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Course Basics

Toolbars

The Title Bar

o The title bar is displayed along the top of almost all program, folder and dialog
box windows. It is used to display information such as the name of the
application (or folder) and the documentyou are working on. Information which
is displayed here may vary. The example shown illustrates the title bar for a
program called Microsoft Word, in which a document called Documentl has
been opened or saved:

il Document1 - Microsoft Word

File Edit “iew Inzet Fomat Toolz  Table “Window  Help

The Menu Bar

e The menu bar is located under the title bar, and contains a series of drop down
menus. The example shown illustrates the Microsoft Word Menu Bar:

FEile Edit “iew Inzert Format Toole Table 'Window  Help

To execute Menu commands

o "In most cases,/you are asked to use /the mouse to execute a series of menu
commands (e;g., File > Save As). /What this means is that you selectFile from
the,main menu, followed by Save As:

| E iew  Insert or Tono T able W Help
| Save Az %JE El e | ¥ iz} <t er v Cu -
[ Page Setup... | 2 | 3 \
&b Prirk..  ChlsP ' ' ' ' '
Properties
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The Tool Bar

e The tool bar contains a series of icons, which allow you to achieve a desired
effect as quickly as possible. In the example shown, taken from the Microsoft
Word Formatting toolbar, to make the selected text bold, you would click on the
Bold icon:

Formatting
2N Momnal + Bold = Times Mew Boman = 12 =

=
¥

r

®
e

.J

= EE£;§£;§|733‘1‘£,

Installing the Sample Files

o Use Windows Explorer to create a folder called Access 2003 Advanced
Samples, in the My Documents folder.

e If you are installing the sample files from the CD-ROM, place the CD-ROM in the
CD drive and copy the files from the
access 2003 advanced_ usa\exercise_files to the My Documents\Access
2003 Advanced Samples folder.

o |If these files have been copied to your network server, then ask your
trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

e Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may require
modification within a Windows mutliuser environment. Where possible pre-
install the relevant work files prior to use by students/delegates.

SAMPLE
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Using the Northwind Database

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

Installing the Northwind Database

About Northwind

e Northwind is a sample database which ships with Access 2003. It contains
product and sales data for a fictitious company Northwind Traders.

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

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

o}

o In the Search text box of the Basic File Search task pane, type Northwind.
In the Search in area of the task pane, choose Everywhere from the drop
down menu.

o Click Go.

o _dfiNerthwind.mdb appears)in the Search Results; double-click on thegfilesto
open‘it.and proceed to the next chapter.

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

nstalling™Northwind

¢ Insert the Microsoft Office 2003 CD-ROM in the CD-ROM drive.
e Double-click Setup.

Note: If your computer has autorun enabled, you will be presented directly
with the Microsoft Office 2003 setup screen.

e Select Add or Remove Features.
¢ Click Next.
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Select both the Access and Choose advanced customization of
applications checkboxes. Click Next:

& Microzoft Office 2003 Setup

Microsoft Dffice Professional Edition 2003 D a
o

-
Customn Setup zﬁl Q

Select the Microsoft Office 2003 applications you would like to install.
Please deselect the Microsoft Dffice 2003 applications you would like to remove.

[ Word [E] I Publisher
¥ Excel ¥ Access
[ PawerPaint [¥ InfoPath
& = ouwlesk

InfoPath requires Microsaft Intemet Explorer version 6,0 or later.

¥ choose advanced custamization of applications.

Space Required on C: 1908 KB
Space Avalable on C: 2098 MB

< Back | Nert::ﬂ‘ Cancel |
LA

Under Choose update options for applications and tools, select the
Microsoft Office Access subtree.
Under Sample Databases, select Run all from My Computer:

i@ Miciosoflt Difice 2003 Selup

Microsoft Office Professional Edition 2003 D"l
L

Advanced Customization

Choose update aplions for applications and tools.

= @] Microsoft Office j

= 2@ = | Microsaft Office Accese

=] Hep
=3+ | Typical Wizards
=3+ | Addtional Wizards

Hiewaer

=) Irstaled on First Use
Documented exsmples 3 Not dvailable
k.

A
N

Click Update.
Once the installer completes, click OK|to finish.
Once the Northwind database is installed, search for it again and open it.

Space R
Space &

zZ5

Note: You may notice that the Northwind database utilizes the older Access
2000 file format. Please note that all pictures and examples in this training
manual will display the new Access 2002-2003 file format. If you wish, you can
convert Northwind into an Access 2002-2003 database. For more information,
please refer to the file conversion chapter later in this manual.

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



Page 11 - Microsoft Access 2003 - Advanced Level Manual

How would you:

e Check for Northwind?
¢ Install Northwind?

SAMPLE
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Introducing Structured Query Language

When you have completed this learning module you will have seen how to:

Understand SQL Statements, Conventions & Syntax
Use SELECT Statement

Select All Data

Select Specific Data

Select Conditional Data

Use ORDER BY Statement

Sort Data

Use Aggregate Functions
Calculate Data

Use GROUP BY Statement
Group Data

Create a Subquery with Equality
Create a Subquery with an Aggregate Function
Use ANY and ALL Statements
Understand SQL Joins

Create a Simple Join

Sort a Join

Create Outer Join

Create Left Outer Join

Create Right Outer Join

Create Full Outer Join

Use INSERT Statement
Understand INSERT Statement Rules
Insert Data using VALUES
Insert Data using Defaults
InsertData using SELECT

Use UPDATE S$tatement

Update All Rows

Update SpecifiesRows

Update Multiple Columns

Use DELETE FROM Statement
Delete Specific Rows

Delete All Rows

View SQL in Access 2003
Understand SQL in Access 2003
Write SQL Specific Queries

Find Help on SQL Queries
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Writing SQL Commands

Structured Query Language (SQL) Bases

Structured Query Language is called SQL for short.
SQL consists of standard English words.

Like all programming languages, SQL has specific conventions and grammatical
syntax.

A wide range of users can use SQL, including Database Administrators,
management personnel, application programmers, and other types of end users.

Understanding SQL Statements

SQL statement consists of reserved words and user-defined words:

Reserved words are a fixed part of SQL. They must be spelled exactly as
required and cannot be split across lines.

User-defined words are created by the user and represent names of various
database objects such as relations, columns, views, etc.

Understanding SQL Conventions

SQL is more readable if indentation and lineation are used.

Each clause in a statement should begin on a new line.
Start of a clause should line up with start of other clauses.

If clause has several parts, they should each appearien a separate line and be
indented under the start of clause.

Upper case letters.represent SQL reserved words.

Lower/case letters represent user-defined words.

Awvertical/bar ( | ) indicates a choice among alternatives.

Curly braces ({ } ) indicate a required element.

Square brackets ( [ ]) indicate an optional element.

An ellipsis ( ... ) indicates optional repetition (O or more times).
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Understanding SQL Syntax

e The main elements in SQL are the statements and clauses which make up
statements.

e SELECT command indicates which fields are included in the query result.

¢ FROM clause indicates which table(s) the fields are retrieved from.
e The following is the syntax of the SELECT statement:

SELECT {* | [column_name] [, ...1}
FROM table_name

Writing SQL Queries

Using SELECT Statement
e Data is selected using the SELECT statement.
e Order of the clauses cannot be changed.

SELECT [predicate] { * | [column_name] [, ...13}
FROM table_name

[WHERE condition]

[GROUP BY column_name]

[HAVING group__condition]

[ORDER BY column_name] ;

e SELECT command specifies which columns are to appear in the output.
e FROM clause specifies table or tables to be used.

o ~MWHERE clausesfilters rowsgsubject tagsomegeconditions.

s GROUR BY clause forms [groups of rows with the same column value.

e "HAVING clause specifiesiconditions the grouped records must meet to be
displayed.

s, ORDER BY/clause specifies the order of the output.

o _)Semicolon ; ends the SQL statement.

e Predicate is optional, and it restricts the number of results returned.
e There are four predicates:

ALL includes all records.

DISTINCT omits duplicate data in selected fields.
DISTINCTROW omits data based on entire duplicate records.
TOPN [PERCENT] limits the records to a number or percentage of records.

e Only SELECT and FROM are mandatory.
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e Use * as an abbreviation for ‘all columns’.

Selecting All Data

e Example 1: Retrieve All Columns, All Rows
(list full details of all staff)

SELECT sno, fname, Iname, position, salary
FROM staff;

e Example 2: Retrieve All data
(list full details of all staff)

SELECT =
FROM staff;

The result table in either case is:
sno |fname | Iname | position | bno salary
SL21 | John White | Manager | B5 | 30000.00
SG37 | Ann Beech | Snr Asst | B3 12000.00
SG14 | David | Ford Deputy B3 | 18000.00
SA9 | Mary Howe | Assistant| B7 9000.00
SG5 | Susan | Brand | Manager | B3 | 24000.00
SL41 | Julie Lee Assistant | B5 9000.00

Selecting Specific Data

¢ Example 3: Retrieve Specific Columns, All Rows
(produce a list of salaries for all staff, showing only the staff number, sno, the
first'and last names, and ithe salary details)

SERECT sng, fname, Iname, salary
FROM staff;

Theswresult table is:
sno |fname | Iname salary
SL21 | John White | 30000.00
SG37 | Ann Beech | 12000.00
SG14 | David | Ford 18000.00
SA9 | Mary How e 9000.00
SG5 | Susan | Brand | 24000.00
SL41 | Julie Lee 9000.00
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Example 4: Calculated Fields
(produce a list of monthly salaries for all staff, showing the staff number, the

first and last names, and the salary details)

SELECT sno, fname, Iname, salary/12
FROM staff;

