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Introduction

The Microsoft Office Access 2003 database management system can be a powerful tool for you
whether you need to handle business or personal information. The concept of distributing data among
related tables is not new, but the way the concept is implemented in Access 2003 makes information
management a snap. Access 2003 is extremely flexible and can be applied to any environment.

With Access, you can design and build complete applications with virtually foolproof data
entry and retrieval functions and adaptable user-interactive vehicles.

Access’s main features are the objects that you can create and combine to produce a
complete information management system:

B Tables are the containers for the data. They consist of fields that can contain data of
many different types.

B Queries are the questions you ask of the database. They can extract specific data from
multiple tables or even perform actions such as insert, update, or delete certain records.

B Forms display data from one or more tables in an informative design. Forms are used
for data entry and display.

B Reports are used for distributing printed information from one or more tables.

B Macros are lists of actions that work together to carry out a particular task in response
to an event.

As an integral member of the Microsoft Office 2003 family, Access 2003 has become very
cooperative in working smoothly with the other members. For example, it can provide the
mailing list for Word’s Mail Merge document or send data to Excel for analysis and charting.
Access can also easily import and link to data in other program formats.

Who Should Read this Book?

This book is especially designed and written for readers who want an effective guide to all the
Microsoft Office Access 2003 features, as well as for those who need a complete step-by-step
walk-through to learn how to get the most out of Access. It is written for anyone who has a need
to organize information efficiently and accurately, whether for personal or business objectives.
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How to Do Everything with Microsoft Office Access 2003

The book is appropriate for beginners to Access who are familiar with computers and other
programs but who would like to become proficient in information management. It is also highly
useful for beginner-to-intermediate readers who are migrating from other database management
systems or earlier versions of Access.

This book focuses on how you can get the most out of Access, whether you are responsible
for your company’s complete information system or just want to keep track of personal
information on your home computer.

What's in Each Part of the Book?

The book is divided into four parts, each of which addresses a specific aspect of Access database
management in a logical sequence, from a simple beginning to complex multiple user environment.
Part I gives you a general overview of Access, and addresses the basics of creating a new

database with related tables, and entering data in the tables.

Part II gets to the meat of database management by describing how to build queries to
extract just the information you want, in the form you want it. Part II also shows you how to
create forms and reports for displaying and distributing data. One of the chapters describes how
to analyze data with visual charts and graphs.

Part I1I diverts from database management to discuss personalizing your workplace and
improving database performance. It describes how to create custom menus and toolbars, as well
as switchboards and dialog boxes. Macros are also introduced in this part.

Part IV looks outward from Access and investigates the exchange of data with other programs,
including database applications. It also investigates the sharing of an Access database among
multiple users, employing replication techniques, and describes various means of securing the
database from intentional and unintentional disruption.

The Appendix shows how to convert a database from previous versions of Access. In addition,
it describes how to deal with sharing a database across several different versions.

What Features and Benefits Are Included?

Many helpful editorial elements are presented in this book, including the chapter-opening
checklist of How To topics that are covered in the chapter. If you are new to Access, you may
want to start at the beginning of the book and read each chapter carefully. Work the step-by-step
exercises as much as possible to gain important “hands-on” experience. If you have used earlier
versions of Access, you may want to skim through the How To lists for material that is new
to you.

You will find all the information you need to perform a specific task clustered together in
a single chapter with cross-references to other chapters that may contain related information.
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In addition to the explanations in the text, every chapter presents relevant and interesting
figures and illustrations that clearly depict the activity under discussion. Other elements are
included such as:

B Tips with graphics and text that point out alternative ways to use a feature.

Cautions that warn the reader of pitfalls and workarounds that can avoid problems.
Notes that contain ancillary information related to the current topic but not part of the action.

Shortcuts in the form of a graphic icon that suggest ways to save time with a particular task.

How To and Did You Know? sidebars that contain additional, peripheral information about
the process at hand.

The following conventions are used in this book:

Menu commands are separated by pipebars; for example, File | Open. This means select
the Open command on the File menu.

Click means to click an item once, using the left mouse button.
Double-click means to click an item twice in rapid succession, using the left mouse button.
Right-click means to click an item once, using the right mouse button.

Procedural steps that are numbered must be carried out in the prescribed order.

Optional choices are presented as bulleted lists from which to choose.

Let Me Hear from You

After a book leaves my domain, there is always a sense of waiting for the other shoe to drop.
If you have any comments about how to make this book better, or you want to share some of
your experiences with Access, I would be delighted to hear from you. I have enjoyed hearing
from readers from as far away as India, China, Scotland, and Korea. Just drop me a line at my
email address: VAndersenZ@aol.com.

XX
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4 How to Do Everything with Microsoft Office Access 2003

How to...

M Start Access

Open a database

Navigate in the Database window

Use menu commands, toolbar buttons, and shortcut menus
Open a table

Navigate in Datasheet and subdatasheet view

Get help

In this, the Information Age, we are swamped by data; to use it effectively, we must store

the information in such a way that we can get to it when we need it and make sense out of it.
Microsoft Access 2003 is the top-notch database management system for all your information
management needs, from a simple address list to a complex inventory management system. It
offers all the necessary tools for storing, retrieving, and interpreting your data. Furthermore,
these tools are a breeze to comprehend and employ.

Relational databases make a lot of sense. The data is distributed among tables, each table
referring to a specific aspect of the database such as customers, products, and orders. The tables
are closely related so you can retrieve the information you need from all of them and in any
arrangement you want.

With a single copy of each data item, you need to update it in only one place, which improves
the probability of correct and consistent data. In smaller, less complex, and more focused tables,
information is easier to find. In a large table containing a conglomeration of information, it can
be difficult to find just the information you need.

This chapter starts Access 2003 and gives you a tour of the Access workplace. If you are
already an experienced user of an earlier version of Access, you might want to scan the material
in this chapter to pick out the new features and move on to Chapter 2 to create a new database.

Start Access and Open a Database

You can start most software built for the Windows environment in the same way: from the Start
button. Depending on how you installed Access 2003, the program’s name may appear as a
separate item in the Programs (or All Programs if you are using Windows XP) list or as one of
the programs in the Microsoft Office menu. If you don’t see Microsoft Access in the Programs
list, choose Microsoft Office, then click Microsoft Access.

To start Access:

1. Click the Start button and point to Programs or All Programs in the Start menu.
2. Click on Microsoft Access 2003 in the list of programs.
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When you open Access, the main window displays the Getting Started task pane with three
options: access Microsoft Office Online, open one of the existing database files, or create a
new database (see Figure 1-1). The upper panel contains the names of databases that have been
opened recently (no doubt your list will be different).

Take a Tour of the Access Window

The Access window shows a title bar, menu bar, and toolbar common to Windows programs.
Before we get to the business of creating and using an Access database, let’s take a quick tour
of the Access 2003 window and get acquainted with its features. It is a great advantage that
many of the Access features are common to other Office programs so you may already be
familiar with them.

Close
Control menu Maximize
[ Minimize
v
Microsoft Office Access 2003 =] E3
! Fle Edit Yiew Inset Tools ‘Window Help Tupe a questionforhelp =
NS EHBISAVI4BRER|I -5 FA- e | sfd-@
Getting Started v X

Microsoft Office Online

*  Connect ko Microsoft Office
Online

# et the latest news about using
Access

*  Automatically update this list
from the web

Maore...

Search for:

| |

Example: "Print more than one copy™

Open
Homne Tech Repair2003.mdb
Police2003, mdb
Resource Schedulingz.mdb
MyAsset Tracking. mdb

ﬁ Mare...

|3 create anewfile...

Ready ? |—>A

[
Status bar Resize handle

FICIU/=NEl The Access opening window with the Getting Started task pane
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The Title Bar

In addition to displaying the program name, Microsoft Access, the title bar contains buttons that
you can use to manipulate the window. These buttons are common to all Windows applications.
You can use them to maximize, minimize, resize, or close the window. If the window is not
maximized, the lower-right corner becomes a resizing handle that you can drag to change the
height or width of the window.

The Menu Bar

Most of the menu commands are dimmed and not available in the empty Database window
because there’s not much going on there. The File menu offers options to create a new database,
open an existing one, or search for the one you want. Other options, such as the Toolbars option
in the View menu, let you tailor the database workplace. All the Help menu options are available.
You’ll learn more about getting help later in this chapter in the “Get Help When You Need It”
section.

The Toolbar

The buttons on the toolbar offer shortcuts to a lot of the commonly used menu commands. Most
of the toolbar buttons are dimmed, but you can rest the mouse pointer on the button and see its
name displayed below the button in a ScreenTip. The toolbar and the menu bar present different
options, depending on the current activity.

e

The Status Bar

The status bar, located at the bottom of the Access window, provides a running commentary
about the ongoing task and clues to the Access working environment. The right side of the status
bar also shows boxes that indicate the presence of a filter and the status of various toggle keys
such as INSERT, CAPS LOCK, SCROLL LOCK, and NUM LOCK.

Open a Database

Now let’s get down to business. If the database you want to open is listed in the Getting Started
task pane that appears when Access starts, you can open it by simply clicking the filename.

If the one you want is not on the list, click More. The Open dialog box appears, as shown in
Figure 1-2. (Your list of folders and files will be different.)

If Access is already running, you can open a recently opened file by choosing File on

the menu bar and selecting the filename from the list.
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Microsoft Office Access 2003

¢ File Edt Yiew [nset Tools

Wwindow  Help

NEEHR SR VIXB@R 9\ & Mo

Back to previous folder
Show list of recent folders

Up one level

Delete

Search the Web

Create new folder

Type a question for help -

Look in:

I =] osbarne

My Recent
Documents

-/

La
Deskkop

My Documents

My Computer

Iy Pletwark

Ready

1 Access 2003
g 1 Access10

| B awview.mdb

| Chapter 4.rdb

] Capy of Police2003.mdb
db1.mdb

|Home Tech Repair mdh
‘Horne Tech Repair
THTR11_Backup.mdb
THTR2K. mdb
|NewCats.mdb

Order Entryl.mdb

121 Police. mdb

2] Palice1_Backup.mdb

2] Police11_Eackup2 mdb
2] Palice2003. mdb

%'] Replica of Police2003.mdb
2 SCM 2002 MDE.mde

2 5CM 2002 mdb

File narne: I

H

Places Files of type: IMicrosoFt Office Access (*.mdb;*.adp;*.mda;*.mde;*.adej

HIC{OI{=E¥A Choosing the database from the Open dialog box

The Groups Bar

The Groups bar at the left contains five buttons that you can click to open other folders or return

to the Windows desktop:

B My Recent Documents

Opens the new Recent folder, which displays the name, size,

type, and date of the last modification for each database you’ve opened recently.
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B Desktop Displays a list of the desktop components on your computer that you
can transfer to including items such as My Computer, My Documents, and Network
Neighborhood.

B My Documents (or the name of your personal default folder) Shows the contents of
that folder. This is the default display in the Open dialog box.

B My Computer Displays the list of available data storage units in the system.

B My Network Places In Windows 2000, it displays the folders and objects you have
saved in web folders. In Windows XP, you see the network drives on your LAN as well
as the names of any web folders you have set up.

The trick is to know where you have stored your database. If you have used other Windows
applications, such as Word or Excel, you know how to find the file you want with the Open dialog
box. Use the “Look in” box to zero in on the folder that contains the database, double-click the
folder name or icon to open it, then select the file you want from the list.

The Open Dialog Box

The Open dialog box contains several buttons that help you find the file you want to open. You
can see the name of each button by resting the mouse pointer on the button in the command bar.
The Views drop-down list includes these options:

o

=n Largelcons

== Small lcons

List

Detailz

Properties
Prewiew

e Thumbnails

The Tools drop-down list includes these options:

Tools =

B3 Search...
><.' Delete Del

Fename

Map Metwork Drive...

Properties
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If you want to work with a different file type, click the down arrow next to the “Files of type”
box and choose from the list of 18 types or All Files. The default file type for Access 2003 is
Microsoft Access, which includes all Access databases and any other Office documents that have
been linked to an Access database such as an Excel spreadsheet or a Word document. Choose
Microsoft Access Databases to see only the database files in the current folder or Microsoft
Access Projects to see only the list of projects.

Files of type:  |Microsoft Access (*.mdb;* adp;*.mda;* mde;*. ade) El
All Files (*.*)

Microsoft Access Databases (*.mdb)

Microsoft Access Projects {*.adp)

wWeb Pages (* Bl * Rty ™ htay*. asp)

Add-ins (*.mda) i

Once you have tracked down the database you want to open, double-click the name or select
it and click Open.

The Open button offers other ways to open the database such as read-only, exclusive, or
both. You will learn more about these options in later chapters.

Open the Sample Database

To get started working with a database in Access 2003, let’s open the Northwind sample database
that comes with Microsoft Office 2003. The database is installed on your hard drive during typical
installation and usually is stored in the Program Files\Microsoft Office\Office\Samples folder.

If you don’t have the Northwind database installed, you may need to reinstall Access
and add the sample database. Also, if you don’t want to be greeted by the Northwind
welcoming screen every time you open the database, check the “Don’t show this screen
again” check box before you click OK.

——

The Northwind database is an order processing application that demonstrates the power and
usefulness of a relational database. Although the focus seems simple enough—taking and filling
orders from customers for the company products—a lot of data actually is involved.

1. To open the Northwind sample database, start Access and click More in the opening
New File task pane on the right side. (Of course, if it is already showing in the list of
files recently opened including the one you want to work with, just click the filename.)

2. Click the “Look in” arrow at the top of the dialog box and click on C: to revert to the
root directory of your hard drive. (If Access is installed on another drive, choose that
one instead.)

3. In the list of folders and files in the C: directory, double-click Program Files. Program
Files now appears in the “Look in” text box, and a list of the subfolders and files in that
folder shows in the window.

4. Continue to open the folders for the Program Files\Microsoft Office\Office\Samples
path. If you have installed Office 2003 in a different directory, use that pathname.
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5. Select Northwind and click Open. If the Northwind Traders welcoming screen appears,
click OK to close the screen.

6. Ifyou are greeted by the Main Switchboard, click the Display Database Window button
to open the Northwind Database window (see Figure 1-3).

In the next section, watch for the difference between the Access window with the menu
bar and toolbars and the Database window, which contains lists of all the objects in the
database and has a separate command bar.

Large icons List
Delete | Small icons | Details

Microsoft Office Access 2003

© File Edit Wiew Inset Tools ‘Windgw j Type a question for help
NESEBR SRV %R0 |H-TE- e ® 220

i Morthwind : Database [Access 2002 - 2003 file format)
E Open &2 Design S New | K
Objects

Create table in Design view

=
=
3
-

I

Tables Create table by uging wizard

e Create table by entering data

Forms
Customners

Reparts Employees
Order Detailz
Orders

Products

Pages
Macros

todules Shippers

ENEN NNy TS

Groups
%] Favorites

Suppliers

Ready 4
[ I

Database window Access window

FICU{ZWERN The Northwind sample database in the Database window
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Tour the Database Window

The Database window represents the database itself. When you close the window, you also
close the database. You can see all the components of the database in the Database window.
The left pane of the Database window shows a set of buttons grouped under the Objects
button. The buttons are labeled with the names of the Access database objects: Tables,
Queries, Forms, Reports, Pages, Macros, and Modules.

Another title button named Groups includes buttons that open other folders such as the
Favorites folder. Groups can be quite useful if your database is used by more than one department,
such as personnel and marketing. Each department can have a group of database objects that it
can use, such as favorite reports and data entry forms.

In Access 2003, you don’t have to stick with Favorites; you can define and name your own
custom groups. A user-defined group can contain any type of Access objects as well as objects from
other Office applications, just like the Favorites group. When you click Groups, the Objects list
collapses and the list of your custom groups appears in its place.

The Database window is made up of several pages, each represented by a button in the left
pane under Objects. Clicking on an object button opens the page, where you can see the names
of all the existing objects of that type.

The Toolbar

The toolbar you see at the top of the Database window (not the Access window) includes buttons
to open an existing object to view or modify, create a new object, or delete an existing object.
You also can change how the Database window lists the objects.

You can list the objects using large or small icons in alphabetical order by name or another
arrangement. Additionally, with the object name, you can show details such as a description,
dates created and modified, and type; viewing such details helps when you’re trying to find the
most recent report. Each of these options is available by clicking a button on the Database window
command bar or by selecting from the View menu.

The Object Pages
Each object page also has its own toolbar with a set of buttons appropriate to that object type. All
the object pages include the Design and New buttons. The first button on the toolbar depends on
the object page you are on. Select the object you want to work with and click one of the buttons
on the page toolbar:

B To work on an object design, click the Design button.
To start a new object, click the New button.
To open the table, query, form, or page, click the Open button.

To preview the report, click the Preview button.

To run the macro, click the Run button.

11
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In addition to listing the objects, each object page (except the Macros and Modules pages)
includes two or three shortcut items that you can double-click to start the process of creating a
new object. For example, the Tables page, as shown earlier in Figure 1-3, has the following three
items in the list:

M Create table in Design view

M Create table by using wizard
M Create table by entering data

You’ll learn more about using these features in Chapter 3.

Look at Menu Options and Toolbar Buttons

While you are bouncing around in the Database window, you might as well take a look at the
menus and toolbar buttons. The standard Database menu bar and toolbar appear in the Access
window. Not all the options are available to all of the database objects, and some, such as the
Save button, are not available until a table or other object is opened. It also makes sense that
the Paste button is dimmed until you have copied something to the clipboard.

New
Open Microsoft Access Help
Save New Object: AutoForm
File Search Relationships
Print Properties
Print Preview Microsoft Script Editor
Spelling Code
Cut Analyze
Copy Office Links
Paste Undo

[atabasze

RE=E" B R

If you don’t see the toolbar, right-click in the menu bar and select Database in the list of

available toolbars.

To see what a toolbar button will do, rest the mouse pointer on the button and look at the
ScreenTip that appears briefly. A lot of the menu commands and toolbar buttons also have shortcut
keys that might show in the ScreenTip or with the menu command name. See Chapter 16 for
more information about showing shortcut keys on menus and toolbars.
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You can move the menu bar and toolbar to different locations in the window. You can dock
them at another edge or let them be free floating. To move either one, click the move handle
located at the far-left edge of the bar (it looks like a stack of dots). Then drag the bar away from
the top of the window to another edge or leave it in the center of the window. Drag the bar borders
to resize the floating bar.

To restore the menu bar to the top of the screen, click and drag the move handle at the left
end of the bar. To restore the floating toolbar, drag it by its title bar to the top of the window.

Use Shortcut Menus

Shortcut menus didn’t get that name by accident—they really are shortcuts to a lot of
actions. Shortcut menus are context-sensitive menus that appear when you click the right
mouse button. The commands in the menu depend on where the mouse pointer is and what
is going on when you click the button. Click anywhere outside the menu to close it.

Figure 1-4 shows the shortcut menu that appears when you right-click in a blank area of
the Database window. Only the most commonly used commands are included in the shortcut
menu, but they also might include commands from several different menus on the menu bar.

To choose a command from a shortcut menu, click the command or type the letter that is
underlined in the name of the command, called the access key. If the command shows a right
arrow, such as View in Figure 1-4, it is a submenu that contains more commands. Rest the pointer
on the item to open the list of commands, then choose one from the list. If the command shows
an ellipsis (...), as Import does, it opens a dialog box when you click it.

& Northwind : Database [Access 2002 - 2003 file format) (O] x] |
U5 Oper B Desion JNew | X |28 =
Objects ELJ Create table in Design view
| 1 Tables %J Create table by using wizard
- ] i
ET—‘ Aicties é Create table by entering data
= Fom E Customers Yiew »
4 Reports [ Employees
Arrange lcong 3
'*;,m] Pages [ Order Details
2 Macros & Orders -
E  Products 2 lmpart..
U adules [ Shippers % Link Tables...
[ Suppliers -
-3
35 Relationships. .
ﬂ Wizual Basic Editor
Groups

HICIU/SNE”W Choosing from the database shortcut menu
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See Chapter 16 for information on how to get wild and crazy with menu bars, toolbars, and

shortcut menus to create your own workplace style.

Open a Table

Nothing much happens in an empty Database window, so let’s take a look at some real table data.

To open one of the tables in the current database, double-click its name in the Tables page or

How to Do Everything with Microsoft Office Access 2003

select the name and click Open. The table appears with the data in rows and columns much like
a spreadsheet. This view of table data is called Datasheet view.

Figure 1-5 shows the open Northwind Orders table in Datasheet view. Each row contains a

single record with the information for one order. Each column contains values for one field. Each
field has a unique name—for example, OrderID—and contains a specific item of data, such as
the customer name or order date.

—

Another way to open a table is to right-click the table name in the Tables page, then

choose Open from the shortcut menu. This menu features other commands that will be

useful later on.

