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Working with the Northwind Sample Database

When you have completed this learning module you will have seen how to:
¢ Install Northwind
e Check for Northwind

Installing the Northwind Database

About Northwind

e Northwind is a sample database that ships with Access 2002. It contains
product and sales data for the fictitious company Northwind Traders.

e |tis recommended that Northwind be installed to follow the lessons in this
manual.

Checking for Northwind
e Click the Search button on the database toolbar:

|

e In the Search text box, type Northwind.
e Click Search.

e If Northwind.mdb appears in the Search Results, click on the file to open
it and proceed to the next chapter.

If Northwind is not found in the Search Results it will need to be installed.

Installing Northwind
e Insert the Microsoft Office XP CD-ROM in the CD-ROM drive.
o_aDoeuble-click Setup.

Note: If your computer has autorun enabled, you will be presentedidirectly
with, the Microsoft Office XPsetup screen.

e Select Add or RemovelFeatures.
¢ Click Next.

¢ Under Features to Install, select the Microsoft Access for Windows
subtree.

e Under Sample Databases, select Run all from My Computer:
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i'.;' Microzoft Office XP Setup

Microsoft Office XP Professional

Choose installation options For all Office applications and tools

Microsoft Office

&= > Run all from My Computer

e Click Update.
¢ Once the installer completes, click OK to finish.

Note: Once the Northwind database is installed, search for it again and
open it.

How would you:

e Install Northwind?
e Check for Northwind?

SAMPLE
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Designing Tables in Access 2002

When you have completed this learning module you will have seen how to:
e Set aPrimary Key

e Remove Non-related Data

¢ Remove Redundant Data

e Remove Repeating Data

e Set Required Values in Columns

e Use the Relationship Tool

¢ ldentify a Related Table

e Create Join Types

o Enforce Referential Integrity

¢ Work with Cascading Updates and Deletes
e Create a Single-Field Index

e Create a Multiple-Field Index

e Set the Index Sort Order

e Set Index Properties

e Delete Indexes

e Choose Appropriate Data Types

e SetColumn Data Types

e Format Data Types

e Convert Between Data Types

Normalizing Data

Setting a Primary Key

o A primary key is a field that uniquely identifies a row in a table and can be
based on any alphanumeric value.

Torseta primary key:

e Opena table inN\Design view.

e nRight-click on the field you ‘'want to set as the primary key.
e From the pop-up.Menu, select Primary Key:
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gﬂi Inzert Rows
=+ Delete Fows
N Buid...

Properties

Note: You must save the table to save the primary key.

Removing Non-related Data

o Part of the normalization process is to remove non-related values. For
example, in the Employees table, it is incorrect to include customer data.
That would result in a mixing of different areas of subject matter. Customer
data should be stored in a separate table.

Removing Redundant Data

¢ Another part of the normalization process is to remove redundant values.
A redundant value is one that appears multiple times in the same table. For
example, in the Suppliers table it is incorrect to repeat all supplier data for
each product a supplier sells. It is more efficient and manageable to create
supplier data once and then relate supplier data to product data in the
Products table. By doing this, supplier data only needs to be updated once
in the Suppliers table rather than multiple times in the Products table.

Removing Repeating Data

e An additional part of the normalization process is to remove repeating
values. Repeating values are similar values that appear across multiple
columns of a/able. Foriexample, it'is incarrect to'ereate a new column for
each product sold in the Orders table. Instead, it is more efficient and
manageable to relate order data by Order 1D to another table called Order
Details. Each row.in Order Details represents a line iterm on an order-.

Setting Required Valuestnh Columns

e Yet another part of the normalization process is to ensure that all fields
have values. A well-designed table will not allow null values. A null value

means that a value is unknown. This is different from a blank or zero-length
value.

To set required fields:
e Open a table in Design view.
o Select the Data Type pane for the desired field.
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e Find the General tab in the lower-left portion of the design window.
¢ In the General tab select the Required field.
e Choose Yes to make the field required:

Gzeneral | Lookup |

Field Size 40

Farmak

Inpuk Mask.

Caption Company Mamne

Default Yalue
‘alidation Rule
Validation Text

Required -
Allow Zero Length

Indexed Mo

Unicode Compression fes

IME Mode Mo Control

IME Sentence Mode Mone

Note: You must save the table to save the field change.

Establishing Relationships

Using the Relationship Tool
e The Relationship tool manages joins between related fields in different
tables.

To delete arelationship:
¢ Click the Relationships button on the Database toolbar:

55

¢ Right-click on the relationship between two tables.
e From the pop-up menu, select Delete:

Ordes  =tails

OrderID
ProdudtiD

iZuskormerID Zamparryarm

UnitPrice EmplayeelD ZonkactMame
Quankiky OrderDate ConkactTitle
Discounk RequiredDake fddress

Shippadhate
Shiovia

Ciky
Region

EmployeelD Edit Belatioreship...
LastMame m
Firsthlame |'3?: Delete [y | shipperID

Title Companyhame
TitleOFCourte: Phone
BirthDate _
HireDate
nddress
Ciby d

e Click Yes when prompted to delete the relationship.
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To create arelationship:

¢ Click the Relationships button on the Database toolbar.
e Drag a field from one table to another table:

Orders |
— OrderID - CustomerID
CustamerID CompanyMame
UnitPrice Employeall ZantactMame
Quantity ;I OrderDate CantackTitle
T RequiredDate Address
ShippedDate Ciky
Shipvia Riegion j
Freiaht
Hhoye: ShipMarne j

LastMame
FirstMarne

Title
TitIeOFCDurtez;I

ShipperID
CompanyMarne
Phone

e This opens the Edit Relationships dialog box.
o Click Create:

Edit Relationships HE|
TablefQuery: Relakted TablefCuery: Create
IEmpIuvees ;lOrders ;I

Employeell = EmployesID =

— Jain Type..

Create Mew, .

d

I Enforce Referential Inkearityd——————

[T Gascade Wndate Belated|Fields

7| Gascade Delete Related Recards

Relationship Twpe: One-To-Mary

iIdentifying a Related Table

o Tables that are related will have fields that are common between them. For
example, Shippers and Orders are related by the/Shipper 1D and ShipVia
fieldsrespectively. \It is easier to identify relationships if the field names
are the same. Related fields'should have the same data type. For example,
Employee D is defined as a long integer in both the Orderszand
Employees tables.

Note: Data types are discussed in more detail later in this training manual.