The result table is:

sno fname | Iname col4

SL21 | John White | 2500.00

SG37 | Ann Beech | 1000.00

SG14 | David | Ford 1500.00

SA9 | Mary How e 750.00

SG5 Susan | Brand | 2000.00

SL41 | Julie Lee 750.00

Example 5: Named Calculated Fields
In the example above, the 4™ column is labeled col4. To name this column use
AS clause:

SELECT sno, fname, Iname, salary/12 AS monthly_salary

FROM staff;

The result table is:
sno | fname | Iname | monthly salary
SL21 | John White 2500.00
SG37 | Ann Beech 1000.00
SG14 | David | Ford 1500.00
SA9 | Mary How e 750.00
SG5 | Susan | Brand 2000.00
SL41 | Julie Lee 750.00

Selecting Conditional Data

Example 67 Comparison Search Condition
(list adl staff with a salary/greater than 10000.00)

SELECT sno, fname, Iname, position, salary
FROM staff
WHERE salary = 10000;

The result table is:

sno |[fname | Iname | position salary

SL21 | John White | Manager | 30000.00

SG37 | Ann Beech | Snr Asst | 12000.00
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SG14

David

Ford

Deputy

18000.00

SG5

Susan

Brand

Manager

24000.00

e Example 7: Compound Comparison Search Condition (AND / OR)
(list all staff with the position of Manager or Assistant)

SELECT sno, fname, Iname, position
FROM staff
WHERE position = ‘Manager’ OR position = ‘Assistant’;

The result table is:

sno |fname | Iname | position
SL21 | John White | Manager
SA9 | Mary | Howe [ Assistant
SG5 | Susan | Brand | Manager
SL41 | Julie Lee Assistant

e Example 8: Pattern Match Search Condition (LIKE /7 NOT LIKE)
(list all staff with any assistant position, looking for string ‘Ass’ in their position)

SELECT sno, fname, Iname, position, salary

FROM staff
WHERE position LIKE ‘%Ass%’;

The result table is:

sno |fname | Iname | position salary
SG37 | Ann Beech | Snr Asst | 12000.00
SA9 | Mary Howe | Assistant| 9000.00
SL41 | Julie Lee Assistant [ 9000.00
o Note: SQL has two special pattern matching symbols:

%% percent represents any sequence of zero or morecharacters.
underscore’ character represents any single character.

Using ORDER BY Statement

¢ Data is sorted using the ORDER BY statement.

e Data is sorted in Ascending order by default.

e To sort data in Descending order, use DESC clause.

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



Page 18 - Microsoft Access 2003 - Advanced Level Manual

Sorting Data

Example 9: Single Column Ordering
(list salaries for all staff, arranged in descending order of salary)

SELECT sno, fname, Iname, salary
FROM staff
ORDER BY salary DESC;

The result table is:

sno | fname | Iname salary

SL21 | John White | 30000.00

SG5 Susan | Brand | 24000.00

SG14 | David | Ford 18000.00

SG37 | Ann Beech | 12000.00

SA9 | Mary How e 9000.00

SL41 | Julie Lee 9000.00

Example 10: Multiple Column Ordering
(list of all staff, arranged in ascending order of last name and position)

SELECT sno, fname, Iname, position
FROM staff
ORDER BY Iname, position;

The result table is:

sno | fname | Iname | position

SG37 | Ann Beech | Snr Asst

SG5 | Susan | Brand | Manager

SG14 | David | Ford Deputy

SA9 | Mary How e | Assistant

SL41 | Julie Lee Assistant

SL21 | John White | Manager

Using“Aggregate _Functions

There are/five aggregate functions:

COUNT returns the number of values in a specified column.
SUM returns the sum of the values in a specified column.
AVG returns the average of the values in a specified column.
MIN returns the smallest value in a specified column.

MAX returns the largest value in a specified column.

Each function operates on a single column of a table and returns single values:

- COUNT, MIN and MAX apply to numeric and non-numeric fields.
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- SUM and AVG apply to numeric fields only.
- COUNT(*) is a special use of COUNT which counts all rows of a table.

Calculating Data

Example 11: Use of COUNT (*)
(find the total number of staff which have salary of 9000)

SELECT COUNT(*) AS count
FROM staff
WHERE salary = 9000;

The result table is:

count

2

Example 12: Use of COUNT and SUM
(find the total number of Managers and the sum of their salaries)

SELECT COUNT(sno) AS count, SUM(salary) AS sum
FROM staff
WHERE position = ‘Manager’;

The result table is:

count sum

2 54000.00

Example 13: Use of MIN, MAX, AVG
(find the minimum, maximum and average staff salary)

SELECT MIN(salary) AS min, MAX(salary) AS max, AVG(salary) AS avg
FROM staff;

The result table is:

min max avg

9000.00 30000:00 17000.00

Using GROUP BY Statement

Data is grouped using the GROUP BY statement.
Each item in SELECT list must be single-valued per group.

All column names in SELECT list must appear in GROUP BY clause, unless the
name is used only in an aggregate function.
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Grouping Data
o Example 14: Use of GROUP BY
(find number of staff in each branch and their total salaries)

SELECT bno, COUNT(sno), AS count, SUM(salary) AS sum
FROM staff
GROUP BY bno
ORDER BY bno;

The result table is:

bno count sum

B3 3 54000.00
B5 2 39000.00
B7 1 9000.00

Writing SQL Subqueries

e Some SQL statements can have a SELECT embedded within them.

e A subselect can be used in the WHERE clause of an outer SELECT, where it is
called a Subquery or Nested query.

Creating a Subquery with Equality

e Example 15: Use of Subquery with Equality
(list the staff who work in the branch at ‘163 Main St’)

SELECT sno, fname, Iname, position
FROM staff
WHERE bno =

(SELECT bno

FROM branch

WHERE sfreet = ‘163 Main St’);
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Note: Inner SELECT finds branch number corresponding to branch at ‘163 Main
St’ which is (‘B3’). Outer SELECT then retrieves details of all staff who work at
this branch. The outer SELECT then becomes:

SELECT sno, fname, Iname, position
FROM staff
WHERE bno = ‘B3’;

The result table is:

sno | fname | Iname | position

SG37 | Ann Beech | Snr Asst

SG14 | David | Ford Deputy

SL21 | John White | Manager

Creating a Subquery with an Aggregate Function

Example 16: Use of Subquery with Aggregate Function
(list all staff whose salary is greater than the average salary)

SELECT sno, fname, Iname, position, salary

FROM staff
WHERE salary >
(SELECT AVG(salary)

FROM staff);

Note: You cannot write ‘WHERE salary > AVG(salary)’. Instead, you can use
Subquery to find the average salary (17000), and then use outer SELECT to find
those staff members with a salary greater than this:

SELECT sno, fname, Iname, position, salary
FROM staff
WHERE salary = 17000;

The result table ist

sno. h\fname | Iname | position salary

SL21 || John White \| Manager | 30000.00

SG14 | David | Ford Deputy 18000.00

SG5 | Susan | Brand | Manager | 24000.00

Using ANY and ALL Statements

ANY and ALL may be used with subqueries which produce a single column of
numbers.

If Subquery is preceded by ALL, the condition will only be true if it is satisfied by
all values produced by the Subquery.

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



Page 22 - Microsoft Access 2003 - Advanced Level Manual

If Subquery is preceded by ANY, the condition will be true if it is satisfied by any
values produced by the Subquery.

Example 17: Use of ANY
(find staff whose salary is larger than the salary of at least 1 member of the
staff at branch B3)

SELECT sno, fname, Iname, position, salary
FROM staff
WHERE salary > ANY

(SELECT salary

FROM staff

WHERE bno = B3’);

Note: Inner SELECT produces the set {12000, 18000, 24000} and outer
SELECT lists those staff whose salaries are greater than any of the values in this
set.

The result table is:
sno |[fname | Iname | position salary
SL21 | John White | Manager | 30000.00
SG14 | David | Ford Deputy 18000.00
SG5 | Susan | Brand | Manager | 24000.00

Example 18: Use of ALL
(find staff whose salary is larger than the salary of every member of the staff at
branch B3)

SELECT sno, fname, Iname, position, salary
FROM staff
WHERE salary > ALL

(SELECT salary

FROM staff

WHEREbno = ‘B3%);

The“result table_is:

sno |fname | Iname | position salary
SL23 | John | White || Manager | 30000.00

Writing SQL Joins
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Understanding SQL Joins

In the previous examples, subqueries have provided results from the same
table.

If result columns come from more than one table, we must use a join.

To perform a join, you must include more than one table in the FROM clause,
using a comma as a separator and typically including a WHERE clause to specify
join column(s).

It is also possible to use an alias for a table, named in the FROM clause. An
alias is separated from the table name with a space.

Creating a Simple Join

Example 19: Use of Simple Join
(list names of all renters who have viewed a property)

SELECT r.mo, fnrame, Iname, pno
FROM renter r, viewing v
WHERE r.mo =v.mo;

Note: To obtain correct rows, include only those rows from both tables which
have identical values in the rno columns: r. mo =v.mo. These two columns are

the matching columns for two tables.