B Orders : Table

Scroll box

Scroll arrow

Order 1D Customer Employes Order Date | Regquired|Date | Shipped Date |2
s 10481 Ricardo Adocicadas Callahan, Laura 20-Mar-1997 17-Apr-1997 25-Mar-1937
|+ 10482 Lazy K Kountry Stare Davalio, Mancy 21-Mar-1957 18-App-1997 10-Apr-1997
||+ 10483 White Clover Markets King, Robert 24-tar-1957 21-App-1997 25-Apr-1997
| |+ 10434 AB's Beverages Leverling, Janet 24-Mar- 1957 21-Apr-1997 01-Apre-1997

s 10485 LINO-Delicateses Peacock, Margaret  25-Mar-1997 0B-ApFTo97 —IThar oo P»—!
s 10486 HILARION-Abastos Davalio, Mancy 26-Mar-19597 23-Apr-1997 02-Apr-1997
||+ 10487 Queen Cozinha Fuller, Andrew 2B-Mar-1997 23-Apr-1897 28-Mar-1357

||+ 10488 Frankenversand Callahan, Laura 27-Mar-1997 24-Apr-1997 02-Apr-1937

I 10483 Piccolo und mehr Suyama, Michael 28-Mar 1957 20-Apr-1997 09-Apr-1987

[+ 10490 HILARION-Abastos King, Robert 31-Mar-1997 28-Apr-1997 03-Apr-1997
1 10421 Furia Bacalhau e Frutos do Mar Callahan, Laura 31-Mar1957 28-Apr-1297 05-Apr-1997
||+ 10492 Bottorn-Dollar Markets Leverling, Janet 01-Apr-1997 29-App-1997 11-Apr-1997
1 10493 La maison d'Asie Peacock, Margaret 02-Apr-1997 30-Apr-1297 10-Apr-1997
1 10494 Comércio Mineiro Peacock, Margaret 02-Apr-1997 30-App-1997 09-Apr-1997
1 10495 Laughing Bacchus ¥Wine Cellars  Leverling, Janet 03-Apr-1997 01-May-1997 11-Apr-1997
||+ 10496 Tradigao Hipermercados King, Robert 04-Apr-1997 02-May-1997 07-Apr-1997

. N1n‘.'1':Il_|_Q_hm25_E_pc>h.'1:r|f.;ch:\o;\r;30 Ligg Rohart NA-Lp 1007 M2-hdad 1007 n?.m.»_mq?_.r?

I

Scroll bar Scroll arrow

S[CU3{=WBW The Northwind Orders table in Datasheet view
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Take a Tour of the Datasheet View

You probably noticed that some changes occurred in the window when you opened the table. For
example, the title bar of the Database window now shows the name of the open table. The menu
bar includes two new options, Format and Records, that are relevant to the open table. More of
the toolbar buttons also are available. The status bar at the bottom of the Access window displays
the description of the current field that is included in the table definition. For example, if the
cursor is in the first field, Order ID, the status bar displays “Unique order number.”

The Table Datasheet Toolbar

If you look closely, you also will notice that the Database toolbar has been replaced by the Table
Datasheet toolbar, which has many new buttons.

View Sort Ascending
Sort Descending
Filter by Selection
Filter by Form

T able D atazhest

M- B ST K@ 9 RN ETYIA X DA 0

Apply/Remove Fillter
Find
New Record | Database Window

Delete Record

If you right-click anywhere on the toolbar, you will see that the Table Datasheet option is
checked in the shortcut menu. This is a sure way to tell which toolbar is visible on the screen.
You can also choose other toolbars from the list to show in addition to or instead of the default
toolbar.

Formatting (D atasheet)

Table Datasheet

Task Pane
Wb

Customize...

To scroll to a particular record in the table, drag the scroll box to that record. As you
drag the scroll box, a helpful ScreenTip appears next to the pointer. It tells you the
number of the current record and the total number of records in the table.
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+ 10575 B's Beverages Peacock, Margaret 24-Jun-15997 22-Jul-15857
+ 10579 Let's Stop N Shop Dawolio, Mancy 25-Jun-15997 23-Jul-15857
+ 10580 Ottilies Kaseladen Peacock, Margaret 26-Jun-1997 24-Jul-1997
+ 10581 Familia Arguibalda Leverling, Janet 26-Jun-15897 24-Jul-1557
+ 10582 Blauer Ses Delikatassen Leverling, Janet 27-Jun1997  25.Jul1ggy Hiecerd 326 of 830
+ 10583 YWvartian Herkku Fuller, Andrew 30-Jun-1997 28-Jul-1897
* 10584 Blondel pére et fils Peacock, Margaret 30-Jun-15997 28-Jul-1957

Navigate among Records and Fields
You need to be able to get to your data if you want to enter new information or edit existing
records. As always, you can choose from several ways to move the cursor around the records
and fields in your table, including simply clicking in the desired location if it is visible. You
should try them all and settle on the one that works for you. The other methods are as follows:
B Selecting Edit | Go To
B Clicking the record navigation buttons at the bottom of the datasheet
B Using keystrokes such as TAB and the arrow keys

Choosing Edit | Go To allows you to move to the first, last, next, previous, or an empty, new
record.

| GoTo 3 | 4| First
I Last
e Hest

P4 MewRecord  Chl++

The record navigation buttons at the bottom of the datasheet window give you the same
options as the Edit | Go To submenu. You can also enter a specific record number (if you know
the number of the record you want to see) in the text box between the navigation buttons and
then press ENTER. This area also tells you what record the cursor is in and the total number of
records in the table.

Previous Record Record Number Last Record

| Recard: 144 | 50 ¢ | #i[+%] of 230

T T 1

First Record Next Record New Record
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If this is a filtered subset of the table, the word “(Filtered)” appears after the total
number of records, which is the number of records remaining after the filter has
been applied.

Shortcut Keys

If you are mousephobic, you can use the shortcut key combinations to move around the datasheet
once you get used to the correlation between the keys and the resulting cursor movement. Here
are some examples of what happens when you press various key combinations:

B The up or down arrow moves to the same field in the previous or next record.

B Right arrow or TAB moves right one field in the same record. If you are in the last field
in the record, the cursor moves to the first field in the next record.

B Left arrow or SHIFT-TAB moves left one field in the same record. If you are in the first
field in the record, the cursor moves to the last field in the previous record.

B PGUP or PGDN moves up or down one screen of records.
B HOME or END moves to the first or last field in the same record.

B CTRL-HOME or CTRL-END moves to the first field of the first record or the last field of
the last record.

Check Out the Subdatasheet

In a relational database, it is important to be able to view information related to the current data
on the screen. The related data is displayed in a subdatasheet, which can easily be opened. If the
records shown in Datasheet view display a plus sign at the left end of the row, there is additional
information in another table in the database that is related to that record. To see this data, expand
the subdatasheet by clicking the plus sign. The plus sign changes to a minus sign when the
subdatasheet expands. To collapse the subdatasheet, click the minus sign.

You can expand as many subdatasheets as you want in a single Datasheet view. Each
subdatasheet contains records that correspond to one record in the datasheet. You can expand
them individually or set a table property that automatically expands all of the subdatasheets when
the table opens in Datasheet view. See Chapter 3 for information about setting tables and other
properties.

Figure 1-6 shows the Northwind Orders table with two subdatasheets expanded to show the
products from the Order Details table, which were included in two of the orders in the Orders
table. Notice the plus and minus signs that indicate the current state of the subdatasheet.

If fields have not been specified to link records in the subdatasheet with records in
the datasheet, you will see all the records in the related table when you expand the
subdatasheet. See Chapter 2 for more information about relating tables and what
that can do for you.

17
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Expand subdatasheet

f8 Orders : Table
Customer Ermployee Order Date | Required Date | Shipped Dat~

% + 100 YWilmman Kala Buchanan, Steven 04-Jul-1996 01-Aug-1996 16-Jul-19
| 10249 Tradigdo Hipermercados Suyama, Michael 05-Jul-1996 16-Aug-19596 10-Jul-19
| 1* 10250 Hanari Carnes Peacock, Margaret 03-Jul-1996 05-Aug-19596 12-dul-19
- 10251 Victuailles en stock Leverling, Janst 08-Jul-1996 05-Aug-1996 15-Jul-19

Product | Unit Price [ Quantity | Discount

| |Gustafs Knackebrad §16.80 B 8%

| |Raviali Angela §15.60 15 5%

| |Louisiana Fiery Hat Pepper Sauce $16.80 20 0%

L - 1 SRR 1 . B
1|+ 10252 Suprémes delices FPeacock, Margarst 09-Jul-1296 0B-Aug-1995 T1-Jul-19
1™ 10253 Hanari Carnes Leverling, Janet 10-Jul-1996 24-Jul-1996 16-Jul-18
= 10254 Chop-suey Chinese Buchanan, Steven 11-Jul-1996 05-Aug-1996 23-Jul-19

Praduct | Unit Price [ Guartity [ Discount

| |Guarani Fantastica $3.60 15 15%

|| Pété chinais $19.20 2 15%

| [Longlife Tofu $8.00 21 0%

| om0 1 0%
1™ 10255 Richter Supermarkt Dadsworth, Anne 12-Jul-1996 09-Aug-1396 18-Jul-18
1™ 10256 Wellington Importadora Leverling, Janst 15-Jul-1996 12-Aug-1996 17-Jul-19
|+ 10257 HILARION-Abastos Peacack, Margaret 16-Jul-1996 13-Aug-1996 22-Jul-19

E 1n nriel Dawnlin Manry 17-nl-1959R 14-Ann-199R 73-.I||I-1jl;|

Record: 4] ¢ | 1 b | »i|e#] of 230 £l | v

Collapse subdatasheet

HICIU/NEN Viewing subdatasheets in the Orders table in Datasheet view

Get Help When You Need It

No matter how easy Access makes database management, you can’t possibly remember how to
do every task. That’s where the Access Help feature comes in. There are two ways to get help
with what you are doing;:

B Use the Ask a Question box
M Use the Microsoft Access Help task pane
The Ask a Question box is always available in the upper-right corner of the menu bar so you

can always get help, no matter where you are or what you’re doing in Access. It shows the “Type
a question for help” message.

The Help menu is always on the menu bar as well. The Help button is also available on all
IE built-in toolbars.
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Ask a Question

You can use the Ask a Question box to get help quickly. Simply type a key word or phrase in
the box, press ENTER, and the Search Results task pane displays a list of relevant topics (see
Figure 1-7).

Scroll down the list and click on the one that matches your question. The Help window opens
and displays the text of the topic you chose. The topic often includes expandable items such as
“Predefined calculations that use aggregate functions,” as shown in Figure 1-8. To see the whole
subtopic, click the expand arrow at the left of the selection.

If you want to see all the subtopics expanded, click the Show All link at the top-right of
the window. In addition to the list of subtopics, you may see many terms showing in a different
color, which indicates they’re expandable to show definitions and other short explanations. These
are also expanded when you click Show All. You can also expand them individually by clicking
the colored term. To collapse a single item, click it again. To collapse all the items, click the Hide

m Microsoft Dffice Access 2003 [_ O] ]
© File Edit “iew lnzet Took ‘Window  Help whhat iz a query? -

I EEHN SRV LR Y- 0 & e #F =54 @

Search Results v ¥
ﬁ Morthwind : Database [Access 2002 - 2002 file Format]) [_ (O] x| @mw

|75 Open (& Design  AMew | X | 2

For additional and updated content,
search Microsoft Office Online,

Objects

Invoices Filker

Order Details Extended
Order Subtotals 20 results

Orders Qry @ About queries —
Product Sales for 1997

Products &bove Average Price

Create query in Design view

I@ Learn more

i

Tables

Queries -
Blank Labelz

Cat Sales by “ear
Cat Sales Table
Cat Sales *tab

Forms
(@) Run a guery
Reports %
(@) Create a delete query

Fages Praducts by Categary

(@ Add or remove a table or query

gk g © ety Gy gy Uy Uy By
Uy 8 Oy Gy R Oy gy U (g O

Cat Sales for 1997 tery Ord
Macros SteO AR Hisartery yders in the guery design grid {MDE)
Country Category Quarterly Orders by Product .
g About designing & query (MDE:
Hedtie Current Product List Sales by Category 9} gning & query { )
Cush d Suprliers by Cib Cales bu'Y (g About parameter queries that
ustomers ahd Suppliers by City ales by Year promp For criteria (MDE)
Employee Sales by Country Sales Chart Query E
. . @) Exclude duplicate rows ina
Ireeoices Ten Most Expensive Products T query
Groups () Delete ajoin in a quer s
Search
| Offline Help }v|
|What is a query? |

@) Can't find it?

Ready 4

FICU{=MEYA [ .ooking at the Search Results task pane
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@ Microsoft Office Access Help

H=
Auto Tile —[T] & =
Back ) + Show all =
About designing a query (MDB)
Forward Mote The information in this topic applies only to a Microsoft Access database (.mdb),
Print herryau-operl a query in Design view, or apen a form, repart, or datashest and show

the Advanced Filter fSart window, wou see the design grid, which you can use to make a
watiety of changes to get the query results vou want,

Orders Order Subtotals =
* *
OrderlD p—| OrderlD) L

CustomerlD
EmployeelD i ———
OrderDate -\-
Employees
%
H EmployeelD
Lasthlame

FirstMame
Title

e e e e S

Field: |L asttlame |QrderDate Subtotalﬁj

Table: |[Employees|Orders | Order Subkotals

Total |Group By ['where 2 —Sum

Sart: ™ |Descending— 4

Shaow: [m]
Criteria: 2 i Eetwesn #E1

B Eotﬂh o i
Between #6,!'1,1'01# and #5;‘15;‘01#

1 Add or remove tables, queries, and Fields
2 Calculate amounts

2 Limit results using criteria

4 Sort records

P add or remove tables, queries, and fields

P Calculate amounts

Be dimmihvm e b

s

HICU{EBN Viewing the selected Help topic

All button, which has replaced the Show All link. All items automatically collapse when you
move to another topic.

The four buttons in the Help page do the following:

The Auto Tile button tiles the Help window vertically with the Search Result task pane
so you can select another topic without closing the Help window.

The Back and Forward buttons move among recently accessed Help topics.

The Print button opens the Print dialog box so you can print the current Help topic.
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If you are working in a different language, your version of Access may not support the
Ask a Question feature.

Use the Microsoft Access Help Task Pane

You have four ways to open the Microsoft Access Help task pane (see Figure 1-9):

M PressFl.
Choose Help | Microsoft Access Help.
Click the Help toolbar button.

If you already see a Task pane, click anywhere in the Task pane title bar and choose
Help from the list of available Task panes.

¢ Access Help r x
2| faY

Assistance

Search For:

| |

&3 Table of Contants

Microsoft Office Online

¢ Connect ko Microsoft Office Online
et the latest news about using Access
Autarnatically update this list From the web

Mare...

@] Assistance
&2 Trairing

g& Communities
ﬂj Dowrloads

See also

What's Mew

Zonkack Us

Accessibility Help

Online Content Settings. ..

FIC{UR{SN BN Opening the Microsoft Access Help task pane
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If you have selected an object or other item before pressing FI, you may see a brief

definition of the selected item rather than the Help task pane.

You can use the Help task pane to search for a topic. Type specific words or phrases in the
Search box and click the right-pointing arrow button.

If you want to browse through the Help file table of contents, click the Table of Contents
hyperlink. The Table of Contents displays a list of topics marked with the closed book icon.
Click these to expand the topics into individual Help articles (see Figure 1-10).

If you are currently connected to the Internet, you also have access to all the up-to-date Help
topics. Additional online help includes assistance, training courses, the latest product updates,
clip art and media, and a research library.

: Access Help =t

Qg

For the best cantent, wiew the orline Tablz of Cantents,

@ Learn more

Table of Contents
o2 atartup and Settings
47 Prinking
|| Creating and Working with Databases and Objects
.t}'}.ﬁ.bout Access databases
-@j.ﬂbout designing a database
.ij}Create an Access database
i) Improve performance of an Access database
.t}'}Use the Performance Analyzer bo optimize an Access database
oz Working with Access Files
p Converting Access Databases
“o2 Database Objacts
&% Controls and Charts
“ezviswing Dependency Information
4% Checking For Errars in Forms and Reports
L) arking in the Database Window
@) About: ways to use the Database window
(g Reefresh the Database window
i@ Change the appearance of objects in the Database window
1) Display multiple database ohiects on the Windows taskbar
.Q}J‘;Control the display of the Database window
o2 Traubleshoating Databases
dopwiorking with Data =l

|+

HICU 2N B[/l Viewing the Help Table of Contents
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Ask the Office Assistant

If you want a little variety, you can activate the Office Assistant by choosing Help | Show the
Office Assistant. When the assistant appears, click on the character to open a balloon asking
“What would you like to do?” Type your question in the balloon and click Search. This functions
much like typing your question in the Ask a Question box. You’ll see a list of relevant topics in
the same Search Results task pane as before and you can choose one to open the Help window.

If you have not installed the Office Assistant, you will see a dialog box asking whether you
want to install it now. Click Yes and you will be prompted to insert the Microsoft Office CD.

To remove the Office Assistant from the screen, choose Help | Hide Office Assistant or
right-click the character and choose Hide from the shortcut menu. If you get tired of the paper
clip, you can choose from six other characters. See Chapter 13 for information about customizing
the Office Assistant and other features of the Access workplace.

Ask What'’s This?

Most of the Access dialog boxes include the What’s This? tool, which gives you quick and short
information about a specific element or choice in the box. Activating the What’s This? help
feature is a two-step process. First, click the ? button in the dialog box title bar. The mouse
pointer changes to an arrow accompanied by a question mark. Then, click the element you want
to know more about.

To return the mouse pointer to its normal state without openingWhat’s This?, press ESC.

Get Help with What You’re Doing

Without opening the Help window, Access gives you many hints and clues while you’re working.
The status bar offers information about the current activity or position of the cursor. Many design
windows include hint boxes that tell you about aspects of the design. Other windows and dialog
boxes include samples or previews of the selections made.

For example, when you are working in the table Design window, status bar information tells
you how to move around the Design view and get help. The hint box on the right describes what
should appear in the Field Name column.

g8 Categories : Table =] E3
Field Mame | Daka Type | Descripkion |:j
% Autohumber Murnber automatically assigned to a new category,
CategoryMarne Texk Marne of Food cateqgory, |
Field Properties
General | Lackup |
Field Size Long Integer
Mew Values Increment & field name can be up ta 64
Format characters long, including spaces,
Caption Category ID Press F1 For help on Field names,
Indexed Yes (Mo Duplicates)

Smark Tags
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How to...

M Design an efficient database
Create a database with the Database Wizard
Run the new application

Start a new database from scratch

Start a new database from Windows

The information in a relational database system is distributed among related tables to optimize
information storage and retrieval. Common fields relate the tables so that information can be
extracted and presented in useful ways. If properly designed and constructed, a database can be
an essential tool in managing personal or business information.

Design an Efficient Database

The design process begins with an analysis of the tasks that will be required of the database.
First, find out what the system is intended to do for the prospective users. Interview each user
and get thorough descriptions of their expectations. It is essential to keep in mind that the design
process also is an iterative one: as the users get used to a new system, they can think of more
features they can use such as an additional data entry form, a special query, or a calculated field.

The database design process can be broken down into seven steps, each with specific goals
and products, such as data entry forms, reports, analytic tools such as charts and graphs, and other
end user requirements:

1. Determine what the users want from the database and what data is needed to provide
the basis for those results.

Plan the data distribution among the related tables in the database.

Identify the fields for each table.

Assign a unique field for each table to ensure that no two records are the same.
Determine how the tables are related to one another.

Review the design and step through procedures with users.

N O a s N

Create tables and enter data.

Although numbering the steps in a process implies that one step is completed before the

next begins, in reality the design process is more fluid, with each step overflowing into

the next. You can return to a previous step anywhere along the line.

We will use the Home Tech Repair database as our first relational database example. Home
Tech Repair is a small company that specializes in maintenance and improvement of home
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structures. Its specialties are electrical, plumbing, structural, painting, and heating and air
conditioning systems in the home. Figure 2-1 shows an example of the manual record keeping
system in use before the development of the Access database.

Home Tech Repair

Order # Date/Time
Customer -
Address o
i Phone . Taken by
Description
Bid Number Total Bid Date
Supervisor .
Work in Progress Date Started
Dale Finished Supervisor
Labor Costing Data
Hours Rate Cost Parts
X = Sales Tax
x N
x = Sub Total
X = Labor
— X =
Total Labor: Total
Cost Estimate __Date Amount Paid

F[elU/=A W The Home Tech Repair manual work order record
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Determine the Goals of the Database

A poorly designed database is of less than no value. The more time spent on task and data
analysis, the better the results will be. To begin the database design, start at the end point. Find
out what the end user expects of the database, then go about structuring the design to provide
these requirements.

To do so, answer the following questions:

B What do the users want to get from the database?

B What kinds of reports are needed (how do users want the information arranged and
summarized)?

Then follow these directions:

B Ifadequate data collection forms already exist, use them as patterns for the Access forms.

B Look at other databases that address similar information management situations and see
whether they can provide any guidance with the design of your own.

B Once the tasks have been defined, develop a list of the required data items.

The main purpose of the Home Tech Repair database is to maintain up-to-date information
about current work orders. To do this, it must relate the individual work orders to specific
customers or employees. It also must include forms for data entry and viewing of all table data.

In addition to the work order tracking, the owner would like to be able to conduct financial
analyses; for example, to determine how much revenue has been generated by each employee or
to review the total sales on a monthly basis. These analyses can include summary reports with
charts and graphs depicting trends and proportional distributions of types of jobs over a period
of time. Such studies are helpful when planning for future work.

Distribute the Data Among the Tables

Distributing data is the cornerstone of relational databases. The efficiency and effectiveness of
such a database relies on the proper distribution of data among the tables that make up the database.
This is not as easy as it sounds, but here are some guidelines to follow:

B The information in a table should be limited to a single subject. This allows you to
maintain data about each subject independently of the others.

B Tables should not contain duplicate information among its records. With only one
copy of each data item, you need to update it in only one place.

