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Step-By-Step
i

o Choose Start>All
Programs>Microsoft
Office®>Microsoft Office
Excel 2007.

9 In Excel, click Office .

Click Open.

e Locate and open the data
file Product Info.xIsx.
Save as: Product Info-[your
first initial and last name]
(for example, Product Info-

rgupta).

o Read each field name. Note
that the fields Product ID,
Product Name, Cost,
and Inventory all contain
stored data.

e Click in cell E2 in the Total
Value field (see Figure 1.1).

o €ICHECK) Your screen
should look like Figure 1.1.

b Continued on the next page.

Daty

EXERCISE 1 ﬁ aa
Define Data Needs *

When you begin to design a database, you should think about the types of data that
you need to include. One way to prepare data use in a database is to set up your data
fields in a spreadsheet program such as Microsoft Excel. When entering data in an
Access database, consider whether the data should be calculated by the database or
entered by the user. Stored data will remain the same until the user manually changes
it. Calculated data changes in response to other data modifications. Examples of
stored data and calculated data are shown in Table 1.1.

TABLE 1.1 Examples of stored data and calculated data

Stored Data Calculated Data

Product ID Total value of all products in inventory.

Product name Total number of products in inventory.

Product cost Total Valuells calculated by multiplying the Product cost field by the
Inventory field.

Inventory Average monthly inventory levels.

FIGURE 1.1 Product Info worksheet

If a database stores cus-
tomer address information,
the data remains the same
until a user goes into the
database and changes it.

If the database tracks the
total value of a product, the
value in inventory changes
when the price changes.

Exercise 1

@ =0, B - B Product Info-rgupta.xlsx - Microsoft Excel = =
e Home l Insert Page Layout Formulas Data Review View @ -9 X
=1 X ||arial -l - = |Custom - = ——— - =lnsertr || X v ? [ﬁ
Pg By ‘B 7 H'”A‘ A'| - |$_ m ,‘ Field with b Delete -+ || @]~ L
E'! . J &r- é - =5 |(.'n'g -iEE| caICUIated data ] Format - || 2~ Fi‘ljter' Slerlled:'
Clipboard ™ Font r] Alignment. £} Mumber W-‘ Stylgs “ Cells Editing
E2 - fe | =PRODUCT{C2:D2) ¥
A B C D E ] e ey e ey | =
1 Product 1D Product Name Cost Inventory Total Value
2 1| Type 2 fuel injector 5265.20 1,000]_$265.200.001 Cell E2
3 2 Head bolt $22.50 1.500 $33,750.00
3 Head gasket $45.00 800 $36,000.00
5 4 Tailpipe $76.25 800 $61,000.00
6 5 3-series fuel pump $710.44 200| $142,088.00
7 6 Exhaust bracket $17.50 600 $10,500.00
8 | A A
Records |
1

Examples of fields
with stored data
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Step-By-Step
i

o Click in cell D2 (see

EXERCISE 1 (Continued)
Define Data Needs

Figure 1.2). FIGURE 1.2 Stored data in Product Info worksheet
e Oa Vi - - g Product Info-rguptaxlsx - Microsoft Excel ’
SeleCt 1000 Key: 500 REL Home Insert Page Layout Formulas Data Review View
Press IENTER . D2 - £ [ 1000
A B T D E F ]
0 €ICHECK) Your screen 1 Product ID Product Name Cost Inventory Total Value
. . 2 1| Type 2 fuel injector $265.20 1.000]  $265,200.00
should look like Figure 1.3. 3 2|Head bolt $22.50 1,500 $33,750.00
Note that the value in cell 4 3|Head gasket $456.00 800 $36,000.00
5 4|Tailpipe $76.25 800/  $61,000.00
E2 changes to $132,600. 6 5|3-series fuel pump $710.44 200/ $142,088.00
@ 7 6| Exhaust bracket $17.50 600/  $10,500.00
Save and close the Lol
g
Product Info spreadsheet 10|
. 11
and exit Excel. 2
13
=) Continue to the next exercise. %
16
| 17|
You Should Know 18
19 ‘
20 A e ———)
Stored data, such as the -
rice of a inventory in an
P ) Y FIGURE 1.3 Calculated data changed
automotive parts ware-
) T Product Info-rgupta.dsx - Microsoft Excel
house database, must be @g) \H9- ) 2Lk ’
Changed manua”y. Ca/CU' Home Insert ( Page Layo;: | Formulas Data Review View
D3 ~(» 1500
lated data depends on X 5 c = = —
other data. For example, 1 Product ID Product Name Cost Inventory Total Value
the total value of all gaskets 2 1|Type 2 fuel injector $265.20 —> 500 $132,600.00
) , 3 2|Head bolt $22.50 1,6001  $33,750.00
held in the warehouse’s 4 3|Head gasket $45.00 800/  $36,000.00
inventory would change if 5 4|Tailpipe $76.25 800/  $61,000.00
. . 6 5|3-series fuel pump $710.44 200| $142,088.00
either the price of head 7 6|Exhaust bracket $17.50 600/  $10,500.00
gaskets went up or the %
quantity of gaskets went 10 Change in cell D2 causes
11 calculated value in cell E2
up or down. You can calcu- =2 to change
late stored data in Excel | 13|
. . 14
and import it to Access. 5|
You also can create %
calculated and stored EQ
data directly in Access. 1—3/\/\
—— __-_-_-_——_
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Step-By-Step
i

© OO0

8
o

0

Click Start>All
Programs>Microsoft
Office®>Microsoft
Office Access 2007.

Click Office (€). Click
Open.

Navigate to the Phil’s
Pick-a-Part database file.
Ask your teacher how and
where to copy the database
before working in it.

Select the database file and
click Open.

In the Navigation Pane,
right-click the Product Info
table and select Design
View from the menu.

In the Field Name column,
click in the blank cell under
Cost. Key: QtyInStock.

Press .

Click the Data Type drop-
down arrow IE' From the
list of data types, select
Number.

€ICHECK) Your screen

should look like Figure 1.4.

Under Field Properties,
click in the Caption box
and key: Stock Quantity.

Click Save . Click the

Cost field and press .

Change the Data Type to
Currency.

b Continued on the next page.

Exercise 2

EXERCISE 2
Define Field Data Types

You can use various data types to organize the data in your database. Some data is
best presented as text, while other data should appear as a number. Sometimes, data
should be stored as a combination of both, or as one of two values, such as Yes or No.
A Memo data type, which can store up to 65,535 characters, is best for storing long
text data, such as a comment or note about a particular order or product. A Currency
data type is best for storing monetary values. To ensure that data in a field supports
searches or meets certain conditions, use a data type that supports a conditional
expression, or Boolean operator, such as AND, OR, or NOT. One kind of Boolean
operator is a comparison operator, such as equal, not equal, less than, more than, and

so on. Common data types that support Boolean operators are shown in Table 1.2.

TABLE 1.2 Common Data Types that Support Boolean Operators

Text Currency

Number Yes/No

Date/Time AutoNumber

FIGURE 1.4 Product Info Stock field added to parts database

Table Tools | Microsaft Access - e

o

E!!I.."E ) - p-,:;:
toa
Home  Creste  ExternalData  Database Tools Design @

B ¥ & & £

View || Primary Builder Test Validation Property Indexes
- Key Rules Sheet
|| Views Tools Show/Hide

‘G Security Warning  Certain content in the database has been disabled

Tables. -«

Za Insert Rows
=¥ Delete Rows
=0 Lookup Column

B customerInfo

= orderinfo FH Product Info -
5 Product Info Field Name Data Type Description -
% |productip AutoNumber =
Product Name Text
Cost Number
QtylnStock [~
Product
Info table

[Data type drop-down arrow

General |Lookup)

Field Size
Format
Decimal Places Auto
Input Mask
Caption,

Long Integer

A A | The data type determines the kind of values.
<_I. NaVIgatIOI'I pane| that users can stare in the field. Press F1 for

—vaTETe T help on data types.

Required Mo

Indexed Mo
Smart Tags
Text Align

General

Design view. F6 = Switch panes. Fi = Help.

Num Lock HE\@\@I*E’E"I
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Step-By-Step
i

m Under Field Properties,
click in the Format box.
Choose Currency.

@ Click Datasheet View .

Click Yes to save changes.
Click Yes again.

@ €ICHECK) Your screen

should look like Figure 1.5.
Close the Product Info
table.

@ Open the Customer Info
table in Design View.

@ Click in the Notes field
Data Type box. Click the
drop-down arrow and
select Memo.