The result table is:

mo fname | Iname | pno
CR56 | Aline Stew art | PG36
CR56 | Aline Stewart | PA14
CR56 | Aline Stew art | PG4
CR62 | Mary Tregear | PAl4
CR76 | John Kay PG4

SortingaJoin

Example 20: SortaJoin
(fers€ach pbranch, listtnames of ‘staff who manage properties)

SELECT s.bno, s.sno, fname, Iname, pno
FROM staff s, property_for_rent p
WHERE S.SNo0 = p.sno

ORDER BY s.bno, s.sno, pno;

The result table is:
bno|sno | fname | Iname| pno
B3 SG14 | David Ford PG4
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B3 | SG14 | David | Ford PG16
B3 | SG37 | Ann Beech | PG21
B3 | SG37 | Ann Beech | PG36
B5 | SL41 | Julie Lee PL94
B7 | SA9 | Mary Howe | PA1l4

Creating Outer Joins

e With an inner join, if one row of a table is unmatched, the row is omitted from
the result table.

e Outer join retains rows which do not satisfy the join condition.
e Consider the following two simplified tables:

e BRANCH1
bno bcity
B3 Seattle
B4 New Y ork
B2 Atlanta
e PROPERTY_FOR_RENT1
pno pcity
PA14 Chicago
PL94 Atlanta
PG4 Seattle

e Example 21: The INNER JOIN of these two tables
SELECT b.*, p.*
FROM branchl b, property_for_rentl p
WHERE b.bcity = p.pcity;
OR
SELEET b.*%, p.*
FROM branchl b INNER JOIN property for rentl p
ON b.bcity = p.pcity;

The result table is:

bno bcity pno pcity
B3 Seattle PG4 Seattle
B2 Atlanta PL94 Atlanta

¢ Note: The result table has two rows where the cities are the same. There are
no rows corresponding to the branches in New York and Chicago.
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Creating Left Outer Joins

o Example 22: Left Outer Join
(list branches and properties which are in the same city along with any
unmatched branches)

SELECT b.*, p.*
FROM branchl b LEFT JOIN property_for_rentl p

ON b.bcity = p.pcity;

The result table is:
bno | bcity pno | pcity
B3 | Seattle PG4 | Seattle
B4 | New York [ NULL | NULL
B2 | Atlanta PL94 | Atlanta

e Note: Left outer join includes those rows of first (left) table which are
unmatched with rows from second (right) table. Columns from second table are
filled with NULLs.

Creating Right Outer Joins

e Example 23: Right Outer Join
(list branches and properties in the same city and any unmatched properties)

SELECT b.*, p.*
FROM branchl b RIGHT JOIN property_for_rentl p
ON b.bcity = p.pcity;

The result table is:
bno | bcity |pno | pcity
NUEL | NULL [4PA14 | Chieago
B3 Seattle /| PG4 | Seattle
B2 Atlanta | Pl.94 | Atlanta

. Note: Right outerjoin includes those rows of second (right) table which are
unmatched with rows from first (left) table. Columns from first table are filled

with " NULLSs.

Creating Full Outer Joins

e Example 24: Full Outer Join
(list branches and properties in the same city and any unmatched branches and

properties)
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SELECT b.*, p.*
FROM branchl b FULL JOIN property_for_rentl p

ON b.bcity = p.pcity;

The result table is:

bno | bcity pno | pcity
NULL | NULL PA14 | Chicago

B3 Seattle PG4 | Seattle

B4 New York | NULL [ NULL

B2 Atlanta PL94 | Atlanta

Note: Full outer join includes those rows which are unmatched in both tables.
Unmatched columns are filled with NULLs.

Inserting Data

Using INSERT Statement

Data is inserted in the table using the INSERT statement:

INSERT INTO table_name [ (column_list) ]
VALUES (data_value_list);

Column_list is optional.
If omitted, SQL assumes a list of all columns in their original order.

Any columns omitted must be declared as NULL when the table is created,
unless DEFAULT is specified when creating the column.

Understanding/INSERT Statement Rules

Data_wvalue_list must match column_list as follows:

Number of /items in each list must be the same.

Order of items must correspond directly to the position of itemsrinitwao lists:
Data type of each item in data_value_list must be compatible with data type
of the corresponding column.

Inserting Data using VALUES

Example 25: INSERT ... VALUES
(insert a new record into staff table supplying data for all columns)
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INSERT INTO  staff
VALUES (‘sG1e6’, ‘Alan’, ‘Brown’, ‘Assistant’, ‘B3’, 8300);

Inserting Data using Defaults

Example 26: INSERT using Defaults
(insert a new record into staff table supplying data for all mandatory columns)

INSERT INTO staff (sno, fname, Iname, position, bno
VALUES (‘'SG16’, ‘Alan’, ‘Brown’, ‘Assistant’, ‘B3’);

OR

INSERT INTO staff
VALUES (‘sG16’, ‘Alan’, ‘Brown’, ‘Assistant’, ‘B3’, NULL);

Inserting Data using SELECT

Second form of INSERT allows multiple rows to be copied from one or more
tables to another:

INSERT INTO table_name [ (column_list) ]
SELECT

Example 27: INSERT ... SELECT

Assume there is a table staff _prop_count which contains names of staff and
the number of properties they manage:

staff_prop_count(sno, fname, Iname, prop_cnt).

(populate staffzprop_count using staff and,property for_ rent).

INSERT INTO/ = staff_prop_count
(SELECT s.sno, fname, Iname, COUNT (*)
FROM staffisyproperty_for_rent p
WHERE/S.sno = p.sno
GROUR BY s.sno, fname, Iname);

Updating Data
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Using UPDATE Statement

Data is updated in the table using the UPDATE statement:

UPDATE table_name
SET column_namel = data_valuel

[, column_name?2 = data_value?2 ...]
[WHERE search_condition];

SET clause specifies names of one or more columns which are to be updated.
WHERE clause is optional. If omitted, named columns are updated for all rows
in table. If specified, only those rows that satisfy search_condition are
updated.

New data_value (s) must be compatible with the data type for the
corresponding column.

Updating All Rows

Example 28: UPDATE All Rows
(give all staff a 3% pay increase)

UPDATE staff
SET salary = salary*1.03;

Updating Specific Rows

Example 29: UPDATE Specific Rows
(give all Managers a 5% pay increase)

UPDATE staff
SET salany = salary*1.05
WHERE" position = ‘Manager ;

Note: WHEREwrclause finds rows that contain data for Managers. Update is
applied only to these particular, rQws.

Updating Multiple Columns

Example 30: UPDATE Multiple Columns
(promote David Ford (sno = ‘SG14’) to Manager and change his salary to
18000)

UPDATE staff
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SET position = ‘Manager’, salary = 18000
WHERE sno = ‘SG14’;

Deleting Data

Using DELETE FROM Statement
o Data is removed from the table using the DELETE FROM statement:

DELETE FROM table_name
[WHERE search_condition];

e Search_condition is optional. If omitted, all rows are deleted from the table.

e This does not delete the table.
o If search_condition is specified, only those rows that satisfy the condition are
deleted.

Deleting Specific Rows

e Example 31: DELETE Specific Rows
(delete all staff that hold a Manager position)

DELETE FROM staff
WHERE position = ‘Manager’;

MPLE

Writing SQL Queries in Access 2003

Viewing SQL in Access 2003
e SQL is the language that Access 2003 uses to program query operations.
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e To view and/or edit SQL statements while creating a Query, switch from
Design View to SQL View:

To openthe SQL View
e Opena Query in Design View.
e From the main menu, choose View > SQL View:

HR SR
Design Yiew

Datashest Yiew

ﬁ PivotTable Yiew
[l Pivotchart view

To view a sample SQL statement

o For example, open the sample Northwind.mdb database.

o Click on the Queries button under the Objects pane of the Database window.
e Select a query named Employee Sales by Country:

g% Northwind : Database (Access 2002 - 2003 file format)

U fopen Wl pesion Pmew | X <o T[]

Lﬂ Create query in Design view

ﬁ Products by Categary
Create query by using wizard ﬁ Quarterly Orders
Alphabetical List of Products I3 Quarterly Orders by Prog
Catenory Sales for 1997 &l Sales by Category

&

=

Current Product List Sales by Year
Customers and Suppliers by City Ten Most Expensive Prog

Irwvoices

Irwvoices Filter
QOrder Details Extended

SRR

E N6 Lljw|u
I O e B
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e Click on the Design button:

E Morthwind : Database [Access 2002 - 2003 file For

o ] 5t X
Dbjects |2|_=J i

Creake query in Design view
1 Tables El_:J Creake query by using wizard
| _A:"ﬂ Queries E-'I—] Alphabetical List of Producks
= E"ﬂ Category Sales for 1997
= Forms 5 Current Product List
i Reparts 0D  Customers and Suppliers by City
"'@ Pages Employves Sales by Country

o This will open the Design View for the selected query:

=1 Employee Sales by Country : Select Query H=] E3

Order Subtot...

OrderID
Subkatal

CustamerID
EmployveaID
OrderDate

RequiredDatelI - I
4

-

Field: ! = | LastMame FirstMame Sh—
Table! |Emplovees Employees Employees el
Sork:
Show:
Criteria: Ei
or: hd
| 3

e While in Design View, from the main menu, choose View > SQL View.
e This will open the SQL View:

g=% Employee Salez by Country - Select Query

FARAMETERS [Eeqinning Date] DateTime, [Ending Date] DateTims;
SELECT DISTIMCTROME Emplovees. Country, Employees, Lastiams,
Efiplayees, Firsthame, Orders, ShippedDate, Crders.OrderID, [Order
Subkatals]hSubtotal AS Saledmount

FROM Employees TNMER IOTR {Orders INMER J0IM [Crder/Subtotals] o
Orders. OrderID = [Order Subtotals].CrderIDd oM Employvees, EmploweeIlD =
Crders EmployesID

WYHERE (({Crders,ShippedDate) Between [Beginning Date] And [Ending Dateld);

e You can edit the SQL statement directly in this window.

Understanding SQL in Access 2003
e SQL statements are little different in Access than in the standard SQL.
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e Lets look at the example:
SELECT [First Name], [Last Name], Position

FROM [Staff Data]
WHERE Position = ‘Assistant’;

e The column names that contain spaces must be enclosed in square brackets

L1

If the column name does not contain spaces, square brackets are not needed.

Writing SQL Specific Queries
e SQL Specific queries are queries that can only be created using SQL statements.

There are three SQL Specific queries

¢ Union queries that combine corresponding fields from two or more tables into
one field in the query results.
e Pass-Through queries that send commands directly to ODBC databases.

e Data Definition queries that create or edit Access tables.