In the Home Tech Repair case, employee and customer information is repeated on several
manually prepared work order sheets. To reduce the redundancy, pull out both sets of information
and put them in separate tables. Keeping payments in a separate table will add flexibility, especially
if the work is paid for in installments, such as a deposit at the start of the contract and the remainder
while the work is being completed.
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If specific parts are routinely used, such as plumbing fixtures or electrical devices, the list
should be kept in a separate table. The data in the parts table can be accessed by the form or
report that brings the work order expenses together.

Other peripheral data can be included in separate small tables, such as shipping or payment
methods. The Home Tech Repair company information also can be kept in one separate place,
accessible to the report that prints the invoice. This table can include the company address,
phone and FAX numbers, Internet address, and any short standard message to include in
correspondence.

Identify the Data Fields

All the fields should relate directly to the subject and not include any information that can be
derived from other fields. Include all the information you need—nothing extra. Break up the
information into small, logical parts, such as First Name and Last Name fields, rather than a
single Full Name field. Name the fields so you will be able to locate specific records and sort
by individual field values. You can always combine the fields later for finding and searching
if you need to.

Table 2-1 lists the fields in each of the Home Tech Repair tables and shows the type, the
size, and a brief description of the data that will be stored in the field.

After arranging the data in the tables, review the distribution carefully to remove any
redundancies and make sure all fields in each table apply directly to that subject. For example,
the overhead and the total work order costs are calculated fields, and thus are not included in
the Workorders table.

Field Data Type Field Size Description

Workorders Table

Workorder Number Number Integer Uniquely identifies work order

Customer ID Text 50 Customer name

Bid Number Text 5 Original bid number

Start Date Date N/A Scheduled start date

Completion Date Date N/A Expected completion date

Supervisor Text 20 Name of employee in charge

Principal Worker Text 20 Name of employee who is
second in charge

Helper Text 20 Name of helper

Material Cost Currency 2 decimals Cost of materials

Labor Cost Currency 2 decimals Cost of labor

Description Memo N/A Description of work order

Drawing Hyperlink N/A File of drawing, as required

LGRS 2 Distributing Data Among Home Tech Repair Tables
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Field Data Type Field Size Description

Employees Table

Employee ID Number Integer Uniquely identifies employee
First Name Text 20 Employee’s first name

Last Name Text 25 Employee’s last name

SSN Text 10 Social Security Number
Specialty Text 25 Special labor skills

Address Text 50 Employee’s home address
City Text 50 City

State Text 2 State

ZIP Text 9 ZIP code

Work Phone Text 12 Office phone or pager

Pager Text 12 Home phone

Hourly Rate Currency 2 decimals Salary hourly rate

Billing Rate Currency 2 decimals Customer’s billing rate
Comments Memo N/A Additional information
Badge Picture OLE Object N/A Employee picture
Customers Table

Customer ID Number Integer Uniquely identifies customer
First Name Text 20 Customer’s first name

Last Name Text 25 Customer’s last name
Billing Address Text 50 Address to send bill to

City Text 50 City

State Text 2 State

ZIP Text 9 ZIP code

Phone Number Text 12 Customer’s phone

FAX Number Text 12 Customer’s FAX number
Notes Memo N/A Additional customer information

QIR Distributing Data Among Home Tech Repair Tables (continued)

Specify Key Fields
Each of the three main tables of the Home Tech Repair database has a field that uniquely

identifies a record: Workorder Number, Employee ID, and Customer ID. The values in these
fields can be entered by the user or assigned by Access in the form of an incremental AutoNumber.
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If the number has no other significance, such as identifying the general location of the job,
let Access enter the number and you can be sure there are no duplicates. If you don’t already
have a unique field, plan on asking Access to assign a special AutoNumber field to act as the
primary key so you can be sure each record in the table is unique.

Define Table Relationships

To relate two tables, you use common fields. The linking field in the main table usually is the
primary key field—for example, the Customer ID field in the Customers table. The linking field
in the other table is called the foreign key and usually is not a primary key—for example, the
Customer ID field in the Workorders table. The linking fields need not have the same names but
should be the same data types and contain matching values.

The relationship between the Customers and Workorders table is one-to-many because one
customer might contract for more than one job. The relationship between the Employees table
and the Workorders table also is one-to-many because one employee can work on more than one
job at a time and in one of three slots in a single job.

Figure 2-2 shows the Home Tech Repair tables in the Access Relationships window.

The field lists have been lengthened to display all the fields. There are three instances of the
Employees table in the Relationships window because it is linked to three separate fields in the
Workorders table. The figure also shows a fourth table, Bid Data, which we can add later.

Chapter 4 contains information about working in the Relationships window and defining

relationships.

=:2 Relationships [_ (O]
B?d Custamer 10 = it
Bid Date Bid Number Em First Name
Explrgs : Start Date 4 L X Lta.st Marne
Descripkion Completion Date /-’_ Employee ID Biling Address
Address Superistr oo First Marme City
i o
ey Principal Worker Last Hame Jkake
State Helper 335N P
ZIP Code Material Cost Specialty Phone Mumber
Contack Labor Cost Address Fax Mumber
Telephone Description ity Motes
Motes % Skate
Crawing

Award Date ZIP
Workarder # otk Phone
Customer 1D 1 Pager

First Mame Hourly Rate

Last Namne Eiling Rate

55h Comments

Specialty Badge Picture

Type
<| I >| o

F[e{U)2{=2¥A The Home Tech Repair tables
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You Can Relate Tables
- —  Three Different Ways

One-to-Many

This is the most common relationship between tables. One record in one table can have many
matching records in another table. The table on the “one” side often is called the parent table
and the other is the child table. For example, the Customers table would have one record for
each customer, whereas the Workorders table might have more than one work order for the
same customer. Both tables would include a field with a value that represents that specific
customer and links the two tables.

One-to-One

This relationship is more like a lookup tool in which each record in one of the tables has a
matching record in the other table. Both tables have the same standing and neither table is
designated as the parent. The key fields in both tables are the primary keys. One good use
for this type of relationship is to store in the first table additional, seldom-referenced
information about an item, such as an abstract of a book or the details of a work order.

Many-to-Many

The many-to-many relationship is not exactly permitted as such in a relational database.
Many records in one table have the same values in the key field as many records in the
second table. If you relate tables in this way using Access, you must create a third table,
called a junction table, to place between the first two, then relate the two original tables to
the junction using two one-to-many relationships. For example, the relationship between
the Employees and the Customers tables is many-to-many, and the Workorders tables could
serve as a junction table between them.

Complete the Database

Now is the time to consult with the users for additional comments and suggestions. Step through
the operations you plan to carry out with the information. Then, armed with the “go-ahead,” do
the following:

1. Enter just enough data to test the application. You can complete the tables later.

2. Create the forms, reports, and queries. If the database is for inexperienced users, you
can add a switchboard and other custom tools to make their jobs easier.

A switchboard is the user’s main interface with the database and displays a list of
actions the user can take. Clicking on an item in the list opens a data entry form,

e —
previews a report, or offers the chance to change items on the switchboard.
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3. Carefully test the entire system. Time spent refining and verifying the design can save
time revising the database after it has been populated with data.

After the design is established, Access gives you three ways to create a new database:

B Starting with the Database Wizard
B Starting from scratch with a blank database
B Starting from Windows

Create a Database with the Database Wizard

If you don’t want to bother designing your own database and if you need a database for a common
personal or business purpose, the Database Wizard can get you started. Once you have built the
database with the help of the wizard, you can add your own data and make modifications to the
queries, forms, and reports that came with the turnkey application.

To start the Database Wizard, do either of the following:

B Ifyou are just launching Access, choose Create a New File in the Open section of the
Getting Started task pane and then choose On My Computer in the Other Templates
section of the New File Task pane.

B Ifyou are already running Access, whether you have another database active or not,
|__h| choose File | New or click the New toolbar button, then select from the New File Task

pane as previously mentioned.

The Templates dialog box has two tabs: General and Databases. The General tab initially
contains the Blank Database option; a Blank Data Access Page template; and two blank project
templates, one for an existing database, and one for a new database. The Databases tab (see
Figure 2-3) contains ten database templates for prefabricated applications ranging from a list of
categorized expenses to a complex event management system. You can also click the templates
on Microsoft.com to browse online templates.

You can scroll through the sample templates on the Databases tab to find one close to the
system you want. As you highlight each icon, the Preview pane shows an image reflecting
the template style. Looking through the icons, it seems the Service Call Management database
would match the Home Tech Repair requirements most closely.

Preview the Database Templates

The Service Call Management database used as a template in this chapter includes nine related
tables to contain all the relevant data. To start the Database Wizard:

1. Double-click the Service Call Management icon on the Databases tab of the Templates
dialog box, or select the icon and choose OK.
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Templates

General Databases I

- Preview

fsset Tracking Contack Ewent Expenses
Management Management

ST N L[FE [T
=N 3
Inventory Ledger Order Entry Resource
Control Scheduling

—_—

Service Call  Time and Biling
Management

Templates on Microsoft.com | oK I Cancel

HIC{U {2 The Databases tab shows predefined database templates.

2. Inthe File New Database dialog box, specity the location for the database file and give
it a name or accept the suggested name.

3. Click Create to continue with the wizard.

A blank Database window appears briefly while the wizard is looking for the database
elements in the template; then a window appears listing the contents of the tables that will be
in the design. Figure 2-4 shows the opening Database Wizard screen for the Service Call
Management database.

If you want to see what kind of information another template has to offer, click Cancel.
Then repeat the steps with the other template.

Work with the Wizard

Once you have selected the basis for your database—asset management, membership maintenance,
order control, or whatever—the wizard leads you through a series of design steps. You have a
chance to customize your database to a limited degree during this process. After the wizard is
through, you have a lot more flexibility with the design.

To continue creating the Home Tech Repair database with the Service Management template
as the basis, choose Next to accept the template.
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Database Wizard

The Service Call Management database will stare;

i |ﬂ5|| | - Cuskomer information

A
H

I

- Information about customer workorders
- Labor required to complete workorders
- Parts required to complete workarders
- Part information

- Payment information

- Information about employvees

Click Mezxk to continue.

Cancel = Bath Firish

S[c{UI3{=72:W The information the database will include

Remember that if you change your mind or forget to select a particular option, you can

always return to previous dialog boxes by clicking Back.

Add Optional Fields

The second wizard dialog box displays the list of tables that will appear in the Home Tech Repair
database. You have no choice about the table list, but you can add more fields than the wizard has
planned. As you highlight each table name, a list of fields appears in the right box.

The field names that appear in regular font are required fields and are already checked; optional
fields appear in italic and are not checked. Checking an optional field adds it to the table. Figure 2-5
shows the CCAuthoriz. # field as an optional field that can be added to the Payment information
table. Click Next to move to the third dialog box.

Choose Form and Report Styles

The next two dialog boxes give you a choice of ten different screen displays and six report styles.
As you select an option, a sample appears in the Preview pane on the left.

The same screen display and report style formats also are available when you are

working on a form or report design.

After choosing the screen display and report style you want, choose Next to continue with
the wizard.
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Database Wizard

The database vou've chosen requires certain fields, Possible additional fields are shown italic
below, and may be in more than one kable,

Do you wank ko add any optional fislds?

Tables in the database: Fields in the kable:

Custamer information [l Payment ID
Information about customer workorders W workarder ID
Labor required to complete workorders
Parts required o complete workorders
Part information
iPayment information

W Payment Amount
W Payment Date
[V Credit Card #

Information about employess I Cardholder Name
Fayment Methods ¥ Card Exp. Date
My Company Information [T oc duthoriz. #

¥ Payment Method 1D

Cancel = Back Mext = Einish

FIelU[S2W Adding an optional field to a table

Name the Database and Add a Picture

In the last wizard dialog box, you can give the database a special name that will appear in the
switchboards and the title bar; you also can include a picture. The picture you specify in this
dialog box will automatically appear in the header of all the reports generated by the wizard. If
you don’t select the picture in this dialog box, you have to add it individually to each report later.

To add a picture:
Check the “Yes, I’d like to include a picture” option and click the Picture button.
Browse in the Insert Picture dialog box for the folder that contains the picture you want.

Click OK to add the selected image and return to the previous dialog box.

P ON=

Choose Next, then click Finish to start the new database.

As the wizard is constructing the database, you can see the process in the background behind
the odometers. After a while, a message appears asking for your company name, address, and
related information. Click OK and fill in the dialog box. When you close the form, the Main
Switchboard for the new database appears on the screen (see Figure 2-6). This is the main user
interface for working with the database.

When the wizard is finished, you have a complete database application, with all the relevant
reports, forms, and queries. All you need to do is input your data.

Figure 2-7 shows the structure of the application the Database Wizard created with the
Service Call Management template. The Main Switchboard leads to several forms for entering
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g Enter/View \Workorders by Customer

__| EnterView Other Informatian...
_] Preview Reports...

__| Change Switchboard Items
| Evitthis database

SIC{U{pZN The Home Tech Repair Main Switchboard

Main Switchboard

Enter/View Workorders Enter/Vlew.Other Preview Reports Change Switchboard Exit
by Customer Information ITtems
Workorders gext/em:leb Switchboard
by Customer Parts niered by Manager
Employee
Payment Sales by
|7—| Methods Month
View View Finished
Workord Payments mnishe
orkorders s —— My Company —— Workorders in
House
Unfinished
Preview Employees Workorders
Invoice
Workorder
Summary
Parts
Labor

FlelV/{=p2yl The application structure



38 How to Do Everything with Microsoft Office Access 2003

and viewing table data, many of which include data from more than one table. The application
also includes five reports that present and summarize current information.

Run the New Application

The Home Tech Repair application automatically displays the Main Switchboard at startup. The
first option opens the main form for the application, Workorders by Customer, where you can
enter new work orders, edit existing records, or view details of specific work orders.

B Workorders by Customer M= E3
4 Firzt Mame Helvetivs Custamer 1D 1
Lazt Mame MHagy Company Trail's Head Gourmet Provis
Billing A ddress 722 Davine Bled. Phane Mumber [301] BR&-3257
Fawx Murmber [301) BEE-2174
City Kirkland
State/Province [t

Puostal Code ISSU34

Country/Region IU Sh

WO ID [Date Rec'd Date Finist] Workorder Tokal | Total Payments | Amount Dus
] 1 1/15)2003 12/3/2003 £147.07 £147.07
2 1/132003 12{1/2003 $245.50 $248.80

Payments. . Preview [nvoice. .

Record: |d|-|| 1 >|>||>ae| of 1

Before trying to run the new application, you need to enter some data. Enter a few records in
the Customers, Employees, and Workorders tables.

To see individual work order information, select the work order in the subform and click
the Workorders command button. The information contains specifics about a single work order,
including the employees who worked on the job, their billing rate, and the hours spent. The costs
are calculated and displayed with payments credited to the work order and the remaining balance
computed. Close this form to return to the previous form.

To see the payment history of a specific work order, select the work order and click the
Payments button. To preview an invoice for the work order, click the Preview Invoice button.

The third option in the main switchboard opens a second switchboard listing the other data
entry forms that you can use. Figure 2-8 shows the list of reports that are designed and included
in the Home Tech Repair application. Most of them require some user entry, such as a time
interval, to create the report.

Many changes are required to have the wizard’s database conform to the needs of the Home
Tech Repair Company. Some fields are unnecessary and should be removed; others are renamed.
Additional forms and reports that depend on different queries, filters, or sort orders might be
necessary. All of these changes can be made to the Home Tech Repair database built from the
Service Call Maintenance template.
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EE Reports Switchboard

i Preview the Revenue Entered by Emplayee Report

/
p
|

|
H _I Preview the Sales by Month Repart

_I Presigw the Finished Workorders in House Report

_I Preview the Unfinished ‘Workorders Report

__I Preview the Wworkorder Surmmary Report

_I Return ko Main Switchboard

HIC{U {8 W The Reports Switchboard

When you let the wizard create your database, many of the components are linked
together by common fields. If you try to change field names in a table, they also must
be changed in any query, form, or report that refers to that field name. The wizard
does not let you customize the field names during the building process.

—

Start with a Blank Database

If the Database Wizard doesn’t have any templates that come close to the database you have in
mind, you can create your own by starting with a blank one and adding the tables you need one
at a time. Once you have the skeleton database, you can import objects from other databases or
create the tables and other objects yourself.

First, let’s start by creating a new blank database as follows:

1. Click the New toolbar button or choose File | New, then select Blank Database on the
New File Task pane (or press CTRL-N).

2. As before, the File New Database dialog box opens, where you can enter a name for the
new database and specify the folder in which you want to store it. Access opens the most
recently opened folder or, if you have just launched Access, the My Document folder.
Then it gives a unique name to the new database, such as dbl, db2, db3, and so on.
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3. After entering a custom name for the new database and opening the folder where you
want to store the database, click Create.

An empty Database window opens (see Figure 2-9) showing the Tables page with nothing
but the three startup tools. The first thing to do when starting a new blank database is to create
one or more tables that will contain the data. You have already planned the distribution of data
among the tables, so now is the time to build the tables. To start a new table, do one of the following:

B Click New on the Database window toolbar.
B Double-click “Create table in Design view”

B Double-click “Create table by using wizard”
B Double-click “Create table by entering data”

You’ll find more information about creating and modifying tables in Chapter 4.

If you are just starting Access and want to create a new blank database, click Blank

Database in the Home Task pane.

In the next chapter, you will learn how to create and modify new table structures. The many
field properties that determine the appearance and behavior of the data are also discussed.
Additionally, you will learn how to improve the value of the information in a database by adding
validation rules, default field values, and other features.

& db1 : Database [Access 2002 - 2003 file format] M[=] B3

G 0pen & Desian _IMew o 2 -

Objects

Create table in Deszign view

Tables ] Create table by using wizard
|Z|_;,J Create table by entening data

Queries

Forms

il Ll | L

i

Reports
“& Pages
= Macros
A Modules

Groups

%] Favortes

S[e{U]3{=2Z:M The new Database window
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How to...

M Create a table with the help of the Table Wizard
Create a table from scratch in Design or Datasheet view
Modify a table design

Ensure data validity

Copy an existing table structure

Tables are the essential building blocks of a relational database; the development of a database begins
with building the tables to store the distributed data. If you carefully design your table structures,
you can have a smooth-running, error-free information system instead of a total disaster.

Create a Table with the Table Wizard

In Access, a wizard is only a click away, no matter what sort of help you want. Creating a new
table is no different. The quickest way to start the Table Wizard is to double-click the “Create
table by using wizard” item in the Tables page of the Database window. You can also begin a
new table structure with the Table Wizard by clicking New, choosing Table Wizard from the New
Table dialog box, then clicking OK.

Mew Table HE

Table Wizard
Import: Table
Link Table

Create a new table in Datasheet
wigw,

Ok I Cancel

Choose a Table and Add Fields

The Table Wizard offers help with many typical table structures in two categories: business and
personal. Each of these tables comes with a list of appropriate sample fields. You can accept the
fields the wizard suggests, add some optional fields that the wizard provides, then add your own
special fields later in the table Design view. You also have the option of renaming the fields
while you are selecting the tables and fields with the Table Wizard.

To use the Table Wizard to rename fields while selecting tables and fields:

1. Start the Table Wizard and view the list of sample tables in the first dialog box (see
Figure 3-1).
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Table Wizard

‘Which of the sample tables listed below da you want o use ta create wour bable?

After selecting a table category, choose the sample table and sample figlds vou want to include
in our new table, Your table can include fields from more than one sample table, IF you're not

e—

sure about a field, go ahead and include it, It's easy ko delete a field later,

Fields in my new table:

" Personal

_‘ Sample Fields:

Prefizx

FirstMame

=
Sample Tables: =
riddlemarne —i
M LastHlame ,
Contacts Suffise i

Customers Mickname

Employees Title

Products Crganizati
ganizationblame

Crders 5 [ P, | Biridiiz Pl |
Canicel I B | =t i3] |

FIC{U (AW The first Table Wizard dialog box

2. There are actually two lists of sample tables. Click the Business or Personal radio button,

whichever suits your purpose.

3. Scroll down the list of sample tables and select the one that most closely matches your

requirements.

4. Add some or all of the sample fields to your new table.

o

To include (or remove) all the fields, click the double right (or left) arrow button.

6. To add (or remove) one field at a time, select the field name and click the single right

(or left) arrow button.

You are not limited to the fields in the one sample table you have chosen. Fields from

other tables can be added to the new table list. Just select another sample table and

choose some fields from that. Don’t worry if you discover you have added unnecessary

fields, they are easy to take out.

The fields will appear in the table design in the order in which you select them from the list,
so it pays to plan ahead. If you have placed them in the wrong order, you can remove one or
more and reinsert them or you can rearrange them later in Design view. A field will be inserted

below the currently selected field in the new field list.

You also have the opportunity to rename the fields while you are creating the table design.

To rename a field:

1. Select the field in the “Fields in my new table” list.
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2. Choose Rename Field.
3. Edit the name or enter a new one.
4. Click OK.

Figure 3-2 shows the Table Wizard dialog box where a new Customers table is under construction
and the default ContactFirstName field is being renamed to First Name. After you have selected
all the names you want to appear in the table, click Next.

