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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:

| | File E iew  Insert or Too T able Help
| Save Az %JE El IS i) <P | v Cu -
[ Page Setup... L T - S
&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

24 Momal +Bold = Times Mew Roman = 12 = %j" U % %

-

1l
1L
i
i
]
)
>

+
+

The Status Bar

e Most application windows have a status bar displayed along the bottom of the
window. In the example illustrated, taken from Microsoft Word, the status bar

conveys information about the page within the document which you are working
on, along with other relevant information:

Page 1 Sec 1 13 Ak 1.3 Ln 3 ol 1 REC TRE ExT ©OWYR English

The Scroll Bar

e When a program or folder needs to display information within a window, two
sets of scroll bars may be displayed along the bottom and right side of the
window. By using the scroll bars it is possible to move to any position within a
document and also work on a document many times bigger than your physical

screen size.

TO0 moveWp and down withimiaw ind ows(usingfthe scrollfbar)
o _Toyscroll upwards 'in.a window, click on the upwards-pointing arrow at the top,of

the vertical /screllgbar:
e To move downwards in a window, click on the downwards-pointing arrow at the

bottom of the vertical scroll bar:

To move right to left within a window
e To move to the right-hand_side of a window, click on the right-hand arrow on

the horizontal scroll bar:
e To move to the left-hand side of a window, click on the left-hand arrow on the

horizontal scroll bar:
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File Management

Opening Files

e From the main menu, select File = Open command or click on the Open icon
and select the required file from the dialog box displayed:

Eile | Edit Miew Inhzert

Farmat

Toolz  Table

}

L1

Hew...

Ctrl+H

Open...

Chrl+0

[}E

Cloze

|3 My Documents

He-@ @ X - ook

K E

Mame =

() Adobe

I My eBooks

._Q My Mugic

.ﬁ My Pictures

I My Received Files

<

Filie miarie: I

Files of kype: |n|| Files (*,*)

or

on.

Saving Files

To save a new document

e From the main menu, select File > Save command or click on the Save icon
and from the dialog box displayed select the required folder. Enter a file name
and then click on the Save button:
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m Edit  “iew Inzett  Formmat  Toole Table
[ Mew.. Citrl+M
= Open.. Cirl+0
Cloze
|H Save [} Chil+5
5
Save Az

o After you have saved the file for the first time, clicking on the Save icon will
automatically save your document with the filename you gave it. It does not
give you the option to rename.

To save a document under another name and/or location

¢ The Save As command can be used to save a file under a different name, to
save a file in a different word processor format, or to save a file to a different
drive and/or folder. From the main menu, choose File > Save As command.

Note: The File = Save As command will rename the document on the screen
so that you can keep the earlier version, as well as saving any changes you have
made.

To create a new folder in which to save your document

e Click on the Create New Folder icon, displayed within the Save As dialog box.
e This will display the New Folder dialog box. Enter the name of the new folder,
and then click on the OK button:

=
&i File name: INew Dacument, doc

My Network -

Places Save as bype! IWurd Document {¥,doc)

Note: The folder will be created under the current folder.
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Closing Files

¢ Click on the Close Window icon displayed at the top-right of the document
window. Be sure to click on the Close Window icon, (as opposed to the Close

icon):
Type a question for help |+ g

Cloze Window

Installing the Sample Files

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

e Copy the sample files for this course to the My Documents\ Access 2003
Intermediate 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.

SAMPLE
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Using the Northwind Sample Database

Installing the Northwind Database

Click the File Search button on the database toolbar:

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.

Click Go.

If Northwind.mdb appears in the Search Results, double-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.
Insert the Microsoft Office 2003 CD-ROM in the CD-ROM drive.

Double-click Setup.

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

Select Add or Remove Features.
Click Next.

Make sure that the Access box is checked, and that the Choose advanced
customization of applications checkbox is also selected. Click Next:

& Microzsoft Dffice 2003 5 ctup

Microsoft (Wfice Professional Edition 2003 Dﬂ
H

| cutomsetw L

Space Reguired on C: 1903 kB
Space Availsble on C: 2098 MB

<ok [ wet> | com |
i

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

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

¢ Once the Northwind database is installed, search for it again and open it.
Proceed to the next chapter.

SAMPLE
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Designing Tables in Access 2003

Normalizing Data

Understanding Primary Keys
¢ Open the Northwind database.

e Select the Don't show this screen again box, and click OK to close the
Northwind splash screen:

Welcome to Nortwind Traders, a sample database
: ¥ou can use to learn about Microsoft Access.
% X You can experiment with the data stored in

Morthwind, and use the farms, reports, and
other datahase objects as models for
your ownh database.

All the ohjects in Narthwind are availahle
fram the Database window, which will
he displayed when you click OK. In

the Datahase window, you can

display descriptions of the

abjects by clicking Details

an the View menu.

¥ iDant show this screen again.§ OK’\J
|

The names of companies, products, people, characters, andior data mentioned
herein are fictitious and are in no way intended to represent any real individual,
company, product, or event, unless otherwise noted.

¢ In the displayed Main Switchboard dialog box, click on the Display Database
Window button:

E= Main Switchboard

Frint Sales Reparts |

E it Microsoft Access | Diizplay Databaze Nndnw
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e Click on Tables in the Objects pane:

ﬁ Morthwind : Database [Access 2002 - 2003 file format)

Obijects ]  reate table in Design view
= E‘___J Create bable by using wizard
Iz -
_:"j e 2l Create table by entering data

-3 Forms
= =

Customers

¢ Select the Categories table, and click on the Design button to open the table
in Design view:

E Morthwind : Database [Access 2002 - 2003 file format]

Ohjects 21 Create table in Design view
| 1 Tables El___J Create table by using wizard
_:":I Queries El___J Create table by entering data
ategories
= F
_=I orms =] Customers

o Observe the key symbol to the left of the CategoryID field, which signifies that
the CategoryID field is set as the primary key. Note that no other fields are
set as primary keys, as each table can have only one:

| Field Mame | Diata Twpe |
%M CategaryID AukaMumber

Categoryhame Texk

Descripkion Memo

Picture OLE Object

o Close the table without saving the changes.

SettigiRequired Values in Calumns

s Click on Tables in the Ohjects pane.
¢ Open'the Categories table in Design view.
¢ Click within the Picture field to select it:

[ Categories : Table [_ (O] x|

| Field Mame | DataType | Description |«
% | CateqaoryID AutaMumber Mumber automatically assil |
ateqoryhame Texk Mame of food categary,
Descripkion Mermo
& Picture] CILE Ohject & picture representing I:hELI

¢ Find the General tab in the lower-left portion of the design window.
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In the General tab select the Required field.
Choose Yes to make the field required:

General I Lookup |
Zapkion
Required == -

Close the table without saving the changes
Close the Northwind database.

Establishing Relationships

Open the Northwind database.

In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

Click the Relationships button on the Database toolbar:

3
+3

Right-click on the relationship between the Employees and Orders tables.
From the pop-up menu, select Delete:

Ode Detais [ Owers

oo 1 i
e | OrclerID CustomesId  ~
o |CustamerID CornpanyMam

|‘ Employeell ContactMame

OrderDate ContactTitle
RequiredDate
ShippedDate
Shipifia
..

Edit Relatianship. ..

2 WY

ShipRegion ‘
ShipPostalCoc

Companyhame
Fhane

LB

Click the Yes button when prompted to delete the relationship.

To re-create the relationship between the Employees and Orders tables, drag
the EmployeelD field from the Employees table to the EmployeelD field in
the Orders table.

FOR USE AT THE LICENSED SITE(S) ONLY
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e Click Join Type in the Edit Relationships dialog box:

Edit Relationships EHE

TablefGuery: Related TablefCQuery:
IEmpIUvees ;lOrders j

EmployesID = | EmployeelD =

Create

Cancel

— Jain Type, .

Create Mew..