To write an SQL Specific query
¢ Click on the New button while in the Queries page of the Database window:

& Northwind : Database [Access 2002 - 2003 file

s Design

obje

| Tables
h g
Fan
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¢ In the New Query dialog box, select Design View and click OK:
New Query

Crosstab Query Wizard
Find Duplicates Quary Wizard

Find Unmatched Query Wizard
Create a new query without using
a wizard,

¢ In the Show Table dialog box, click Close without adding any table:

Show Table EHE

Tables |Queries| Both |

Cakeqgories
Customers
Employees
Order Dekails
Orders
Products
Shippers
Suppliers

e From the main menu, choose Query > SQL Specific > then select the type of
query you want to create, Union, Pass-Through or Data Definition:

Query | Tools  Window  Hel

¥4 Show Table...

Select Query
Enasstah Query

ST MakesTablgcuery...

A Update Quen

#¥ append Query. ..
Belete Query

Parafieterte. PRsEThrotoh

W, Data Definitiony

M Finding Help on SQL Queries

e As always, if you need more help, Access 2003 has more information on SQL
queries.

e To perform an online search, from the main menu, choose Help > Microsoft
Access Help:
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Type a quastion for help

Show the Office Assistant !

Sample Databasss... 3
¥

OR press the F1 key
OR click on the Help [?] toolbar button.

¢ In the Access Help task pane, type "SQL Queries" into the Search for field,
and click on the green Start Searching button:

{ Access Help v x

Assistance

Seatch Far:

|SQL Queries | %
@ Table of Contents

¢ In the Search Results task pane, click on the appropriate link to find
information on SQL queries:

* Search Resuits. -
@ 9

30 results Fram Office Online E’a

(@ About SOL queries (MDE i-“'-
Help = S0L Querie! |—
@ About queries

Help = Similarities between Access
Databases and Projects

o

(@) 5ave the SOL statement For a Form
or report as a query (MDE)

Help > Creating Queries

@ Change the Font in SOL and guery
Design Yiew (MDE) Ed

Review Questions

How would you:

e Use SELECT Statement?
e Select All Data?

o Select Specific Data?

¢ Select Conditional Data?
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Use ORDER BY Statement?

Sort Data?

Use Aggregate Functions?
Calculate Data?

Use GROUP BY Statement?
Group Data?

Create a Subquery with Equality?
Create a Subquery with an Aggregate Function?
Use ANY and ALL Statements?
Understand SQL Joins?

Create a Simple Join?

Sort a Join?

Create an Outer Join?

Create a Left Outer Join?

Create a Right Outer Join?
Create a Full Outer Join?

Use INSERT Statement?
Understand INSERT Statement Rules?
Insert Data using VALUES?
Insert Data using Defaults?
Insert Data using SELECT?

Use UPDATE Statement?

Update All Rows?

Update Specific Rows?

Update Multiple Columns?

Use DELETE FROM Statement?
Delete Specific Rows?

Delete All Rows?

View,SQL in Aceess 20037?
Understand SQL 'in Access 20037
Write SQL Specific Queries?
Find'Help on SQL Queries?
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Working with Macros

When you have completed this learning module you will have seen how to:

Understand Macros

Use the Macro Window Toolbar
Create New Macros

Run a Macro

Step Through a Macro

Modify a Macro

Add Conditions to Macros

Use the Expression Builder to Create Conditions
Run Macros with Conditions
Attach Macros to a Form
Attach Macros to a Report
Filter Records

Comment on Macros

Print Macro Definitions

View Macro Definitions

Automating Tasks

Understanding Macros

Macros present a way of programming Access 2003 to perform a variety of tasks
and actions.

Macros are easy to create - you simply select from the list of predefined actions
and their arguments.

Each action performs a specific operation.

Each action ¢an have arguments, which specify additional information forsthat
action.

Macros are' best for performing simple tasks, like openingjand closing forms,
running reports, and 'displaying'custom toolbars.

Macros are individual Access objects listed in the Macros page in the Database
window:
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@i Northwind : Database [Access 2002 - 2003 file format) [9[=] E3

¥ Bun 4pesion tiew X <o [

Customer Labels Dialog
Cushomer Fhore List
Customers

Sales Totals by Amounk
Sample Autokeys
Suppliers

DEYE NN

§3§E?§§??§

¢ Once macros are created, you can attach them to an Event property of any
object in your database.

Note: Access macros differ from macros in Office 2003 and other applications,
as Access does not record the keystrokes.

There are two cases when you must use macros

e When assigning specific actions to a key combination to be used globally in the
entire database.

¢ When assigning startup actions to the database, such as opening a switchboard
form at startup.

Introducing the Macro Design Toolbar

File Print Cit Paste Redo Conditions Delete Single Database  Help
Search  Preview Rows Step  Window
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Using the Macro Design Toolbar
e The Macro Names button adds a Macro Name column to the macro sheet:

Ii'ﬁ 3|t 5=

OR from the main menu, choose View = Macro Names:

Insert  Rum  Tools

Conditions

Task Pane  Chr+F1

Toolbars 3

Macro Name column is added to the macro sheet:

| Macro Mame Action

Ii‘l

¢ Conditions button adds the Condition column to the macro sheet:

OR from the main menu, choose View = Conditions.

Condition column is added to the macro sheet:

# Macrol : Macro

k rows in t rid abov e

X

OR from the main menu, choose Insert > Rows.

¢ Delete Rows button deletes the selected row or rows:
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OR from the main menu, choose Edit > Delete Rows.

¢ Run button runs the macro:

OR from the main menu, choose Run = Run.

¢ Single Step button runs the macro one action at a time, displaying
intermediate information:

:*?\I.“E'ﬂ*l@

OR from the main menu, choose Run > Single Step.

Creating Macros

Creating New Macros
Nhile in the Ma 1k i w, click the New

Customers

! Sales Totals by A
2 Sample Aukokeys
Reports 2 Suppliers

ﬁ Pages

| = Macros

8 Modules

Groups

& Favorites

e The Macro window opens, displaying the blank macro sheet.
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e Under the Action column, you will see the drop-down list which contains a list of
predefined actions for you to choose from:

# Maciol : Macro !Eﬂ
Action Comment -

AddMenu i
ApplyFilber

Beep

CancelEvent

CopyDatabassFile
CopyQbject
DeleteObject =

LILI]]

LTI

=

Action Arguments

¢ The Comment column contains optional comments used for documenting
macros.

e Once you select an Action, the pane on the bottom area displays the associated
Action Arguments:

® Macrol - Macro M= &3

Action Commenk -

Action Argurments

Object: T

OE&:: N::; Closes the

Save Prompt specified
window, or

Q the active

window £

none |15

specified.
Press F1 for
hedp on this

action.

o 'Depending on the selected action, some arguments-are required and some are
optional.

o _Forpexample/ for the Close action, you can select an‘Object Type, suchsas
Form:

Ackiod e '
yPe — Select the
COhiject Mame ] [
Save Table object to
Query [— close,
Leave blank
Report ta select
Macro the active
Maodule window,
Diata Access Page - Press F1 for
help an this
arqurnent.
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e Once the Object Type is selected, you can select an Object Name. Access will
list all available Forms in the current database:
Ackion Argurnents
Ohbiject Tvpe Form By @
Chiject Name | d select the
Save Categories ﬂ name aof the
Customer Labels Dialog J objeck ko
Customer Orders close, The
Customer Orders Subfarmil list showis
Customer Orders Subform2 all current
Customer Phone Lisk datahase
objects of
o | e

The last argument is the Save option (required). Here, you can select what
type of actions Access should perform at the end:

Action Argumenks

Chjeck Type Form Select tes
Object Mame to save the
Save abiject
when
Yes closed,
Mo Select Mo to
close the
obijeck
without
saving ik,
Seleck

Prompk =

Note: The information pane at the bottom-right area of the Macro window
displays information about the part of the macro sheet that is currently active.
If you need more information, press the F1 key for help.

Close the Macro window and click Yes to save changes for your new macro:

Microsoft Office Access

! E Do you want ko save changes ka the design of macro 'Macrol'?

es Mo | Cancel |
12

In the"Save As dialog box, enter the name|in the Macro Name field, [then click
OK:

Cancel
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¢ The new macro is now available in the Macros tab of the Database window:

& Northwind : Database (Access 2002 - 2003 file format) =] E3

1 Bun B Desion New X p -
= g
¢ Custo Labels Dialog
Customer Phone List
Custamers

Sales Totals by Amount
Sample Autokeys
Suppliers

1§t

[N S~y

B (W 8 L Wou
i

i

|| Favorites

Testing and Debugging Macros

Running a Macro
¢ Once you have created a macro, you will have to run it and see if it works.

e You can run the whole macro at once, or you can run step-by-step through the
macro.

e If you get an error while running a macro, make sure you run through the
macro step-by-step to find where the error occurs, and fix it.

Torun amacro
e Select the macro name from the Macros page of the Database window.

¥ Northwind : Database [Access 2002 - 2003 file format) [ [=] E3

Custamer Fhane List
Customers

Sales Totals by Amount
Sample Autokeys
Suppliers

3
!
HHE

OR double-click the macro name
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OR right-click the macro name and choose Run from the popup menu:

-i._‘__E Morthwind : Database 003 file format) =] E3
7 gun bdpesign gmew X |=]e=
Objects B
] Tables 2 cust
3 Quen 2 cust{ &€ Design view
@ cust X cut
F: o ; Selet 13 Copy
Reports é Samg
“u Pages 2 Supg e
Export...
| 2 acres Add to Group »
“g WModules Create Shortcut. ..
Groups ¥ Delete
|%| Favorites Rename

Stepping Through a Macro
¢ If you have received an error while running a macro, you will have to step
through the macro in order to find the error and fix it.