Set the Primary Key

The second Table Wizard dialog box lets you name the new table and offers to set a primary key
for you. You can accept the default sample table name or enter your own. If you choose for the
wizard to set the primary key, it chooses an AutoNumber field if there is one in the table design.
If not, the wizard adds a new AutoNumber field to the table. If you want to set your own primary
key, choose the second option, “No, I’ll set the primary key,” then choose Next. If you choose to
set your own key, the next dialog box asks you to name the field you want to use as the primary
key and to specify the type of data the primary key field will contain:

B Automatically assigned consecutive numbers
B Numbers you will enter

B Numbers and/or letters you will enter

Which of the saniple tables listed below do wou want to use to create vour kable?

After selecting a table cakegory, choose the sample bable and sample Fields wou want ko include

in your new kz B Rename field hble. If wou're not
sure about a f

Rename Figld: o |

* Business [First Mame o
ance |
" Personal
ConkactFirstMame
ConkactLastMarme
CormparyQrDeparkrment
BilingAddress

City _{_{_I

SkateCrProvince

Sample Tables:

Mailing Lisk ﬂ
Conkacts

ConkactLastMame
ComparyCrDepartrment
BilingAddress

City

SkakaimirPrmvinee __'J

Ermplovees

Products PostalCode
Orders .'J i~ rnnbeg (R eninn ;I Rename Field. .. |
Cancel | = Bact | Mext = | Einish |

HIClUI{=EV Renaming a field for the new Customers table
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The first option defines the field you selected as an AutoNumber data type. The other two
options rely on you to guarantee unique values in the primary key field.

Relate to Existing Tables

In the next dialog box (see Figure 3-3), the wizard inquires about the relationship of the new
table to the tables already in your database. The wizard looks at the field names and makes a
guess at the relationships between the new table and the existing tables based on the same names
and data types. To define a new relationship, select the appropriate “not related to” statement and
click the Relationships button.

In the Relationships dialog box, you can choose the type of relationship that will exist
between the new table and the table you selected. Notice that Access is quite specific about the
one-to-many relationship because it knows that the Customers table has the Customer ID field
as the primary key, so it must be the parent table. The Bid Data table also has a field named
Customer ID, but it is not the primary key, so it must be the child table.

B3 Relationships

How is your new 'Customers' table related ko the 'Bid Data’ table? oK l

Cancel

" The tables aren't related,

0

One recard in the 'Customers' table will match many records
in the 'Bid Data' table.

™ Gne recard in the 'Bid Data' table will match many records in
the 'Customers' kable.

T The Table Wizard will add a 'CuskomerID' field ko
RN AT i the l_3|d Dgta table, and then create this
relationship,

HHH RHE HHE HHN
EEERCH G
WK RHE HHE HRN

If there is an obvious similarity between fields in the new table and those in an existing
table, Access might assume a relationship exists, in this case, the dialog box will say
“related to” instead of “not related to.” If this happens, you can accept the link or
delete the relationship by selecting the statement and clicking Relationships. If you
specify a relationship between two tables that do not have a field name in common, Access
copies the primary key field name to the child table to use as the foreign key and then
creates the relationship.

After clicking OK in the Relationships dialog box, return to the Table Wizard, where you can
relate the new table to other existing tables.
In the final dialog box, you have three choices:

B Go directly to the table Design view to make changes.
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Table Wizard

Is vwour new table related to any other kables in yvour database? Related tables have matching
records, Usually, wour new table is related to at least one other table in the current database.

In some cases, the wizard will create table relationships For wou, The list below shows how your
new kable is related to existing tables. To change how a table is related, select a table in the
list and click Relationships.

| My new 'Customers' table is .,

inok re to 'Bid Daka
not related to ‘Emplovess’
nok related to “Workorders'

HHE HHH OHHE RHR
HHH HHH HHH HHH

RN REN NEE HHE —
RN REN NEE HHE
HHM HHH HHH HHH =

Relationships. ..

Cancel < Back ‘ Mext = I Eirish ‘

HIClU/{=PRW Examining existing relationships

B Open the table in Datasheet view to enter data.
B Use the wizard to create a form for data entry.
After making this last decision, click Finish. The wizard creates an AutoForm when the third

choice is selected. This means that the data entry form is automatically formatted by the wizard.
There is no data to display yet.

B3 Customers |- (O] %] |
¥| Getoer [

First Mame

Lask Mame

Address

State

ZIP

|
|
|
City [
|
|
|

Phone

Motes

Recard: 14 ¢ 14 >|j-» af 1
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Create a Table from Scratch in Design View

The easiest way to start a new table from a blank table design is to double-click the “Create table
in Design view” item in the Tables page of the Database window. You can also click the New
button, select Design View in the New Table dialog box, then click OK. An empty table appears
in the table Design window, as shown in Figure 3-4.

Tour the Table Design View

You have two panes to work with in the table Design window. The upper pane is the field entry
area where you enter the field name, the data type, and an optional description. You can also
specify in the upper pane the field that will serve as the primary key for the table. The lower pane
is devoted to specifying the individual field properties for the field selected in the upper pane.
Properties such as size, display appearance, validity rules, and many more appear in the list.

The list of properties you see depends on the type of field you are entering. To the right of
the Field Properties pane is a description of the currently active area of the screen.

EE Tablel : Table | _ [Of x|
| Field Name | DataType | Diescription | =]
M [
F|

Field Properties

GGeneral I Lookup l

& field name can be up
to 64 characters long,
including spaces, Press
F1 for help on field
names,

FIC{U{=E W The empty table in the Design window
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There are some new buttons on the Table Design toolbar that relate to the task of creating
and modifying a table definition.

Datasheet View Primary Key Insert Rows Properties
B- B8 SRY §BER o-o- 3>\ Da- )

Indexes Delete Rows Build

Add Fields

To begin adding fields to your new table, do the following:

1. Click in the first row of the field entry area and type the first field name. Field names
can have up to 64 characters including letters, numbers, and spaces; however, do not
begin a field name with a space. You also cannot use any of the characters to which
Access attaches special meanings, such as a period, exclamation mark, grave accent,
and square brackets.

2. Press TAB and choose an appropriate data type from the Data Type drop-down list.
Because the most commonly used field type is Text, Access automatically specifies
anew field as a Text field by default. To change it to another type, select from the
drop-down list in the Data Type box.

I
& Tablel : Table | [Of =]
Field Name: | DataTwpe | Description Iﬂ
B | CustomerID =
Merna
Murmber
Date/Time
Zurrency LI
AukoMumber : =
ves{io Field Properties
General | Lookup I OLE Object
: ; Hyperlink
Field Size 50 Lookup Wizard. .. |

3. Enter an optional description that can provide additional information about the field. The
description appears in the status bar when the field is selected in a datasheet or form.

4. Move to the Field Properties pane and change the default properties, if necessary.
Otherwise, repeat steps 1 through 3 to add other fields. You can also press F6 to jump
back and forth between the field list and the property pane.

Once you get used to the names of the available data types, you can simply type the first
letter of the type name and Access will fill it in.
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Specify Field Data Types

Several factors come into play as you decide what data types to use; for example:

B What kind of values do you plan to allow in the field?

B What are you going to do with the data? You can count the number of records containing
a specific value in a field specified as most of the data types, but you can add up values
only from Number and Currency fields.

B Will you want to sort or index records? You can sort or index on any field type except
Object Linking and Embedding (OLE) Objects.

B Will you want to group records for a report or query? You can group on any field type
except Memo, Hyperlink, and OLE Object fields.

You can use the Access Field Builder to help add new fields to your table. Simply click -:a,\
in an empty row in the table design and click the Build toolbar button (the one that o
looks like a magic wand). The Field Builder contains the same sample table and field
lists as the Table Wizard.

—

The following sections introduce you to each of the ten data types and how they are used.

Text The Text data type is the most common data type and can contain any combination of up
to 255 characters and numbers. The default size is 50. You would use the Text type for storing
values that contain combinations of numbers and letters such as addresses and job descriptions.
If you expect the field to contain more than 255 characters, consider instead using the Memo
field type, which can contain much more data.

Memo Use a Memo field to store long but variable-length text possibly relating to the other
field data. Of course, not every record will include memo data, but when one does, the text can
vary in size from a few words to up to 65,535 characters.

Number Select the Number data type when you plan to sort based on the values or use them
in calculations, such as adding up the labor hours for a plumbing job or the hours that a certain
employee has worked during the fall season. Fields that contain numbers but will never be used
in calculations are better specified as Text data types.

If you are working with dollar sales figures, it is better to use a Currency type because you
can choose from several monetary display formats.

Currency Use the Currency type when you want to store monetary values, such as the cost and
bid price of contracted jobs. You can use Currency fields, just like Number fields, in arithmetic
calculations.

AutoNumber When you specify an AutoNumber field, Access guarantees that each record in
the table has a unique value in the field, thereby creating a field that you can use confidently as
a primary key. Access generates a unique value for the field as you enter each new record.
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Date/Time The Date/Time type is very useful when you want to be able to sort records
chronologically by the value in the field. You can also use a Date/Time field in calculations
to determine elapsed time. With the Date/Time data type, you also have a variety of ways to
display the data—for example, 25-Dec-2003, 12/25/2003, or December 25, 2003.

Yes/No The Yes/No field is useful when you want the equivalent of a check mark in your
records. For example, suppose you want to know if a transaction has been posted or a job has
been completed. By default, a Yes/No field appears as a check box control in a datasheet and in
forms and reports. You can choose to display Yes or No, On or Off, or True or False. You can
also create your own custom display for Yes/No fields.

OLE Object When you want to embed or link an object from another source in your table, use
an OLE Object type field. With this type of field, you can acquire data from such objects as an
Excel spreadsheet, a Word document, a graphics or sound file, or other binary data.

Hyperlink When you want the field to jump to another location or connect to the Internet or an
intranet, store the hyperlink address in a Hyperlink field. The hyperlink can link to a web address
(URL), a file on your own computer, or a file on an intranet or LAN. A hyperlink field contains four

parts: the text to display, the target address, a subaddress if necessary, and an optional ScreenTip.

Lookup Wizard The Lookup Wizard is not exactly a data type. It is a wizard that creates a field
that is limited to a list of valid values. When you select this option, a wizard helps you create the
list and actually attaches it to your table. You can type in the values you want to use or have the
Lookup Wizard consult another table for the set of valid values. When you enter table data, you
can choose the value you want from a drop-down list.

Set Field Properties

You can set field properties to control how the values in the field are stored and displayed. Each
type of field has a particular set of properties. For example, you might want certain currency
values displayed with two decimal places, a dollar sign, and a comma as the thousands separator.
Or, you could specify that the currency values be rounded off to the nearest whole dollar.

When you click in a field property, you can see a description of the property in the
lower-right pane of the table Design view. You can also press FI to see the related
Help topic.

——

Access attaches some default properties to every field. You can accept or change the settings
to customize your fields. Because Text fields are the most common and most of the field properties
apply to the Text data type, let’s take a look at their properties first. Table 3-1 describes the
properties of a Text field, most of which are also available to other types of fields, although
they will have different default settings for different data types.

To specify a property setting:

1. Select the field in the field entry pane (the upper portion of the window) in Design view.
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2. Click the desired property in the Field Properties pane.

You can also press F6 to move to the Field Properties pane then use the Up and Down

keys to move among the properties.

3. Ifyou see a down arrow next to the property, click it to display a list of property options
from which you can choose. In most cases, you can also type in the setting you want.

Other properties, such as Input Mask and Validation Rule, include a Build button that
appears as a button displaying three dots (...) to the right of the property text box, which you
can click to get help with the property. If you don’t need help building an expression, you can
just type it in the property box. If the expression is invalid, Access will let you know.

Property Effect

Field Size Specifies the maximum number of characters allowed in the field. Default is
50. Maximum is 255 characters.

Format Determines the display appearance, such as forcing uppercase or lowercase
characters. No default format is specified for text fields.

Input Mask Provides a template for data that follows a pattern, such as telephone numbers
or Social Security Numbers, and adds literal characters to the field if you
want. Used to control data entry. Default is none.

Caption Displays a name other than the field name in datasheets, forms, and reports.
Default is none.

Default Value Automatically enters the specified value in the field. Default is none.

Validation Rule
Validation Text

Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Smart Tags

Specifies an expression that will check for invalid data. Default is none.

Displays this message if the entered data fails the validation rule. Default
is none.

Indicates that this field may not be left blank. Default is No.

Differentiates between a blank field and a field containing an empty string of
text (““). Helpful when a value is known not to exist (such as a FAX number).
Default is Yes.

Indicates that the table is indexed on this field. Default is No.

Allows string data that now is stored in Unicode format to be compressed to
save storage space. Default is Yes.

Sets the IME (Input Method Editor) mode for a field when focus is moved to
it. IME is a program that enters East Asian text into programs by converting
keystrokes into complex East Asian characters. Default is No Control.

Sets the type of IME sentence. Default is None.

Specifies which Smart Tags to apply to the field. Smart Tags are new to
Access and provide links to other information about the field.

RAGINSCRY N Text Field Properties
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Choose a Field Size

The Text, Number, and AutoNumber field types are the only ones for which you can specify a
field size. Access automatically sets field sizes for the other types. A text field that will contain
only a few characters, such as a postal code or job number, doesn’t need to take up the default 50
characters of disk space. You can change the size of the field by entering a different number in
the Field Size property. Another reason to specify the field size is to prevent data entry errors by
limiting the number of characters that can be entered.

Number fields are sized a little differently; they specify the name of the number layout rather
than the number of characters. The options are:

B Byte Stores small positive integers (whole numbers) between 1 and 255

B Integer Stores larger positive and negative integers, between —32,768 and +32,768

B Long Integer Stores the default Number field size, which is used to store even larger
integers between roughly —2 billion and +2 billion

Single Stores single-precision floating-point numbers in IEEE format
Double Stores double-precision floating-point numbers in IEEE format
Replication ID  Stores a global unique identifier (GUID)

Decimal Makes the Precision and Scale properties available to control number entries

AutoNumber fields are limited to Long Integer and Replication ID field sizes.
e

If you change the size of a Number field, you change only the way that numbers are stored,
not the appearance of the numbers. To change their appearance, you need to change the Format

property.

Format Field Data

The Format property is used to specify the appearance of the value when displayed; it has no
effect on the way the value is stored nor does it check for invalid entries. A format makes sure
that all the field values look alike no matter how you entered the data.

When you set a field’s Format property in Design view, Access applies that format to the
values in Datasheet view and in any new forms and reports based on the table. Fields that were
added to the form or report design prior to setting the custom formats are unaffected. Table 3-2
describes the custom formatting symbols that can be used with all data types.

Other custom formatting symbols are valid for only specific data types as described in the
following paragraphs.

Text and Memo Fields Text and Memo fields use the same format symbols, some of which are
character placeholders that apply to individual characters; others affect the entire entry. Table 3-3
describes the symbols you can use with Text and Memo field data.
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Symbol Effect

! Enters characters from left to right instead of right to left, forcing left alignment.

(Space) Enters a space as a literal character when the SPACEBAR is pressed.

“xyz” Displays the characters or symbols within the quotation marks.

* Fills available space with the character that follows.

\ Indicates that the character that follows should be treated as a literal character. The back
slash is often used with reserved symbols and characters.

[color] Displays the field data in the color contained within the brackets. You can use black, blue,

green, cyan, red, magenta, yellow, or white.

QVAC{HSETVE  Custom Formatting Symbols

Custom Text and Memo format settings can have two sections, separated by a semicolon.
The first section applies to fields containing text and the second to fields that are blank.
The following are some examples of using the Text and Memo format settings:

Format Setting Entered As Displays
@@@@-@@-@@@@ 123456789 123-45-6789
@EQQEQ@-&&&& 92118 92118-

> Jimmy JIMMY

< JIMMY jimmy
@@\! Hello Hello!
@@;“No Data” horse horse
@@;*No Data” (blank) No Data

Number and Currency Fields You can format your Number and Currency data with one of
Access’s predefined formats or create your own using the special formatting symbols. The Format
property of a Currency field is automatically set to Currency but you can change it to any of the
other settings. The Format property of a Number or Currency field displays a list of the predefined
formats as described in Table 3-4.

Symbol Effect

@ Indicates that a character or a space is required
& Indicates that a character or a space is optional
< Converts all characters to lowercase

> Converts all characters to uppercase

QARSI Text and Memo Format Symbols
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Setting

Effect

General Number

Currency

Euro

Fixed
Standard

Percent

Scientific

Displays the number as entered. This is the default setting for Number fields.

Displays the number with a currency symbol and thousands separator. Negative
values appear in parentheses. Default is two decimal places. This setting is the
default for Currency fields.

Displays the number with the Euro currency symbol and a thousands separator.
Negative values appear in parentheses. Default is two decimal places.

Displays at least one digit. Default is two decimal places.

Displays the thousands separator. Default is two decimal places.

Displays the value multiplied by 100 with an added percent sign (%). Default is
two decimal places.

Uses standard scientific notation with exponents. For example, 243 displays as
2.43E+02.

QAR Number, AutoNumber, and Currency Predefined Formats

When you specify the Percent format for a number field, you have to change the Field

—

Size property from the default Long Integer to Single. Otherwise, the field displays only

the integer portion of the number you enter and leaves off the fraction. For example, if
you enter 1, the field will display “100.00%,” but if you enter 1.25, the field will still
display “100.00%.”

Date/Time Fields

Date/Time fields include seven predefined format settings and some symbols

you can use to create your own custom formats. Table 3-5 describes the formats that Access

Setting

Description

General Date

Long Date

Medium Date
Short Date

Long Time
Medium Time
Short Time

Combines Short Date and Long Time settings. This is the default setting.

If no time is specified, then only the date is displayed; if no date is displayed,
only the time is displayed. Examples:

5/21/04 3:30:00 PM (US)

21/5/04 15:30:00 (UK)

Uses the Long Date Regional setting. Examples:
Monday, May 21, 2004 (US)
Monday, 21 May 2004 (UK)

Example: 21-May-04

Uses the Short Date Regional setting. Examples:
5/21/04 (US)
21/5/04 (UK)

Example: 3:30:00 PM
Example: 3:30 PM
Example: 15:30

QAG{HSERN  Date/Time Predefined Format Settings
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Include Literal Characters

—— —

with Date/Time Values

You can use characters other than the date and time separators with the Date/Time values,
to present dates and times with text. Enclose the text and spaces in quotation marks. Some
examples of using these special formatting symbols are:

Setting Displays

ddd®, ”mmm d“, "yy Thurs, Jan 15, 04

dddd*, "mmmm d*, "yyyy Thursday, January 15, 2004
h:n:s AM/PM 9:15:35 AM

In addition, you can add other characters to the display format by enclosing them in
quotation marks. For example, entering the value 5/21/04 in a field with the format setting

731

“Today is ” dddd ““ in week number ” ww .
displays
Today is Friday in week number 21.

Notice the spaces within the quotation marks that separate the characters in the string from
the date values and the period added to the end of the expression.

provides. Date and Time format settings are specified according to the setting in the Regional
Setting Properties dialog box in the Windows Control Panel.

You can create almost any display format using special characters to represent the hour,
minute, and second in a time format and the day, week, month, and year in a date format. For
example, the letter d can display the day of the month as one or two digits or as the full name,
depending on how many d’s you use in the string. The letter m can also be used to represent
the month from one or two digits to the full name. Refer to the Access Help topic “Format
Property—Date/Time Data Type” for details of the many formatting symbols you can use with
Date/Time fields.

Yes/No Fields  Access automatically displays a default check box control when you specify
a Yes/No data type and ignores any format settings you make.

To change a Yes/No field Display Control property:

1. Open the table in Design view.

2. Select the Yes/No field.

3. Click the Lookup tab in the Field Properties pane.
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4. Select Text Box from the Display Control list.
5. Return to the General tab to choose the desired display format.

The Yes/No custom format contains up to three sections separated by semicolons. The first
section is not used, but you still need to enter the semicolon before entering the second section.
The second and third sections specify what to display when the value is Yes and No, respectively.
For example, the format

;"Yes, indeed!"[Green]; "No, never!"[Red]
displays

Yes, indeed!

in green when the value is Yes, and

No, never!

in red if the value is No.

If you choose Combo Box as the Display Control property instead of Text Box, more
properties appear on the Lookup page, where you can set the appearance and values of
the list that the combo box will display. For more about using combo boxes and lookup
lists, see Chapter 5.

—

Set the Number of Decimal Places

The Field Size, Format, and Decimal Places properties of Number and Currency fields are all
related. The Field Size property determines whether the number is stored as an integer or with
fractional values and specifies the degree of mathematical precision.

The Format property adds display features such as dollar or percent signs and commas as
thousands separators.

The Decimal Places property determines how many digits to display to the right of the
decimal point in a Number or Currency field. The default Decimal Places setting for Number
and Currency fields is Auto, which displays two decimal places for fields with Format property
settings of Currency, Fixed, Standard, Percent, and Scientific. If you want to change the number
of Decimal Places in the display, click the arrow in the Decimal Places property box and choose
a number from the list or just enter the number you want. The Decimal Places setting has no
effect on the precision of the stored number, only on the display.

If the value is stored as an integer (Byte, Integer, or Long Integer data type), you will see
only zeros to the right of the decimal point—whatever you set in the Decimal Places property.
If you kept the default Long Integer property, the values will be rounded to the nearest integer
no matter how many decimal places you specify for the display.
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To change the number of decimal places stored in the field, change the Field Size property
to one of the settings for real numbers, such as Single, Double, or Decimal.

Include a Caption

If someone else will be using the database and you think the field names are not descriptive
enough, you can use the Caption property to change the column heading in the Datasheet view.
A caption can contain up to 2,048 characters in any combination of letters, numbers, special
characters, and spaces.