Al

T Erforce Referential Inkegrity

[~ Cascade Update Related Fields
" Gascade Delete Related Records

Relationship Type: ‘ Cne-Ta-Many ‘

o Select the option button labeled 2:

Join Properties B

£ 1:  Only include rows where the joined fields From both tables are
equal,
% 2 Include ALL records From ‘Ermplovees’ and only those records
% from 'Orders' where the joined Fields are egual.
5 Include ALL records From 'Crders’ and only those records Fram
‘Employees’ where the joined fields are equal.

oK I Cancel

e Click OK.

e Check the Enforce Referential Integrity box.

e Check the Cascade Update Related Fields box.
o Check the Cascade Delete Related Fields box:

Edit Relationships KHE
Table/Guery: Related TablefCuery:
IEmpIovees ;IOrders j k

Cancel

EmploveelD = [EmployeslD

e Click Create.
e Click the Save button.
e Close the Relationships window.
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Enforcing Referential Integrity
Click the Relationships button on the Database toolbar:

3
+3

e Right-click on the relationship between the Categories and Products tables.

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

o Check the Enforce Referential Integrity box, if it is not already selected:

Edit Relationships [ 2| x|
Table/Cuery: Related Table/Cuery: ok
ICategories Ll Products

Cancel
CakegaoryID ;[ CategaryID

Join Type..

T

Create MNew.,,
|+ Enfarce Referential Integrity EEIE 2

[ MEasrade Lpdate Related Figlds
™ Cascade Delete Relabed Records

Relationship Tvpe: ‘ Cne-Ta-Many ‘

e Click OK.
e Close the Relationships window.
e Close the Northwind database.

Working with Indexes

Creating'a Single-Rield Index
¢ “Open,the Northwind database.

o. In the displayed Main Switchboard dialog/box, click on the Display Database
Window button.

e Click'on Tables in the"Objyects ‘pane.
e Open the Customers table in Design view.
o Click the Indexes button on the Table Design toolbar:

4

e Type ContactName in the Index Name column.
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Select ContactName from the drop-down menu in the Field Name column:

£ Indexes: Customers

Inde:x Narne Figld MName Sork Order -
Ciky City Ascending
- CamparyTane CornparyMame Ascending
| |Postalcode PostalCode Ascending
E Primarykey CustomerID Ascending
- Region Region Ascending
“ ContackMame - | Ascending
CuskomerID
CompanyMame

ContactTitle
Address
City
Reqion
PostalCode

Primary Mo
Unigque Mo

Tariore Mulls o amne of the field to be indexed.

Select Descending from the drop-down menu in the Sort Order column.

Select Yes from the Ignore Nulls drop-down menu in the Index Properties
area:

£ Indexes: Customers [ x|

Index Mame Field Mame Sort Order -

Cikw it Ascending
- CompanyMame CompanyMarne Ascending
| |PostalCode PostalCode Ascending

ﬂ Primarykesy CustomerID Ascending
| |Region Region Ascending
ﬂ ConkactMame ConkactMame Descending

Index Propetties

Prirmary N
Unique Mo IF ‘fes, records with a Mull value exchuded
Ignore Mulls - from the index.

Click the Close button on the Indexes title bar.
Click the Save button.
Close the table.

Creating,a Multiple-Field Index

Click on Tables in‘the Objects pane.
Opendthe Customers table in Designiview.
Click the Tndexes button on the Table Design toolbar

OR from the main menu, select View > Indexes.

This opens the Indexes design grid.

Type Address in the Index Name column.

Select Address from the drop-down menu in the Field Name column.
Click on the next row in the Field Name column, and choose City.

FOR USE AT THE LICENSED SITE(S) ONLY
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e Click on the next row in the Field Name column, and choose Country:

Index Name Field Name Sork Order
Ciky Ciky Ascending
- CornpanyMarne CornparyMame Ascending
- ConkactMarne ContackMare Descending
| |PostalCode PoskalCode Ascending
ﬂ Primarykey CustamerID Ascending
i Ascending

Reqgion
b | Address . Ascending
nding
Ascending

e Click the Close button on the Indexes title bar.
e Click the Save button.
e Close the table.

£ Indexes: Customers [ x|

-

Setting the Index Sort Order
e Click on Tables in the Objects pane.
e Open the Customers table in Design view.

e Click the Indexes button on the Table Design toolbar

OR from the main menu, select View > Indexes.

¢ This opens the Indexes design grid. Select the

Address index, and click the

drop-down menu in the Sort Order column on the first row, as illustrated.

Select Descending to change the sort order:

Index Mame Field Mame Sork Crder
B | Address Address Ascending

City Ascending

Sounkey
Gt City .\ Ascending L
Cornmpanllams L CdomparyMare [ Ascending £ 00 |
ContactMame L ContactMame | Descending | || ||
PostalCode /| PostalCode || Ascending | |
Primarsyk.ey L | CustomerID | Ascending | |
Region Region || Ascending | |

e Click the Close button on the Indexes title bar.
e Click the Save button.
e Close the table.

Setting Index Properties
e Click on Tables in the Objects pane.
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e Open the Customers table in Design view.
¢ 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 Select the Address index.

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

£ Indexes: Customers
Index Mame Field Mame Sort Order -
| b |nddress Address Descending
- Citw Ascending
| Courtry Ascending
| |City City Ascending
|| CompanyMame ComparryMame Ascending
| |ContactMame ContactMame Descending
| |PostalCode PostalCode Ascending
|% | Primarykey Cuskomner 1D Ascending
| |Region Reqion Ascending
Jid|
Index Properties
Primary Mo
Unique IF es, every value in this indes must be
Ignore Mulls Unique.

¢ Now change the Unique property back to No.
e Click the Close button on the Indexes title bar.
e Close the table without saving the changes.

Deleting Indexes

e Click on Tables in the Objects pane.

o _as0pen,the Custamers tablegin Designuview:

s Click the Indexes buttonfon the Table Design toolbar

OR from the main'menu,|select View = Indexes:

¢ 2 This_epens the Indexes design grid.
e Right-click on the Address index.
e From the pop-up menu, select Delete Rows:
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Working with Data Ty, f/H fd” [

Index Mame | Field Mame | Sort Order -
| b address  — A Descending
] o= Insert Rows Ascending
L ; Ascending
| ity S- DEHieRame E Ascending
|| CompanyMame Companytame Ascending
| |ContactMame ContactMame Descending
| |PostalCode PostalCode Ascending
|% | Primarykey CustomerD Ascending
| |Reqgion Feqion Ascending _I
-
Index Properties
Primarsy Mo
Unique Mo The narne for this index, Each index can use

Ignore Mulls Mo

up ko 10 Figlds,

Repeat the steps to delete the other 2 remaining Address index rows. Your
Indexes design grid should resemble the following:

£ Indexes: Customers
| Index Mame Field Mamne Sort Order “
3 City Ascending
|| Companyhlame ComparryMame Ascending
| |ContactMame ContactMame Descending
| |PostalCode PostalCode Ascending
[% | Primarykey Cuskomer 1D Ascending
| |Region Reqion Ascending
m ||
Index Propetties
Primary Mo
Unique Mo The narne For this index. Each inde:x can use
Ignore Mulls Mo up bo 10 Fields,

Click the Close button on the Indexes title bar.
Click the Save button.
Close the table.

Close the Northwind database.

h

Setting and Formatting Column Data Types
Open the Northwind database.

In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

Click on Tables in the Objects pane.
Open the Customers table in Design view.
Type a new field named CompanySlogan in the Field Name column:
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Field Name | Daka Twpe |

7 | CustamerID Text

CompanyMame Text
_|ContactMame Text

ContactTitle Text
_ |Address Text
| City Text
__|Region Text

PostalCode Text
_|Country Text
__|Phone Texk
_ |Fax Text
| Companyslogan

Select Text from the Data Type drop-down menu.
In the Field Properties area, set the Field Size to 100:

General I Loakup |

Field Size 100|
Format 2{».]
Input Mask.

