancel

Figure 4-12: You can select which fields of information you want your e-mail recipients to provide

with their own data.

I collection form

7. In the sixth page, select whether you want to add the recipients’ e-mail addresses in
Outlook or from a field in your database. Click Next.

8. In the seventh page, type a subject and message for the recipients, and click Next.

9. Click Create in the final page to open an Outlook 2007 message form, similar to that
shown in Figure 4-13. Review the message, make any changes to the subject or
message text, and add recipient addresses, as necessary. Click Send when finished.
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HY 8 a+e s

Contact Information from our Suppliers

AccessDataCoI|ect|0n:{9F3F31l3t—3F4\A—494F—BEFE-TD'FSEDE... Pt ™ b 4

L 3 =
—-/ Message Insert Options Formak Text Add-Ins (L7 )]
e M ot = T P ﬁ@ n ez [Ed~ || ABG

B, R EEE ERLE JJ U il ?’ 7
L Cony " !
Paste i | B E || at) P A Address Check Attach Attach Busitess Calendar Signature || Follow Spelling
* F Format Painter e el Book  Mames File  Mem  Card Ug - b
Clipboard ] Basic Text Mames Include Optlons || Proofing
T tiones@aaa.com; jsmith@zoom.com
Subject Contact Infarmation fram our Suppliers
Please fill out the form included in this message and send it back to me. a
Thank you,
John Smith
Acme Books
Note: Type only n the areas designated for data ebtry. Tour reply will be automatically processed, so it 13 important that the form or the message 15
not altered in any other way.
Contact Information from our Suppliers
Type only in the areaz designated for data entry. our reply will be automatically processed. Therefore, it is important
that the form or the meszage iz not altered in any otherway, For more information about filling out this form, see the
following:
Carnpany: Il
Type any combination of numbers and letters up to 50 characters. -

Figure 4-13: Access adds a professionally designed form to your outgoing Outlook 2007 message.
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MANAGE REPLIES

N Replies from your requests for data are automated in one fashion or another,
depending on your choice in the Collect Data Through E-mail Messages Wizard.
If you chose to automatically add the data to a table, all you really need to
do is view the data. If you didn’t choose this option, replies are gathered in a
™ common Outlook folder where you can easily manage them.
(v Brcess Data Collection Replies - Microsoft Outlook = =] x
‘ © File Edit Wiew Go Toaols  Actions Help Type a question forbelp -
| imdMew - | 03 X | ChBeply S@ReplytoAll (5 Forward | BE W | [ Search address books - | @ ;;;
| 4
Mail # || L2 Access Data .. Search Access Data Collection Replies 2 'l ¥ (]
‘ Favorite Folders % || Arranged By Falder Aontop "- .
L:'__._] Inbox - o
[ sentItems | =) Access Data Collection Replies IU
T} Mail Folders # || .= John Cronan 8:14 AM 3,
‘ E]A“ Mail Tte ms i Fwed: ContactInformation from our Suppliers_ccessDataCollecti.. 2
g Jurik E-al o | =l Marty Matthews Fri 5:42 PM.
‘ L Outhox Re: Contact Information from our Suppliers . ccessDataCollect,
—_ ==
LEL| R3S Feeds :ﬁ
[ sentItems Z
© | = L& search Folders g
L3 Access Data Collection Replies [1) =
| @ 3 Archive Folders - E
,,,,, 1 2
- &
SEaauaE-| ¢
| Zltemns
N
1. Open the database that contains the table from which you created the data collection
message.
2. In the External Data tab Collect Data group, click Manage Replies. The Manage Data
(e o) Collection Messages dialog box appears, shown in Figure 4-14.
® To automatically add data to the collection table, select a message and click
Message Options. Click the Automatically Process Replies And Add Data To
The Database check box, and select any importing options you want. Click OK
when finished.
o
® To resend or delete a message, or to view message details, select a message. Use
the applicable controls in the dialog box to perform the action you want.
3. Click Close when finished.
o
-
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Manage Data Callection Messages”

Select a Data Collection message:

Arrange a Table

| Message name Based On Message Type

con

Qulock o There are several actions you can take to

customize how you see the data presented
in a table (or datasheet). You can resize rows
and columns, hide columns, and format the
appearance of the table.

Message Options | | Resend this E-mail Message ] Igelete this E-mail Message |

Message details

Mame; Contact Information from our Suppliers

Insert Columns

Fields included in the message: Comparty

Lask Mame
First Mame

You can insert blank columns or columns that
are formatted with lookup or hyperlink data

Message created on:
Message last sent on:

10/27]2006 4:55:45 FM
10/27]2008 4:55:45 PM

Automatically process replies: False

Date and time to stop automatic Mone
processing of replies:

types. (See the “Selecting Records, Fields, and
Columns with the Mouse” QuickSteps for
information on selecting columns.)

INSERT BLANK COLUMNS

1. Click the column selector for the column to the right
of where you want to add a new blank column.

2. In the Datasheet tab (Table Tools) Fields &

Close

Figure 4-14: E-mail replies from a data collection request
are listed and managed in a single location.

To use a lookup column you've created, simply click
any field in the lookup column where you want to add a
value. Clicking the down arrow that appears on the right
side of the field opens a drop-down list of values—either
those you entered or those that are pulled from a table
or query you selected. Click the value you want entered
in the field.

Columns group, click Insert.

—Or-—

. . X Feldt - Author -
Right-click the selected column, and click Insert |

Elliott
Column. A new column is added to the left of your Kleinert
selected column. Pen
3. Rename the column name as necessary (see “Rename Nash

a Column,” later in this chapter).

INSERT A LOOKUP COLUMN

1. Click the column selector for the column to the right of where you want to add a lookup
column.

2. In the Datasheet tab (Table Tools) Fields & Columns group, click Lookup Column.
—Or—
Right-click the selected column, and click Lookup Column.

In either case, the Lookup Wizard opens, as shown in Figure 4-15.
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Losrhp A 3. Choose whether to pull lookup items from a table or query or to add your own
A : e ol i i Ak aF sk items. Click Next and follow the instructions in the wizard (see Chapter 3 for
{ i ?WSE from. How da you want your laokup column to get specifics on using the Lookup Wizard).
s values?
| 4. Click Finish in the last wizard page. The lookup column is added to the left of
| () Twant the lookup column to lock up the values in a table or the selected column.
{ query.
(o0} @) will bype in the values that I want.
- Adjust Column Width
' There are several ways to change the width of a column:
| ® Use the mouse to drag the column to the width you want.
® Type a precise width.
® | et Access choose a default or tailored width.
‘LCE'J 2 CHANGE THE WIDTH FOR A SINGLE COLUMN WITH THE MOUSE
1. Point to the right border of the column selector until the pointer changes
e) Figure 4-15: The Lookup Wizard helps you add items to to a cross
a drop-down list from tables (or queries) or by allowing :
you to type them in.
Author  -+p  Title -
Elliott Stand Hdbk Powery
© 2. Drag the border to the left or right to the width you want.

CHANGE THE WIDTH FOR ADJACENT COLUMNS WITH THE MOUSE

When you change the column width for a group of selected columns, the widths
of each column are changed by the same amount.

N
1. Select the columns whose widths you want to adjust.
2. Drag the right border of any of the selected columns to the left or right to the width
you want.
foe CHANGE THE WIDTH OF COLUMNS PRECISELY

1. Select the column(s) whose width you want to adjust.

" Colurnn Width o esl
Column Width: (1178
[~ standard width Cancel
o T |
Best Fit
| et | 3

2. In the Home tab Records group, click More and click Column Width.
—Or—
Right-click the selection and select Column Width.

. In the Column Width dialog box, type a column width, and click OK.

10
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The default column width is determined by the average
number of digits in the default font that will fit in the
column. For example, the Calibri 11 pt. font provides for a
default column width of 11.75.

LET ACCESS DETERMINE THE COLUMN WIDTH
1. Select the column(s) whose width you want to adjust.
2. Right-click the selection and select Column Width.

3. In the Column Width dialog box, click the Standard Width check box to have Access
change the width based on the default font (see the associated Tip).

—Or—

Click Best Fit to change the column(s) width to be just wider than the widest content
in each column.

Move and Rename Columns

You can position and rename columns, as well as hide them from view and
freeze them in place.

POSITION A COLUMN

1. Click the column selector for the column whose position you want to change in
the table.

2. Drag the column selector to the left or right to where you want the column located.

3. Release the mouse button when the heavy vertical line appears where you want the
column located.

Category - uthor - Title o
Technical Eiﬁzoﬁ ‘Stand Hdbk Powery
Technical Kleinert Troublesht & Rep
RENAME A COLUMN
1. Double-click the column selector of the column whose name you want to change.
—Or—

Right-click the column selector of the column whose name you want to change, and
select Rename Column.

—Or—
Select a field in the column, and in the Datasheet (Table Tools) tab, click Rename.

2. Type a new name, and either press ENTER or click elsewhere in the table.
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You can change the default settings for how new
datasheets (including tables) appear. Click the Office
Button, click Access Options, and click the Datasheet

option. Change color, gridline, cell effects, and font
options. Click OK when finished.

CHANGING HOW THE CURRENT
DATASHEET LOOKS

Unlike spreadsheets and Word tables, formatting is
applied to an entire datasheet—you cannot format
individual fields, rows, or columns when working in
Datasheet View. (The one exception is fields with the
Memo data type and whose Text Format field property
is set to Rich Text, as described in chapter 8.) The
formatting options for the open table (or datasheet) are
found in the Home tab Font group and the Datasheet
Formatting dialog box, shown in Figure 4-16.

Alignment
Font Color Font Size options

Font I—OCaIibri * 11 =

iﬂ iU r& || - || BB

Fpnt ]
Styling Fill/Back Gridline
options Color options

CHANGE TEXT ATTRIBUTES
The following options are found in the Font group:
® To change the typeface, click the Font down arrow,
scroll through the list, and select a new typeface.

Continued . . .

\I

_|
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Alternate Fill/
Back Color

Dialog Box
Launcher

| Datasheet Formatting [-7- |
Cell Effect aridlines Shown
@ Flat [¥] Harizontal
(7 Raised [¥] wertical =
Cancel
i1 5unken :
Background Color; Alternate Background Color:  Gridine Color:
- |_ ____________ |- -
Sample:

Border and Line Skyles

| Datasheet Border ; 1 Silid .
Direction
@) Left-to-right (71 Right-to-left

Figure 4-16: The Datasheet Formatting dialog box, in
combination with the Font group, contains options
that apply formatting to the entire table.

HIDE AND UNHIDE COLUMNS

Hidden columns provide a means to temporarily remove

columns from view without deleting them or their contents.

(See the “Selecting Records, Fields, and Columns with the Mouse”

QuickSteps for information selecting columns.)

. Select the column(s) to be hidden.

2. In the Home tab Records groups, click More and click Hide Columns.
—Or-—
Right-click the selection, and click Hide Columns.

3. To unhide columns, in the Home tab Records groups, click More and
click Unhide Columns.

—Or—

Right-click a column selector, and click Unhide Columns.




—
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CHANGING HOW THE CURRENT
DATASHEET LOOKS (Continued)

® To change the text size, click the Font Size down
arrow, scroll through the list, and select a new size.

® To bold, italicize, or underline selected field
contents, click the respective button.

® To change text color, click the Font Color down
arrow, and select a color from the palettes.
(Chapter 8 provides more information on working
with standard, custom, and theme-controlled
colors.) The most recently used color appears on
the Font Color button.

ALIGN TEXT IN A COLUMN

Click the Left, Center, or Right alignment buttons in the
Font group.

CHANGE BACKGROUND COLORS
To provide contrast to your data, alternating rows in a
table can have different colors applied. By default, the
colors are drawn from the current formatting theme in
effect (see Chapter 8 for more information on using
themes). You can change this default appearance by
changing either or both of the two colors used in the
Datasheet Formatting dialog box.

b

BookID ~ ISBN -

Continued . . .

Lock and Unlock Columns

In either case, click the check box next to hidden column(s) you want to show, and

click Close.

"Unhiide Colurmns

=

[ &
[¥] 138N
IZ Category
I:%tle

[¥] Author

[@] Publish Year
[&] List Price

[¥] on Hand

[¥] Total Sales
[¥] Add New Field

Close:

You can lock (or freeze) one or more columns to the leftmost side of the table so

that they are visible no matter where in the table you might be.

1

—Or-

. To lock columns, select the column(s) you want to lock. Then, in the Home tab
Records group, click More and click Freeze.

Right-click a column selector, and click Freeze Columns.

Unfreeze.

—Or—

. To unlock frozen columns, in the Home tab Records group, click More and click

Right-click a column selector, and click Unfreeze All Columns.

In either case, you will have to move the columns back to their original locations.
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Adjust Row Height

(qV]
You can adjust the height of all rows in the table by using the mouse, by typing
CHANGING HOW THE CURRENT a precise value, or by choosing a default height:
DATASHEET LOOKS (Continued) ) . ) Education
) . ® To change row height with the mouse, point at the bottom border
1. Click the Font group Dialog Box Launcher . + o
) ) of a record selector. When the pointer changes to a cross, drag Medicine

(4p) (the arrow in the lower-right corner of the group):

the border up or down to the height you want.
@ To change the background color, click the

Background Color down arrow, and select a
color from the palettes.

® To change row height precisely, right-click a row selector, and click Row Height. In
the Row Height dialog box, type a row height. To use the default row height (14.25 is

the default height for the Calibri font), click the Standard Height check box. Click OK.
® To change the color of alternating rows, click

the Alternate Background Color down arrow, ‘Row Height 2 ==
and select a color from the palettes. Click No Row Height: 1425
Color to apply the fill/lback color as a solid [¥] standard Height ‘E]
background. ]

® To change the color of the gridlines, click the
Gridline Color down arrow, and select a color
from the palettes.

® To return to the default theme colors, click
© Automatic at the top of each color menu.

2. Click OK when finished.
CHOOSE A GRID APPEARANCE

In the Font group, click the Gridline down arrow, and
select the combination of vertical and horizontal gridlines
you want from the menu.
ADD EFFECTS TO CELLS
1. Click the Font group Dialog Box Launcher

0 (the arrow in the lower-right corner of the group).

2. Under Cell Effect, select a type of effect. The
result appears in the Sample area.

3. Click OK when finished.

10
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e Sort Records in a Table

e Sort Records in a Form

# Choosing a Filter

Filter by Selecting

Filter for an Input
Chapter 5
|

Use Operators and Wildcards
in Criteria

Removing, Clearing, or
Reapplying a Filter

Use Advanced Filters

Create a Simple Query with
a Wizard

Create or Modify a Query in
Design View

View the Query Results
Save and Close a Query
@ Using the Expression Builder
e Set Query Properties

Copyright © 2007 by Matthews Technology. Click here for terms of use.

Retrieving Information

A great deal of Access is geared toward getting data into tables.

In earlier chapters, you learned how to create tables, set field
properties, and enter the data. Those are all worthwhile skills
you need to develop, but the value of data lies in finding ways
to extract from it just the information you want for a particular
need. In this chapter you will learn how to organize data by
sorting; how to filter data so that you see only the fields you
want; and how to create queries, which can do everything filters
do and much more.

Sort Data

Sorting allows you to reorganize your data by taking values in one or more
fields and placing their corresponding records in an ascending or descending
order. There are no permanent changes made to the data, data in each record is
unchanged, and you can easily return your data to the view you started with.

Microsoft Office Access 2007 QuickSteps Retrieving Information
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. . Sort Records in a Table
To remove a sort, in the Home tab Sort & Filter group,

click Clear All Sorts 4. Typically, records are sorted sequentially by the primary key as they are entered.
You can alter this sort order by choosing to sort all records based on the values in

a different field, or even in multiple fields.

SORT ON ONE COLUMN

Cut

&
Ly Copy 1. In the database whose data you want to sort, open the table in Datasheet View
A | paste (see Chapter 4).
| &
(bmisatning 2. Right-click anywhere in the column for the field that you want to sort your data on. Click
2]l somztas . .
_ A-Z to sort ascending—from smaller to larger numbers, oldest to newest dates and times,
o and alphabetically from A to Z.
Text Filters b
Equals "1981" —Or—

bves it Eghial 5L Click Z-A to sort descending—from larger to smaller numbers, newest to oldest dates

Contain: 3L and times, and alphabetically from Z to A.

Does Mot Contain "1991"
(Alternatively, in the Home tab Sort & Filter group, click the Ascending or Descending

buttons.)
Ascending sort |—e4 | ?' 7 Selaction =
Descending sort |—oil : T dddvanced ~
& Filter .
$ el W Toagle Filter
The label next to many ascending and descending Sort & Filter
sort buttons and commands changes according to the
data type of the field being sorted. For example, when In all cases, records are reordered in the table to conform LastName -t/ First Name -
performing an ascending sort, a Text data type label to the sort. A small up arrow (ascending sort) or down arrow ~ Andersen  Elizabetn
reads “Sort A To Z”; when sorting a Number data type, (descending sort) appears next to the right side of the column header.
the label reads “Sort Smallest To Largest’; and when 3. When you close the table, you will be asked if you want to change the table design.
sorting a Date/Time data type, the label reads “Sort Clicking Yes will save the sort order. The next time you open the datasheet, the data
Oldest To Newest.” will display with its new sort order.
4

SORT ON MULTIPLE FIELDS

You can sort on two or more fields by sorting them in a specific order. First,
sort the most specific (or innermost) field. Sort the least specific (or outermost)
field last, and sort any intermediate fields in the most-to-least hierarchy. For
example, if you wanted an ascending sort for the prices in several categories
of books, you would first perform an ascending sort of the List Price field,
and then perform an ascending sort of the Category field. Records are then
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organized by category, with the list prices in an ascending sort within each

Sorting o.n multiple fields by.the innermost and outermost category. Figure 5-1 shows the results of this exarnple. N
concept is a complex sort, since you can select an
ascending or descending sort for each field. If you want 1. In the database whose data you want to sort, open the table in Datasheet View
to sort multiple fields so that they are all ascending (see Chapter 4).
or all descending, move the columns so that they are 2. Right-click the innermost field, and click an ascending or descending sort.
adjac.:ent, i thelleftmost bejlng the outermost field and 3. Repeat step 2 for any other fields you want to sort on, ending with the outermost field. ©
the rightmost the innermost field. Select the columns
(see Chapter 4 for information on moving and selecting 4. When you close the table, you will be asked if you want to change the table design.
columns), and select an ascending or descending sort. Clicking Yes will save the sort order. The next time you open the table, the data will
4 display with its new sort order.
NN

Sort Records
ina Form

The least specific, or outermost, Records are first sorted by the
field is sorted last most specific, or innermost, field

\ \

You can sort records using a form in
F - = Chapter 5 : Database (Sccess 2007) - Microsoft &ccess i = x
(a @S Tatle Toals .
FeRy ——— i - Form View, and then move through
~ | Home | Create External Data Diatabase Tools Dstasheet @ ’ &
| M 2 ¥ | calibr 1 - i =l | @ = Mews ¥ Totals || 20| S Cr selection ~ Eﬁ il them in the new sort order.
S == e |B ol ol : =ila {| e =5 Save 7 spelling || %) ; T Advanced - ! L
Misw || Paste Al - [ =3 Re;lrlesh S oo+ Elpms (|4 Rl e Find e 1. In the database whose data you want to
| : ] T : — fi 2 = . )
|| Mews | Clipboard & Font = RichText | Records Find sort, open the form in Form View (see o
> || = Books L= : _ Chapter 6 for information on working
BooklD - | ISBN - | Category -1 Author - Title ~ | Publish Year - | ListPrice 5t | On Hand - | Total Sale & with forms)
P2 0071429657 Business MORRIS ACCOUNTING FOR 2004 $49.95 3 ’
i‘; zg;;zii:z g“f“E“ ;:';E:‘Z :E;’(‘:’KT;‘C:“EALE':;EI igg; 2::-?; ii 2. Right-click the field in the form that
usiness A . K A
6 0071343105 Business PISKURICH  ASTD HNDBK TRAIR 1999 $79.95 23 you want to sort on. Click A-Z % to
8 0071358978  Education DON HOW SOLVE WORD 2001 £9.95 76 sort ascending—from smaller to larger ~
u 35 0071465222 Education EPLS SAY IT RIGHT IN GEI 2006 $9.95 36 numbers. oldest to newest dates and
& 21 0071428488  Education R.DEROUSSY EASY FRENCH REAL 2003 $10.95 25 . ’ .
= 30070380686 Education  PEN SCH INTRO TO MUS 1991 $14.95 23 times, and alphabetically from Ato Z.
Bl 4 0070466173 Education NASH SCH OUTL STRENGT 1998 $17.95 45 o
E 27 0071455523 Medicine YETMAN PREDIATRICS PRETE 2006 $24.95 23 —Or=
| 9 0071359621 Medicing RATELLE PREV MED & PUBLII 2000 $24.95 12 Click Z-A %l to sort descending—from f00)
20 0071423117 Medicine BODENHEIMER UNDERSTANDING b 2004 $36.95 14 4
14 0071412077  Medicine BROOKS MEDICAL MICROBI¢ 2004 $52.95 43 larger to smaller numbers, newest to
T — = oldest dates and times, and alphabetically
eqgicine .
70071346082 Parenting CLARK COACHING YOUTH 1990 $14.95 as - fromZto A.
Record: 4 4 11ofd43 | b M b ‘ Mo Filker |ZSearch |{ [ lill. 3 De endin on vo rChOice Of sort
 Datasheet Wiew | Mur Lock Hfiﬁ @rl%ﬂ‘m P g you (o]

order, you will see either the first or last
record in the table or form, as shown in
Figure 5-2.

Figure 5-1: You can sort a table on one or more fields to present the data in just the form you need.

0]
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You can filter records in a datasheet/subdatasheet, form/
subform, or query. The procedures, figures, and illustrations
in this chapter use tables as the primary example object.
However, the filtering techniques work similarly for each
object.

All filters are “saved” with the table or form in which
they were created until they are replaced with a new
filter. When you close the table or form, you will be
asked if you want save changes to the design of the
object. Clicking Yes will retain the filter for the next time
you open the object. Also, if you switch views when a
filter is applied, for example, switching from Datasheet
View to Form View, the filtering in place is retained.
Advanced filters can also be saved as a query and be
run irrespective of subsequent filters you've created. See
“Save an Advanced Filter,” later in the chapter.

53] Custormer Details o~ 2
#® Ming-Yang Xie
B oo
General | Orders
Company :CompanyG r — E-mall |
Web Page | |
Primary Contact -
First Name [Ming-Yang
Last Namie [xie
t & Cut L B
Job Title [Owner =
’- =3 Lopy b
T Paste
Phone Numbers i
|8l seatez
Business Fhone |{123)555-01 @ S %
Mobile Ph - =
ki I — Clear filker from Last Narme
Fax Number |{123)555-01 Text Filters ;
Equals "}ie"
Adiiess ) Coes Mot Equal "Xie"
S i123 7th Stre Contains "Xie"
L Does Mot Contain "Xie"
Ciy 'BOISE X Delete
State/Province o
Zip/Pastal Code .5999’9
CountryRegion  |USA
[Recors 1 < TLorza v owor [ E e fie | Search | |

Figure 5-2: Performing a descending sort on the Last Name field reorders
the records, with last names at the end of the alphabet now appearing first
in the new sort order.

Filter Data

Filtering by one of several methods lets you focus on specific records you
want to see while hiding from view the rest of the data in the table. Setting
up a filter can be as simple as selecting a value in a field (table column) and
clicking a button, or you can apply complex criteria to multiple columns and
save the filter design as a query (working with queries is discussed later in
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QUICKFACTS
the chapter). In a filter, you enter a value (and/or add criteria) in a field that

CHOOSING A FILTER you want to find in all other records that have the same value (or that meet N

The fiter you choose will depend on the size of your data the criteria you set) in the same field. For example, you might want to find all
and the complexity of your filtering criteria. The main

- . salespersons that have the value “Washington” in their Territory field. You
functionality for the filter types are as follows:

would filter on “Washington” in the Territory field, and only those records that
satisfied that criteria would be displayed. The record for a salesperson named W
“Joe Washington” whose territory is New York would not be displayed, since

® Filter By Selecting lets you select a value in the
table or form.

® Filter By Form lets you select values from

) “Washington,” in this case, is not in the filtered field.
a drop-down list or enter your own.

® Filter For An Input lets you type your criteria in

a text box. Filter by Selecting B
® Advanced Filter lets you design the filter in a Filtering by selecting values is the easiest filter to perform, especially in small

grid, where you can sort the data, use operators databases. The main reason for using this filter is that you can quickly locate the

ISR D S Gy et SR UTNIIETES value on which the filter is based. Access offers several filtering options based

e on common criteria applicable to the data type of the column or field. You can
identify data that contains a filter by looking for icons displayed in the column
header that contains the filtered value . and on the navigation bar at the

bottom of a table in Datasheet View or a form in Form View.

You can filter data by selecting only a portion of a field. 7 @
P M [T = [
The options you are presented with vary, according to Record o) | caicioni | oEateh |
the t f dat: lected Il hich porti f
d‘i ype °| fzse ected, as well as which portion 0 HIGHLIGHT A VALUE OR PORTION OF A VALUE
ata is selected.
1. Open a table in Datasheet View or a form in Form View.
%] e 1665 . _ . o ~
: ; . Select the value in the field that you want to filter on, as shown in Figure 5-3. The part o
B $24.95 2. Selectth | the field that y: t to filt h Figure 5-3. Th rt of
=2 $79.95 the value you select will determine the breadth and focus of the options made available.
4 Fab $14.95 3. Right-click the value and click one of the most common filtering criteria in the context
‘El sortsmallestto Largest $19.95 menu.
il Sort Largest to Smallest $16.95 _or— S
Clear filter from Ligt Price 516.95 ) . .
In the Home tab Sort & Filter group, click Selection and click one of the common
rumber Filters b $16.95 i
v $16.95 ilters.
$9.95 In any case, the filtered records are displayed, as shown in Figure 5-3.
Does Mot Equal 16 O
LEss Thar arEaialTe 16 239'99 4. To remove or delete the filter and return the data to its pre-filtered state, see the
- 24.99 « . . : T . .
e ThEA GG T S 460,00 Removing, Clearing, or Reapplying a Filter” QuickSteps later in the chapter.
4
—h
o
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» E:J ] @@ |5 Chapter5: Database (8c.. | Table Taols | L
- | Home | Create  External Data Diatabase Tools ; Datashieet | (7]
% L * Cal|br| Y_fll A ||Ir_1T —| E | %l T ..Y’;r i a% |
i I F‘a;eJ - |B = U || T __=| _EP,? EiRecords- Fitter | i L Selectz_-J field
e | TR [ i Y oo ot e and afier..
| Wiews || Clipboard & Font Ml RichTest | |l Sorari Cantains 2004
L3 Ll Does Mot Contain "2004"
= BookiD ~-| ISBN - | Category -| Author - Title - | Publish Year - =
| 12 0071377964 Technical EDWARDS BEAUTIFUL BUILT-IF 2002
L 13 0071408959 Business ALLAIRE OPTIONS STRATEGI 2003
=] 14 0071412077 Medicine BROOKS MEDICAL MICROBI( 2004 E|
% [ 15 0071413014 Technical WELLS AIRPORT PLANNINI 2003
L H| 16 0071418695 Medicine DESSELLE PHARMACY MANA:_;_M
2| | 17 0071418717 Business PAGE HOPE IS NOT A 5TR. 2003
_.§' |I=] 18 0071421947 Business KADOR 50 HIGH IMPACT 5P 2004
2 _| 130 » || 2] Books
=] 200 || BookiD ~-| ISBN - | Category ~-| Author | Title - | Publish Year ¥ Lis
_! 21 [ 14 0071412077 Medicine BROOKS MEDICAL MICROBI(M
RELDM: RnT szz | 16 0071418635 Medicine DESSELLE PHARMACY MANA( 2004
s | o | _| 18 0071421947 Business KADOR 50 HIGH IMPACT SP. 2004 _ o disolav only the
E B 19 007142251X Technical KINNISON  AVIATION MAINTE| 2004 | I oo ds’;h ayt o ,{tain
=l | 20 0071423117 Medicine BODENHEIMER UNDERSTANDING F 2004 ° _ the value in the
2| 22 0071429697 Business MORRIS ACCOUNTING FOR 2004 _ same field
% _| 24 0071441719 Technical WOODSON  BE A SUCCESSFULR 2004
=0 | 38 0072231246  Technical MEYERS A+ GUIDETO OPERs 2004
I 39 0072232021 Technical PHILLIPS IT PROJECT MANAG 2004
* (New)

Record: 4« 1ofg | » M b [N Fittered | search | | d TE—

[
DatashestView | Mum Lok | Filtered |i.igh§,.xu

Figure 5-3: Selecting a field and choosing a filter is a quick and easy way to view only the data you want.

FILTER BY SELECTING FIELD VALUES

‘l? Selection =
Sorting options are also available on the sorting and 1. Open a table in Datasheet View or a form in Form View. ‘
filtering menu. See “Sort Data” earlier in the chapter for 2. In the Home tab Sort & Filter group, click Filter. | Filter: N Toggle Filter
informati ri ta. '
information on sorting data _Or— vt & Filker
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41 sortatez
21 sartztoa

W Clearfilter from Publish Year

In Datasheet View, click the column header down arrow.
In either case, a sorting and filtering menu appears.

3. Click Select All in the values list to remove the check marks next to all values in the
b column.

- 4. Click the values whose records you want to display. Click OK to display the filtered
records.

FILTER BY EMPTY CELLS

1. Open a table in Datasheet View or a form in Form View.

2. In the Home tab Sort & Filter group, click Filter.
_Or_

= In Datasheet View, click the column header down arrow.

In either case, a sorting and filtering menu appears.

3. Click Select All to remove the check marks next to all values in the column.

4. Click (Blanks) at the top of the values list. Click OK, and those [
records with blank values in the column will be displayed. B'a”ksl
90
[ 1991

Filter for an Input
You can type a value, operators, and wildcards in a text box to quickly filter
your data.
1. Open a table in Datasheet View or a form in Form View.
& 2. Right-click the value in the field that you want to filter on.
—Or—
In the Sort & Filter group, click Filter.

Daoes Mot Cantain "PAGE” 3. Click Data type Filters to see a more expanded list of filters based on the data type of

Text Filters
[select A1l
[Blanks]
[7] 1990
[¥] 1991
[¥] 1995
[¥] 1996
[¥] 1997
[¥] 1998
[] 1999
[¥] 2000
[ (6]:9 _J [ Cancel
&
2
4] zotatz
] sortztoa
Text Filters D}
Equals "PAGE"
Does Mot Equal "PAGE”
Contains "PAGE"
Custom Filter

Authar is equal ko |

the field, as shown in Figure 5-4.

4. Click the filter you want, and a custom filter dialog box appears, with one or two text
boxes to accept the value you want to filter on, or you can type additional criteria (see

] “Use Operators and Wildcards in Criteria” later in the chapter).

5. To remove or delete the filter and return data back to its prefiltered state, see the

“Removing, Clearing, or Reapplying a Filter” QuickSteps later in the chapter.
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Filter by Form

Filtering By Exclusion—that is, displaying all records that

S EamE e Mersken value i i cams ek You can create a filter by choosing a value to filter on from a drop-down list
performed in the same way as “Highlight a Value or of all values in the field, or you can type the value and/or add operators and
Portion of a Value” earlier in the chapter, except for the wildcards. (See “Use Operators and Wildcards in Criteria” later in the chapter.)

command to start the filter. In this case, click the Does

Not Equal Value to 1. Open a table in Datasheet View or a form in Form View.

start the filter. Equals... 2. In the Home tab Sort & Filter group, click Advanced and click Filter By T sdvanced =
Does fat Equala, I Form. You will see a one-line
Beains With.., blank record in Datasheet SonkID iSEN Category ithalE e
y View, or you will see a blank [~]

set of fields in Form View.

3. Click the field you want to filter on. A down arrow will appear at the right end of the
field, as shown for Form View in Figure 5-5. Click the down arrow and select the value
you want to filter on from the drop-down list.

To clear values that are displayed in the table or form, —-Or—

right-click a cell or field, and click Clear Grid. Type the value you want to filter on in the field.

—Or—

Type operators and wildcards in addition to typed or selected values.
4. Click Toggle Filter in the Sort & Filter group to apply the filter.

5. To remove or delete the filter and return data back to its prefiltered state, see the
“Removing, Clearing, or Reapplying a Filter” QuickSteps.

Text filters Numbers filters Date filters

_1_ _1_ -1 Use Operators and Wildcards
Equals... Equals... Equals... in criteria
Does Mot Equal.. Does Mot Equal.. Does Mot Equal.. You can “juice up” how records are filtered by using operators
Ll S BErore. and wildcards. These are symbols and other characters that tell
Dosshiokosoinia i, S Litehy the filter or query to return certain results. For example, if you
el Bl DR use “12.95” in a Price field, the filter or query would return
i N?t it allDatesInPeriod » | only those records that contained a $12.95 price. If you entered
::: Lv:thEnd o the greater-than-or-equal-to operator—">=12.95"—Access

would return those records greater than or equal to $12.95.