@ €ICHECK) Your screen

should look like Figure 1.6.

@ Click Save . Close the

Customer Info table.

=) Continue to the next exercise.

Troubleshooter

The data types you assign
will depend on how you
want to use the data. A
Date/Time data type
stores dates. A Number
data type performs
calculations. The Memo
data type saves notes. To
ensure that data meets a
condition, change a field’s
data type to support
searches or comparisons.

Exercise 2

EXERCISE 2 (Continued)
Define Field Data Types

FIGURE 1.5 Product Info Datasheet View

L

E!:'.l_l'H 2 F'@.;:
= Hame Create

External Data Database Tools Datasheet

TableTools | Microsoft Access ’

View

Arial

wh .| M= el = zw. E l 3| : .-E. an ~ )
% ] :; CI— !Im e ElL =|,@ : H Tatal ;i ? 7 Selecti
i Ny (| & '”Qi!.lﬂ' “IT EEEE Bt | X oetete - Emore - ) P 7 Togale Fier

Views | |Clipboa... & ||

=Hsawve 57 spelling T Advanced -

Font W RichTexst || Records | Sort & Filter

Tables

1 customer Inte
=] orderinfo
=1 ProductInfo

51 Product Info

Product 1D - Product Name .| Cost -« | Stock Quantity - | Add Nef

Type 2 fuel injector 526520
2 Head bolt §22.50
= 3 Head gasket $45.00
] 4 Tailpipe $76.25
1| 5 3-series fuel pump ST10.44
1 6 Exhaust bracket $17.50
* (New) 50.00

New field defined

and added

FIGURE 1.6 Customer Info Design View

D) - O ) -

i

Home Create

B Y &

Wiew Primary Builder Test
A Key

External Data Database Tools | Design |

L‘w

=

Validatian

Table Tools Microsoft Access ’

5 =
—ra Insert Raws \E -3..;

=X Delete Rows
Property Indeces

Rules 2B Loakup Column  speet
|| Wiews Tools
Tables KAl
= customer info
21 orderinto E Customer Info
= Froduct Info |4 Fiald Name Data Type | Description
Telephone Text
¥ | customer 1D AutoNumber
Customer Name Text
 |street Text
|city Text
| state Text
Zip Text
Description Text
Account Manager Text
Contact Name Text
| Account Start Date Date,/Time
Notes | Memo

Field Properties

Caption
Default Value

Walidation Rule

Walidation Text

Required Na |
Allaw Zero Length Yes | The data type determines the ki
Indexed Ha that wsers can store in the field.
Unicode Compression  Yes help on data types.
IME Maode No Control
sentence Mode Namng

— |
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Step-By-Step
i

o In your Phil’s Pick-a-Part
database, in the Naviga-
tion Pane, double-click
the Customer Info.

Choose Home>Views>
Design View .

Click the Customer Name
field. In Field Properties,
click in the Field Size box.

Key: 80. Press .

Click the row selector to the
left of Telephone. While
still holding the mouse
button, drag down until the
bold black line is above the
Description field.

Release the mouse. Scroll
down the field names list
and click in the Notes field.

o
o

Scroll down the Field
Properties and click in the
Append Only box.

o Click the drop-down arrow
and select Yes.

e €ICHECK) Your screen
should look like Figure 1.7.

0 Click Save . Close the

table.
b Continue to the next exercise.

You Should Know

Access assigns a default
field name if you do not
enter a caption for a field.

Exercise 3

EXERCISE 3
Modify Field Properties

Access allows you to set and modify properties for entire tables and for individual

fields within a table. For example, by specifying the Field Size, or maximum number
of characters that a user can enter in a field, you can ensure that data in the Phone

Number field contains ten digits. You also can set a memo field as Append Only. With

this option, users can add data to a field, but they cannot delete data from it. Common

properties for fields in a table are shown in Table 1.3.

TABLE 1.3 Common Field Properties

Allow Zero Length

Append Only

Caption
Field Size

Required

Specifies that a Text, Memo, or Hyperlink field can accept strings of
zero length, or null values, with no characters.

Specifies that data can be added to a Memo field, but that the existing
data in the field cannot be overwritten.

Specifies the name of a Text field.

Specifies the maximum number of characters a user can enter in a field.

Specifies that data must be entered in a field.

FIGURE 1.7 Customer Info table edited

CEEE
\ Eid)

Home

View

Create

LA

Views | Tools

External Data

Primary Builder Test Validation
Key Rules =0 Lookup Column

Database Taol

5
“aInsert Rows

= Delete Rows

Tables, v «

F customer Info
5 orderinfo
B3 ProductInfo

EH Customer Info

Customer ID

Street

City

State

zip
Telephone
Description

Contact Name

Notes
Payment Terms
Imaeges

0 5 T A A O =2

Field Name ‘

Account Manager

Account Start Date

Table Tools

Is Design

Property Indexes
Sheet

Show/Hide |

Data Type
A ber

Microsoft Access = 5 X

| Description

myk

customername  «——Fe——— Customer Name field |

Text

Text

Text

Text

Text

Text

Text

Text
Date/Time
Text
Attachment

Notes field

Field Properties

General [Lookup)|

Caption

Default Value

ion Rule

Text

No

Required
\Allow Zero Length

| [iIndexed

Mo

‘Would you like to colledt history on this field?

|lunicode c:

Yes

Mo Control

MNone

Plain Text

General

IME Mode

IME Sentence Mode
Smart Tags

Text Format

Text Align

Append Only

Design view. F6 = Switch panes. F1 = Help. 1 Num Lock ([ B8 & %] 2

Advanced Access
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Step-By-Step
i

o In your Phil’s Pick-a-Part
file, in the Navigation
Pane, double-click the
Customer Info table.

Choose Home>Views>
Design View .

Click in the Account Start
Date field box. Under
Field Properties, click in
the Validation Rule box
and key: >=#01/01/20094.

Click in the Validation
Text box and key: Date
entered must be after
January 1, 2009.

€ICHECK) Your screen
should look like Figure 1.8.

Choose Design>Views>

Datasheet View .

Click Yes to save changes.

EICHECK) Your screen
should look like Figure 1.9.

In the Data Integrity
warning box, click Yes.

Continued on the next page.

Exercise 4

EXERCISE 4
Set Validation Rules

You can use the Validation Rule property to restrict the type and amount of data users

can enter into a field by creating a Boolean (or conditional) expression in the

Validation field. Validation rules use conditional expressions to specify that the data

meets certain criteria. You can use the Validation Text property to customize the error

message that Access displays when data that is entered into a field violates a validation

rule. Validation messages should contain information about the invalid data and how

to fix the error. Examples of validation rules are shown on page 7 in Table 1.4.

FIGURE 1.8 Customer Info table validation added

=AY G s Table Tools | Microsoft Access T —
S e ame External Data Database Tools Design
@ %\ §‘f\' @ j:.; Insert Rows Iilg %;'
= Delete Rows
View || Primary Builder Test Validation Property Indexes
Key e £l Loakup Column || sheet
Views Tools Show/Hide |
|G Security Warning  Certain cantent in the database has been disabled
Tl =l B Customer Info ———
EH customerInfa Field Name ‘ Data Type Description -~
B Ordermnfo ¥ | Customer ID AutoNumber =
EH Product Info Customer Name Text
Street Text
City Text
State Text
Zip Text
Telephone Text
Description Text
Account Manager Text
Contact Name Text
: Account Start Date Date/Time
Notes ‘Memo
_{ Payment Terms Text &

(e Validation rule | | Validation text|

The error message that appears when you

enter a value prohibited by the validation

rule. Press F1 for help on validation text.

Format

Input Mask

Caption

Default Value

Validation Rule >#1/1/2009%
Validation Text Date entered must be after January 1, 2009
Required No

indexed No

IME Mode No Control
IME Sentence Mode None
Smart Tags

Text Align General
Show Date Picker For dates

Design view. F6 = Switch panes. F1 = Help.

Num Locke |[IE68)| 0 6

FIGURE 1.9 Customer Info table in Database View

Microsoft Access

(=D \H9 - )

! i)
Hnmel Create.

Table Tools.