Creating Join Types

e There are three join types in Access: one-to-one, one-to-many, and many-to-
many.

FOR USE AT THE LICENSED SITE(S) ONLY
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e A one-to-one relationship has only one matching row in each related table.
One-to-one relationships are notcommon. An example would be a table
with many columns divided into multiple tables that relate to one master key
value.

e A one-to-many relationship has a row in one table that matches many rows
in a related table. This is the most common type of relationship. An example
is the relationship between the Customers and Orders table. This
relationship is described as one customer having many orders and each order
belonging to only one customer.

¢ A many-to-many relationship has many rows in one table that match many
rows in a related table. This is a special relationship that involves a third
table called a junction table. An example is the relationship between
Orders and Products. These two tables are joined by a junction table called

Order Details. This relationship is described as many orders having many
products and many products belonging to many orders.

To create ajoin type:

e Right-click on the relationship between two tables.
e From the pop-up menu, select Edit Relationship:

Ordors |
——————|eo 1 1

OrderID e | OrderID CusbomerID
ProductiD oo CustormerID Carmparnyhamm
nitPrice =+ |EmplovesID Contackhlame
Quantity OrderDate ContactTitle
Discount RequiredCate Address
e ShippedDate -

Shiphia

EmployeslD 2 ‘-_uhinl\.lamF- . .

LastMame | Edit Belationship... | m

FirstMame % Delete Q ShipperID

Title — CompanyMame

TitleOFCourte: Phone

BirthDate

HireDake

Address

City hd|

e This opens the Edit Relationships dialog box.
o' Click Join Ty pex

i H i 7
| By Table/Qugry
Ermplaygss Ordars
Y A - - C |
= | Employvasih
Join Type,,
w
Create Mew.,

v Enfarce Referential Inteqgrityi

[T Cascade Lipdate Related Fislds
[T Cascade Delete Related Reccrds

Relationship Tyvpe: Cre-To-Mary

¢ This opens the Join Properties dialog box.
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e Select the desired relationship type:

Join Properties E
€ 1:  only include raws where the joined Fields From both tables are
equal.

(o g Include ALL records From 'Emplovess' and only those records
""" from 'Orders' where the joined fields are equal.
" 3 Include ALL records from 'Orders’ and only those recards From
'Emplovees' where the joined fields are equal.

(04 I Cancel

e Click OK.

Enforcing Referential Integrity
o Referential integrity ensures that related records between tables are valid.

To set referential integrity:
e Right-click on the join between two tables.

e From the pop-up menu, select Edit Relationship. This opens the Edit
Relationships dialog box.

e Check the Enforce Referential Integrity box:

Edit Relationships HE|
TablefQuery: Related TablejQuery: ak
IEmpIuyees LlOrders j

Zancel

EmplovesID = |EmployeelD -
— Join Type..

-

Create Mew. .

pE

¥, Enforce Referential Integrity————————
| .?tascade Update Related Fields
[ Cascade Delete Related Records

Relationship Type: Cne-Ta-Mary

o Click"OK.

Working with Cascading Updates and Deletes

s Cascading allows for.updatesior deletes of'related records without violating
referential integrity. Use cascading when there is a need to propagate
foreign key data changes. For example, if there is an update of
EmployeelD in the Employees table, then all related records in Orders
should also be updated with the new Employee ID so that an employee’'s
sales history is not lost. Cascading will make this change automatic.

To set cascading options:
¢ Right-click on the join between two tables.
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e From the pop-up menu, select Edit Relationship. This opens the Edit
Relationships dialog box.

e Check the Cascade Update Related Fields and/or Cascade Delete
Related Fields box:

Edit Relationships

Tahle/Cuery: Related Table/iuery: ok

IEmpIu:n,fees ;lOrders j

EmploveslD =] EmploveeID =

Cancel

—_— Join Type..

Create Mew, .

.

¥ Enforce Referential Inteqrity

¥ Cascade Update Related Fields
v Cascade Delete Related Records

Relationship Twpe: Cne-To-Many

e Click OK.

Note: The Enforce Referential Integrity box must be checked to set
cascading options.

Working with Indexes

Creating a Single-Field Index

e An index is used to improve the performance of data searches. A single-
field index is defined only on one field. Use a single-field index on a field
that will participate in a relationship. For example, CategoryID in the

Products table is defined as a single-field index and is related to the
CategoryID field in the Categories table.

To create asingle-field index:

e Opena table in'Design view.
o Click the Indexes button on the Table Design,teolbar:

#

OR from the main menu, select View > Indexes:
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Wiew | Insert Tool: Wi

Dezign Wiew

Datazhest Yiew
PivatT able View
PreatChart Yigw

B B« B[E

Properties Fa

.!_“[

. |

Toolbars s 3

Indexes

e This opens the Indexes design grid.
e Type a name in the Index Name column.
o Select a desired field from the drop-down menu in the Field Name column:

£ Indexes: Products E
Index Mame Field Mame Sork Order i
| [CategaryID CaktegaryID Ascending
% | Primarykey ProductID Ascending
| [ProductMame ProductMane Ascending
SupplierID SupplierID Ascending
UnitPrice InitPrice Ascending
— =l
Index Properties
Primary Mo
Unique ] The name For this index, Each index can use
Ignore Mulls Mo up to 10 fields,

e Click the Close button on the Indexes title bar.

Note: The default Sort Order is defined as Ascending. Setting the sort
order is discussed later in this chapter.

Creating a Multiple-Field adex

s A multiple-field indexis defined on two or more fields. Use a multiple-
field index/on fields that will be used in complex queries.

To create a m ultiple=field index:

o Open a table in Design view.
o Click the Indexes button on the Table Design toolbar

OR from the main menu, select View > Indexes.

e This opens the Indexes design grid.
e Type a name in the Index Name column.
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e Select multiple fields from the drop-down menu in the Field Name column:

£ Indexes: Orders

Index Name Field Mame Sort Order -
ShippedDate ShippedDate Ascending
| |shipPostalCode ShipPostalCode Ascending

B | ShipperInfo Shi Ascending
Ascending
Ascending

[

Index Properties

The name For this index. Each index can use
up ko 10 Fields,

e Click the Close button on the Indexes title bar.

Note: Each multiple-field index can use up to 10 fields.

Setting the Index Sort Order

e The index sort order improves the performance of queries that use sorting
functionality. For example, writing a query that sorts CompanyName in
descending order from the Customers table would benefit from a
descending sort order index.