Caption

Diefault Yalues

Yalidation Rule

Yalidation Text

Required Mo

Allow Zero Length es
Indexed Mo
Unicode Compression ‘fes

IME Mode Mo Control
IME Sentence Mode Mane
Smark Tags

Click the Save button.
Close the table.

Converting Between Data Types

Click on Tables in the Objects pane.

Open the Customers table in Design view.

Select the CompanySlogan in the Field Name column.
SelecttMemo from the Data Type drop-downmenu:

¥ Customers : Table

Date/Time
General | Lockup | Currency
Field Size 10 Aukoiurmber
Farriak YesiMo
Input Mask ggLfEe?I'ingCt
E:prﬁpnuah - Lockup Wizard. ..

Close the table without saving the changes.
Close the Northwind database.
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Designing Queries in Access 2003

Creating Action Queries

¢ Open the Northwind database.

e In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

e Click on Queries in the Objects pane.

e Click the New button to open the New Query dialog box.

e Select Design View.

¢ Click OK:

Mew Query H

i Simple Query Wizard
h"/ Crosstab Query Wizard
o= Find Duplicates Query Wizard
Find Unmatched Query Wizard
Create a new guery without using

a wizard,

ok [:I Cancel |

Select Products from the Tables tab in the Show Table dialog box.
Click Add:

Show Table HE

Tables |Queries | Bath |

Close

Sillikehibioard Items

¢ Click Close.
e Click on the Query Type drop-down menu on the Query Design toolbar.

¢ Select Update Query:
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= TR S
Select Query

ES  Crosskab Query

¥ Make-Table Query...

|_r7? Lpdake Query [:
b

Append Query. ..

A Delete Query

Select UnitPrice from the Field drop-down menu.
Select the Update To section of the query grid and type [UnitPrice]*2:

Field: |UnitPrice
Table! |Producks
Update To: |[UnitPrice]*2
Criteria

or:

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

H

Click Yes to apply the changes.
Click the Save button. Enter Multiply Unit Price by Two as the query name:

Save Az HE

|Mu|tip|y Uit Price by Two
Cancel |

Click OK.
Right-click on the Products table in the query window.
From, the pop-upsmenu, select Remoyve, Table:

Products

CategoryID

Click the Show Table button on the Query Design toolbar:

v

|

Select Orders from the Tables tab in the Show Table dialog box.
Click Add.
Click Close
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Click the Query Type drop-down menu on the Query Design toolbar.
Select Delete Query:

A g =
_:"ij Select Guery
FT  Crosskab Query

=¥ MakeTable Query...

Update Query

ah¥  Append Query...

|n? Delete Query % |

Select OrderID from the Field drop-down menu.
Type 10249 in the Criteria section of the query grid:

Field: |CrderiD
Table: |orders
Delete: |where
Criteria: | 10249
ar:

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

From the main menu, select File > Save As.

Type Delete OrderID 10249.

Click OK.

Close the query window.

Close the Northwind database.

Creating Parameter Queries

Creatingya One-Parameter Query

Open the Northwind database.

Ingthe displayed Main Switchboard dialog box, click on thesDisplay Database
Window button.

Click on Queries in the Objects pane.

Click the New button to open the New Query dialog box.

Select Design View.

Click OK.

Select Products from the Tables tab in the Show Table dialog box.

Click Add:
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Show Table 2]x]
Tables IQueries I Both I Add
Categories Cose
Customers
Employees
Crder Details

Orders

Shippers
Suppliers
Switchboard Ikems

Click Close.

Select ProductlD, ProductName, and SupplierID from the Field drop-down
menus.

In the Criteria text box under ProductName, type [Enter a Product Name]:

Field: |ProductID ProductMame SupplierIC:
Table: |Products Productks Products
Sort:
Shaw:
Criteria: [Enter a Product Mame
ar:

Click the Run button on the Query Design toolbar to execute the query.
Type Chai.
Click OK:

Enter Parameter ¥alue E

Enter a Product Mame

fchai

(0]'4 E I Cancel |

View the result:

Supplier

/[ chai n B - [Exotic Liguids
* | LutoMumber)
Record: 14| 4« |[ 1 | er]r#]of 1 4] | |

Click the Save button. Save the query as Search By Product Name.
Click OK.
Close the query.
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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 Orders 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 ShippedDate and Orderld from the Field drop-down menus.

o Type Between [Beginning Date] and [Ending Date] in the Criteria text box in the
ShippedDate column:

Field: |ShippedDate
Table: |orders
Sark:
Shiow: 1
oy ERIR eheen [Beginning Dake] And [Ending Dake

ar:
4 | i

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

e Input 01/01/97.

¢ Click OK:

Enter Parameter Yalue EH

Beginning date

[o1/01j97]

(0] 4 [*_\ I Cancel |

o This'opens the/second Enter Parameter Value dialog box.
e Input01/01/98.
¢ Click, OK:

Enter Parameter Value K1 E3

[01/0138]

OK& I Cancel |

e The results of the query are displayed:
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= Queryl : Select Qu... [H[=] E3

10357
03-Jan-1597 10393
03-Jan-1597 10394
03-Jan-1597 10395
06-Jan-1597 10356
08-Jan-1997 10399
05-Jan-1997 10404
09-Jan-1997 10355
09-Jan-1997 10403
10-Jan-1997 10401 |

Ecnrd: H| 4 || 1

Close the query results window without saving the changes.

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 Products 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 ProductName, SupplierlD, and CategoryID from the Field drop-
down menus.

Type Like [Enter the wildcard character(s): ] & "*" in the Criteria text box of the
ProductName field:

[
Field: |ProductMams SupplierID CategoryID
Producks Producks Products

Sark:
Shiows
jteria:

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

Input Chai.
Click OK:
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Enter Parameter Value [ 7

Enter the wildcard character(s):

QK &! Cancel |

e The results of the query are displayed.
e Close the query results window without saving the changes.
e Close the Northwind database.

Creating Calculated Columns in Queries

e Open the Northwind database.

¢ In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

e Click Queries in the Objects pane.

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

e Click OK:

MNew Query EHE

Create a new query without using
awizard.

D
Simple Query Wizard
Crosstab Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

Ok q Cancel |

e SelectProducts from the Tables tab in the Show Table dialog box.
¢ Click,Add.

e ClickClose/

e Select ProductName and UnitPrice from the Field drop-down menu.
e “Inthe nextfield type“fUnitPrice]>10:

Field: |ProductMame UnitPrice [UnitPrice]*10 - 1=
Table: |Producks Products e
Sark:
Shiow:
Criteria:
aor: -
1| | 3

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



PAGE 29 - ACCESS 2003 - INTERMEDIATE LEV EL WORKBOOK

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

- Product Mame Unit Price Exprl

AR hai $36.00 $360.00
| [Chang $38.00 $350.00
| |Aniseed Syrup $20.00 $200.00
| |Chef Anton's Cajun Seasoning §44.00 F440.00
| |Chef Anton's Gumba Mix $42.70 $427.00
|| Grandma's Boysenberry Spread $50.00 F500.00
| |Uncle Bob's Crganic Dried Pears $60.00 $600.00
| |Morthwoods Cranberry Sauce $80.00 Fi300.00

Note: Access automatically displays the calculated column as Exprl.

Click the Save button. Save the query as UnitPrice * 10.
Click OK.

Close the query.

Close the Northwind database.

Joining Tables

Creating a Two-Table Join

Open the Northwind database.

In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

Click Queries in the Objects pane.

Click the New button to open the New Query dialog box.

Select Design View.

Click ©K:

Mew Query x| I

Crasstab Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query ‘Wizard

oK [: I Cancel |

Select Products from the Tables tab in the Show Table dialog box.
Click Add.
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Select Unit Price * 10 from the Queries tab in the Show Table dialog box:

Show Table H
Tables Queries |gath | dd
Crder Details Extended ;I GOL
Crder Subkotals
Crders Qry

Product Sales for 1997
Products abowve Awverage Price
Products by Categary
Quartetly Orders

Quartetly Orders by Product
Sales by Categary

Sales by Year

Search By Product Mame

Ten Most Expensive Products

Click Add.
Click Close.