External Data Database Tools Datasheet

* (New)

= X ||| Adal ~|10 -l = New X Totals || %] s g | b
L || [ L uE=ES [3 Hswe W speliing | &) r - = =
View || Paste — T = Refresh - o A | Fier Sizato  Switch Find
- - all= | X Delete - B More yav) Fit Form Windows = [
Views ||Clipboard ™= Font e} Rich Text Records Sart & Filter Window Find
‘G Security Warning  Certain content in the database has been disabled ‘
Jables =l I e Customerinto - =
H customer Info CustomerID - |  Customer Name - Street -l City -| State -] Zip
B orderinfo 1/A1 Auto Parts 419 Washington Boulevard Los Angeles  |CA 91367
0 Product Info 2 Jack's Quick Fix-it 883 Ocean Strest Canton OH 45150
3 Amie's AutoHaus 1010 Highway 56 Concord MA 02118
4 Michael's Motors 78 Arlen Avenue Nashville ™ 37213
5 Wrench Worx 221 Oro Vista Avenue Rome GA 30349
6 Triple-A Auto 66 Meadow Lane Indianapolis IN 46403
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Step-By-Step
i

0 Scroll to the right until you
can see the Account

Start Date field.

@ Click in the first record
under the heading.

0 Highlight the year 2009 in
the date and key: 2006.

@ Press .

@ €ICHECK) Your screen
should look like Figure 1.10.

@ In the warning dialog box,
click OK. Highlight the date

and key: 2009.

@ Press -
@ Close the table.

b Continue to the next exercise.

You Should Know

If you enter data into a field
that violates a validation
rule, Access prevents you
from moving to another
field until the problem is
fixed. The Validation Text
property tells you how to
fix the error.

Exercise 4

EXERCISE 4 (Continued)
Set Validation Rules

FIGURE 1.10 Validation error dialog box

=5 TableTools | Microsoft Access
reate External Data Database Tools Datasheet

©
|| Arial K T | T |=iNew X Totals || #] Vi~ b
brufE== CElFeSaRe i 5 | I R
b ||| Refresh Filter Size to Switch Find
Al | 2 Delete - EMore - || 45 Fit Form Windows ~ k-
Font ] Rich Text Records Sort & Filter Window Find
Certain content in the database has been disabled Options... ‘ X
i - 1
= ! Invalid start date}
EH CustomerInfo = = B
Contact Mame - |Account Start \ Notes - |Payment Ter - | ] |Add New Field
# | Albert Yeager 6/15/2006 Enufacturer/OEM parts 15 days (1)
Roger Jensan 9/24/2009 Off-brand/discount manufacturers | 30 days o)
Louis Jackard 10/14/2009 OEM BMW parts only 15 days (o)
Karen Daimler 5/23/2009 OEM and discount 90 days oy
Barry Kuntz 8/5/2009 OEM and discount 15 days o)
Marcus Algren TLOAA0 O Lot == 30 days 0
= Microsoft Office Access Y o)
* 0o
,.{!é Date entered must be after January 1, 2009
A
[ Validation error dialog box with validation text
Record: M «[Lof6 | » M ¥ | G No Filter | [Searcn — —] »
‘ Num Lock |H'\ﬂ\lﬂ|¥h’

TABLE 1.4 Sample Validation Rules

Validation Rule Description of Rule

>0 Requires users to enter a positive value
<100 Requires users to enter a value that is less than 100
>100 AND <1000 Requires users to enter a value between 100 and 1,000

[EndDate]>=[StartDate] starting date

>=#01/01/2008#

[RequiredDate]<=[OrderDate]+30 e e

Requires users to enter an ending date that occurs on or after a

Requires users to enter a date on or after January 1, 2008

Requires users to enter a date that is no later than 30 days after

Advanced Access 7




Step-By-Step
i

o In your Phil’s Pick-a-Part
database, open the
Customer Info table in
Design View.

Click the record selector for
the Customer ID field.
Choose Design>Tools>

Primary Key .

Click the record selector for
the Customer Name
field. Choose Design>
Tools>Primary Key .

12/

13

Choose Design>Views>

Datasheet View .

e Click Yes to save the
changes to the Customer
Info table.

0 €ICHECK) Your screen

should look like Figure 1.11.

Choose Design>Views>

Design View .
e Click Save and close

the Customer Info table.

=) Continue to the next exercise.

Academic Skills

Some database fields
would not make a good
choice for primary keys.
For example, you may
have more than one John
Smith in the Name field.

Exercise 5

EXERCISE 5
Define and Modify Primary Keys

A primary key is a field that ensures that each record in a table is unique. By default,
Access records in a table are sorted based on the primary key. In the Phil’s Pick-a-Part
database, for example, the Customer ID acts as a unique identifier for each customer

in the database. You can identify each customer uniquely because no two customers

have the same Customer ID number. A field with the AutoNumber data type is often

used as the primary key because the numbers assigned to the field increase

automatically with each new record. Characteristics of a good choice for a primary

key are shown in Table 1.5.

FIGURE 1.11 Customer Info table Datasheet View

|_Views | |Clipboa... |

@ FEEE @ = TableTogls | Microseft Aecess - = X
L =
Home | Create External Data Database Tools Datashest (7]
| e - = |l[ o - = A = == - =l
| M ) & Arial 10 = I@ = New E Totals %1 ? 07 Selection 8] @ lﬁ P
r-‘ i s r ulE=ES — R'[ S =Bsave P spening | K} o T advanced - . S oo
| View aste Tl e i n efres| iter ize to {4 in: .
- e ] IA v“Q ~.@llﬂl = | I Zan= | % petete - Bmore - || 4 W Taggle Filter || Fit Form Windows = L

Font

Customer Name alphabetized as Primary Key

Tables e
23 customerinfo
1 orderinto 5] CustomerInfo . = x
= Product Info Customer ID - Customer Nama | Strest - City State  « ip -
I!M Auto Parts 419 Washington Boulevard  Los Angeles  CA 91367 3
| 3 Amie’s AutoHaus 1010 Highway 56 Concord MA 02118 [}
2 Jack's Quick Fix-it 833 Ocean Street Canton QH 45150 [
|| 4 Michael's Motors 78 Aden Avenue Hashwille ™ 37213 3
|| 6 Triple-A Auto 86 Meadow Lane Indianapolis M 46403
|| 5 Wrench Worx 221 Oro Vista Avenue Rome GA 30349
&

(Mewi)

Customer ID out of sequence when no longer
Primary Key

| Record: M

‘1of6 B oMK

Search [EE Im

& Mo Filter

Ready

| Hum Lock || [T 3 |0

TABLE 1.5 Choosing a primary key

A good candidate for a primary key...

1. Is a value that uniquely identifies each record in the table.
2. Is a field that is never empty. It always contains a value.
3. Is a value that does not change.

Advanced Access
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Step-By-Step
i

o In your Phil’s Pick-a-Part
database, open the
Product Info table in
Design View.

e Click the record selector for
the Product Name.

Hold down the [ cTRL ] key

and click the record
selector for Cost.

Choose Design>Tools>

Primary Key .
€ICHECK) Your screen

should look like Figure 1.12.

®© 0 O

Choose Design>Views>

Datasheet View .
Click Yes.

o €ICHECK) Your screen

should look similar to
Figure 1.13.

e Click Design View .

o Click the record selector for
the Product ID field. Click

Primary Key .
@ Click Close E on the

Product Info table. Select
Yes to save changes.

H Continue to the next exercise.

You Should Know

A multi-field primary key
is also referred to as a
composite key.

Exercise 6

EXERCISE 6 ]

Define and Modify Multi-Field Primary Keys

A multi-field primary key is a table with two or more fields defined as the primary
key. A multi-field key is used if a table has no single field that is appropriate to serve
as the primary key. Although a primary key should include as few fields as possible,
if a table has no single field with a set of unique values, two or more fields can be
combined to create a unique value. In this exercise, the Product ID field in the Product
Info table is not a suitable primary key. Multiple primary keys are assigned to the
Product Name and Cost fields to fix this problem. Because there are no two products
with the same name or price in the Phil’s Pick-a-Part database, the multiple primary
keys assign a unique value to the relationship between these two fields.