To set the index sort order:

e Open a table in Design view.

Click the Indexes button on the Table Design toolbar
OR from the main menu, select View > Indexes.

This opens the Indexes design grid.
Click the drop-down menu in the Sort Order column.
Select Descending to change the sort order.

£ Indexes: Customers

F\scendini

[ | ComparMame __ CompanyMame |
| [ PostalCode PostalCode ||\ Ascending |
CustomerID) U\ | Astending

Regian | .\ Ascending

A = =

Index Properti;

IR
L

Prirnary Mo
Linigue Mo Records can be sorted in ascending or
Ignore Mulls Mo descending order,

e Click the Close button on the Indexes title bar.
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Setting Index Properties

The behavior of an index can be controlled by setting the properties on the
index. The available properties are Primary, Unique, and Ignore Nulls.
The Primary property allows for an additional method of setting the primary
key for a table. The Unique property determines if duplicate values are
allowed in the index. The Ignore Nulls determines if unknown values are
included in the index.

To set index properties:

Open a table in Design view.
Click the Indexes button on the Table Design toolbar
OR from the main menu, select View > Indexes.

This opens the Indexes design grid.

Select an index.

Select a Primary property from the drop-down menu in the Index
Properties section.

Select a Unique property from the drop-down menu in the Index
Properties section.

Select an Ignore Nulls property from the drop-down menu in the Index
Properties section:

£ Indexes: Suppliers E3
[ IndexMame | Field Mame Sort Crder -
ﬂ CampanyMame CampanyMame Ascending
PostalCode PostalCode Ascending
(% | Primarykey SupplierID Ascending

Index Properties

Primary Mo
Unique Mo If Yes, records with a Mull value excluded
Ignore Mulls Yes from the inde:x,

Clickyathe Close button on the Indexes title bar.

Note: Changing the index properties on an existing index can cause
unexpected changes in the index/behavior. The'Primary property cannot be
set on another field if the original primary key is part of a relationship.

Deleting Indexes

Open a table in Design view.

Click the Indexes button on the Table Design toolbar
OR from the main menu, select View > Indexes.

This opens the Indexes design grid.
Right-click on an Index Name.
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e From the pop-up menu, select Delete Rows:

£ Indexes: Orders E

Index Name Field Mame Sort Qrder "
CrderDatke Crderbate Ascending
(% | Primarvkey CrderIl Ascending J
| |shippedDate ShippedDate Ascending
|| shipperInfo Shiphlanne Ascending
ShipAddress Ascending

ShipZity
3«: Inzert Rows ShipPastalCode

| = Delete Rows [ | Index Properties

The name For this index, Each index can use
up ko 10 Fields,

Ascending
Ascending LI

e Click the Close button on the Indexes title bar.

Working with Data Types

Choosing Appropriate Data Types

¢ Determining which data type to use for a field is a very important step in
designing a table. The available data types are Text, Memo, Number,
Date/Time, Currency, AutoNumber, Yes/No, OLE Object, and

Hyperlink. The following are some important considerations when deciding
which data types to use:

Storage requirements: For example, the Number data type can use 1, 2,
4, 8, or 16 bytes.

The domain of the data: This refers to what can be stored in the column.
For example, Text cannot be stored in a Number field.

Establishing relationships: Generally, it is more efficient to establish
relationships between Number or Text columnss

Sorting regquirements: Sorting Text values may return unexpected results
and,OLE Objects cannat be sorted.

IndeXing requirements: Indexing Memo fields can create very large
indexes and OLE Objects cannot belindexed.

Calculation requirements: Certain calculations cannot be performed on
fields defined as Text or OLE Objects.

Setting Column Data Types

e Open a table in Design view.
e Create a new field.

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com



Microsoft Access XP - Intermediate Level Manual - Page 19

e Select the desired data type from the Data Type drop-down menu:

[+

Hobhies Texk -

Mema

Mumber

Drate/ Time
Currency
AutoMumber
YesiHo

OLE Object
Hyperlink,
Lookup wWizard. ..

“araral I e |

¢ Close the table.

Formatting Data Types

e Open a table in Design view.

Select an existing field.

Set the desired field size in the Field Size text box.

Add an appropriate formatting symbol in the Format text box:

General | Lookup |

Field Size 255
Farrmnat ﬂ =
Input Mask,

Caption

Default Yalue

Yalidation Rule

Yalidation Text

Required 3l

Allow Zero Length Yies
Indexed Mo
Unicode Compression fes

IME Mode Mo Control
IME Sentence Mode Mone

¢ Close the table.

Converting Between Data Types

¢ Sometimes it may be necessary to change the data type for a column. For
example, /it may be necessary \to change from a Text field, which has a
maximum length of 255 characters, to a Memo field which_has a_maximum
length of 65,536 characters.

Note: Changing between data types can result in a loss of data. This can
happen when converting from a larger data type to a smaller data type or
converting between incompatible data types such as changing from Text to
Number.

To change afield to a different data type:
e Open a table in Design view.
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e Select an existing field.
e Select the desired data type from the Data Type drop-down menu:

hd

Hobhies

Memo

Mumber k
Dake/Time
Currency
Autohumber
Yes/ho

OLE Obiject
Hyperlink.
Lookup Wizard. ..

—anaral I feata |

e Close the table.

Review Questions

How would you:

e SetaPrimary Key?

¢ Remove Non-Related Data?

¢ Remove Redundant Data?

e Remove Repeating Data?

e Set Required Values in Columns?
e Use the Relationship Tool?

o ldentify a Related Table?

e Create Join Types?

o Enforce Referential Integrity?

¢ Work with Cascading Updates and Deletes?
o Create a Single-Field Index?

e Create a Multiple-Field Index?

e Set the Index Sort Order?

e Set Index Properties?

e Delete Indexes?

e Choose Appropriate Data Types?
s _SetColumn Data Types?

o Format Data Types?

e Convert Between Data Types?
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Designing Queries in Access 2002

When you have completed this learning module you will have seen how to:
o Create update queries

e Create delete queries

o Create append queries

e Create make-table queries

e Create a one-parameter query

e Create a two-parameter query

e Use wildcards as parameters

e Create calculated fields

e Use common functions in calculated fields

e Create a two-table join

e Add fields from different tables to the query grid
¢ Remove tables from the query builder

Creating Action Queries

Creating Update Queries

¢ An Update Query makes changes to a group of records. Updates can be
made in one or more tables.