Create a join between the tables by dragging and dropping the ProductName
field from the Products table to the ProductName field in the Unit Price * 10
query:

"
ProductiD :

Productiame
SupplierID
CategoryID
QuankityPerLUinit
UritPrice
UnitsInStock
UnitsOncrder
ReorderLevel
Discontinued

For the first field, select Products.ProductName from the Field drop-down
menu:

Sort: || Praducts. ProductID
roducks . Producttame

[|Eroducts, Supplierls

|| Praiducts. CategoryID

Products. QuiantityPerlinit

Froducts. nitPrice

Producks JnitsInstock,

For the second field, select Products.QuantityPerUnit from the Field drop-
down menu:

For the third field, select UnitPrice * 10.Exprl from the Field drop-down
menu:
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Field: |Productiame QuankityPerlinit Exprl
Table: [Products Products UrnitPrice * 10
Sork:
Show:
Criteria:
ar:

Click the Run button on the Query Design toolbar to execute the query.
View the results:

= Queryl : Select Query =] E3
- Product Mame Cluantity Per Unit Expri
Walllice Mutton 20-1 kg tins $780.00
| |Aniseed Syrup 12 - 550 ml battles $200.00
| |Boston Crab Meat 24 - 4 0z tins $368.00
| |Camembert Pierrat 15 - 300 g rounds $6E80.00
|| Carnarvan Tigers 16 kg pka. $1,250.00
| |Chai 10 boxes x 20 hags $360.00
| [Chang 24 - 12 oz bottles $380.00
|| Chartreuse verte 780 cc per hottle $360.00
| |Chef Anton's Cajun Seasaoning 43 - 6 oz jars $440.00
|| Chef Antan's Gumba Mix 36 baoxes $427.00
| [Chocolade 10 pkgs. $255.00
| |Cite de Blaye 12 - 75 cl bottles $o, 27000
| |Escargots de Bourgogne 24 pieces $265.00
Filo Mix 16 - 2 ka hoxes 14000 x|
Record: LI;” 1 Mﬁl of 77

Click the Save button. Save the query as Join Product and Price * 10.
Click OK.

Close the query window.

Removing Tables from the Query Builder

Click Queries in the Objects pane.

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

Click 'OK:

New Query I
A 4

Simple Query Wizard
Crassksb Query Wizard
Find Duplicates Query Wizard
FindUnmatched Query ‘Wizard

reate a new query withouk using
a wizard.

Cancel |

=

Select Products from the Tables tab in the Show Table dialog box.
Click Add.
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e Select Unit Price * 10 from the Queries tab in the Show Table dialog box:

Show Table H
Tables Queries | Both | pee
Order Details Extended N Close
Crder Subkotals
Crders Qry

Product Sales for 1997
Products abowve Awverage Price
Products by Categary
Quartetly Orders

Quartetly Orders by Product
Sales by Categary

Sales by Year

Search By Product Mame

Ten Most Expensive Products

e Click Add.

e Click Close.

¢ Right-click on the Products table.

e From the pop-up menu, select Remove Table:

ProdudtID @ Propetties. .,
ProductMame
Supplier D
CategoryID j

OR from the main menu, select Edit = Delete:

View Insert  Query
¥ CantUndo  Chrl+Z

& cut Chrl+

CErl4-C

ose the query window without saving the changes.
e Close the Northwind database.
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Designing Forms in Access 2003

Creating Data Entry Forms

¢ Open the Northwind database.

¢ In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

e Click Forms in the Objects pane.

¢ Click the New button.

e Select Design View.

e Select Products from the drop-down menu.
e Click OK:

Mew Form [ 7]

£ Form ‘Wizard
h.'/‘ AutaForm: Calumnar
== AutoForm: Tabular

AutaForm: Datasheet

Create a new form without AntoForm: FivatTable

using & wizard, AutoForm: PivotChart
Chart \wizard
PivotTable Wizard

Choose the kable or query where
the ohject's data comes from:

Cancel |

Note: Close the Form properties dialog box if it appears.

e Drag and drop the ProductName and UnitPrice fields from the Products data
source to the Detail area of the form:

¢ Select the ProductName control by clicking on it.
o Place the cursor over the control until the cursor changes to a hand.
e Click and drag the control slightly to the right:
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[ Y

# Detail

e Repeat the above instructions to move the UnitPrice control so that it is aligned
with the ProductName control:

¢ Select the ProductName control by clicking on it.
o Place the cursor over the control until the cursor changes to a double arrow.
¢ Click and drag the control to a smaller size, as illustrated:

Repeat the above instructions to moye the UnitPrice control so that it is the
same 'size as the ProductName control:

e Right-click on the ProductName control.
e From the pop-up menu, select Properties.
e Select the Format tab.
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e From the Special Effect drop down-menu, select Raised:

ﬂ'Text Box: ProductMame
IProductName j

Farmat | Data I Event I Other I all I

BackStyle . ..o Mormal ;I

Back Calor .. ... .. ...

Special EFfect . . ... ... 0

Border Stwle . . ... ... ...

Border Calar . oo v Raised _I

Barder Width . .. ... .. ... Sunken

ForeColar oo v oo Etched

FonkMame . ... ....... .. Shgdowed

FontSize . . oo v v v i in s hISE|Ed

Font ‘Weight . . ... ....... Marmal ;I

e Close the dialog box.

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

e From the pop-up menu, select Page Header/Footer.
e Click the Label control on the Toolbox toolbar:

i [

i.kabllfl#@

[ 5H e [
Label

4 = L 1=

Note: From the main menu, select View > Toolbox if the Toolbox toolbar is
not open.

o Place the Label control on the page footer section of the form:

| # Page Footer

o _hype Product Entry Form:

¢ 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 Click the Label control on the Toolbox toolbar:
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e Place the Label control on the form header section of the form:

O AR

# Form Header

# Detail

e Type Products:

|E||---|---1---|---2---|

. # Form Header

I # Detail

e Click the Save button. Save the form as Product Entry Form.
e Click OK.

e Close the form.
e Close the Northwind database.

¢ In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

e Click Forms in the Objects pane.
e Open Product Entry Form in Design view.
¢ Click the Subform/Subreport button on the Toolbox toolbar:
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¢ Create a subform in the Detail area of the form:

[ ][* petai

e This will open the SubForm Wizard dialog box.
Select the Use existing Tables and Queries option button.

PLE

Select Table: Categories from the Tables/Queries drop-down menu.
Add the CategoryID, CategoryName and Description fields:

SubForm Wizard

You can use an existing form to create your subform or subrepart, or
create your own using tables and/or queries.

‘irhat data would vou like to use for your subform or subreport?

(% Lice existing Tables and Queries !
" Use an existing form

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



PAGE 38 - ACCESS 2003 - INTERMEDIATE LEV EL WORKBOOK

SubForm Wizard

CategoryID
|_\ Des

e Click Next.
e Select the Choose from a list option button:

SubForm Wizard
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SubForm Wizard

| what name would wou like For your subform or subreport?

|Show Categories Subferrn

Those are all the answers the wizard needs to create your subForm
or subreport.

[~ Risplay Help on working with subforms or subreports,

Cancel | < Back | fdext = I Finish lg

¢ Save the changes to the Product Entry Form.
e Close the form.

Creating a Form with Two Subforms
e Click Forms in the Objects pane.
e Click the New button on the database window. This opens the New Form

dialog box.
e Select Form Wizard.
e Click OK.

e Select Table: Categories from the Tables/Queries drop-down menu.
e Add the CategorylD, CategoryName and Description fields:

SubForm Wizard
Which Fields would you like to inchede on the subfiorm or subreport?

You can choose fields from mare than one table andfor query.