FIGURE 1.12 Product Info table multiple primary keys

TN B - TobleTool | Microsaft Access —

«

Home Create External Data DatabaseTools | Design

> L SreInsent Rows Bz
B R & o B ¥

= Delete Rows
View Primary|Builder Test Validation A _ Property Indexes
N Ke Rules o Loakup Calumn || Sheet

| _wiews Tools Show/Hide
Tables e
E1 customer Int A A
emerinte Primary key icon
1 orderinto Prod x
= Productinio [ Field Name | Data Type | Description -~
‘J Product ID AutoNumber @
| Product Name Text
¥ cost Currency
| Qtylnstock Mumber

[Two Primary Key fields selected |

J

Format Currency
Decimal Places Auto
Tnput Mask

Caption

Default Value )
Validation Rule

I
T ————

Field Properties

A field name can be up to 64 characters long,
includi on field

FIGURE 1.13 Product Info table Datasheet View

== R = Table Togle | Microsoft Access N
M) — |
Hame Create Esternal Data Database Tools
M —] 4 |ana : bl LI [ === e ‘@ ='New ETotals | 3] Y ¥z setection - 151__] E Lﬁ £
v—‘-" e Lie s u|EEs ; || o =Hsawve  Wspening | %l o ¥ Advanced * : o s
ew "as! T i o) b= =2 - eires| iiter ize to {4 AN r
o | P AR | P [ K et - B more~ |45 | T 7 ToggteFiter | e woen 5
Views | |Clipboa... || Font 5| michTes || Records il Sort & Filter | Window ' Fing
Tables v <
1 customer into
1 orderinto {5 Product Info = (=) X
=1 Product Info ProductID - Product Mame - | Cost - | Stock Quanti - | Add New Field
Hl}series fuel pump $710.44
| 6 Exhaust bracket $17.50
= 2 Head bolt 52250
| 3 Head gasket 545.00
] 4 Tailpipe 576.25
| 1 Type 2 fusel injector 5265.20
* (New) 50.00

Product Name now determines
listing order

Il |
e —————
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Step-By-Step
i

o In your Phil’s Pick-a-Part
database, open the
Customer Info table.

9 Scroll to the right until you
see the Account

Manager field. Read the
Account Managers’ last
names listed in the
Customer Info table.

e Close the Customer Info
table.

G Choose Create>Tables>
Table

6 Choose Datasheet>
Views>Design View .

In the Save As dialog box
key: Sales Info. Click OK.

e €ICHECK) Your screen

should look like Figure 1.14.

0 Key: Account Manager.

Press .

H Continued on the next page.

Exercise 7

EXERCISE 7
Define Tables in Databases

When you design a database, it should be structured correctly so that the data is
accurate, easy to work with, and accommodates your needs. When you add new
tables to any database, analyze your design for errors to see if your tables are
normalized, or structured correctly without repeated groups of information. A well-
designed database typically contains 3NF tables. A 3NF table is a table that is
normalized to the third order. This means that they comply with the first three rules
of normalization. The three rules to create a 3NF table are shown in Table 1.6. The
rules of form build on the previous rules, so a Third Normal Form table complies
with all the rules of the first and second forms as well as the third form.

TABLE 1.6 Rules of normalization

Rule Description of Rule

NF Each field in database table contains a single value, and the table has no repeating groups of
information

Each non-key field in the table must be dependent on the entire primary key (including multi-field

2lf primary keys)

3NF  Each non-key field in the table is dependent only on the primary key

FIGURE 1.14 New Sales Info table

E!::_. H9- &)
L
Home Create

]

Table Taoly | Microsoft Access

External Data Database Tools Design

E Hg N I__/ j."‘ln:er! Rows @ 3?/7.’
iy - = =K Delete Rows 7

Property Indexes

Wiew Primanyg| Euilder Test Validation
- Key Rules C@ Loakup Calumn | Sheet
Views Teols Show/Hide
Tables | « || Default Primary Key field
2 customerinfo
5 orderinto Sales Info
=9 Product Info A Field Mame | Data Type Description
L E AutoNumber
E salesinto

Field Properties

Field Size Long integer

New Values Increment

Farmat

Captian

Indexed Tes |No Duplicates)

Smart Tags Afield name can
Tast Align Ganeral including space!
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Step-By-Step
i

e Click the Data Type drop-
down arrow and select

Text. Press twice.

Key: First Name. Press

[18]

Set the Data Type to

Text. Press twice.

0 Key: Cell Phone. Click in
the field below Cell

Phone.

Key: Employee Number.

Press .

@ Click the drop-down arrow
and select Number. Press
twice.

@ Key: Client. Press .

@ Click the drop down arrow
and select Text.

@ €ICHECK) Your screen

should look like Figure 1.15.

@ Choose Design>Views>
Datasheet View % In
the dialog box, click Yes to
save changes to the table.

@ Key the information into
the table as it is shown in

Figure 1.16.

@ Click Close |Z| to close

the Sales Info table. Click
Yes to save changes to
table layout, if necessary.

H Continue to the next exercise.

Exercise 7

EXERCISE 7 (Continued)
Define Tables in Databases

FIGURE 1.15 Sales Info table 3NF fields Design View

) - - &)= TableTools | Microsoft Access ’
o Home Create External Data Database Tools | Design
E |i? +,-é\ I__/ T Insert Rows \E 5?}’
= = Delete Rows. - o
Wiew Primary Builder Test Validation Property Indexes
- Key Aules EE Lookup Column | gheet
|| Viewss Tools ShowyHide
Tables =l =
1 customer info
2 orderinto B Sales Infe
- |4 Field Name Data Type Description
= Produdinte I
B suestnre T | Account Manager Text
e First Name Text
Cell Phone Text
~|Emplayee Number Number
Client

|Data Type drop-down arrow

Field Properties

Field Size
Format
TAput Mask
Caption
Default Value |
Malidation Rule | | The data type determines th
Validation Text that wsers can store in the fie]
Required Hao | help on data typ!

Allow Tero Length Yes |
1
_\ __\

255

/\.

FIGURE 1.16 Populated Sales Info table Datasheet View

O i =R ﬁ ) Table Tools | Microsoft Access

Hame Create External Data Database Tools Datasheet

& canibri |l e Ty [ =ihew  E ol (4] 7 selection = | )
% [f LB L UEES [—“L =|@ Hswe  Wspeaning | Z) Y Tacvances 2
vlfw Pajl! J’ : A - IQ ﬂﬂElE v | v I H;[-r-m X Delete = EMUIE' ?, Fiter " Toggle Filter | F?;:Fcoﬁﬂ W
Viewss | |Clipboa.. & || Font Records | Sort & Filter | Wingd
Tables |« r
E1 customer Info
I orderinte [ Sales Info
=3 Froductinto AccountManager -+ FirstName «| CellPhone - | Employee Number «|  Client
= sales Info __ Blowfeld Jonathen 213-555-8706 225
Juneau Harvey 213-555-8030 534
__ Rogers Gennifer 213-555-7564 376
| Stantz Linda 213-555-3456 528
Williams loe 213-555-3461 3
A |
All fields are dependent No repeating
only on primary key groups
/\- \ ___________-/‘--________-l
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Step-By-Step
i

0 In your Phil’s Pick-a-
Part database, in the
Navigation Pane, right-
click the Sales Info table
and select Copy.

9 Right-click in an open area
of the Navigation Pane
and select Paste.

e In the Paste Table As
dialog box, click in the
Table Name box. Key:
Customer Contacts.

G Under Paste Options,
select the Structure Only
option.

6 €ICHECK) Your dialog

box should look like
Figure 1.17. Click OK.

0 In the Navigation Pane,
double-click the Customer
Contacts table.

o €ICHECK) Your screen

should look like Figure 1.18.
Close the table.

e In the Navigation Pane,
right-click the Customer
Contacts table. Select
Rename.

Key: Quick Customer

Contacts. Press -

b Continue to the next exercise.

Exercise 8

EXERCISE 8

Create Tables Based on the
Structure of Other Tables

Rather than using a table template, or taking the time to build a new table for your
database using Design View or Datasheet View, you can use an existing table’s
structure to create a new table. You can create a table by copying and pasting the
structure of an existing table in the Navigation Pane. You can edit the table name
using the Paste Table As dialog box.

FIGURE 1.17 Paste Table As dialog box

Paste Table As
Table Name:
|Customer Contacts |

Paste Options

@ Structure Only <—— Structure Only option |
(7 Structure and Data
i) Append Data to Existing Table

FIGURE 1.18 Table structure copied to Customer Contacts

o)) H2-C-8)- Table Tools | Microsoft Access - B X
N Home Create External Data Database Tools Datasheet @
! M [J‘:' 4 |catibri o T~ GEl ﬂ = New ETotals | 4] |5 r 7 selection ~ .i_SJz;| @ Jlj i
| v—-= = G ||Bls | EEE — R"[" ! Hswe Fspeming | Il o ¥ Advanced - . e e
| Wiew "aste Tl TSI 1= =) - efres| itter ize to <l ind
[ - - A [ U= A0SR 5 perete ~ BMore - 2 “ Toggle Filter || Fit Form Windawes ~ I~
| Views ||clipboa... 5 Font w RichTet | Records ! Sort & Filter ) Window: | Find

Tables |«

1 customer Conmtaats

51 customerinto 5] Customer Contacts - 8 x

= orderinfo Account Manager - FirstName ~-| CellPhone - | Employee Number -« Client - !Add New Field

= Product Info &

Z1 satesinre

[Structure from Sales Info table |

[New Customer Contacts table |

Record: M < [1of1 » Mk | § Mo Filker | |Search

Datasheet View |

Hum Lock | [ /E8 @ el |
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Step-By-Step
i

0 In your Phil’s Pick-a-Part
file, choose Create>

Other>Query Wizard
(see Figure 1.19).

e In the New Query dialog
box, make sure the Simple
Query Wizard option is
selected. Click OK.