To create an Update Query:

Click Queries in the Objects pane.

Click the New button to open the New Query dialog box.
Select Design View.

Click OK:

Simple Query Wizard
Crosskah Query ‘Wizard

Find Duplicates Query Wizard
Find Unrmatched Query Wizard

Ik Cancel
L

e Select a table from the Tables tab in the Show Table dialog box.
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e Click Add:

Show Table EE|

| Qeries I Both I

Cateqgories Close
Cuskomers
Emplovees
Crder Details
Orders
Products

Shippers
Suppliers
Switchboard Ikems

e Click Close. A representation of the table appears in the query grid.
e Click on the Query Type button on the Query Design toolbar:

= -

o Select Update Query to change from a Select Query to an Update Query:

E=E AR I B S SR

| Select Query
Crozstab Guery

E ! Make-Table Quen...
|H Update Query o
bl Append Querny... "y
# 1 Delete Query

s Select a field from the Field drop-down menu:

: :SupplierID ;l

v [[akegoryID

:‘ CinankibyPerUnits
InitsInStock, %

nitsonCrder

FeorderLevel (.
Discantinued -
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Select the Update To section of the query grid and type a value:

Field: |UnitPrice
Table: |Products
Update Ta: |[UnitPrice]*2
Criteria

ary

Click the Run button on the Query Design toolbar to execute the update:

Click Yes to apply the changes.

Note: There is no undo feature for the update action. The change is
permanent.

Close the query design window.

Creating Delete Queries

A Delete Query deletes groups of records. Deletes can be made in one or
more tables.

To create a Delete Query:

Click Queries in the Objects pane.

Click the New button. This opens the New Query dialog box.

Select Design View.

Click OK.

Select a table from the Tables tab in the Show Table dialog box.
Click Add.

Click Close. A representation of the table appears in the query grid.
Click the Query Type button on the Query Design toolbar.

Select Delete Query to change from a Select Query to a Delete Query:

Select Cuem
Criosstab Querny

b ake4Table Cueny...
#1 Update Querny
Rl Append Query...

7Y Delete Queny h

Select a field from the Field drop-down menu.
Select the Criteria section of the query grid and type a value:
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Field: | ProductMamme
Table: |Products
Delete: |wWhere
Criteria |"Tofu"
ar;

Note: This delete query uses a where filter to limit which rows are deleted.

¢ Click the Run button on the Query Design toolbar to execute the delete.
e Click Yes to apply the changes:

Microzoft Access E

You are about to delete 1 row({s) from the specified table.

I Once vou click Yes, you can't use the Unda command to reverse the changes.
Are wou sure you wankt o delete the selected records?

Note: An error will occur if a relationship has been previously defined for
this field.
Click No to cancel or Yes to ignore the error and continue:

Microsoft Access [ x|

Microsoft Access can't delete 1 record(s) in the delete query due to key violations and 0 record(s)
due to lock violations.

! y Do youwant to run this action query anyway?

Tao ignore the error{s) and run the query, click Yes,
For an explanation of the causes of the viclations, cick Help,

Yes No r\rl Help
s

o Close the query design window.

Creating Append Queries

o An Append Query adds groups of records to the end of a table. Records can
be added from one or more tables.

To create\an Append Query:

smClick Queries inithe Objects pane.

o Click the New,button. This opens the New Query dialog box.

Select Design View.

Click OK.

Select a table from the Tables tab in the Show Table dialog box.

Click Add.

Click Close. A representation of the table appears in the query grid.

Click the Query Type button on the Query Design toolbar.

Select Append Query to change from a Select Query to an Append Query:
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-1 g E A

ey

| Select Query
Crosstab Duerny

E ! Make-Table Query. ..
1 Update Querny
|'.'! Append Queny... .
#1 Delete Query vh

This opens the Append dialog box.
Select a table from the Table Name drop-down menu:

Append HE |
—Append To 0

Table Mame:

K I
Cancel |

Switchboard Tkems W

e Click OK.
o Select the desired fields to append:
Field: |ProduckMame SupplierID CakegoryID
Table: |Products Products Products
Sork:
Append Ta: |ProductMame SupplierID CakegoryID
Criteria:
or:

Click the Run button on the Query Design toolbar to execute the update.
Click Yes to append the rows:

| Microsoft Access

Close the query design window.

Creating Make-Table Queries

e A Make-Table Query creates a new table from data in another table.
Records can be added from one or more tables.
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To create aMake-Table Query:

e Click Queries in the Objects pane.

e Click the New button. This opens the New Query dialog box.

e Select Design View.

e Click OK.

¢ Select a table from the Tables tab in the Show Table dialog box.

e Click Add.

e Click Close. A representation of the table appears in the query grid.

o Click the Query Type button on the Query Design toolbar.

e Select Make-Table Query to change from a Select Query to a Make-Table
Query:

=i R R

| Select Query
Crosstab Query

||:'ﬂ b ake-Table Query... %
#1 | Ipdate Queny

g0 Append Duemn..

#1 Delete Quemny

e This opens the Make Table dialog box.

e Select a table from the Table Name drop-down menu
OR type a new table name:

Make Table HE|
—Make Mew Table o

[ o« ]
Table Mame: IPdeuctsz j |

Cancel
& Current Database

™ Another Database:

Fileames I

e Click'OK.
e Select the desired fields:

) (aw  wa s e a0 [ e |
F ProductMame SupplierID CaktegoryID
i | Praducts Products Products
Sork:

fppend To! | ProduckMarne SupplierID CategoryID
Criteria:
aor:

o Click the Run button on the Query Design toolbar to execute the update.
e Click Yes to paste the rows into the table:
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Microzoft Access Ed

You are about to paste 154 row(s) into a new table.

I y  once you click ¥es, waou can't use the Unda command ta reverse the changes.
Are wou sure you wank ko create a new table with the selected records?

Yes Mo |
LA

Note: There will now be a new table in the Tables section.

e Close the query design window.

Creating Parameter Queries

Creating a One-Parameter Query

e A parameter query is a special query that prompts a user for input. This is
useful for creating generic queries where users can specify custom select
criteria.