Figure 5-4: Filtering options that accept criteria in a dialog box vary according
to the field’s data type.
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£ Lot e e

— | Home | Create External Data Database Tools Lzl
i Y :’_. &l | | =5 | ‘J =y Pl % Totals 2l * /7 Selection }3 e

e | gy ||| mor | : | ME e S akling || %) T Adanced =

Wi Paste e |&: — ||ab= Hefresh == Filter ) Firid
| 3 = ;4 |A - H& '”@J = —“ | il ' X patete = Mare 3 “F Togale Filter 3
1 Wiews | Cliphoard & Font ’ Rich Text ‘Records Sort & Filter Find

.

==| Books ]
¥
Book ID:
ISBN:
u
b= =
&
= Category:
Click Or to add =
another value 2 Aiithior Business
or criteria to be = Education
filtered on
N Title: =
Parenting
\\ Technical L
\ Publish Year: | |
Click Look For Prices: | | -
to view your first Look for or
selected value Form e | Mum tack | |ﬂ

Figure 5-5: You can select a value to filter on from a
list, or you can type a value and other criteria.

Click to display values in

You can select directly from menus filters that use most
of the common comparison operators. See “Highlight a
Value or Portion of a Value” earlier in the chapter.

the field you can select

USE COMPARISON OPERATORS
Table 5-1 provides a list and descriptions of common operators you can use to

compare values.

USE ARITHMETIC OPERATORS

For a complete listing of operators, use the Expression
Builder, described later in this chapter.

Table 5-2 provides a list and descriptions of common operators you can use to
calculate a value.
USE LOGICAL OPERATORS

Table 5-3 provides a list and descriptions of common operators you can use to

apply logical comparisons.
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COMPARISON ARITHMETIC LOGICAL
OPERATOR DESCRIPTION OPERATOR DESCRIPTION OPERATOR DESCRIPTION
> Greater than + Addition AND Both values must be
>= Greater than or equal to * Multiplication satisfied
< Less than / Division OR Either value must be
: satisfied

<= Less than or equal to - Subtraction X —

Em— NOT The value is not satisfied
= qual to A .

Table 5-2: Arithmetic Operators . .

<> Not equal to Table 5-3: Logical Operators
Between The inclusive values between two

values (for example, “between 9 and USE WILDCARDS

12" would return 9, 10, 11, and 12) Wildcards are characters that act as placeholders in expressions used in filters or

Table 5-1: Comparison Operators

You can also use wildcards in the Find and Find And
Replace dialog boxes (click Find or Replace in the

Home tab Find group). See Chapter 4 for information on
finding and replacing text in a table.

REMOVING, CLEARING, OR
REAPPLYING A FILTER

When you clear a filter, you permanently strike it from
the object it’s associated with. When you merely toggle
a filter, it can be reapplied. To re-create a cleared filter,
you have to start from scratch.

Continued . . .

queries when you are trying to find a particular word or string of characters and

only know limited information about the value. Typically used in text fields,

you can use
wildcards.

them in other data types. Table 5-4 lists the most commonly used

WILDCARD DESCRIPTION

*

Used as a placeholder for all characters that occupy the space. For
example, filtering on a value of *son would return values that started
with any characters as long as they ended in “son,” such as Robertson
and comparison.

Used as a placeholder for a single character. For example, filtering
on a value of r??der would return values that contained any characters
in the second and third positions, such as reader and Ridder.

Returns values that match any characters you type between the brackets.
For example, the[mr]e would return there and theme, but not Thebe.

Returns values that don’t match the characters you type between
brackets. For example, the[!mr]e would return Thebe, but not there or
theme.

Returns values that match a range of characters between brackets.
For example, the[m-z]e would return there and theme, but not Thebe.

Used as a placeholder, similar to ?, but used to replace a single
numeric character.

Table 5-4: Common Wildcards
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REMOVING, CLEARING, OR
REAPPLYING A FILTER (Continued)
REMOVE A FILTER

1. Open the table or form that contains the filter you

want to remove.

2 ' 7 Selection =
2. In the Home tab Sort & Filter group, it ? B

?Advanced =
click the Toggle Filter button. o | ™ [ Taggeriter
—Or—

Sort & Fifter

Click the Filtered icon on the navigation bar.

In either case, the data is returned to its
pre-filtered state.
REAPPLY THE MOST RECENT FILTER
1. Open the table or form that contains the filter you
want to reapply.

2. In the Home tab Sort & Filter group, click the
Toggle Filter button.

—Or—
Click the Unfiltered icon on the & Unfiltered
navigation bar.

In either case, the data is filtered according to the
criteria used in the most recent filter.

CLEAR A FILTER
1. Open the datasheet or form that contains the filter
you want to delete.

2. In the Home tab Sort & Filter group, click
Advanced and click Clear All Filters (this option,
as the label implies, clears the current filter and
any saved filters).

_Or_
Select a cell in the column that contains the filter,

right-click the cell, and click Clear Filter From
Field Name.

Use Advanced Filters

Advanced filters allow you to easily use multiple criteria in multiple fields

(columns) to find and sort records.

You can also use expressions to set up criteria. Expressions
used in filters are typically short combinations of values,

¥ Eilter By Form

operators, wildcards, and other terms that return a value. : E:!:I
Access has an Expression Builder tool that you can use to il
build the expression using lists and buttons. Right-click J_] ;

a criteria field, and select Build to open the Expression i,

Builder window. See the “Using the Expression Builder”

QuickSteps for more information.

CREATE AN ADVANCED FILTER

1.
2.

Open a table in Datasheet View or a form in Form View.

In the Home tab Sort & Filter group, click Advanced and click Advanced Filter/Sort.
The advanced filter design pane opens with a default name, including the table name
and a sequential filter number.

. Click the Field down arrow in the leftmost column of the grid in the lower half of the

pane. Select the first field that you want to search. (See “Work in the Grid” later in this
chapter for other ways to choose the field you want.)

. If you want to sort your results, click the Sort field, and open its drop-down menu.

Click the sort order you want.

. In the Criteria field, type the first criteria you want to apply in the current field. (See

“Use Operators and Wildcards in Criteria” earlier in the chapter.)

. Type a second criteria, as necessary, in the “or” field. Records that satisfy either

condition will be returned. Repeat for any other criteria you want to add.

. Repeat steps 3-6 to apply criteria in multiple fields, as shown in Figure 5-6.

. In the Home tab Sort & Filter group, click Toggle Filter to display the results.
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Second column refines the
filter to only include books
that satisfies a price criteria

First column identifies |

Categony
Author
Title

N

o9 - = iChapterS : Database (fccess 2007 = = x
| Home | create Extetnal Data Databiase Tants @
I A > |
i |r‘|T | :J‘j ; Meis X Totals .clr .f £f Selection }} e ||

LT = = S 7 Spiliing ‘“ ] Advariced - =

=iac | Ak Hefresh = Filter i X Find |
i '—_“_ | Al | X petste = hore ) W Taggle Filter [ bg = ||
< RithTet | Recards Sort & Filter | Fird |

% BookID
ISBH

books in two categories |

For a more complete description on how to use the
advanced filter pane, see “Create or Modify a Query in

Design View” later in the chapter.

\ Publish Year

L]

=

&

=

2

=

w

Rl

=

]

= -

1 [u) L
—_—
‘\\. T T T T T
Field: | Category | List Price | | | | | =
Sart: | Ascending | Ascending | | | | |
‘Criteria: | ="business” >=12.99
or | ="medicne”
b
4 >

Ready | Mum Lock | |“

Figure 5-6: The advance filter pane lets you set up complex filters and sort the results.

SAVE AN ADVANCED FILTER

You can save a filter you set up in the advanced filter pane as a query and run it
at a future time.

1. Set up the filter in the advanced filter pane.

2. Prior to applying the filter, in the Sort & Filter group, click Advanced and click Save As

To clear any existing criteria in the grid, in the Sort &
Filter group, click Advanced and click Clear Grid; or
right-click an area of the pane outside the grid, and click
Clear Grid.

Microsoft Office Access 2007 QuickSte|
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You can identify many queries by their icons in the
Navigation Pane (the same icons are displayed with
each query type in the Query Type group of the Query
Tools Design tab). For example, Select queries show
overlapping datasheets @ Action queries show an
exclamation point (!) along with a specific identifier,
Append queries add a cross 4% Delete queries add an
X, Make-Table queries add a table, Update queries add
a pencil, and Crosstab queries show a PivotTable.

3. In the Save As Query dialog box, type a name for the query. Click OK. (To run the query,
see “View the Query Results” later in the chapter.)

Work with Queries

Queries offer the most powerful and flexible way to work with the data in your
database. They allow you to retrieve, change, add to, and analyze data from

one or more tables or other queries. Queries respond to the criteria you set and
display the resultant data in a table or datasheet. The Select queries family—
such as Simple, Find Duplicates, and Find Unmatched—do so without changing
any underlining data. Action queries (such as Make-Table, Update, Append,

and Delete) cause the underlying data to change. You can also join data from
multiple tables and analyze data by using Crosstab queries (see Chapter 10 for
information on Crosstab queries).

Create a Simple Query with a Wizard

The easiest way to create a Select query is to let Access guide you using the
Simple Query Wizard. The operant word in the wizard name is “Simple.” The
wizard doesn’t try to help you establish criteria, other than letting you choose
what fields (columns) you want to include. After finishing the query, you will
most likely need to modify the design (see “Create or Modify a Query in Design
View” later in the chapter).

1. Open the database in which you want to create the query.

2. In the Create tab Other group, click Query Wizard. Egg
3. In the New Query dialog box, click Simple Query Wizard, ' Soia | iy Macm
and click OK. Vizard Design’ =
Other

4. In the first page of the Simple Query Wizard, shown in
Figure 5-7, click the Tables/Queries down arrow, and select the table or query from
where you first want to select the fields that will appear in your query results.

Microsoft Office Access 2007 QuickSteps  Retrieving Information
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Sirnple Query Wizard

Which fields do you want in your query?

> _ You can choose from mere than one table or query.

5. Move the fields you want from the Available Fields to the Selected Fields
list by either double-clicking the fields you want or by using the select/
remove buttons between the two lists to add or remove fields (single arrows
move the selected field; double arrows move all fields).

6. Repeat steps 4 and 5 if you want to include fields from other tables or
queries. Click Next when finished adding fields.

7. Inthe last page of the wizard, type a title or name for the query, and choose

Selected Fields:

- whether to open (run) the query as is or to modify its design. Click Finish
when done. Depending on the choice you selected, the new query will
appear as a table or datasheet with the resultant fields you selected earlier

in the wizard.
Publish Year
List Price i —Or—
0On Hand x, . . . . . o
The new query will open in Design View, ready for adding criteria and
: making other changes.
¢ Back [ Mext = ] | Finish Queries b3
: In either case, the new query will be listed #f 4dd Books
Figure 5-7: The Simple Query Wizard lets you select the fields under the Queries group in the Navigation 3 Year 2000 Titles

of data you want from tables or queries in the database.

Pane.

Create or Modify a Query in Design View

Depending on the field(s) you select in the Simple Query
Wizard, you might see an additional page that lets you
choose whether to display detailed or summary results.

Queries use a Design View pane, shown in Figure 5-8, where you can modify an
existing query (for example, a query created using the Simple Query Wizard) or
start one from scratch.

1. Open the database where you want to create or modify a query.

2. Inthe Create tab Other group, click Query Design to open a blank query

in Design View.

Sirnple Query Wizard

Would you like a detail or summary query?

== (™ Detail (shows every field of every record)
1 g 5e=====-= ’ .
2 imlys-==~-- i =
L]
A _Lciil m=————— i -
A fec) fdm-mmm——m : Summary Options ...
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Design area

Contextual tab of
query-related tools

r s
ISEM
Category
Author
Title

Publish Year
List Price

Supplier Name

Address
City:
State
P

N
(O HY-06-EE - Query Toofs Chapter 5 ; Datahase (Scocess 2007) - Microsoft.. SN
e > e 1 B
* Hame Create External Data Database Toals Desigh @
' i x' D Unian —ﬂﬂj iﬂ u,f Insert Columns z @Propertysheet
* = Lo e 0 Pass-Thraugh ‘ =R #‘ Delete Columns [_-'I'-ahle'Name"s: (A)
Wiews  Run Select | Make Append Update Crosstab Delete Showe I Totals F
- Table w7, Data Definition Table °\ ﬁﬂ] Return: Al 2] Parameters
Results ety Type Query Setup ShowyHide
-
Books Suppliers =
% BookID 2
? Supplier ID 'h

L] -
slew >
=
',.E.. Field: | Supplier Name EAUthor | I
_5 Table: Suppliers !chks| I I I
5 Sort ! ! ! !
= Show: ! 0 | ] | M [ | f
Criteria:
on
(o))
- /‘
Grid | 4 2
. Ready | Mum Lock | ~l
Figure 5-8: The Query Design View pane provides everything you need to set up or change a query.
(00)
If you add multiple tables o & query, they may not 1. :; ;he N:wgatlon ;an;i C|ICBk the pane T t::IeA :alaZ and ur:;is-r Navigate To Category, click
function as designed unless they have a relationship. ject Type. Under Filter By Group, clic ccess Objects.
Right-click a blank portion of the design area, and click 2. In the Queries group, right-click the name of the query you want to change, and click
Relationships to view any related tables (see Chapter 2 Design View. The query opens in Design View, and the ribbon displays the Design tab ©
for information on joining tables into relationships). (Query Tools).
—h
o
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“ShowTable

Tahles Queries mh_I

- A

Printers
Suppliers

E Add 1 [ Close

Figure 5-9: Add tables and queries to the design area.

A popular use for queries is to calculate a total. Click
Totals in the Design tab (Query Tools) Show/Hide group
to add a Total row to the grid. Click the Total field in the
column where you want to apply it, click the down arrow
that appears, and choose the type of total you want.

If you choose Expression, type the expression in the
Criteria field; or right-click the field, and select Build to
use the Expression Builder.

2 5 Property Sheet Field: | List Price
Xz Total: | eifisls)!
i Table Mames Ehit
Ffop Parameters G

Criteria:
ShowHide i
on

|
Totals

v

WORK IN THE DESIGN AREA

The top portion, or design area, of the query Design View pane displays the

fields, tables, and queries that you want the query to use in performing the
actions you ask of it. (Existing queries will show their associated tables and
queries; new queries will show a blank palette.)

1. If not displayed, click Show Table in the Design tab - =
. —L,I:'_ o= & Insert Columns
(Query Tools) Query Setup group to display the Show 3 ST
Table dialog box, shown in Figure 5-9. Choose which igar: N B Return: [A1 =
tables and/or queries you want to include (press CTRL e
while clicking objects to select multiple objects).

2. Click Add. The objects are added to the design area. Click Close when finished.

3. In the Query Type group, click the query you want. Depending on your selection, you
will see a tailored grid at the bottom of the pane and/or be presented with a dialog box
requesting more information from you.

5& }(' QD Unian

H * @ PassThrough
Make Append Update Crosstab Delete

Tahle ¥, Data Definition

Query Type

4. To remove an object from the design area, right-click the object and select Remove Table.
WORK IN THE GRID

The lower portion of the query Design View pane, or grid, contains columns that

you set up, on a field-by-field basis, using the fields from the tables and queries

in the design area. Each column has several parameters Eoe |
you can apply to fully build your query.

Books
ISEM

4

1. If working with a blank grid, add the first (or only) field to

the leftmost column by locating it in the table or query in f\ztt;goorw il

the design area and dragging it into the field labeled Field. E‘;‘ish — H

You can also click the field in the grid, click the down arrow List Price

that appears, and select the field you want. e
2. If you want to sort your results, click the Sort field, click its 4 [ii]

down arrow, and select the sort order you want. S =
3. Select the Show check box if you want the values from e g -

this field to display after the query is run.
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You can simultaneously move all fields in a table or
query from the design area to the columns in the grid,
rather than dragging them or choosing them individually.
From the top of each field list in the table or query object,
drag the asterisk (*) to the first field in the grid (see the
Suppliers table in Figure 5-8).

To better arrange the design area and the grid in the query
Design View pane, resize the pane by collapsing the
Navigation Pane and/or resizing the Access window. You
can also change the proportion each area occupies in the
pane by dragging the bar between the areas up or down.

To return to Design View after running the query, click
View in the Results group (Design tab).

4. Type expressions, values, or other criteria in the Criteria field; or click Builder in the
Query Setup group to have the Expression Builder help you construct an expression
(see the “Using the Expression Builder” QuickSteps later in the chapter).

—,_,lﬂi j*ﬁlnsert Rty uﬁ“‘ Insert Calumns

I = Delete Rowes 30 Delete Calumns
Shom -

Table |5 Builder | Sl Return: | Al -

Query Setup

5. Repeat steps 1-4 for other fields you want to include in the query.

6. Modify the structure of the grid by changing the number of rows and columns using
the applicable Insert and Delete tools in the Query Setup group. (See Chapter 4 for
information on selecting, inserting, and deleting rows and columns in a table.)

View the Query Results

In order to view the results of a query, you can run it from Design View, switch

to Datasheet View, or open a saved query in the Navigation Pane. 0
1. With the query in Design View, click Run in the Results group. \,«iew .R:n |
—Or— | Results

Switch to Datasheet View by clicking the View button in the Results group or clicking
Datasheet View in the Views area at the right end of the status bar.

_Or_
In the Navigation Pane, click the pane’s title bar, and under Navigate To Category,

click Object Type. Under Filter By Group, click All Access Objects. In the Queries
group, right-click the query you want to open, and click Open.

2. Depending on the query type you are using, you will either see the results displayed in
a table or datasheet or you will need to supply additional criteria in a dialog box.

Save and Close a Query
Queries, unlike advanced filters, can be saved as objects to be used over and
over again (of course, you can save the advanced filter as a query and use it
“over and over” again).

Microsoft Office Access 2007 QuickSteps  Retrieving Information
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SAVE A QUERY
AN You can save the query in Design View or in Datasheet View with the query
& results.
The Expression Builder, typically opened by clicking the
three-dot Builder button [ ] in certain property fields, is 1. Right-click the tab corresponding to the query’s name, and click Save.
used in several other areas of Access. lts functionality is —Or—
the same when used in filters and queries. Press CTRL4S.
2. Type a query name in the Save As dialog box, and click OK. The query will be
displayed in the Queries group in the Navigation Pane.
< CLOSE A QUERY
1. Right-click the tab corresponding to the query’s name.
S S —Or—
Mictosoft Office Sccess’ =
) In Design View, right-click a blank spot in the design area.
_12\ Do yout wank bo save changes to the design of query 'Queryl'? 2. Click Close.
[Cves | [ mo | [ cancel 3. If changes to the query have not been saved, click Yes when prompted. In addition, if
the query is new, type a query name in the Save As dialog box, and click OK.

©
Click to add term Click to add expression to the
to build area selected criteria field or property
USING THE EXPRESSION BUILDER
The Expression Builder, shown in Figure 5-10, provides e ———
N~ listings and buttons for the expression terms that you Build s
uild area T P
select to build your own expression. I\ |[Books]i[List Price] = «Expra > 12,
s Cancel
CREATE OR EDIT AN EXPRESSION =
ndo ‘
@ |n query Design View or in an advanced filter, = o i
. . e X . Operator row |— e+ - | *|&| =% << w ) Paste Help
right-click a criteria field, and click Build. P *—‘“—"J-"—“—% -“l _l _l
(ce] 3 Queryl » |BookID fialie: |
—Or= Tahles — 15BN
. . . . . SE ks | Categaory
® |n query Design View, place the insertion point - Authar
i 2 criteria fi ick Builder i Double-click folders C0 Printers £| | Tl
in a criteria field, and click Builder in the Query to display details in (3 suppliers | Publish Year
Setup group on the Design tab (Query Tools). middle and right panes (8 Queries L8 gﬁﬁm
o Continued. . . (80 Forms [Total Sales
(#1 Reports | Supplier
Figure 5-10: The Expression G Functions sl
Builder provides an interactive |
means to build expressions. <
o
-
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USING THE EXPRESSION BUILDER

(Continued)

ADD AN EXPRESSION TERM

1. Double-click the folders containing database

objects, functions, constants, operators, and
common expressions you want in the left, and
possibly middle, pane to see their details in the
other pane(s) to the right.

2. Double-click the term you want in the middle or
right pane, or click Paste. The term is added to
the build area at the top of the dialog box.

3. Repeat steps 1 and 2 to add other terms to the
expression.

ADD OPERATORS

® Click your insertion point in the build area where
you want the operator added. Click the applicable
button from the center row.

—Or—

® Double-click Operators in the left pane, select a
category in the middle pane, and double-click the
operator in the right pane.

ADD VALUES

1. Click your insertion point in the build area where
you want the value added. In most cases,
however, the Expression Builder will correctly set
up the build area expression for you after inserting
an operator.

2. Type the value.

ADD THE EXPRESSION TO THE CRITERIA FIELD
Click OK in the Expression Builder dialog box.

Set Query Properties

You can fine-tune several characteristics of a query by changing the attributes of
its properties, as shown in Figure 5-11.

Property Sheet x
Selection ype: Query Properties

General

Description
Default View Datasheet
Qutput All Fields Mo
Top Values All
Unigue Values Mo
Unigue Records Mo
Source Database [current)
Source Connect 5tr

Figure 5-11: The Query_ Properties S::g:gsﬁc;;sp . gﬁn:]sjs

Property Sheet lists several ODEBC Timeout 0
query properties whose settings Filter
you can choose or modify. QOrder By

Max Records
Orientation Left-ta-Right

Subdatasheet Mame
Link Child Fields
Link Master Fields

Subdatasheet Height 0"
Subdatasheet Expanded Mo
Filter On Load Mo
Order By On Load Yes

OPEN THE QUERY PROPERTY SHEET
The Property Sheet can be used to display both field properties and query
properties. Once you have the Property Sheet displayed, make sure you are
viewing the query properties list.

1. Click a blank area of the Design View pane (do not place 2 9 Property Sheet

the insertion point in a field). B Table Names

Totals
2. Open the query in Design View, and click Property Sheet in a1 Parameters
the Show/Hide group. showi/Hide
_Or_
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If you right-click a table or query in the

design area and select Properties,
you will see “Field List Properties”
instead of “Query Properties” in the
Property Sheet.

i Right-click a blank area the query Design View pane (avoid objects in

Property Sheet x the design area and the grid), and click Properties.
Selection type: Field List Properties _Or—
Alias Books Press ALT+ENTER.

Source

In each case, the Property Sheet will display the list of query properties

property name.

You can cycle through the options available to a property
(for those that have options) by double-clicking the

y (see Figure 5-10).
SET OR MODIFY A PROPERTY

® Click the box to the right of the property you want to set or change. Depending on the
property, type the setting you want to add or change.

—Or—
® Click the down arrow that appears, and select the setting from the drop-down list.
CHOOSE ONLY TOP OR BOTTOM VALUES

Top Values

Unigque Values
Unique Records
Source Database
Source Connect 5tr
Record Locks
Recordset Type
ODBC Timeout
Filter

Microsoft Office Access 2007 QuickSteps

When running a query that returns a large number of results, you can choose

to only have returned a certain number or percentage of the top or bottom

numeric values or newest or oldest dates (to display the bottom values, sort the

applicable field in descending order).

1. In query Design View, open the Property Sheet (see “Open the Query Property
Sheet”), and display the query properties.

2. Click the box next to the Top Values property, and click the down arrow. Click the

number of values to display or a percentage of the total values.

—Or—

In the Query Setup group, click the Return down arrow, and click the number of
values to display or a percentage of the total values.

=-LE j'EInsertRDws ':tf Insert Columns
.JJ

=5 Drefete Rows Crelete Colurnts
Sk

Table ™ Bullder Al Return: |25 -
1 CuEry Setup L\GII

3. Run the query.

Retrieving Information




Use the Form Tool
Work with the Split Form Tool

Setting the Location of the
Splitter Bar

Create a Form with Multiple

Records

Creating a Multiple-Table Form < ;| Ia | ’ | 6' ( ;

Employ the Form Wizard =

Unger:tanding Form Views creatl ng Fo rms
Use the Blank Form Tool and USi ng contrOIS
Create a Form in Design View

Adding Fields with the Field List

Add Elements to a Form You use forms to enter data or to display the information
Selecting a Form Section you have already entered. This chapter explains the several
AREE S CaEE ways you can create a new form. Access 2007 provides
LAl (G ) several form tools, a Form Wizard, and you can create a form
Copy or Delete a Control from scratch in Design View. You will learn how to modify
form designs to meet your needs and how to choose the
appropriate controls and set their properties.

Select Controls

Rearrange Controls
Understanding Control Layouts
Modify Controls

Navigating in a Data Entry Form Create FO I’mS

Access forms have many uses. Mainly used for data entry and viewing, they are
also utilized as user-interactive elements that offer additional choices or request
additional information.

Microsoft Office Access 2007 QuickSteps Creating Forms and Using Controls
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You have more than one way to create a new form. You can use one of several
form tools, use the Form Wizard, or start from scratch in the form Design View.

We are assuming in this chapter that objects are Whatever method you choose to create a form, you can tailor its appearance
displayed with tabs instead of with overlapping

windows. Some instructions may not apply when you
use the overlapped windows display. See Chapter 1 for

information on changing how objects are displayed. Use the FO rm TOOI

The Form tool lets you create a form with one mouse click. Because forms are

and behavior to exactly match the end use for the form.

often created to make data entry more efficient, the Form tool simply places
each field from the table or query you select into an easy-to-read form. If there
is another table that has a one-to-many relationship with your selected table
(or query), that table is displayed as a datasheet under your new form. This is
shown in Design View in Figure 6-1.

‘[ﬂ' =1 Qi PivotChart E
e ]
' ==k == =
i Blank Form R
If you create a form with the Form tool from a table that | Form | Spiit Multiple O el
q f f ; =5 More Forms ~ i
has several one-to-many relationships with other tables, Form  Items oo Design

Forms
Access 2007 does not add datasheets to your new form.

To create a form with the Form tool:

1. Open a table or query in Datasheet View.

2. In the Create tab Forms group, click Form. A new form is displayed in Layout View. You
see the Form Layout Tools tabs displayed above the ribbon, as shown in Figure 6-2.

‘The fields appear in the form in the same order as in the Work with the split Form TOOI

underlying table or query.
Access 2007 includes a new tool that displays both a Form View as well as

the Datasheet View of the table with which you are working. The two views
are coordinated so that you can make changes in either the Form View or the

Datasheet View.
CREATE A SPLIT FORM
You can change the positions of the form and datasheet 1. In the Navigation Pane, drag the table or query with which you want to work into the
in a split form using the Split Form Orientation Property. Access 2007 work area.

See “Work with Spiit Form Properties. 2. In the Create tab Forms group, click Split Form.
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Figure 6-1: Use the Form tool to create a new form with one mouse click.
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The Form Layout Tools tabs help
you create the form you need

— e 2 .
-Q%Conditionai |m||;&§ ’

i Data : Database {Access 290]"] - Microsoft Access

= line Thickness~

. :] Page Numbers
Logo X
@ Date and Time g Line Color=
Controls.

ine Type~

Gridlines
= & Color~

Gridlines

Add Existing
Fields

- =y
R | WG
et || | oo [
AutoFormat

==
@ cashform_sep_2006
@ cashreceipts_aug_2006 7
5
B clinicPatients || || i
EH Employees Patient Chart Number: |MERHC000
@ Paste Errors 1{ f
Date: 3/2006
@ Procedures |
BH vendors Patient Name: MERHC000
Clinic Patients FORM 1
: mt Info: VISA payment
receiptaug0é oy payl
Mode: |(s125.00) |
Ins Code: C
Ins Payment: |$0.00 |
patient Payment: |($125.00) |
Other Charges: $0.00
Collection: 50.00
Refunds: | |

I Record: 4 ¢ %

i | ‘T Ma Filter | |Search

Layout View | Num Lock |

11

Fields on your form appear in the
same order as your underlying data

Microsoft Office Access 200 ickSte|

You can select any
record for your form

Creating Forms and Using Controls

Figure 6-2: Forms allow you to determine exactly what information to display.




SETTING THE LOCATION OF
THE SPLITTER BAR

You may want to fix the location of the splitter bar so that
those who use your form in Form View cannot change

it. To permanently set the location of the splitter bar in a
split form:

1. Right-click the form’s tab, and click Design View.

2. Press F4 to open the Property Sheet. “Form”
should be displayed at the top of the Property
Sheet. If not, click the down arrow, and click
Form.

3. Click the Format tab, click the Split Form Splitter
Bar property, and click Yes on the drop-down
menu. If you click No, the splitter bar is hidden
from users.

4. Scroll to the Save Splitter Bar Position property,
and click Yes from the drop-down list. If you want
to set an exact position, scroll up to the Split
Form Size property, and type the exact setting
you want for the height of the form pane.

Split Form Size 21455

Split Form Crientation Datasheet on Bottom
Split Form Splitter Bar Yes

Split Form Datasheet Allow Edits

Split Form Printing Datasheet Only

Save Splitter Bar Position Yes

5. Right-click the form’s tab, and click Layout View.
Drag the splitter bar to where you want it located if
you have not set an exact position in step 4.

6. Right-click the form’s tab, and click Form View to
see how your split form looks.

3. Your new form appears in Layout View, and the underlying data appears at the bottom
of the Access work area in Datasheet View, as shown in Figure 6-3.

4. To move the form separator line (called a splitter bar) up or down, place your mouse
on the line until you see the double-headed arrow. Hold down the mouse button, and
drag up or down to move the splitter bar and display more of either view.

— S 1]

Last Mame =~ First Name -

WORK WITH SPLIT FORM PROPERTIES

You can set several properties of your new split form from the Property Sheet.
See the “Setting the Location of the Splitter Bar” QuickSteps for additional
properties.

1. From within your split form, press F4 to open the Property Sheet.
2. In Layout View or Design View, set these properties:

® Click Split Form Orientation to set the location of the datasheet. It can be on the
left, the right, above, or below the form.

® Click Split Form Datasheet, and click Allow Edits to enable editing directly on the
datasheet. Click Read Only to prevent editing on the datasheet.

® Click Split Form Size to specify the width and/or height of the form.

® Click Split Form Printing to specify what is printed when the user prints the form.

Create a Form with Multiple Records

The Form tool creates a form that displays one record at a time. If you need a
form that displays more than one record, you can use the Multiple Items tool.
With a multiple-item form, you can show all of your records, but add a logo or
other graphics, change text box sizes, or add controls—things you cannot do in
a table or datasheet.

1. From the Navigation Pane, open the table or query with which you want

to work. =
2. In the Create tab Forms group, click Multiple ltems. woe

Microsoft Office Access 2007 QuickSteps Creating Forms and Using Controls
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3. Your new form is displayed with all the records from the table or query you selected.

CREATING A MULTIPLE-TABLE FORM = Clinic Patients i
You can choose fields from more than one table if the Patiel LASTNAME  FIRST Rl i
tables are related (see Chapter 2). a ‘F"@"s = N im‘r"r’}m? H S‘WSHSE"’ |

1. In the Create tab Forms group, click More Forms 5 |mecaty |k loesssu7r || ssool maggie I
and click Form Wizard. ‘ H ‘ ’H

2. Click the Tables/Queries down arrow, and select o |[Nosster J ‘ e H e |1 I
the main table from the Tables/Queries list. Record: 1 11of10 | » W F | Gl e |lsearch "

3. Double-click each field you want. The fields are

evEs e e Selesed Feks M o 4. Make any changes you want for this form. See “Modify the Form Design” later in this

chapter for more information.
4. Repeat step 3 and select the related table from P

the Tables/Queries list. 5. Right-click the form tab, and click Save to display the Save As dialog box. Type a

5. Select the fields from that table. name for this form, and click OK.

6. Click Finish or click Next to continue the wizard 6. Right-click the form’s tab again, and click Close to close your new form.

(see “Employ the Form Wizard”).

Employ the Form Wizard

If you have used earlier versions of Access, you are familiar with the Form
Wizard. You can still use the Form Wizard in Access 2007. The wizard helps you
specify how your information is sorted and displayed, and you can use fields
from several related tables or queries. For more information on establishing
relationships, see Chapter 2.

EuTi

If you haven’t specified which table or query to use in %Mom Funnie.v-:] Design
the new form, the Form Wizard shows the first object in 1. To start the Form Wizard, in the Create tab Forms group, click More BE] o wiesra
! . . ] orm ¥YWizar
the alphabetic list of tables and queries in the current Forms and click Form Wizard.
database. You can change that in the first dialog box. 2. In the first Form Wizard page, click the Tables/Queries down Datashest
arrow, and select the table or query you want as the basis for :
the fOfm q ry y @ Maodal Dialog

3. In the Form Wizard page shown in Figure 6-4, move the fields you |U} PivotTable
want from the Available Fields list to the Selected Fields list by
either double-clicking the fields you want or by using the select/remove buttons between
the two lists (single arrows move the selected field; double arrows move all fields).