9 In the Simple Query
Wizard dialog box, under

Tables/Queries, click the
drop-down arrow and
select Table: Sales Info.

o Under Available Fields,
click the double right arrow
to select all fields in
the Sales Info table.

e €ICHECK) Your dialog

box should look like
Figure 1.20.

e Click Next. Leave the
Detail option selected and
click Next.

o Do not change the title for
your query. Click Finish.

=) Continued on the next page.

You Should Know

To view the results of a
query, choose Design>

Results>Run or switch to
Datasheet View.

Exercise 9

EXERCISE 9
Create and Modify Queries

A query gathers data from one or more tables based on criteria. Queries allow you to

retrieve and display information from tables so that you can edit the results. A query is

made up of the fields and records you choose in the order you want. If two or more

tables have fields with the same name, you must identify which table you want the query

to draw from. The information you need to provide to run a query is:
1) the criteria that you want the data to meet.
2) the fields that you want to include.
3) the tables from which you will retrieve the data.

FIGURE 1.19 Simple Query Wizard

T CRCE D
- Hame Create | External Data Database Tools

Phils pick-a-part : Database (Access 2007) - Microsoft Access

Table Table  SharePoint Table Form  Split  Muttiple Form Report . Report || Query Query Madra
Templates -~ lists~  Design || Form  Items =) Mare Forms * Design 5| Report Wizard Design || Wizard Design -
Tables | Forms |l Reports | Other
Tables &alfd -
B Castomer nto Query Wizard button
1 orderinto B
B Productinto o
3 Quick Customer Contacts | irinte G Wizard ]
Crosstab Query Wizard
£ samsinte Fird Duplicates Query Wizard
Find Urmatched Query Wizard
‘Thie wizard creates a celact query
Froen the fields you pick.

FIGURE 1.20 Simple Query Wizard with all table fields selected

Simple Query Wizard

Which fields do you wantin your query?

== =1

¢ = |

- = ) - You can choose from more than one table or query.
== |

Tables/Queries

|Tab|e: Sales Info |v All fields in
table added

Available Fields: Selected Fields:

Account Manager
! |First Mame
| | cell hone
Employee Mumber

=
=
| : B_l.ackl | Next > l] ’ Finish ]
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Step-By-Step
i

e Choose Home>Views>

Design View .

€ICHECK) Your screen
should look like Figure 1.21.

Choose Design>Query
Setup>Show Table .

In the Show Table dialog
box, select the Customer
Info table and click Add.

Click Add again.

EICHECK) Your screen
should look like Figure 1.22.

Close the Show Table
dialog box.

Right-click the header of
the Customer Info_1 table
and select Remove Table.

o
10,
D
12)
®
14,
15,
-

Continued on the next page.

Another way to add all the
fields from a table to query
is to open the query in
Design View. Then,
double-click the asterisk
(*) at the top of the list of
fields in the query.

Shortcuts

If you try to close an

unsaved query, Access
will prompt you to save it.

Exercise 9

EXERCISE 9 (Continued)
Create and Modify Queries

FIGURE 1.21 Sales Info Query Design View

AT &) - QueryTogls  Microsoft Access —o—
e Hame  Creste  ExtemalData  DatabaseTools | Design |
T D Union ! SInsertRows 5 Insert Columns 5 Propey Sheet
B!Eas AR S X R
i@ Fass.Through =¥ Delete Rows A Delete Columns [ Table Names
View  Run Select | Make Append Update Crosstab Delete s Show _ = [ Totals "5
- Table 17, Data Definition | Tapls 5 Builder G Return: Al 1] Parameters
Results " - - Guery Setup. Shawe/Hide
— Asterisk field adds entire
= anemee | table to field list area
1 orderinto [ Sales Info Quiery - o x
3 Product Info &
Sales\ffo E
= quick Customer Contacts B
E salesinfe T Account Manager
First Mame
Cell Phane
Employee Humber
Client
Field list area
-
L] HE
Fiata: | ERERMETTNPRRPRY - | (First Name) [Cell Phone] | Employee Numbeq | (Clieny]
Table: | Sales Info | Sates Info Sales Info Sales Info |Sales Info
Sort:
Showe &l | = = B
Criteria:
on
[Show field check box |
4 ¥
Form View |

Num Lock ||| eB b sou i ez

FIGURE 1.22 Sales Info Query duplicate tables added

oy E 9 QueryTopls | Microsoft Access o =
e Hame  Create  ExtemalData  DatabaseTools | Design | (7]
==l = D Union = JensertRows T Insert Columns 3 Propery Shest
B! o« AmS =) 2 =g
as5-Through =" Delete Rows A Delete Columns ETODHNM‘“
View  Run Select | Make Append Update Crosstab Delete il Show . . I || Totals "
. Tanle . Data Definition || Taple o Buider 33 Retum: AR - T Parameters
Results Query Type Query Setup Shaw/Hide
Tables - «I -
= Duplicate Customer Info table
EE1 customer Inte
1 Orderinto [ Sales Info Query ¢ - o x
3 Product Info
Sales Info Customer Info CustomerInfo_1
3 Quick Customer Contacts . . - . -
B satestnte ¥ Account Mamager ¥ Customer ID 9 Customer ID
First Name Custarmer Nam, Custamer Name
€ell Phone Street Street
Employee Humbes City City
State State
Zip A Zip =
Show Table =
Tobies | Queries | Both
I 1
| |Order Info
4 ) | Froduct Info
Quick Customer Contacts
T Sales Info
Fisld: | [account Managei[x] [First Name] [Cell Phone] =
Table: | Sales Info | Sates Info Sales Info
sort: |
Show: [ |
Criteria:
on
R
Form View |

Num Lock || [ 6B @ sot i
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Step-By-Step
i

@ In the Sales Info Query,
click the Customer Info
table. Scroll through the
field list and double-click
the Account Manager
field.

Scroll to the top of the
Customer Info table and
double-click the
Customer Name field.

©

Choose Design>Results>
Datasheet View %

€ICHECK) Your screen
should look like Figure 1.23.

Click Design View .

86 6 6

In the field list area, under
the Account Manager
field of the Customer Info
table, uncheck the box in
the Show field.

Click Datasheet View @

€ICHECK) Your screen

should look like Figure 1.24.

Click Save . Close the
Sales Info Query.

Click Office and select
Close Database.

({ & 6 66

Continue to the next exercise.

Exercise 9

EXERCISE 9 (Continued)
Create and Modify Queries

FIGURE 1.23 Sales Info Query Datasheet View

A - D Micrasoft Access -

a
Hame Create External Data

— Database Tools
% == % ||canwn -l -lleeee va ol Ty |=inew Z ot ] rselection= | (g
S— | T G-l =5
" . u] L |e s o|E=ES| e n.lrgh Hswe  Fspeming | % R T Advanced - ; ==t
ew a5 Twr=am| e | 3 e | eires| iiter ize to .l
£ = 7| A & = I|l— =27 A= | X Delete ~ FMore- |45 Y Toggle Filter || it Form Windows -
Views | |Clipboa... || Fant G| RienTest || Records | Sort & Filter Window
Tables =) « | [ G i §
B customer info
] orderinte [ Sales Info Query =
= Product Info || Sales Info.Account A - | First Name -| CoellPhone - | Employee Number - Client - Icuslomer Infe
=1 Quick Customer Contacts | | _ Jonathon 213-555-8706 225 Blowfeld
o Juneau Harvey 213-555-8090 534 Juneau
Salesinto Rogers Gennifer 213-555-7564 576 Rogers
Stantz Linda 213-333-3436 328 Stantz
‘Williams Joe 213-555-3461 324 Williams
Williams Joe 213-555-3461 324 Wwilliams
*
Same field from two different tables
e e ———— e ——

FIGURE 1.24 Query with duplicate field drawn from single table

Doy 9 - - ) F Microsoft Access ——

R
Home Create External Data Database Tools

% =1 3 ||| catne ~|lu -
< | & | EEE

IL 1@ ZN!W E Totals ii ? 7 Selection ~ LQJ=J @ ﬁ

swve 3 Spelling T Advanced -

v | e G BB (S S K o B (8| ™ g | e it | ™
Views | |Clipbea... & | Fonit )| RiehText || Records il Sort & Filter | Window |__ Finl
—— =T = = = ————
B customerinte
2 orderinto 3 Sales Info Query —
=1 Product Info | 4 Account Manager - | First Name -| Cell Phone - Employee Number - Client - ! Customer Name
e | E Jonathon 213-555-8706 225 A1 Auto Parts
Juneau Harvey 213-555-8090 534 Jack's Quick Fix-it
& salestato Rogers Gennifer 213-555-7564 576 Arnie's AutoHaus
Stantz Linda 213-355-3456 528 Michael's Motors
‘Willlams Joe 213-555-3461 324 Wrench Worx
Williams Joe 213-555-2461 34 Triple-A Auto
#*
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Step-By-Step
i

0 Click Office (&

Open.