To create a one-parameter query:

e Click Queries in the Objects pane.

e Click the New button. This opens the New Query dialog box.

e Select Design View.

e Click OK.

e Select a table from the Tables tab in the Show Table dialog box.

e Click Add.

e Click Close. A representation of the table appears in the query grid.
e Select a field from the Field drop-down menu.

e Add a prompt in the Criteria text box:

Field: |ProductID Producthame SupplierID
able: |Products Producks Products

h

Criteria:

B A W BW B B

e Click the/Run button on the Query Design toolbar to execute the query.
This opens the Enter Parameter Value dialog box.

e Input a value.
¢ Click OK:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com



Microsoft Access XP - Intermediate Level Manual - Page 28

Enter Parameter ¥ alue Ed

Enter a Product Mame

(04 Cancel |
LY

e The results of the query are displayed.
o Close the query results window.

Creating a Two-Parameter Query

e Click Queries in the Objects pane.

e Click the New button. This opens the New Query dialog box.

e Select Design View.

e Click OK.

e Select a table from the Tables tab in the Show Table dialog box.

e Click Add.

e Click Close. A representation of the table appears in the query grid.
e Select a field from the Field drop-down menu.

¢ Add two prompts in the Criteria text box:

Field: |ShippedDate Counkry
Table: |Crders Emplovees
Sork:
Shiow:
0= EHl I ety een [Beginning Date] And [Ending Date
ar:

e Click the Run button on the Query Design toolbar to execute the query.
This opens the first Enter Parameter Value dialog box.

¢ Input a value.

o Click OK:

¢ This opens the second Enter Parameter Value dialog box.
e Input a value.
e Click OK:
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Enter Parameter Value [ x|

Ending Date

| Ik & I Zancel |

The results of the query are displayed.
Close the query results window.

Using Wildcards as Parameters

Click Queries in the Objects pane.

Click the New button. This opens the New Query dialog box.
Select Design View.

Click OK.

Select a table from the Tables tab in the Show Table dialog box.
Click Add.

Click Close. A representation of the table appears in the query grid.
Select a field from the Field drop-down menu.

Add a wildcard prompt in the Criteria text box:

Field: |ProductMame SupplierID CategoryID
Table: |Products Products Products
Sork:
Show:
Uy EH ke [Enter the wildcard character(s): & "
ar:

Note: The Like operator is used for pattern searches.

Click the Run button on the Query Design toolbar to execute the query.
This opens Enter Parameter Value dialog box.

Input a value.

Click OK:

= - B
l' %K &EEF |

The results of the query are displayed.
Close the query results window.
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Creating Calculated Columns in Queries

Creating Calculated Fields

Click Queries in the Objects pane.

Click the New button. This opens the New Query dialog box.
Select Design View.

Click OK.

Select a table from the Tables tab in the Show Table dialog box.
Click Add.

Click Close. A representation of the table appears in the query grid.
Select a field from the Field drop-down menu.

Enter an expression for the calculated field:

Figld: [ProductName  |UnitPrice  |[Aneo e |
Table: |Producks Producks
Sork:
Show:
Criteria;

ar:

Click the Run button on the Query Design toolbar to execute the query.
The results of the query are displayed.
Close the query results window.

Using Common Functions in Calculated Fields

There are a large number of functions that can be used in calculated fields.
Functions in Access can be divided into groups. Common groups are
Date/Time, Financial, Math, and Text functions. Some common functions

within each group include:

Date/Time: Date, DatePart, Day, Hour, Minute.
Financial: FV, PV, IRR, Pmt.

Math: Exp, Rnd, Sqr.

Text: LTrim, RTrim, Replace, Len.

Funetions/will only work correctly when supplied with the correct number of
arguments. “A“tool included within Access, called the Expression Builder,
simplifies using functions in calculated fields. The Expression Builder is
discussed later in this‘training"manual:

Joining Tables

Creating a Two-Table Join

A two-table join links related fields between two different tables.
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To create atwo-table join:

Click Queries in the Objects pane.

Click the New button. This opens the New Query dialog box.
Select Design View.

Click OK.

Select a table from the Tables tab in the Show Table dialog box.
Click Add.

Click Close. A representation of the table appears in the query grid.

To add another table to the query grid:

Click the Show Table button on the Query Design toolbar. This opens the
Show Table dialog box.

Select the desired table.

Click Add.

Create a join between the tables by dragging and dropping a field from the
first table to the related field in the second table:

Products
= ~
ProductiD CategorylD =2
Productiame CakegoryMame
SupplierID Descripkion
| i
CaankibyPerUnik

UnitPrice

niksInStack

niksOnCrder

ReorderLevel

Discontinued

e The final result will be a join link between the two tables:

ReorderLevel
Discontinued

Adding Fields from Different Tables to the Query Grid
o Select the desired field from the Field drop-down menu.
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OR

o Select the desired table from the Table drop-down menu:

Field:
Table: {] -

Sorts (| Producks
Shioww:
Criteria:

ar:

e Select the desired field from the Field drop-down menu:

Field: _ategoryhlame
Table: | Cateqories
Sork:
Shiowa;
Criteria:
ar:

¢ Click the Run button on the Query Design toolbar to execute the query.
¢ The results of the query are displayed.
e Close the query results window.

Removing Tables from the Query Builder
¢ Right-click on the table you want to remove in the query grid.
e From the pop-up menu, select Remove Table:

|
l_ Remove TaPIe

ProductiD Erl:upertiES...lﬁE

ProductMame
M Dlte : L E

SupplierID
CategaoryID
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Edit | Wiew Inzert  Quem
&3 Can'tUndo  Chil+2
03 Can'tReda  Chl+y

g Cut Ctrl+
Copy Cirl+C
[ Office Clipboard...

B Faste Ctrl+

Delete Bows !

Delete Calumnz

# Clear Grid

Review Questions

How would you:

o Create Update Queries?

e Create Delete Queries?

o Create Append Queries?

e Create Make-Table Queries?

e Create a One-Parameter Query?

e Create a Two-Parameter Query?

o Use Wildcards as Parameters?

e Create Calculated Fields?

e Use Common Functions in Calculated Fields?

o Create a Two-Table Join?

¢ Add Fields from Different Tables to the Query Grid?
Remove Tables from the Query Builder?

SAMPLE
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Designing Forms in Access 2002

When you have completed this learning module you will have seen how to:
e Choose an Appropriate Control

e Place Controls ona Form

¢ Move a Control

e Resize a Control

e Set Control Properties

o Create Page Headers and Footers
e Create Form Headers and Footers
e Set Form Properties

o Work with Identifiers

¢ Create a Subform

e Create a Form with Two Subforms
o Create Nested Subforms

e Delete a Subform

e Create a Modal Pop-up Form

e Create a Modeless Pop-up Form

e Create a Switchboard

o Edit a Switchboard Item

e Delete a Switchboard

Creating Data Entry Forms

About Forms

e Forms can be used for data entry, displaying data in a user-friendly format,
and as a navigational tool.