To use the Single Step method to run a macro
e Select the macro name from the Macros page of the Database window.
o Click Design button to open the Macro window:

i Northwind - Database [Access 2002 - 2003 file format) [El[=] B3
¢ aun [idDeson] 2w | X 4o =

Cbijects

Groups

%1 Favarites

o While in the Macro window, click on the Single Step button:
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1 :‘?f\l.'lf;l a-| @

e Click on the Run button:

q

FoSfi=R= RN )

This will open the Macro Single Step dialog box:

Macro Single Step

Macra Nafne:
|close

Condition:
I'I'rue

ik

fchion Mame:

[Close

Argumnerits!

rurm, Customers, Prompt

e The Step button moves to the next action, if there are more actions in the
macro. This is the default option.

o The Halt button stops macro execution.

e The Continue button stops the Single Step mode and runs the rest of the macro
without stopping.

Modifying Macros

the Macros e of the

sert menu command to add

e Use the Delete Rows toolbar button or the Edit menu command to delete
actions.

¢ Use the Cut, Copy, and Paste operations to edit a macro.

e Use the Undo button to reverse recent changes.

¢ When you have finished editing the macro, Save it again.

¢ Run and test your newly saved macro to make sure it works properly.
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Conditional Programming in Macros

Adding Conditions to Macros
¢ By adding conditions to macros, you can specify if and when actions will happen.

e Conditions mean that if the condition is true, then the action(s) will be
performed. If the condition is not true, the macro will skip to the next action —
but only if there is one.

¢ Macro conditions are added in the Condition column on the macro sheet:

® Sales Totals by Amount : Macio

Macro Name: Condition tion Commerk -
Attached to the OrFormat property of the SaleAmoun: footer. 1
Hide Footer [Counter]=10 CancelEvent Dorit prink the facker when the value of the Courter text box is 10, =
-

Action Argumants

Eniter & macra name in this column,

o By default, the condition only applies to the action on the same row in the
macro sheet.

o If the condition is not met, the next action (i.e. the next row) will be executed.

¢ To extend the condition to the next action, you must enter the ellipsis (...) in the
Condition column of the next row:

® Suppliers : Macio

Macro Narme Candkion Ackian Commenk -
Review Products Echo Fresze screen while macro is running (Echio off).
Ishul[SupplierID]) MsgBox IF nor current supplier on Suppliers form, display & message... _l
L GoTaContral +..ga ko the CompanyName cortral...
ﬂ. . StopMacro ...and stop the macra,
CpenForm Cpen the Praduct List Form and show current supplies's products,
MoveSize Postion the Product List form in the lower right of the Suppliers form, ﬂ
Aicton Arguments

n debugging a macro, you can temporari
False in the Condition column:

disable an action by entering
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® Customer Phone List : Macro M=
Macra Nafme Condition Achian Conment -
Run by the Sample Autokeys.*p macro when Cerl+P s pressed,
Prink “alse Prink Out Prink the currenthy shown records, _J
# =
_ Acklon Arguments
Prink Roange All
Page From
Page To
Prink Quality High
Copies 1 . L
Colate Coples Yes Enter a conditional expression in this column.

Using the Expression Builder to create Conditions
¢ Right-click inside the Condition field where you want to create a condition, and
select Build from the popup menu.

¢ In the Expression Builder dialog box, create the logical expression (for
example if the Total Pages number is greater than 0) and click OK:

Expression Builder EE3
Pages =0 I:lOK g

Cancel

Undo |

+ - [ *|a) =5 <] and or mot ke (] Paste | mep |

[#1 Tahles Page Mumber
|=£| Queries P Tof T

Gl Forms CZE?&ntDDate

(#] Reports Current Date/Time

(# Functions Current User

[ Constants

CI Operakors

[l Common Ex

— N —— |

e » The new expression will be displayed in the/Condition field:

PrimtOuk

# <
Action Arguiments
Print Range ]
Page From
Page To
Pricit Qualky High
Eg”!b, Copies :’es Enter a conditional expression in this column,
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Running Macros with Conditions

¢ When running macros with conditions, Access evaluates each condition and does
each of the following.

e |f condition is TRUE, Access runs the action on that row first, then runs all
following actions that have an ellipsis (...) in the Condition column. Access then
runs any additional actions that have blank conditions until it encounters
another condition, comes across a macro name in the Macro Name column, or
reaches the end of the macro.

o If a condition is FALSE, Access ignores the action on that row and any
subsequent actions that have an ellipsis (...) in the Condition column. Access
then moves to the next condition, if there is one:

® Customer Phone List : Macro

Setiale Press in the All butbon, —I

Action Argumenks

Message There are ro records For Ehat letter
Beep es

Type Infermation

Title Mo Records Returmed

Enker a macro name in this column,

Note: The MsgBox action has a condition [CurrentRecord]=0, meaning if no
records are returned for the selected letter, display a message. Then Access
goes to the next action with an ellipsis (...) ShowAllRecords that will show all
records. Then Access continues to the next action with an ellipsis (...) SetValue
that will press in the All button.

Adding Macros to Forms

Attaching, Magros to a Form

e First select'the form in the Forms page of the Database window and click on
thesDesign button:
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& Northwind - Database [Access 2002 - 2003 file format) [Eij=] B3

r-

i et k

Orders
Orders Subf
Produck List

Create Form in Design view
Create Form by using wizard
Categories

Customer Labels Dialog Products
Custamer Orders Quartetly O
Customer Orders Subfarml Cuarterly O
Customer Orders Subformz
Customer Phone List
Customers

Employess

S S

Main Switchboard

To attach the macro to a form event
¢ From the main menu, choose Edit > Select Form

OR press the Ctrl + R key combination.

e The Form is selected:

B Main Switchboard : Form
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To attach the macro to a section of the form
e Click the section selector (for example, Detail section):

EE Main Switchboard : Form H=] E3
L e s A

: ﬁ ——— - [Wiew Product-a d-Drder-Information:|: :
: . Cateqories | - Suppliers
1- Ce L Ce e I
g - Praducts |- Orders |

Frint Sales Beports |

by R | | |

Exit Microzoft Access |_ . . . Display Database Window |-

- | _

To attach the macro to a control in the form
o Select the control (for example, the Exit Microsoft Access button):

E= Main Switchboard : Form [_ (O] x]
N O O =
]‘Detail

M |A — [\ Product-gr]ld-Dlder-Information']E

. Categories | - - Suppliers

- Products | Oders |

Print Sales Beports |

P

Toattacthemacro to the selectegdfior mipropgrty
¢ From the main menu, choose View > Properties

OR press the F4 key

OR right-click on the selection and select Properties from the popup menu
(available for section or control objects only).

¢ Click the Event tab to view a list of events that can occur for the selected
object.
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e Select the event you want to run the macro (for example, On Exit).
¢ Choose the Macro name from the drop-down list of available macros (for
example, Close):

EE' Command Button: ExitMicrosoftAccess

IExitMicmsoFtAccess

Farmat I Data
On Enter
on Exit
0N Gok Focus
On Lost Facus

oncClick. ... 0
onDblClick, ..o

on Mouse Down
On Mouse Mave
on Mouse Up
On Key Dawn

[

Evert | other | Al |

[Event Procedure]

Customer Labels Dia
Customer Labels Dia
Customer Labels Dia
Customer Labels Dia
Customer Phone List ¥

]

e Save and close the form design.

Adding Macros to Reports

Attaching Macros to a Report

o Select the report in the Reports tab of the Database window and click on the
Design button:

EE Northwind : Database (Access 2002 - 2003 file... [H[=] E3

2 Preview 'ﬂ New | X | 2o T
Objects il Sales by Year
] Tables Sales by Year Subreport
Sales Totals by Amount
@ s [ IS ales Totals by Amaun
35 v of Sales by Q
¢ of Sales by Ye
R 5
Pages
Gl Mo
Favorites _I
4 [ »

To attach the macro to a report event
e From the main menu, choose Edit > Select Report
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OR press the Ctrl + R key combination.

e The Report is selected:

Sales Totals by Amount : Report

# Report Header

Sales Totals by Amount

-Fonml(Dateﬂ “dd-mmm my|

GPaueHaadur

| |SaleAmount | [OrdleriD] - | E|CompanyName

- csmmmr
[ I 1 ll

e ] B

To attach the macro to a section of the report
¢ Click the section selector (for example, Page Header section):

# Sales Totals by Amount - Report

: Sales chta!s by Amount B

i —Forma(Dareﬂ “dd-mmm- }"}"}"}"l 23553||sss5a85:¢

cooccc - | - Sake:Amoun
| [SaleAmout
# SaleAmount Footer

1

e ] B

[N e} Enomms e S

" [OrderlD| - | ECumpanyNamle

3
|

OR right-click on the selection and select Properties from the popup menu
(available for the section or control objects only).

e Click the Event tab to view a list of events that can occur for the selected
object.

o Select the event you want to run the macro (for example, On Format).

e Choose the Macro name from the drop-down list of available macros (for
example, Sales Totals by Amount):
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E" Section: PageHeader

IPageHeader j

Format | Data  Event | other | &l |
onFormat oL 5 otals
OnPrnk e EEEEREES 5 By Arncgink 28
Sales Totals by Am k
Sales Totals by Amount
Sales Totals by Amount
Sales Totals by Amount:
Sample Aukokeys
Sample Aukokeys,"p
Suppliers -

e Save and close the report design.

Filtering Data

Filtering Records

o The Northwind sample database contains a macro that alphabetically filters the
records in the Customer Phone List form.

e Open the Northwind database by selecting Help = Sample Databases =
Northwind Sample Database from the main menu.

e Click OK if the splash screen is displayed:

Velcome 1o Mothwind Traders, a sample databasze
vou can use to leam about Microsoft Access,

‘You can experiment with the data stored in
MNorthewind, and use the forms, repors, and
other database objects as modals for
your own database.