4. Repeat steps 2 and 3 if you want to include fields from other tables or queries. Click
Next when finished adding fields.
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{ Views Format Grdlines Contrals AutoFormat |
Custom Group 1 * s e L -
Urieagied Objces 2 : E' Clinic Patients
cashauglé T E|V_
Bl EshEOR. sep 2006 Patient Chart Number: |5 - | Form
E cashreceipts_aug_2006 - l
Z Clinic Patients LASTNAME: Canady
E Employees h
Procedures FIRST: EBridget ‘
E Vendors |
I
Clinic Patients FORM 1 PHONE: i36055&3211 ‘
Clinic Patients FORM A : =
Farm1 S —— | spiitter bar o
Multiple Ttems Clinic Fa.. || - Patient Char-1 LASTNAME -T| FIRST - PHONE =~ ZIp - CHILD - -
| |12 Anders-Evaling Myana |360-555-9712 | 98170 Mack
? Fatient Friene Lt | Briken Kim 360-555-4671 | 38174 Felicia
receiptauglG R Brown June 206-555-7112 | 98115 Kassie
receiptaugs B Canady Bridget 360-555-3211 98254 Billy
TAEEED PHOME LIST | |8 McCarthy Chuck 206-555-1177 | 98001 Maggie
|8 Mullins Hanna 360-555-6711 98221
|9 MNosster Kelly |360-555-1744 | 98125 |Kim
| (10 Smith May 360-555-5555 91225 Beth
| 114 Torjerson Clay 360-555-7461 93002 Crystal 1 i
7 Wiggins sally 3605554577 98175 sam L - | Underlying data
Record: 4 4 40f10 | » W b [ GunFie |(search | |
Layout View | Num Lock |
! ~
Figure 6-3: The Split Form tool allows you to see both your form and its underlying data.
5. The next two Form Wizard pages offer you choices of layout and style (see Figure 6-5).
Choose the layout and style you want, and click Next after each choice. (0]
6. In the final page of the Form Wizard, type a title for the form. Then:
If the form is blank, there may not be any data in the table or . ) . .
) @ Click Open The Form To View Or Enter Information to start entering data at once.
query you chose as the basis for the form. Open the table to
check for data. If you based the form on a query, the query —Or— ©
A GRu rec.ords EEEALEE Gl TG S ® Click Modify The Form’s Design to change to Design View, where you can edit
Run the query to see if any records are returned. (See the design. See “Create a Form in Design View” later in the chapter.
Chapter 5 for more information on working with queries.) . - o
7. Click Finish. The completed form resembles that shown in Figure 6-6.
—h
o
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UICKFACTS !

UNDERSTANDING FORM VIEWS

Three views are available when you use a form. These
are Form View, Layout View, and Design View. Each has
its uses.

USE FORM VIEW
Form View allows you to enter data more efficiently. With
Form View, you can:
® Sort and filter your data
® Quickly find specific records
® Change the formatting of specific text boxes

® Check spelling of the data within the form (and its
underlying table)

USE LAYOUT VIEW

Layout View is the view you first see when using the
Form tool. With it you can:

® See the data as you are working with the form
so that you can make changes that fit your
requirements

® Add and edit controls to the form

® Add fields using the Field list (see “Adding Fields
With The Field List" QuickSteps elsewhere in
this chapter)
USE DESIGN VIEW

Design View allows you to see more parts of your form;
however, unlike Layout View, you don’t see any of your
data. With Design View you can:

® Add labels, lines, rectangles, and other such
controls to your form.

® Edit text boxes directly within each text box,
without using a Property Sheet. (See Chapter 5
for information about Property Sheets.)
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Remove the |

qurm Wizard

| Which fields do you want on your form?

You can choose from more than one table or query.

[Table: Clinic Patients

Available Fields:

Patient Chart Number
LASTMAME

selected field |

sl

Figure 6-4: The Form Wizard allows you to select the fields you
want to include in a form.

.Fg rm Wizard
What layout would you like for your form?

Cancel | [ <Back || mea» || mEmsh

Figure 6-5: You have a choice of four different layouts for your form.

Change the
underlying
data source

Add one
field

Add all
the fields

Remove
all fields
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-
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Form View | Hum Lock

[@mm

UNDERSTANDING FORM VIEWS
(Continued)
® Add new fields and controls to your form right on
the design grid.

® Resize sections of your form, such as the form
header or footer.

SWITCH VIEWS i save
® To switch between views in &2 Close
your form, right-click your form i Close Al
tab, and click the view with Egmm:View
which you want to work. The _ | AOHT Ve
|BZ  Design view. |

icon for the current view will
be highlighted in the View button on the Format tab
(Form Layout Tools).

Figure 6-6: View the finished form in Form View.

Use the Blank Form Tool

If you have only a few fields with which you want to work, you can quickly
create a form using the Blank Form tool.

1. In the Create tab Forms group, click Blank Form. [ Biank Form

2. Ablank form window opens in Layout View, as shown in Figure 6-7. The Field List
pane opens on the right side of the Access work area, displaying each table in your
database.

3. Click the plus sign to the left of the table with which you want to work. The Field list
displays each of the fields within that table (see Figure 6-7).
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| ‘Farm Layout Toals | Clinic Data : Database (Access 2007) - Microsoft Access = = x

Database Tools | Formatting Arrange @
A | ! — = ] Titte
T ‘% .FG.’[ImuII‘I—g“ ‘. @ g |." Lz : . s o
2t | | | #] Page Mumbers =
=== Conditional k|| (BaRiGEE| || Gridiines Logo 3 _ e bt 1=
# - | i - o= %Date and Time & - Fields i
Format Gridiines Contrals AutoFormat
bes Field List
Fields available in other tables:
=l cashaugls Edit Table
D
Patient Chart Number
Date
Patient Name
g Pymt Info
E Mode
= Ins Code
,.E Ins Payment
E‘ Patient Payment
:_ Other Charges
= Collection
Refunds
# cashform_sep_2006 Edit Table
[# cashreceipts_aug_2006 Edit Table
[# Clinic Patients Edit Table
[* Employees Edit Table
Record; M« 1ofl |+ M | & he Fiiter | [Search ¥ Paste Errors Edit Table
: T — [ Procedures Edit Table
Layout View | Num Lock
| | # Vendars Edit Table
-LEY Show only fields in the current record source

Figure 6-7: The Blank Form tool opens a blank form and the Field list, from which you can choose your own fields.

Create a Form in Design View

You can begin designing a new form without the help of the form tools or the
wizard. You also have the option of choosing a table or query as the basis for the
new form or creating a form not linked to existing data at all.

1. In the Create tab Forms group, click Form Design. A blank form grid opens with the

If you don’t want the form fields in the same order as in Field List pane on the right side of the Access work area.
your table or query, select the fields one at a time in the 2. Click the plus sign to the left of the table you want to use as the basis for your new
order in which you want them on your form. form. The Field list displays each of the fields within that table. See “Adding Fields with

the Field List” QuickSteps elsewhere in this chapter.
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ADDING FIELDS WITH
THE FIELD LIST

The first step in creating a form is to add fields to the

In the previous section, we chose the field and Access provided the control. Now N
we'll talk about adding the control (the empty container) for a field. Later, we
will assign a field (bound control) to it with a wizard or with a Property Sheet.

design. To display the Field List: .
. S You can also use the controls to add command buttons, list and combo boxes,

® Press ALT+F8.
_Or_

l ADD FIELDS USING CONTROLS
and other controls. For more information on controls, see “Use Controls” later in W
a

- this chapter.
® In the Design tab Controls group, R
click Add Existing Fields \ Toals 1. Open the form, right-click the form tab, and click Design View to display the form
grid design.
You can add fields from the Field List pane to the form by N

2. In the Design tab Controls group, click Use Control Wizards to have Access provide
assistance, when available. |»

using one of the following methods (see Figure 6-8):
1. To add one field, drag its field name from the list
to the design grid.
—Or—
Double-click the field.
—Or—
Right-click the field and click Add Field To View.

3. In the Design tab Controls group, click the control you want to place on your form.
A small icon appears by your mouse pointer.

2. To add a contiguous group of fields, click the first
field name, hold down SHIFT, and click the last
field name in the group. Then drag the group to
the form design.

4. Click the position on the grid approximately where you want the control on the form. If
there is a wizard associated with this control, follow its steps.

3. To add a group of noncontiguous field names 5. After you have added all the controls you want, right-click the form’s tab, and click Save.

hold down CTRL while clicking each field name. MODIFY THE FORM DESIGN ~

Then drag the group to the form design. When you have completed the form design—either with the help of the Form

4. Click the field move handle to drag each field to Wizard or on your own—you can still make changes to it. Forms have many

the desired location.

properties that determine their appearance and behavior. There are properties
5. Click the Close button to close the Field list.

for the form itself, properties for controls, properties for the title, and so forth. o0
6. In all cases, your new field appears on the blank

form, as seen in Figure 6-8. After you have
entered all the fields you want to use, right-click

Verify that “Form” is in the Selection box at the top of the Property Sheet. For
ways to change properties, see the “Selecting a Form Section” QuickSteps.

the form’s tab, and click Save. 1. Open the form in Design View. L
; : Property (o]
7. Type aname in the Save As dialog box, and 2. In the Design tab Tools group, click Property Sheet. e

click OK.
3. Click the Format tab. Figure 6-9 shows a partial list of the format properties you can set

for your form. Other tabs in the Property Sheet offer data, event, and other properties.

8. Right-click the tab again, and click Close.

0]
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FIRST
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cashaugla Edit Table
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cashform_sep_2006 Edit Table
cashreceipts_aug_2006  Edit Table

Employees Edit Table

Paste Errors Edit Table
Procedures Edit Table
Vendors Edit Table

10

/

Show only fields in the current record

Figure 6-8: Start adding fields to the new blank form.

Form grid Other available fields

4. Select the property from the list, and enter a value; or click the property’s down arrow,
and choose from the list of options.

5. When you have finished, right-click the form tab, and click Layout View to see how
your changes affect your form.
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Property Sheet B3
Selection type: Combo Box N
| Combod [=]
meat[ Data I Event I Other I All |
[Format _ [ =] =
|Decimal Places |Auto |:J
Visible |¥es .
Column Count 1 w
|Column Widths |
\Calumn Heads No
List Raws 16
List Width \Auto
\Separator Characters |System Separator
|Width 2.0833"
Height |0.9683"
Tap =
. ’ . . |Left 14.1667°
You can size the grid by dragging the lower-right corner Back Color | SFFFFFF
i |Border Style |5alid
or the right or bottom borders. Border Width Hairiine
\Border Color | #0000
|Back Style [Normal
Special Effect (Flat (é)]
Font Name | Calibri
[Font Size 11
Text Align [General
[Font Weight Normal
When you select and place many of the controls in oI drig LL. -
Font Htalic Mo
the form design, you launch a wizard that guides you | Fora Calar =nnnnnn =
through the process. You must have selected the Control | = llial: Heises 38
Wizards tool by clicking it for these wizards to start.
Figure 6-9: Set the form properties with the Property Sheet.
Add Elements to a Form ~
You can add elements such as a title, the date and time, and page numbers to
To view or remove your form header (and footer), in your form.
the Arrange tab Show/Hide group, click Form Header/
Footer m (removing the header and footer sections ADD A TITLE [0)
also deletes any controls you may have in them). You Titles are located in a form header. If you did not use the Form Wizard to create
can also use the Show/Hide group to remove or include a title, you can manually add a title and create a form header.
other elements of the form design area, including the
horizontal and vertical rulers, the grid pattern, and the 1. Open the form in Design View.
page header/footer (described in “Add Page Numbers” 2. In the Design tab Controls group, click Title. A title is created in the form header, as ©
later in the chapter). ) seen in Figure 6-10. By default, the caption is “Form 1.” £
3. Click inside the caption, and type a title name. Press ENTER to save your new title.
—h
o
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Figure 6-10: The title you create will appear in the form

header.
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CHANGE THE APPEARANCE OF A TITLE

1. In Design View, right-click the label box for your title, and click Properties to display
the Property Sheet, if it is not shown.

2. Click the Format tab. From the Properties list:

® Click the Font Name down arrow to display a list of fonts from which to choose.

® Click the Font Size down arrow to choose from a list of sizes, or type the size you
want to use.

® Click the Fore Color down arrow to choose another color for your title.

3. Press ENTER or TAB to accept any changes you have made. You might need to
increase the size of the control to accommodate an increased font size.



INCLUDE THE DATE AND/OR TIME ON A FORM

If you choose to display page numbers, a special section F . . d to include a d d £ Th N
el I (R G e A R G s ) rom time to time, you may need to include a date and time on your forms. The

form. You see these sections in Design View and Print date and time that appear are the system date (the date on your computer) at
Preview. i T the time the form is opened.
Patient Phone List E Patient Phane st
e S Page 1 1. Open the form in Design View.
="Page " & [Page] 2. In the Design tab Controls group, click Date And Time to open the Date and Time
s . dialog box. 3}
[ Indlude Date 3. Click Include Date to display the date. Choose from the three available formats, as seen
©) Thursday, November 02, 2006 in Figure 6-11. An example of how the format will look is shown in the Sample area.
i1 02-Nov-06 N
) 11/2/2006 4. Click Include Time if you want to display the time as well. Choose from the three
[Zl1ndude Time available time formats.
‘ [ 5. Click OK to close the dialog box. The date (and time, if you included it) controls appear
€ in the form header.
Sample: 6. Right-click the form tab, and click Save to save the changes to your form. .
Thursday, November 02, 2006
e ADD PAGE NUMBERS
[ o ][ cond | You can insert page numbers on your form in either the header or footer.
Figure 6-11: You can choose to display 1. Open the form in Design View.
both the date and time on your form. . . .
2. In the Design tab Controls group, click Insert Page Numbers to display the Page
B Numbers dialog box. ||
Pt 3. In the Format section, click Page N to display the page number. Click Page N Of M to
@ Page N . «
Bt display each page number as well as the total number of pages—for example, “Page 7 ~
N of 12.”
Position
@) Top of Page [Header] 4. In the Position section, click Top Of Page [Header] to display your page humber in
Oienatiar £y the form header.
ﬁ!ig']l_']_w_ent: -
coer  [4] —Or- o
(9] shaw Nurber on First Page Click Bottom Of Page [Footer] to have the page number appear in the form footer.
5. Click the Alignment down arrow to choose how your page number aligns on the form,
that is, in the center, right, or left.
) ) 6. Click the Show Number On First Page check box if you don’t want to have the page ©
By default, Access puts the date and time control in ’
number appear on the first page of your form.
the form header. You can drag this control to another
location on your form if you choose. 7. Click OK when finished.
—h
o
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SELECTING A FORM SECTION

Before you can work on a particular section of a form
(or report), you need to select it.

SELECT THE FORM
® To select the form itself, click the form selector
(the small square at the intersection of the
horizontal and vertical rulers). A small black square

appears when the form is selected. [ -
O |_|| # Form Header
— r_

® On the Property Sheet, click the Selection Type
down arrow, and click Form.

SELECT FORM SECTIONS

The form header, footer, and detail sections also have
selectors at the intersection of the section bar and the
vertical ruler:

® Click the selector for the section you
want selected. The section bar is
reverse-highlighted (white text appears
on a black background).

—Or—
® On the Property Sheet, click the Selection Type

down arrow, and click the section (or control) from
the list.

You can change the size of the design area sections by
dragging the top of the section bars up or down.

J

Use Controls

Form designs include three types of controls:
® Bound controls contain data stored directly in an Access table. For example, text
boxes, combo boxes, and list boxes are bound controls.

® Unbound controls are design elements unrelated to table data. For example, labels,
command buttons, images, lines, and rectangles are unbound controls. These are
discussed in the next section, “Add Unbound Controls.”

® Calculated controls are a type of bound control that contain data that is an expression
of several elements, similar to a formula in Microsoft Excel. See “Add Bound Controls”
later in this chapter.

Some of the control types used in Access 2007 are shown in Table 6-1.

Add Bound Controls

You can set up bound controls from a wizard or manually using the Field list.
The easiest way to add table or query data to the design is to use the Field list,
as described in the “Adding Fields with the Field List” QuickSteps earlier in this
chapter. To add other types of controls, see “Add Fields Using Controls” earlier
in the chapter:

ADD A COMBO BOX CONTROL WITH THE WIZARD

Combo and list boxes are both bound to the underlying table data. The only
difference between them is the amount of space they take up in the form:
® Alist box displays a number of values in the field. How many values depend on the

height of the control you draw in the form design. If not all values fit in the box, a scroll
bar is added.

® A combo box displays a single value with a down arrow that expands the list. Again, if
there are more values than fit in the drop-down list, a scroll bar is added.

Control wizards are available for many of the control types. For example, you

can add a combo box control that shows a list from which the user can choose,

based on values in the underlying table or query or on values you create.
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CONTROL NAME DESCRIPTION

Text box

A control that displays the values stored in fields in the underlying table or query, including calculated fields

Label

A block of text, such as a title, a description, or instructions for the user

Command button

A button that starts an action—such as opening a report, running a macro, or initializing a VBA procedure

Combo box A control that displays a drop-down list of values, with a text box for data entry

List box A control that displays a list of choices for user interaction (this can represent a field value or search criteria)
Subform/subreport A control that displays data from more than one table

Line A control that allows you to emphasize information on a form

Rectangle A control that can be used for graphic effects

Bound object frame

A control for objects that are stored in a field in the underlying table’s data

Option group

A set of mutually exclusive options within a frame (can contain toggle buttons, option buttons, or check boxes)

Check box

A control that specifies a Yes/No value from the underlying record source

Option button

A control that displays a Yes/No value

Toggle button

A button that shows an on or off position

Tab control A control that can be used to create a form with several pages so that the user can move from section to section by
clicking the tab

Insert page This tool allows you to insert a new page into your form

Insert chart A control that can be used to display Access data in chart form

Unbound object frame

A control used to display an OLE object

Image

An unbound picture, such as a company logo, that has no ties to the underlying data in the form

Insert/remove page break

A control used to start a new screen on your form or a new page on a printed form

Insert hyperlink

A control used to insert a link, whether to another location or file on the user’s computer, a Web site, or an
e-mail address

Attachment

A control that allows the form to access the files stored in the underlying database as attachments

Table 6-1: Controls Commonly Used in Form Design

1. Open a form in Design View. In the Design tab Controls group, click Combo Box
[Form Control] = . Your mouse pointer turns into a crosshair, with a combo box icon.

2. Drag a rectangle on your form design where you want this list located. When you
release the mouse button, you will see both a label and an unbound control box, and
the Combo Box Wizard appears, as seen in Figure 6-12.

» »
Combol9: | Unbound |v
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Combo Box Wizard

| This wizard creates a combo box, which displays a list of values you
can choose from. How do you want your combo box to getits
values?

(@ I want the combo box to look up the values in a table or guery. |

() I will type in the values that I want.

(7 Find a record on my form based on the value I selected in my
combo box.

Figure 6-12: Use the Combo Box Wizard to easily set up a
combo box control.

You can use several formatting tools to change the
appearance of a form. See Chapter 8 for more information.

132 Microsoft Office Access 2007 QuickSteps

3.

N o o b

Click I Want The Combo Box To Look Up The Values In A Table Or Query if you
want your list based on information in the underlying data source.

—Or—

Click I Will Type In The Values That | Want if you want to add values from an outside
data source.

In either case, click Next (the rest of these steps assume you are using data from a
table or query; the steps to add values are similar and easily followed).

. Select the table or query where the values are stored. Click Next.
. Select the fields you want to see in the list, and click Next.
. Set the sort order for your items, if you choose. Click Next to continue.

. Drag the right edge of the column border to adjust the column widths to fit the field

values, as shown in Figure 6-13, and choose whether to show or hide the primary key
field. Click Next.

. If desired, enter a label for the combo box control in the text box at the top of the page

to replace the default label, and click Finish. Then switch to Form View to see the new
combo box control.

ADD A CALCULATED CONTROL

Calculated controls combine values from several text, number, currency, or date

fields that are included in the underlying table or query. A calculated control is a

Creating Forms and Using Controls

Combo Box Wizard
How wide would you like the columns in your combo box?

To adjust the width of a column, drag its right edge to the width you want, or double-didk the
right edge of the column heading to get the best fit.

Hide key column (recommended)

FIRST | LASTNAME | PHONE [ cHID | -
- ay Smith |360-555-5555  Beth
| June |Brown |206-555-7112 | Kassie
| ADIS/EVAL | ADIS/EVAL |360-555-9712  Mack
|BRIKI180 BRIKI130 380-555-4671 Felida
| TORJI000 | TORJ1000 |360-555-7461 | Crystal
| Bridget | Canady |360-555-3211 | Billy
_|Hanna | Mulling |360-555-6711 | | -
[ | [ <o [ mos ] [ oown |

Figure 6-13: You can adjust your column widths when
using the Combo Box Wizard.



text box control whose control source property is set to an expression. Here are
some examples: N

® —[price]*[onhand] displays the total value of the inventory.
® =[Expiration Date]-Date() displays the number of days until the expiration date.
® —[First Name] & " " &[Last Name] displays both the first name and last name with a
space between.
Depending on the data type of the calculated control, you may need to change
Controls are used in both forms and reports. Reports are some of its formatting properties. For example, if the result is a currency field,
discussed in Chapter 7. you may want to see a dollar sign. If you want to see the result in a different

font or bold, change those properties after creating the calculated control.
1. Open your form in Design View. In the Design tab Controls group, click the Text
Box tool. |abl

2. Click the form design area where you want the new control. The control and its label o
are displayed.

3. In the Property Sheet, click the Data tab. (If the Property Sheet is not displayed,
double-click the control.)

4. Click Control Source and type the expression you want.

Data | Event | Other | Al

|Control Source =[FIRST] & "~ & [LASTHAME]

—Or—

Click the Builder button E] to use the Expression Builder to help you set up the ~
expression (see Chapter 5 for more information on using the Expression Builder).

5. Click the Format tab to set the formatting properties that suit your needs, such as
formatting currency or fonts. For example, to format for currency, in the Format tab,
click the Format down arrow, and choose Currency. The data will appear in U.S. foe)
currency format.

6. Click the label of your new text box. On the Property Sheet, click the Format tab, and
type the name for your label in the Caption property box.

7. Right-click the form’s tab, and click Save. Right-click the form’s tab again, and click ©
Form View to see the results.

ol
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ADD A YES/NO CONTROL OR OPTION GROUP

Yes/No controls—such as toggle buttons  # , check boxes ||, and option
buttons |@ |
group control |[J.. (An option group control combines a set of Yes/No controls

can appear on a form as single controls or as part of an option

in a group within a frame. When the user selects one of the options, that value
is stored in the field associated with the option group control.) When you select
or clear one of these buttons, the Yes or No value is displayed in the underlying
table or query. The way it is displayed depends on the format property set in
the table design.

1. In a form open in Design View, in the Design tab Controls group, click the control you
want to use.

2. Position your mouse pointer in the form design where you want the control to appear,
and click. Check boxes and option buttons include a generic label, while the toggle
buttons show no label or image.

Option Group Wizard

What type of controls do you want in the option 3. If you have chosen a control with a generic label, click the control label (not the Yes/
Sample group? .
No control itself).
(C)  Option buttons . . . .
— — ] chedkboxes 4. On the Property Sheet, click the Format tab, and type the desired text in the Caption
2 e property text bor.
What style would you like to use? 5. Switch to Form View to see the results.
@) Etched ) Shadowed cp - .
© Pt © surken Yes/No controls can be grouped within an option group control that offers a
() Raised

list of mutually exclusive alternatives. The control itself is the frame around the

[ concel | [ stk |[ mewt> | [ mmsh | Yes/No controls. The Option Group Wizard is on hand to guide you through

adding an option group, as seen in Figure 6-14.

Figure 6-14: The Option Group Wizard helps set Yes/No
controls.

Add Unbound Controls
Unbound controls can be used to improve the appearance of the form and add
some user interfacing tools, such as command buttons. You can also add the
current date, time (see “Include the Date and /or Time on a Form” earlier in the
chapter), and images to the form.
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ADD A COMMAND BUTTON

Command buttons are true user interactive tools. For example, you can add N
a command button that opens or closes a form, moves to the next or to a new
record, or deletes the current record. Through the Command Button Wizard,
you can create over 30 different types of command buttons. To add a command
button that moves to the next record in Form View: W
1. Open the form in Design View.
: 2. In the Design tab Controls group, click Use Control Wizards to ensure the wizards
Command Button Wizard ) .
, __ _ are active. Click the Button tool | .
What action do you want to happen when the button is D
pressed 3. Click in the form design area where you want to place the button, and draw a rectangle.
Detexerik arfions e et for cact ectegre . The Command Button Wizard opens. Figure 6-15 shows the first Command Button
Actions: Wizard page, with the categories of commands in the left pane and groups of related
En: g:xt s individual commands in the right pane. The Sample pane displays the button’s default
Form Operati image.
R:Jr:rt (;Jprear:hn:ns Go To Last Record ! g a
S Sro e 4. In the left pane, click the Record Navigation category.
5. Select Go To Next Record in the Actions pane. Click Next.
— 6. In the next page, the wizard lets you choose between text and a picture to show on the
| <ok [lptiess ’ i ] button. Accept the default text name, or enter a different name in the text box.
—Or—
Figure 6-15: Create interactive tools with command buttons. . .
Choose Picture and accept the default picture.
—Or—
Click Show All Pictures, and choose another image from a list that includes all the -
Access icons.
In all cases, click Next.
7. Type a name for your button, if you choose, and click Finish. o0
INSERT IMAGE CONTROLS
You can add images that will remain constant on your form. To add an image
from a file on your computer:
1. In an open form in Design View, in the Design tab Controls group, click the Image ©
tool, and draw a frame in the form design area.
—h
o
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2. In the Insert Picture dialog box, locate the picture you want on your form,
as seen in Figure 6-16. Once you have located the file you want to use
on your form, double-click the file.

sider 4
| Dateaben  (Tais Size o 3. Your image is displayed on the form. Use the sizing handles to adjust the
— frame, if necessary.

 conv EERI IR
8l Computer | Il | L__“ ‘_ _[ I |

Favorte Links

- . e -
E| Decuments | Autumn Creek Desert Dock Forest
E: Pt Leaves Landscape
ﬂ‘ Music - _ R - _ PETRE S =
| S | . | [ | =
|4 Recently Changed | | T | ! §‘ ‘ | | l o
! RSN FShel BN ==
i Searches Forest Frangipani Garden Green Sea  Humpback
Flowers Flowers Turtle Whale
Folders N |
s > - —: ] —i [ e H - —
el 0 N 8
| Pictures 3] ! L | e L I ) i .
4 e Doyt Toeo Toucsn:  Tres Waterfall Winter - 4. Right-click the form’s tab, and click Save to save your form.
File name: Humpback Whale hd [WH‘* 7]

T -~ o] (ea ] | Copy or Delete a Control

After you have built a control and set its special properties, you can

Figure 6-16: You can add images to your form with the image control. . . .
o Y mag you " fmag create copies of it to add to the form design and remove controls you

no longer need.

COPY A CONTROL
1. Click the control itself, not the label. An orange selection border surrounds the control.

Patient Chart Number

You may need to change an image control’'s Size Mode
property. See Chapter 8 for more information on adding

pictures and other graphics to forms and reports. 2. Right-click the control and click Copy.

—Or—

In the Home tab Clipboard group, click Copy.

3. Position your mouse pointer where you want the copy to be on the form, right-click
again, and click Paste.

_Or_
In the Home tab Clipboard group, click Paste.

4. Drag the copy to where you want it on your form.
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DELETE A CONTROL
To remove a control from the form design: N

1. Click the control.
2. Click DELETE on your keyboard.

—Or- w
Right-click the control and click Delete.
If you change your mind, click Undo on the Quick Access toolbar.
Select Controls =
Even if you used wizards to create controls for your form (or report), you
will probably want to make some changes. Before you can make any control
changes, however, you will need to select the control.
(6]
When you select a control, you will see a border around it. In addition, there
are sets of small darker squares in several locations on the border. These are
the handles. The larger square in the upper-left area of the control is the move
handle; the smaller ones are sizing handles. Once one or more controls have
been selected, you can move, resize, align, adjust spacing, and change their
properties, either individually (if only one is selected) or as a group.
SELECT A SINGLE CONTROL
1. Open your form in either Design View or Layout View. ~
2. Click the control you want to select.
. . ~Or-
Property Sheet
datsin TR ot Click the Selection Type down arrow on the Property Sheet, and click the control you
o [z want to select. oo
g:ri:?_mnet |;
FIRST = SELECT MULTIPLE CONTROLS
FIRST Label s
Form = If you want to make the same changes to several controls, select them all before
making the changes. You may use one of the following methods: o
® |n either Layout View or Design View, hold down SHIFT while you click each control
that you want to change.
—h
o
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® Press CTRL+A to select all controls on a form.

@ Click any control in a group of selected controls, and you will notice a small four-headed
arrow inside a box at the upper-left area of the controls. Click it to select all the controls.

Patient Chart Number

LASTNAME

® |n Design View only, you may select controls using these methods:

® To select a column or row of controls, click the horizontal ruler above the controls or the
vertical ruler left of the controls when your mouse pointer turns into a bold arrow.

® To select a block of controls, drag to draw a rectangle in the form design area around
the controls. This selects all controls within or partially within the rectangle. (Make sure
Select is toggled on in the Controls group.)

Rearrange Controls
When you insert a control onto your form, you may want to move the controls,
arrange them differently, or realign them. Some controls have two move handles
(text boxes, option buttons, and check boxes, for example), so you can move the

edit region and label together or separately.

MOVE AND RESIZE CONTROLS
® To move a control, select the control and point the mouse pointer either on the
upper-left move handle or anywhere on the border until it turns into a four-headed
arrow. Drag the control to another location.
® To move a control with both an edit region and a label, drag any border to move them
together.

® To move just the label by itself or the edit region by itself, drag either move handle to
move just that part of the control, independent of the other.

® |f you have selected a group of controls, moving one control moves all the controls
together.

® To resize a control, drag one of the sizing handles. Dragging a corner sizing handle
can change both the height and width at once. If you have selected a group of controls,
they are all resized at once.
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QUICKFACTS |

UNDERSTANDING CONTROL
LAYOUTS

Control layouts can be compared to a table that is aligned
both vertically and horizontally so that your form will have
a professional appearance. These layouts help you to
present your information. There are two types of control
layouts, each of which arranges your data differently.

USE A TABULAR CONTROL LAYOUT
In tabular layouts, your controls are organized like an
Excel spreadsheet. Headers or labels are across the
top. For example, if you created a text box control for a
telephone number, in a tabular layout, the label for your
text box would be in the form header, and the control
would be beneath it in the detail section of your form.

5 st

U e R R R

# Form Header

LASTNAME

||| # Form Footer

USE A STACKED CONTROL LAYOUT
When you use a stacked control layout, each of
the labels appears on the left of the form, with the
control containing the information to its right.

£ ]
(==
(=[]
Stacked

ARRANGE CONTROLS
In Design View, in the Arrange tab (Form Design Tools) Size group, you can
adjust the position of one or more controls as follows:
® To Fit resizes a control to fit its contents.
® To Grid resizes a control so that all four corners reach the nearest grid points.

® To Tallest, To Shortest, To Widest, and To Narrowest adjust the size of all other
members of the group to fit one.

® Click the Anchoring down arrow to move a control or a group of controls in one or
more directions, as shown in Figure 6-17.

lﬁ' =] o Fit o Grid e Dlﬁ o 2 53
| S]ToTallest |2 To Widest B =
Bring  Send vy || IHE !
:|:] To Shortest _’_‘!, To Marrowest | g Front to Back i‘J"' B : N
=
EIW! _'——‘ E Stretch Across Top =) Tap Right

=] =
m Stretch Down Stretch Down and Across Stretch Down and Right
| - r

== EBottom Left o Stretch Across Bottom Bottom Right

Figure 6-17: You can arrange a group of controls on your form
in several directions.

ALIGN AND SPACE CONTROLS

The aligning and spacing options apply to groups of controls. Forms look more
professional when the elements are lined up evenly and are equally spaced.
1. With a form open in Design View, select a group of controls using any of the methods
described in “Select Controls” earlier in this chapter.
2. In the Arrange tab Control Alignment group:
® Click Left to place all controls in a column with the left sides lined up.
@ Click Right to place all controls in a column with the right sides lined up.
® Click Top to place all controls in a row with the tops lined up.
@ Click Bottom to place all controls in a row with the bottoms lined up.

® Click To Grid to place the upper-left corner of all controls on a 4 To Grid T Top
grid mark. & teft i Bottom
=| Right

Control Alignment
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There is an Arrange tab available while you are working

Modify Controls

Once controls are placed in the form design, you can still make changes to their
i e e e el i Bt Wi [lomewen (s appearance and behavior. To modify a control, select it (as described in “Select
options available in Layout View are not as extensive as Controls,” earlier in this chapter), and then change its properties, switch to a

those in Design View. different control type, or copy its format to other controls.