. Click

9 In the Open dialog box,
navigate to where your
Phil’s Pick-a-Part file is.
Select the database file and
click the Open drop-down
arrow.

e EICHECK) Your dialog

box should look similar to
Figure 1.25. Select Open
Exclusive.

G Click Office €2) and

select Close Database.

e Click Office and

select Open. Select the
database file again and
click the Open drop-down
arrow.

G Select Open Exclusive
Read-Only.

o €ICHECK) Your screen

should look like Figure 1.26.

e Click Office

the database.

b Continue to the next exercise.

Shortcuts

Press - + to

display the Open dialog
box.

Exercise 10

EXERCISE 10
Open Databases

When you open a database in Access, by default it can still be opened and edited by
others at the same time. This is called shared access. If you need to ensure that you are
the only one who can open and make changes to the database, you can select the
Open Exclusive option. That means that no one else can open or edit the database
because you have exclusive access. Access also offers an Open Exclusive Read Only
option so that you and other users can view the database at the same time but cannot
edit it. This read-only mode is helpful in a multi-user environment if you want to
view a file but want to avoid making any accidental changes.

FIGURE 1.25 Open dialog box
2 Open

vl_l_J « Desktop » Documents - |"y | |Searrh e |

‘ Organize™ > [ Views - New Folder

Favorite Links ! Name | Date taken Tags Size Rating

E Documents

95l Recent Places

Bl Desktop

18 Computer

[% Recently Changed Phil's

E Pictures Pick-a-Part.accdb

@ Music T

E Searches "

B puic [Database file selected | | Open button drop-down menu|

Y
Open
Eolders R . Open Read-Only
Open Exclusive
File name:  Phil's Fick-a-Part .acedb - Open Exclusive Read-Only
Tools = Show previous versions
g

FIGURE 1.26 Database opened exclusive read-only

T N L Phils pick-2-pan : Database (Access 2007) (Read-Only) - Micresoft Access TTTETTR

RN 9|5t S |11 ) i ([ B |

oo s AT S o S 03[ o | ™

Views | |Clipboa.. 5| Font o)l miented || Records Il Sort & Filker || vendow || Find
%) Read-Only This database has been opened read-anly. You can only change data in linked tables. To make design changes, save 3 copy of the database. | Save As.. |
[Tables -«

2 customer info

g oeite. Read-Only message

E1 quick Customer Contacts
I salesinto
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Step-By-Step
i

@ cickofice ) and

select Open.

9 Select your Phil’s Pick-a-

Part database. Click Open.

e In the Navigation Pane,
click the Navigation Bar.
Under Filter By Group,
select Forms.

Double-click the All
Orders Chart form.

€ICHECK) Your screen

Choose Design>Type>
Change Chart Type .

© © 0O

In the Properties dialog
box, on the Type tab in the
left column, select Bar.
Click the 3D Bar
Clustered chart type (see
Figure 1.28).

€ICHECK) Your screen

© 0

Click the largest graphed
quantity on the chart (see
Figure 1.28). In the
Properties dialog box,
click the Border/Fill tab.

@ Under Fill, in the Fill Type
box, select Gradient.

0 Under the Border area,
click the Border Color
drop-down arrow. Select
White.

b Continued on the next page.

Exercise 11

should look like Figure 1.27.

should look like Figure 1.28.

EXERCISE 11
Format and Modify a Chart

Access offers many tools to present data, but often one of the easiest and most
effective ways to present data is through the use of charts. Depending upon the type
of data and your audience, the same data can be presented in several different chart
formats. Access allows you to easily change the format and type of a chart to improve
the presentation of your data.

FIGURE 1.27 All Orders Chart
E":_'H"j' P'@_::

Microseft Access PivotChart Tools == =

Home Create External Data Database Tools | Design

Legend 4| Ascendin Switch Row/Column %2 Expand Field f
b | Bl G | e, | Y (@) || B Foweree | ol |8 =
— n‘:l DropZones| || % | Descending : i : ¥ Drill Into =3 Callapse Field =
View Field . Filter " Bottom = || Refresh Change Property AutoCalc
- List 5 Dl Buttons || 43 By Tatal - v shawTepEation pvot || = Drill Qut ZiRemove Field || chart l";'nz snur(ty -
Views Show/Hide Filter & Sort Data Adtive Field Type Tools
Farms ol

5] AN Orders Chant 8] All Orders Chart

Product1D ~ |
Al |

Sum of Quantity|

Change Chart
Type button

Navigation Bar

Total Units

FIGURE 1.28 Chart type to 3D Bar Clustered
(L= B D

Microzoft Access PivatChart Toals = =
Home Create External Data Database Tools Design

M ja 5] Legena 4} ascenaing yr W Autoriter [ || B switen RowsColumn 3 Expand Field ii E
s %) Deses I = 2 Collapss Fisld

E Drop Zones nding | . ¥ pritl 1nte =3¢

Wiew Field

. Filter " Show Top/Bottem « || Refresh Change || |Property| AutoCalc
List 2 Drill Buttons || 93 By Total - AR Pvot | = Drill Out 3 Remove Field | CrartType || Shest v
Views Show/Hide Filter & Sort Data Active Field Type Taols

Forms ARGl |

5] AN Ordsrs Chart

8 All Orders Chart
Produ i i
i Properties dialog box|—

[Sum of O.uantit\fJ
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Step-By-Step
i

@ Click in an open area of the
chart space to select the
chart background.

@ In the Properties box,
under Fill, click the Color

drop-down arrow and
select MediumSeaGreen.

@ In the Properties box, click
the Show/Hide tab. Under
Show by default, uncheck
the Field buttons/drop
zones option.

@ €ICHECK) Your screen

should look similar to
Figure 1.29.

@ In the Properties box, click
the General tab. Under
Add, click Add Title | ]

@ Click Chart Workspace
Title in the chart window.
In the Properties box,
click the Format tab.

@ In the Caption box,
highlight the default text

and key: Parts Purchases
by Volume.

@ Choose Design>Tools>
Property Sheet =

@ €ICHECK) Your screen

should look similar to
Figure 1.30.

@ Close the All Orders
Chart.

H Continue to the next exercise.

Exercise 11

EXERCISE 1 1 (Continued)
Format and Modify a Chart

FIGURE 1.29 Changes to chart formatting

Microsoft Access PivalChart Teals

Data Database Tools ] Design @

| [ swriteh Row/Cal 2] Expand Field
‘l(? ﬁ_ﬁulﬁﬁll:ﬂ @ E « fColumn ¥z Expand Fie ﬁ :ﬂ 2

¥ Dl Into =2 Collapse Field
Filter " 1 = || Refresh || _ Change perty| AutaCale
% show Top/Battom Pavit =3 Drill Qut E‘;Rcmovc Field f_hartT';'p! Shee‘t" -

Adtive Field Type | Taols

Filter & Sort Data

rl’rnpu‘ﬁ::

Borderffil | DataDetss | Type
Series Groups Snaie/Hide

[ cenera |
| 0 View |

Zhow by default
[Tl Field st
(] screenTips
(| Fisld buttons | drop 2ones

Let users view
(] Commands and Options dialog box
[¥] Al pivot grossing
(/] allewe vt fltering
(] selacton marks

Errors
(7| show passive alarts

FIGURE 1.30 Title added to chart

(2] All Orders Chart -
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Step-By-Step
i

0 In your Phil’s Pick-a-Part
database, in the Navigation
Pane, show Tables.

9 Choose External Data>
Import>Text File .

e Select the Append a copy
of the records to the

table: option. Click the
drop-down arrow. Select
the Quick Customer
Contacts table.