The new caption will also appear in queries and replace the text in the field labels attached
to controls in report and form designs. The field names remain the same; only the labels show
the new caption text.

If you rename the field later in Datasheet view, the Caption property is deleted. To prevent

this, rename fields only in table Design view.

Choose a Primary Key

In a relational database system, it is important to be able to gather and retrieve related information
from separate tables in the database. To do so, each record in one table must be unique in some
way. The field or fields that contain the unique value is the primary key. Access does not permit
duplicate values in the primary key nor does it permit blanks. There must be a valid, unique value
in the primary key in every record.

Set a Single-Field Primary Key
You saw how the Table Wizard picked a primary key; now it’s your turn. If your table has a field
that you are sure will not contain any duplicate values, you can use that field as the primary key.
The AutoNumber field type is an Access tool that can guarantee unique records in a table.
Designating an AutoNumber field as the primary key for a table probably is the simplest way
to set the key. You don’t have to worry about inadvertently entering duplicate values because
Access uses unique numbers to identify each record. Once the number is generated, it can’t be
changed or deleted.
In the table Design view, click in the field row that you want to use as the primary key, then
'E click the Primary Key toolbar button or choose Edit | Primary Key. To remove the primary key
designation, repeat the step.

Set a Multiple-Field Primary Key

If you can’t guarantee that the values in a single field will be unique throughout the table, you
can combine two or more fields as the primary key. For example, a list of customers might
include several with the same last name (or even some with the same first and last names); this
field cannot be used as a primary key, but you can combine first and last names with date of birth
to create unique values.
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To set a primary key that combines two or more fields:

1. Hold down CTRL while you select each field. If the fields are contiguous in the list, select
the top field row and hold down SHIFT while you select the last field you want to include.

2. Click the Primary Key button. Key icons appear in each row that is included in the
multiple-field primary key. The table has a three-field primary key that includes the first
and last names with the ZIP code.

Field Mame | Data Type | Description \ﬂ
__ | CustomerID AutoMumber
_BMFirst MName Text |
B |Last Mame Texk
_ | Address Text
| Ciky Text
__|State Text
B |zip Text
__|Phone Text
__ |Maotes IMema

The multiple-field primary key is constructed in the same order as the fields in the table
structure. If a different field order is necessary, you can rearrange the fields in the Indexes
window. Read more about working in the Indexes window in the section “Modlify or
Delete an Index.”

—

Create Other Indexes

Indexes help Access find and sort records faster just as an index helps you find topics in a reference
book: an index contains a pointer to the location of the data rather than the data itself. The primary
key in a table is automatically indexed, so the indexes that you can create are secondary indexes
created with other fields. An index can include a single field or multiple fields.

To help you decide which fields to use as indexes, look at the fields you expect to search
frequently or by which you will want to sort. Also, if you expect to use a field to create a relationship
with another table, you might want to create an index on the field to improve performance.

A field that has many records containing the same value is not a good candidate for an

index because an index on such a field won’t speed things up much.

Add a Single-Field Index

To set a single-field index, simply change its Indexed property to Yes and decide whether to
permit duplicate values.

To take a look at the indexes that have been specified for a table, click the Indexes toolbar
button or choose View | Indexes. The Customers table includes two currently defined indexes.
The primary key, Customer 1D, is listed with the key icon as the first index and a single-field

T
b
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index based on the customer’s last name as the second. Notice that the primary key properties,
shown in the Index Properties pane, specify the index as Primary with Unique values and that
the Ignore Nulls property is marked No.

£ Indexes: Customers
Index Mame Field Mame Sotk Crder =
7 PrimaryKeyl CustomerID Ascending
Last Marne Last Mame Ascending
=l
Indesx Propetties
Prirnary Yes
Urique Yes The name For this index, Each index can use
Ignore Mulls Mo up to 10 fields.

Create a Multiple-Field Index

Often, you might want to search or sort records based on more than one field at once. Creating
a multiple-field index allows you to do just that. When you sort records using a multiple-field
index, the records are sorted initially by the first field in the index. If Access finds duplicate
values in the first field, it sorts by the next field, and so on. For example, you want to see records
for customers in particular areas of the city. To do this, you can create an index using both the
City and ZIP code fields.

To create a multiple-field index, follow these steps:

_.|l"
#| 2.

1. With the Customers table open in Design view, click the Indexes toolbar button.

Click in the first empty row in the Indexes window.

3. Enter a name for the new index, such as City Region, then press TAB to move to the
Field Name column.

4. Click the down arrow and select City from the list of available fields.

5. Accept Ascending as the sort order for the City field and click in the Field Name in
the next row (leaving the Index Name blank because both fields will be used in the
same index).

6. Choose ZIP from the field list and change the sort order, if necessary.

7. Ifthe index is intended to be the primary key, set the Primary property to Yes. (You
will have to click the first row of the index containing the index name to display the
Index Properties pane.) If you want the index to contain unique values for each record,
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change the Unique property to Yes. If you want the index to ignore Null values, change
the Ignore Nulls property to Yes.

£ Indexes: Customers E
Index Mame Field Mame Sort Order =
B [Primarvkey Customer ID Ascending
City Region Ciky Ascending
ZIP Ascending
=l
Index Properties
Prirnary Mo
Unique: Mo The name Far this index, Each index can use
Ignare Mulls Mo up to 10 Fields,

8. Close the Indexes dialog box and then save the changes to the table.

You can specify up to ten fields in one index with a mixture of ascending and descending
orders for the fields.

Create a Table in Datasheet View

You don’t have to be in Design view to create a new table; you can do it right in Datasheet view
by entering data directly into a blank datasheet. Access automatically analyzes the data you enter
and assigns the appropriate data type and format to the field. If there is any ambiguity, the field is
considered to be a Text field.

To begin a new table in Datasheet view:

1. Double-click the “Create table by entering data” item in the Database window.

2. A blank datasheet opens displaying ten columns and 21 rows. The columns are
named Fieldl, Field2, and so on.

3. Enter the field names in each column by double-clicking the column header and
replacing the default Fieldn caption. If you enter the fields in the wrong order, you
can change the order in Design view later.

4. Enter the field data for each record, then click Design view.
5. Switch to Design view, then save and name the table. Access will offer to assign

a primary key when it saves the new table or you can designate one in Design view.

Figure 3-5 shows the design of a table created in Datasheet view.
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| Field Name | Datatype | Description B
FH 10Mum] Turnber _

Lask Mame Texk

First Mame: Texk

Date Applied DrakefTime

Age Murnber

Accepted? Yes/ho

E|

Field Properties

General I Lookup ]

Field Size Long Integer
Format General Mumber
Decimal Places Auto

Input Mask

Caption

Default Yalue & Field name can be up to 64

Validation Rule characters long, including spaces,
Validation Text Press Fi for help on field names.
Required ]

Indexed ‘es (Mo Duplicates)
Smart Tags

FIC{UR{EW The design of a table created in a Datasheet view

Access has automatically assigned data types to the fields depending on the data you
entered. The excess fields have been eliminated from the design.

Save the Table Design

— The table design does not have to be complete before you save it. In fact, it is a good idea to
H occasionally save the design during the design process to guard against catastrophes. But Access
does require you to save the design before you can switch to Datasheet view to enter data. To
save the table design, click the Save button or choose File | Save. The first time you save a new
table, Access prompts you for a name.

The table name can have up to 64 characters in any combination of letters, numbers, and
spaces. It may not begin with a space, however. You can include special characters except those
that have a special meaning to Access, such as a period (.), exclamation point (!), accent grave
(), or brackets ([]). You cannot use any control character with an ASCII value between 0 and 31.

If you want to undo the changes you have just made to the table design, close the table
. designandrespond No when Access asks whether you want to save the changes.
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Modify the Table Design

u ﬁu

Even though you have tried to include all the necessary features and properties in your table
design, you will undoubtedly find things that need changing. You might want to:

B Change the order of the fields in the table so that the ones you want to see most often
appear on the screen without scrolling to the right.

B Add anew field or delete one that is not needed.
M Change the field size or type.

You can make any of these changes to an empty table with no problems, but after you have
entered data, you risk losing data with some of the changes. Adding fields, increasing a field
size, and rearranging the field order will not cause any data loss.

But if you decide to delete a field or reduce a field size in a table that already contains data,
Access will display a warning if data loss might occur. Problems can also occur when changing
a field type. It is always a good idea to make a backup of the data before making any changes to
the table design.

Switch Table Views

If you are entering data in Datasheet view and you decide that you need to make some changes
in the table structure, you can quickly return to the Design view by clicking the View (Design)
button or choosing View | Design View.

Add or Delete Fields

You can add a new field to the bottom of the list of fields or insert one anywhere among the existing
fields. To add one to the bottom, click in the first blank field and enter the field definition. To
insert a field among existing fields, click in the row below where the new one is to appear, then
click the Insert Rows toolbar button or choose Insert | Rows.

The new blank field row is inserted above the row that contains the cursor, and all the fields
below are moved down one row. The insertion point is in the new row.

Another way to add a new field, one that will inherit the same properties as one already
in your table, is to copy the existing field to the clipboard, then paste it in an empty row.
Of course, you must change the new field’s name before you can save the table because
no two fields can have the same name. Only the field definition is copied, previously
entered data is not.

If you want to add several rows at once, select the number of contiguous rows in the table
design equal to the number of new fields you want to insert, then click Insert Rows. A number
of new blank rows equal to the number of rows you selected appear above the top selected row.

When you delete a field from the table design, you are not only deleting the field name but
any data that has been entered in the field. Before deleting a field that contains data, Access warns
that you will permanently lose the data and asks whether you really want to delete the field.
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To delete a field, in Design view click the row selector for the field (the gray button to the
gl'l' left of the field name) and click Delete Rows or choose Edit | Delete Rows. To delete several
rows at once, select them all and delete them as a group.

You can cause a problem by deleting a field that you have used in a query, form, or
report. Be sure that you remove from the other objects any references to the field you
are about to delete before you try to delete it. Access will not let you delete a field that
is a link in a relationship to another table without deleting the relationship first.

—

Change the Field Order

If you want to change the order of fields in both the stored table and the Datasheet view, you can

rearrange them in Design view. To move a field to a new position in the table design, click the

row selector to select the row, then drag the row selector to move the field to its new position.
You can move several contiguous fields at once by selecting them all, then dragging them

as a group. To select more than one, click in the top field row selector and drag through the row

selectors until all are selected or click the top field row selector and hold down SHIFT while you

click the field row at the end of the group.

Although you can select noncontiguous field rows by holding down CTRL as you select

the rows, you cannot drag the group to a new position.

If you want to keep the field order in the stored table but would like to view them in a
different order in the datasheet, you can rearrange the datasheet columns without disturbing
the table design. See Chapter 5 for information about changing the appearance of a datasheet.

Change a Field Name or Type

You saw earlier how to change the name that appears in the column heading in Datasheet view
by changing the field Caption property. You can also change the actual field name in the design.
Changing the field name has no effect on the data already entered into the field. However, it
might cause problems with references to the field in other objects such as queries, forms, and
reports, or in an expression. To change a field name in Design view, simply type the new name.
After changing the name, you must save the table again.

If there is no data in the table, you can safely change any field data type, but it is a little more
complicated if the table already contains data. You might be trying to convert to a type quite different
from the data already in the table. For example, you try to convert a text field to a number data
type but the text fields contain alphabetic characters that are not permitted in number fields.
Some types convert easily to another type, but other conversions might result in loss of data.

If data will be lost, then before making the changes, Access displays a message showing
the number of values that will be affected. If you have used the field in an expression, you
might need to change the expression as well.

To change a field type:

1. Click in the Data Type column.
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2. Click the arrow and select the new data type.

3. Save the table design. If Access displays a warning message, respond No to cancel
the changes or Yes to go ahead and make the changes. If you have no data in the table,
Access doesn’t display any warnings.

You will not encounter any difficulties converting other data types to text. Memo fields that
are too long are truncated. Number fields convert to text with a General Number format, whereas
Date/Time fields convert to text with the General Date format. Currency fields convert accurately
to Text fields but without the currency symbols. Converting from text to other data types requires
only that the text values conform to the new data type.

If the field you are converting is a primary key field or a unique index and the conversion

so you can prevent the deletion.

Change a Field Size

Changing the Field Size property has no effect on the data if you are increasing the size. Obviously,
if you want to reduce the field size, especially for a Number field, you should make sure no values
are larger than permitted by the new field size. If the values are too large to fit the new field size,
they are replaced with Null values. If the new field size doesn’t permit the number of decimal
places currently specified, the values are rounded off.

About Name AutoCorrect?

Starting with Access 2000, you no longer needed to be so careful about changing the names
of fields that are used in forms and other database objects. The Name AutoCorrect feature
automatically corrects most side effects that occur when you rename fields, tables, queries,
forms, reports, and controls that are included in form and report designs. When you open a
form or other object, Access searches for and fixes any differences between the form and the
fields and controls on which the form depends. By checking the date/time stamp for the last
revision of the table and the form, Access can tell whether any names have changed since
the last time the form was saved. If the stamps are different, Access automatically performs
Name AutoCorrect.

By default, Name AutoCorrect is automatically set on in any database you create in
Access 2003. If you convert a database from a version of Access before 2000, you must turn
it on in the Options dialog box. In Chapter 13, you can find more information about Name
AutoCorrect and other options to customize the workplace.

would result in duplicate values, Access deletes the entire record. Access warns you first
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Modify or Delete the Primary Key

You might find that the primary key does not always have a unique value after all and decide to
use a different field or create a primary key with two or more fields.

To change the primary key, select the row you want as the primary key and click the Primary
'E Key button. The key icon is removed from the old key field and appears in the new one.
To add another field to the existing primary key, select both the old and new key fields, then

click the Primary Key button. The key icon appears in the row selector of both rows.

There might be times when you want to temporarily disable the primary key—for example,
when importing records from another table, some of which might contain values that duplicate
your original table. You must remove any duplicates in the new data before restoring the primary
key. This has no effect on the data stored in the field designated as the key; it just removes the
key field feature temporarily.

To remove the primary key designation effectively, select the primary key field and click the
Primary Key button. If the key is used in a relationship, you must delete the relationship before
you can remove the key.

Modify or Delete an Index

To delete a single-field index, change the field’s Indexed property to No. This removes only the
index; it has no effect on the field itself or the underlying data.

In the Indexes dialog box, you can add or delete fields from a multiple-field index, change
the sort order for any field in the index, or change the index properties. You can also change the
field order in the index.

B To remove a field from a multiple-field index, display the Indexes dialog box, select
the field row, and then press DEL.

B To remove the entire index, display the Indexes dialog box, select all the rows in the
index, and then press DEL.

B To insert an additional field into the index, display the Indexes dialog box, select the field
below where you want the new field to appear, press INSERT, and then enter the new
field name.

B To change the field order in a multiple-field index, select and drag the field selector to
the desired position in the index definition.

B To change the sort order for any of the fields in the index, choose from the Sort Order list.

After making changes to the table’s indexes, you must save the table.

Ensure Data Validity

You have seen how Access can ensure that the values entered in your database are valid. For
example, the data type you choose for the field can limit the values to date and time values. You
can also limit the number of characters in a Text field and prevent duplicate values. A direct way
to ensure valid data is to set some rules that the values must obey.
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You can specify two kinds of data validation rules: field validation and record validation.

A field validation rule can limit the value to a few specific values or to a range of values. Access
checks the rule when you try to move to another field in the same or another record. For example, a
rule could limit a numeric value to a range between 1 and 100 or insist that a date value fall in 2003.

A record validation rule is handy for comparing the values in two fields in the same record.
The rule is checked when you move out of a record and Access attempts to save the record. Access
will not save a record with a conflict between fields. For example, a record validation rule could
prevent saving a record in which the job cost is greater than the bid price. Another record validation
rule could ensure that the elapsed time between dates in two separate fields does not exceed
a specific value.

When either type of rule is broken, Access displays a message in a warning box that explains
the violation and alerts you that you can’t move to another field or record. The message you want
to display is the Validation Text property in the table or field property. If you don’t enter message
text, Access creates a standard default message such as the one shown here.

Microsoft Office Access E

(] One of more values are prohibited by the validation rule '=Date)’ set for 'Bid Data, Bid
. Date', Enter awalue that the expression for this field can accept.

ok I Help |

Define Field Validation Rules

To define a field validation rule:

1. Select the field name in the upper pane of the Design window, then click Validation Rule
in the Field Properties pane.

2. Type the expression you want in the property box. For example, if the value must not
exceed 100, enter <=100 (less than or equal to 100).

3. Then move to the Validation Text property box and enter the message you want to
display when the rule is broken.

The Validation Rule property has a Build button that you can use to open the Expression
Builder if you need help with the expression. See Chapter 7 for information about using
the Expression Builder.

You can also include wildcards in the expression. These are the same placeholders that are
used in search strings: ? stands for a single character, and * stands for any number of characters.
When you enter an expression with a wildcard, Access converts it to an expression using the Like
operator and adds quotation marks.

For example, if you type C* in the property text box, it turns into Like “C*” when you move
out of the property box. This expression means that all values entered in the field must begin
with the letter C or ¢. The expression is not case sensitive.
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Build Validation Rules

You can set more than one criterion in a validation rule for the same field by combining them
using the And or Or operators. Here are some examples of validation rules, the corresponding
Access expression, and an appropriate Validation Text message:

Rule Access Version Typical Message

<>0 <>0 Value must not be 0 but it might be
negative.

100 Or 200 100 Or 200 Value must be either 100 or 200.

C= Like “C*” Value must begin with “C.”

C* Or D* Like “C*” Or Like “D*” Value must begin with “C” or “D.”

C?77t Like “C??t” Value must be four characters long,

begin with “C,” and end with “t.”
>=01/01/04 And <01/01/05 >=#1/1/04# And <#1/1/05#  Value must be in 2004.
Not CA Not “CA” Field can contain any value but “CA.”

A validation rule defined for a Date/Time field also includes special symbols when translated
by Access. To enter a rule specifying that the date entered must be earlier than January 1, 2004,
you type <01/01/04 and Access converts it to <#01/01/04# to make sure it is not confused with
a Number value.

Figure 3-6 shows the Bid Data table structure with a validation rule added to the State field.
The rule specifies that the State value must be CA, AZ, or NV; if the rule is violated, the message
“Bid contracts only in California, Arizona or Nevada” displays in an information box.

The State validation rule in the example will also cause a violation if the field is left
blank because it insists on one of three values. If you want to be able to leave the field
blank, add Null to the list of valid values. You can also create a more complex record
validation rule that insists on a value only if there is no value in the corresponding
City field (to allow for customers who deal solely over the Internet instead of by mail).

Define a Record Validation Rule

A record validation rule is a table property rather than a field property. You can define only
one record validation rule for a table, but if you want to apply more than one criterion, you
can combine them in an expression using the AND or OR operators.
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Test the Rules

As you add validation rules to a table, you can test them against existing data to see whether
any of the field values will violate the new rule. To do this, choose Edit | Test Validation
Rules or, if the Design window is not maximized, right-click in the Design window title bar
and choose Test Validation Rules from the shortcut menu.

Access warns you that the process also will check the Required and Allow Zero Length
properties and might take a long time and asks whether you want to do it anyway. If you
respond Yes, you are told you must save the design before testing the rules. Choose Yes
to save the design and continue testing. If Access finds no violations, it displays a message
saying that all the data was valid for all the rules you have defined. If a violation is found,
Access stops checking and displays a message indicating which rule was violated and asks
whether you want to continue with the rule testing. You can then build a query to find any
records that violate the rule.

B Bid Data able _ O x

Field Mame | Data Type | Descripkion [«]

% | Bid Number Text L

__|Bid Date Date|Time

__|Expires Date/Time Date bid offer runs out,

__|Description Text

_ | Address Text

_ | Ciky Text

_W|state Text

__|Z1F Code Text

_ | Contact Text

__ | Telephone Text

_ |Motes Memo

_ | Award Date Text

_|"Workorder # Text

Field Properties

General ] Lookup ]

Field Size 50

Farmat

Input Mask.

Caption

Default Yalus

Yalidation Rule "CA" O A2 Or "My

Validation Texk Bid contracts only in California, Arizona or Mevada A field name can be up to 64 charactgrs long, including
: spaces. Press F1 for help on field names,

Required Mo

Allow Zero Length Mo

Indexed Mo

Unicode Compression Yes

IME Mode Mo Conkral

IME Sentence Mode hone

Smart Tags

FIC{U{=EN Sctting new State field properties
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The record validation rule is applied whenever you enter or edit table data. When you move
to another record, Access checks the new record against the rule you defined. As with field
validation rules, if you define a record validation rule for a table that contains data, Access will
ask whether you want to apply it to the existing data when you save the table.

To add a record validation rule to a table:

1. Choose View | Properties or right-click in the field entry and choose Properties from
the shortcut menu to open the Table Properties dialog box.

2. Enter the validation rule expression in the Validation Rule property; for example,
[Bid Date|<[Expires Date]. Enclose the field names in brackets so Access knows
you are referring to fields in your table.

3. Enter the text to display when the rule is violated in the Validation Text property—
for example, Bid date must be prior to Expires date.

¥ Table Properties
General |
=l o ] 1 sy o T Contains contract bid infarmation
Default Wigw oo Datasheet
Walidation Rule . . ... ... . [Bid Date]<[Expires]
Validation Text . oo ven o Bid Date must be priar to the Exp
0218 o e e 00 o
e B e R R
Subdatashest Mame . ... . [Auta]

Link Child Fields . oo o o000
Link Master Fields . . . ... ...