OPEN THE PROPERTY SHEET

Controls in forms and reports all have properties that set their appearance and
behavior. The Property Sheet contains lists of all the properties that apply to the
selected control, arranged by category.

To open the Property Sheet for a control, in either Layout or Design View:
® Press F4.
—Or—
® |n the Arrange tab Tools group, click Property Sheet.
® |n Design View only, you can double-click the control to open the Property Sheet.

The lists of properties in the sheet depend on the type of control you have selected.
Click the tab that contains the type of property you want to set, or click the All tab
to see them all. A scroll bar indicates there are more properties than are visible at
the moment.

CHANGE A CONTROL

To change a property, click the property and type the setting in the property box.

e

R R A T = —Or-
Click the down arrow, and select the setting from the list.
—Or-

Click the Builder button to get help from a gallery, Expression Builder, list, or

dialog box with a choice of builders. What shows up depends on the type of

[ox ][ concel control you have selected.

If you have selected more than one control, the properties displayed in the
Property Sheet are limited to those common to all the selected control types.
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APPLY WINDOWS THEMES FOR CONTROLS

By default, Access 2007 applies the current Microsoft Windows visual theme to N
the controls you use in your forms. While this might make for a more consistent
You can change the Windows visual theme and/or
) .g. - ] look to the user, you may not want to use the current theme for all of your
modify an existing theme to your liking. See Windows datab Chapter 8 f inf i f ting d
) . . . new databases (see Chapter 8 for more information on formatting forms an
Vista QuickSteps, published by McGraw-Hill/Osborne, for ( p & o
more information on modifying Windows visual elements. reports). To turn Windows themes on or off:
1. Open a database and click the Office Button.
2. Click Access Options and click Current Database.
3. In the Application Options section, click Use Windows-Themed Controls On Forms o
to use these themes, or clear this check box so that the theme will not be applied to
your form’s controls, as shown in Figure 6-18.
4. Click OK to close the dialog box.
(&)
i =___ B
Hepe E_E l Options for the current database. |
Datasheet Application Options
Object Designers Application Title: | |
Proofing Application Icom: | | [ Browse...
Advanced Irl Use as Form and Report [con
Display Form: ! (none EI
Customize [¥] Display Status Bar ~J
Add-ins Document Window Options
) Dverlapping Windows
TrostEenter @ Tabbed Documents
Resources Display Document Tabs
Use Access Special Keys i
[F] compact on Close (0]
Iﬂ Remove personal information from file properties on save
| Use Windows-themed Controls on Forms -
Rl il ] b
[ ok ][ concet |
(o]
Figure 6-18: You can choose to use Windows themes on your form controls.
—h
o
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NAVIGATING IN A DATA ENTRY FORM

When you use a form for data entry, you usually press
TAB to move from one field to another. The order in
which you move through the fields is determined by the
sequence in which you add the fields to the design. If
you have rearranged them, you may no longer have a
smooth trail through the data. To fix this:

1. Open the form in Design View.

2. Select the Detail section by clicking its selection
box in the vertical ruler.

3. In the Arrange tab Control Layout group, click Tab
Order. =iTab Order

4. In the Tab Order dialog box, under Section, click
Detail.

5. Click Auto Order to build a path left to right, then
top to bottom.

_Or_
Under Custom Order, click the field selection
box (the gray square at the left of the field name),

and drag it to a new position in the list, as seen in
Figure 6-19. Repeat with other fields as necessary.

6. Click OK when the fields are in the order you want.
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 Tab Order

Seckion;

Custam Grder:

éEorm Header

| Form Footer

Click ko select a row, or
click and drag ko select
multiple rows. Drag
selected rowis) to move
them to desired tab
order,

- =

_|Company
|ID

__E[‘@r_st Name

| B8t Name
|E-mail Address
|Business Phone

_iNotes

 Home Phone
|Mobile Phone

| | Fax Number

| Address
|z1p/Postal Code
i State/Province

oty
| Country/Region

(=

Cancel ] [ Auko Order ]

Figure 6-19: You can arrange the order in which you
move through the fields in a form.




Viewing Reports

Use the Report Tool to Create
a Report

Use the Report Wizard to Create
a Report

Understanding Grouping in
Reports

Use the Blank Report Tool
Create a Report in Design View
Format a Report

Working with Data in Reports

Use the Group, Sort, And
Total Pane

Calculate a Value

Accomplishing Common Tasks
in Reports

Set Group Headers and Footers
in a Report

Create a Summary Report

Create Labels
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Chapter

Working with Reports

Access provides numerous ways to display your information
in printed format (see Chapter 8 for information on printing).
For the best physical display, however, using reports is the
way to go, as shown in Figure 7-1. Within reports, you can
determine the size and appearance of each item, allowing
you complete control over the spotlight of each page. This
chapter will take you through the basics of creating reports,
starting with using the built-in tools and wizards, and ending
with a “do-it-yourself” approach using Design View.

Create Reports

Reports provide a method for presenting information residing within tables
and queries. This information may be presented in its current format or
manipulated to display comparisons, subtotals, and totals. Although the latter
can be accomplished by using queries, reports achieve this task with much less
effort. The construction of reports is similar to building forms. Because of this,
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,f@ CASH RECEIPTS JANUARY 2006
Date IDENTIFICATION TOTALRECEIVED M) RANCE PATIENT OTHER
VIEWING REPORTS 1/3/2006 AKX OHD DD [s125.00] 50.00 [5125.00] S0.00
When working with reports, it is helpful to understand 1/3/2006 ALEXLIDDO [580.00) 50.00 £0.00 |[5BO.00}
how to navigate through the different views and the A a2005 HeALR (¥12000) Aaoq 2000 {5120.00)
purpose for each view. Open a database and the alad2005 EXELARR0 {S100.00] 20:00 sao0 | {51p0.00)
Navigation Pane to see all of the available reports. W00 AT s o S
Reports are designated by the Report icon. M o e i i)
1f7/2006 JOHNLEOD |5 100,00 ) 50.00 |5100.00} S000
VIEW REPORTS IN REPORT VIEW 1/7/2005 RASTEKDO [51B0.00} s0.00 [5180.00) SO0
When you double-click your report on the Navigation 1/7/2005 CARSIEL00 {52000} 000 [520.00) So00
Pane, it opens in Report View. In Report View, you can: 3/2/2006 THaLEE 00 {>40000) s0.00 e
1f7/2006 THOUEDD {53,500.00) 5000 |5$3,500.00) S0.00
® Copy text to the Clipboard A s (20 i i) s
® Create filters 1f7/2006 KENNTDOD [s74.00} £0.00 {s72.00}) SooO
. 172008 WATKCMDD (530000} £0.00 |$300.00) - 0000
® Remove filters
1/7/2006 ERADODO (520000} 5000 520000} 00O
VIEW REPORTS IN DESIGN VIEW 1/7/2005 SULTIBOOD (57800} £0.00 (575.00) S0oD
Design View is the place to go when creating or 17/2008 DSBIROOO [s1,45800)  [51425.00) 50.00 5000
modifying your reports. At first sight, Design View 3/100n AR (350000} a0 (S500.00) “S000
appears to bombard the eye with boxes, called controls, A 2me SR Giaon =R (FL36.00). 5000
and dotted grid patterns, as shown in Figure 7-2. It is S o e - S e
X L /13,2006 CASTMIMOD (510000} 50.00 |5100.00) S000
in this view that you are able to create or control the
1/13/ 2006 BERCLOO {$100.00} 50.00 5000 ($100.00)
displayed report by changing anything from the underlying —— Edhes oS IR s so00 [s100.00]
data source to the color of the text. P T [$1,172.00) a7 200) o
® From the Navigation Pane, right-click a report and 1/13/2006 RALHCL00 {£3,42400)  [$3424.00) S0.00 5000
click Design View. 1/13/2008 JALTSS000 (515.00) 50.00 [515.00) SC00
1£13/2005 CARSPKOD [5200.00) 50.00 |5200.00) S000
—Ol= 1/13/2006 BRANTOOO0 {51,175.00} 2000 [$1,174.70] 5000
® In an open report, right-click the report tab, and 1/43/2006 SMIBCLOO [5253.00) £0.00 |5253.00) 5000
click Design View. 1/13/2006 DEFK100 [580.00) 50.00 £0.00 (SB0.00)
_Or— 1f13/2005 WILLRA100 [SE0.0D} 5000 [5B0.00) 500D
1/13/2006 GREGDFLOD 510000} 5000 [5100000) S0.00
® Click Design View in the Views area on the 17132008 CIVERLDOD [6110.00) £0.00 t0.00 2000
status bar. Pagelofal
Continued . . . Figure 7-1: Reports present and calculate data in an easy-to-understand
format.
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many of the detailed techniques used when working with the similar tools or

VIEWING REPORTS (Continued) objects are the same as those provided in Chapter 6. N
VIEW REPORTS IN LAYOUT VIEW
If you're working with a large report, you may want to see Use the Report Tool to Create a Report
the layout of the report with only a sampling of records. The quickest way to create a report is to use the Report tool. It creates
Layout View allows you to do just that. . . . . w
I a report that displays all fields and records in the underlying table or
o | rt, right-click th e . . . . ;
Lepaat s ies o ot ciose query. Using this tool necessitates that the report be based on a single epoR
report tab, and click Layout View. -
) e table or query.
—Or— 8 Report View
[ tagout view 1. In the Navigation Pane, click the table or query on which you want your report based.
e Click Layout View in the Views area 2 pesign view 9 ’ query y y P B
on the status bar. (3, Print Preview 2. In the Create tab Reports group, click Report. The report is displayed in Layout View.
VIEW REPORTS IN PRINT PREVIEW 3. Press CTRL+S to save the report. The Save As dialog box appears.
1. Right-click the report tab, and click Print Preview. 4. Enter the name for your new report, and click OK. The saved report appears in the
2. Click Print Preview in the Views area on the Navigation Pane in the Reports group and in other groups with its underlying data. ol
status bar. .
This view shows the entire document as it would Use the Report leard tO create a Report
look in printed form. If you would like to include more than one table or query in one report, the
3. Click the image to zoom between the report's Report Wizard is your quickest way to achieve this. o
) o ) '
EEUEN D (L) It e S 12k i 1. In the Create tab Reports group, click Report Wizard. £ report wizard
inside the Print Preview window.
2. The Report Wizard opens, asking which fields you want on your report.

SELECT FIELDS FOR YOUR REPORT

In the first page of the Report Wizard, shown in Figure 7-3, you will select the
fields you want in your report.

1. Click the Tables/Query down arrow, scroll through the list, and select a table or query.

2. Click the single right arrow to choose individual fields from the Available Fields list, (00)
or click the double right arrow to choose all fields. The fields will be displayed in the
Selected Fields box.

3. If you are unsatisfied with the chosen results, click the double left arrow to remove all
the fields, or click the single left arrow to remove individual fields from the Selected ©
Fields box.

4. Repeat steps 1-3 if you want to include fields from other tables or queries. Click Next
when finished adding fields.

0]
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Report design tools

e

T

Home  Creste  ExernalDats  DatabaseTools | el | ArSnge I}g_es_etup

|':.D1 g ) ™~ & Repqﬂ?ég,n'r als \ Climic Data ; [iatabase {Access 2007) - Microsoft .. 43 = x

Calibri le-*‘ ﬂ [£= Group & Sort @ = L_ B | abl BN 2 dlS | &
T = R < I s - o r ;

|8z | - (e 28 = Totals~ =- | R AEBEOF GES Y

View S z Conditional || .. X Gridlines Logo = = Add Existing Property
i =5 {51 Hide Details Ela B B laEEe @0 £ Fields  Sheet L
Views Font Grouping & Totals Gridlines Controls Tools
[ o 8 s scmes WU R s
|_”.......1.......2...‘...3‘....‘.4..‘....5....‘..3.‘...ASE"-’““}"‘YFE‘-TE’“B""

: Ins Payment E||

|Format| Data |Event | other | an |

i

/T # Date Header
- i |:MonthNam.e(DatePart(“m",[Date]|=5um([Patient Pa|

= FS.FE PE PELAPL PLPs PEPEPE | ...................... | ................... | .................
||| # Detail \ | | |

Grid
pattern

/(avlgatian éqe

<

‘Cantrol Source él_ns Payment
Text Format |Plain Text |
|Running Sum No

Ives

Smart Tags. - I

Design View | Num Lock | \ /

Fields from
underlying
data source

EEEET

Controls Report Wizard

Figure 7-2: Design View offers complete control when
creating reports.

Tables/Queries
[Table: Clinic Patients

| Which fields do you want on your report?

You can choose from more than one table or query.

The fields appear in your report in the same order as in 2

Patient Chart Number

the table or query on which you based your report.

Click to remove |

one field | |

Click to move
one field

Click to move
all fields

| Click to remove

Figure 7-3: You can add fields
from several tables and queries
when using the Report Wizard.
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ADD GROUPING LEVELS AND INTERVALS

If you want to use all the fields, but in a different order,
choose the fields one at a time in the order you want
them on your report.

The second step allows you to add grouping levels. See the “Understanding N
Grouping in Reports” QuickFacts for more information.

1. Select the item by which you want to group your data, if any. Click the single right
arrow to set up the first level of grouping.

2. To create grouping intervals, click Grouping Options. You can customize how the ©
detail for your report is grouped. Each type of field has different choices, appropriate
for that field type. For example, if a group level is a currency field, you are offered the

option of grouping by 10s, 50s, and so forth.

SET THE SORT ORDER AND SUMMARY INFORMATION

1. Select a field in the sort order box. (Note that the choices do not include any of the

Grouping Intervals -h
What grouping intervals do you want for group-eve! fields? E
Report Wizard Group-evel fields: Grouping intervals:
What sort order and summary information do you want for detail records? Patient Payment | p— =
You can sort records by up to four fields, in either
ascending or descending order.
: e | | =
= — 2 | =] [a
- B 3. Make any selections for each of your group levels. Click OK to close the Grouping
- 3: | =1 Ascending )
= ' Intervals dialog box.
= 1 3 It 4. Click Next to move to the third page of the wizard. S
-

—{ Summory Options fields by which you elected to group.)
What summary values would you like calculated? 2. If you would like to change the sort method from ascending to descending, click
Field Sl e e Ascending and it will toggle to Descending.
Ing Payment B [ = om 3. If you would like to add additional sort fields, repeat steps 1 and 2. You can choose
Patient Payment E E E i
Cianbht N @ Detad and - up to four sort fields.
() summary Only 4. To create summary values in the group footers, click Summary Options. This 0
i R opens a dialog box that makes it easy to calculate and display summary values for
i s any grouped numeric fields that the wizard finds in the Detail section, as seen in
Figure 7-4. Do one or more of the following:
® Click the calculation you would like for each detail field. You can select multiple (o}
options.
Figure 7-4: You can choose to display both detail and @ [f you only want to see the totals for each group, click Summary Only in the Show
summary values in your report. area. If individual detail amounts are preferred, click Detail And Summary.
—h
o
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QUICKFACTS !

UNDERSTANDING GROUPING
IN REPORTS

When you create a report, you often want to present
your information in the most organized manner possible,
such as sorting alphabetically or chronologically. Access
2007 allows another level of organization called groups.
A group is a set of records that can include a header,
footer, and other such introductory information, as well
as summary data. Grouping allows you to present your
data in a way that separates records into classifications
that you determine. For example, you could create a
report that displays sales representatives by territory and
include a total of sales for each month. By grouping your
information, you can:

® Create separate sections for each of your
classifications, including a separate header
and footer.

® Show a total for each section.

® Group on up to 10 fields. Access 2007 will nest
each group according to its level.

5.

® By clicking the Calculate Percent Of Total For Sums check box (when you have
selected the Sum option), the wizard will display an additional field that shows the
percent of the grand total this sum represents.

® Click OK to close the Summary Options dialog box.

Click Next to continue.

ESTABLISH THE REPORT’S LAYOUT AND ORIENTATION

The next page of the Report Wizard offers choices of layout and style. Select the

layout descriptions to view the examples.

1.

2.

Select the layout that best fits your design needs. If you are not sure which one you
want, click each option to see how your report would be presented.

Choose the page orientation, and determine whether to adjust the field widths so that
all fields fit on a page. Click Next.

CHOOSE THE STYLE

The next page of the wizard allows you to choose the style for your font, title,

label detail, and so on from a list of predetermined settings.

4.

. Scroll through the list of options. Each option displays a small preview.

. Click the option you want. Click None if you want to configure your own settings in

Design View.

. Click Next, and you will have the option to use the default title, or you can create your

own (see the next section).
—Or—

Click Finish, and Access 2007 will create a title for your report.

CREATE THE REPORT TITLE AND PREVIEW YOUR REPORT

1.
2.
3.

Microsoft Office Access 2007 QuickSteps  Working with Reports

Specify the report title by accepting the default title or typing a new one in the text box.
Choose to preview the report or to open it in Design View to make additional modifications.

Click Finish. Access 2007 creates your new report. You will see the structural
framework of your report before the data is displayed.




Use the Blank Report Tool

To quickly create a report from scratch, especially if you want only a few fields
on your report, use the Blank Report tool. il siank Report

1. In the Create tab Reports group, click Blank Report. A blank report in Layout View is
displayed with the Field List pane visible on the right. You may receive a message to
show all tables. If so, click to display the Field list.

2. Click the plus sign (+) to the left of the table or query that has the fields you want to
use on your report.

Field List = N
Fields available in other tables:

[+ cashaugla Edit Table

# cashform_sep_2006 Edit Table

[+ cashreceipts_aug_2006 Edit Table

{# Clinic Patients Edit Table

[+ Employees Edit Table

{# Procedures Edit Table

# Vendors Edit Table m

3. Double-click each field you want to use in your report. They will appear in the order
that you select.

4. You can also use your CTRL and SHIFT keys to choose several fields, and then drag

Tt Itiple fiel ickly from the Field list to th
0 add multiple fields quickly from the Field list to the them as a group onto your report. o))

Detail pane, hold the CTRL key and click non-adjacent
fields to select them. To select adjacent fields, click the
first field in the group, hold the SHIFT key and click the
last field in the group. Drag any of the selections to 6. Press CTRL+S to save your new report. In the Save As dialog box that appears, type a
the Detail pane to include all selected fields. name and click OK.

5. Add a title, logo or other image, or page numbers, as described in “Format a Report”
later in this chapter.

Create a Report in Design View

When creating a report in Design View, it is helpful to see the framework of the

report. Figure 7-5 shows an example of the view you will see when first entering @
Design View. There are seven sections to the report, each with its own purpose,
as listed in Table 7-1.
The Design tab Controls group contains the report controls provided in Access ©
2007. These controls can be selected and placed in the grid accordingly. The controls
may be bound (linked directly to underlying data) or unbound (not connected to a
—h
o
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Controls group

(.l:!n E L R 5] Report Design Tools Clinic Data : Databdse (Access 2007) - Microsoft Access i = x
e | = A —
- Home Create External Data Database Toals Design Arrange Page Setup (7]

= el Bl = Totels iy = Ll 8 |G Agdpem) B2 S| = =[5 R 7 @

T m g = = T | e : - =

B £ u [Sx o B 353 Hide Details ot Sl L Eed A RO M B#Ee p- [':“q | N | &

View —Te 1 Conditional || Group Gridlines Logo Text  Label Button — e A Add Existing) Property =

- =E==F7 = & Sart - & | Box E@Ee @0 £- Se Fields Sheet 55

Views Font Grouping & Totals Gridlines Controls Tools

Pt v b o b B b B eon A ton Por bon Bor ton For v B o fo v Fon von fon e B o (oo o4 Fieldsavailablein othertables:
- - [+ cashaugls Edit Table
|| % Report Header [# cashform_sep_2006 Edit Table
: [+ cashreceipts_aug_2006 Edit Table
| & Page Header [=] Clinic Patients Edit Table
Patient Chart Number
: _ 1 LASTNAME
||| # Detait 3 FIRST @
PHOMNE
P
CHILD
[+ Employees Edit Table
[# Procedures Edit Table
[# Vendaors Edit Table

MNavigation Pane

b LE\?- Show only fields in the current

4

Dresign View | MNum Lock |

m J T record soufce
[EIRET™

Figure 7-5: Click the

controls you want to use, and select a space on the grid to begin designing your report. Choose fields and drag
them to the grid

SECTION DESCRIPTION

Report Header

Contains information printed once at the beginning of the report. This includes such information as the report title,
company logo, author, and so on.

Page Header

Contains information that is printed at the top of every page, such as the page number and dates.

Group Header

Contains information that is printed at the beginning of each new group of records, such as the group name.

Detail

Contains records from a table or results from a query.

Group Footer

Contains information that is printed at the end of each group of records, such as summary details for each group.

Page Footer

Contains information printed at the bottom of each page.

Report Footer

Contains information printed once at the bottom of the last page, such as report totals.

Table 7-1: Report Sections
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Most modifications on your reports can be done in Layout
View; however, if an option is dimmed, this means it is

unavailable. Switch to Design View.

record source). See Chapter 6 for more information about commonly used controls
and their purpose. The Field list provides the names of fields from an underlying
table or query. When creating a basic report, you can simply drag fields to the grid.
Controls can then be added to enhance your basic report.

1. In the Create tab Reports group, click Report Design. A blank report design grid appears.

2. Press ALT+Fs to open the Field list if is not already displayed.

3. Drag a field name from the Field list to the desired location within the report’s design
grid. Repeat this process until you are satisfied with the report contents.

4. Right-click the report tab, and click Save to save your new report. If this is the first time
that you have saved this report, the Save As dialog box will appear. Type a name for
this report, and click OK.

Modify Reports

Many of the modifications made to a report (or form) revolve around controls
and the customization of them. To view specific information on controls and
making changes within the controls, see Chapter 6. Other modifications, such as
grouping data, are only found in reports.

Format a Report

Calibri -1
B r ul==s5 ¥

Font

You can customize how the text looks in your report with custom formatting.

1. In Layout View, work with the Format tab Font group.
_Or_
| Ly = =2 In Design View, work with the Design tab Font group.

|J 'iCandmonaI
=

._ié!'| iy

2. Select the field where you want to apply the formatting. See Table 7-2 for a review of
your formatting tool choices.
CHANGE THE FIELD WIDTH

1. In either Design or Layout View, click the field you want to size. An orange border appears
around either the detail information or the field name, whichever you have clicked.

2. Position your mouse pointer on either side of the border until you see a double-headed
arrow. {ss00.04

3. Drag until the field size is the way you want it.

Microsoft Office Access 2007 QuickSteps Working with Reports
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FORMATTING TOOL ICON DESCRIPTION

Font Calibri - Used to change the font that appears on your report. The default is Calibri

Font Size n - Used to change the size of your font. The default is 11 points

B B Used to display your font in bold

| & Used to display your font in italics

U u Used to display your font with an underline

Align Left = Aligns data to the left in a control or label

Center = Aligns data in the center of a control or label

Align Right = Aligns data to the right in a control or label

Font Color A - Sets the color for your font

Fill Color La - Fills in the background of a control or label

Format Painter 7 Copies the format of a selected control to another control

Conditional o Applies conditional formatting to the data in your finished report. (See Chapter 8 for
Canditianal information on conditional formatting)

Alternate Fill/Back Color =2 Used with conditional formatting to change fill or background colors when the data meets a

certain condition

Table 7-2: Font Group Commands

s *|58 Iabular SELECT AN ENTIRE ROW OR COLUMN
Ancharing v | B8 stacked
= EE-I —eee 1. In Layout View, right-click the row or column you want to select.
Set Caption =] Remove
E Properties Gridlines 3 2' Click Layo"“'
Select Entire Row 3. Click Select Entire Row.

Select Entire Column
= —Or—
Move Up a Section )
Click Select Entire Column.

DELETE A FIELD
1. In Layout View, right-click the field you want to delete.
2. Click Delete.

4 &

Move Down a Section
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12 3 "E..-.:. filter from Date Equals...
9 o | Date Filters: » Does Not Equal... N
WORKING WITH DATA IN REPORTS AR LA i
i e ) - Does Mot Equal 2/23/2006 After..
One way that reports differ from forms is in their ability to
. X L On or Before 2/28/2006 Between...
display information in groups. In Access 2007, you can
; s ] _ On or After 2/28/2006 Tomorrow
quickly sort, group, or filter fields in your report. = w
x Delete Today
SORT A SINGLE FIELD Pasition » Yesterday
1. In the Navigation Pane, right-click the report you Layout ¥ Mext Week
want to work with, and click Layout View. Ancharing 3 This Week
2. Right-click the field by which you want to sort % Properties Last Week £
3. Click Sort A To Z to create an ascending sort. Nexdt Month
(The sort label reflects the data type of the field. s Matith
For more information, see Table 7-3.) Lot Monith
MNext Quarter
—Or— U'l
This Quarter
Click Sort Z To A to create a descending sort. Last Quarter
The report reflects your change. Nt ¥ear
GROUP BY A SINGLE FIELD This Year
1. In an open report in Layout View, right-click the ¥ear o Date (o))
field you want to group by. Last Year
2. Click Group On field name. [ Group on pimr RS
Future
FILTER A FIELD Figure 7-6: Access 2007 offers a wide AR R e 5
1. In Layout View, right-click the record by which you variety of filter choices for your report.
want to filter.
2. C|IC!( the filter prope.rty You want. You have several Use the Group, Sort, And Total Pane
choices, as shown in Figure 7-6. (For more )
information on applying filters, see Chapter 5.) You can also add or modify groups, sorts, and totals on your report from the -
Group, Sort, And Total pane, as shown in Figure 7-7. Before and after examples
of a report are shown in Design and Report Views in Figures 7-8 and 7-9.
Depending on the type of data in your underlying table, each grouping and
sorting level has several options from which you can choose. To display all of ©
the options, click More on the level you want to change. To hide these options,
click Less.
—h
o
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More/Less toggle OPEN THE GROUP, SORT, AND TOTAL PANE
Group, Sork, and Total % 1. Open a report in either Layout View or Design View.
Group an Category egor o X 2. In Layout View, in the Formatting tab Grouping & Totals group,
( Group on Author _Or_
\-|[i= addagroup ||% ] Add a sort . . . . .
\ X In Design View, in the Design tab Grouping & Totals group,
- click Group & Sort.
Choose up to Add a sort or new There are many grouping and
10 levels of groups  grouping level sorting options available In either case, the Group, Sort, And Total pane will appear on

Figure 7-7: The Group, Sort, And Total pane lets you
group and sort by up to 10 levels.

the bottom of the report area.

-E.!“ g— £} ] | % Clinic Data: Database (Access 200.., R?PQ“!F‘DE'“Q{‘T‘?Q_“ = = X
- Home Create External Data Database Toals I Design Arrange Page Setup I @
A 5 B = g aaEneas= -k A
o] - 5 'L AlAaBEOFDES L |
o preey Gridlines ago Sl 5 isting Prope =
- - =] - B aE#Ee s@0 3| Fields  Sheet 54
|| Views Grouping & Totals Gridlines Contrals Taols |
i conrecams s 19, con s U
| # Page Header
||| # Date Header
= p’_c_fsfH:"U." & Format3{[Datel,"q yyyy")
||| # Detail
o : "Date Flnfo
= # Date Fi
g | e Footer
=
2
E‘ | # Page Footer
=
= |-
| # Report Footer
- -
1 [ e
Group, Sort, and Total x
-------- = Add a group H‘%l Add a sort |
Figure 7-8: Design View shows
,
your report’s controls, o r— H"E}IE!EEE 1

grouping levels, and sorts.
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= | %
R
| Home [ Create External Data

Database Toals

RECEIPTS

Date Patient Chart Number

Climic-Data : Datzbase (Access 200?] - Microsoft Access il = X
“. = New X Totals ),H .7 {7 Selection - m ae Replace |
=Bl Save ﬁ'Spelllng | = T Advanced - || = GoTo~
Refresh Filter ind
X Detete ~ = More - I 2 W Togagle Filter I L Select~ ‘

Patient Name PYMT

Receipts Q1 2006

Receipts Q2 2006

Receipts Q3 2006

Navigation Pane

($66,560.00)
40.19%

(354,629.00)
32.99%

(344,416.00)
26.82%

($165,605.00)

Pagelaofl

‘Sort & Filter

Find

Report View | Mum Lotk |

Figure 7-9: Report View shows the results of controls, sorts, and grouping levels.

Layout View is often the easiest way to see how changes
will affect your finished report.

While you can add up to 10 levels of groups in a report,
if you have more than one or two, you may have to scroll
down to see the Add A Group button.

ADD A NEW GROUP LEVEL
1. In the Group, Sort, And Total pane, click Add A Group.
2. Alist of the available fields in your report is displayed,
and a new line is added to the Group, Sort, And Total
pane.

3. Click the field by which you want to group. The
grouping level is added to your report, and, in Layout
View, you can see the change to your report.

Microsoft Office Access 2007 QuickSteps

Group, Sort, and Total

1 Group on Category
Group on Author
———

Category
Author

Title
iPublish Year

List Price

expression
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USE AN EXPRESSION TO GROUP BY

{[Books]! Publish Year] > 2001 | o] In addition to choosing grouping levels, you can create a group using an
Ca"f expression. An expression is a calculation. It is the comparable to a formula in
T e e e :—lpi Microsoft Excel.
Tables fsen l"—m — | 1. Click the down arrow next to the field name in the grouping level on which you want to
t']f g“’e I%Eﬁf“ | build an expression.
%::;:m Llstpm ' | 2. From the drop-down list, click Expression at the bottom.
e | 3. Complete your expression using the Expression Builder, as shown in Figure 7-10

(1 operators | (see Chapter 5 for information on using the Expression Builder).

3 common Expressions
ADD A NEW SORT LEVEL
1. In the Group, Sort, And Total pane, click Add A Sort.

Y

Figure 7-10: You can create an expression for your group. — . . .
fgur Y P ! your group. 2. Select the field in your report that you would like to establish as the main group. The

sort order field will automatically default to With A On Top in Text data type fields.

To change this, click the With A On Top down arrow to display a drop-down list, from
which you can choose With Z On Top to create a descending order. Options for other
data types are shown in Table 7-3.

CHANGE A GROUP TITLE

1. In the Group, Sort, And Total pane, click the group level for which you want to change
the title, and then click More to display the options.

2] Zoom

Author

=l >

i

2. Next to With Title, click Click To Add. (The default title of a grouping is the field name.)
The Zoom dialog box appears. Type the title you want.

= Eont... 3. Click Font to display the Font dialog box. Make any changes and click OK to return to
the Zoom dialog box.

DATA TYPE SORT OPTIONS 4. Click OK when you are done.

Text With A on top DETERMINE HOW DATA IS GROUPED
With Z on top

Date From oldest to newest
From newest to oldest

1. Click the group level you want to change, and click More.

2. Click the By Entire Value down arrow to make the changes. The by entire value &
default is By Entire Value; however you can choose just the first @

Number From smallest to largest
F | t ?I t one or two characters or create a custom group of characters. () by first character
foin BV 1Y) S Es . . . . . (7 by first two characters
Expression Ascending 3. If you are in Layout View, your changes will appear immediately B cne
Descending on your report. Characters: 1 |

Table 7-3: Sort Options in Group Levels
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Calculate a Value
Reports, like queries, have the ability to perform calculations of field values
within their designs. The benefit of using a report is its further ability to display
the information in a customized and formatted printable fashion.

5 Totais7] ADD CALCULATIONS TO A REPORT w
[V] sum 1. Open a report in Layout View, as this view is the quickest way to add calculations.

Average

. Click the field to which you want the calculation applied.

Count Records

Count Values

. In the Format tab Grouping & Totals group, click Totals. = Tatals =
Max

M . Select one of the calculations from the menu. &

g A~ WON

Alantad Geviabipn . Atotal appears in the group footer. Its control source is an expression reflecting your

chosen calculation. You can see this expression in Design View.

Variance

# List Price Footer

If you have established grouping levels, adding a total to
a field will add the same calculation on each group level.

CALCULATE A GROUP TOTAL
1. Open your report in Layout View.

2. From the Format tab Grouping & Totals group, click Group & Sort to open the Group, o))
Sort, And Total pane.

= manth =+ R 3
+ keep whole group together on one page ™

. Click the grouping or sort level where you want to create totals. Click More and click
With Field Name Totaled to open the Totals dialog box:

v\nﬁ\aﬁ)omrsecﬂon 3 ;\'-Less-q
@ Click Total On to display the drop-down list of fields from which you can choose.

Totals Click the field you want to use for totals.
Tatkal On

@ Click Type to display the list of calculations you can perform. Click the type of
calculation you want Access 2007 to perform.

Type E
[7] Show Grand Total
[ Show group totals as % of Grand Total

[ Show n greup headse ® Click Show Grand Total to add a grand total in the report footer at the end of (00)
[ Show in group Footer the repOI‘l.

® Click Show Group Totals As % Of Grand Total to add a calculated percentage
of the grand total for each group.

® Click Show In Group Header or Show In Group Footer if you want this total ©
displayed in each group.

4. Click outside the Totals dialog box to close it. Your report reflects your changes at once.

ol
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ACCOMPLISHING COMMON
TASKS IN REPORTS

Open a report in Design View.