Table: Cat@gon -
[Table: Categaties =]
wailable Fields: Selected Fi

CategoryID
L ategoryName

e Select Table: Products from the Tables/Queries drop-down menu. This will
be the first subform.
¢ Add the ProductlD, ProductName and CategorylD fields:
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Form Wizard

,_ Categaries, CategoryID
CategoryName
Descripkion
ProductID

’— Producthame
Producks, CategoryID

e Select Table: Orders from Tables/Queries drop-down menu. This will be the
second subform.
e Add the OrderlD field:

Products. CategoryID

Orde

(0] Iw your d dialog
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¢ Click Next.

¢ Ensure that the Datasheet layout option buttons are selected for both of the
subforms:

Form Wizard

| o o e
L G
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What styvle would you lke?

Blends
Blusprint
Expedition
Industrial
International
Ricepaper
Sandstone
Standard

: Stone
Label |Data

Cancel I < Back et > Einish

Click Next.
Enter the following titles for the form and each subform:

‘What titles do wou want For wour Forms?

Farm: |Categu:uriesl

Subform: IPdeucts Subfarm

Subform: |Orders Subforml

That's all the information the wizard needs to create wour
Farrm,

Do wou want to open the Form or modify the Form's design?

¥ Cpen the Form to view or enter information,

" Maodify the form's design.

[ Display Help on working with the form?

Click Finish.

Click the down arrow on the View button on the Form Design toolbar, and
select Design View:
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Forrn Wiew I !

Datashest Yiew

E'% PivotTable Wiew
[l Pivotchart view

¢ Right-click on the Products subform.
e From the pop-up menu, select Cut:

N o

# Form Header
 Dekail

 [Description

Build Event...
% Build..,

a

Change To 3

=1 Tah Order...

e Close the form without saving the changes.
e Close the Northwind database.

Creating Pop-up Forms

X, click on Display tabase

e Click Forms in the Objects pane.

e Open Product Entry Form in Design view.

o |If the Form properties dialog box is not open, right-click on the title bar.
e From the pop-up menu, select Properties.

e Click the Other tab.

e Select Yes from the Pop Up drop-down menu:
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IForrn j
Formatl Data | Event  ©Other | all I
FEEUBoooooooooooo0o0o0 e

Cycle .o

MenuBar. ...

Toolbar .. ..ol

Shortout Memu o0 Yes

Shortcut Menu Bar o v v u s

Fast Laser Printing . . ... .. ‘es

HelpFile .. ... .........

Help ContextId . ... ... .. 0 LI

e Select Yes from the Modal drop-down menu:

IForrn j

Formatl Data IEvent Cther I all I

Fast Laser Printing . . . .. .. ‘Yes
HelpFile..............
Help ComtextId . ... 00 0 ;l

e Close the Form properties dialog box.

e Save the changes to the Product Entry Form.
e Close the form.

e Close the Northwind database.

Working with Switchboards

e Openithe Northwind database.

o _n.the displayed Main Switchboard dialog/box, click on the Display Database
Window button.

e From the main menu, select Tools > Database Utilities|= Switchboard
Manager.

¢ If a warning dialog box appears, click Yes to create a switchboard.

o Click New in the Switchboard Manager dialog box.

e Type Sample Switchboard for the name of the switchboard:
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Switchboard Page Mame:
Sample Switchboard |
| ample Switchboar Cancel

Click OK.

Select Sample Switchboard.
Click Edit.

Click New:

Edit Switchboard Page

Switchboard Mame:;

L

Close

[5armple Switchbaard

Items on this Switchboard:
Mew. ..

Edlits,

|

DEleke

[ee e

[ ErEw

i

Type Open Product Entry Form in the Text field.
Select Open Form in Add Mode from the Command drop-down menu.
Select Product Entry Form in the Form drop-down menu:

Edit Switchboard Item

Text: |Open Produck Entry Form | ok I
Command: Dpen Form in Add Maode -
- I P _I Zancel |
Form: |Product Entry Farm |

Click"OK.

Click Close.

Clickathe Make Default button:
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Switchboard Manager

Ma hboard {Default)
Sa b

nard

e Click Close.
e Close the Northwind database.

SAMPLE
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Designing Reports in Access 2003

Working with Standard Reports

¢ Open the Northwind database.

¢ In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

e Click Reports in the Objects pane.

¢ Click the New button.

e Select Design View.

e Select Products from the drop-down menu.
e Click OK:

Mew Report

= Report Wizard
BV/ 1 AutoReport: Columnar
o AutoReport: Tabular

Chart Wizard
Create a new report withouk La;; WiIzZ:rrd

using a wizard,

Choose the table or query where
the object's data comes From:

Ok [ I Cancel |

e Drag and drop the ProductName, UnitPrice, and UnitsInStock fields from
the products data source to the Detail area of the report.

e Cut the Product Name, Unit Price, and Units In Stock labels from the Detail
area of the report and paste in the Page Header area of the report.

e Rearrange the labels andicontrols as shown below:

. ProductMame

# Page Footer

e Right-click in the Detail area of the report.
e From the pop-up menu, select Report Header/Footer.
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Click the Label control on the Toolbox toolbar:

N [

Place the Label control on the Report Footer section of the report:

I # Report Footer

Type Products Report:

# Report Fooker

Right-click in the detail area of the report.

From the pop-up menu, select Sorting and Grouping.

Select UnitPrice from the Field/Expression drop-down menu.

Select the Descending sort order from the Sort Order drop-down menu:

Sorting and Grouping

Field/Expression Sork Order S
B | UnitPrice Descending

Close the Sorting and Grouping dialog box.

Click the Save button. Save the form as Products Report.
Click OK.

Close the report.

Close the Northwind database.
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Working with Pop-up Reports

¢ Open the Northwind database.

e In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

e Click Reports in the Objects pane.

e Open Products Report in Design view.

e Right-click on the report title bar.

e From the pop-up menu, select Properties.

¢ Click the Other tab.

e Select Yes from the Pop Up drop-down menu:

ﬂ" Report
IRepDrt j

Farmat I Data | Event  Other | all |

Record Locks . .. ..., . ... Mo Locks -

Dake Grouping . .. ... | s Sywstern Settings

Poplp............... -

Modal . ... ......... ...

MenuBar .o .vvve e Mo

Toolbar . .. oo

Shortcut Menu Bar . ... ...

Fast Laser Prinking . . ... . . Yes

HelpFile . .............

Help ContextId. . . ..., .. ]

T coooocooo00000000a0a

HasModule 0000 Mo ;I

e Select Yes from the Modal drop-down menu:

ﬂ" Report
[]
Other | ,CH

Molocks [0
Use Systern Sebbings
=

Tag. ... v

e Close the Properties dialog box.
e Close the report without saving the changes.
e Close the Northwind database.
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Working with Subreports

Creating a Subreport

¢ Open the Northwind database.

In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

Click Reports in the Objects pane.

Click the New button.

Select Design View.

Select Categories from the drop-down menu.

Click OK:

Mew Report EE3

= Report Wizard
B'/ ] AukoReport: Columnar
= AutoReport: Tabular

. Chart ‘Wizard
Create a new report withouk Label Wizard

using a wizard,

Choose the kable o query where
the object's data comes From:

oK, [: I Canicel |

e Drag and drop the CategoryName and Description fields from the Categories
data source to the Detail area of the report.
e Resize the labels and controls as shown below:
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Click the Subform/Subreport button on the Toolbox toolbar:

Select the Use existing Tables and Queries option button.
o Click Next:

SubReport Wizard

You can use an existing Form bo create your subform or subreport, or
creake your own using Eables andfor queries,

What data would vou like to wse For vour subfarm oF subrepart?

Cancel I = Har | M{\J Firish I

Select Table: Products from the Tables/Queries drop-down menu.
Add the ProductName field:
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SubReport Wizard

e Click Next.
o Select the Choose from a list option button:

SubReport Wizard

. ick Next.
Y od uctobrepoM of rt.
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e Click Finish:

SubReport Wizard
‘What name would you like For your subfiorm or subrepart?