Subdatashest Height . .. ... . 2"
Subdatasheet Expanded . . . . . Mo
Qrientation . v e Left-to-Right

Require an Entry and Prevent Duplicates

One of the field properties is Required, which is set to Yes or No. The default value is No, but you
can change it to Yes if the field should never be left blank. For example, every employee record
must have a Social Security Number, so you would change the field’s Required property to Yes.

You can use the Indexed property to help prevent duplicate values. A single-field primary key
field already requires unique values, but you can have only one such field in a table. To require
other fields to contain unique values, change the field’s Indexed property to Yes (No Duplicates).
If you open the Indexes window, you will see the new single-field index with its Unique property
set to Yes. This works with multiple-field indexes, too. Once the index is created, change the
Unique property in the lower pane of the Indexes window to Yes; then no two combinations of
the values in these fields can be the same.

Handle Blank Fields

In a database, blank fields can pose quite a problem if not handled properly. It is very important
to understand why the field is blank and to correct or prevent blank fields when they cause
a problem.
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You can use two special field properties to control how blank fields are handled. The Required
property determines whether or not a blank field is acceptable. The Allow Zero Length property,
when set to Yes, permits zero-length strings.

These two properties work together as follows:

B Ifyou want to be able to leave the field blank and don’t care why it is blank, set both the
Required and Allow Zero Length properties to No.

B If you never want to leave a field blank, set Required to Yes and Allow Zero Length to
No. You cannot leave the field without entering a value, even if it is only “Don’t know’
or “None.”

B [f you want to be able to tell why the field is blank, set Required to No and Allow Zero
Length to Yes. Then you would leave the field blank if the information is not known or
enter quotation marks (“”’) to indicate that the field doesn’t apply to the current record
(there is no pager).

B

Assign a Default Value

If one of your fields usually has the same value—for example, the City field in a list of local
customers—use the Default Value property to have that value automatically entered when you
add a new record. You can still change it to a different value when you enter data, but a default
value can save time during data entry, especially if it is a long value such as Sacramento or
Indianapolis. A newly assigned default value does not affect values already entered in the table,
only new entries.

A default value can be assigned to any type of field except an AutoNumber or OLE Object.
To assign one, enter the value in the Default Value property for the field. The type of value you
enter depends on the data type. The value must also conform to the property settings and data
type requirements.

If you assign or change a default field value after entering record data, you can change
the existing values to the new value by pressing CTRL-ALT-SPACEBAR with the insertion
point in the field.

Copy an Existing Table Structure

If you already have a table with a structure similar to what you need now, you can save time by
copying the structure to a new table without the data. Then change the field names and properties

as necessary.
To copy the table structure:

1. Select the existing table name in the Database window.

2. Click Copy on the toolbar or choose Edit | Copy.
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3. Ifyou want to copy the structure to a different database, close the current one and open
the target database; otherwise, keep the Database window open.

4. Click Paste or choose Edit | Paste to open the Paste Table As dialog box.

Paste Table As H

Table Mame:
waiting List]

Paste Cptions Cancel |
% Structure Only

i~ structure and Data

" append Data to Existing Table

5. Enter a name for the new table and choose Structure Only, then click OK.

The new table inherits the field properties from the original table.
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How to...

M Define a relationship
View all relationships

Modify and delete relationships

Print the database relationships

There are many advantages to relating tables in a database. At the top of the list is the reduction
of data redundancy. Having a single copy of each piece of information not only reduces required
disk space but also speeds up processing and helps prevent errors caused by inconsistent data.
You need to update the data in only one place and it is available to all forms and reports.

You can define relationships between tables at any time but the best time is when the tables
are new and contain no data. When you design the database, an important step is to decide on
the relationships between the tables and which fields they have in common. As you create new
tables, the Table Wizard can help you define relationships or you can wait until you have all
the table structures built and define all the relationships at once.

Define a Relationship

To define a relationship between two tables, specify which fields the tables have in common. In a
one-to-many relationship, the field in the parent table is called the primary key and must be either
the table’s primary key or a unique index. The field in the child table is called the foreign key and
does not need to have a unique value; however, data retrieval is faster if the child table is indexed
on the foreign key.

Defining table relationships at the table level keeps the relationships active and makes
the database easier to use. You can link two tables temporarily in a query when you
want to draw information from more than one table, but the permanent relationship

is preferred—you can break it later if necessary.

Use Ready-Made Relationships

If you used the Table Wizard to create a new table, you might already have defined relationships
with other tables in your database. As you saw in Chapter 3, when you add a new table to your
database with the help of the Table Wizard, one of the dialog boxes asks you to specify how the
new table is to relate to the existing tables in the database.

The database shown in the following diagram was created by adding tables to a blank database
with the Table Wizard. The relationships created by the Table Wizard link the existing Employees
and Customers tables to the newly created Time Billed table. The Employees and Customers
tables were not linked until the Time Billed table was added to the database.
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=:2 Relationships I =]

TimeBilledID
CustomerID
ProjectIl

EmplovesID
Bilinghate =]

SocialSecurity
Employeehumt
MatianalErnplt =]

-

4II P&

The sequence in which you add tables to the database determines which relationships
the wizard automatically builds. If you add the Time Billed table before the Employees
table, Access will not relate the Employees table to the Time Billed table.

Use the Relationships Window

The Relationships window has all the tools you need to add a table to the relationship, relate the
ﬂg tables, specify the type of relationship, set up the referential integrity rules, and choose the join

type. To open the Relationships window, choose Tools | Relationships or click the Relationships
button on the Database toolbar.

If no relationships have been defined in the current database, the Show Table dialog box
appears in a blank Relationships window. The dialog box displays a list of all the tables and
queries in the current database. The Invoices table you see in the list was created from the table
Design window without the help of the Table Wizard and added to the database.

Show Table H

Tables IQueriesl Both | Add

Close

Emplovees
Time Billed

If you have already examined the relationships between tables in this database, Access

—

goes directly to the Relationships window without displaying the Show Table dialog box.

13
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To add the tables you want to relate from the list in the Show Table dialog box, do one of the
following:

B Double-click the table’s name or select the table and click the Add button.
[ |

To select multiple adjacent tables, select the first table to be included, then hold down
SHIFT as you select the last table in the list to be included, then click the Add button. If
the table names are not adjacent in the list, hold down CTRL while you select the names.

M Click the Queries tab to add a query to the Relationships window.

B Click the Both tab to have access to a combined list of tables and queries.

When you have added all the tables and queries you want to work with in the Relationships
window, click Close.

Tour the Relationships Window

The Relationships window shows the field lists of the tables you have chosen. The lists display the
primary key field in boldface. Use the scroll bars to see all the fields, or resize a field list box by
dragging the bottom border to see more names or the right border to see complete field names.
You also can drag the field list boxes around in the window for better viewing. In the following
diagram, all four tables appear in the Relationships window; three were created earlier by the

Table Wizard, and the Invoices table was created from scratch. Relationships exist only among
the first three.

=2 Helationships

CustomerID TimefilledID
CornparnyMar Custorner[D Departmentia CustornerIDr
ConkackFirstMe ProjectID SacialSecurityh Employeell
ConkactLasthz EmployesID Ernployeeturmt DeliveryID
CampanyOrDe = | BilingDate =] MationalEmplit =] Status

11 :

Before going on to join the tables, take a look at the new toolbar buttons on the Relationships
toolbar and menu options in the Relationships window.

Show Table Show All Relationships

Fielationzhip

DS E®(&REY| %R % " 8 X |-

|
Show Direct Relationships Clear Layout
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Show Table opens the Show Table dialog box
Show Direct Relationships displays the relationships for the selected table

Show All Relationships displays all relationships in the current database

Clear Layout removes the display of all tables and relationships from the
Relationships window but does not affect the relationships themselves

Draw the Relationship Line

It couldn’t be easier to relate two tables. You simply drag a field (usually the primary key) from

one table and drop it on the corresponding field (the foreign key) in the other table. The field

names do not need to be the same but they usually need to be the same data type and contain the

same kind of information. If you intend to enforce referential integrity, the fields must be the same

data type. If the fields are Number fields, they also must have the same Field Size property.
There are two exceptions to the requirement to match data types in the related fields:

B An AutoNumber field with the New Values property set to Increment can be linked to
a Long Integer Number field. AutoNumber values are stored as four-byte numbers, so
for the foreign key to have a matching value, it must contain a number of the same size—
a Long Integer.

B An AutoNumber can be linked to a Number field if both fields have the Field Size
property set to Replication ID.

Dragging the foreign key field from the related table to the primary key field in the

primary table creates the same relationship.

To relate the Customer table to the Invoices table by CustomerID:

1. Click the CustomerID field in the Customers field list and drag it to the CustomerID
field in the Invoices field list.

2. Drop the linking field into the child table. The Edit Relationships dialog box opens.

Edit Relationships HE
TablefCQuery: Related TablefQuery: Create
|Cust0mers ;I'[nvolces j

Cancel
CustormerID j CuskornerID -

Join Type..

Create New..,

d4dd

1 Enforce Referential Inteqrity

= Cascade Update Related Fields
[~ Cascade Delete Related Records

Relationship Type: Cne-To-Many ‘
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Notice that Access recognizes this relationship as one-to-many because one of the fields
is a primary key and the other is not. If both fields are primary keys, Access recognizes
the relationship as one-to-one. If neither field is a primary key nor has a unique value,
Access calls the relationship Indeterminate.

3. Verify the field names that relate the tables, then do one of the following:

B Ifyou want to change the field at either side of the relationship, select a different
field from the drop-down field list under the table name.

B Ifyou want to add another relationship between the same tables that relates two
different fields, move to an empty row in the grid, click the down button, and choose
from the list for each table.

B Ifyou have chosen the wrong foreign key, choose Cancel in the Edit Relationships
dialog box and start again in the Relationships window.

If you type the first few letters of the field name in the Edit Relationships dialog box
grid, Access will fill in the rest for you.

—

4. To complete the relationship, choose Create and return to the Relationships window.
Figure 4-1 shows the Relationships window with the new link drawn between the tables.

5. Repeat the preceding procedure to draw the relationship line from the EmployeelD field
in the Employees field list to the EmployeelD field in the Invoices field list.

=7 Relationships [_ (O]

Departrmentha
SacialSecurityl
Employeehumnt
MationalEmplt = |

A1 t o

HICIUI=" W A relationship line is drawn between two tables.
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Relate to Two or More Foreign Keys

If you need to create relationships from a primary table to two or more foreign keys in the
same table, Access will create additional instances of the table in the Relationships window.
You do not have two copies of the table in the database—only in the Relationships layout.
Here is a Relationships window with three copies of the Employees table with the EmployeelD
primary key field relating to the Supervisor, Principal Worker, and Helper foreign keys in the
Workorders table.

=2 Relationships o1
‘Workorder Numbx
Custamer 1D First Marns
Eid Murmber Last Mame
Start Date
Completion Date -
Supervisar == z
Principal Waorker ;\\_ |
Helper 17
Material Cost P
Labor Cost R
Description -
Lraniy Specialty |

First Mame

Last Mame

25N
Specialty =l

Enforce Referential Integrity

Referential integrity is a set of rules that keeps a database complete, with no loose ends. No
related records can exist without a parent. When you want Access to enforce the referential
integrity rules on the relationship you are defining, check Enforce Referential Integrity in the
Edit Relationships dialog box.
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Two options that let you override some restrictions become available: Cascade Update
Related Fields and Cascade Delete Related Records. When you set these options, you can
perform delete and update operations that normally would not be allowed.

Edit Relationships H

Table/CQuery: Related Table/Cuary: ok
|Employees ;I Warkorders j
Emploves ID ;I Supervisar =

Cancel

Join Type..

Create Mew.,

44

W Enforce Referential Integrity
I Cascade Update Related Fislds
" Cascade Delete Related Records

Relationship Type: One-To-Many

If the tables already violate one of the rules, such as when related fields are not of the
same data type, Access displays a message explaining the violation and does not apply
the enforcement.

—

With both of these options checked, if you delete a record from the parent table or change
one of the primary key values, Access will automatically make equivalent changes to the child
table to preserve referential integrity. If one of these options is not checked and you try to delete
a parent record that still has child records, Access displays a warning message.

Microzoft Office Access (%]

& The record cannot be deleted or changed because kable "Workorders' includes related
records,

Help |

The Cascade Update Related Fields option lets you change the value in the primary key field
in the parent table, and Access automatically changes the foreign key value in the child table to
match. For example, if you change the CustomerID value in the Customers table, all records for
that customer in any related table will automatically be updated to the new value. This option
preserves the relationship.

If the primary key in a table serves as a link to more than one table, you must set the

Cascade Update Related Fields property for each of the relationships.

The Cascade Delete Related Records option allows you to delete a parent record; Access
then automatically deletes all the related child records. When you try to delete a record from
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the parent table of a relationship with this option selected, Access warns you that this record
and the ones in related tables will be deleted.

Microsoft Office Access

Relationships that specify cascading deletes are about to cause 1
& record(s) in this table and in related tables to be deleted.

Are you sure wou want to delete these records?

wo | wep |

Setting the Cascade Delete Related Fields property can be dangerous. If you delete
records using a Delete query, Access automatically deletes the related records without
issuing the warning.

—

Create a One-to-One Relationship

There might be times when you want to store information about an employee separate from the
main pieces of information. For example, you might have data about an employee such as name,
address, and Social Security Number readily available in one table but keep other data such as
the resume and employment history in another table. These two tables are related by primary
keys using a one-to-one relationship because only one record in each table matches one record
in the other table.

To relate two tables in a one-to-one relationship, do the following:

Etg 1. Choose Tools | Relationships or click the Relationships toolbar button in the Database
window.

oo 2. Ifthe tables you want to relate do not appear in the Relationships window, click the
] Show Table button.

3. Select each table in the Show Table dialog box and click Add; then choose Close.

4. Drag the primary key field from one table and drop it on the key field on the other table.
It doesn’t matter which direction you go; the same one-to-one relationship is created.

Specify the Join Type
One of the most powerful Access tools is the query that extracts and brings together data from
more than one source. For example, you might want to see how much time each employee
spends working on service for each current customer. To do so, you need information from the
Time Billed, Employees, and Customers tables. Once the data is extracted, the query adds up
the hours for records with matching employees and customers.

When you define the relationship, you also can specify the type of join you want for the
tables. The join type specifies which records to display in a query based on related tables when
they don’t correspond exactly. For example, do you want the customer record to appear only if
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Create a Many-to-Many Relationship

— —

In a many-to-many relationship, a record in one table (call it Table A) can have several
matching records in another table (Table B) and vice versa. Neither table is considered the
parent table because the linking field is not the primary key in either table. The only way
you can create such a relationship is by creating a third table, called a junction table. This
new table has a primary key that actually is a combination of at least the primary keys from
tables A and B. The junction table acts as a bridge between the two tables when you build
two one-to-many relationships among them. You can add other fields to the junction table
like any other table. Here is a junction table linking the Orders and Products tables.

=2 Helationships =] B3

CustomerID
Employeell
CrderDate
RequiredDate
ShippedDate =]

Productiamme
SupplierIC
CategoryID
QuantityPerlr
UnitPrice |

[« | 4 B4

Because several products could be included in a single order and several orders could
include the same product, this represents a many-to-many relationship. To define the
relationship in Access, the junction table Order Details was created with a primary key
that combines the foreign keys from the Products table (ProductID) and from the Orders
table (OrderID). Both field names appear in boldface in the Order Details table, indicating
that together they constitute the primary key; thus two one-to-many relationships link the
Products and Orders tables to the Order Details table.

there are corresponding invoice records or do you want to see all customer records even if there
are no related invoices?

The join type does not affect the relationship; it simply tells Access which records to

include in a query.

To modify the relationship between the Employees and Invoices tables and set the join type:
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1. In the Relationships window, right-click in the middle of the relationships line joining
the Customers table with the Invoices table and choose Edit Relationship from the
shortcut menu. The Edit Relationships dialog box opens.

2. Click the Join Type button to open the Join Properties dialog box.

Join Properties

@ 1 Orly include rows where the joined Fislds From both ables are
equal,

2 Include ALL records From ‘Employees' and only those records
fram “Warkorders' where the joined fields are equal.

3 Include ALL records From “Workorders' and only thase recards
from 'Emplovees’ where the joined figlds are equal,

K I Cancel |

3. Select option 2 as the type of join for this relationship because you want to see all the
Customers records even if they have no related records in the Invoices table. Notice that
the explanatory text is specific to the tables you have related.

Understanding Joins

You can specify three types of joins through the Join Properties dialog box:

B Option I includes only records where both parent and child have the same values in
the linking fields (no orphans and no childless parents). This is called an inner join
or an equijoin, and it’s the default join type.

B Option 2 includes all the records from the table on the left, even if no corresponding
values are in the other and only the matching records from the table on the right. This
is called a lef outer join (all parents, including the childless, but no orphans).

B Option 3 is the opposite of option 2 and includes all the records from the table on the
right and only matching records from the left table. This is called a right outer join
(all children but no childless parents). If Referential Integrity is enforced, there will
be no children without a parent.

If you have trouble deciding which table is the “left” in the relationship, look at how we
read a sentence: from left to right. Read a relationship from primary table (left) to related table
(right). Physical positioning in the layout doesn’t matter.

If you select an outer join, an arrow at one end of the relation line points to the table
whose value must match to be included in the query results. In a one-to-many relationship,
the “one” side is considered the left table and the “many” side is the right table.
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4. Click OK in the Join Properties dialog box.
5. Click OK in the Edit Relationships dialog box.

Figure 4-2 shows the completed layout for four tables in a database that tracks customer
billing and prepares invoices. The relationships that include referential integrity show a 1 on
the “one” side and an infinity sign (e<) on the “many” side. Relationships with no referential
integrity enforcement appear as lines with small dots at each end.

Relationship lines with no arrows represent inner joins. An arrow on a relationship line
means the join is an outer join and the arrow points to the table whose values must match to be
included in the query results. The relationship between Employees and Time Billed tables is a
left outer join with referential integrity enforced.

Save the Relationships Layout

All relationships are saved when you create them. You also can save the arrangement of the field
lists in the Relationships window (the layout). Saving the layout has no effect on the tables in the
database. To save the layout, right-click anywhere in the Relationships window (except on a field
list) and choose Save Layout from the Relationships shortcut menu, or choose File | Save.

If you have made changes in the layout and try to close the Relationships window without
saving the layout, Access prompts you to save it. If you want to discard the changes, choose No.
When you open the Relationships window again, the previously saved layout is displayed. When
defining relationships, you can always call for help by typing a specific question in the “Type
a question for help” box in the Access title bar and pressing ENTER.

No referential integrity enforced Left outer join with referential integrity enforced

=2 Relationships

TimeHilledID

Departmentha
SacialSecurityt
Employeehiumt
MationalEmplt =]

CustomerID
EmploveelD
DeliveryID  —
Status =l

Inner join with referential integrity enforced

HIClU/ =Bl A layout containing four related tables
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View and Edit Relationships

You have a choice of viewing all the relationships that you have set in your database or only
nﬁ those involving a specific table. In the database window, click the Relationships toolbar button
or choose Tools | Relationships.

In the Relationships window, do one of the following:

GO0 | M To view all the relationships in the current database, click the Show All Relationships
A toolbar button.

e B To see only the relationships for the table selected in the database window, click the
=] Show Direct Relationships.

If all the relationships already appear in the Relationships window and you want to see only
one table’s relationships:

}( 1. Clear the layout by clicking the Clear Layout toolbar button.

gy 2. Click the Show Table button, double-click the table name in the Show Table dialog box,
El

(= Rm]

(=]

then choose Close.

3. In the Relationships window, click the Show Direct Relationships button.

Hide or Delete a Table

If the Relationships window becomes too crowded, you can hide a table or delete it from the
layout. To hide the table temporarily, choose Relationships | Hide Table, or right-click the table
and choose Hide Table from the shortcut menu. The next time you view the Relationships window,
all the tables will reappear unless you save the layout with the changes.

To delete the table from the layout, select the table and press DEL, or choose Edit | Delete.
This affects only the display of the layout and does not remove the relationship or the table from
the database.

To restore the relationship’s layout to its previous arrangement, close the window without
saving the changes. When you reopen the window, the old layout returns. If you want to keep

the window open and restore the relationships, click the Show All Relationships toolbar button
or choose Relationships | Show All Relationships.

Modify or Delete a Relationship

Relationships are not cast in concrete. There will be times when you need to make some changes
such as altering the linking field or modifying the type of join. You can use the same Relationships
window to edit a relationship that you used to create one.

To modify an existing relationship:

1. Open the Relationships window as before.
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2. Ifyou don’t see the relationship you want to change, choose Show Table from the
Relationships menu, double-click the missing table, and choose Close.

3. Double-click the relationship line or right-click the line and choose Edit Relationship
from the shortcut menu to open the Relationships dialog box.

4. Make the changes you want, then click OK.

To delete a relationship, click the join line to select it and press DEL or choose Edit | Delete.
You also can right-click the line and choose Delete from the shortcut menu.

Access asks for confirmation before permanently deleting the relationship no matter which
method you use.

Pressing DEL with a table selected only removes the table from the layout, whereas pressing
DEL with a relationship line selected permanently removes the relationship between
the tables.

Change a Table Design from the Relationships Window

You might need to make a change in a table design to be able to create the relationship you want.
For example, the primary key might be a Text field and the foreign key a Number field. This
design may suffice unless you want to enforce referential integrity, which requires the same data
type in both fields. You can open the child table design and change the field type to Text.