INSERT PAGE BREAKS
1. In the Design tab Controls group, click the Page
Break icon. "=
2. Click where you want the page break on the
report. You will see a yellow line with dots at the

you open the report again, you will only see a
series of small dots to indicate the page break in

CREATE A REPORT TITLE
In the Design tab Controls group, click the Title icon. _Ifﬂ

The default title name is highlighted in the report header.
Type a new title. Press ENTER to save your new title.
FORMAT A REPORT TITLE
1. Right-click the report title.

2. Click Fill/Back Color to set the
background or fill color of your title.

3. Click Font/Fore Color to set the color of the title font.

ADD PAGE NUMBERS
1. In the Design tab Controls group, click the Insert
Page Number icon. #]
2. The Page Numbers dialog box appears. Select

how you want page numbers to display.

3. Click OK.

Continued . . .

4 Fill/Back Color
A Font/Fore Color | »

Set Group Headers and Footers in a Report

You can create headers and footers within groups.

1. In Design or Layout View, open the Group, Sort, And Total pane, and select the group
level with which you want to work.
2. Click More.
ADD OR REMOVE A GROUP-LEVEL HEADER OR FOOTER
1. Click With A Header Section to open a drop-down list.

with a header section ™

with a header section
without a header section

2. Click Without A Header Section to remove the default header. If the header section
contains controls other than the grouping field, a dialog box appears, warning you
that these controls will be removed. Click Yes if that is all right. Click No to retain the
controls.

Microsoft Office Access ==

Do you want to delete the group section for the database object 'List Price' and its contents?

S The group header or footer you want to delete contains controls which will be deleted along with the section,

[re ] (o)

3. Follows steps 1-3 for With A Footer Section.
CHANGE OR DELETE GROUPING OR SORT LEVELS
1. In the Group, Sort, And Total pane, click the group level you want to change.

2. Click the up or down arrow at the right side of the group level to move it either up or
down. £ <

3. To delete a group level, click Delete at the end of the row. &

Create a Summary Report
Sometimes, you may want your report to show only totals. A summary report
displays only the totals that appear in header or footer rows. To create a
summary report:

1. Open a report in Layout View.

2. In the Format tab Grouping & Totals group, click Hide Details. i Hide Details
Only the summary information will appear.

3. Click Hide Details again to display the detailed information.
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Label Wizard

ACCOMPLISHING COMMON TASKS
IN REPORTS (Continued)

ADD THE DATE AND TIME

This wizard creates standard labels or custom |abels. N

What label size would you like?

Product number: Dimensions: Mumber across:

11/2%x%4" 2 .
1. In the Design tab Controls group, click the Date 1' 3 3 ¥
. 5161 x4 2
& Time icon. @ S LT 5 w
. 5163 Py 4" 2 -
2. Choose the format from the Date And Time
dialog S Unit of Measure Label Type
’ @ English ) Metric @ Sheetfeed (7 Continuous
3. Click OK. — —
Filter by manufacturer: |Avery [z[

See the packaging that came with your purchased labels.

There should be a product number shown on its cover. Figure 7-11: With the Label Wizard, creating new mailing labels is accomplished o
Reference this in the first page of the Label Wizard. in just a few mouse clicks.

Create Labels

Label ¥ |

e Within Access 2007 is a quick way to create labels. o
Textanpeancs ] 1. Open the table or query where your information is stored.

Font name: Font size: -

ILucida Callgraphy =] 2. In the Create tab Reports group, click Labels. =l Labeis

Ptwadhty  ledake The Label Wizard will start.

light =

[ ttalic [F] Undesiine e B 3. Select the size and type of label you would like to print, as

Basic Colors: seen in Figure 7-11. If you can’t find the right size in the preset
I label sizes, click Customize and set your own parameters

[ ... by creating a new label definition. Click Close to return to the
ERNEENEN

ErEEEEEN Label Wizard. (00]

[ R B 0 0 B 0 4. Click Next when finished choosing or creating a label.
Cancel | [ <pack | mext> | | T M . .

5. Choose the font and color you would like applied to your text,
Custom Colors:

as shown in Figure 7-12. To see the available color choices,
= = = = = = = = click the Builder button to the right of the Text Color text box. ©
Click a basic color, or click the Define Custom Colors button
to select a custom hue. Click OK to return to the Label Wizard.

[ Define Custom Colors > ]

Figure 7-12: Preview your font and

font color in the sample window

ol
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Refer to Chapters 6 and 8 for additional information about

other formatting features for your reports and forms.

Microsoft Office Access 2007 QuickSteps  Working with Reports

6. Click Next.

7. Select a field you want on the label, and click the right arrow to move it to the
Prototype Label list box. If you are creating a mailing label or a label containing more
than one line of text, press ENTER to move to the next line of the Prototype Label box.
Continue selecting and moving fields until the label is designed to your liking. Click Next.

What would you like on your mailing label?

Construct your label on the right by choosing fields from the left. You may also
type text that you would like to see on every label right onto the prototype.

Available fields: Prototype label:

Patient Chart Number - WM- i l
fpeainiak i Gk £

PHONE

8. Select the fields you would like to sort by, and click the right arrow to move it to the
Sort By box. Use the direction arrows to move or remove fields from the Sort By box.
Click Next to move to the final page.

Available fields: Sort by:

Patient Chart Mumber

9. Type a report name in the text box, or accept the default name. Select whether to view
the labels in Print Preview as they will be printed or to continue modifying the label
design in Design View. Click Finish.




Modify Images

Use Conditional Formatting
Add a Chart

Use Graphics

Modify the Form or

Report Design
Understanding Formatting Rules

Using Windows Themes

Work with Rich Text Formatting
Set Up the Print Job

Review Data Before Printing
Output the Print Job

Copyright © 2007 by Matthews Technology. Click here for terms of use.

Preparing Your Data
for Presentation

You can make several visual enhancements to your forms
and reports before you release them to be used (in the case
of forms) or printed (in the case, typically, of reports). The
first part of this chapter describes many of these features in
addition to how you can format forms and reports in Design
View. The latter part of the chapter describes further options
you have for printing your data.

Improve the Data’s Appearance

The judicious use of color, graphics, and lines can transform a drab collection of
data into an appealing presentation for people who enter or analyze your data.
The features and techniques described in this section apply to both Form and
Report Design Views, unless otherwise noted.

Microsoft Office Access 2007 QuickSteps Preparing Your Data for Presentation
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Modify Images

Bitmap/Device Independent Bitmap | .bmp/.dib Chapter 6 describes how to insert images into Design View, directly or by use
Graphics Interchange Format gif of an image control. This section describes changes you can make to the image
Icon Jico after it has been placed in a form or report in Design View.

Joint Photographic Experts Group .ipg CHOOSE AN IMAGE FORMAT

Portable Network Graphic .png

Image controls support many graphic formats. Some of the common graphic
types supported are listed in Table 8-1.

Windows Metafile/Enhanced Metafile | .wmf/.emf

Table 8-1: hic File T, d in F Report
able Graphic File Types Used in Forms or Reports CHANGE IMAGE PROPERTIES

Froperty Sheet X There are a number of properties specifically associated with images that you
Selection type: Image .. .
i Gl can use to change the characteristics of images you add to a form or report.
| Auto_Logo0 . . :
' = As shown in Figure 8-1, you can change the setting of each property on the
Format | Data | Event | Other | Al | P Sheet. To ch , e d ¢ the followi
Visibie s roperty Sheet. 1o change a property’s setting, do one of the following:
Picture BOOKSj . . . .
Isize Mode. [Zoom 19 ® Type a value. For example, to precisely change the location of an image in the form
[Picture Alignment |Center or report section that it is in, type units of measurement in the Top and Left property
\Picture Type Embedded . . . .
Width l14958° text boxes. The intersection of these two numbers defines the location of the upper-left
b6 g onhss corner of the image.
Top 10,1667
lLeft |5.2083" Width 175
\Back Color | #EAEEF3 Height 0,875
|Border Style |Solid Top 0.0833"
Border Width Hairline Left 2.2083"
Border Calor |FE4EEFS
\Back Style \Transparent =] ® Click the property’s down arrow, and select a setting from the drop-down list. For
:;:ift:f :;tdless o example, to decrease the size of your database, you could change each image file
Hyperlink SubAddress | picture type from being embedded (each file becomes part of the .accdb file) to being
Gridline 5tyle Top ‘Transparent . . . . . . .
Gridline Siyle Bottam [Feansparent linked (a pointer is placed in the database to the actual location of the image file
Gridline Style Left [Transparent outside the database). See Chapter 10 for more information on linking.
Gridline Style Right [Transparent
|Gridline Color (FI3ABD4 Ficture Type
|Gridline Width Top 1pt Width ! (
|Gridline Width Battam 11pt Height
Gridline Width Left |1 pt . . . . )
Gridline Width Right I1pt ® Click the Builder button to open a dialog box for supplementary information. For
gapiadang AL example, clicking the Picture property Builder button opens the Insert Picture dialog box,
Bottom Padding |0.0208 i . )
Left Padding 0.0208" where you can change the location of the present image or browse to a new image.
Right Padding |0.0208"
Display When Always Picture BOOKS jpg [==

Size Mode Zoom

. . 3 Picture Ali t Cent:
Figure 8-1: Many properties are available when working p:dﬂ: T,L,g:me" E;,T,:;ded

with images.
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Use Conditional Formatting

D;’:::;Tg e e BrouldAE You can use conditional formatting to change how your controls ™
B e ‘ " ‘ look in a form or report by applying formatting to data that
Condition ¢ . ! satisfies a set of criteria you select. For example, you can have
gj‘;i:;tg ;ﬂft%;ﬁ:r = Eic:r:j ‘ 270 5 A= | ez.ach value over $50.00 be on a yellow background, as seen in o
Figure 8-2.
[ add>> | [ pelete.. | o€ ][ concel |

Figure 8-2: Conditional formatting draws attention to SET CONDITIONAL FORMATTING
data on your form or report. o

You can set conditional formatting in both reports and forms. The following
instructions refer to a report. To set a conditional format:

1. In the Navigation Pane, right-click the report you want to change, and click Design
View or Layout View.

(&)
2. Click the control on which you want conditional formatting applied. In the Font |
The pictures (or images) and graphics that are described group, click Conditional. The Conditional Formatting dialog box appears, as  ¢;paiionat
in this chapter are unbound objects, meaning they are seen in Figure 8-3.
stored in the design of the form or report and do not - . .
9 P 3. Under Condition 1, click the down arrow, and select the whether the control contains a
change when you move from record to record or from .
) value or expression. (2]
page to page. Bound pictures, such as photos that
identify each item in your antique collection, are bound to
e MY R The default format is
the normal display
N
Default Formatting
This format will be used if - |[e=
i et ‘ psBbConzz  © ‘ B 7 U S A-l=
- Rich text
Condition 1 formatting
|F|;=Jd Value Is |Z|| greater than !50.00 /" tOOl_i Z’;e
' available
Preview of format to usgequal to - . ' - |l
| R — s
Figure 8-3: You have several
comparisons from which to choose ]:Tfawa"mn areqito LIl add s o (Dot | [ ok | [ conced |
when selecting conditional formatting. less than or equal g ~ A — E— ©
You can choose from You can set up to
several comparisons three conditions
—h
o
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4. If the control contains a value, click the comparison down arrow (the default is
(o} Between) to choose from a list of comparison operators. Type a constant value in the
text box (the third box) and, depending on what you chose as your comparison operator,
type another constant value in the fourth box.

_Or_
™ If the control contains an expression, type the expression in the single text box.

5. Click the formatting you want to appear for values (or expressions) that are true for the
condition you set:

® Click B to make the font bold.
<t ® (Click I to set the font in italics.
® (Click U to underline the text.

® Click the Fill/Back Color tool down arrow < - to display a choice of background
colors (clicking the tool itself applies the color displayed on the tool).

Te} ® Click the Font/Fore Color tool down arrow £ - to choose the font color.

6. Click Add to set additional conditions. You may set up to three. To remove a condition,
click Delete.

7. Click OK to complete the conditional formatting.

©o 8. Right-click the form tab, and click Report View to see how your report looks with the
conditional formatting applied, as seen in Figure 8-4.

DISPLAY HIDDEN BACKGROUND COLORS
If you have set a background color and cannot see it, you may have to change
the field property.
1. In the Design tab Tools group, click Property Sheet.
2. Click the Format tab.

Back Style Maormal
Special Effect Transparent

Scroll Bars Maormal

3. Click the Back Style down arrow, and change the setting to Normal.

4. Right-click the form tab, and click Report View. You should see the background color.

Add a Chart

o You can add charts by copying them from other programs, such as Microsoft
Excel; by creating your own using the Excel menus and tools within Access; or
by using the Access Chart Wizard.

10
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Vi P t = I Refresh Filt: - nd| .
| |:w =2 f Format Painter MH:/ ‘_,‘:“ MIE' )( Delete - E More - J}_, i " Toggle Fitar - b Sefect~
Views Clipbosrd i i Records. Sort & Fifter Find- i
— ©w
i,
H
2l Books %
— i
| ISBN Category Author Title Publish Year List Price Comments N
0070194351 Technical Elliott stand Hdbk 1997 $125.00 Used as text book in 2000 I
| Powerplant
i Engine |
E 0070350787 Technical Kleinert Troublesht 1995 539.95 Reference book for various repair shops
5 & Rep Major
= Appl (&)
%" 0070380686 Education Pen Sch Intro To 1991 514.95 |
! =z Music
| |
0070466173 Education Nash Sch Outl 1998 £§17.95
Strength :
Materials o
: I
0071054618 Medicine Cember Intro Health 1996 85295 often used as text
Physics 3e |
0071343105 Business Piskurich Astd Hndbk 1999 5?9;95' -
4 il | » |
| Reportview | Mo Lack | G ~

Figure 8-4: After setting conditional formatting, select data on your report is emphasized.

INSERT AN EXCEL CHART
1. Open Microsoft Excel and locate the chart you want to insert.

2. Right-click the chart and click Copy.

3. Open the report or form in Design View, and right-click where you want to place the
chart. (See “Select Design View Components,” later in the chapter.)

Excel charts cannot be linked or imported. They must be 4. Click Paste. The chart is placed in an Unbound Object Frame box, which you can
copied manually into your form or report. resize and move as necessary.

ol

Microsoft Office Access 2007 QuickS: Preparing Your Data for Presentation




10

CREATE A CHART USING EXCEL FEATURES
1. Open the report or form in Design View.

2. In the Design tab Controls group, click the Unbound Object Frame icon. The
Unbound Object Frame mouse pointer will appear.

3. Drag a rectangle on your form or report where you want to place the chart. The
Microsoft Office Access dialog box appears.

4. Click Create New. In the Object Type list box, click Microsoft Office Excel Chart,
and then click OK. A sample chart opens and the Access ribbon is replaced with the

Use Excel tools to design your chart

BT e
1 i = i = = L
W T I iy
Change Save As Switch Select . | J' = Move
Chart Type Template | Row/Column Data 1t Chart
It Type | Data Il Chart Styles | \Location|
Chart 1 bl -

Figure 8-5: You can modify a sample chart within . .
: Your chart is based on Double-click the sample
Access 2007 using Excel 2007 tools. the underlying data chart to create your own
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To learn more about using Excel and charting, see
Microsoft Office Excel 2007 QuickSteps, also published 5
by McGraw-Hill.

Which fields contain the data you want for the chart?

ribbon from Microsoft Office Excel 2007, containing charting tools and features, as
shown in Figure 8-5.

. Click Change Chart Type in the Chart Tools Design tab Type group, or use the other

tools to build the chart.

. Click outside the chart to return to full Access functionality. To edit the chart with Excel

features, double-click it.

CREATE A CHART USING A WIZARD

Available Fields: Fields for Chart:

1

ISBN "

Category Publish Year

Author 2.
3.
4.

. Select the fields from the table or query that contain the data you want to see charted.

Open the report or form in Design View.
In the Design tab Controls group, click the Insert Chart icon. il
Drag a rectangle in the location where you want the chart.

The Chart Wizard appears. Choose the table or query whose data you want to use.
Click Next.

Click Next.

. Choose a chart type. Click a chart type to see its description displayed in the wizard,

as shown in Figure 8-6.

Chart Wizard

What type of chart would you like?

Choose a chart that will appropriately
display the fields you have selected.

|
E b o
2

A column chart shows variation over
* a peried of time or ilustrates
ke comparisons among items,
- —~ Categories are organized
horizontzally, values vertically,
pladng emphasis on variation over
time

BT E

e B |F

[ ot |[ <ok ][ mext> ][ gon

Figure 8-6: There are many chart types from which to choose.

Microsoft Office Access 2007 QuickSteps Preparing Your Data for Presentation
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“Cha:t Wizard

7. To lay out your chart, drag the field buttons into the field boxes on the

; i Preview Chart

‘SumOfList Price

How do you want to lay out the datain sample chart, as seen in Figure 8-7. Click Preview Chart to see how

i you're doing. If you don't like the layout of the chart, change the location

d drop field b th ) . . . . .
%“ﬁh&ianmﬁ © of the fields, and click Preview Chart again. When you are satisfied with
date field in the chart to change how the .
chart will summarize or group data. your chart, click Next.

8. To have the chart reflect changes record-by-record, link the fields in the

Soiiing oo i form or report to the fields on the chart. Click Next.

Fublish Year

If you want the chart to change from record to record, select the fields that
link the document and the chart.

ot Report Fields Chart Fields:

= =] s =]

| [=]] [=]

[ ol |[ <ok [ we> |[ o |

9. Type a title for the chart, and choose whether to display a legend for the

(To) Figure 8-7: Use the Preview Chart feature to lay out your chart.
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data series. Click Finish. Figure 8-8 shows the results of a chart created
using the Chart Wizard.

Use Graphics

Though Access doesn’t provide the full breadth of drawing tools available in
other Office programs, you can still be quite creative by using lines and rectangles
to separate, encompass, or emphasize areas in your forms and reports. An
example of how lines and rectangles can enhance a form is shown in Figure 8-9.

ADD LINES AND RECTANGLES
1. Open the report or form in Design View.

2. In the Design tab Controls group, click the Line “. or Rectangle [ tool, and drag in
the Design View section to the approximate size and location to more precisely modify
the graphic:

® Drag one of the eight sizing handles on the border of the graphic to resize it.

® Point to the border of the graphic, and when the mouse pointer changes into a
cross, drag the graphic to reposition it.

—Or—

® Use the applicable property in the Property Sheet to set width, height, and location
(see the next section, “Modify Graphics Properties”).

Preparing Your Data for Presentation
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Uiz [|p23at 7 Furmat Painter B I E|A ||SE 5 | ‘ “‘— -—‘U_| Rf.&,‘.s X Detete - HMore- || 55 e W Taggle Filter L L ‘Sefect~
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fl Bookst
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B Booksz
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f Bookss e I
il Bookss ' i
2005 2006 =
il Labels Books
il List Prices
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2005 $19.95 Technical o
2005 §15.95 Parenting
2005 $16.95 Business
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L
Reportview | Num Lock | [EEEETT
~

Figure 8-8: A chart can be a useful on a form or report.

# Detail
Publish Year: ||Publish Year ‘ o
|uistprice: |[uist Price |

Figure 8-9: Rectangles and lines
can be combined to embellish ‘Categorv: HCEtegorv ‘
your forms and reports.
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L MODIFY GRAPHICS PROPERTIES

/g 1. In Design View, click the graphic to select it.
— 2. In the Design tab Tools group, click Property Sheet.
N ﬁund: —Or-
ez Right-click the graphic and select Properties.
=} Tab Order...
¥ _ 3. Change the settings for the property you want (see “Change Image Properties” earlier
53 Copy in the chapter for ways to change property settings).
[#% Paste
(Bl Paste Formattin H -
# e Modify the Form or Report Design
Slgn
Size » Forms and reports have several properties that determine their appearance and
i ; behavior.
Layout »
X Delete SELECT DESIGN VIEW COMPONENTS
El  Anchorin . .
; :ﬁé Before you can work on a particular section of a form or report, you need to
ill/Back Color | »
7 [ETRE select it. In the Navigation Pane, drag the form or report to the Access work area
|5 SpecialBffect | » to open it. Right-click the object and click Design View:
| propeties

® To select the object itself (form or report), click the object selector (the box at the
intersection of the rulers), E or click anywhere in the background outside the form/
report design area.

® Check bullet size. It is smaller than the other bulletsTo select a form or report section,
click the form/report section selector—the small square in the vertical ruler next to the
section divider. (If the ruler is not displayed, in the Arrange tab Show/Hide group, click
the Ruler icon ' to turn it on; or right-click anywhere in the report or form, and click
Ruler.)

® To select controls, click a single control, and hold down SHIFT while clicking multiple
controls; or drag a selection rectangle around the controls you want.

® To select all components on the report or form, press CTRL+A.

See Chapter 6 for more information on working with
controls, such as how to move, resize, and arrange them.

CHANGE FORM AND REPORT PROPERTIES
1. Open the form or report in Design View.

2. Click the form/report selector at the intersection of the horizontal and vertical rulers.
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3. In the Design tab Tools group, click Property Sheet, if it is not selected, to display the

CKFACTS Property Sheet. N

4. In the Property Sheet, click the Format tab. Figure 8-10 shows a list of the format
UNDERSTANDING FORMATTING

properties you can set for a report. Other tabs in the Property Sheet offer data, event,

RULES and other properties.
;I'here ére several rules you need to remember regarding 5. Click the text box next to a property, and click the down arrow or the Builder button to w
ormatting: see a list, gallery, or dialog box of choices.
® The format that is applied to a field in your table is _Or—
applied to all form and report controls that you link
or bind to that field. It also will apply to any query Type a value.
you create with the Query Designer. 6. When finished, close the Property Sheet, and in the Design tab Views group, click H
e The display format you set affects the appearance of View and change to either Report View or Layout View to see your changes.

your data, not how someone enters it. For example,
if you set a field to display a number in a currency
format, the user need not enter the dollar sign.

Property Sheet
5election type: Report

Report IZ" (&) ]
® When you set an input mask for a field as well as Format | pata | Event | other | an |
a display format, Access applies the display format (Caption |Book Report

i Default View \Report View
only after that record is saved. [Aliow Report View ;

® To enable rich text formatting in a Memo field, the Allow Layaut View
Text Format property must be set to Rich Text
(see “Enable Rich Text Formatting”).

Picture

Picture Tiling
Picture Alignment
Picture Type
Picture Size Mode
Width
Auto Center

(Auto Resize

Fit to Page
[Border Style
Scrall Bars
Contral Box P
fClos_e_But_’cqn iYes.
|Min Max Buttons |

Layaut for Print .
| Grp Keep Together Per Column

Picture Pages |All Pages

Page Header (Al Pages
(Page Foster LAl Pages ©
| Orientation Left-to-Right

|Palette Source (Default)

Figure 8-10: You have many chances to customize a form or report through
its Property Sheet.

ol
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FORMAT AUTOMATICALLY

When you created a form or report with its respective wizard, you had a choice

of layout and style. You can modify these designs manually, as described
s w earlier in this chapter, or you can select from one of the Access 2007 predefined
m:|

wocee || formats.

- 1. Open the form or report in either Layout or Design View.

oo wl 2. In Design View, in the Arrange tab AutoFormat group, click AutoFormat.
N B o

In Layout View, in the Format tab AutoFormat group, click AutoFormat.

In both cases, you will see the 25 predefined formats for your form or report,
as shown in Figure 8-11.

3. Click the style you want to immediately apply it to your report or form.
APPLY A PREDEFINED FORMAT

g | AutoFormat Wizard... You can apply any of the 25 predefined formats for your form or report, and

Figure 8-11: Change the style of either a form or a you can create a new AutoFormat based on your current form or report. The

report with AutoFormat. explanation included here refers to forms, but the same procedure work in
reports as well.

To apply a new AutoFormat:

1. Open your form in Design View.

2. In the Arrange tab AutoFormat group, click AutoFormat to display the predefined
formats.

3. Double-click the format you want to use.
CREATE A NEW AUTOFORMAT
You can apply font, color, and border attributes to a new AutoFormat based on
a form (or report) you have created.
1. Open the form on which you want to base your new format.
2. In Design View, in the Arrange tab AutoFormat group,
—Or—
In Layout View, in the Format tab AutoFormat group,

click the AutoFormat down arrow, and click AutoFormat Wizard.
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USING WINDOWS THEMES

The overall appearance of Access 2007 (and all
programs run in a Windows operating system) is
determined by themes. A theme is a predefined style
of icons, fonts, mouse pointers, sounds, colors, screen
savers, and background colors. You can use any of the
themes included with Windows, and you can customize
a theme after it is applied.

SET THE THEME IN WINDOWS XP
To set or change the theme when working with
Windows XP:

1. Right-click a blank area of the desktop, and click
Properties. The Display Properties dialog box
appears.

2. Click the Themes tab, and click the Theme down
arrow to choose from the predetermined themes.
Click the theme you want to use.

3. Click OK to close the Display Properties dialog box.

SET THE THEME IN WINDOWS VISTA

1. Right-click a blank area of the desktop, and click
Personalize. The Personalization window opens.

2. Click Theme to display the Theme Settings
dialog box.

3. Click the Theme down arrow to choose from
predefined settings.

4. Make your choice from the displayed settings, and
click OK.

[=8] Customize AutoFormat

Customize Options

@ g&eabe a new AutoFormat based on the Report 'Average List -

x
| ottt
e

(7 Update 'Office’ with values from the Report 'Average List -
~ 2005/2006'.

(71 Delete 'Office.

This will allow you to aeate your own AutoFormats based on the
document you have open.

Figure 8-12: Use the Customize AutoFormat dialog box to create new formats.

3. The AutoFormat dialog box will appear with one of the formats highlighted. Click
Customize. The Customize AutoFormat dialog box will appear, as seen in Figure 8-12:

® To create a new AutoFormat based on the attributes you have set on your form,
click Create A New AutoFormat Based On The Form “Your Form Name.”

® To update the highlighted format, click Update ‘Format Name’ With Values From
The Form “Your Form Name.”

® To delete the highlighted format, click Delete ‘Format Name.’

Work with Rich Text Formatting

Access 2007 has several types of formatting you can use to display your

data. You can set how your data appears on-screen and when printed. As
discussed in Chapter 3, you can set input masks to force database users to enter
information in a preset manner, such as (***) ***-*** in a telephone number.
Both of these format options affect only the appearance of the data, not how it is
stored in Access 2007. New to Access 2007, you can apply rich text formatting to
text blocks in much the same way that you apply formatting in Microsoft Word,
Excel, and PowerPoint.

The type of formatting available depends on the data type you set in your
database. If you have set a field’s data type as Date/Time, you may choose
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| Comments Memo | Enter any comments about Author, Title, efc. |
Field Properties
General Lookup
\Caption I |ia.
Default Value
Validation Rule
Validation Text I,
(Required Mo Choose Rich text to store text as HTML and
|Allow Zero Length |Yes | allow rich formatting. Choose Plain text to
h d No | stare only text. Avoid using Rich text if data

might be used in Microsoft Office Access 2003
ar earlier,

Yes
Mo Control

IME Sentence Mode | None

|Smart Tags /o

Text Format |Rich Text [=]
TextAlgn [Painted ||
\Append Only. | Rich Text b

from predefined formats or customize a setting based on the predefinitions.
Memo and Text fields have no predefined formats. For an explanation of
some formatting rules, see the “Understanding Formatting Rules” QuickFacts
elsewhere in this chapter.

You can turn on rich text formatting on any Memo field in your table. Some text
can be bold or italicized, and you can change the text colors. In the background,
Access 2007 uses HTML (Hypertext Markup Language) to make this happen.

ENABLE RICH TEXT FORMATTING
1. Open the table in Design View.
2. Add a new field with the Memo data type.
—Or—
Click an existing Memo field.
3. In the Field Properties section of the Design View grid, click the General tab.

4. Click the Text Format down arrow, and click Rich Text. A message box appears. If
you want to convert the column to rich text, click Yes.

5. Save your table.

APPLY RICH TEXT

OUR BOOK LIST .

L 0071346082

caer  parenting

Author: Clark

Files Coaching Youth Soccer

Publish Year: 1 3':)(,
List Price: $ 14.95

Figure 8-13: Rich text formatting allows you to
create colorful reports.
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When a Memo data type field is highlighted on a datasheet, the Rich Text tools
become available on the Home tab Rich Text group.

1. Open a form in Form View or a table/datasheet in Datasheet View.
2. Select text in a field that has been enabled for rich text See “Enable Rich Text
Formatting” above.

3. In the Home tab Rich Text group, apply one of the alignment, text direction, numbered
or bulleted lists, or color attributes. Figure 8-13 shows some examples of how rich text
can spice up your data.

Alignment };| _ Text direction

buttons I buttons

Set bullets orI ,ﬁ._ = |a£f" - Font color
numbering | | buttons

Rich Text




You can add a Print icon to the Quick Access toolbar
for a one-click way to quickly print the active object. See
Chapter 1 for information on adding tools if your Quick
Access toolbar does not show the Print icon.

Printer properties provided by your printer manufacturer
accessed from the Print dialog box typically offer more
printing features than those provided for by Access.

Print Your Data

Access provides a broad array of printing options, many tailored to the object
you are interested in printing.

Set Up the Print Job

You can print an object directly, modify several printing features in the Print
dialog box that affect the printed page, and review and make changes to the
page in Print Preview prior to printing. Some features are not available for all
objects you want to print (for example, tables/datasheets and queries don't let
you change columnar settings) and only affect printing of the current object
(although the settings are retained for the next time you print the same object).

USE QUICK PRINT

If you want to print an Access 2007 object without making any changes, you can
send it directly to the default printer.

1. Ensure that the object you want to print is the active object in your database.

2. Click the Office Button in the upper-left corner of the Access window. ; E‘E

3. Point to Print and click Quick Print. You may see a message that the object is
printing to the default printer.
@ Quick Print

L] . .
Tl Send the object directly to the default

printer without making changes.

CHANGE PAPER LAYOUT, SIZE, AND SOURCE

1. Click the Office Button, and click Print. The Print dialog box appears. Click Properties.
properties  The Document Properties dialog box for your printer appears, as seen in
Figure 8-14. (The steps to perform these actions and the locations of the options vary
according to each printer/printer manufacturer. The following steps are typical, though
you may find the options are located in different tabs within the Document Properties
dialog box.)

® |n the Layout tab, in the Orientation area, select the layout—Portrait (tall) or
Landscape (wide)—that works best for how your data is arranged.
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Available properties
depend on your printer

Crientation:
-
Set th o Page Order:
et the page order
and number of I<—-—0Ff°ﬁt to Back i The preview
pages per sheet N\  Page Format = e area reflects
ages per Sheet 1 - your changes
[ Draw Borders
Figure 8-14: You tell Access how to print your [ ok J[ Cancel |
objects in the Document Properties dialog box.
Layout | Paper/Quaity | ® |n the Page Order area, click Front To Back or Back To Front, depending on how
you want your object to print.
Tray Selection
PaperSourcs: < Atomatically Select ~ ® Choose the number of pages you want printed per sheet.
Media: j M;, Select li @ Click the Paper/Quality tab to open the relevant dialog box. Click the Paper
! Source down arrow to choose the location from which you want the printer to
;E:'}mﬂ obtain the paper.
Letterhead . . . . .
?Tm;“;.,q. ® Click the Media down arrow to tell the printer what type of media to print on.
| Prepunched ) ) )
_LE?JL. ® From either the Layout or Paper/Quality tab, click Advanced to open the Advanced
ig"e:d s Options dialog box for your printer.
gﬁmd{ ® Click the Paper Size down arrow to select the paper size you want.
| Rough

® Depending on your printer, make any other selections you require.

® Click OK twice to return to the Print dialog box.
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Print Options | Columns

Grid Settings
Mumber of Columns: 7

Row Spadng: 0.0049"
Column Spacing: 0.25"

Column Size
Width: g | Height pg.ogs9"
Same as Detail

Column Layout

@ Down, then Across
(7 Across, then Down

1] T
Mthe foe

L

[ir#g] friils]
]

[ oc ][ concet |

Figure 8-15: The Columns tab lets you determine
how your object will print.

ADJUST MARGINS

You can adjust the distance between edges of the printed page and where text
and pictures are printed for the current object.

1. Click the Office Button, and click Print.

2. Click Setup to open the Page Setup dialog box.

3. Adjust the settings in the Top, Bottom, Left, and Right text boxes to the respective
margins you want by typing new values. As you make changes, the Sample area
shows the new location of the margins.

4. Click Print Data Only if you want to print just the information from a form or report.
(If printing a datasheet, you can select whether to print headings. When printing a
table, this option is “Print Heading.”) In the case of split forms (a form in which you
see both the Datasheet and Form View at the same time):

® Click Print Form Only to print just the form.
—Or—
® Click Print Datasheet Only to print just the datasheet.
If neither option is selected, both will print.
5. Click OK when finished making all changes in the Page Setup dialog box.
CHANGE COLUMNAR PRINT SETTINGS
The output from a report, or the labels and fields in Form View, are printed

together as a column. You can make more efficient use of paper by aligning the
printed data into more than one column.