,..# Preview product list
Products TR e
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Choosing an Appropriate Control

Controls are objects that can be placed on forms, reports, or data access
pages that display data, perform actions, or can be used for visual display.
Controls shipped with Access 2002 include:

Text Boxes: Used to display data on a form. Text boxes can be bound to a
data source or unbound to accept input or display a calculation.

Labels: Used to display text on a form. Labels are useful for descriptive of
instructional text. Labels are not associated with a data source.

List Boxes: Used to display a pre-determined list of values. List boxes are
useful when limiting selection choices or when enforcing data integrity.

Command Buttons: Used to execute a pre-defined set of actions in a macro
or event procedure written in visual basic.

Check Boxes: Used to set Yes/No values from an underlying query or
table.

Option Groups: Used to select a limited list of choices. Sometimes
interchangeable with List Boxes when selecting from only a few pre-defined
options.

Toggle Buttons: Used to set Yes/No values from an underlying query or
table. Useful when combined with an Option Group to select values that are
Yes/No.

Image: Used when displaying a digital image on a form. An example would
be the display of a company logo.

Tabbed Pages: Used when presenting different sections of information as
one logical set. Useful when separating levels of information related to a
common topic such as employee, company, or personal information.

Rectangles and Lines: Used when displaying limited geometric shapes.
Useful when displaying breaks between fields or'sections within a form-

Subform: /An advanced control that displays childdata that is related,to
data on the parent form. Subforms are discussed later in this training
manual.

Placing Controls on a Form

Click Forms in the Objects pane.

Click the New button. This opens the New Form dialog box.
Select Design View.

Select a data source for the form from the drop-down menu:
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Mew Form |
Design Yiew
* Form Wizard
Lw AutaFarm;  Columnar

AutaFarm: Tabular
AutoFaorm; Datashest
AutoForm; PivoktTable
AutaFarm: PivobChart
Chart Wizard
PivokTable Wizard

Create a new Form withaout
using a wizard,

Choose the table or query where
the object's data comes from;

roducts j
Crder Subtokals -
Orders

Orders Qry

Praduck Sales For 1997

Products Aboweriyverage Pric
Products by Category
Productsz

Quarkerly Orders i

Click OK.

Access opens into Form Design view showing the Detail area, Data
Source, and Toolbox.

Click the desired control to place on the form on the Toolbox toolbar:

-
=]
(=3
=
Q
=
1
X

L @ & (5]
7

1]

[
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OR drag and drop a field from the data source to the Detail area of the
form:

|I||---|---1---|---2---|---
:IfDetaiI

| B roduckID
| Produckhame
I SupplierID
1 CakeqoryID
-} QuankityPerUnit
] nitPrice
_ nitsInStack.
: nitsondrder
ReorderLevel
Discontinued

Moving a Control

e Select the control you want to move.
o Place the cursor over the control until the cursor changes to a hand.
¢ Drag the control to its new location:

e

# Detail

Resizing a Control

e Select the control you want to resize.
e Place the cursor over thercontrol until thescursoriechanges to a doublerarrow:
s Drag control'to the desired size:

Setting Control Properties
¢ Control properties can be divided into five categories:
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Format: Sets visual properties for a control.

Data: Sets the underlying data source for a control.

Event: Sets action behavior for a control. Typically used to tie a macro or
event procedure to a specific control action.

Other: Sets the behavior for the control such as tab stop behavior or the tab
order.

All: Used to view all categories in the same pane.

To set a property on a control:

¢ Right-click on the control.
e From the pop-up menu, select Properties. This opens the control
properties dialog box:

& Text Box: ProductlD
IF‘r-:u:qu:tID j
Format | pata | Event | other | &l |
FOMMAk . o v v ve e e e x| .
Decimal Places . . ... ... .. Auto j
Misihle . ..o Yes
Displaw hen . ... .00 00 Ahways
ScrollBars . .0 Mone
Canm GFaW e Mo
Canshrink ..o 0 Mo
[ 1.1667
TOD o oo et 0.2917
Wlidkb L 1.0833
Height .o 0,25" |

e Select the desired control properties.

Note: The available control properties will vary depending on the type of
control used.

Creating Page Headers and Footers

ssiPage headenspand pagesfooters appear@atithestop andsbottom of eachypage
and\can display information such as a column heading.

To create page/headers and footers:

e Right-click in“the'Detail area of the form.
e From the pop-up menu, select Page [Header/Footer. This opens the Page
Header and Page Footer panes:
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IE""'I"'1"'I"'2"'I"'3"'I

# Page Header

o Place the desired control on the page header or page footer.

Creating Form Headers and Footers

e Form headers and form footers appear at the top and bottom of each page
and can display items such as the date, page number, or company logo.

To create form headers and footers:

e Right-click in the Detail area of the form.

e From the pop-up menu, select Form Header/Footer. This opens the Form
Header and Form Footer panes.

e Place the desired control on the form header or form footer.

Note: Page headers and footers and Form headers and footers can
both appear on the same form.

Setting Form Properties
e Form properties can be divided into five categories:

Format: Sets visual properties for a form.

Data: Sets the, underlying data source for.a form.

Event: Sets/action behavior for a form. Typically“used {to tie a macro or
event'procedure to a specific form/action.

Other: Sets the behavior for the/form such as the‘modal or pop-up
properties.

All: /Used to view all categories/in the same pane.

To set aform property:
¢ Right-click on the form.

e From the pop-up menu, select Properties. This opens the Form properties
dialog box:
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& Form
IFn:-rm j
Format | Data | Event | other | &l |
Caphion . ..o Y
Default Wisw o0 Single Form j
Allow Form Wiew .. Yes
Allow Datasheet View . .. .. Yes
Allow PrvokTable Wiew . .. .. Yes
Allow PrvobChart Wiew . .. .. Yes
ScrollBars .0 Both
Record Selectars . ... ... Yes
Mavigation Butkons . . .. ... Yes
DividingLines . .. ........ Ves
AutoResize . ..o 00 Yes
AuboCenter . o0 Mo
Border Stvle . o0 00000 Sizable
Conbral Bo oo e Ves
Mlin Max Butkons . . .0y e Both Enabled
Close Butkon . oo v v v v w o s Yes
Whats This Button . . .. .. .. Mo
bhficlkh " ﬂ

o Select the desired form properties.