Those are all the amswers the wizard needs to create vour subform
or subreport.

[~ Display Help on working with subforms or subreparts,

concel | <pak | oo | e g
5

¢ With the main report in Design view, move and resize the Products subreport
as shown below:

N O =

] # Report Header

¥ Page Header
# Detail

‘II # Page Footer :I
4

e From the pop-up menu, select Cut.

¢ Click the Save button. Save the report as Categories and Products.
e Click OK.

e Close the report.
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Creating a Report with Two Subreports
e Click Reports in the Objects pane.

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

e Select Report Wizard.

e Click OK.

o Select Table: Categories from the Tables/Queries drop-down menu.
¢ Add the CategoryName and Description fields:

Report Wizard

which fields do you wank on vour report?

/ You can choose from more than one table or query,

Tables{Queriss
Il’able: Categories ;l
Available Figlds: Selected Fislds:
|(ategorﬂD ‘ CategoryMame
Cancel il Mext > Einish

e Select Table: Products from Tables/Queries drop-down menu. This will be
the first subreport.

e Add the ProductName field.

e Select Table: Order Details from Tables/Queries drop-down menu. This will
be the second subreport.

¢ Add the UnitPrice, Quantity, and Discount fields:

Report Wizard

Available
OrderID

Description
ProductMame
UnitPrice

e Click Next.
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e Select the by Categories view option:

How do you wank ko view your
data? (CateqoryMame, Description

ProductMame

by Order Details LinitPrice, Quantity, Discount

2| Show me mare information

Cancel < Back Mext = Einish

¢ Click Next.

o Select the Quantity grouping level from the Do you want to add any
grouping levels dialog box:

Report Wizard

Do you wart ko add any grouping
levels? _akeqoryMame, Description
|Producthlam
CategoryMame =
UnitPri (Quantity

UnitPrice, Discount

click on the Ascending
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Report Wizard

o Click Next. Leave the default settings:

Report Wizard

HEREE XEMME HEEEE
HEREE HEMME HEEEE

HEEEE MHEME RHENE
HHRNN KNMEN RN

HEREE AN R

HAREE HAHRN RN
MEREE HEMME HEEEE

e Click Next. Select the Corporate reportstyle:

e Click Next.
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Type Categories Sample for the report name.
Click Finish.

Close the report.

Close the Northwind database.

Working with Report Snapshots

Open the Northwind database.

In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

Click Reports in the Objects pane.

Click on the Categories and Products report.

From the main menu, select File > Export.

Locate your Access 2003 Intermediate Samples folder.

Select Snapshot Format from the Save as type drop-down menu:

File pame: ICategnries and Products ﬂ
Save as EYpe! |snapshot Format (*,snp) -
Micrasaoft Excel 97-2003 (*.xls) -

HTML Documents (%, hkml;* hkm?
Text Files {*.txt;*, cov;* bab;*, asc)
Rich Text Format (*,rtf)
‘Snapshot Formak (*,snp)
HML (%, xml)

Name the file Categories and Products Snapshot.
Click Export.

Note: To see a sample of this snapshot report, open Categories and Reports
Snapshot Sample.snp in your Access 2003 Intermediate Samples folder.

Close the Northwind database.

Beveloping/DataAccgbs Rdoesl | 10

M Using the New Data Access Page Wizard

Open the Northwind database.

In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

Select Pages in the Objects pane. Click the New button.
Select Page Wizard. Select Customers from the drop-down menu.
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¢ Click OK:

Mew Data Access Page EHE

Design Yiew
Existing Web page

AukoPage: Columnar

This wizard autamatically
creates your data access
page, based on the fields you
select,

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

_ustarmers

oK { I Cancel |

e Select all fields from the Available Fields list:

TablesiQueries

ITabIe: Customers ;I

Available Fields:

ContactMame

ContactTitle

Address

City

Reqion e
PostalCode ;I _I

e Click Next.
e Select CompanyName for the grouping level:

Do you want ko add any grouping
levels?

|l:orrmanyName

(CustomerID, ContackMame,
(ContactTi idress, Ciky, Region,
= try, Phone, Fax,

Grouping Options ... I Cancel < Back I et > Einish

e Click Next.
e From the sort order drop-down menu, select CustomerID.

e Set the sort order as Ascending:
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You can sork records by up to Four Fields, in either
ascending or descending order.

1 ICustDmerID j Ascending
2 I j fscending |

¢ Click Next.

o Type Customers as the name for the data access page.
e Click Finish:

What title do wou wank for your page?

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

Do you wank to open the page in Access, or modify the
page's design?

" Qpen the page.

& Modify the page’s design.

[~ Do you wank to apply a theme to your page?

™ Display Help on warking with the page?

concel | <pack | | Eeish !}J

e This opens the Customers data access page in Design view.

¢ Click the Save button. Save the file as Customers.htm in your Access 2003
Intermediate Samples folder.

o Click Save. If you see a dialog box asking you if you want to set the folder as
the default location for data access files, click No.

o Close the Customers data access page.

Note:To see a sample of what the Customers-data access page shouldlook
like, open the/Customers Sample.htm in your Access 2003 Intermediate
Samples folder.

mn Defining a Data Source for a Stand-Alone Data Access Page

e Close the Northwind database, then from the main menu, select File = New.
The New File Task Pane appears.

e Click the Blank data access page link on the New File Task Pane. This opens
the Select Data Source dialog box.

e Double-click +Connect to New Data Source:

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



PAGE 60 - ACCESS 2003 - INTERMEDIATE LEV EL WORKBOOK

Select Data Source

Look in: I My Data Sources j & - K
e
s +Mew SOL Server Connection,odc
My Recent
Dacuments

This opens the Data Connection Wizard dialog box.
Select the desired data source to which you wish to connect. Ask your instructor
if you are unsure as to which data sources are available:

Data Connection Wizard

Welcome to the Data Connection Wizard
This wizard will help wou connect to a remote data source,

What kind of data source do vou wank to conneck to?

[

Cancel | = Back I Mext = I Fimist

Click Next.

Select the desired data Provider.

Click Next.

Select the desired Connection properties.
Click OK. This opens another dialog box:

D ata Connection Wizard

Select Database and Tahle
Select the Database and Table/Cube which contains Ehe data wou wank.

' Current Produck Lisk Filters records in Products table; query returns only produc

' Invoices {iCriteria) Record source for Invoice report, Based on six ke
Order Details Extended Record source For several Forms and reports, Uses CCur Fu
' Order Subkatals Record source For other queries. Uses Sum and CCur Funct
' Orders er Underlying query For the Orders Form. -
Cancel < Back. Einish |

A
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e Click Next. Type Sample.odc as a name for the new Data Connection:

Data Connection Wizard

Save Data Connection File and Finish

Enter a name and description for vour new Data Connection file, and press Finish ta
save,

File Mame:

Sample.odc Browse. .. |

[~ Save password in file

Description:

Sample data connection definition,

Search Keywords:

Cancel < Back. Ilext = Finish

e Click Finish.
e Close the data access page.

M Creating Stand-Alone Data Access Pages

e From the main menu, select File = New. The New File Task Pane appears.
Click the Blank data access page link.

Select Sample.odc.

Click Open.

This opens a blank Data Access Page:

"B Pagel : Data Access Page

¢ From the main menu, select View > Field List.

e This opens the Field List task pane which displays a listing of available table
and query fields to add to the Data Access Page.
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e Double-click on Customers to expand the menu, and select the
CompanyName, ContactName, and ContactTitle fields from the Field List
pane.

e Click Add To Page to add the fields to the blank page:

@; Hs'morthwind\Mortheind, mdb
E@ Tables

Categoties

|_——_| Custarners

(-7 Related Tables
----- CustomerID

e This opens the Layout Wizard:

Layout Wizard EH I
which layout would wou like For this section?
== =T =T ' Columnar
[=TF 1 = 1 Em
= 1 = 1 B3 " Tabular
[=F ] = ] =
= L =0 . " PivotTable
- mme—— " PivotChart
—— Office Spreadsheet
Em—— | s ) —
E— | = Y —
E— | = Y —
| = ) — | = [ —
E— | = [ e—
oK I Zancel
. ct the Col nar lay
e da s pa hout
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Working with PivotTables and PivotCharts

Creating Pivot Tables and Pivot Charts

Using PivotTables and PivotCharts

Open the Northwind database.