If you have already set a relationship between the tables, you must delete the relationship
before you can change the table design. You also might want to add a secondary index on the
foreign key in the child table to speed up processing.

To switch to the Table Design view from the Relationships window, right-click anywhere
in the table’s field list box and choose Table Design from the shortcut menu. When you finish
changing the table design, save the changes and close the window; then return automatically
to the Relationships window.

Print the Relationships

Documentation is always helpful, especially if you work with several databases or develop
applications for others. Once you have defined all the relationships for the database, it is easy
to document the structure graphically by printing it.

To print the table relationships diagram:

1. In the Relationships window, right-click in an empty area and choose Show All.
2. When all tables appear in the layout, choose File | Print Relationships. Figure 4-3
shows the printed layout of the Home Tech Repair database relationships.

Although the primary key fields do not appear in bold in the printed diagram, you can use the
join line symbols as a guide to the linking fields.
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HICIU/{= BN Printed database relationship diagram

You might need to run Page Setup and reduce the left and right margins or change to

landscape orientation to be able to print the entire diagram on one page.

If you want more precise information about the relationships you have established in the
database, including the attributes such as referential integrity and the relationship type, you can
use the Documenter, one of the Access analytical tools. See Chapter 14 for information about
using the Documenter and other analysis tools.
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How to Do Everything with Microsoft Office Access 2003

How to...

M Enter new data

Customize data entry

Change the datasheet appearance
Edit data in a table

Find and replace data

Once you have figured out how to distribute your data and built the tables to hold it, it’s time to
enter the data and get to work. In the last chapter, you saw some design features that keep errors
out of your database. This chapter discusses more tools that block data errors and speed up the
data entry process.

Enter New Data

(X

When you open a new table, it appears in Datasheet view, ready for data entry. To add a new
record, click the New Record toolbar button or click the New Record navigation button. If you
prefer menus, choose Edit | Go To | New Record or Insert | New Record.

You can also simply scroll down to the blank record at the end of the table and
start typing.

When the insertion point moves to an empty field, type in the data. If you have specified a
custom display format, the entered value will adapt to that format when you move to the next
column. If you have created an input mask for that field, the mask appears when you enter the
field. See the section “Add Custom Input Masks” later in this chapter for details about input
masks and how they compare with display format settings.

You can enter date/time data in any valid format; Access will then convert it to the format
you’ve specified in the field property. However, do not try to enter decimal fractions in number
fields that are defined as integers because you will lose the decimal by the rounding off to the
integer equivalent.

Copy and Move Data

Access provides some shortcuts for entering repetitive data by copying or moving existing data.
You can copy or move all the data from one record to another or to individual fields or you can
move or copy specific items using the Edit menu or toolbar buttons. You also can display the
clipboard side pane and use it to copy and paste items:

M Click Copy to add the selected item to the clipboard, then choose Edit | Copy or press
CTRL-C.
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B Click Cut to move the selected item to the clipboard, then choose Edit | Cut or press
CTRL-X.

When you collect items by copying or cutting them from their source, they are placed on
the Office clipboard, which is shared by all Office programs. The Office 2003 clipboard is a Task
pane that can hold up to 24 items with previews of the text or pictures that have been copied (see
Figure 5-1). You can paste them to a new location singly or as a group. If you place a 25th item
on the clipboard, the first item is deleted.

The first item on the Office clipboard is also on the Windows clipboard, and you can paste
it into almost any other Windows program. Similarly, cutting or copying from a non-Office
program puts an item on the Windows clipboard, and you can paste it into any Office program,
including Access.

B To paste a selected item from the clipboard, place the insertion point where you want to
paste it and click Paste, choose Edit | Paste, or press CTRL-V.

Microsoft Office Access 2003 [_ (O] x| |
File Edit Miew |nzett Fomat Becords Tools  Window  Help Type a question for help -
Bid Mumnber - | Arial - 10 | B I U |5~ é v | - v v 5
VAT MG AYIa X BA- o
E Bid Data : Table 7 of 24 - Clipboard r X

Bid Number Bid Date Expires Description @ @ A
| b+ 98-101 1/1/2003 10/25/2003 Mew Fireplace 21| S |
| |+ g8-102 1/16/2003 312003 Replace Waterheater 10 l-:— = e Ent
||+ 98103 232003 8/30/2003 Install 3 Attic Vents 3 Jickan tem o paste:
||+ 98104 2/25/2003 3/25/2003 Mew Garage Doors st |23 Bingumber Bid Date Expireds Description =
. , Address City State ZIP Code Contact
| =) 26105 SIS =3z lnStal_l NC 2 Telephone Motes Award Date Workorder # ...
| |+ 55106 35,2003 9/15/2003 Repair Driveway 1
| [+ 98-107 37202003 10/17/2003 Replace Countertops 3 EI’J Last Mame McCov Jones Rogers Perry Brown
+/98-108 3/28/2003 10/25/2003 Move Washer & Dryer 27 Selms Perez Anders Morr Gonzales Armstrong
||+ 98108 3262003 5282003 Garden Window il Pt
||+ 38110 47372003 5/3/2003 TV Wiring 2 [21] First Marne Bryan Ben 1. Selma David L Fred C
||+ 98111 4710/2003 B8/8/2003 Ceiling Fans 1t John C Don Richard Calvin David Mary R
[ |+ 98112 47152003 6/15/2003 Sprinklers 3 GROJERaU B
| |+ 58113 42572003 9/23/2003 Finish Basement 14 3] Employee ID First Mame Last Name 55N
||+ 58114 A202003 B/272003 Attic Bedroom a Address Ciky Stake ZIP Work Phone Pager
+ 88115 5/13/2003 7/13/2003 New Bathroarn Bl Tepe: Speclaley kol Rate Billng Rate Cam. .
||+ 88116 51372003 9A11/2003 Garden Window 3] BT) Description New Fireplace Replace
) =+ 98-117 5/18/2003 8A18/2003 SPA Heater ot ‘Waterheater Install 3 Attic Vents New Garage
| |+ 88118 5/18/2003 BA18/2003 DES Install 5t Doors Install 4/C Repair Driveway Replace C...
| |+ 588119 52472003 9/22/2003 Replace Toilet 2] L] Bid Number Bid Date Expires Descript [
||+ 98120 5/26/2003 9/24/2003 Repair Driveway 1 Adchess City State ZIF Code Contatt
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FICIUI{SCAM  Copying items to the Office clipboard
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B To delete an item from the clipboard, move the mouse pointer to the item, then click
the down arrow to the right of the item and choose Delete from the menu.

B To close the clipboard side pane, click the Close button in the upper-right corner.
M To display the clipboard later, choose Edit | Office Clipboard.

The Options button at the bottom of the clipboard gives you control over the behavior
of the clipboard. The options include Show Office Clipboard Automatically, Show Office
Clipboard When Control-C Pressed Twice, Collect Without Showing Office Clipboard,
Show Office Clipboard Icon On Taskbar, and Show Status Near Taskbar When Copying.

—

Copy and Move Within the Same Table

You can copy or move one or more records within the same table. Once you copy a record, you
can add it to the table or replace an existing record with the one you copied.
To copy a record within the same table:

1. Select the record you want to copy by clicking the record selector (the small gray button
to the left of the record).

2. Click the Copy toolbar button or choose Edit | Copy (or press CTRL-C).

3. Click the record selector in the record you want to replace and click Paste (or press

CTRL-V).

4. Ifyou want to add the copy as a new record rather than replace an existing one, select
the empty record at the bottom of the datasheet, then click Paste (or press CTRL-V).

Access tries to save the copied record when you move out of it. If the table has a
primary key or a unique index, Access won't let you leave the new record until you
have replaced the duplicate value with a unique one. If the primary key field is an
AutoNumber data type, Access automatically increments the number rather than
copying the original number—another good reason to use an AutoNumber field
as the primary key.

To copy more than one record:

2. When replacing records, select the same number of existing records as you have placed
on the clipboard, then click Paste.

1. Select all the records you want to copy before clicking Copy.

3. To append the new records to the table instead of replacing existing ones, select the new
empty row at the bottom of the datasheet and click choose Edit | Paste Append.

Access asks for confirmation when you try to paste multiple records.
If the table has a primary key or a unique index that is not an AutoNumber, you will not be
able to paste multiple records until you remove the key or index. Access would have to save all
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but one of the records, rather than paste a single record, and this would create duplicate values in
the field. If you try, Access objects by displaying the information message shown here.

Microsoft Office Access

: The changes you requested to the table were not successful because they would
’,«"E create duplicate values in the indesx, primary key, or relationship, Change the data in
[ e the field or fields that contain duplicate data, remove the index, or redefine the index

to permit duplicate entries and try again,

OF I Help |

If you just want to repeat the value in a single field to the next record while you are
entering data in a new record, you can quickly copy the value by pressing CTRL-’
(apostrophe) after moving to the field.

—

If you want to move one or more records rather than create another copy of the data in the
record, click Cut instead of Copy. This removes the record completely and places it on the clipboard.
Then use the same paste or append process as described previously for copying records.

Copy and Move from Another Table

If you want to copy or move records from another table, select the records in the source table
and click Copy or Cut. (If you click Cut, you will be asked to confirm that you wish to delete
the record or records from the source table.) Switch to the destination datasheet and select the
blank row at the bottom of the datasheet. When you click Paste, the new records are added to
the destination datasheet.

The fields in the copied records are pasted in the same order as they appeared in the
original datasheet, regardless of the field names. You might need to rearrange the columns
in the destination datasheet before pasting so they will correspond with the incoming
fields. Inconsistent data types or sizes between the incoming and the destination records
can result in problems.

—

If you want to replace certain records in the destination datasheet with records from another
table, select the records you want to replace before clicking Paste. To append records from
another table to the existing datasheet, choose Edit | Paste Append. If the source table has more
fields than the destination table, the excess fields are not pasted.

Insert Pictures

The Home Tech Repair Employees table has a field reserved for the employees’ badge pictures.
The Badge Picture field is an OLE (Object Linking and Embedding) Object data type and will
store a file containing the digitized photograph. The Badge Picture photos are OLE Objects
created by a scanner and contained in image files such as .tif, .gif, or .pcx. Because the photos
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Fix Paste Problems

When errors occur during a paste operation, Access creates a Paste Errors table and displays
a message advising you of the errors as each is added to the table.

Microzoft Office Access E3

Records that Microsoft Office Access was unable to paste have been
inserted into a new table called 'Paste Errors.’

i
\\F} In the Database window, open the new table to see the unpasted records.
After wou Fix the prablems that resulted in the paste errors, copy and paste the

records from the new table,

To view the Paste Errors table, double-click the table name in the Tables page of the Database
window. When you open the Paste Errors table, you might be able to paste the data in the
destination table field by field.

Here are some of the problems you might encounter when trying to paste data into
a datasheet:

M Values are incompatible with the destination data types.
The value is too long for the destination field.

The destination is in a hidden column.

A value violates one of the destination field property settings.

are not expected to change, they are embedded in the table. Additionally, they represent the
value stored in the Badge Picture field, which means they are bound to the table records.

Objects you expect to be edited often are better left in the source program and linked to
your table. You can store the pathname or filename of the picture or other object in the
Text field and won't have to reimport it when changes occur.

—

To insert an image in the Badge Picture field:

1. Place the insertion point in the Badge Picture field and choose Insert | Object,
or right-click the field and choose Insert Object from the shortcut menu.

2. In the Insert Object dialog box, choose Create from File.
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& Create from File
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File:: HTML Documenkt f'e |

iC:'l,My DacumentsiOsbornelBarb. gif

™ Link Cancel |

I™ Display as Icon

[~ Result

Inserts the contents of the file as an object into your
F o document so that vou may activate it using the
E application which created it

3. Type the path and filename of the image file in the File box or click Browse and look for

the object.

4. Choose OK to embed the picture in the field.

When you return to Datasheet view, the field now contains the name of the source of the
OLE object. To see the image, create a form by clicking New Object: AutoForm. Figure 5-2
shows an Employee record with the badge picture embedded.

E Employees |_ O]
TP |E388 |

‘WWark Phane
Pager

Type
Specialty
Hourly Rate
Biling Rate

Comments

Badge Picture

Recard: HI 1 “ 3k |>|’>x| of 13

[re191 5557243

[Cantract k|

|Carpentry

| 15,00
| $30.00

Experienced in all tvpes of wood warking

FICIUR{ VR The employee’s badge picture inserted
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You might need to double-click the added object to activate the OLE source program

associated with that type of file before you can see the image.

Insert Hyperlinks

A hyperlink is a connection to an object in the same or another Access database, a document created
in another program, a document on the Internet, or your local intranet. The hyperlink field contains
the address of the target object, and when you click the hyperlink, you jump to it. If the object
is the product of another application, that application is automatically started.

In the Home Tech Repair database, the Workorders table contains a hyperlink field that
contains the engineering drawings for that work order. The scanned drawings are saved as .gif
files in the same folder as the database itself.

Define the Hyperlink Address

A hyperlink address can contain up to four parts, separated by the pound sign (#), as in
displaytext#address#subaddress#screentip, of which only the address is required. If you want
the hyperlink to jump to a specific location in the target object, a subaddress is also required.

B The displaytext is optional and can be displayed in the field in place of the actual address.
If you don’t include display text, the hyperlink address or subaddress appears instead.

B The address is either a Uniform Resource Locator (URL) such as a web address, or
Universal Naming Convention (UNC) path to the document. An absolute path starts
with \\ and describes the exact location on the system or local area network (LAN).

A relative path is related to the current path or the base path specified in the database
properties. An address is required unless you added a subaddress that points to an object
in the current database.

B The subaddress contains a named location within the target object, such as a bookmark
in a Word document, a particular slide in a PowerPoint presentation, or a cell range in
an Excel spreadsheet.

B The screentip is the text that appears when you rest the mouse pointer on the hyperlink.
If you don’t specify a ScreenTip, the address is displayed.

The scanned drawings for the Workorders Drawing field are stored in the Home Tech folder
with the database. To use the Insert Hyperlink tool to enter the hyperlink address:

1. Place the insertion point in the Drawing field in the Workorders datasheet.

2. Click Insert Hyperlink or choose Insert | Hyperlink (see Figure 5-3).

3. Click the Existing File or Web Page button under Link to: if not already chosen.
Then do one of the following:
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M Type the path to the drawing file in the Address box; for example,

¢:\My Documents\Osborne\fireplace.gif.

B If you have accessed the target of this hyperlink before, you can select it from the

list of Recent Files or Browsed Pages.

B Click the Browse for File button (the open folder) and locate the file in the Link to

File dialog box and click OK.

4. Enter the text you want to show in the field in place of the address in the “Text to display”

box. For example, you could enter Fireplace.

5. Ifyou want to show a ScreenTip, click the ScreenTip button and enter the text in the Set

Hyperlink ScreenTip dialog box, then click OK.

Set Hyperlink ScreenTip

ScreenTip bexk:

ICIick to show engineering drawing]

Mote: Custam ScreenTips are supported in Microsoft

Internet Explorer version 4.0 o later.

o]

Cancel

Move up one folder

Insert Hyperlink

Browse the Web
Browse for file

Link to: Texk ko display: I ScreenTip, . |
_;;E\I Loak in: lJ Osbarne _'! @i @I
Ezxisting File or .
weh Page | Access 11 ﬂ Bookmark. .. |
cl}rlrcllent _] Access10
&1 SR HTDEseries_oct02
oObject in This il To:Ch
Database Browsed ] ~$er Manual doc
Pages E ~fer Manual2, doc
M7 ssa0scropeall-example. doc
[#]
CreatE New Recent |2 Alpha Card by Name.hkrm
Page Files ] Alpha Card.htm
199 Alpha Card.xml =
Address: I _j
E-mail Address
g | Cancel

FIC{U{IKN The Insert Hyperlink dialog box
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6. Click OK to finish inserting the hyperlink and return to the Workorders datasheet where
the hyperlink appears in the Drawing field. When you rest the mouse pointer on the
hyperlink, you will see the ScreenTip.

i Workorders : Table H=1E3
Material Cost Labor Cost Description Dirawing
B £1,182.43 $631.18 MNew Fireplace Fireplace
# $1.21275 $852.00 Install 3 Attic Vi ‘[%
® $893.03 $1532.30 Inst 100g Heate Click ta show enginesting draWhg|
# $121.28 $330.75 Repl Countertop

7. Click the hyperlink to test it; Microsoft Picture Library (or whatever program handles
your .gif files) opens, displaying the scanned fireplace drawing, as shown in Figure 5-4.

Edit and Delete Hyperlinks
Editing a hyperlink address is a little different from editing normal text because if you click on
the address, you jump to the target. There are two ways to edit the address:

B Right-click the hyperlink, point to Hyperlink in the shortcut menu, and click Edit
Hyperlink in the submenu; edit the address directly in the Edit Hyperlink dialog box.

aC:\Hy Documents\Dsbome\Fireplace.gif - Microsolt Internet Explorer provided by America Online
| Fle Edt View Favoites Took Help |-
| wBack » = - @ [#] A | QSeach [ElFavories (HHistoy | B b 5] 4L D |

HEALT0R* DESIGNER SERIES FREPLACES

SPACE REQUIREMENTS

" Thes's s HEXTILATOR zeco-ch fireplace for aborest amy ’ —akmg

weabls, in coemess, oe O ¥ FOOK Nk

I
|&@] Dore |@_ My Compuiter

B

SIC{U{ W The target of the fireplace hyperlink
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B Press TAB to move to the field and press F2 to switch to Edit mode.

An easier way to change only the displayed text is to right-click the hyperlink, choose
Hyperlink | Display Text, and edit the text in the box.

To delete a hyperlink from a field, right-click the hyperlink and choose Cut from the shortcut
menu. You can also point to Hyperlink in the shortcut menu and click Remove Hyperlink. If you
want to delete all the hyperlink addresses you have inserted in a field, delete the field from the
table design.

Customize Data Entry

Access offers many tools that help improve the efficiency and accuracy of data entry. Some
minimize the process, others assist in navigation in a datasheet or give you access to special
symbols. For example, input masks guide the user with data input and help to prevent data
errors, and lookup fields offer a list of valid values for selection.

Add Custom Input Masks

An input mask is a field property similar to the Format property but with a different purpose. An
input mask displays a fill-in blank for data entry whereas a format is used to display field data
with a consistent appearance. Setting the Format property affects how data is displayed after it
is entered and offers no control over or guidance for the data being entered. Input masks can be
used with Text, Number, Date/Time, and Currency fields. An Input Mask Wizard can help you
with Text and Date/Time fields.

To decide between a Format property and an Input Mask property, use the following guidelines:

B Ifyou just want to make sure the field values look the same when displayed, use the
Format property to specify the desired appearance.

B If you want to guide data entry and make sure it is entered properly, use an input mask.

An input mask appears before any data is entered, when the insertion point reaches the field.
The mask displays fill-in blanks with literal characters separating them. When you use an input
mask, you can be sure the data will fit the specifications you set by limiting the number of fill-in
spaces. Depending on the characters you use in the mask, you can leave some fill-in spaces blank
but you cannot enter more characters than there are spaces.

To create an input mask with the Input Mask Wizard:

1. Move the insertion point to the field in the table Design view.

2. Click in the Input Mask property, then click the Build button (...).

3. Select a mask in the Input Mask Wizard dialog box, as shown in Figure 5-5, and
click Next.

4. You can make changes to the mask, such as changing the placeholder that displays as
the fill-in blanks (the default is an underline character). Then click Next.
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Input Maszk Wizard

Which input mask matches how vou want data to look?

To see how a selecked mask works, use the Try It box.
To change the Input Mask list, click the Edit List button.
Input Mask; Data Look;

:Phone Murnber

Sacial Security Number 531-85-7180

Zip Code 95052-6399

Extension 63215

Passward Aotk

Canadian Postal Cade MOC 1HO = |
Trw It ] |
Edit List I Cancel ] | Mext >_| Einish l

FIC{O{FW Predesigned input masks

5. Choose to store the literal characters with the data, if desired, by adding them to the
Input Mask text box. This uses more disk space but the symbols are already available
when you want to use the value in a form or report.

6. Click Finish to close the wizard.

General I Lookup I

Field Size a0

Format

Input Mask. 1h{999") "000Y-0000;; < Input mask for
Caption Phone Number field

Default Yalue
Yalidation Rule
‘alidation Text

Required Mo

Allove Zero Length Mo
Indexed Mo
Unicode Compression Yes

IME Mode Mo Conkrol
IME Sentence Mode Mone
Srnatk Tags

If you have a customized field that is not part of the Input Mask Wizard’s repertoire, you can
easily create your own mask manually using special symbols. The special symbols are placeholders
that specify which entries are required and define what type of characters can be entered at each
position in the mask. You can even add a custom mask to the wizard’s list of predefined input
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masks. You cannot create an input mask for a Memo, AutoNumber, Yes/No, OLE Object, or
Hyperlink field.

To build an input mask manually, enter the desired characters directly in the field’s Input
Mask property in Design view. Table 5-1 describes the symbols you can use in an input mask
and indicates whether they will require an entry in that position.

Here are some examples of the effects of input masks:

Input Mask Description Sample Valid Value
00000-9999 Uses zeros to represent required entries. The 9s are 92118-2450 or 92118-
optional.
(999) AAA-AAAA Allows letters or digits. The area code is optional. (301) 555-CALL
I>LOL OLO Converts all letters to uppercase, and fills the mask NOC 1HO
from left to right.
>SL<272777077? Converts required initial letter to uppercase. Other Henrietta
characters are optional and converted to lowercase.
>LL0000-000 Converts the two required letters to uppercase, which ~ BT5430-115

are followed by the seven required digits.

