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Installing the Sample Files into the Hard Disk

Installing the Sample Files

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

o Copy the sample files for this course to the My Documents\Access XP
Intermediate Samples folder. 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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Working with the Northwind Sample Database

Installing the Northwind Database

e Open Microsoft Access 2002.

e Click the Search button on the Database toolbar.
¢ In the Search text box, type Northwind.

e Click Search.

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

e If Northwind is not found in the Search Results it will need to be installed.
e |Insert the Microsoft Office XP CD-ROM in the CD-ROM drive.
¢ Double-lick Setup.

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

e Select Add or Remove Features.

e Click Next.

e Under Features to Install, select the Microsoft Access for Windows subtree.
¢ Under Sample Databases, select Run all from My Computer.

e Click Update.

e Once the installer completes, click OK to finish.

e Click the Search button on the Database toolbar.

¢ In the Search text box, type Northwind.

e Click Search.

e When Northwind.mdb appears in the Search Results, click on the file to open
it'andyproceed to the next chapter.
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Designing Tables in Access 2002

Establishing Relationships

e With Northwind open, click OK on the Northwind Traders splash screen.

o At the Main Switchboard, click the Display Database Window button.

o Click the Relationships button on the Database toolbar.

¢ Right-click on the relationship between the Employees and Orders tables.

e From the pop-up menu, select Delete.

o Click the Yes button when prompted to delete the relationship.

e 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.

e Click Join Type in the Edit Relationships dialog box.

¢ Select the option button labeled 2.

e Click OK.

o Check the Enforce Referential Integrity box.

e Check the Cascade Update Related Fields check box.

¢ Check the Cascade Delete Related Fields check box:

Edit Relationzhips
Table/Cuery: Related Table/Cuery:
IEmpIDvees LIOrders j k

Cancel
EmployveslD = | EmployveelD =
— Join Tvpe.. |
-

Create Mew.,
v Enforce Referential Inteqrity———————— —I
|

ade Update R Fields
v Cascade Delete cords

¢ Cllick Create.
e Click the Save button.
e Close the Relationships window.

Working with Indexes

e Click on Tables in the Objects pane.
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Open the Customers table in Design view.
Click the Indexes button on the Table Design tool
Type ContactName in the Index Name column.

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

£ Indexes: Customers

bar.

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

in the Index Properties

-

Index Name Field Mame Sort Order
Ciky Ciky Ascending
- CompanyMame CompanyMame Ascending
[ |PostalCode PostalCode Ascending
ﬂ Primarykey CustornerID Ascending
- Region Region Ascending

ContackMarne CantackMarne Descending

o

Index Properties

Primary Mo
Unigue Mo If Yes, recards with a Mull value excluded
Igniore Nulls * from the indss,

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

Working with Data Types

Click on Tables in the Objects pane.
Open the Customers table in Design view.

Select Text from the Data Type drop-down menu.
Inythe Field Properties area, set the Field Size to
Click“the Savesbutton.

Close sthe table.

Typea new field hamed CompanySlogan in the Field Name column.

100.
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Designing Queries in Access 2002

Creating Action Queries

e Click on Queries in the Objects pane.

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

e Select Design View.

e Click OK.

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

e Click Add.

e Click Close.

o Click on the Query Type drop-down menu on the Query Design toolbar.
e Select Update Query.

¢ Select UnitPrice from the Field drop-down menu.

e Select the Update To section of the query grid and type [UnitPrice]*2:

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

ary

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

e Save the update query as Multiply Unit Price by Two.

e Click OK.

¢ Right-click on the Products table in the query window.

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

s Clickithe Show Table button on the/Query Design toolbar.

e  Select Orders from the Tables tab/in the Show Table dialog box.

o ClickPAdd.

e, Click Close

¢ 2 Clickdhe Query Type drop-down menu on the Query Design_toolbar.
e Select Delete Query.

e Select OrderlID from the Field drop-down menu.

e Type 10249 in the Criteria section of the query grid:

Field: | CrderID
Table: |orders
Delete: |where
riterial | 10249
ar:
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e Click the Run button on the Query Design toolbar to execute the delete.
o Click Yes to apply the changes.

¢ From the main menu, select File > Save As.

o Type Delete OrderID 10249.

e Click OK.

e Close the query window.

Creating Parameter Queries

e Click on Queries in the Objects pane.

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

e Select Design View.

e Click OK.

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

e Click Add.

e Click Close.