1. In the Page Setup dialog box, click the Columns tab, shown in Figure 8-15:

® |n the Grid Setting area, type how many columns you want (your paper width and
column width will be determining factors), and determine the sizing between rows
and columns.

® |n the Column Size area, click the Same As Detail check box to print the column
the same size as you set up in the form or report in Design View. To adjust the
column width and row height, clear the check box, and type new values.

® |n the Column Layout area (multiple columns only), select the direction in which you
want the columns printed.

2. Click OK when finished making all changes in the Page Setup dialog box.
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Review Data Before Printing

Print Preview provides an accurate picture of your data and layout so that you

can make changes before committing to expending ink/toner and paper.

The Print Preview window, shown in Figure 8-16, allows you to toggle between

two magnifications (100 percent and what will fit on a single page) by clicking your

mouse, and you can navigate through the pages to be printed using a navigation

bar. Print Preview’s other features are available from the Print Preview tab.

Chapter111 ; Database {Access 2007) - Microsoft Access = = X

[ | Show Margiris a:] Ml Q

[ Print Data Only

I Print Preview t
il -
B0 A |
You can toggle Lt s e
between P [
magnifications print ||
with the Zoom tool -
All Tables =«
Books: Table
Books Query
Books2

Figure 8-16: Print Preview allows
you to see your object and make
changes before you print.
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Current Books
Current Books Cate...
MODERM BOOK FO...
Average List - 2005/..,
Book List November...
Book Report

Books

Books again
BOOKS TOO

Booksl

Books2

Books3

Books4

Books5

Current Books Farm
Labels Books

List Prices

.Page:l-l 11 it_Nr

T rext i
%}Mom'

Two More || Befresh | Excel SharePoint
Pages Pages~ Al List
Data

List Price Comments

Efiott
Keinert

Fen
Hash

Cember
Fiskurich

Clark
Don
Ratefie

007136958 Eus FitzEnz

0071375352 Dewberry Comp

0071377864
07140552

G No Fitter

313500 Usedas text bookin 2000

43535 Refrenc book for variousressi shops

51485
51785

55205 often usedastext
57995
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1. To open Print Preview, click the Office Button, point to Print, and click Print Preview.

2. In the Print Preview tab Print group, click Print to open the Print dialog box. N
3. In the Print Preview tab Page Layout group:
Srint Preview ® Click Size to set the paper size on which to print.
® Click Portrait or Landscape to set the orientation of your printed object. o
® Click Margins to choose from three pre-defined settings or to choose the last
custom setting.
i__I 8.5 11"
Legal
L_l 85 K147 B
B = S 1 LastCustom Setting )
] 7z k| B BrE
—~ A4
U 8.27" x11.69° Top: 075" Bottom: 0.757
Left: 0.35° Right: 0.35" m
e A5
u 5.83" x8.27" T Wide
Top: % o Bottom: 1%
BS (JIS) Left: 0.75" Right: 075"
737 %1032
Folio Top: 0.257 Bottom: 0.25°
85 x13" Left  0.25° Right: 0.25" (o)}
Envelope 10
AL ® Click Page Setup to open the Page Setup dialog box and change the margins,
Envelope DL orientation, and set columns.
433" x 866" . i . .
® Click Print Data Only to print the data without the form labels. ~
Envelope C5 ) )
638" x9.02° ® Click Columns to open the Page Setup dialog box for the
Columns tab.
Envelope BS
SRR 4. In the Print Preview tab Zoom group: q
;‘;‘;‘f‘:?";“’"“"" ® Click Zoom to choose from several magnifications. e
® Click One Page, Two Pages, or More Pages to see pages in Fit to Windaw
those respective configurations. 1%
25%
5. In the Print Preview tab Data group, you may export Access data to 0%
other Office programs. For more information on exporting Access s ©
You can also use the Zoom tools in the Access window data, see Chapter 10. = f::;”m
status bar to change the magnification in Print Preview. 6. Click Close Print Preview to return to your object =
—h
o
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Printer

Name: | Samsung ML-6060 Series PCLS (Copy 1) v] [ Properties |
Status:  Ready

Type: Samsung ML-6060 Series PCLE

Where:  USBOO2

Comment: || Print ta File
Print Range Copies

@ Al Number of Copies: 1 i—i‘{‘

" Pages From: Ta! | | —
L e

Selected Record(s)

== O

Figure 8-17: The Print dialog box lets you set many
printing options.

Name: = g |
Status: ‘Microsoft XPS Document Writer
‘Quicken PDF Printer
Type: -Samsung ML-6060 Series PCLG
Where! Samsung ML-5060 Series PCLG (Copy 1

'Snaalt 8

Output File Name:

IC:\bmks\bookr’epon
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Output the Print Job

You can print to printers attached to your computer or to printers on your
network. You can also print to a file instead of a printer and choose features
provided by your printer manufacturer. All this is accomplished from the Print
dialog box, as shown in Figure 8-17.

To open the Print dialog box, press CTRL+P.
—Or-

Click the Office Button, and click Print.

CHOOSE A PRINTER

In the Printer dialog box, click the Name down arrow, and select a printer that
is installed on your computer from the drop-down list. The printer name is
displayed in the Name drop-down list box, and information about the printer is
listed below (see Figure 8-17).

PRINT MULTIPLE COPIES

1. In the Copies area, click the Number Of Copies spinner to the number of copies
you want.

2. Click the Collate check box to print each copy from start to finish before starting to
print the next copy.

—Or—

Clear the Collate check box to print each page the number of times set in the Number
Of Copies spinner before printing the next page.

PRINT TO A FILE

You can print your printer information to a file instead of directly to a physical
device.

1. Click the Print To File [¥lrinttoFie check box.

2. Select any other print options you want, and click OK.

3. In the Print To File dialog box, type the path and file name of where you want the print
file located.

4. Click OK.



When you use the Navigation Pane to select the object
you want to print and then click Print on the Quick
Access toolbar or from the Office Button menu, some
objects might print differently from what you’d expect. For
example, when you print a query, the query is run first,
then printed.

PRINT ALL PAGES

® Open the object (or run the object, in the case of queries) that you want to print. In the
Print dialog box, under Print Range, click All. Click OK.

—Or-—
® Use a Quick Print technique described earlier in the chapter.
PRINT SPECIFIC PAGES
1. In the Print dialog box, under Print Range, click Pages, and do one of the following:

® To print a range of pages, use the From and To fields to set starting and ending
pages.

® To print one page, set both the From and To fields to the same page number.
@® To print from a page to the last page, set only the From field.

Print Range
Al

@ Pages From: 8 To: 14

2. Click OK.

PRINT SPECIFIC RECORDS
1. Select the records in Datasheet View that you want to print.

2. In the Print dialog box, under Print Range, click Selected Record(s).

(") Pages From: To | |

(@ Selected Record(s)

3. Click OK.
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Understanding Access 2007 N
Security

Create a Trusted Location

Create and Use Certificates

to Trust Databases @
Creating Passwords
Encrypt a Database LM
Remove Database Objects secu ri ng a nd o
from View - o= -
Keeping Data Safe Administrating Access
Secure the Datab.ase vlvith the o
User-Level Security Wizard
Understanding the User-Level This chapter addresses the issue of database security.
Security Model The overriding purpose of database security is to prevent
Document a Database both inadvertent and intentional damage to the data and o
Compact and Repair a Database the database objects. Proper security measures prevent
Troubleshooting the Compact anyone who might view or edit the information from gaining
Al E R DR Ll unauthorized access. They also prevent anyone from making .
Back Up a Database design changes without express permission to do so. You

can protect both the data and the design elements with a

variety of approaches. In addition, there are administrative o

measures you can take, such as creating database backups,
that supplement the security precautions you have in place.

-
o
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QUICKFACTS
legglElglsTy‘NmNG ACCESS 2007 Apply SeCUI’Ity tO an
Access 2007 borrows from former President Reagan’s AcceSS D a‘tab ase

philosophy of détente, that is, “trust but verify,” in its

pursit to simplify database security and avoid most of Access offers several comprehensive methods of securing a database and its
the repetitious and annoying dialog boxes you had to deal objects, including digitally signing databases, encrypting database files, and
with in earlier versions of Access to open a database. applying user-level security. Several security measures are unique to Access

o 2007 files, although provisions are made for security models in earlier Access

Opering " \atthens|Quiksrpsiaccess2007 Baoks-97 Format mek” versions. In addition, there are less comprehensive actions you can take to

prevent users from inadvertently making changes to data.

This file may not be safe if it contains code that was intended to harm your

Bonmyanll_ltEwrSnt to open this file or cancel the operation? c reate a Trusted Locatlon

b I oo [ wei ] The easiest way to let Access know that you trust the content in a database is
Access 2007 believes that it's better to let you open to store the data.base file in a folder that you let Access know you trust. Your
database and view its data and disable any potential local computer is the recommended place to locate a trusted folder, although
malicious code or actions that could cause security risks, you can use a folder on your network. When you open a database stored in a
unless it's verified that: trusted location, content will be enabled and you will no longer see the security

® The database is stored in a trusted location. warning advising you of that.
—Or—

@ Security Warning Certain content in the database has been disabled Options...
® The database is digitally signed and you trust the

origitatotioftheicentificate: 1. Click the Office Button, click Access Options, and click the Pr————
Chapter 1 described the security warning that appears in Trust Center option. Under Microsoft Office Access Trust Center,
the message bar below the ribbon and the steps to take click Trust Center Settings.
oLl Sz B el Continued 2. In the Trust Center, click the Trusted Locations option. The Trusted Locations page

appears, with at least one default secure location for databases created by Access
wizards, as shown in Figure 9-1.

Microsaft Office Trusted Location e 3. To add a secure location on your network, first click the Allow Trusted Location On
e st e e My Network check box. Then, to add a secure location on your local computer or on
Path: ' 3

(cAProgam Fls 98] iesefeoffce| ffe12laccwiz) | the network, click Add New Location.

I e e s 4. In the Microsoft Office Trust Location dialog box, click Browse and navigate to the
Desaption: _ folder you want to secure. Click OK.

{Main trushed Incation|

5. Click the Subfolders Of This Location Are Also Trusted check box if you want to
include them. Add a description if you want to add amplifying information in addition

Date and Time Created:  11f15/2006 3:15 PM
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UNDERSTANDING ACCESS 2007
SECURITY (continued)

Users familiar with earlier versions of Access are probably
wondering what happened to user-level security, where
you could grant access to various components of the
database based on the permissions you granted to others.
Good news and bad news. For databases saved in the

earlier Access file formats, such as .mdb, user-level
security is supported within Access 2007. If you open
a database in Access 2007’s .accdb format, user-level
security will not be available.

Another layer of database protection Access provides is
the file encryption feature common to other Office 2007
programs. By password-protecting a database, you can
sleep well at night, knowing that if your data falls into
nefarious hands, the database cannot be opened and
your private information will appear as gobbledygook if
attempts are made to use it.

Finally, for a more casual sense of security, you can
keep others from viewing certain aspects of the database
by simply removing those objects from view.

All of these security precautions are described in this
chapter.

Select if you want
trusted folders on
other computers
on your network

Figure 9-1: Access will not disable content
for databases stored in trusted locations.

to the time and date the folder is secured that Access provides. Click OK to add the
location to the User Locations list.

6. To remove or change an existing trusted location, select the location and click Remove
or Modify, respectively (see Figure 9-1).

7. Click OK twice when finished to close the Trust Center And Access Options window.

Create and Use Certificates
to Trust Databases

A certificate provides a digital signature to a file and lets others know that a
database came from a trusted source (if you trust the certificate originator,
you trust the files that are digitally signed by the originator and are assured
the files have not been altered). You can create your own certificate and
apply it to Access 2007 databases you provide to others as part of a package.

Default location for
trusted databases

You can include or exclude
subfolders in a trusted location

e

Tous Center B

Trusted Publishers

[_ET T ——

Warning: &l these locations are freated as trusted so

Addeins location, make sure that the new lacation is secur
Path

User Locations

Cihlsersiohnd

Ciu.lcrosoft Office\Orfice 12y

Trusted Locations

es for opening files, If you change or add a

Deserfiption Date Modified

Macro Settings
11/14/2006 11:06 &M

Message Bar

n:!r:fa ult location: Wizard Eff:':_t...
Privacy Options
Policy Locations

Path: CProgram Files [xE6)\Microsoft Office\Office I0ACOWTDY
Description: Accest default location: Wizard Databases

Date Modified:
Sub Folders: Disallowed

Add newlocation...] I Remove ] [_Modify’..,

.|:| Allowy Trusted Locations on my netwark [hot recommended)
|:| Disable all Trusted Locations, Only files signed by Trusted Publishers will be trusted,

[ 0] 4 ][ Cancel I
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You can create a self-signed certificate, which provides
a limited measure of confidence to recipients of your
databases that the data really came from a trusted
source. To be fully confident that a database containing
executable code (that is, code that can perform actions
on your system or data) is from a trusted source, you
can provide a certificate from a commercial certificate
authority that attests you are who you profess to be.
VeriSign (www.verisign.com) is an example of one of the
larger certificate authorities.

You cannot digitally sign a database in a pre-Access

2007 file format (.accdb) using the Publish feature on the
Office Button menu. However, you can use a technique
from earlier versions to digitally sign a database. Open the
pre-Access 2007 database, and, in the Database Tools

tab Macro group, click Visual Basic. In the Visual Basic
window, select the database in the Project Explorer in the
left pane, click the Tools menu, and click Digital Signature.
In the Digital Signature dialog box, click Choose, select the
certificate you want to assign to the database, and click OK
twice. Close the Visual Basic window.

B Microsoft Visusl Basic - Books-200% Format [design]
¢ File Edit iew Insert Debug  Bun  Tools Add-lns  Window Help

:“%@H TR o e s ST Jgﬁfﬁl}@

g_x_j e

=

== 5l

-2 acwztool (ACWZTOOL)
=8 4 books97 (Books-2003 Format)

Packaging encapsulates the database in an Access Deployment file (.accdc)
and signs the package with a certificate. For databases you receive from others,
Access will alert you to the presence of an untrusted certificate, and you can
decide whether or not to trust the content.

CREATE A CERTIFICATE

You need a certificate before you can digitally sign a database and publish it
to others.

1. Click the Start menu button.

2. Click All Programs, click Microsoft Office, click Microsoft Office Tools, and click
Digital Certificate For VBA Projects. The Create Digital Certificate dialog box
appears, shown in Figure 9-2.

’SeIfCert Success ‘
3. Type a name for the certificate (this is the
name others will see when they open a Successfully created a new certificate for CBTS,
signed database from you), and click OK.
You are notified that your self-certificate is

created. Click OK.
PUBLISH A DIGITALLY SIGNED DATABASE
1. Open an Access 2007 database.

2. Click the Office Button, click Publish, :
£l Document Manage ment Server

and click PaCkage And Sign- £_I Share the database by saving ittoa
document management server.

Publish the database for others

3. In the Select Certificate dialog box, select = =
. . -3 Package and 3ign
the certificate you want to use to sign the C Package the database and apply a digital
. igniature,
database, and click OK. S
Select Certifcate =

Select the certificate vou want bo use,

Issued ko Issued by Intended P... Friendly name Expiration ...

Code Signing  Mone

¢ il |

i— QK. ?‘ Cancel H View Certificate |
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www.verisign.com

Create Digital Certificate 4. In the Create Microsoft Office Access Signed Package dialog box, navigate to the

This program creates & seli-signed digial certiicate that bears the name you type folder where you want the database/package located. Name the package and click N

= B WS 7 o G0 RS e el e () Create. (Note that the package is saved in the .accdc file format.)

Since a gelf-signed digital certificate might be a forgeny, users will receive a zecurity E———— o S %

warhing when they open a file that contains a macra project with a seff-signed 720 Create Microsoft Office Access Signed Package s

signature. @'uq| 1) < Access2007 » Chapd » + [*2] [ 5earcn o]

Office will only allow wou to trust a self-signed certificate on the machine on which it .

wag created. File name:  Chapter 9.accdb , W
Save as type: IMl:rUsuft Office Access Signed Package (*.accdc) v] |

A self-zigned certificate is only for perzonal use. |f you need an authenticated code
signing certifizate for signing commercial or broadly distributed macros, wou wil

nieed bo contact & certification autharity. T Browse Folders Tools = Caneel

Click here for a list of commercial certificate authorities

USE A DIGITALLY SIGNED PRE-ACCESS 2007 DATABASE

Your certificate's name: D

[ 1. Open the database.

oK. | Cancel | 2. If the certificate is validated and trusted by Access (typically, this is a certificate issued by a
commercial certificate authority), there is no action needed on your part. The database will
Figure 9-2: You can provide some assurance to others open with enabled content, and the security warning in the message bar will be omitted.

that databases they receive from you are really from you

and have not been changed. 3. If the signed database is from a self-certificate, Access will not typically trust it. Click

the security warning Options button in the message bar. You should see the Microsoft

Office Security Options dialog box, similar to that shown in Figure 9-3. Access will

display the particulars of the certificate. Review them and when satisfied they are

trusted, click OK to enable the content. o

EXTRACT AN ACCESS 2007 DATABASE FROM A PACKAGE

When you open a package sent to you by another Access 2007 user, you open it
as you would any other database file.

You can only add one database (the one you open) to . . . , . ~
S — 1. If the publisher is trusted (that is, you've previously trusted content from them and they
a trusted package. . . ) . )
are listed in the Trusted Publishers list of your Trust Center), the database file can be
extracted from the package. —
Microsoft Office fccess Security Motice [i][g|
o ©
A potential security concern has been identified. m
If the paCkage comes frOm an untrUSted Note; The di_gital signature is yalid, but the signature is
publisher (even if the digital signature is valid), a | rrm.” PPlisher whom you have not yet chasen to
T eminmat &=  Security Notice dialog box appears, where you File Path; Z/Matthews\QuickSteps\Acoess2007
() [ < John » Documents » » [t | Search 2| can both choose to open the database and add WL e R e e
File narne: | [Roaaa] % the publisher to your Trusted Publishers list. Show Sionature Detalls
Save as type: IMicrnsnFt Office Access 2007 Databases (MaccdbMaccde) 'I 2. In either case, in the Extract Database To [Irust all from publisher ] [ Open ] L Cancel ]
=) Broiise Foldars Tonli = dialog box that appears, select where you
want the extracted database file stored, and rename it if desired. Click OK.
—h
o
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QUICKFACTS |

CREATING PASSWORDS

Some basic guidelines for creating a password include:

® Create a strong password that combines
uppercase and lowercase letters with numbers
and symbols. For example, “67TrCg!89sdJ” is a
strong password, while “MyFavoriteCat” is not.

® Passwords should be eight or more characters.
® Never use a word that appears in the dictionary.

® Do not use characters that have a special meaning

inAccess: “\[]:l<>+=;,.7"

When you encrypt a database, you are using one of
the Microsoft Office 2007 128-bit encryption algorithms.
These provide greater security than the encryption
algorithms used in previous versions of Access.

By default, databases are opened in shared open mode,
which allows others to concurrently open the database
and access the data. You can change this behavior so that
only one user has exclusive use of the data. To change
the default open mode behavior, click the Office Button,
click Access Options, and click the Advanced option.
Under Advanced, click
the behavior you want, ] Open [ast used database when Access starts
and click OK when Default open mode

el @ Shared
finished. o e
() Exclusive

Advanced

y

— R — —_ —m

= T -
'rosﬂf&'BFﬁ'ce%écu_ﬂty-‘._fﬁ]béi\;‘mna«-

@ Security Alert

¥BA Macro
Access has disabled potentially harmful content in this database.

If vau trusk the contents of this database and would like bo enable it For this session
only, click Enable this conkent,

Warning: This digital signature is invalid and cannot be trusted. The macros
will be disabled.

More information
File Path:  Z:\Matthews\QuickStepstAccess2007Chap2 Books-2003 Format.mdb
Signakure

Signed by: Acme Technical Services
Certificate expiration: 1/1/2012
Certificate issued by: Acme Technical Services

Show Signature Details

@ Help protect me From unknown conkent (recommended)

Open the Trust Center E OK 3 I Cancel ]

Figure 9-3: Access will notify you of self-certificates, but will not
enable content without your approval.

Encrypt a Database

A database password only protects a database from being opened by someone
who doesn’t know the password. Anyone who knows the password can open
the database. Once the database is open, the user can do anything with it.

ASSIGN A PASSWORD

You must have exclusive use of the database to assign a password.

1. Make sure all users have closed the database.

2. Click the Office Button, and click Open. In the Open dialog box, shown in Figure 9-4,
select the database you want to protect with a password, click the Open down arrow,

and click Open Exclusive. :
(54 Switchboard Manager

3. In the Database Tools tab Database Tools group,
click Encrypt With Password.

|l‘“_‘- Encrypt with Passwordi
Lifiked Table =2 x - Make

Mathage! @0 Add-ins T ACCDE
Database Tools

Microsoft Office Access 2007 QuickSteps  Securing and Administrating Access




Figure 9-4: You can select how to
share a database using options
in the Open dialog box.

Don’t forget your password. You won’t be able to open
the database without it. Write it down and store it in a
safe place.

' Set Database Password

Password:

Werify:
Er—

OK ][ Canicel ]

Switchboard Manager =

|
— |L? Decrypt Database |
Lirtked Table —7 :
ranager & Add-ins © ACCDE

Cratabase Tools

‘ Organize v ws v B Mew Folder
EavorteLinks Marre Date modifie:
B Deskiop L2003 114132006 3:
; @Books—mm Format.rdhb 11/15/2006 3:
| Commpiter & Chapter 9 - Encrypted.accdb 11/15/2006 11
[El Documents B Chapter S.acedb 11/15/2006 4
I Access2007 - Shorteut ] Database mdb 11/14/2006 1:
More » @Databasel.mdb 1317142006 1:
£ Databiaze2 mdhb 1171472006 2:
Falders ¥ | B Databased.mdhb 1171472006 2:
1 Chap4 + | B Databased.mdb 11/14/2006 2:
I Chaps ] DatabaseS.mdhb 11/14/2006 2:
1 Chapt | B Databasef.mdb 11/14/2006 2:
. Chapl B
@ Access03Q5ae = | 4| LU | 4
File name: aap;ra_-Erprted.accdh g [Miprosuft.ﬂfficeAcc_ess [*.ac v]
Tools = [ Dpen_@ [ Cancel ]
Open
Open Read-Cinly
Open Exclusive
Open Exclusive Read-Only

4. In the Set Database Password dialog box, type the password. Repeat the password in
the Verify text box, and then click OK.

5. The next time you try to open the database, you T e
will be asked for the paSSWOrd. Enter databas;_p_a‘_s_s_vg_o[elf

REMOVE A PASSWORD

1. Open the database in Exclusive mode.
2. In the Database Tools tab Database Tools group, click Decrypt Database.

3. In the Unset Database dialog box, type the password and click OK.

Remove Database Objects from View
Hiding database objects does not really tighten security, per se; although it does
keep certain objects from appearing in the Navigation Pane and out of sight/
out of harm’s way to casual users.

oft Office Access 2007 Securing and Administrating Access
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KEEPING DATA SAFE
There are several actions you can take to keep data safe
from unintended changes that supplement any security
measures you are implementing.

PREVENT EDITING TO RECORDS
You can lock all records, or just the record you are
editing, from changes in the open form or datasheet (and
also lock records in underlying tables). This feature is
useful when a database is shared. Chapter 10 described
how to share a database.

1. Open the database whose records you want to
prevent against editing.

2. Click the Office Button, click Access Options,
and click the Advanced option.

Default record |ocking

3. Under Advanced, click the default @ Mo locks

record-locking behavior you want, ~ © 4! reeards
() Edited record

4. Click OK when finished.

LIMIT VALUES IN A LOOKUP FIELD

A lookup field can appear in a form as a combo box or
as a list box from which the user chooses a value. Users
may also enter a value not already on the list. If you
don’t want other values in the field:

1. Open the table in Design View.

2. Select the lookup field in the upper pane.
3. Click the Lookup tab in the lower pane.
4

. Click the Limit To List property text box, click its
down arrow, and click Yes.

5. Save the table design.

Continued . . .

HIDE DATABASE OBJECTS

® To hide a group of objects in the Navigation Pane, right-click the group title bar, and

click Hide.

® To hide an object within a group in the Navigation Pane, right-click the object and click

Hide In This Group.
VIEW HIDDEN DATABASE OBJECTS

In order to view objects or groups that are hidden, you will need to see them in

order to change their status.

1. Right-click a blank area of the Navigation Pane, and click Navigation Options.

2. Click the Show Hidden Objects check box,
and click OK. Any hidden objects or groups

appear dimmed in the Navigation Pane.

Display Options
Show Hidden Objects 7] Show System Objects
[ show Search Bar

3. Right-click the hidden object or group you want to return to full view, and click Unhide In
This Group or Unhide, respectively. Figure 9-5 shows the command for revealing a table.

4. To return remaining hidden objects to a fully hidden status, right-click a blank area of
the Navigation Pane, click Navigation Options, and clear the Show Hidden Objects

check box. Click OK.

All Access Objects *'| «
Tables A

[F open
% Diesign Wiew
Import r
Queries Fsi it i
¥ add Books

_',};: Collect and Update Datz via E-mail
EH vear 2000 Tit)

Rename
Forms -

— Unhide ifthis Group
Books Input k

Delete
& cut
b3 copy

% Table Properties

Figure 9-5: Hidden objects appear dimmed
so that you can “view” them and select which
ones to reveal.
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Secure the Database
with the User-Level
Security Wizard

The User-Level Security Wizard can
secure any or all of the objects in your
database. All the relationships and
linked tables are kept intact when
you secure the database with the
User-Level Security Wizard. It also
makes a backup copy of the original
database in case you have forgotten
to do so. The backup file has the
same name as the original database,
but with the .bak file extension.




KEEPING DATA SAFE (continued)
REQUIRE VALID DATA
To make that sure newly entered data is correct, include
data validation rules in a table or form design. See
Chapter 3 for more information on using data validation.
PREVENT DATA CHANGES IN A FORM
To keep a user from entering, deleting, or editing data in
a form:
1. Open the form in Design View, and double-click
the form selector.
2. In the Property Sheet, click the Data tab.
3. Click the Allow Edits property text box, click its

down arrow, and click No.

4. Repeat step 3 to set the Allow Deletions and
Allow Additions properties.

5. Save the form design.

In some pre-Access 2007 versions, you could assign
user-level security in a multiuser environment. The
security model operated on the principle that not all users
need to have access to all the data or all the design
elements in the database. Users were organized into
groups, each of which has specific responsibilities. This
information was stored in a workgroup information file
(WIF). Access 2007 supports this security model for
databases created in Access 2003 and earlier versions
that supported it. See the “Understanding the User-Level
Security Model” QuickFacts and “Secure the Database
with the User-Level Security Wizard” for information on
how to implement user-level security.

With the User-Level Security Wizard, you can be specific about which users
enjoy which permissions. You can also decide who belongs to which groups
and also edit user passwords and personal IDs (PIDs). A PID is similar to a

password and is used in combination with the user name to identify an account.

START THE USER-LEVEL SECURITY WIZARD

The database must be open before you can work with the User-Level Security
Wizard.

1. Open the pre-Access 2007 database whose objects you want to secure.

2. In the Database Tools tab Administer group, click Users And Permissions, and click
User-Level Security Wizard.

@ |

= e
e

Users and  |Replication

Permissions = Options =
Administer

3. In the first page of the wizard, click Create A New Workgroup Information File if one
doesn’t exist.
-Or- Do you want to create a new workgroup information file or
. modify the current one?
Select Modify My Current
Workgroup Information File to make
changes in an existing WIF.

@ Create a new workgroup information file.

In either case, click Next.

4. In the next page, shown in Figure 9-6, browse to where you want to locate the
workgroup information file, name the file, and accept the workgroup ID (WID) the
User-Level Security Wizard offers, or enter a unique string in the WID box. (The WID
is a case-sensitive string of between 4 and 20 alphabetic and numeric characters.)
Optionally, add your name and your company’s name.

5. Click the | Want To Create A Shortcut To Open My Security-Enhanced Database
check box, and click Next.

SECURE INDIVIDUAL OBJECTS

The third page of the User-Level Security Wizard, shown in Figure 9-7, shows
tabs for each of the objects in the current database. By default, all objects are

Microsoft Office Access 2007 QuickSteps  Securing and Administrating Access
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UICKFACTS |

UNDERSTANDING THE USER-LEVEL
SECURITY MODEL

The user-level security model is based on the idea

of workgroups whose members share the data and
privileges. The group and user accounts list the members
of the workgroup. A group account is a collection of user
accounts. Each member of the group is permitted some
degree of freedom in dealing with data and objects. A
user account belongs to a single user and includes the
user name and personal ID (PID).

The four pieces of a user-level security model are:
® A user is a person who uses the database.

® Agroup is a set of users, all of whom operate at
the same security level and need access to the
same parts of the database.

® A permission gives a user or group the right to
carry out a specific action. For example, Read
Data permission allows opening a table or query
for viewing but not for entering new data or editing
existing data.

® An object refers to any of the Access tables,
queries, forms, reports, macros, or modules—as
well as to the database itself.

Depending on what the user needs to do with the
database, you can assign her to any of the groups
provided by the User-Level Security Wizard. To give a
user more permissions than one group has, you can
assign that user to more than one group:

® Backup Operators can open the database
exclusively for backup and compacting, but are not
permitted to see any of the database objects.

® Full Data Users have full permission to edit data,
but are not allowed to make any design changes.

Continued . . .

Microsoft Office Access 2007 QuickSteps  Securing and Administrating Access

Security Wizard

What name and workgroup ID (WID) do you want for your workgroup
information file? The WID is a unique alphanumeric string 4-20

characters long.
File name: iZ:‘Watﬁews\Quid&Steps\AccessQ[f
g LT wepeTifS

Your name {optional): |John Cronan

£ Company (optional): acme

| The wizard can make this the default workgroup information file for all
databases, or it can geate a shortaut to open the security-enhanced
e database with this workgroup. Which do you want to do?

(7 I want to make this my default workgroup information file.
@ Iwant to create a shortout to open my security-enhanced

(T | U -

Figure 9-6: You can select a name and location for the workgroup
information file and create your own ID (creating your own ID is
not recommended).

Security Wizard

The wizard by default verifies the security of all existing
Y - database objects and all new objects ceated after running
. E @ the wizard. To leave an object’s security as itis now,

What database objects do you want to help secure?

Tables Queries | = Fofmsl.%ﬂ Reports | Fird Macrosl O‘Iherl AJ]Ohjeds|
1 + | Deselect
¥ [ Books plus Publishers F
™ B CorvertErrars Select Al
¥ [ customer Interests
M B customers = Deselect Al
[¥ B Distributors
M B Interests
v E mytable
[V [ order Details
IV [ Orders ¥
- e e Eeee

Figure 9-7: You can easily remove security attributes from objects
that don’t need them.




QUICKFACTS

secured by the wizard, but you can exclude some and keep the existing security

UNDERSTANDING THE USER'LEVEL measures 1n the Others' I\)
SECURITY MODEL (continued)
.. o 1. Clear the check box next to the object that you want to leave as is.
® Full Permission Users have full permissions on
all database objects, but are not allowed to assign 2. Click the tab (such as Queries, Forms, or Reports) for any other object whose security
permissions to others. selections you want to change.
® New Data Users can read and insert data, but are 3. When finished, click Next. If you have secured your Visual Basic code with a password,
not allowed to delete or update existing data. They the User-Level Security Wizard asks for the password in the next page. If not, you move
are also not allowed to alter any object designs. on to setting up group accounts.
® Project Designers have full permission to edit SET UP GROUP ACCOUNTS
data and all objects, but are not allowed to alter Setting up group accounts involves choosing the appropriate groups for your =
any tables or relationships. application based on the tasks assigned to the users. In the next page of the wizard,
® Read-Only Users can read all the data, but are shown in Figure 9-8, you can view which permissions are assigned to specific
not allowed to change data or any design object. security groups, and then decide how to assign the users to the different groups.
© Ui e (LEEE GE e et Upeiis el Gl A unique group ID is assigned to each group by the User-Level Security Wizard. o1
but are not allowed to insert or delete data. They
are also not allowed to make any design changes. 1. Select a group in the group list to read the description of the permissions in the Group
Permissions area. Figure 9-8 shows the permissions granted to the New Data Users group.
Security Wizard o
| These optional security group accounts each define specific permissions for the
users you will assign to the group. Click a group to see a list of the group's
Applying user-level security to a database can prevent PRYISSENS
opening the file if you lose or forget required information e S o T T D P
to access the database, or if you are otherwise unfamiliar ;* gonckupCperstors S pomes - iew Daia oo
. o . o 29Ful Data Users GowpTD:  [amiVIQMPviNgGchinn ~
with working with users, groups, and setting permissions. MFull Permizsions
) N i Group permissions:
We recommended that you use this feature only to change I~ BProject Designers P o e e s B
isti ti 1 k inf ti fil | I~ Z¥Read-Only Users alter the design of any database object or
existing settings to a workgroup information file, unless i': b o
you are comfortable working in a multiuser environment. B
»y (00)
Each group is uniquely identified by an encoded value generated from the combination of its name and
its Group ID, which is a unigue alphanumeric string 4-20 characters long.
If you choose to make the WIF identified in Figure 9-6 I Cancel ‘ [ <Back “ Next> | ’ Frish
the default, every Access database you open will use it,
unless you specify that it be opened with a different WIF.
Figure 9-8: The security group accounts provide specific
permissions to their members.
—h
o
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2. Click the check boxes for the groups you want to include in the security model, and

click Next.
3. The next page of the wizard allows you to assign some permissions to the Users
Prior to using the User-Level Security Wizard, be sure to group, but strongly recommends against that. Click No, The Users Group Should Not
close any unsaved objects you have open. Have Any Permissions. Click Next.