All the objects in Northwind are available
Trom the Database window, which will
be displayed when you click Ok In

the Database window, you can

display descripfions of the

objects by clicking Detalls
D on the View menu.

The: names of companies
fheren are fictiious and

o _ngthe Main Switchboard window, click on the Display Database Window:
button:
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B Main Switchboard

‘igw Product and Order Information:

| Suppliers

Products Orders

Print 5 ales Beports |

Exit Microzoft Access | Display Database WindourJ

In the Database window, click on the Macros tab, then select the Customer
Phone List macro and click on the Design button:

fi& Northwind : Database [Access 2002 - 2003 file... [[=] E3
e ] | X
Cibjects 2 Close
] Tables @ Customer Labels Dialog
_'i':l Cueties - S ctomer Phone Lisk
@ Customers
== F
o @ Sales Totals by Amount
9 Reports Z  Sample Aukokeys
Y& Pages @ Suppliers
2 Macros
#2 Modules
GEraups
(#| Favorites

This will open the macro sheet:

® Customer Phone List : Macro

Commert
|@ttached to the Customer Phane List Form,)

[ComparyNafafik. ApphFike
[Compantameri: ApphFikes
[ComparrylameFit: Apphrilies
[Comparr/hlameFit: ApphFites

[Comp o ike 4 iler F —_
T e =
| [CompanyblamaPRs Apph Fiter . = ]
Ic L L 1)

ameFits ApphFiker

Enter & macro name in this column,

In the Comment column, you can see that this macro is attached to the
Customer Phone List form. In order to see how the macro works, we should

run it first.
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In order to run the macro, we have to open the form attached to the macro.
Go back to the Database window, click on the Forms tab, and select

Customer Phone List:

{i Northwind : Database [Access 2002 - 2003 file... [9[=] E3

Lfigpen Wlpeson JNew X <y e[|

Objects
Tahles
Quaties
Forms
Reports
Pages
Macros

SN A ] [

Modules

Groups
_#| Favorites

T ITITTIEE

-

Create form in Design view E orde
Create form by using wizard = orda
Categories = prodd
Customer Labels Dislog & prod
Customer Orders B Quar
Customer Orders Subforml == Quar
Customer Orders Subform2  [F3  Sales

2 sales
Customers EH sales
Erployess EH sals
Main Switchboard S sales

|

Double—lick on the form name to open it:

BE Customer Phone: List

Comprany Hame: Contact; Phone: Fax:

Fulireds Futteriiste] Waria Anders 030-0074321 030-D076545
Ann Triilo Emparedacos ¥ helados Ana Truilo (5)555-4729 (5) 655-3745
Arttonio Moreno Teaueria Antario Moreno (5)555-3532

Aroure the Hom Thomas Hardy (1711 5557768 (171) 5556750
Berghinds snabibkip Christing Blerglund 082112 34 65 092112 34 67
Blower See Delkatessen Hanna Moos 0621-08450 0521-08924
Blondel pére et fis Frédérious Cteau 88601531 28601532
Bolido Comidas preparacas Martin Sommes (91) 555 22 82 (@) 55591 98
Bon apg’ Laurence Letshan G124 4540 244541
Bottom-Dioliar Markets Eizabeth Lncoin (604 5554729 (604) 555-3745

48| <|o|e|e|s|n 1| s|x|w|u|n] ofe| o] s| x|l v| 5| x| 2] [~

Record: 1] < [T 1 rImre|ofm

As you can see, the form has Alphabet buttons that will filter data when pressed.
the company names_that start with a specified letter of the alphabet will be
d.

Click the

butt

_ Company flan

 [Companyhiame
* Foaber

;I'm

* || =FormatiDater), “Medium Dai - |
T

see t

rIng for thllorm :
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The row of Alphabetic buttons are actually an Option Group control named
CompanyNamekFilters, which returns a value depending on which button is
selected.

If you open the Properties for this control, you will see that the macro
Customer Phone List.Alpha Button is attached to the After Update event.
This means that the macro will run when the user clicks one of the buttons in
the option group.

Go back to the Customer Phone List macro sheet to see how this is done:

MacroMame | Condition | Action | Comment |
Attached to the Customer Phone List Form,

: Attached ko AfterJpdate event of Companylﬁa[ﬂefiltgr option group.
| |Alpha Buttons [ConmparytaneFilk] ApplyFilker Filter Far company narmes that skart with &, 4, A, &, A, or A.

The Alpha Buttons macro applies a filter to the list, based upon which button is
pressed.

For example, if the A button is pressed, the macro will filter for company names
that start with A, A, A A A, o Aletters.

Pressing on the A button will result in this company list:

B Customer Phone it mmE
Company Hame: Contact; Phone; Fa: =
lfrecds Futterkistel Maria Anders 030-0074321 D30-0076545
Ana Trujilo Emparedados v helados Anea Trujilo (5) 555-4729 (5) 555-3745
Artonio Moreno Tagueria Antonio Morsno (51 555-3932
Araund the Horn Thomas Hardy [171)555-7788 (171) 8556750

[a 2lc|o|ele|s|uf1]s|c|e|m|u|ole|alfs| x| u]v|w|x|¥|z| an]_

Record: 14| 4 || L v | e ]r+] of 4 (Filtered)

Now go' back to the Customer Phone List macro sheet and scroll down to the
last,rows. In the GoToControl action row, the stated condition is that ifsthe
currentrecard.count is greater than 0, the records are displayed and the macro
stops., The'ellipsis (i..) in'the StopMacro action row carries over the condition
frem‘the row above it:

Macro Name | Condition | Action | Comment
L | [ComparyMameFilk) ApplyFiler W
| [CompanyMameFilt) ApplyFilker %
| [CompanyMameFilk ApplyFilter ¥, ¥, or
| [CompanyMameFilt ApplyFilker 7 E, @, o B
[CompanyMameFilk showalRecords Show all records.,
» [CurrentRecard]=C GoTaContral If records are returned For the selected letter, go to the Campanyhlame contral,
| StopMacro Stop the macro.
L [CurrentRecord]=C MsgBaox If no records are reburned For the selected letter, display a message.
| ShowalRecords Show all records.
L Set¥alus Press in the All button,
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However, if no records are returned by the filter (based on the condition if the

current record count equal to 0), the message will be displayed in the MsgBox
action. When the user clicks OK to close the message window, all records are

displayed on the screen, as the ellipsis (...) in the ShowAIllIRecord action row

carries over the condition from the row above it. Furthermore, the next action
row containing ellipsis (...) SetValue, will press depress the All button in the

form:
Macro Name | Condition | Action | Comment
[ComparyMameFilter: ApphyFilter R
[CamparyMameFilter: ApphyFiltar Y, ¥, ar iy
[CompanyMameFilter: ApphyFilter ZE @ o &

[CompanyMameFilter: ShowalRecards
[CurrentRecord] =0 GoToControl

Stop

[Currentfecord]=0

SetValue

Show &l records.

If records are returned for the sslected letter, go to the CompanyMane control
Stop the macra.

If o records are returned For the selected letter, display a message.
Show all records.
Press in the All button,

Documenting Macros

Commenting on Macros

e To make programming and future updates easier, make sure you comment
macros using the Comment column in the macro sheet:

Zaomment
Attached to the Customer Phone List Form,

P~
by

Attached to Afterlpdate event of CompanyviameFilker option graup.
Filker far company names that start with &, &, &, &, &, or &,

5]

Car

o]

E,E,E E orE

F

G

H — m—

LI L orl A .

J - y A \ - y
K Y LN 1 = ¥ y
|L_ y Y | R y
M y — — = y
M, or N N || Y y
0, 0, 0, 0,0, or &

Printing Macro Definitions

e In the Macros page of the Database window, select the macro name.
From the main menu, choose File = Print

OR press the Ctrl + P key combination.
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e In the Print Macro Definition dialog box, select what information you want to
print and click OK:

EE Print Macro Definition

Inchude for Macro

[9].4
¥ Properties [E
: : C |
[ Actions and Arguments &l

¥ Permissions by User and Group

e Properties include the container, date created, date of last update, owner, and
user.

¢ Actions and Arguments include all the actions with their conditions, as well as
values for all arguments.

o Permissions by User and Group include user permissions and group
permissions.

Viewing Macro Definitions

¢ In the Macros page of the Database window, select the macro name.

e From the main menu, choose File = Print Preview and make the same
selections as for the Print option, as covered in the previous section:

¥ Object Definition - O] x|
Properties
Contanes: Scil pts DateCresbed: 21271996 1:25:07 PM
Description: ttached to the Customer Lastpdabed: 11241998 5:33:09 FM

Fhone Numbers form, Shows
all records when form is
opened; filtars customears by
first |etter of company name,
Crner: admin Userhlame: adnin

I Taeo Condition ction Argument Yalue .
Witached fo the Custoniar Bana | s fom.

Attachad fo Aftadjpdabe avent of Gamoanyiam &t Golien Goum
| AlphaButtons

[Bempanytlamefikars]  AoolyFiken Filter Nams: .
=1 =

Review Questions

How would you:

e Understand Macros?
¢ Use the Macro Window Toolbar?

e Create New Macros?
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¢ Run a Macro?

e Step Through a Macro?

e Modify a Macro?

e Add Conditions to Macros?

e Use the Expression Builder to Create Conditions?
e Run Macros with Conditions?
e Attach Macros to a Form?

e Attach Macros to a Report?
e Filter Records?

¢ Comment on Macros?

e Print Macro Definitions?

e View Macro Definitions?