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

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

Field: |ProductiD Producthame SupplierID
Table: |Products Products Products
Sork:
Shiaw:

Criberia: [Enter a Product Mame
or:

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

Enter Parameter ¥ alue

e Save the query as Search By Product Name.
e Click OK.
e Close the query.
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Creating Calculated Columns in Queries

e Click on Queries in the Objects pane.

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

e Select Design View.

e Click OK.

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

e Click Close.

e Select ProductName and UnitPrice from the Field drop-down menu.
e In the next field type [UnitPrice]*10:

Field: [ProductMame LnitPrice Exprl: [UnitPrice]*10

Table: |Products Products

Sork:

Show: O
Criteria:

ot

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

Note: Access automatically displays the calculated column as Exprl.

e Save the query as UnitPrice * 10.
e Click OK.
e Close the query.

Joining Tables

o _Gilick,Queries ingthe Objeets pane.

e Click'the New/button to open the New Query dialog box:

e »Select Design View.

¢ Click OK.

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

o Click?Add/

e Select Unit Price * 10 from the Queries tab in the Show Table dialog box.

e Click Add.

e 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:

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



PAGE 11 — MICROSOFT ACCESS XP - INTERMEDIATE LEVEL WORKBOOK

* UnitPrice = 10
ProductD

ProductMame Productiarne
SupplierICy UnitPrice

CategoryID
QuankityPerlUnit
UnitPrice
UnitsInStock
UnitsCnOrder
ReorderLevel
Discontinued

Exprl

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

menu:
Field: -
Table! [|Products.*® o
Sorts || Products, ProduckID —
=l VB Pr-oducts, ProductMame
Criteria: || Products,SupplisrID

ary || Products, CategoryID
Products. QuantityPerUnit
Products. nitPrice

Products. UnitsInStock, -

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

e For the third field, select UnitPrice * 10.Exprl from the Field drop-down

menu:
Field: | ProductMame CuantityPerUnit Exprl
Table: |Products Products nitPrice * 10
Sork:
Show:
Criteria:
ar'

e Click the Run/button on the Query Design toolbar to execute the query.
e Save the query as Join Product and Price * 10.

e ClickOK.

e Close the query window.
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Designing Forms in Access 2002

Creating Data Entry Forms

e Click Forms in the Objects pane.

e Click the New button.

e Select Design View.

e Select Products from the drop-down menu.

e Click OK.
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:

] & Detail

Productiame

e Right-click on the ProductName control.

e From the pop-up menu, select Properties.

s s’Select the Formalt tab.

e From'the Special Effect drop downsmenu, select Raised:

i Text Box: ProductMame

Farmak aka J

Transparent
Back Color . .. .......... 16777215
Special EFfect . ... Raised Rl _I
Border Skyle . o 0000 Solid
Border Color . . ... 0
BorderWidth . ... 0L 3 pt
ForeColor . ... ......... 0
Font Mame . . ... ... ... Tahoma ;l

e Close the dialog box.
¢ Right-click in the Detail area of the form.
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e From the pop-up menu, select Page Header/Footer.
e Click the Label control on the Toolbox toolbar.

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

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

I # Page Fooker

e Type Product Entry Form:

H # Page Fooker

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

Product Entry Form I
T EEETETTETITTITTTITTIEY :

Working with Subforms

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

# Detail
PrTALEE AR

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

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

e Click Next.

e Select the Choose from a list option button.

e Click Next.

e Type Show Categories Subform as the name of the subform.
e Click Finish.

¢ Save the changes to the Product Entry Form.

e Close the form.

Creating Pop-up Forms

e Open the Product Entry Form in Design view.

o 1T the Form properties dialog box is not open, right-click on the main form
area.

o “From,the pop-up menu, select Properties.
o Click the Othertab.
e\ Select Yes from the'Pop Up drop-down menu:
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IFu:urm j
Forrmat | Data | Event ~ Other | Al |
PopUp....oovvov v Yes
Modal . oo
el Mo
MenuBar ..o v
Toolbar .. ... .00t
Shortcut Menu . ... L Yes
Shortcut Menu Bar . . ... ..

Fask Laser Prinking . . . .. . . Yes

HelpFile .. ......oov0 0

Help Context Id . .. ... ... 0

Tag. ... v

HasModuale . . .......... Mo

Allowe Design Changes . . . . . Design View Cnly

e Select Yes from the Modal drop-down menu:

IFDrm j
Farmat I Diata I Event  Qther | all I
Poplp............... Yes
Modal . oo Yes -
Cycle . oo
PIERUBEE v ve e e r e Mo
Toolbar . . ... ...
Shorkout Mernu . o000 s
Shortcut Menu Bar .. ... L
Fast Laser Prinking . . ... .. Yes
HelpFile..............
Help ConmtextId . . ..... .. 0
Tl o coooonooaoo00000a0
Has Module . . ........ .. Mo
Allovs Design Changes . .. . . Design Yiew Only

e Close the Form properties dialog box.
s » Save the changesito the Product Entry Form.
e Close the form.