In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

Click Queries in the Objects pane.

Double-click the Quarterly Orders by Product query to open it in Datasheet
view.

From the main menu, select View > PivotTable View.

From the PivotTable Field List toolbox, drag and drop the Product Name field
on the row fields portion of the worksheet:

Lrop Row Flelds Her

M
f
+

Drag and drop the OrderYear field on the filter fields portion of the
worksheet:

IDer Filter Field 28 = r ==

Drag and drop the Customer1D field on the column fields portion of the
worksheet:

ﬁlrnp Column Fields Here z=a

Drag and drop the Qtr 1 field on the detail fields portion of the worksheet:

Drop Totals or Detail Fields Here

Click the Product Name drop-down menu.
Deselect the All check box.
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Check the Alice Mutton, Chai, and Chang boxes:

S0 ﬂ
[w] Arlice: Muttan

[[]#niseed Syrup

[[]Boston Crab Meat

[[]Camembert Pierrok

[JCarnarvan Tigers

[ Chai

[w] Charnig

[[]Chartreuse verte -
. | o

Click OK.

Click the CustomerID drop-down menu.
Deselect the All check box.

Check the ALFKI, BERGS, and BONAP boxes:

| (Al "
[¥]ALFKI
[]aMATR

[]AMTON
[]AROUT

[WIEERGS

[]BLAUS

[]ELOMP

[]EOLID

[ BOMAP =]

OF I Cancel | 4

Click OK.

Save the changes.

From the main menu, select View > PivotChart View.

Drag and drop the Qtr 1, Qtr 2, Qtr 3, and Qtr 4 fields on the data fields

sheet:
elect PivotCh > Chart Type.

ick the Type tab.
Change the chart type to a 3D Column chart:
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Properties B

General I Border/Fill - Tvpe | 30 Wiew |

[l colurnn

E Bar

|4 Line

|&t SmoothLine

B Pic

. RV (Scatter) m
@2 Bubble INIRIR

bty Area

@ Doughnut
B Radar
el Stock

Falar

30 Calurnn

e Close the Properties dialog box.

¢ Save the changes.

e Close the Quarterly Orders by Product pivot chart worksheet.
e Close the Northwind database.

SAMPLE
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Importing and Exporting

Linking to External Data Sources

Linking to Text Files

Open the Northwind database.

In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

Click Tables in the Objects pane.
Click the New button.

Select Link Table.

Click OK:

Hew Table 2 | x|

Datashest Yiew
Design Yiew
Tahle Wizard

ImEDrt Table

This wizard creates tables in the
current database that are linked
to kables in an external file,

OF :‘ I Cancel |

From the Files of type drop-down menu, select Text Files (*.txt; *.csv;
*.tab; *.asc).

Locate your Access 2003 Intermediate Samples folder,

Select the Territories.txtfile.

Click Link.

Clickathe Delimited option button.

Click Next:
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E= Link Text Wizard

e Click the Tab option button.
e Check the First Row Contains Field Names check box:

B3 Link Text Wizard

Click xt.
ctthe T 1D !
. e D dro o n el nteger:
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B8 Link Text Wizard E
fiou can specify information about each of the fields you are importing. Select Fields in the
area below. You can then modfy field information in the 'Field Cptions' area,

Field Options
Ficld Mame: |Territ0r\-’ID Data Iype: |Long Inbeger -
e f v -
Inidexed | m - I ™ Do nat im Currency
Siregler
Double
Date/ Time
TerritoryDescription Text X
Philadelphia OLE Object
Memo ¥
eward
[Fockville
|
1
Adyanced... | Cancel < Back I Mesdt = I Einish |
Click Next.
Name the linked table Territories.
Click Finish.

Click OK on the confirmation pop-up dialog box.

Linking to Microsoft Excel Spreadsheets

Click Tables in the Objects pane.

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

Select Link Table.

Click OK. This opens the Link dialog box.

From the Files of type drop-down menu, select Microsoft Excel (*.xIs).
Locate your Access 2003 Intermediate Samples folder.

Select the sales.xls file.

Click Link.

This gpens the Link Spreadsheet Wizard:
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EE Link Spreadsheet Wizard

‘Your spreadsheet file contains more than one worksheet or range. Which worksheet or range
wauld you like?

% Show Workshests
 Show Named Ranges

Desktop Notebooks Monitor
=5 18 B4
157 147 13

. =

§ o

Cancel I < pack I Next > | Eeish I

Click on the Finish button.
Click OK on the confirmation pop-up dialog box.

Linking to HTML Files

Click Tables in the Objects pane.

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

Select Link Table.

Click OK. This opens the Link dialog box.

From the Files of type drop-down menu, select HTML Documents (*.html;
*.htm).

Locate your Access 2003 Intermediate Samples folder.

Select the Cheltenham Courseware.htm file.

Click Link.

§n; / kH\TM \/ P L E
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EE Link HTML Wizard [ x]

‘Your HTML file contains more than one table or list. Which table or list would you like?

% Show HTML Tables '
r Home Pagel
€ ShowHTML Lists Home paggz
Home Page3

Home Page4

3

Cancel I Haet I et = I Einish I

Click the Finish button.
Click OK on the confirmation pop-up dialog box.

Linking to Other Access Databases

Click Tables in the Objects pane.

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

Select Link Table.

Click OK. This opens the Link dialog box.

From the Files of type drop-down menu, select Microsoft Office Access (*.mdb;
*.mda; *.mde).

Locate your Access 2003 Intermediate Samples folder.

Select the Data.mdb file.

Click Link. This opens the Link Tables dialog box:

Link Tables

Deselect Al |

Select the Expenses Report table.
Click OK.
Close the Northwind database.
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Importing Data into Access

e Open the Northwind database.

¢ In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

e Click Tables in the Objects pane.
e Click the New button.
e Select Import Table:

Hew Table 2 | x|

Datashest Yiew
Design Yiew
Table wizard

Impart Tah
Link, Table
This wizard imports tables and
objects From an external file inko
the current database.

o4 Zancel

e Click OK.

o This opens the Import dialog box.

e From the Files of type drop-down menu, select Text Files (*.txt; *.csv;
*.tab; *.asc).

e Locate your Access 2003 Intermediate Samples folder.

e Select the EmployeeTerritories.txt file.

e Click Import.

o Click the Delimited option button.

of Click Next:
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B Import Text Wizard

¢ Click the Tab option button.

e Check the First Row Contains Field Names check box.
e Click Next.

e Click the In a New Table option button:

E2 Import Text Wizard
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B Import Text Wizard

itories

ick Next.
e ne rted Empl T
lick Finish:
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EE Import Text Wizard ]

That's all the information the wizard needs to import your data.

Import to Table:

ErvploveeTeritories I

- EI;;uld like: & wizard to analyze my table after importing the

| T pisplay Help after the wizard is finished,

Mzan:ad‘..‘ Cancel I < Back I [t I Einish !kl

¢ Click OK on the confirmation pop-up dialog box.
o Close the Northwind database.

Importing Data into Access

Importing from Excel Files
¢ Open the Northwind database.

¢ In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

e Click Tables in the Objects pane.

e Click the New button. This opens the New Table dialog box.
e Select Import Table.

o Click'©K. This/opens the[lmport dialog box.

e From the Files of type drop-down menu, select Microsoft Excel (*.xIs).
o Locate your Access 2003 [Intermediate Samples folder.

o Select the salesuxis file.

e Click Import.

e “Click'Finish to complete the wizard.

e Click Yes on the warning dialog box.