SAMPLE
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Programming Access Using Visual Basic

When you have completed this learning module you will have seen how to:
e Use Visual Basic Modules

e Convert Macros to Visual Basic Code

e Understand Modules

e Create Modules

e Understand Module Declarations

e Understand Procedures

¢ Use Naming Rules

e Declare Variables

e Set Variable Scope

e Declare Constants

e Use Methods

e Use Arguments

e Customize the Visual Basic Editor Window
¢ Set the Visual Basic Editor Options

e Use Microsoft Visual Basic Help

e Get Visual Basic Syntax Help

Using Macros versus Visual Basic

e In this manual, we will cover only the basics of Visual Basic programming
regarding its use in Access 2003.

¢ If you want to learn more about Visual Basic, refer to one of the numerous
manuals and books on this subject.

Using,Visual Basic Modules

o In the previoussehapter, we have covered the use of Macres. Another way to
program Access is writing Visual/Basic modules.

e Certain procedures cannot be created in Macros - you must use Visual Basic to
write them.

e Examples of Visual Basic usages:
- Error handling
- Repetitive looping
- Custom functions
- Optimized performance, etc
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Converting Macros to Visual Basic Code
e There are two methods for converting Macros to Visual Basic (VB) code:

e Converting from the Macros page of the Database window — this is used when
you want to make VB code available to the whole database.

e Converting from the Form or Report Design view — this is used when you want
to store VB code with a form or report.

To convert a Macro from the Database Window
e Click on the Macros tab in the Database window.
e Select a macro you want to convert to VB.

¢ From the main menu, choose Tools = Macro = Convert Macros to Visual
Basic

OR from the main menu, choose File = Save As and in the Save As dialog
box, select Module under the As filed. Click OK to continue:

Save As HE

Save Macro 'Copy of Customer Phon...' To: ok I
ICopy of Copy of Customer Phone Lisk cancel |

i

Macro j

o This will open up the Convert macro: macro_name dialog box:

ES Convert macro: Copy of Customer Phone List B

v é.ﬂdd error handling to generated Functions Carvert
¥ Include macro comments
Cancel

e  Check the Add error handling to generated functions and Include macro
comments optionsiand click Convert.

o, The Convert macros to Visual Basic message box shows the conversion is
finished. Click OK.

e This will create Converted Macro — macro_name module, listed under the
Modules folder in the Visual Basic Editor window. Click on the module to see
the code:
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Bor  [ess  lilee gl b L LR

N '; et D

P s mBm M 2> o opand 3SR s
[rtrner e =]
aabl .. =S 5
= B smriosl [ACWZTINE ) Customet Fhoss L1t Prim
e g e )
= 24 Mot functisn Customss Phons List Frastil
ﬂ\'—r-ﬂ-d'tm Copry of Curtorme P | ©n Erfor BT Osstomer Fhone List Prins Ere
+2 Cararted Watrs Ll e Lal
o Bwhe Wi By Lk Sesple LULsEEyE."§ sacrs when CLEIEP | prasss
oy LRy Furturs. T L T apr—
Bolwi. Promttss sefrimcdll, , , soMigh, i, Tres

Customer_Fhops List_Print_Exit:
Exit Functiom

Customwr_Fhons List_Print Err:

Ragias Errecl
Berume Customes Fhone List Prize Euie

Eodl Funetisn
L | ayl=a :lJ

e Scroll to the end of the code window to view the whole Visual Basic code:

Function Customer FPhone List Print ()
On Error GoTo Customer Phone List Print Err

' Run by the Sample Autokeys."p macro when Ctrl+4P iz pressed.
' Print the currently shown records.
DoCrd. Printout acPrinthll, , , acHigh, 1, True

Customer Phone List Print Exit:
Exit Function

Customer Phone List Print Err:
MsgEBox Error$
Resume Customer Phone List Print Exit

End Function

is available to the
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% Northwind : Database [Access 2002 - 2003 file... [H[=] E3
1 Run [CDesign e New | X | 2y e[|
Objects te stomer Phone List
1 Tables Gl Shart
3 Gueries ¢t Uity Functions
= Forms
0 Reports
"3 Pages
= Macros
| 4 Moddes
Groups
_#| Favorikes

To convert Form’s Macro from the Design View

e Click on the Forms tab in the Database window.

e Select a form whose macro you want to convert to VB.

e Click on the Design view button.

e From the main menu, choose Tools > Macro > Convert Form’s Macros to
Visual Basic.

e This will open up the Convert form macros: macro_name dialog box:

EE Convert form macros: Main Switchboard
[~ iAdd error handling to generated Functions | @
¥ Include macro comments
Cancel

e Uncheck Add error handling to generated functions and check Include
macro comments options and click Convert.

the conve

Editor wi
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M B B Wew et Debuy Bun Tods Al Wedow  Heb Tiow s gubitini ekl = o 8 X

(P-4 mmb 20 ;0 a R BFEE @
l.n.'.mqn ﬂ |-u-|-d|n-m|n d
B e} L, Opicn Compace Dacabase © Use dasabnse order £0f SCCALG COMPACY
:':Ed-l‘lnulﬂ“'-'l'\hmi dprisn Explicit * Fegquires variables te be deslazed before th
= Il otheined (ot e}
will, Corwerted Macro- Customer Phone List Fumetion OpenForss|sceforsiass ks Terimg) As Inceger
Bl Fores_Custisnes drdierd Subdorml This functicn 15 used in uhe Click event of command BulLoss &
BB Form Drglorsss open forma on the Baim Switchboard. Uaing & fuRctiom im moTe
than FEpEAting the Same code in sultiple vent procedures.
B Form Crders on Ereor GoTe Ere Opsnforms
BB Fores_Cacers Subform
Bl Fores_Proshects ¢ gpen specified fosm.
B Fores_Sles At PorCad . OpanTorm atrForndinss
Bl Forrs_Salest by Var Diho
Bl Frores_Saberi Magerts Dugking Exit_tpesforma:
BB Form_Supphes Exic Funosion
B Repoet,_Bwplines Sakes by Doty
I Ragunt,_ e by o Ece_oOpenlormat
o} Rt Reghox Err.leEscripticn
ol Leiey Functions. Resume Exit_tpenForms
End Funetisn
Sub ExicBicrosctcicoens_Clicki)
This code created by Commasd Buttsn Wisard.
én Irror SoTo Err_ExicMicroscdticcess_Click
v Exit Hierassfr kecess.
TegrCamed . QUi T &
=il o

Scroll to the end of the code window to view the whole Visual Basic code:

End Function

Zub ExitMicrosoftiecess Click()
! This code created by Command Button Wizard.
On Error GoTo Err ExitMicrosoftlccess Click

oEaity MieEo oty Ancsggs:
DoCmwd.Quit

Exit ExitMicrosofticcess Click:
Exit Sub

Err ExitMicrosofthiecess Click:
M=gBox Err.Description

Fesuwe Exit ExitMicrosoftliccess Click

End Sub

form.
sic proce

To convert Report’s Macro from the Design View

Click on the Reports tab in the Database window.
Select a report whose macro you want to convert to VB.
Click on the Design view button.

From the main menu, choose Tools = Macro = Convert Report’s Macros to
Visual Basic.
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This will open up the Convert report macros: macro_name dialog box:

E= Convert report macros: Alphabetical List of Products [E3
I é.ﬂdd error handling to generated functions Corvert
IV Include macro comments
Cancel

Uncheck Add error handling to generated functions and check the Include
macro comments option and click Convert.

The Convert macros to Visual Basic message box shows the conversion is
finished.

Understanding Visual Basic Concepts

Understanding Modules

The Visual Basic module consists of declarations and procedures.

Modules are used to create event procedures that execute when an event
occurs.

There are two types of modules:

Module objects listed in the Modules page of the Database window.

Form and Report modules stored together with a form or report containing
procedures and functions associated with a single form or report.

@reatingyModules

Click on the Modules tab in' the Database window.
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e Click on the New button:

i Northwind : Database [Access 2002 - 2003 file_..

" Run ] Design K2 =
bl Lesig -

I[= E3

Ohjects

] Tables
@ QUEries
Forms
i Reports
@ Pages

) Macras

| A2 Modules

Groups

%] Favorites

P Chwerted Macro- Custamer Phone List
‘%2 g Newb

@ Uiliey Functions

e The new module, named Modulel, opens up in the Visual Basic Editor

window:

i_'g Northwind : Database [(Access 2002 - 2003 file.__

Y Run =] Design n| r ST

I[=] E3

Objects

] Tables
@ Queries
Forms
id  Reports

ﬁ Pages

' Macraos

| 42 Modules

Groups

le*‘;nJ= ted Macro- Customer Phone List
& g Mew E

2 Utility Functions

%] Favorites

opriom Explicic

e A newly created module has two or more sections:

Declarations section
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Procedure section(s)

¢ If you do not see the Option Explicit declaration, choose Tools > Options
from the Visual Basic Editor window’s main menu.

e In the Options dialog box, click on the Editor tab and check the Require
Variable Declaration option. Click OK to continue:

Editor I E ditor Fnrmatl Gansrall Dnckingl

—Code Settings
[V Auto Syntax Check [V Auto Indent:

[v Require Yariable Declaration
Tab width: |4
2 Qtu List Members
[V Aute Quick Info
[v Auto Data Tips

Window Settings

[V Drag-and-Drop Text Editing
[V Default ko Full Module View
W Procedure Separator

| 0K I Cancel Help

Understanding Module Declarations

e Declarations are listed in the first section of a module.
e They set requirements and defaults on the module-level.

There are two default module-level declarations

o _~TheyOption Compare deglaration specifiesjthegdefault comparison methodyfor
string data. This declaration requireS an argument:
- Binary sorts string data'based on the internal binary representation of
charaeters.
- Text sorts'ina case-insensitive text sort order.
- Database sorts in .the same order as the database.