Working with Switchboards

¢ From the main menu, select Tools > Database Utilities > Switchboard
Manager.

e 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.

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 |

Texk: IOpen Froduct Enkry Form ok
Comrmand: Cpen Form in &dd Mode -
a I P _I Zancel
Form: |F'r|:u:||_||:t Enkry Foarm ;l

Click OK.

Click Close.

Click the Make Default button.

Click Close.
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Designing Reports in Access 2002

Working with Standard Reports

¢ Click Reports in the Objects pane.

e Click the New button.

e Select Design View.

e Select Products from the drop-down menu.

e Click OK.

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 and controls as shown below:

IE""'I"'1"'I"'E"'I"'S"'I'

# Page Header
- ||Prodiict Mame: |

# Detail

. [|ProductMatme |EE|LIn'rtF‘riu:e |
....................... [
# Page Footer

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

e From the pop-up menu, select Report Header/Footer.

e Click the Label control on the Toolbox toolbar.

o _Place the Label,control ongthe Reportlkootersection of the report:

# Report Fooks

e “Type Products Report:

# Report Fooker
B |F'rn:ndu::13 RepnrtJ_ |

¢ Right-click in the detail area of the report.
e From the pop-up menu, select Sorting and Grouping.
e Select UnitPrice from the Field/Expression drop-down menu.
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e Select the Descending sort order from the Sort Order drop-down menu:

Sorting and Grouping E3

Field/Expression Sort Order -
P | UnitPrice Cescending 1

=l

Group Properties

Group Header No Select ascending
Group Fooker Mo or descending
Group on Each Yalue sort arder,
Group Interval 1 Ascending
Keep Together Mo means sorking A

e Close the Sorting and Grouping dialog box.
e Save the form as Products Report.

e Click OK.

e Close the report.

Working with Subreports

e Click Reports in the Objects pane.

¢ Click the New button.

e Select Design View.

¢ Select Categories from the drop-down menu.
e Click OK.

¢ Drag and drop the CategoryName and Description fields from the Categories
data source to the Detail area of the report.

¢ Resize the labels and controls as shown below:

Categoryhame

e Click the Subform/Subreport button on the Toolbox toolbar.
e Create a subreport in the Detail area of the form:
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s ICategoryMame

Dezcription

Select the Use existing Tables and Queries option button.

Click Next.

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

Click Next.

Select the Choose from a list option button:

SubReport Wizard

Whould you like to define which Fields link wour main Form o this
subFarm vaourself, or choose From the lisk below?

+ Choose from a list, = Define my own,

Click " Ne xt.
Type Products subreport as the name of the subreport.
Click'Finish.

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

1A B
-l: :I ¥ Report Header :

¥ Page Header
& Detail

||| ¥ Page Footer
& Report Fooker

¢ Change the Report Header for the Products subreport to Products:

lE"---l---1---|---2---|---3---|---4---|-_;
] # Report Header

lroducs [

& Page Header
& Detail

& Page Footer
# Report Fooker

B =
1| »

¢ Right-click on the Product subreport label just above the subreport as shown
below:

e From the pop-up menu, select Cut.

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

e Close the report.
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Working with Report Snapshots

¢ Click Reports in the Objects pane.

e Select the Categories and Products report.

e From the main menu, select File = Export.

e Locate your Access XP Intermediate Samples folder.

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

File: miarne: ISnapsth_sample j
34vE 35 LYPEL |Snapshot Format -
Microsoft Excel 97-2002 "
HTML Docurnents b
Text Files
Rich Text Farmak

‘Snapshot Formak

*ML Documents l

e Name the file Categories and Products Snapshot.
e Click Export.

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

Developing Data Access Pages

e Select Pages in the Objects pane.

o Click the New button.

o Select Page Wizard.

e Select Customers from the drop-down menu.
o Click GK.

e Selectall fields from the Available Fields list:

Table: Cugtamers £/

-

CompanyMame LI
ContactMarme s
Contact Title

Address

City =
Reqion =
PostalCode LI

e Click Next.
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Select CompanyName for the grouping level:

Do you wank to add any grouping

lewvels? (CustomerID, Companyhame,
(Contacthlame, ContactTitle, Address,
City, Region, PostalCode, Country,
Fhone, Fax, CompanySlogan

=
Contacthame
ContactTie =

Address
ity +|
Region Priarit

PostalCode &

Country LI
[

Phone

(ErEURNG PEEHENS . | Cancel < Back, I Mext = I Einish

Click Next.
From the sort order drop-down menu, select CustomerlID.
Set the sort order as Ascending:

You can sork records by up to Four Fields, in either
ascending or descending order.