¢ Click OK on the confirmation pop-up dialog box.

Importing from Other Access Databases
e Click Tables in the Objects pane.
e Click the New button. This opens the New Table dialog box.
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Select Import Table.

Click OK. This opens the Import dialog box.

From the Files of type drop-down menu, select Microsoft Office Access (*.mdb;
*.adp; *.mda; *.mde; *.ade).

Locate your Access 2003 Intermediate Samples folder.

Select the Data.mdb file.

Click Import. This opens the Import Objects dialog box.

Click on the Tables tab.

Select the Expenses Report object to import.

Click OK:

Import Objects K E3

Tables |Queries I Forms I Reportsl Pages I Macros I Modulesl

Cancel |
Select All |
Deselect Al |
Cptions == |

Close the Northwind database.

Exporting Data from Access

Exporting to Files

Open the Northwind database.

Inpthe displayed Main Switchboard dialog box, click on the Display Database
Window button:

Select'the Customers table to export!

From the /main menuj select File = Export. This opens the Export Table To
dialog box.

From the Save as type drop-down menu, select Microsoft Excel 97-2003 (*.xls).
Locate your Access 2003 Intermediate Samples folder.

In the File name field, type Customers.xls.

Click Export.
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Exporting to Access Databases
e Select the Customers table to export.

e From the main menu, select File = Export. This opens the Export Table To
dialog box.

From the Files of type drop-down menu, select Microsoft Office Access (*.mdb;
*.adp; *.mda; *.mde; *.ade).

Locate your Access 2003 Intermediate Samples folder.

Select the Data.mbd file.

Click Export. This opens the Export dialog box:

Export HE

E:xport Cuskamers o s

K. I
Cancel |

in Data,mdb

Export Tables
' Definition and Data

" Definition Only

e Click OK.
e Close the Northwind database.

SAMPLE
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Building Expressions

Using the Expression Builder

Using the Expression Builder in Queries

Open the Northwind database.

In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

Click Queries in the Objects pane.

Open the UnitPrice * 10 query in Design view.
Click in a blank field on the query grid.

Click the Build button on the Query Design toolbar:

&
L]
T

In the Expression Builder, double-click the Functions folder.
Click Built-1n Functions.
Click Text.

Double-click the Left function to add it to the Expression Builder pane:

Expression Builder E
Left («stringexprs, «ns) Ok
Cancel
Undo |

EX UnitPrice * 10 Diornain Aggregate

(¥ Tahles 'E!'rc-r Halndling
; imancial
¥ Queries Gentral
. {83 Forms Inpuk{Output
(%1 Reports Inspeckion
=1 Functions Math

Messages

el In Functions
Program Flow

Calorthwind -
‘E' il »

Left{stringexpr, n)}

Replace «stringexpr» with [ProductName].
Replace «n> with 1:
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Expresszion Builder EE
Left{[Produckhamme], 1) Ok
Cancel
Undo |
+ - *|e]=> << and or mot ke| (3] paste | e |
[ UnitPrice * 10 a | [Domsin Agareqate | [GUIDFromString |« |
(&] Tables Error Handling InStr
. Financial InStrRey
% Queries General LCase
Forms Input/Cutput L ase
E3] Reports Inspection
(=1 Funictions Math Left$
Built-In Functions Messages Len
il In Funcion Program Flow LTrim
S0L Aggregate LTrimg
Mid =]
Left{charcode
{ ) 4
Click OK.

Rename the column from Expr2 to Rolodex.
Change the sort order to Ascending:

Field: |Rolodesx: Left[ProductNamme], 1)
Table:

Sork: | Ascending
Show:
Criceria:
ars

Run the query.
Save the changes.
Close the UnitPrice * 10 query.

Usiagsthe Expression Builder in Forms

Click' Forms in the Objects pane.

Open the Categories form in Design view.
Double-click on_any control in the form.

Click the Data tab.

Cilick'the ellipses next to the Control Source field:
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E'Text Box: Textl

ITextl j

Format ~ Data |Event I Other I all I

Contral Source . .. u -] .
ImputMask . . ...,

Default Yalue . .. ... ...

Enabled . . . ... Yes

locked. . ... ... ... ... Mo

Filker Lockup . .. v v v Dakabase Default
SmarkTags .. o000

e This opens the Expression Builder.
e Build an expression using an item from the field list. Experiment!:

Expression Builder 2 | x|
[Producks] * 10 Ok
Zancel

Unda |
+ - *|ﬂ=><=:>| And O Mot Likeliﬂ Paste | Hep |

E=3Formi <Form: M
(%] Tahles <Field List = AfterDelConfirm

. Label4 AfterFinalkender
(81 Queries Text3 AfterInsert
(#] Forms Cietail AfterLayout
(& Reports Afterfender
(%] Functions AfterUpdate
£ Constants Allowadditions )
(1 Operatars AllowwD atasheetiew
AllowDeletions
(3 Cammon Expressions AllowDesignChange ¥ |
s
e Click OK.

¢ Notice the format of the Control Source expression:

E'Text Box: Text3

Filker Lockup . .. v v v Dakabase Default
SmarkTags .. o000

e View the form to see the results.
e Close the form without saving the changes.
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Using the Expression Builder in Reports

Click Reports in the Objects pane.

Open the Categories and Products form in Design view.
Double-click on a control in the report.

Click the Data tab.

Click the ellipses next to the Control Source field. This opens the Expression
Builder.

Build an expression using an item from the field list. Experiment!
Click OK.

View the report to see the results.

Close the report without saving the changes.

Close the Northwind database.

Using Common Built-in Functions

Using Date/Time Functions

Open the Northwind database.

In the displayed Main Switchboard dialog box, click on the Display Database
Window button.

Click Reports in the Objects pane.
Open the Categories and Products report in Design view.
Click the Text Box button on the Toolbox toolbar:

Add a Text Box control to the Page Footer section of the report.
Label the new control DATE:

 Page Fooker
. TE: ggg||_|nbc.und
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e Double-click on the unbound portion of the DATE control.
¢ Click the Data tab.

o Click the ellipses next to the Control Source field:

E" Text Box: Texte

|Text5 j

Format  Data |Event I Other I Al I

Control Source . ... ... .. | | [!
ImputMask . . ... ...... ..

Runming Surm . . v Mo

Smark Tags . ... 00000

e Double-click Functions.

e Click Built-1n Functions.

e Click Date/Time.

e Double-click Date to add it to the control:

Expression Builder K E2
Date () :OK
Zancel

:

Undo

+- i *|a|=><<sand or not tke| (3] Paste | e |

[#] Categories and Produ/a| | <al= =~
(#] Tables gfra‘fs .
) onversion

(81 Queries Dakabase
(8 Forms Dake| Time
(¥ Reparts DDEJOLE
=1 Functions Domain Aggregate DakePart

[BSELilt-In Funictions Error Handling Dakeserial

n Financial Datevalue

(27 Morthwind Sample General Day

Al I I 4 Inpuk/Output * | |Hour ;I
Datel
() v
e Click OK.

¢ “Close,the dialog box.
o Save the changes to the Categories and Products report.
e  Close/the report.

Using Financial Functions

e Click Reports in the Objects pane.

e Open the Categories and Products report in Design view.
o Click the Text Box button on the Toolbox toolbar:
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Toolbox v X

& @
EH = [

ﬂ [i'oj Text Box| [55]

N[O se

e Add a Text Box control to the Page Header section of the report.
e Double-lick on the control.
e Click the Data tab.

o Click the ellipses next to the Control Source field. This opens the Expression
Builder.

¢ From the field list, select Functions > Built-In Functions > Financial.

e Scroll through the list of Financial functions. Try using the various functions.
Experiment!

e Click OK.

e Close the report without saving any changes.
e Close the Northwind database.

e EXit Access 2003.

SAMPLE
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