Working with Identifiers

¢ When referencing an object or property in another form or subform, it is
necessary to use an object identifier. This is the fully qualified name of the
object or property. For example, when referencing the order date in the
Orders form, it is necessary to use the object identifier
Forms![Orders]![OrderDate].

To add an object identifier in a control:
¢ Right-click on a control.

e From the pop-up menu select Properties. This opens the control
properties dialog box:

B,
Display Whe
ScrollBars . .0
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e Click the Data tab.
e Click the Expression Builder button next to the Control Source field:

& Text Box: Text?

ITextz j

Format  Data |Event I Other I &l I

Conkral SoUrce . e - |l
Imput Mask., . ... 0000

Default Yalue . .. .00

Enabled . ... ........... Yes
Llocked . . ... .. . e}
Filker Lookup o o 000w v vy Database Defaul:

e This opens the Expression Builder.
e Add the desired object from the Expression Builder window:

E xpression Builder H
Farms![Orders]![OrderDate]
Cancel

ndo |
+ - *lﬂ:}{:ﬁl &nd Cr Mot Likﬂl [ :'I Paste I Help |

-Izil Farms ;I =Form> s
[#] Loaded Forms <Field List = AfterUpdate
(2 all Farms CrderID Label AllowautoCorrect
CrderID AutaTab
- O startup BillTa Label BackCalor
L[ Sales Reports CustarmerID Backstyle
L [ Employees Salelsperscun Label BEFEreLIpi:Iate
| EmployeeID — |BorderCalar
g CulstDLner Ord OrderDate Label BorderLinestyle

— L1 Sales by Year BorderStyle

B — (1 Produgts RequiredDate Label
L (7 Sales'analysis Fequiredhate
L () Maift Switchbe | [2hiBpedDate Labe

Eorderiwideh
BokbomPMargin
CaniHow

; Shippediate _anshrink.
|. — (3 suppliers Freight Label ColurnHidden
b (7 Ordefsisiibfo Freight ColurmmQrder
| |:|r CD'UITII'IWidth

ders
F I Iy I— |

ConditionalFormat

Shipfarne
ConkralSource LI

shipTo Label
‘Shin.ﬁ.ddress

&

o The external object is now referenced in the current control using its Object
Identifier:
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& Form

IFn:-rm j

Format  Data |Event I Other I Al I

Record Source . .00 Forms![Orders]![OrderDate]
=

Order By e

Bllow Filkers . oo 00000 Yes
BllowEdits 00 Yes
Allow Deletions . .00 Yes
Allow additions . ... ... Yes
DakaEntry o o000 Mo
Recordset Twpe . ... ... .. Cvnasek
Record Locks . .00 0000 Mo Locks
Fetch Defaults , . ... ... Yes

Working with Subforms

Creating a Subform

e A subform is a form inside another form. Subforms are useful for displaying
one-to-many relationships where the main form displays the one side of
the relationship and the subform displays the many side of the relationship.
A form/subform combination is sometimes called a parent/child form.

To add asubform to aform:

e Opena form in Design view.
e Click the Control Wizards button on the Toolbox toolbar:

i ahl'“] = a I

_ Control “Wizandsl,
[2z] GBS

o Click' the Subform/Subre port button onfthe Toolbox toolbar:
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e Click and drag the control in the Detail area of the form:

o

& Detail

Pridiick g

e This opens the SubForm Wizard.
o Select the Use existing Tables and Queries option button.
e Click Next:

SubForm Wizard I

¥ou can use an existing Form to create wour subform or subrepart, or
creake your awn using tables andfor queries.

hiat data would wou like to use For vour subform or subreport?

G iUse existing Tables and Queries

" Use an existing Form

Categories subfarm

Customer Labels Dialog

Customer Crders

Customer COrders Subform1

Customer Qrders Subform2

Customer Phone List

Customers ll

Cancel | = Back I Mext = [ ! FEinish |

o  Select a table from the Tables/Queries drop-down menu.
o Select a field from the Available Fields area.

¢ “Click, the single right arrow to add the field
OR click the double right arrow to add all fields:
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SubForm Wizard |

‘which Fields would wou like bo indude on the subform oF subrepork?

‘ou can choose Fields from mare than one table andfor query,
Tables/Queries

|Table: Cakeqaties |

Available Fields: Selected Figlds:

CakegoryID
Cakegoryhame

Zancel | < Back I Mext = I Finish

¢ Click Next.

e Select the Choose from a list option button
OR select the Define my own option button:

SubForm Wizard I

wiould waou like ko define which Fields link wour main Form to this
subform vourself, or choose from the list below?

¥ iChoose from a list, ¢ Define my own,

g

Show Cateqgories for each record in Products using CakegoryID

ﬁ ﬂCancel “«: Back. |ﬁxt = i Einis‘!

Note: If Define;:my own is selected, the wizard will require the link
between the main formfand subform to be manually defined.

e Click Next.
e Type a name for the subform.
e Click Finish.

Creating a Form with Two Subforms

e A form with two subforms is often used when one subform is related to
another subform within the same main form. The first subform is related
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To

to a key value in the main form. The second subform is related to the first
subform by a different key value.

create a form with two subforms:

Click Forms in the Objects pane.

Click the New button on the database window. This opens the New Form
dialog box.

Select Form Wizard.

Click OK.

Select a table from the Tables/Queries drop-down menu.

Add the desired fields.

Select another table from Tables/Queries drop-down menu. This will be the
first subform.

Add the desired fields.

Select another table from Tables/Queries drop-down menu. This will be the
second subform.

Add the desired fields.

Click Next.

Select the desired view in the How do you want to view your data dialog
box.

Select the Form with subform(s) option button:

Fomwizar

Haow do wou want ko wiew your
data?

EmployeelD, Lasthame, Firsthame

by Orders
by Qrder Details

CrderDate, RequiredDate

UnitPrice, Quantiky, Discount

2 l k ﬁh Mﬂ
| ‘ [ | o
Zancel Bac

Click NeXt.
Select the desired layout for each subform:

! Iinked Farms‘

y
ext 5L JIINERE |
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Fomwiord |
Wwhat lavout would vou like For each subform?
o Tabular
Gl

" PivotTable

~ PivotChart

o Tabular
(v Datashest

" PivotTable

" PivotChart

Cancel | < Back I Mextk = I Einish

e Click Next.

e Select the desired form style.

e Click Next.

e Enter the title for the main form and each subform:

N

What titles do ywou wank Far wour Farms?