G €ICHECK) Your screen

should look similar to
Figure 1.31.

e Click the Browse button.
In the File Open dialog
box, select the Customer
Contacts file. Click Open.

6 In the Get External Data -
Text File dialog box, click
OK. Click Next twice. Click
Finish. Click Close.

o Double-click the Quick
Customer Contacts
table.

e €ICHECK) Your screen

should look like Figure 1.32.

b Continued on the next page.

If there is no Save As>XPS
option in your Office menu,

you must install the XPS
add-in.

Exercise 12

EXERCISE 12
Import and Export Data

You can gather and present different types of information in Access by importing the
data. You can import Excel files, XML Paper Specification (XPS) files, and Access
databases. In order to save files in XPS format, you must download and install
Microsoft’s XPS add-in. You also can import data from ordinary text files, as long as
the information is delimited. A delimited file is a file that uses delimiters, or separators,
such as semicolons, colons, or tabs to separate information. An example of a
delimited file is a comma-separated values (CSV) file. Access allows you to export data
in a database file to many different files, programs, or databases.

FIGURE 1.31 Importing a CSV file

(N Vi 9 - (u.@ % Phils pick-a-part : Database (Access 2007

5
Saved
Imports

- Microsoft Access - B X
Home Create | External Data Database Tools

L-:] P .jrmrue f % =]I| Uwam W= g " # ) Discard Changes - m
@ _U.n;‘ & xhaL File :j L“ T TestFile ey ﬂ S gl 1 Cache List Data =

Access  Excel SharePoint - Saved | Excel ShlrePomt 5 Create Manage || Work Synchronize ., Move to
list  =fIMore~ || Exports Ty More ~ || E.mail Replies || Online 4] Relink Lists SharePoint

Import | Ekpnll | CollectData | SharePaint Lists

Tables -] < | I
I customer Info Get External Data - TextFile

=] Crderlnto

=
= Froductinte
3A
A

Select the source and destination of the data

=1 Quick Customer Contacts
Spedify the source of the data.

—| Salesinto
Text File i nane: | users\Deshiop Customer Contocts. bl
import button
Specify how and where you want to store the data in the current database.

() Import the source data into a new table in the current database.

Ifu»espeaﬁedrabledoe:not st Access wil createit. IF the specified table skeady exists, Access might overwrite its contents
th the imported data. Changes made to the source data will not be reflected in the database.

Append a © Append a copy of the records to the table: |Guick Customer Contacts [=]
i If the specified table exists, Access will add the records to the table. TF the table does not exist, Access wil createit, Changes made
copy option 10 e uece data wi not b reficied n the datobase. et e

) Link to the data source by creating a linked table.
Acoese will create a tabla that a bnk to the ds change or dalete data that ic krked to a text file.
Homever, you can add new records.

/

FIGURE 1.32 CSV data imported into Quick Customer Contacts

oo H9-o-& = Table Toale | Microsoft Access

Home Create | External Data Detaba;e'l'uols Dala;hett

M f 2| -I _---I. o TextFite | f l liwp ord L= % ) Diseard Changes -
| XML Fi = = " nCache List Data
| \j‘ @ . v le \j n}-‘ “ b TextFile i ﬂ 0d ] hs

|| Saved | Access Ewxcel ShartPomt Saved Exul SharePoint  XPS Create Manage | Wark Synchronize .. iy
| Imports x5 More - Exports List pMore - || E.mail Replies || Online 4] Reflink Lists sh
| Import | Export || CollectData | SharePoint Lists
Tables o |
B customerinfo
21 orderinte D Quick Customer Contacts =]
3 Product Info Account Manager - | First Name « | Cell Phone =~ Employee Number - Clients -
ESJ Quick Customer Contacts faiowreld |sonathon  213-555.8706 225 A1 Auto Parts
Juneau Harvey 213-555-8090 534 Jack's Quick Fix-it
B satesinte 1 ; -
 Rogers Gennif 213-555-7564 576 Arnie's AutoHaus
| Stantz Linda 213-535-3456 528 Michael's Motors
| Williams loe 213-555-3461 324 Wrench Worx, Triple-A A
#*
|Data from CSV file entered into empty table|
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Step-By-Step
i

0 Close the Quick

Customer Contacts
table.

@ Open the Customer Info
table and scroll to the last
column on the right.

m In the Attachment field, in
the first record, double-
click the attachment (see
Figure 1.33).

€ICHECK) Your screen

should look like Figure 1.33.

@ In the Attachments
dialog box, select the listed
attachment and click
Save As.

@ Save the attachment in the
location specified by your

teacher. Click OK.

As>XPS (see Figure 1.34).

H Continued on the next page.

To export an attachment

to arecord in a database
table, use the Save As
command.

You Should Know

If you want to keep a file in
its original format, you can
link to it or attach the file to
the database.

Exercise 12

EXERCISE 12 (Continued)
Import and Export Data

FIGURE 1.33 Customer Info table attachment

oy 9 - &)= Table Tools | Microsoft Access -
way————— —————
Hame Create | External Data Database Tools Datasheet
= = _;\ | Text Fite E m?l wp Word ] ﬂ pes i # &Y Discard Changes - @
S @ . ¥ XML File Lq‘ p Text File £y b2 SE 1 Cache List Data -
Saved | Access Excel SharePolnt Saved | Excel SharePoint XPS Create Manage || Work Synchronize . " Move t
Imports x5 Mare - Exports List = More - E-mail Replies || Online 4] Relink Lists SharePoli;
Import il Export | CollectData ||
Tables a[5:3
E customerinte
] orderinte 5] Customer Info
B Product Info Contact Name « |Account Start Date » | _eli Payment Ter « 8 Add
= quick Customer Contact # Albert Yeager 6/15/2009 Manufac Double-click 1]
vick bustomer bontacts | Roger Jenson 92412009 Off-bran: attachment 30 days oy
Bl sawesinte _ Louis Jackard 1011472009 OEM BN paRE omy 15 days oy
___ Karen Daimler 572372009 OEM and discount 90 days oy
__ Barry Kuntz 8/5/2009 OEM and discount 15 days oy
__ Marcus Algren T/3/2009 Of brand/discount manufacturers 30 days oy
* Gio)
Attachments =
- Attachments (Double-cick to open)
First record
attachment Comos |
Qpen

FIGURE 1.34 Saving as XPS file

JF TableTools | Micrasoft Access

Save the cument database object

—] Sove Object As
o Save the current database object as a new
7 Open abject,
XPS
Publish a copy of the object a5 an XPS file. <

%) Discard Changes -

frr Word
_pTestFile
:") More ~

5
Lﬁé 1 Cache List Data

Create Manage wurk Smmronlzc -
E-mail Replies | Online 34 Relink Lists
| CollectData | SharePoint Lists

Publlish as XPS option

iﬂ . . Save the database in another format
e [ Actess 2007 Database

; B savea copy that will be compatible with ate » | Hotes = | Payment Ter - ]

@ print b | T ccess 20, 12009 Manufacturer/OEM parts 15 days )
b Access 2002 - 2003 Database /2009 Off-brand/discount manufacturers 30 days o)
.7 | Save 3 ¢opy that will be compatible with /2009 OEM BMW parts only 15 days o)
(=] Monage Access 10022003, 12009 OEM and discount 90 days o)
[B]1y Access 2000 Database EQUOB QEM and discount 15 days o)
@ E-mail \j Save a (opy that will be compatibls with (2009 Of brand/discount manufacturers 30 days @(0}
Aptess 2000, @(Di

'ag Publizh ’

=
|_| Close Database

[ﬂ Atcess O»ﬂons][x Exit ﬁ«ess]
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\bYStep'By'Step EXERCISE 12 (Continued)
Import and Export Data

@ In the Publish as XPS

dialog box, navigate to the FIGURE 1.35 Publish as XPS file dialog box
location given by your (=) publish as XPS
teacher. @vr + Main User » Documents - | 3 | | Search P |

By Organize v &g Views v [ New Folder

@ Select the Open file
after publishing

| Name | Date modified Type Size Tags

Favorite Links —
Mo iterns match your search.
E Documents

option and click Publish @ Recently Changed
(See Figure 135) 75| Recent Places
B Desktop
@ OCH !CKI Your screen 1% Computer
. . Pictures
should look like Figure 1.36. g e
[Saving Customer Info as XPS |
E Searches
@ Close the application More »
displaying the XPS = =
document.
File name: Customer Info -
@ Close the Customer Info Save astype: [ XPS Document Y
table Open file after Optimize for: (©) Standard (publishing
) publishing anliny :
T _ | Publish button
@ Mini
. . onling)
H Continue to the next exercise. - - -
[Open file option] [ opors= |
17
(=) Hide Folders Tools v [ Pubish | [ Cancel