ADD, EDIT, AND REMOVE USERS

In the next page of the wizard, shown in Figure 9-9, you can get specific about
which users to add to the workgroup. You can also delete a user from the
workgroup and edit a user’s password or PID.

1. Click Add New User in the left pane.

2. Type a name in the User Name text box, and type a password in the Password text
box. The user’s PID is automatically entered, but you can change it if you want to.

3. Click Add This User To The List.
The default Users group provides access to all objects
in a database. Everyone who has a copy of Access is 5
automatically a member of the Users group and will have
the same permissions applying to all open databases.

=

. Repeat steps 1-3 to add other users to the workgroup.

. To remove a user from the workgroup, select the name and click Delete User From
The List.

Security Wizard

Mow you can add users to your workgroup information file and assign each user a
password and unigue Personal ID {PID). To edit a password or PID, dick a name
in the box on the left.

What users do you want in your workgroup information file?

o, <Add New User>

AFaye Sturtevant ]
Password:

Deil sump ; ;
RBobbie Sandbery |s61awsag|
PID:
; ) ) [bMigRoylJj862TPLEEY
When you assign users to groups in the User-Level =
Security Wizard, if you choose Select A Group And
. Delete User from the List

Assign Users To The Group, you select the group name
. . Each user is uniguely identified by an encoded value generated from the user name and PID. The PID is
in the Group Or User Name drop-down list, and then a unique alphanumeric string 4-20 characters long.

select the user names from the list below it.

Figure 9-9: You can manage which users will have access to the
objects you previously identified.
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6. To edit user information, select the name and change the password or PID.

You can assign a user to more than one group. The . . . . N
. . : 7. Click Next when finished with the users in the workgroup.
user then has all the permissions associated with all the
groups she belongs to. ASSIGN USERS TO GROUPS
The final step in defining user-level security is to assign each user to one of the
groups that you have selected. You have two ways to carry this out in the next o
page of the User-Level Security Wizard. You may start with a user and add the
oo a5 - P — user to groups, or st.art with a group
N e D i and assign users to it.
= ]ﬁ . Al P::f;::i:; Q:I QUENEN Bt o o ﬁgiﬂe = 1. In the next page, click Select A User o
Print ‘ Size ' i Zoom ga';i P‘;\n;fgs P’:TQDET'} RefArﬁsn Excel Sha[zlziumt DEE(ES %’More' EIF?rifri}::/l\?t And Assign The User TO Groups. The
B\ : 500 : e Lo user names you added to the workgroup
T;EZDM N appear in the Group Or User Name
T Books plus Publishers drop-down list. The group names you
3 Converterrors included appear in the pane below (6}
E Custamer Interests the ||Sl
E Customers
EH pistributors —Or—
E Interests . .
B mytanle Click Select A Group And Assign
E Order Details Users To The Group to assign users to fe))
E orders a group.
E Suppliers
2. Assign a user to groups or select a
group and assign users, depending on
your selection in step 1.
N
3. Repeat steps 1 and 2 to make
additional assignments. Click Next
when finished.
4. In the final page of the wizard, enter
= - (00]
secunty Wiz | hium Lack | s Sl o a name and path for the unsecured
backup database, and click Finish.
Figure 9-10: Security provisions to re-create a
workgroup information file are contained in the SAVE OR PRINT THE SECURITY REPORT
security report. It is extremely important to document and save all the security provisions you
have set. When the User-Level Security Wizard is finished, a security report
is displayed in Print Preview, as shown in Figure 9-10. You will need all this
information if you have to rebuild the WIE.
—h
o
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You have three ways to save the document:

® Click Print on the Print Preview tab to print a hard copy of the report. Store the printout
in a safe place.

® |n the Print Preview tab Data group, click one of the export options. The More button
provides other options, including saving the report as a Snapshot. Figure 9-11 shows the

® When you close Print Preview, you are asked if you want to save the report as a

Access provides tools to assist you in managing the size of your database,

as well as to repair a database that may have become corrupted. You can

also create a printout of your database
relationships, database properties, and

| e EEE B Fhiany
=l | wixi Sl == [ThText File
R e R e report saved as a Microsoft Word .rtf file.
Diata
Snapshot (.snp). Click Yes.
Administ Datab

Ilr’l:l1 o S BEL sz rptsecuretf [Compatibility Mede] - Microsoft Ward - = X
= Home Insert Page Layout References Mailings Review ‘Vgi Add-Ins (7]

i .JJl. _|;—,J 53 web Layout 3 Q |9 ) oS Mew window '1_]‘ %

tie FHouthine: || | ¥ == 0 @ = Arange All g

Print | Full Screen: ShowgHide | Zoom  100% o Swiitch
| Layout| Reading = pratt - = || B split w1 indows
| Document iiews Zoom Wiirdlowe

Macros

Macros

| One-step Security Wizard Report

This report contains the information you need to re-create your workgroup file and regain
access to your security-enhanced database in case of corruption. It is highly recommended
that wou print or export this report and keep it somewhere confidential.

Unsecured Database:
Z:\Matthews\ouidReps\Aocess2007YChapdiBocks- W bk
Security-Enhancad Databasa:

24\ Matthews'Cuid-Tteps|Aocess2007ChapdhBodks-WIF.mdb

Workgroup Information File:

2\ Matthews'Cuid-StepsAocess2007 W ChapdhSeauribyl.mdw
User Name:

Microsoft Access
Company:

Worlegroup ID:
B CelToFCR F32Msed

Security-Enhanced Objects:
Tables:
Eooks

Pagg:lofz | Wiords: 250 | | BHRE

Figure 9-11: Saving the security report in an easy-to-retrieve format might save some

headaches if you ever need to re-create the workgroup information file.
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definitions of your database objects.

Document a Database

If you are working alone on your own
database, you probably don’t need extensive
documentation of the database objects. In a
group setting, however, where there is a large
information management team, documentation
is extremely important. With up-to-date object
definitions, errors can be quickly isolated and
fixed.

The documentation can include all or a select
group of objects in the database.

1. Open the database you want to document.




|2 patabase Documenter | 2. In the Database Tools tab Analyze group, click Database Documenter. The
ZaAnalyze Performance Documenter opens, as shown in Figure 9-12. N
éréa.&.nalyze Table . . : : i

3. Click each object tab, and click the objects you want documented; or click Select All.

Analyze

—Or-

Click the All Objects Types tab, and click Select All. This includes relationships and

the database properties, as well as the definitions of all the database objects. W
You can export the Documenter’s report as a Snapshot,

as a Word RTF file, or in another format, such as HTML
or PDF (with the optional add-in). Select the relevant
option in the Print Preview tab Data group.

4. If you don’t need all the information about an object, you can click Options and
choose how much you want to see. Figure 9-13 shows the choices you have with table
documentation. Click OK.

5. Click OK in the Documenter when you have finished making your selections. The £
results appear in Print Preview, as shown in Figure 9-14.

6. In the Print Preview tab, click Print, or press CTRL+P, to open the Print dialog box.

—Or-
Some definitions can cover many pages. Be sure to Click Print on the Quick Access toolbar to print all pages to your default printer.
check how many before you start to print. See Chapter 8 for more information on printing database objects.
5] Print Table Definition x (0))
8] Documenter . — Indude for Table
I Current Database | All Object Types [7] Properties
| , Queries | Forms | B Reports | 2 Magos 7] Relat !
|7 Permissions by User and Group
\l
Indude for Fields
(7 Nothing
71 Names, Data Types, and Sizes
(@) Names, Data Types, Sizes, and Properties
Indude for Indexes oo
O mers
(7 Names and Fields
(@) Mames, Fields, and Properties
Figure 9-12: You can select just those objects you want documented.
Figure 9-13: Choose the table definition items to
include in the Documenter’s data.
—h
o
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Open the Print |

Click to maximize
the report window

Print to your
default printer

Export the report to
one of several formats

MichsUﬂAcf

dialog box |

Figure 9-14: Documenter previews the
documentation report before you print
one or more pages.

Microsoft Office Access 2007 QuickSte|

A ‘ Print Previe I
= 8 [ B (2 T T R
= I = Print Data Only ‘ ﬂ Sl st File J
Print Size  |Portraitilandscape Margin ) Page 5 Two  More: || Refresh | Excel SharePoint PDE Close Print
: 5 7 Ll Setup ge | Pages Pages+ || Al Lt orEps GopMore- Prewiew
Print Zoam | Data. [Close Preview
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Compact and Repair a Database

As you improve and modify your database, the file can become scattered

on your hard disk, with empty blocks of space in between. The Compact And
Repair Database utility removes the empty spaces and rearranges the file more
efficiently to improve performance. If there has been some damage, this utility
can find the problems and offer to repair them.
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You can start the compact and repair process with the database open or closed.

You can automatically compact a database when you S . N
close it if the reduction in size would be greater than ® Open the database you want to compact and/or repair. Click the Office Button, and

256 kilobytes (K). To do this, open the database, click click Compact And Repair Database. No other actions are required.

the Office Button, click Access Options, and click the —Or—

Current Database option. Under Application Options, ® |f the database is closed, you can compact and repair it to the same file or with a

click the Compact On Close check box, and click OK. different name in another location by using the Database To Compact From dialog w
o box. From the Getting Started page, click the Office Button, and click Compact And

Repair Database.

QUICKFACTS

Back Up a Database IS

TROUBLESHOOTING THE COMPACT . . . - .
When working with an important database, it is a good idea to have a backu
AND REPAIR DATABASE UTILITY g with an fmp & , P
, 5 copy on hand. Creating a backup database on a regular basis can help reduce
If the Compact And Repair Database utility doesn’t work, he risk of losing i 4
one of the following problems may exist: the risk of losing important data.
. ) (&)
® The database may be open by another user. Wait for Before making a backup copy, make sure that all users have closed their
the other user to close the database, and try again. databases so that all changes in the data have been saved.
® There is not enough free space for both the original BACK UP A DATABASE FROM ACCESS
and the repaired database on the disk. Go back
and delete any unnecessary files, and try again. You can use Access to create a regular copy to keep as a backup copy. No [o))
e You may not have the required Open/Run and compression or other reformatting takes place—you just create a regular
Open Exclusive permissions (in a user-level database file.
security model). 1. Open the database you want to back up.
® The name of the database from an earlier version 2. Click the Office Button, click Manage, and click Back Up Database. ~N
of Access may include a character that is no
longer permitted, such as the grave accent (). Manage this database
Return to the earlier version of Access, change the [f;@é“ e
name, and then tl'y again. database to ensure data integrity: m
3. Back Up Database...
® The database file may be set to Read Only. LiLj Back yg;mfnlrtant databases regularly to
PrEVER ata 1035,
4l Database Propeities...
u R:v?e\:s:nd":::e:hl:sbaswc propetties of the
database, including the name and owner,
3. In the Save As dialog box, if desired, choose the location for the copy, and type a
' name for it. Click .
By default, the backup file keeps the same name, but ame for it. Click Save
with the current date added to it.
—h
o
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If yours is a multiuser environment, be sure to back up
the workgroup information file, too. See “Secure the
Database with the User-Level Security Wizard” earlier in
the chapter.

Figure 9-15: Back up individual objects e — S
by importing them into a new database.

BACK UP INDIVIDUAL DATABASE OBJECTS

If you want to back up only a few objects instead of the whole database:

1. Create a new, empty database.

2. In the External Data tab Import group, click Access.

E I Ac_ce_ss_i ¥ | Tet File

i, Excel »e L File
Saved
Imparts | K10 SharePoint List 3 Mare ~
Impart

3. Locate and select the database in the Get External Data — Access Database dialog
box. Accept the first option, and click OK.

4. Click each tab in the Import Objects dialog box, as shown in Figure 9-15, and select
the objects you want. See Chapter 4 for more information about importing. Click OK to
import the objects.

5. Save the new database.

| Import Objects

Tables |-Queries I Farms I Reparts I Macros_l Modules|

mlq ee Privileges |

;Inventory Transaction Types
| Inventory Transackions

{Invoices Select All

| Order Details

| Order Details Status
iOrgers ;
| Drders Skatus =

iOrders Tax Status
| Privileges

{Praducts

| Purchase Order Details
|Purchase Order Status
| Purchase Crders

| Sales RePorts
. o e
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Create a Crosstab Query N
with a Wizard

Sorting and Filtering a
Crosstab Query

Create a PivotTable @
Create a PivotChart
Understanding Drop Zones
in Pivotfables Extending Access -
Analyze Database Performance
and Design
ing SharePoi . . .
Understanding SharePoint The final chapter of this book will take you one step deeper o
Merging Data with into some of the more advanced features of Access. By
Microsoft Word i o
“extending Access,” we mean to extend subjectively features
Export Access Data )
) and tools beyond setting up a database, as well as to
Link Tables L T (o))
objectively extend your Access data by sharing it with others.
Add a Hyperlink Field to an . . .
Existing Table You will analyze data using a Crosstab query, PivotTables,
Creating a Hypertink to a File and by letting Access provide a second opinion on your
or Web Page database and table design. In addition, you will learn how ~
Create a Welcome Form to share Access data by merging it with Microsoft Word to
create various documents, exporting data to several formats,
creating linked tables in your database from tables in other o
databases, working with hyperlinks, and finally, creating a
custom switchboard to guide users when they first open a
database you provide to them. o
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Field from table or query

Use Advanced Data Analysis Tools

Access provides both basic and advanced tools to be used when analyzing
and presenting data. This chapter will take you through a few of the advanced
features, from using a Crosstab query to creating a data access page.

Create a Crosstab Query with a Wizard

A Crosstab query presents information in a slightly different way than do the
other queries. (See Chapter 5 for more information on queries.) Rather than
displaying the information in a standard datasheet format, the Crosstab query
looks more like a spreadsheet, as shown in Figure 10-1. Calculated data and the
fields from a table or query that supply the values that, in turn, make up the
calculation reside in the grid of the query.

Calculated values can be a Values from field used Value used in

used for row headers count, sum, or other functions as column headers the calculation
I;é:_; H %) F‘-J i ﬁ = Chapter 100 Dy¥tabase (Sccess 2007) - Microsoft fccess ) = 5
- Home | Create External _Data Database Tools I@
: M & i e i X Totals LA o 7 Selection }a -
e EE] " =8 Saie 7 Speling \ % T Advariced - =
Wi Paste Refresh . Filter § Find
= alr | X Delete - B Mo |\ W Taggle Filte g
|| iewss || Cliphaard T Records Sart & Filter Find
All Access Objeds »| « aoF Per Year by Category
Tables ]
5 Baoks 521
B3 Printers | Education 1716 234
B supnliers ;Medlcme 2651 531
- | Parenting 1188 345
Queries 241 |Technical 8470 54 321
¥ addEBooks
F7  sales Per Year by Ca..
EF Year 2000 Titles
Forms ¥
Figure 10-1: The Crosstab query
_ displays data based on the Reord: 4 1ot | b M Foln i | search Rl e—m— »
calculation of values at intersections o ] —

of rows and fields you select.
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Query Queny Macro 2

. Open the Navigation Pane in the database in which you want to create the query.

In the Create tab Other group, click Query Wizard. In the New Query dialog box, click

Wid=rd Dresi 2
bR Crosstab Query Wizard, and click OK.
3. In the first page of the Crosstab Query Wizard, click Tables, Queries, or Both to
If youluse more than one field as a row headsr, add them Slsi)lay tTte tab:estatEd/]?r lc;uet:ef |n.”the datak.)ase. Click the tab:;e or qcl;ell'.y :v:leretyou
to the Selected Fields list in the order you want the data rst want fo sefect the fields that will appear in your query resulis, and click INext.
sorted. For example, if you want more detail than shown 4. In the next page, shown in Figure 10-2, choose the field(s) you want as row headings
in Figure 10-1, you would first add the Category field (maximum of three fields). Move the field(s) from the Available Fields list to the Selected
and then the Author field to see a breakdown of sales by Fields list. Double-click the fields you want or use the select/remove buttons between
author within each Category_ the two list boxes to add or remove fields. Click Next.
4
5. On the third page in the Crosstab Query Wizard, you select the field whose values you
would like displayed as column headers (see Figure 10-1). Click the field you want,
Fkeigiry. |t oais kit Vvl Bk et and it's added to the Sample area. Click Next.
ategor |Count({Total Sales)
T 6. Click the field that you would like to make a calculated value. Click the function with
ategorys which you would like to calculate the value. Click the Yes, Include Row Sums check
box to display the row calculations. The Sample area shows your selections. Click Next.
Add fields to be used Remove fields from the
as row headers Selected Fields list
AN /
To include field names from more than one table in a Crosstab Queny Mfizard
ini ~ Wihich fields' values do t
Crosstab query, create a query combining all the field it RO eI N R
names you need, and then use that query to create a
Crosstab query. You can select up to three fields.
Eedeck Gk st e ordier ot Wk Pubib: e
information sorted. For example, you ListPrice
could sort and group values by On Hand
View how your Country and then Region. Tobd Salee

row header(s) will
appear in the query

Figure 10-2: You can add up to three
fields that are used as row headers.

I~

Supplier

Header2  |Header3

"Ca'f:egoryl
|Category3
\Category4

| Cancel H < Back ][ Next > J

Microsoft Office Access 2007 QuickSteps

Extending Access



In_:! H f = is Lj‘ -} Query Taals Chapter 10 Database (Sccess 2007) - Microsoft Access ) = x 7' ln the final page Of the WiZard, accept the
N ! y .l.-.mme Create. .;Extema\ Diata Database Tooks DJ | @ defaUIt query name or type a title/name
B = ; aD Union Tha Za % Insert Columns %A Proparty Sheet| for the query. Choose whether to view
! J! E%! R i x! @ Pass-Through iﬂ = ;" Delete Calumns 'Tah'IJe IMames I (run) the query as is or to modify its de-
“Wiews  Run Select  Make Append Update [Crosstab| Delete ;,{‘Dt — Showe ﬂ\ e N q I'y y
X Tanle ' S oH UL | Table B e Bl sl sign. Click Finish when done. Depending
Results Qe Type Ul Query Setup B L ShoweiHide .
[0 Access Objects. =) <« || o S P temey Goieseo g = - [ % on your choice, the new Crosstab query
™ | Tables 2 - SE'“‘W“’M;W RiaRatse will be displayed as a datasheet with the
aoks =| General || pokup| . . . .
3 socks Socks Dmpt:nk — fields you selected earlier in the wizard,
= Printers ? Book ID Format | shown in Figure 10-1.
=1 suppliers ISBN Input Mask
| = Catego Caption
| Queries * Authgurw SmF;rtTags | ~Or-
#¥  add Books Title Text Format . . X
< | BT sates Pertearby Can || 4 Bkl i ¥ i The Crosstab query will open in Design
j B ovearz000Ttles | 00— - View, ready for adding criteria and other
| Forms ¢ SO [leomhier Lot e o changes, shown in Figure 10-3.
Totak | Group By EGruup By | Sum | Sum
Crosist:: Row Heading Column Heading | Value |Row In either case, the new query WIH
0 E—— Wum o | @ w2 be listed under Queries in the
Navigation Pane.
Figure 10-3: Design View of a Crosstab query looks
and behaves similar to the queries described in early -
chapters. Create a PivotTable
© . PivotTables allow you to present your data in an easily understood format. You
' 13:m can dynamically change the layout of a PivotTable to analyze data in different
& ways. You can move row headings, column headings, and page fields until you
SORTING AND FILTERING achieve the desired layout. Each time you change the layout, the PivotTable
N~ A CROSSTAB QUERY immediately recalculates the data based on the new design.
Setting up the Crosstab q.uery .is only tt.1e beginning 1. Open the database that contains the table or query for which you want to create the
of what you can do to retrieve information from the PivotTable.
query. You can apply filters and sort columns by using o )
: . 2. In the Navigation Pane, open the table or query you want to use as the basis for the
the AutoFilter down arrows in column headers and/or )
o ; PivotTable.
a column’s context menu (see Chapter 5 for more
information on retrieving information from a datasheet by 3. In the Home tab Views group, click the View down arrow, and click PivotTable View.
sorting and filtering). —Or—
i3 PivatChart
SORT CROSSTAB QUERY COLUMNS To save the PivotTable as a form, in the Create : [ Biank Earm
o 1. Click the AutoFilter down arrow - in the column tab Forms group, click More Forms and click Gk s R —
header whose column contains the values by PivotTable. RO
which you want to sort the query.
Continued . . .
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In either case, a new object is created and displays a PivotTable layout area with drop
SORTING AND FILTERING zones and a supporting Design tab (PivotTable Tools), as shown in Figure 10-4. N
A CROSSTAB QUERY (Continued) : =
Drop Zones |
—or- )
Hide Details E?:tna\i'rs
Right-click a cell in the column that contains the T
values by which you want to sort the query. 4. Disolav the PivotTable Field | f A oD w
. Display the PivotTable Field list, if it is not shown (in the Design
2. Click the ascending 4] or descending %] sort i . . . . ( 9
. tab Show/Hide group, click Field List).
buttons at the top of the menu. The sort options are
tuned to the data type of the column. For example, 5. Drag a field from the PivotTable Field list to one of the drop
Number data type columns are sorted between zones (see the “Understanding Drop Zones in PivotTables”
smallest and largest. Text data type columns are QuickFacts). B
sorted alphabetically between A and Z. —Or—
FILTER A CROSSTAB QUERY USING AUTOFILTER
Filters allow you to temporarily display only records that
contain one or more values you select in a column. Fields are added to drop zones Contextual Design tab provides Move fields from the (&)
according to what you want them to do supporting PivotTable tools Field list to a drop zone
1. Click the AutoFilter down arrow in the column \ / /
header whose column contains the values by —
] ) O - - = SivotTabla Togis /0 hapter 10 Datahase (hecess 2007) - Misrasoft Access - = x
Wthh y0U want to fl"el’ the query. ‘ y r-.mme [rEat“E ternal Data Database Tools \ Design (7]
2. Click the check boxes 5 sotatoz ks | t I AutoFiter 2] S& s E ;F i S
for the values that are Zl| sotztea elew - o Top/Bottom Ralf“r;ih tEDxE:Er:I = PrSUhFI:Ertty AutoCalc 7 e
contamed |n the records 5 X ter from Categon, Wieants i Filter & Soft ) Data N iﬁ\ue Fleli [ Tools - -
Testt Filters 3 All Access Objects »/| « I R - - | x
you want to display, and I Tables 2 [
click OK. [ @lankss | = pess PivatTable Fied List @]
[ Business A printers Drag items ta the PivatTabls list \J
_Or [¥] Education = supptiers W, ke
[T Medicine Queries 2 l_: ?SD;: =
; : [T Parenting 41 Add Books ‘; e
Click Data Type FI."ers 7] Technical E1 Salespertearbyca || = \_;: Auth:r ’
(where Data Type is the S Year 2000 Titles ; ;E;sh Gomr
data type of the column), Farms 2 List Price
n Hand
click a pre-built criteria, Lo [ comn J_ Il Fields s S
type the value(s) and sl siomes
any operators (such as AND or OR) you want,
and click OK.
COI’lﬁnued PR Add to Row Area - @
PiratTable Wiew | Mum Lock | &y

Figure 10-4: Data within the PivotTable can be pivoted to provide new analysis opportunities.
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SORTING AND FILTERING
A CROSSTAB QUERY (Continued)

FILTER A CROSSTAB QUERY USING
A CONTEXT MENU

® Right-click a value in the column you want to filter
by, and click one of the criteria listed at the bottom
of the menu.

—Or-—

® Click Data Type Filters (where Data Type is the
data type of the column), click a pre-built criteria,
type the value(s) and any operators (such as AND
or OR) you want, and click OK.

REMOVE AND REAPPLY FILTERS

Filtered Crosstab queries are identified by a filtering icon
in the column header and on the navigation bar:

® To temporarily remove a filter, click the Filtered
button | “f Filtered  On the navigation bar. The
button is renamed “Unfiltered.”

® To reapply the filter, click the Unfiltered button
on the navigation bar. The button is renamed
“Filtered.”

® To permanently remove a filter, click the AutoFilter
down arrow of the filtered column, and click Clear
Filter From Field Name.

Don't hesitate to experiment with the PivotTable

layout. You are not affecting any underlying data. \Drop Filte

Also, you can easily remove any fields you place in

a drop zone. To remove a field from the PivotTable
layout area, drag the field header from the drop zone it is
currently in to an area outside the layout area.

Microsoft Office Access 2007 QuickSteps  Extending Access

Select the field in the Field list, click the down arrow in the lower-right corner of the
Field list, click where you want the field added, and click Add To (see Figure 10-5).

6. To move a field from one drop zone to another, drag its header into the new drop
zone.

_Or_
Select the new drop zone in the Field list, and click Add To.

7. Repeat steps 5 and 6 to create the layout that displays the information you want. You
can drop more than one field in a drop zone and easily reverse any action you take.
Figure 10-6 shows an example of how you can quickly view several key aspects of data
(in this case, sales by year, sales by category, and sales by author are sorted, filtered,
and subtotaled).

Create a PivotChart

PivotCharts provide the same ability to dynamically change data as do PivotTables,
but in a chart format. The creation method is just as simple as for PivotTables.

1. Open the table or query in the database for which you want to create the PivotChart.

PivetTable FieldList. @
Drrag items to the PivotTable list

0_ Books

| Select a field...

:J.\uthor = Click to move the lect a drop
selected field to the P v.._I zone where you

selected drop zone want the field

Figure 10-5: You can drag fields from the Field list to the drop
zones, or select fields and use the controls to place them.



Filter to show only

Sort... ... selected fields the data you want
| — 7 ~ N
(ft!n Heo-o-GEeE - PivofTable Tagis | Chapter 10 Dyfabase (Access 2007) - Microsoft Ancess <, =
“ﬁ it e . ; : - ] =L
- Home Create External Data DatabasiTools | (=]
j@ (S brapZones| Ya | 9 Group 21 ." _ || 2 # subtatal J-" | Use subtotals...
|| L) Drill Buttons & Ungraup || %] 7 . £ 58] Formulas = w
i B Field " —" - Show 8 Show TopyBottam = || BEfresh- Expart || == Froperty AutoCalc |
- List TEFHide Details petails Ao =200 L Pivot  to Excel = Sheet - 7o, Shaui &5 -
s ShowiHide Selections Filter & Sott Crata Active Field Tools
All Access Objects v << || =2 m‘{_ﬁ%ﬁi :
Tables -] Orop Filter Fields Here
= Books
; B
EH Frinters | 2005 2006 Grand Tatal‘
i +I=I +I=I +I=] AN
1 suppliers Category ~ |Author ¢ | Sales Surm of Total Sales|Sum of Total Sales Surm of Total SaTbQ
Yjietiey 8 Desselle E 234 234\\
¥ 2dd Books Yetran :»:: 545 548 .o to sum dact;a
T sales PerYear by Ca.., + = in a rows an
¥ Total = = 1140 548 1688 columns o
E31 Vear 2000 Titles EParenting |Pantley = 343 3
e v Total = E | 843 843
B Technical |Bluman + [zo0e i 843
Cadlick s ok J[ comel ] 418 413
Dewberry Comp|Z s 432
Edwards = 234 234 o
Huettenmuelle % 663
Kinnisaon = 854
Meyers & 658 |-
Peck o2 843
Phillips & 864
Schildt = 326
> ~
Waodsan S 457 457
Total f_ 666 2833 2250 843 6592
Grand Total @ B 666 4747 5395 2190 12998 -
7] T | b
PiuntTable Wiew | Num Lock | 3
(o)
Figure 10-6: You can quickly glean information from your data by pivoting fields and sorting and filtering the results.
2. In the Home tab Views group, click the View down arrow, and click PivotChart View.
— r_
© ©

Click PivotTable View in the Views area of the status bar. e L |

In either case, the PivotChart layout area will be displayed, as shown in Figure 10-7,
with a Field list containing all the fields from the chosen table or query.
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I(@ H 0= _rﬂ__@g” = Pruotchart Taols | Ghapter 10 Database (Sccess 2007) - Microsoft Access = =X
. I - Home Create External Data Database Tools Diesign (7]
M : _:J Legend '} l Ascending [ ?g‘_{jAutoFilter |:’3 ESSwitch Rows/Column #2 Expand Field ﬁ z
Ll X %] pescending ® prifl Inta == Collapse Field
i Field Filter  adshow T th Refresh y Change Property Autocalc
- List |25y Dvill Buttons || 43 By Total ¥ fowTopibatian pivot || D il out 3 Remove Field || ChartType || Sheet
“iehis ShoweHide Filter & Sort Data Active Field Tupe Tools
o All Access Objects = «
Tables o
=1 Books
Driay e S
1 printers 1iad= Ch :FkbEH’us_t: @
Drag items to the Chart
B Suppliers !
0 Eooks
Queries 2 1 (- [F] Bock 1D
< ¥ nddBooks e
S sales PerYear by Ca. A
£ vear 2000 Titles g2 E
Forms £ sl i
=
@ Books Input E 0.6 I
=
= Books PivotTable P l
T} i
0.4 E Supplier
0.2
(o] o :
v Add to Seties Area -
AxisTitle [—]
ot iry Fields Hera
PhrotChart Wiew | Mum Lock | |iiﬁi1ﬂn%4M'

N~ Figure 10-7: PivotCharts utilize a similar Design tab to provide associated tools and a methodology to move fields
from the Field list to drop zones on the layout.
3. Drag items from the PivotChart Field list to the applicable chart areas on the PivotChart
o0}

layout to build the chart. Use the chart tools to filter data, add a legend, remove
PivotChart elements, and add titles, as shown in Figure 10-8. Pivot the different values

Even though the table or query on which the data is to analyze your data from a visual standpoint.

based can be changed, you cannot update any of the

i i : 4. Right-click the PivotTable tab, and click B
field values using the PivotTable.

o Close. In the dialog box, click Yes to Mhicrosoft Oifice Access =
save the layout. To view the PivotChart
again, select the table or query it’s based
on, and switch to PivotChart View.

P
Ié. Do you want to save changes ko the layout of table 'Books'?

[ ] [ mo | [ concel ]




QUICKFACTS
TR TR R ST Analyze Database Performance and Design .

IN PIVOTTABLES After you create a database and set up tables and other objects, you're probably
A PivotTable layout consists of several drop zones, wondering if there weren't things you could have done differently to be more
where you place fields to give alternate views of your

data. You “pivot” the data by moving fields from one design. A faster and cheaper method is to let Access take a crack at it. There are

zone fo another. two tools you can use: one will take a look at any objects in your database that

efficient. One solution is to hire a database administrator to look over your

® Drop Row Fields Here allows you to display each
category of that item in its own row. Typically,
these items are descriptive and identifying, not
numerical—for example, Country, Salesperson,

you select; the other is specific to tables.

USE THE PERFORMANCE ANALYZER

1. Open the database whose performance you want Access to [ Database Documenter N

and Title. check. | Z34nalyze Performance |
® Drop Column Fields Here allows you to display 2. In the Database Tools tab Analyze group, click Analyze ﬁAnaly:::i:
each category of the item in its own column. Performance.
Typically, these items are descriptive and identifying, .
. 58] Performance Snakyzer x (&)
not numerical—for example, Category or Product [ 8 modes [ e [ T ‘
Name. Tables Queries | Foms | B Reports | 2 Magos |
® Drop Totals Or Detail Fields Here allows you to
sum or otherwise perform calculations and display [E]
the results. Typically, these items are numerical and sk (o))
capable of being counted, summed, and calculated.
o Drop Filter Fields Here allows you to filter the S
view to a particular part of the data. For example,
if your PivotTable displays information regarding
your product line, you can place the field named 3. In the Performance Analyzer, use the object tabs to select the objects you want ~
Categories in the Drop Filter Fields Here area Access to check.
to display only the product line within selected —Or—

categories.

Click Select All to check all objects in the database.

In either case, click OK when finished. If Access detects any issues, it returns a report,
similar to that shown in Figure 10-9, with varying degrees of recommendations.