1 ICustDmerID j Ascending

Z I j Ascending |

Click Next.

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

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

Save the file as Customers.htm in jyour Access XP Intermediate Samples
felder.

Click“save.

Close the Customers data access page.

Note: To see a sample of what the Customers data access page should look
like, open the Customers Sample.htm in your Access XP Intermediate
Samples folder.
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Working with PivotTables and PivotCharts

Creating Pivot Tables and Pivot Charts

e Click Queries in the Objects pane.

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

¢ From the main menu, select View > PivotTable View.

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

Lrop Fow Fields Her

!
H
B

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

Elrup Filter Fields Here  &=2)

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

Elrup SOl Ficlde N e

e Dragand drop the'Qtr 1 field on the detail fieldsgportion of the worksheet:

Drop Tatgls of Detail Field=tHere ==

e Click the Product Name drop-down menu.
e 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:

| .
[ ALFKI
[JAMATR

[]AMTON
[]AROUT
[W]EERGS
[]BLAUS
[JELOMP
[]EOLID
[w]BOMAP hd

OF I Cancel | i

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
portion of the worksheet:
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Properties BH

30 Yiew I Series Groups I ShowHide |
General I Border /Fill I Data Details Type

o TETL
ik o

|ﬁ Line

[ smoothline
» Fie

2 WY (Scatter)
@ Bubble

‘ Area

@ Doughnut
W Radar

|5 Stock

Polar

N —

30 Column

e Save the changes.
o Close the Quarterly Orders by Product pivot chart worksheet.

SAMPLE
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Importing and Exporting

Linking to External Data Sources

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

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

o Locate your Access XP Intermediate Samples folder.

e Select the Territories.txt file.

o Click Link.

o Click the Delimited option button.

e Click Next.

¢ Click the Tab option button.

e Check the First Row Contains Field Names check box:

E= Link Text Wizard E3

What delimiter separates vour fields? Select the appropriate delimiter and see how your bext
is affected in the preview below,

Choose the delimiter that separates vour Fields:
’75' Tab " Semicalon ' Comma " Space ' Other: I

v EFirst Row Contains Field Mames Tezxt Qualifier: I{none} hi I

TerritoryID |Territorylescription
D1551 Westhoro
01730 Eedford
01533 IFeQroetow
D211e BosSton

02139 IZagei v idge
Braintree

i

[ — W -
advanced. .. Cancel « Back et = Finish I

o Click Next.
e Select the Territory ID column.
e From the Data Type drop-down menu, select Long Integer:
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H Link Text Wizard E3

‘fau can specify information about each of the fields wou are importing. Select fields in the
area below, You can then madify Field infarmation in the 'Field Options' area.
Field Options
Field Marme: |Territnr';-'ID Daka Type:  [Long Integer ;l
. F Y
Indexed: |Nn ;l ™ Donotim Currency
Single
Double
Date|Time
TerritoryID |TerritoryDescription Text ]
- - CQLE Cbiject
hiladelphia
Memo il
eward
ockwille
reenshoro
ary _I
olwmia
» : hd
kI o
Advanced. ., | Cancel | < Back I Mext = I Einish I

Select the TerritoryDescription column.
From the Data Type drop-down menu, select Text:

E3 Link Text Wizard E

Wou can specify information about each of the fields vou are importing,  Select Fields in the
area below, You can then modify Field information in the 'Field Options' area.

- Field Options
Field Mame; |Territ0ryDescription Data Type: |Text ;I
- |Currency
Inile.zz IND ;I ™ Do notim Single
Double
Date) Time

01730
01533
Nz11¢6
L2139

|ﬁl. Can% F <5§| Mext = F' Fnish |

Scroll to the right and select the RegionlID column.
From the Data Type drop-down menu, select Integer.
Click Next.

Name the linked table Territories.

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

Importing Data into Access

e Click Tables in the Objects pane.

e Click the New button.

e Select Import Table.

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 XP Intermediate Samples folder.

e Select the EmployeeTerritories.txt file.

e Click Import.

¢ Click the Delimited option button.

e Click Next.

o 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:

E Import Text Wizard

‘ou can store vour data in a new table or in an existing table,

Where would you like to stare your data?