¢ The Option Explicit declaration forces the declaration of variables used in the
module.

Understanding Procedures
e Procedures consist of statements and methods.
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A statement is a complete instruction to Visual basic and consists of keywords,
operations, variables, constants, and expressions.

There are three types of statements

Declaration statements used to name variables, constants or procedures.
Assignment statements used to give a value or an expression to a variable or a
constant.

Executable statements used to trigger actions or jump to another location in
the procedure.

There are two types of procedures

A sub procedure is a program code that does not return a value. It usually runs
as a separate program called by an event in a form or report.

Example of a sub procedure:

Sub sub_name (parameters)
DoCmd.command_name
End Sub

A function procedure is a program code that returns a value as a result of a
calculation or comparison.

Example of a function procedure:

Function function_name (parameters) As type
calculation
End Function

Using Naming Rules

In any programming, writing clear/code is one ofthe most important practices.
This helps you and others understand and maintain your code.

IngVisual Basic, there are several naming rules and practices:

The first character must be a letter.

The name has a maximum of 255 characters.

Avoid the use of special characters and spaces, periods, exclamation marks, etc.
Avoid the use of Visual Basic keywords.

Avoid the use of same names for multiple variables in same procedures.

Add prefixes to names that can indicate what type of item or variable they are:

- con used to indicate a constant
- int used to indicate an integer variable
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- dte used to indicate a date variable
- str used to indicate a string variable
- rst used to indicate a recordset

- frm used to indicate a form

Declaring Variables

Variables are items with unigue names containing data that can be changed
during procedure execution.

You can specify the data type for each variable, or let Access assign the default
Variant type.

A Variant type variable can contain string, date, time, Boolean, or numeric
values.

The Dim statement is used to declare variables:

Dim strName As String
Dim intAge As Integer, dteBirthday As Date, undeclared

You can declare several variables in the same statement, separated by commas.

In the above example, we have used prefixes to descriptively name the
variables in order to include their data type.

The last variable has no data type declaration, so the type is Variant.

Setting Variable Scope

The Scope of a variable indicates the variable availability to procedures.

Hhere argthree levgls of varjable scope

Procedure level'is set when the variable is declared with a Dim statement in
theprocedure.

Private module level is set when the variable is declared with a Private
statement/in the declarations module section! The variable is available only to
procedures’in that madule:

Public module level is set when the variable is declared with a Public
statement in the declarations module section. The variable is available to all
procedures in the application.
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Declaring Constants

Constants are items with unique names, within which data cannot be changed
during procedure execution. A constant data type can be a string or number
value, another constant, or an expression. The Const statement is used to
declare constants and give them a value:

Const conYear As Integer = 1990
Const conTitle As String = “President”

You can declare several constants in the same statement separated by commas.
In the above example, we have used prefix con to descriptively name the
constants instead of their data types. You must assign a constant a value at the
time of declaration.

Using Methods

Methods are actions that database objects can perform, or procedures that
apply to database objects. Access 2003 modules can use nearly 160 methods
that apply to different database objects.

Some examples of methods are:

- Opening or closing a form.

- Sounding a beep when a specific event occurs.

- Going to a specific field in a form.

- Filtering records for a report.

- Printing multiple copies of a report, etc.

Methods have specific syntax that indicate the object and the action:

SetFocus Forms![Customer Phone List]![Company Name].SetFocus

In"‘theyexample above, the method moves the ecursor to the Company Name
field in“the Custaomer Phone List form!

Using-Arguments

Arguments are used in the sub or function procedure calls.

They are optional, depending on the procedure.

There are two ways you can listarguments: in a procedure order, or by name.
For example, this is the sub procedure with an argument list:

Sub GetArguments (strName As String, dteBirthday As Date, intAge As Integer)
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¢ When you run the procedure, you can list the arguments in the same order as
the procedure:

GetArguments “John”, #11/12/1967#, 36

e Or, you can list the arguments using their names —in any order:

GetArguments dteBirthday:=#11/12/1967#, intAge:=36, strName:="John”

Using the Visual Basic Editor Window

The Visual Basic Editor Window

W gt ot s by Ciistey Esin BsaiMiorcesiiicomss Flich
I ot by S tain Sel

Customizing the Visual Basic Editor Window

¢ Once you open the Visual Basic Editor window, you can change its look.
¢ From the main menu, choose View > then select the elements you want to see
in the editor window:
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[iew | Insert pebug Run Tock ¢
[ Code F7
5 object Shift+F7
Definition shift+F2
Last Position Zhrl4Shift+F2
%3 Object Browser F2
i1 Immediate Window ChrleG
2] Locas Window
&y Wakch Window
Bl cat stack, Chl+
B4 Broject Explorer Chrl+R.
Toolbars 3
Microscft Office Access  Alb+F11

¢ In the Code view, the Object list box displays a list of all controls in the form or
report:

||Gamn|| -]

l:-._ = aly .-

¢ In the Code view, the Procedure list box displays a list of all procedures in the
module object:

an change its tures.
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This opens up the Options dialog box:
|

Editor ]Ecitur Fomat | General | Docking |
Code Settings

¥ auto Syntasx Check ¥ auito Indenk
[v Require Variable Declaration

Tab width: | 4
[V Auko List Members
¥ Auto Quick Info
v Auko Data Tips
Window Settings

¥ Drag-and-Drop Text Editing
[+ Defauk to Full Modue Wiew
¥ Procedire Separator

ok | cancel | Hew |

The Code Settings group controls the code editing:
Auto Syntax Check option checks for syntax errors as you type the code.

Require Variable Declaration option includes the Option Explicit declaration in
new modules.

Auto List Members option displays a list of keywords as you type the code.

Auto Quick Info option displays syntax when you type a method or procedure
name.

Auto Data Tips option displays the current value of a variable when you rest
your mouse pointer on the name.

Auto Indent option indents a line of code to match the previous line.

Fab,Width optien sets theghumber ofyeharaetersgfor, TAB key.

The Window Settings group controls the editor window behaviors:
Drag-and-Drop Text Editing option allows drag-and-drap editing inla module.

Default to'Full Module view option shows all procedures‘in‘the module by
default.

Procedure Separator option displays a horizontal line between procedures.

Click the Editor Format tab to specify the appearance of the different types of
text in the editor window:
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e  CourerNew (esterr)
Swnkax Error Test ’7

[Execution Poink Text

Breakpoint Text M

(Comment Text

Keyword Test |

v
.
[auo =l fare = fare =]

¢ Click the General tab to set Form Grid Settings, Error Trapping and
Compile options:

e Click the Docking tab to allow docking for editor windows:
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M Using Microsoft Visual Basic Help
e Open the Visual Basic Editor window.
¢ From the main menu, choose Help = Microsoft Visual Basic Help

OR press the F1 key

OR click on the Microsoft Visual Basic Help [?] button on the toolbar:

"Ej]
o If you get the following message, you must install the Microsoft Visual Basic
Help first. Click on the Yes button, and follow the installation instructions:

Microsoft ¥isual Basic E

! ‘_\ This Feature is not currently installed. Would vou like ko install it now?

e The Microsoft Visual Basic Help task pane opens up. Here you can find
extensive reference for various Visual Basic topics:

¥isual Basic Help T X
1'.1} ..‘L)’I
Search
| |

Table of Contents

&2 Microsoft Access Visual Basic Reference
&2 Microsoft Active Data Objects (ADO)
& Microsoft DAC 3,60
&2 Microsoft Jet SOL Reference
92 Jet and Replication Ohjects

Idicrosoft Visual Basic Docurpentation
xMicrosoft Office Visual Basic Reference

GettingdVisual Basic Syntax Help

¢ While you are editing statements in the Visual Basic Editor window, you can
get syntax help from the Edit menu:
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Edit h‘.bw Insert Debug  Run
g? ar ] t+ z
™~
& cu Cirk
53 Copy Tkl
Clear Del
Salect gl b
# End.. ctrl+F
Find Nt F3
Replace.., CrbH
EE| Indent Tab
= Quedent shift4Tab
b List Constarts CtrlShift+3 !
b Quick Info Cerl+l
%%, Parapeter Info  Cor+Shift+
A® | Complete Yord Crl+Space
Bookmarks 13

OR right-click inside the statement and choose desired help from the popup
menu.

o List Properties/Methods lists all properties and methods available for selected
statement:

& Controls -
«& Conversion

=% ConvertAccessProject

«& Converted Macro- Customer Phone List

= Cos

&5 Count

=% CreateAccessProject -

o List Constants lists all intrinsic constants that are valid for a specific item in the
argument list.

e Quick Info displays the complete syntax with the current item highlighted in
bold:

sy cIe nt parar[er

e Complete Word automatically completes the word when you begin typing.

Review Questions

How would you:
e Use Visual Basic Modules?
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e Convert Macros to Visual Basic Code?
e Understand Modules?

e Create Modules?

¢ Understand Module Declarations?

e Understand Procedures?

¢ Use Naming Rules?

e Declare Variables?

e Set Variable Scope?

e Declare Constants?

e Use Methods?

e Use Arguments?

e Customize the Visual Basic Editor Window?
e Set the Visual Basic Editor Options?

e Use Microsoft Visual Basic Help?

e Get Visual Basic Syntax Help?

SAMPLE
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Using Data Access Pages

When you have completed this learning module you will have seen how to:

Use Data Access Pages

Create pages using the AutoPage
Create pages using the Page Wizard
Create pages using an Existing HTML Document
Create pages using the Design View
Choose a Theme

Add Text

Add Controls

Format Text and Labels

Align Content

Size Content

Add Images

Add Backgrounds

Sort Data

Summarize Data

Add a New Record

Delete a Record

Customize the Navigation Bar
Protect Fields

SAMPLE
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End of the preview sample

‘ 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:/MWwww .cheltenhamcourseware.com

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