. If the recommendations won’t affect underlying data, select the ones you want to

change, and click Optimize. If the recommendations might cause potential loss of
data, you will have to manually employ it. Click Close when finished.
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Hide drop zones and the Field list
to better display your PivotChart

Add a legend to label
your data series

AN

Change the chart type to something
more suited to your audience

All-Access Objects  vi| «
Tables

a

,.l:!:a E_E'I PhigtChatt 3 Chapter 10 : Database (fccess 2007) - Microsoft Access = = x
= Ho Data Database Tooks Desigh (2}
- L # 1 dscend F &
% Fe 2 eG5a &4 Ascending | sutoFiter 2.
= Drop Zones ‘,21 Descending = Dirill Into == Collapse Field
Wiew Field Filter “Wig< T i - || Refresh Change Property futoalc
- List l'j Diifl Buttons }:: By Total - RlDwnEeam Pivort ..v_\ Remaye Field Chart Type Sheet

| WiEws ShowifHide Filter & Sort Data Active Field Type Tools

Books
Printers
Suppliers
Queries

¥  Add Books

|
E5 Year 2000 Titles

Sales Per Year by Ca...

Books Sales

Forms
Books Input

2] Books PivatTable

B Business
B Education
O Medicine
B Parenting
B Technical

PivotChart iew:

/

I EECE ke

)
y [

Filter categories to
remove unwanted data

Change axis titles by right-clicking
and modifying their properties

AN
AV

Each item in this legend is from a
Category field and becomes a data
series in the PivotChart

Figure 10-8: After you apply PivotTable techniques to get your data arranged, it’s only a matter of using common charting

tools to bring a PivotChart to life.
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You can tell if a field has filtered data by the color of the
AutoFilter down arrow in the field header. A blue arrow
Year ~| indicates the field is filtered. To remove filters,
click AutoFilter in the Filter & Sort group to turn them off.

[—tl I sutoFilter

b B

A \'@; Show Top/Bottam =

Filter & 5ort

You can switch any table, form, or Ratasheet: Vic:
query to PivotTable or PivotChart View
by clicking the View down arrow and
selecting the desired view.

o—

IJ PivotTable Yiew

B &

| PivotChart Yiew

ey

More information on PivotCharts and on charting
in general is offered in Microsoft Office Excel 2007
QuickSteps, published by McGraw-Hill/Osborne.

(58] Perfarmance Analyzer %
Analysiz Results:
9 Table 'Books": Change data type of field Publish Year' from 'Text' to 'Long Irteger
Select All
Deselect All
- Analysis Notes:

This optimization will benefit the Table '‘Books' and potentially other objects in your database.

Using appropriate data types can improve performance when you query and access data. To
assign appropriate data types, open the table in Design view and change the data type of
the field to the data type the wizard suggests above. Caution: Changing a data type will
erase existing data that doesn't match the new data type and will limit the kind of information
you can store in the field.

Figure 10-9: Access provides a “second opinion” on your design for the
database objects you select.

CHECK TABLES FOR DUPLICATE DATA

The Table Analyzer Wizard looks at a table and determines whether your table
can be divided into two or more related tables and your data parsed to avoid
repeating data (and thereby making searches and other database actions more
efficient). For example, if you have a table that stores ordering and customer
information, you wind up repeating information for each customer, such as
name, address, and phone numbers, in repeat orders. The Table Analyzer
Wizard might recommend that you create a Customer table and an Order table
and then relate the two based on a generated unique primary key (and assist
you along the way to perform the actions).

1. Open the database whose data you want Access to check.

2. In the Database Tools tab Analyze group, click Analyze Table. 2 Database Documenter
The first two pages in the wizard explain the problem created by Z%A”a'ﬂe LERgatEe
duplicated data and provide examples (Figure 10-10 shows the 'ﬁ‘\”a'”:en:;':!
first one). Click Next after reading through each page.
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Before you, or you let Access, make any changes to the
design of your database, be sure to create a backup copy.
See Chapter 9 for information on backing up a database.

QUICKFACTS |

UNDERSTANDING SHAREPOINT

Access 2007 integrates tightly with Office SharePoint
Server 2007 (the server-based product on which the

latest version of SharePoint sites are created) to promote
data sharing and linking. SharePoint sites provide an
interactive way for users to use Access data and objects
using a Web browser, as well as to connect through
Access 2007.

While setting up a SharePoint site is beyond the scope of
this book, if you have access to such a site, you can use
Access 2007 to great advantage, including:

® Move a database to SharePoint, creating lists from
your tables where users can work with the lists on
SharePoint or create linked tables on their local
version of Access.

® Import data from a SharePoint list into an Access
2007 database.

® Export Access 2007 tables and queries to a
SharePoint list.

® Export tables and queries to SharePoint lists.

The External Data tab SharePoint Lists group contains
the first step in the process of moving data to a
SharePoint site and the tools to keep the data up-to-date.

= by &2 Cache List Data -
Wark Synchrohize Pdowe ta
online S Belink Lists SharePaint

SharePoint Lists
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Table Analyzer Wizard

| | The Table Analyzer:
Looking At the Problem
‘Your table or spreadsheet may store the
same information many times. Duplicating
" information can cause problems.
| Grocchi di nonr PAST |Pasta Buttini s
‘Carnarvon Tige PAVL |Pavlova, Ltd. |74 Rose St, G )
Outback Lager| PAVL Paviova, Ltd. 74 Rose 5t. Tt dipRcamng bdmani eetes
Paviova __[PAVL Paviova, Ltd. 74 Rose St e
| ue_ge—spread PAVL Pav, Lid, 174 Rose St | how s anE i
Second, duplicating information can lead
| . Supplier o mistakes.
Smﬁﬂ name information is
‘ is misspelled. repeated. | i s A e

Figure 10-10: The Table Analyzer Wizard starts by informing you of the problem
duplicate data creates and lets you know how it will try and fix your table.

3. In the third page, click the table you want to Access to split into additional tables,
and click Next.

4. In the fourth, and subsequent, pages, let Access decide how to split the table (you will
have final decision-making authority). You will have the opportunity to rename proposed
tables (see Figure 10-11), select primary keys, correct any errors Access finds, and
have Access create a query for you based on the new related tables.

Share Data

Sharing data is an essential element of any workplace environment. This
section will take you through exporting and linking Access data to a variety of
applications. In addition, the Internet has done a great job of connecting people
and information. Access taps into Web technology in a variety of ways.
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\{.‘554

Tahle Analyzer Wizard
Is the wizard grouping information correctly? - N
MERGING DATA WITH If not, you can drag and drop fields to form groups that make sense,
MICROSOFT WORD What name do you want for each table?
You can link to a Microsoft Word document and use It's a good idea for the name to identify the kind of information the table contains, m E
Access data as fields in a form letter and/or address
envelopes. Tablet Table2 = w
P U P ——
1. Open the Navigation Pane in the database whose 'E)'S":”C; - | 8 Gonaratad theiqu 2
M A& A Ei————
table or query you would like to use. Totsl Sales E
Supplier £
2. Click a table or query (for example, a customer Lookus to Takiez - | 122
address table).
) £
3. In the External Data tab Export group, click the
More button, and click Merge It With Microsoft
Office Word. This starts e Merge it with Microsoft Office Word
) . E fik] Use YWord Mail Merge wizard to - o
the Microsoft Word Mail merge data &= '
Merge Wizard. I 19
Iail Werge v X I S H ik ][ = ]
4. Choose whether you want A =Ba Beris
to T toan eXIStlng el What type of document are you
new Word document, and working ort? . . i
lick OK @) Lettars Figure 10-11: Access proposes related tables and the relationships between them.
ele . (") E-mail messages (0)}
5. Microsoft Word opens. 0 Enitlopes
Use the pages in the Mail ;?ii':w You can create a hyperlink, a direct link providing access from one object to
Merge Wizard to create —— another, within an Access table to connect users to information on the World
your merged document iedden pemapd ol Wide Web or elsewhere. Existing database objects can be saved as static Web ~
using Access data. ; . . . . .
9 that each person recelves. pages that provide access to data from a variety of locations and using different
Click Mext to continue,
tools.
Step 1 of 6
% Mext: Starting document
Export Access Data o
Just as you can import data from other programs (see Chapter 4), you can
export Access objects to a variety of other data formats.
1. Open the Navigation Pane in the database whose objects you would like to export.
(o]

2. Click the table, query, form, or report you would like to export. If you want to export
specific records, open the object and select the records you want to export.
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ML L T mvew B T P e
(V] ; S 91 94 b TextFile ; Six 5 P 5 et File
Saved | Excel SharePoint  POF = Saved | Excel SharePoint POF (=
Exports List arHPs (Lo More T Exports List or®ps [=Ck More T
Export FFH  Access Database Export = Arcess Database
I‘;f': S);;iaogtazzlected object to an Locess Itsl(.r: S);;zaot;tazzlected abject to an Lccess
== XMLFile ==  XMLFile
(Y) -\-sﬁ Export selected object to an XML file -\-Fﬁ Expoart selected object to an XML file
ODBC Database =)
E;;ﬂ Export selected obhject to an ODEC ]
Database, such as SOL Server T
Export formats ::1 . Export formats =
available for a table il available for a form T
ﬁ' IIE] HTML Document IIE] HTML Document
W.ﬂ E‘Eysczrl';:ﬁltected object to an HTML ‘;lﬂ Eixacﬂr;-tn:iltected object to an HTML
|| dBASE File sl
“3@ EiTeport selected object to a dBASE
! Paradox File
m ‘}E EiTeport selected object to a Paradox
IIH Lotus 1-2-3 File
5@ iﬂ‘g—%rgils:lected objectto a Lotus
Figure 10-12: Access makes available a : Merge it with Microsoft Office Word
subset of all export formats according % Use WWord Mail Merge wizard to
to the object that is selected or opened. B
©
3. In the External Data tab Export group, the export options that are available for the
object you selected will be available. Click the More button to see additional options.
Figure 10-12 shows the export formats that are available for tables.
™~ 4. Click the export format you want. An Export dialog box appears, similar to that shown
in Figure 10-13, that’s tuned to the particular export format you have selected. Locate
. . and name the files, and select any of the available options. Click OK.
The quickest way to publish some or all of your database
; i . en the export is finished, you can save the steps you used for a quick way to
objects to a Web page is to export your data as an HTML 5. When th tis finished the st df ick t
o0 (Hypertext Markup Language) file. While this type of repeat the export and create an Outlook task to remind you to repeat the export. Click
file presents a static view of your data, it can be easily the Save Export Steps check box, name the export, and click Create Outlook Task.
posted to a Web site. To provide enhanced functionality Click Save Export when finished. If you chose to create a task, a new task is created,
to your data, export your data to a SharePoint list. See the as shown in Figure 10-14.
o “Understanding SharePoint” QuickFacts later in the chapter. 6. To view the exported file, go to the location where you saved the file, and open it in the
»

format’s corresponding application.
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”Ex'purt - Bxcel Spreadsheet . -! Li n k Ta bles

iRl St o s Rty TG S b : Access can link, or connect, data in multiple Access

databases, as well as between Access databases and other

Specify the destination file name and format,

File name: Ci\UserstJohmiDocuments\Books xlsx

applications. It doesn’t matter whether that data resides
on your computer or on a network.

File:farmat: | Excel wearkbook (* 1sx) |z| X X . ) w
1. Open the database in which you would like to import one or
Skt more linked tables.
[ Export data with formatting and layout. .
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report. 2' In the EXternaI Data tab lmport group’ CIICk Access
Dpen the destination file after the export operation is complete, (Or anOther database fO rmat)' ln the Get EXternal Data -b
Select this option to view the results of the export operation. This.option is awailable onky when you export Farmatted data dlalOg bOX brOWSG to the Iocatlon Of the database flle
,
Frptrtonlythe stectnducan dy: (not applicable if you're connected to an Open Database
Select this option o export only the selected records, This option is anly available when you export formatted data and have records
selected,
(&)
[
[ Ok ] I Caneel
Figure 10-13: Exporting an object is simply a matter of
telling Access where you want the new file located and then T\ 9 & a9 = Erporante=itas - =2 x o
selecting options specific to the export format. : Task | Insert  FormatTed @
lg] | x | Task]I gi{,] :r| ~ ﬁ’ A Ny A Ba- w Y§ Run Export
. 2L Details A i v .
Save & | Delete Azsign Send Status  Mark Recurrence Skip Spelling
Close Task Report  Complete VB SECurtence e \g
Actions Show Manage Task Dptiohs Proofing | Microsoft Office Access
: ~
Subject: Expnrt—Bnnks
Start date: Nane E Status: :'.No.t Started |z|
Due date: Nane E Priarity: _'N.ormal B % Completer 0% |-
[Tl reminder:  Mone j Mane | @ Cwner: :Johﬂ Cronan
] (0]
To perform the saved export operation 'Export-Books' that exports data from the database -
'Zi\Matthew si\QuickSteps\Access2007yChap 10 Chapter 10.accdb!, on the External Data tab, in the Export group,
click Saved Exports, select the export operation you want, and then click Run.
Security warning: Performing this operation will export data using your identity based on details specified in the
previously mentioned database. Click the 'Run Export' buttan only if you trust the following: ©
® The saurce of the task, including the userswho created and modified thistask and the user whao
assigned it to you.
Figure 10-14: An Outlook task
is created to remind you of the ® The location of the database. =
particulars of a saved export.
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A great compromise of true representation and broad
access to data is to save the content as a PDF (Portable
Document Format) or XPS (XML Paper Specification)
file. Anyone with a free reader program can view the
more popular PDF file in whatever venue it is delivered to
them. You can save tables, forms, and reports as a PDF
or XPS file if you install a free add-in program, available
from the Microsoft Office 2007 Web site. Click PDF Or

XPS in the External :.:j = = (7T o
Data tab Export group ~ “* Slxr 9 SPm ) Tt File
Saved Excel SharePoint| PBF e
to save the selected Exparts list  lorxps [Gg» More
Export

data to either format.

You can link data formatted as a table, text, SharePoint
list, or spreadsheet and process it using queries, forms,
and reports in your database. The downside to using
links primarily revolves around speed: You will probably
notice the database is a bit slower than if all the data
were to reside within your database. The advantages,
however, lie in your ability to link data that is shared
between many users or stored on a host computer. Steps
to link to data using the formats contained in the External
Data tab Import group are similar to linking to tables, as
described in “Link Tables.”

Data access pages (or just pages) were created within
Access 2003 to allow Internet and intranet users to view
and work with data that is stored in an Access database.
Pages are not available in Access 2007, and have been
replaced by the functionality provided by SharePoint.

Microsoft Office Access 2007 QuickSteps
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Connectivity—ODBC—database), and click Link To The Data Source By Creating A
Linked Table. Click OK.

Specify the source of the daka.

File name: | ¢i\Users|John\DocumentsiIssues.accdb

Specify how and where wou want o store the data in the current database,

*) Import tables, queries, forms, reports, macros, and modules into the current database.

IF the specified object does not exist, Access will create it. I the specified object already exists, Access will append a number to the
name of the imported object. Changes made ko source objects (including data in tables) will not be reflected in the current database.

@ Link to the data source by creating a linked table.

Access will create a kable that will maintain a link to the source data. Changes made to the data in Access will be reflected in the
source and wice versa, NOTE: If the source database requires a password, the password will be stored with the linked table.

3. In the Link Tables dialog box, select the table(s) you want to link to, and click OK.
Each table is listed in the Navigation Pane and identified with a cross icon.

All Access Chjeds ~/| «
Tables . *
E Books

j Printers

B suppliers

F switchboard tems

> = Customers

Queries

Eodl e

Forms

Add a Hyperlink Field to an Existing Table

To create a hyperlink within a table, you need to establish the field data type

as a hyperlink. A hyperlink data type lets you store simple or complex links to
files or documents outside your database. The “pointer” can contain a Uniform
Resource Locator (URL) that points to a location on the World Wide Web or to a
place on a local intranet. It can also use a file address to provide access to a file
on your computer or on a server in your network.

1. In the database that will hold your newly created hyperlink(s), open the table in
Datasheet View.
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CREATING A HYPERLINK TO
A FILE OR WEB PAGE

Placing a hyperlink in a form or report is a great way to
connect data from files or the Internet to the information
displayed in your form or report.

1. Open your form or report in Design View.

2. In the Design tab Controls group, click Insert
Hyperlink @, . The Insert Hyperlink dialog box
appears, as shown in Figure 10-15.

. In the Link To column, click Existing File or
Web Page. Click either the Browse Web or the
Browse File button to find the web page or file,
respectively, to which you would like to link.

the hyperlink in the Text To Display text box. Click

hyperlink control to the appropriate location within
the form or report.

2. Double-click the Add New Field column header at the rightmost end of the table, type
a name for your new hyperlink field name, and press ENTER.

3. In the Datasheet tab (Table Tools) Data Type & Formatting group, click the Data
Type down arrow, and click Hyperlink. Right-click the table name tab, and click
Save. Data typed into the new field will be underlined and ready to search for the
hyperlinked location.

Create a Welcome Form

When you create a database intended to be used by less experienced Access users,
you can create a Welcome form (or switchboard) that opens first when the database
is opened and clearly offers a choice of activities. The user can click a button to
open a form, preview a report, or perform nearly any action. Figure 10-16 shows
an example of a Welcome form.

. Type the text you would like displayed to represent

OK. You will return to Design View. Drag your new

Displays Browse the Browse your
hyperlink text in Web to link to computer and network
database object a Web page to link to a file

\ /

Tnsert Hyperlink Rl <] Add text to
T display when
Link to: Texk bo display: | McGraw-Hill ISEM Mumbers the mouse
s . pointer hovers
L Lookin: 1 Chapld over a hyperlink
Exisking File or n 3
Web Page curent 110-11.tif - Backmark. g,
: HEEI )| 110-12.tif Link to an
Dialog box : L
alog bo. el 110-13.tif object in the
options will (5] x . datab.
change based Obiject in This 110-14.tif atabase
on selection Database Browsed | 2] 110-15.tif
Pages
e —|
| |E-mail Address R:ﬁ:snt :il
I B b1 I Type a Web
Address: tciEraw-Hill ISBM Mumbers. bxt @ D address to link
I to a Web page
[ oK ] | Cancel |

Figure 10-15: The Insert Hyperlink dialog box provides a means to link to data
residing at various locations.
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1, H o} ™ ﬂ E = Acme Books = = x
N (o) ——— = .
| Home [ Create  External Data Database Tools @
) o * - W c a
o e ! . 2
4, = o | . .Welcome S i S } }} - - |
L

Wi I Paste . (] Filter L | Find
b !! i Acme Books Sl L
| Mews || Cliphoard 5| | | Sort&iFilter || Find |

™ - :
s

i PR
2
a !
z
0
Form Wiew | Mumbock | w
© Figure 10-16: The Switchboard Manager, with the help of a few property changes, lets you greet users with a
professional Welcome form.
N~ SET UP THE SWITCHBOARD
1. Open the database in which you want a Welcome form.
2. In the Database Tools tab Database Tools group, click Switchboard Manager. If you
haven’t created a switchboard yet, click Yes to create one.
w form ] 2
prE sibiboarAidansden (S
= ur*— Encryptwith Password =
Linked Table . Make
Matager 8 Add-ins T ACCDE
Database Tools
o)) 3. In the Switchboard Manager, click Edit to create your first items on the default

switchboard page.
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tnbaan Ilanager
Switchboard Pages E N
.
4. In the Edit Switchboard Page dialog box, type a name for the form title, and click New £

to add an item.

5. In the Edit Switchboard Item dialog box, click the Command down arrow, and click
the action for the item. (Depending on your choice, you might need to select additional
information, such as the form or report you want to open.) In the Text box, type the o
text that will appear to the user. Click OK.

Edit Switchboard Ttem

Text: Add /Edit Book List [E

Command: Open Form in Add Mode E| [o))
orm: Sooks Input

-
[
|

6. Repeat steps 4 and 5 to add additional items to the switchboard. Click the Move Up
and Move Down buttons in the Edit Switchboard Page dialog box to place the items in
the order you want. Click Close when finished. Click Close a second time to close the
Switchboard Manager.

SET FORM PROPERTIES
In order for the switchboard to behave as a pop-up form, you need to set the ©
properties.
1. In the Navigation Pane, right-click Switchboard (listed under Forms), and click
Design View.

2. Display the Property Sheet (in the Design tab Tools group, click Property Sheet), ©
ensure that Form is the selection type, and click the Format tab.
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3. Click in the Caption text box, and type Welcome.

=N

. Click the Other tab, click the Pop Up down arrow, and click Yes.

5. Set any other properties you want to change. Right-click the form name tab, and

click Save.

6. Click the Office Button, click Access Options, and click the Current Database
option. Under Application Options:

‘Bccess Options

Popular

CCurrent Database
Dratasheet
Ohject Designers
Proofing

Advanced

L
_u Options for the current database.
Application Options

Application Title:  Acme Books

application Icon:  ZMatthews\QuickStepsiaccess2000 | Browsc., o

!Zl Use as Form and ReportIcon
Display Form: Switchboard El

® Click the Application Title text box, and type the name you want users to see.

® Click Browse next to the Application Icon text box, and locate an icon file (.ico)
or bitmap (.bmp) to display on your switchboard.

® Click the Use As Form And Report Icon check box.

® Click the Display Form down arrow, and click Switchboard.

Click OK when finished. Click OK again to acknowledge that you must close

and reopen the database. The form will appear on top of the Access window

(see Figure 10-16).
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Arithmetic operators, 103-104
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as data type, 37
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AutoFormat, 172-173
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Calculating values, 157

Caption field property, 58
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selection of, 137-138
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Data (cont.)
required entry of, 57-58
sharing, 212-213
shortcut editing of, 69
sorting, 95-98
in tables, 67-88
Data entry form, 142
Data types, 36-37
attachments as, 37, 51
AutoNumber as, 37, 51
changing, 49-50
currency as, 37, 51
date/time as, 37, 51
filter for, 101
hyperlink as, 37, 51
import and, 84
input masks and, 55
Lookup Wizard as, 37
memo as, 37, 51
number as, 37, 51
OLE object as, 37, 51
restrictions on, 51
Yes/No as, 37, 51
Databases
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building, 32
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E-mail
forms with, 13
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management of, 88-89
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Encryption, 185, 188-189
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Exclusion, filter by, 102
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Export, 213-215
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112-113
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in groups, 156
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captions for, 58
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modifying, 45-64
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72-73
Field list, 126
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data entry, 142

date/time on, 127, 129
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filter by, 102
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preventing data changes in, 191
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title on, 127-128
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Form tool, 116, 117
Form View, 116, 123
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Format symbols, 51-52
Formatting
automatic, 172
conditional, 163-164
predefined, 172-173
of reports, 151-152
rich text, 173-174
rules for, 171
Formatting reports, 151-152
Forward-compatibility, 12
Framework, of tables, 33-41
Freeze Columns, 93
Full data users, security for, 192
Full permission users, 193

G

Gallery, 6

Get External dialog box, 79

Getting Started page, templates

and, 28

Graphics, 168-170

Grid, 110-111

Gridlines, 94

Group(s), 10

Group accounts, 192, 193-194
users in, 195-196

Group headers and footers, 158

Group levels, 147-148
sort in, 156

Group, Sort, And Total pane, 153-156

H

Headers and footers, for groups, 158
Help, 8, 21-23
browse in, 22
F1 for, 22
Icon for, 22
with internet, 21
opening, 22
Search in, 22
Tools in, 23
Help search
Back and Forward in, 23
filters in, 22
Home in, 23
Keep On Top in, 23
Print in, 23
Refresh in, 23
Show /Hide Table of Contents in, 23
Stop in, 23
Help window, 23
defaults with, 22
Hide, columns, 92-93
Home, in Help search, 23
HTML. See Hypertext Markup Language
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Hyperlinks, 213, 216-217
as changed data type, 51
as data type, 37
Hypertext Markup Language (HTML),
174,214

Icons

for Help, 22

for Print, 175

for shortcuts, 19

for templates, 29
Identifying information

for databases, 4041

search using, 41
Image(s), modifying, 162
Image controls, 135-136
Image formats, 162
Image properties, 162
Import

of data, 79-84

data types and, 84

from e-mail, 85-88

from Excel, 80

of objects, 83-84

from Outlook, 80, 85-88

from Paradox, 80

from SharePoint, 80

from spreadsheets, 82-83

of tables, 83-84

from text files, 80-82

from web pages, 80

from XML files, 80
Import Spreadsheet Wizard, 82
Indexing, of data fields, 59
Innermost field, 96
Input, filter for, 101
Input Mask Wizard, 55-56
Input masks

customized, 55-56

data entry in, 54-55
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data types and, 55

placeholders in, 55

symbols for, 54
Insertion

of columns, 89-90

with shortcuts, 69
Internet

help with, 21

pages and, 10
Intranet, pages and, 10

J

Junction tables, 42

K

Keep On Top, 23
in Help search, 23
Keyboard, 18
navigation with, 68
opening with, 3
for selecting data, 69-70

L

Label Wizard, 159-160

Labels, 159-160

Landscape, 175

Language options, 77

Layout View, 122

Limited field values, 56-57
for security, 190

Lines, 168-169

Link tables, 215-216

Live Search, 30

Locking columns, 93

Logical operators, 103-104

Lookup columns, 89-90

Lookup fields, 13

Lookup list, 62-63

Index

Lookup values, 61

Lookup Wizard, 60-64, 90
as data type, 37

Lotus 1-2-3, 80

M

Macros, as objects, 10
Many-to-many relationship, 42
Margins, 176
.mdb file extension, 2, 12
Memo

as changed data type, 51

as data type, 37
Microsoft Office Online, 30

Smart Tags on, 59
Microsoft Word, 213
Modifying controls, 140-142
Modifying reports, 151-160
Modules, as objects, 10
Mouse

and ribbon, 48

selection with, 72-73
Moving characters, 72
Moving columns, 91-93
Moving data, 70-73
Moving fields, 72
Moving records, 73
Multiple fields, sorting in,

96-98

Multiple-table forms, 120
Multivalued fields, 63-64

N

Navigation, with keyboard, 68
Navigation Pane, 9-11

in Design View, 50

table changes with, 45
Number

as changed data type, 51




as data type, 37
data type restrictions on, 51

O

Object windows, 21
Objects, 10, 192
bound, 163
closing, 18
forms as, 10
hiding, 190
import of, 83-84
macros as, 10
modules as, 10
pages as, 10
queries as, 10
removal of, 189-190
reports as, 10
security for, 191-193
tables as, 10
unbound, 163
Office Button, 5, 6
renaming with, 47
Office Clipboard, 71
OLE object
as data type, 37
data type restrictions on, 51
One-to-many relationship, 44
Open
of Access, 2-5
of database, 6-9
of tables, 33
Open dialog box, 6,7
Operators, in filters, 102-104
Option Group Wizard, 134
Orientation, 175
Orphans, 43
OQutermost, 96
Outlook, 13
import from, 80, 85-88
Overlapping object windows, 18-20
arranging, 20-21

P

Page(s)

Internet and, 10

intranet and, 10

as objects, 10
Page breaks, in reports, 158
Page numbers

on forms, 127, 129

in reports, 158
Paper, 175
Paradox, 6

import from, 80
Passwords

creation of, 188

protection of, 185
Paste, into table, 84
PDE. See Portable Document Format
Performance analysis, of databases,

209-212

Permissions, 192
Person name, as Smart Tag, 60
Personal ID (PID), 192
Personalization, 15-21
PID. See Personal ID
PivotChart, 206-208, 210
PivotTable, 204-206, 210

drop zones in, 209
Placeholders, in input masks, 55

Portable Document Format (PDF), 216

Portrait, 175
Preview Chart, 168
Primary key
assignment of, 3840
characteristics of, 40
problem with, 72
Print
of data, 175-181
in Help search, 23
Printicon, 175
Print Preview, 178-179
Project designers, 193
Property Sheet, 113, 140, 171

Property Update Options, 53
Publishing, 214

Q

Queries, 107-112
closing, 111-112
creation of, 108-111
crosstab, 202-204, 204-206
in design area, 110
filters as, 98
lookup values in, 61
modification of, 108-111
as objects, 10
properties of, 113-114
relationships in, 109
saving, 111-112
stopping, 111
totals in, 110
Query Design View, 109
Query Wizard, 107-108
Quick Access toolbar, 5, 6
customization of, 15-18
relocating, 17
tools on, 15-16
Quick Launch, 4

R

Read-only users, 193
Rearranging controls, 138-139
Recent documents, 8
Records, 33

copy of, 73

deletion of, 73

moving, 73

multiple, 119-120

preventing editing to, 190

sort of, 96-98
Rectangles, 168-169
Referential integrity, 43-44
Refresh, in Help search, 23

Microsoft Office Access 2007 QuickSteps

Index




Relational database, 41, 48
Relationships

defining, 42

identification of, 41-44

many-to-many, 42

one-to-many, 44

in queries, 109

tab for, 42-43
Renaming

columns, 91-93

of databases, 47

with Office Button, 47

of tables, 47-48
Repair, of databases, 198-199
Replace. See Find and replace
Replies, management of, 88-89
Report(s), 143-160

calculations in, 157

data in, 153

date/time in, 159

formatting of, 151-152

grouping levels in, 147-148

modifying, 151-160

as objects, 10

properties of, 170-171

sections of, 150

summary values in, 147
Report tool, 145
Report Wizard, 145-148
Required data entry, 57-58
Resizing Access window, 8
Retrieving information, 95-114
Ribbon, 4, 5-6

mouse and, 48
Rich text formatting, 173-174
Rows, height of, 94

S

Save As, with conversion, 13
Saving queries, 111-112
Search
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Index

in Help, 22

using identifying information, 41
Sections, in reports, 150
Security, 5, 183-200

with conversion, 14

for user classes, 192
Security report, 195-196
Selecting controls, 137-138
Selection

of controls, 137-138

filter by, 99-101

with mouse, 72-73
SharePoint, 13, 212

import from, 80
Sharing data, 212-213
Shortcuts, 7

display and use of, 18

for editing data, 69

icons for, 19

insertion with, 69

to open database, 9

opening with, 3

in tables, 68-70
Show /Hide Table of Contents, in Help search, 23
Shutter bar, 10
Simple Query Wizard, 107-108
Smart Tags, 59-60
Sort

ascending, 97

in columns, 66

crosstab queries, 204-206

of data, 95-98

descending, 97

in group levels, 156

with lookup values, 62

in multiple fields, 96-98

of records, 96-98

in tables, 96-97
Spelling, verification of, 76-77
Split Form tool, 116-119, 121
Splitter Bar, 119
Spreadsheets. See also Excel; Lotus 1-2-3

import from, 82-83

tables and, 34
SQL databases, 58
Stacked control layout, 139
Start Menu, 3
Status bar, 8

to switch views, 49

switching views with, 36
Stop, in Help search, 23
Summary reports, 158
Summary values, 147
Super tooltips, 21
Switchboard Manager, 217-220

T

Tab
contextual, 8
for documents, 8, 18-20
for relationships, 42-43
Table(s)
arranging, 89-94
closing of, 34
creation of, 25-44
data in, 67-88
Datasheet View and, 66
deletion of, 46-47
in design area, 110
empty, 35
field names in, 34
framework of, 3341
hyperlinks to, 216-217
import of, 83-84
junction, 42
linking, 215-216
lookup values in, 61
modifying, 45-64
naming of, 32
as objects, 10
opening of, 33
pasting into, 84
renaming of, 47-48




shortcuts in, 68-70
sorting in, 96-97
spreadsheets and, 34
structure of, 27
from templates, 38
working in, 65-94
Table Analyzer Wizard, 211-212
Table of Contents pane, 22
Tabular control layout, 139
Tabular style, 125
Telephone number, as Smart Tag, 59
Templates
customization of, 31
for databases, 26-31
defaults with, 29
downloading, 29-31
Getting Started page and, 28
tables from, 38
Text
as default, 36, 38
find and replace, 74-75
Text files, import from, 80-82
Tile Horizontally, 21
Tile Vertically, 21
Title
on forms, 127-128
in reports, 148, 158
Title bar, 10
Tools
adding, 17
in Help, 23
hiding, 17
on Quick Access toolbar, 15-16
rearranging, 18
removing, 17

Top values, 114
Totals, in queries, 110
Trusted locations, 184-185

U

Unbound controls, 130, 134-136
Unbound objects, 163
Undo, with table deletion, 47
Unfreeze All Columns, 93
Unhide. See Hide
Uniform Resource Locator (URL), 216
Unlocking columns, 93
Update data users, 193
Uppercase letters, 52-53
URL. See Uniform Resource Locator
User-Level Security Wizard,
190-196
Users, 192
adding, 194-195
editing, 194-195
in group accounts, 195-196
removing, 194-195

Vv

Validation rules, 56-57
for security, 191
Validation text, 57
Values
bottom, 114
top, 114
Views toolbar, 8
Visual Basic, 10

W

Web pages
hyperlinks to, 217
import from, 80
publishing to, 214
Welcome form, 217-220
WIE. See Workgroup information file
Wildcards, in filter, 102-104
Windows Explorer, 6,7, 9
Windows flag key, 18
Windows themes, 141, 173
Word, 213
Workgroup information file (WIF), 191

X

XML files, import from, 80
XML Paper Specification (XPS), 216
XPS. See XML Paper Specification

Y

Yes/No
as changed data type, 51
as control, 134
as data type, 37

y4

Zero-length string, 57-58
Zoom, 179
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