Farm: |Em|:u|03-'eesl

Subform: |Orders Subfarmz

Subfarm: |Orc|er Details Subform

That's all the information the wizard needs ko create your
Form.

Do vou wank to open the Form ar modify the Farm's design?

Ol Open the Form ko view or enker information.

= Modify the Form's desian,

™ AR

on warking
H W N [ |
Cancel Bac ek

e Click Finish.

Creating Nested Subforms

e Creating a nested subform is similar to creating a form with two subforms.
The main difference between the two is that the second subform is
embedded in the first subform instead of in the main form.

To create a nested subform:
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Create a subform within a main form.

Note: Creating subforms within a form was previously discussed in this
training manual.

Click the Subform/Subreport control button on the Toolbox toolbar.
Click and drag the control in the Detail area of the existing subform. This
opens the SubForm Wizard.

Select the Use existing Tables and Queries option button.

Click Next.

Select a table from the Tables/Queries drop-down menu.

Select a field from the Available Fields area.

Click the single right arrow to add a field

OR click the double right arrow to add all fields.

Click Next.

Select the Choose from a list option button
OR select the Define my own option button.

Note: If Define my own is selected, the wizard will require the link
between the main form and subform to be manually defined.

Click Next.
Type a name for the subform.
Click Finish.

Deleting a Subform

Open the main form in Design view.
Right-click on the subform.
From the pop-up menu, select Cut.

OR

Rightsclick on the subform in the Forms database ‘window.
From the pop-up menu, select Delete.

Note: Deleting the subform directly from the Forms database window
without deleting it from [the parent form will cause an error when opéning the
parent form.

Creating Pop-up Forms
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Creating a Modal Pop-up Form

e A modal form is one that has exclusive focus when it is open. Other
database objects are not accessible while the form is open.

To create amodal pop-up form:
e Opena form in Design view.
¢ Right-click on the main form area:

Build Event. ..
Tab Order...

Paste

Fill /B ack Color »
Ruler

Grid

Toolbox

Page Header/Foater

Form Header/Footer

Properties

e From the pop-up menu, select Properties.
¢ Click the Other tab.
e Select Yes from the Pop Up drop-down menu:

& Form

IF::-rm j

Fu:urmatl Data IEvent Other | Al I

PoplUp............... Yes
Plodal . ... ..o
Cycle .o Mo
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e Select Yes from the Modal drop-down menu:

IF:::rm j
Forrnat I Diata I Event  Other | all I
Poplp.....0ooovv s Yes
Modal ... ... Yes -
Cycle ..o
MemuBar . oo vvvvon s Mo
Toolkbar . . .............
Shortcut Menu . ... ...y Yes
Shortcut Menu Bar . .. ...
Fast Laser Printing . . . . ... Yes
HelpFile . .............
Help ComtextId . ... ... .. ]
TE@oooooononooooooonno
Has Module . . .......... Mo
allow Design Changes . . . . . Dresign Wieww Only

Creating a Modeless Pop-up Form

¢ A modeless form is one that has non-exclusive focus when it is open. Other
database objects are accessible while the form is open.

To create amodeless pop-up form:

e Opena form in Design view.

¢ Right-click on the main form area.

e From the pop-up menu, select Properties.

e Click the Other tab.

e Select Yes from the Pop Up drop-down menu.
e Select No from the Modal drop-down menu.

Working with Switchboards

Creating a Switchboard

o A Switchboardyis a special form that acts as a central navigation aide to
help jusers access abjects within‘a database. Switchboards are useful when
ereating/a custom user interface that allows a fixed numbergofsoptions:

To create a Switchboard:

¢ From the main menu, select Tools > Database Utilities > Switchboard
Manager. This opens the Switchboard Manager dialog box:
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Switchboard M anager |

Switchboard Pages:

Close

Edit...

Delete

MMake Default

1L

Click New. This opens the Create New dialog box.
Type a new name for the switchboard:

Create Hew

Switchboard Page Mame: Ok

Sample Switchboard

| ample Switchboar p——
Click OK.

Click Edit to edit the switchboard properties.

Click New. This opens the Edit Switchboard Item dialog box.
Type the name of the switchboard item in the Text box.
Select a command from the Command drop-down menu.
Select the object to open in the third drop-down menu:

Edit Switchboard Item

Text: |Sample Switchboard Command ‘ oK I
| nd: |0|:uen Report -]
|,
Repo lnvaice | A\ y 4 N
Y A N W A |

Note: The third"drop-down menu willchange depending on the type of
command selected. \ For example, if the Open Report command is selected
then the“third drop-down'menu‘is named Report.

Click OK.
Click Close.

To make the new switchboard the default:

Click the Make Default button:
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Switchboard Manager |

Switchboard Pages:

Cloze

e |
em|
e |

Sample Swikchboard (Default)
Main Switchboard

Edit...

Delete

Click Close.

Editing a Switchboard Item

From the main menu, select Tools > Database Utilities > Switchboard
Manager. This opens the Switchboard Manager dialog box.

Select the switchboard to edit.

Click Edit. This opens the Edit Switchboard Page dialog box.

Select the switchboard item to edit.

Click Edit.

Make the edits you want.

Click OK.

Click Close.

Click Close again to exit the Switchboard Manager dialog box.

Deleting a Switchboard

From the main menu, select Tools > Database Utilities > Switchboard
Manager. This opens the Switchboard Manager dialog box.

Select the switehboard to,delete.

Click Delete.

Note: The default switchboard cannot be deleteds:

Click Yes to confirm the delete.
Click Close to exit the Switchboard“Manager dialog box.

Review Questions

How would you:

Choose an Appropriate Control?
Place Controls on a Form?
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¢ Move a Control?

e Resize a Control?

e Set Control Properties?

o Create Page Headers and Footers?

e Create Form Headers and Footers?
e Set Form Properties?

e Work with Identifiers?

e Create a Subform?

e Create a Form with Two Subforms?
e Create Nested Subforms?

e Delete a Subform?

e Create a Modal Pop-up Form?

e Create a Modeless Pop-up Form?

e Create a Switchboard?

e Edit a Switchboard Item?

e Delete a Switchboard?

SAMPLE
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.
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