You Should Know

To save or publish a data-
base object as an XPS

FIGURE 1.36 Published XPS file

. 1€ C:\Users\Documents\Customer Info.xps - Internet Explorer (=N EoR|===)
document or PDF flle’ OO = |1£, C:\Users\Documents\Customer Info.xpd V‘ L | X | | Pl v|
Choose EXternaI Data> File Edit View GoTe Favorites Help
Export>PDF or XPS. To ol [@cmm,lnﬂ, " [ % v B v ® v ikPage v {}Tools v
save or publish a copy of e saveACopy |6 Permissions  { DigitalSignstures= [Tpetedrofind. ]
the database object as a H
PDF or XPS file, choose
offi s As>PDF Customer Info 1/6/2009

ice>save As> Document displayed in Internet Explorer |

or XPS. Customer ID Customer Name Street City
1A1 Auto Parts 419 Washington Boulevard  Los Angeles
2 Jack's Quick Fix-it 883 Ocean Street Canton
3 Amie's AutoHaus 1010 Highway 56 Concord
4 Michael's Motors 78 Arlen Avenue Nashville
5 Wrench Worx 221 Oro Vista Avenue Rome
6 Triple-A Auto 86 Meadow Lane Indianapolis

R e ——— e —— e —— )
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Step-By-Step
i

o In your Phil’s Pick-a-Part
database, in the Navigation
Pane, click the Navigation
Bar and select Reports.

e Open the All Orders
report.

Choose Home>Views>
Layout View .

o Scroll to the end of the
report.

6 €ICHECK) Your screen
should look like Figure 1.37.

0 Select Format>Views and
click the View drop-down
arrow. Select Print

Preview .
o Choose the Print

Preview>Zoom>Two

Pages .

e €ICHECK) Your screen
should look like Figure 1.38.

) Continued on the next page.

You Should Know

You can also right-click an
open area of the report
window to select Print
Preview.

Exercise 13

EXERCISE 13
Set Printing Options

Sometimes you might want to make sure that the data in a report is kept together to
avoid excess pages and to improve the overall appearance of the report. Print Preview
lets you review each page and helps you make sure that text and fields are correctly
placed and formatted. Layout View allows you to manipulate fields and groups, but
it does not show page breaks or certain other elements. Access also lets you use the
Keep Groups Together property to keep data together so that a portion of a record
does not display on one printed page with the remainder on the next. You can use the

Force New Page property to print a section of data on a separate page.

FIGURE 1.37 All Orders report Layout View

o) 1= R D Microsoft Access | Report Layout Tools | IMa %
e Home Create External Data Database Tools i Format L Arrange Page Setup @

E |catibri |_& | EE} LY E Totals - @ =g :4 ﬁ = .

Wi !D 2 E_!].l Condlllonal |$ o 3 ||‘58 -“s Gﬁ L IO C-ndllnes = Logo ;‘\dd Emtmu J\utDFormet

' (E=EE 4| *2)| &sont .ez- 53"

|| Vigws Font Formatting Grouping & Totals Griglines Contrals AutoFormat

Regorts e

1] anoroers

e i

View drop_ i Custamer Nam? ; Wrench Worx L

down arrow 8/24/2003; 1 2

9f4/200; 5 15

|Layout View shows fit on one page |

4 m | »

Layout View |

FIGURE 1.38 All Orders report Print Preview

O Ty H9-0- &) Microsaft Aceess e~ L3
S pint preview | 2]
= [] show Margins  [.L [E5] N FH A i word
Al (A [ : Nl
@ Ij ’E 1| Print Data Only U J 2)liss il 5 [ Teut File E
Print Size |Portrait| Land: Mamlm ge Zoom One | Two | More Refresh | Excel SharePoint XPS Clase Print
=
[ EE Columns Setup Page |Pages |Pages~ All List 5 More - Preview
Print_| | Page Layout | Zoom Il Data | (Close Preview:
Reports
IS anoraers 18 ANl Orders [——
B A1 Orders it o 2o
fe emass  mees -
Cammerems [EreT et I [ — ——
Taves f B — B
= . =
e
B |
— — Print Preview shows
- two pages at a time
Ready Hum Ladk |
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Step-By-Step
i

0 Click Close Print

Preview E Choose
Home>Views>Layout

View .

Choose Arrange>Tools>
Property Sheet .

In the Property Sheet,
under Selection Type,
click the drop-down arrow.
Select Detail. On the
Format tab, click the
Force New Page box.
Select After Section.

12

Right-click in an open area
of the report window and
select Print Preview .

@ €ICHECK) Your screen

should look like Figure 1.39.

Close Print Preview.

@ In the Property Sheet,
under Selection type,
click the drop-down arrow.
Select Detail. Click in the
Force New Page box.
Select None.

@ Close the Property
Sheet.

@ Choose Format>

Grouping & Totals>
Group & Sort E

@ €ICHECK) Your screen

should look like Figure 1.40.

b Continued on the next page.

Exercise 13

EXERCISE 13
Set Printing Options

(Continued)

FIGURE 1.39 All Orders report with Force New Page After Section

o)\E2-o-&)*

Print Preview |

Microsoft Access - B X

f m .JSI\a ¢ Marging '. Q 5] T 51 B o word
E G 2R R
SR =D Q: OEE e S . &
Print Slzz Portrait Lands(apeMamlM ge Zoom One | Two | More Rc csr\ Excel SharePoint XPS Close Print
| &8 Columns mun |~ Page |Pages [Pages~ Ly More - Breview
| Print_|| Page Layout J Zoom | Data | [ Close Preview; ]
Reports -« —7
15 anOrders {8 All Orders = 2 &
B A1 Crders v = rmes e
= A
Ja— e
T
[Sections broken onto individual pages |
Ready

FIGURE 1.40 Grouping and Sorting window

i NE R &) - Microseft Access | Report Layout Tools = = B
— Hame Create External Data Database Tools i Format Amange Page Setup (7]
a8 | | R H2= o | =
view ||LAED T |c [ i e o i Do =\ AddEn AutaFormat
CUBI— ——8% onditional " roup Gridlines age sting || AutoForm
~ EEE (= BOREE) & son - @:- i
| Views Font Formatting rouping & Totals Gridlines Controls. AutoFormat |
Reports s
[E anorgers I8 ANl Orders
T {
1 b |
~----—Group & Sort button | p—
1 3 unday, January 0€ |
i I & Arorgers e |
i Date Product ID Quantity
i .
i
| Customer Name Al Auto Parts
7114/2009 1 15
71142009 4 20
| 8/4/2009 3 10
H L
i
E Customer Name Arnie's AutoHaus
10/14/2009 s |scrt|ng wmdow|
[ 11/10/2009 [ 10
i i 11412009 5 2 =
Kl [ ] b
‘Group, Sort, and Total x
i Groupon CustomerName ¥ with Aontop ™ . Aare X
Sortby Date
|l addagrown ||3 ) Add asort |
[ Click to expand options |
Layout View | Hum Lock HE-E-E-IEI
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Step-By-Step
i

@ In the Group, Sort, and
Total window on the
Group on Customer
Name bar, click More.

Click the do not keep
group together on one

19

page drop-down arrow
and select keep whole
group together on one
page.

€ICHECK) Your screen

Choose Format>
Grouping & Totals>
Group & Sort [Z/to close
the window.

Choose Format>Views>
View>Print Preview .

€ICHECK) Your screen

should look like Figure 1.42.

Close the report. In the
dialog box, click Yes to
save changes.

& 666G 6206

Close your database. Exit
Access.

Exercise 13

EXERCISE 13
Set Printing Options

(Continued)

FIGURE 1.41 Grouping sections together on same page

should look like Figure 1.41.

Do)\ 9 - &) Microsoft Access | Report Layout Tools - B X
N Home Create External Data Database Tools i Format Arrange Fage Setup @
| |A | B | Fomsting pEg = oo | FR = _ e
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- == = [ 1% ]l ) & Sort TR g B - eielas
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' - |
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i .
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i L
i
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e[ seetby Date
|z nddagrewn |5§1 add a sort |
‘ | Groups are kept on same page |
Layout View |

Hum Lock HE'E-E‘-! E I

FIGURE 1.42 All Orders report grouped in sections Print Preview
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