% In a Mew Table

™ In an Existing Table: |

=l
.A-NA

ErployecID |TefEd tBEYID [ ]
| 1 D&ag897 -
1 18713
01551
1730
| 013833
D2116 LI
A i
Advanced. .. | Zancel < Back I et = I Einish I

o Click Next.
o Accept the defaults and click Next.
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e Select the No primary key option button:

B3 Import Text Wizard E3

Microsoft Access recommends that you define a primary key For
S wour new kable, & primary key is used to uniguely identify each
record in vour table, It allows vou ko retrieve data more quickly,

| BEFEE TR
& HEH HEH RRE
Fonnn oo
& HEH HEH RRE
& nnn o on

i Let Access add primary ke,

" Choose my own primary key. ;I

@ Mo primary ke,

EnmployeeIDl [TerritoryID

1 hega7 ﬂ
1 19713

2 01581

= D170

I 01833

2 D2116 ;I
A i
Advanced. .. | Cancel < Back I etk = I Einish I

o Click Next.

¢ Name the new imported table EmployeeTerritories.
o Click Finish.

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

Exporting Data from Access

e Click Tables in the Objects pane.

e _aSelect the Products tabler

e From'the maim menu, selectFile = Export.

o _bkocate your Access XP Intermediate Samples folder.

o Type Products for'the File name.

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

e Click Export.

¢ Click the Delimited option button.

e Click Next.

o Click the Tab option button.

e Check the First Row Contains Field Names check box.

e Click Next.

e Click Finish.

e Click OK.
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SAMPLE
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Building Expressions

Using the Expression Builder

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:

N

In the Expression Builder, double-click the Functions folder.

Click Built-1n Functions.

Click Text.

Double-lick the Left function to add it to the expression builder pane:

Exprezzion Builder EHE
Left («stringexprs, «rs)
Zancel
Undo |
+ - *|a|=><<s and or wot tke| (3] paste | Hen |
Iil |JnitPrice * 10 & | |Domain Aggregate | | [GUIDFromSkring ;I
(%] Tables = [Errar Handling Instr
A Financial InStrRey
(1 Queries General LCase
(3 Forms Inpuk fioukput L ase
(3] Reporks Inspection
(=1 Functions — IMath Left$
B Euilt-In Functions Messages LE'-!
B tiorthwind Program Flow LTrim .
OFERAIN 50L Aggregate LTrimg
1 | |Mid ad

-iﬂ:[stringeupr. ’

0

o Replace «stringexpr» with [ProductName].
o “Replace «n> with 1:
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Expression Builder EHE
Left([Producthlame], 1)
Cancel

+ - f *|a|=><<s| and or mot lke| ()] paste | Hen |

[ UnitPrice * 10 4 | |Domain Aggregate ﬂ GUIDFromString d
(3 Tables Errar Handling InStr
A Financial InStrRey
(#1 Queries General LCase
(#] Forms Inpuk/Cukput LCase
[E3] Reports Inspection
(=1 Functions Math Lefts
Built-In Functions & NG Len
U MU Program Flow LTrim
S0L Aggregate LTrimg
Mid x|
Left{charcode
{ ) v
e Click OK.

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

Field: |Rolode:x: Left{[ProductMame], 1)
Table;
Sork: | Ascending
Show:
Criteria:

ar:

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

Using Comm@mBuiltiiniFunctiohs| | | ]

¢ Click"Reports.in;the Objects'pange.

e . Open the Categories and Products report in Design view.

¢ “Click the Text Box button'on the Toolbox taolbar.

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

{ # Page Footer

e Double-lick on the unbound portion of the DATE control.
e Click the Data tab.

ééLlnI::u::und B
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e Click the ellipses next to the Control Source field:

& Text Box: Textb

|Texts j

Formak — Data |Event I Other I &l I
Conkrol SoUrce e

Imput Mask.. . ...........

Runming Sumn . .o Mo

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
Cate ) ’:OK
Cancel
Unda |
+ - *|a|==<xs] and or ot tke| (3] Paste | e |
[#] Cateqories and Produa | [ <al> a | |Date -
[¥] Tables Arrays YDiate
] Conwersion
% Queries Database Datet
Forms Diatel Time Dakesdd
[# Reports DOEJOLE DateDiff
=1 Functions Damain Aggregate DatePart
B Lilt-In Functions E_rru:nr Handllng DateSerial
n Financial Datetalue
(3 Morthwind Sample + General Day
1 | | 4 Input/Cukpuk ¥ | |Hour ;I
Date
() é
s ClickiOK.

e  Save the changes to the Categories and Products report.
o Closenthe report.
e, Exit Microsoft Access 2002.
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