To make a change in one of the wizard’s masks, select the mask first in the Input Mask
Wizard dialog box, then click Edit List and proceed as in the preceding examples to make the
desired changes.

Symbol  Entry Entry Required?
0 Displays a digit (0 through 9) with no + or — sign. Blanks display as zeros.  Yes
9 Displays a digit with no + or — sign. Blanks display as spaces. No
# Displays a digit with + and — signs. Blanks display as spaces. No
L Displays a letter (4 through Z). Yes
? Displays a letter. No
A Displays a letter or digit. Yes
a Displays a letter or digit. No
& Displays any character or space. Yes
C Displays any character or space. No
< Converts letter to lowercase. N/A
> Converts letter to uppercase. N/A

Fills the mask with the characters that the user types into the mask, from N/A
left to right. Can appear anywhere in the mask.

\ Treats the next character as a literal. N/A

RAGIESE N Input Mask Symbols
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Create a Custom Input Mask

If you have a field that commonly appears in your tables or forms, such as the Canadian
postal code, you can create a new input mask and save it in the Input Mask Wizard’s list
of predefined masks, as follows:

1. In table Design view, click the Input Mask property for the field, then click the
Build button to open the Input Mask Wizard dialog box.

2. Click Edit List. The Customize Input Mask Wizard dialog box shows the Phone
Number input mask.

B9 Customize Input Mask Wizard

Do you want o edit or add inpuk masks For the Input Mask Wizard ko display?

Description: ﬂmﬂmﬁ Help J

Input Mask: I!(999) 000-0000
cl
Placeholder: _ ﬁ

Sample Data: ](206) 5E5-1212

Mask Type: Text/Unbound '1
Recard: 14 ] 1 | m]r%] of 5

3. Click the New Record navigation button at the bottom of the dialog box to show
a blank form.

4. Enter a description of the new mask, the mask itself, the symbol you want to use
as the placeholder, and a sample of the data you intend to enter into the field.

5. Select the Text/Unbound Mask Type. The definition for the Canadian postal code
input mask is complete.

B Customize Input Mask Wizard

Do you want ko edit or add input masks For the Input Mask Wizard ko display?

Description: [Canadian Pastal Code Help ]
Input: Mask: | [EXIN]
Placeholder: e &J

Sample Data: MO 1HD

Mask Type: Text/Unbound '1
Record: Hj<“ 5 v |nlrx] oi 5

6. Click Close. The new definition appears in the list of predefined masks.
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Create Lookup Fields

A lookup field is an Access tool that makes entering data quicker and more accurate. A lookup
field displays a list of values from which to choose. The most common type of lookup field,
called a lookup list, gets its values from an existing table or query. The advantage of this type
of lookup field is that the tables actually are related and as the source list changes, the current
values are available to the lookup field.

The second type of lookup field gets its values from a list that you type in when you create
the field. This type is called a value list and is best used when the list is limited to a few values
that do not change often, such as a short list of product categories or employee status.

You can add either type of lookup field in Design or Datasheet view. If the field already
exists in the table design and you want to change it to a lookup field, you must change the
data type in Design view. To add a new lookup field to a table, do one of the following:

B [n Design view, add a new field row and select Lookup Wizard from the Data Type list.

B In Datasheet view, click in the column to the right of where you want the new lookup
field, then choose Insert | Lookup Column.

Both methods start the Lookup Wizard, which displays a series of dialog boxes where you
specify the details of the lookup field. In the first dialog box, decide which type of lookup field
to create: a lookup list that relates to a table or query, or a value list that you type in.

Specify a Lookup Column
As an example of defining a lookup field that gets its values from another table, let’s insert a new
field in the Workorders table of the Home Tech Repair database. The Workorders information is
easier to enter and read if a lookup field is used for the Supervisor, Principal Worker, and Helper
fields. The Last Name will be displayed, but the Employee ID will be stored.

To add a lookup field to the Workorders table:

1. Open the Workorders table in Design view and insert a field named Supervisor between
Completion Date and Principal Worker, choosing the Lookup Wizard data type.

2. In the first Lookup Wizard dialog box, choose the first option, “I want the lookup
column to look up the values in a table or query.” Click Next.

3. Select Employees from the list of tables and click Next. You could also select a query
as the source of the values.

4. In the next dialog box, double-click the Employee ID and Last Name fields in the list
of available fields in the Employees table (see Figure 5-6). Click Next.

5. In the next dialog box, you can specify the sort order for the fields in the lookup list.
Click Next.

6. The next dialog box (see Figure 5-7) shows you how the field values will look in the
lookup column. Drag the right edge of the column header to adjust the width if necessary.
Also check the “Hide key column (recommended)” option so you need not view the
Employee ID key value, only the last name. If you have no data in the column yet,
accept the default column width. Click Next.
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Lookup Wizard
Which fields contain the values vou want included in your lookup
column? The fields you select become columns in wour lookup
HHH HHE RRE column,
HHROREE KRR RRER
HER RN KRR BRR
I HRRREE vI
&vailable Fields: Selected Fields:
First Mame - Emplaves ID
et |
<
Wark Phone a I
Pager =l
Cancel | < Back | Mext » FEiris

HICIUI{FLW  Selecting the fields for the lookup field

7. Accept the name Supervisor for the lookup column and click Finish. Access prompts
you to save the table so that the relationships can be completed.

Lookup Wizard

How wide would vou like the columns in your lookup column?

To adjust the width of & colurn, drag its right edae to the width you want, or double-click the
tight edge of the colurmn heading ko get the best fit.

¥ Hide key column (recommended)

Last Mame

w |

Ferrell
Cloud
Gunderson
Byron
Connell
kordel

De Salle

Cancel I < Back | Mext = Finish

FICUR{YA Changing the lookup column appearance
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8. Choose Yes. Access returns you to the table Design view.

The Lookup Wizard has set the properties for the new field based on your selections in the
dialog boxes, which you can view on the Lookup tab of the Field Properties pane.

General  Lookup

Display Control Combo Bioo

Row Source Tvpe Tahle/uery

Row Source SELECT [Emplovees].[Employes ID], [Employess].[L
Bound Calurmn 1

Column Count 2

Column Heads Mo

Column Widths 1"

List Raows 5]

List ‘wiidth 1"

Limit To Lisk Yes

Take a look at the Lookup properties that specify the appearance and behavior of the lookup
field when it appears in a datasheet or a form. As you click in each property on the Lookup tab,
look at the description in the right pane.

The Workorders table shows the new lookup field used to locate employee names in
the Employee table. The lookup field links the Employee table to the Workorders table
by the Employee ID field. The employee’s last name is displayed; the foreign key (Employee
ID) is not displayed but it is stored in the field.

(B wokorders i Table T |
[T [Workorder Num| Customer ID Bid Mumber Start Date |Comp|etiun Dat{  Supervisor  |Principal Waorke Hs
DB 1032 55101 27252003 3/10/2003 Ferrell | Howell
| |= o2 1033 595-103 3A5/2003 ERELAEY F e el WG ikas
| |+ oo3 1034 55-105 3410/2003 34612003
||+ oo4 1035 55-107 4/15/2003 4/20/2003 | Gunderson
| |+ oos 1036 55-108 5/10/2003 54152003 | Byran
+ 006 1037 95111 5/12/2003 s25/2003 | Connelly
|+ o7 1038 95-113 1¢15/2003 9152003 | Kerdel
|+ oos 1033 98116 6/15/2003 712003 | De Salle
||+ oog 1033 595-117 B/25/2003 B/26/2003 De Sal
Specify a Lookup List

A list of acceptable values can be helpful when entering data in the Employees table. Because
only a few values are valid in the Specialty field, it is a good candidate for streamlining. Start
with the Lookup Wizard as before, and in the first Lookup Wizard dialog box, choose the second
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option “I will type in the values I want.” Then move to the next dialog box, shown here, where
you enter the values for the list.

Lookup Wizard

What values do ol wank ko see in wour lookup colurmn? Enker the number of columns you
wart in the list, and then tvpe the values you want in each cell,

To adj_ust the width of a column, drag its right edae to the width vou wank, or double-click the
right edge of the colurnn heading ko get the best fit,

Number of calumns: |1_

Coll
Owner
Permanent
Zankrack
Temp

Cancel I < Back. I Mext = | Finish |

The Row Source property on the Lookup tab for the Specialty field now shows the list of
values you typed in instead of a SELECT statement.

Change the Datasheet Appearance

Datasheet properties include the layout of the fields and records—the order in which the fields
appear, the dimension of the rows and columns, and the column headings. Other properties are
the font size and style, the colors of the text, the background, and special cell effects such as
raised or sunken.

You also have the option of hiding some fields from view if the data shouldn’t be visible to
all users of the database. Finally, if you have too many fields to view on the screen at once, you
can keep one or more key fields on the left of the screen as you scroll right so some information
is always in view.

All of these changes in datasheet appearance also can be applied to subdatasheets.

Move and Resize Columns and Rows

Access displays the data fields in columns in the same order as the fields appear in the table
design unless you change the column order. By default, the columns are all the same width,
so you might not be able to see the whole field name or value. Other columns might be wider
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than necessary and waste screen space. The rows also are standard height. You can change
any of these datasheet properties using the elements of the datasheet itself.

Row sizing lines Field selectors Column sizing lines

B Workorders : Table =] E3 |

Workorger Mum| Customer [D Bid Number Start Date  |[@ompletionbd Supenisar | Principal WWorke| Hsg

bl 1032 95-101 2/25/2003 3/10/2003 Ferrell Howell |

||+ 002 1033 958-103 3A15/2003 3/18/2003 Gunderson Gikas |

+ 003 1034 958-105 3A10/2003 35,2003 Byron Dobhins |
_‘+ 0o4 1035 958-107 4/15/2003 4/20/2003 Gunderson Howell | 5

| [+ 005 1036 95-108 5/10/2003 5/15/2003 Ferrell Dobhing |

||+ 006 1037 98-111 51272003 5/25/2003 Byran |

Rearrange the Columns

To move a column, click the field selector, release the button, and move the mouse pointer to the
field selector. When the mouse pointer changes shape to an arrow with a small rectangle, click
and drag the column to the desired position.

As you move the column, a dark vertical line moves with it, showing you where the left
boundary of the moving column is at that moment. Release the mouse button to reposition the
column. Changing the relative position of a column in the datasheet has no effect on the way
the fields appear in the table design or the way they are stored on the disk.

Change the Column Width

There are three ways to change a column width:

B Drag the sizing line at the right border of the field selector button
B Double-click the column sizing line to fit the contents
B Set the precise width in a dialog box
If you drag the boundary all the way left until it reaches the left boundary, the column

disappears. This is one way to hide a column. You will learn more about hiding columns
in the section “Freeze and Hide Columns.”

e—

If you need to specify a column width more precisely, you can set the exact width in the
Column Width dialog box after selecting one or more columns:
1. Select one or more columns.

2. Choose Format | Column Width or right-click the field selector and choose Column
Width from the shortcut menu.



108 How to Do Everything with Microsoft Office Access 2003

3. Type a new value in the Column Width text box or click Best Fit. The Best Fit option
resizes the selected column or columns to fit the longest data string currently in the field
or the text in the column heading, whichever is longer.

Column Width EH

¥ standard Width Cancel |
Best Fit |

Column ‘Width:

Change the Row Height
You can change column widths individually; however, rows are all the same height, thus when
you change the height of one, you change them all.

To change the row height:

1. Move the mouse pointer to any one of the row sizing lines in the record selector area.
2. Click and drag the line until the rows reach the desired height.
3. Release the button. All rows will be the same height.

To set a more exact row height, choose Format | Row Height to open the Row Height dialog
box. (The insertion point can be anywhere in the datasheet.) You also can right-click in a selected
row or a row selector and choose Row Height from the shortcut menu. The Row Height dialog
box is similar to the Column Width dialog box except there is no Best Fit option. The height is
measured in points; the default height depends on the default font size.

Freeze and Hide Columns

Two other properties of a datasheet deal with the display of the data. Freezing a column keeps the
data on the screen as you scroll right to see other fields in a long record. Hiding a column keeps
the data from displaying in the datasheet. Again, neither of these properties changes the way the
data is stored, only the way it is displayed.

Freeze and Unfreeze Columns

When you freeze a column on the screen, the column and its contents are automatically moved to
the left of the datasheet and kept on the screen as you scroll right.
To freeze a column:

1. Place the insertion point anywhere in the column you want to freeze.

2. Choose Format | Freeze Columns, or right-click in the column header and choose
Freeze Columns from the shortcut menu.
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To freeze several adjacent columns, select them all before choosing Freeze Columns. If you
want to freeze non-adjacent columns, freeze them one at a time in the order you want them to
appear at the left of the screen. Access will move them one by one to the left side of the datasheet.
To unfreeze the columns, choose Format | Unfreeze All Columns.

Unfortunately, Access doesn’t return the thawed column to the position it was in before
you froze it and moved it to the left. You have to move it back yourself or close the table
without saving the changes in the layout to restore the original arrangement.

Hide and Unhide Columns

If your table contains information that is not relevant to the current activity, you might not want it 5
to take up space on the screen. In this case, you can hide one or more columns from view. Again,
this changes only the appearance of the datasheet, not the data that is stored in the table. To hide
a column, place the insertion point anywhere in the column, then choose Format | Hide Columns.
You can also right-click in a selected column or in the field selector and choose Hide
Columns from the shortcut menu. The column immediately disappears from the screen. If you
want to hide several adjacent columns, select them all first. If you want to hide non-adjacent
columns, reposition them so they are adjacent, then hide them as a group or one at a time.

If you try to copy or move records to a datasheet that currently has hidden columns, the
data will not be entered and you will get paste errors. Be sure to unhide all the hidden
columns before attempting to copy or move records.

——

To return the hidden columns to the datasheet display, choose Format | Unhide Columns. The
Unhide Columns dialog box appears with a list of all the fields in the datasheet. Check marks next
to the field names indicate the fields currently in view. If a field does not show a check mark, it is
currently hidden. To return a field to the datasheet display, check the box next to its name. Choose
Close when you have returned all the desired fields to the display.

While you are unhiding columns with the Unhide Columns dialog box, you can hide

columns at the same time by removing the check marks next to the columns you want
to hide.

Change the Font

Access uses 10-point Arial as the default font for datasheets. The font setting applies to all the
characters in the datasheet—data and captions alike. You might want to reduce the font size to
get more data on the screen or enlarge it to make it more visible if a group will be viewing the
screen from a short distance. The row height and column widths are automatically adjusted to
accommodate the font changes.

To change the datasheet font, choose Font from the Format or shortcut menu to open the
Font dialog box (see Figure 5-8). Select the font, size, and effects you want, then click OK.
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Font ﬂ E
Fonk: Forit style: Size:
IM IReguIar I 10
Reqular Cancel |
&rial Black — ATtalic

() arial Narrow Bald J

(} avial Rounded MT Bald Bold Ttalic 14

() Baskervile Old Face 16

() Bauhaus 93 15

() Bel MT =l i I =
—Effects —Sample

™ Undetline

Color: [ EEElack - AaBbYyZz

This is an OpenType font. This same Font will be used on bath your printer
and yaur screen.

HICIOR{=BW The Font dialog box

You can use the Formatting (Datasheet) toolbar buttons to change the font properties. You
also can use the Formatting toolbar to change the appearance of the datasheet gridlines and cells.
Any changes you make affect the entire datasheet.

Font Size Italic Font/Fore Color

Font Bold Underline Line/Border Color

Formatting ([ atasheet)

Workorder Hum » | Anal -10 - B I U &v A - |~ v Elv

GridliIes T
Fill/Back Color Special Effect

Change Grid Lines and Cell Appearance

Now comes the fun part: making some dramatic changes to the appearance of the datasheet with
colors and special effects. The grid lines—the horizontal and vertical lines that separate the datasheet
into rows and columns—are displayed by default, but you can remove the horizontal or vertical
lines, or both. The cells are the boxes at the intersection of the rows and columns. In addition to
changing the appearance of the grid lines, you can apply special effects to the cells to make them
appear raised or sunken.

To change the datasheet properties, choose Format | Datasheet. The Datasheet Formatting
dialog box opens, as shown in Figure 5-9.
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Datasheet Formatting

—Cell Effect Gridiines Shown
& Flat W Horizonkal
" Raised ¥ vertical
Cancel |
" Sunken
Background Calar: Gridline Calor:
[T wehite =] [ siver -
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—Border and Line Styles
iDatasheet Eorder ;i ISolid ;i
~Direction
& | eft-ta-right " Right-to-left

HIC{U{H N The Datasheet Formatting dialog box

In the Datasheet Formatting dialog box, you can make the following changes; as you make
changes, the combined effects are shown in the Sample panel:

Set a special cell effect, such as Raised or Sunken

Show or hide the horizontal and vertical gridlines

Change the color of the grid lines and the cell background

Change the style of the borders and grid lines to weights ranging from transparent to

double-solid

Change the column display direction from left-to-right (the first field appears in the first
column, the second in the column to the right, and so on) to right-to-left (the first field
appears in the rightmost column, the second in the column to the left, and so on)

Set Datasheet Default Options

To save the new datasheet appearance, save the layout with the table. To create a custom datasheet
layout for use with all the tables in the database, change some of the default datasheet options.
Choose Tools | Options to open the Options dialog box, then click the Datasheet tab. The same
formatting options from the Datasheet Formatting dialog box are available in the Options dialog
box in addition to Show Animations, which turns on the animation features, such as the columns
sliding over to make room when you insert a new column. There is also an option to show Smart
Tags on the datasheet, which, when checked, displays a purple dotted line under text to indicate a
Smart Tag.
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Change Table Definition in Datasheet View

Although the best place to modify the table definition is in Design view, you can make some
limited changes in Datasheet view. You can insert or delete the subdatasheets that display records
from related tables, add or delete columns, and change field names in Datasheet view.

Insert/Delete a Subdatasheet

You can use the Insert menu to add a subdatasheet to a table.
To insert or delete a subdatasheet:

1.
2.

P

Open the table or query in Datasheet view.

Choose Insert | Subdatasheet. The Insert Subdatasheet dialog box opens showing
three tabs: Tables, Queries, and Both.

Click the tab that contains the datasheet you want to use for the subdatasheet.
Select the table or query name in the list.

Choose the foreign key field for the subdatasheet table or query in the Link Child
Fields box.

Choose the primary key or matching field for the open datasheet in the Link Master
Fields box and click OK.

Insert Subdatasheet HE
Tables |Queries | Eoth I II
Applicants =] Cancel
Bid Data

Copy of Bid Data
copy of Emplovees
_ustomers
Employvees

Lost Bid Archive
Make Bid Data
Paste Errars
Switchboard Tkems
Tablel

testblank | .
“Workorder Crosstab =

Link hild Fields: IEmpIovee (]

&
=

Link Master Fields: ISupervisor

To remove a subdatasheet from a table or query, open the table or query in Datasheet view
and choose Format | Subdatasheet | Remove. The subdatasheet is removed only from the display.
The data is not affected and the relationship remains intact.
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Insert/Delete a Column

To insert a column in the datasheet, place the insertion point in the column to the right of where
you want the new one, then choose Insert | Column. A new blank column appears and the columns
to the right move over. Double-click the field selector, usually labeled Field1, and rename the
column with the appropriate field name.

If you want to change the data type that Access assumes for the field, define a validation
rule, or change other properties, you must switch to Design view.
As discussed earlier in this chapter, the Insert menu offers two special columns: Lookup and 5
Hyperlink. If you choose Lookup Column, the Lookup Wizard starts. Choosing Hyperlink Column
inserts a new blank column, but the field is automatically specified as the Hyperlink data type.
To delete a column in Datasheet view, click anywhere in the field and choose Edit | Delete
Column. Access warns you that the deletion will be permanent. This is one of those cases where
Undo doesn’t work. Choose Yes to go ahead with the deletion or No to cancel. You can delete
only one column at a time in Datasheet view.

You cannot delete a field that is part of a relationship without first deleting the relationship.
Either open the Relationships window to delete the relationship or accept Access’s offer
to delete it for you.

Change Field Names

In Datasheet view, you have three ways to rename an existing column. All three methods place
the insertion point in the field name text, where you can replace or edit the existing name. Be
warned that this also deletes the caption you might have specified:

B Double-click the text in the field selector and type the new name.

B Select the column and choose Format | Rename Column.

B Right-click the field selector and choose Rename Column from the shortcut menu.

Edit Record Data

You can use the Edit | Go To submenu or the navigation buttons at the bottom of the datasheet or
form to move to another record: Next, Previous, First, Last, or New. The TAB key and the RIGHT
ARROW and LEFT ARROW keys move to another field.

All the Office Spelling and AutoCorrect features are available to you in Access. You can
use these tools to help with Text and Memo field data.
When the table contains many fields, some of them are not always visible. Instead of scrolling
right and left to enter data in long records, you can use the Go To Field box on the Formatting
(Datasheet) toolbar, which contains a list of all the fields in the current datasheet. Click the arrow
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next to the box to display the list of fields in the current table. When you click on a field name in
the list, the insertion point moves to that field in the current record.

Microsoft Office Access 2003 [Bid Data : Table]

] Fle Edit iew Inset Fomat Becords Tools  Window  Help Typeaquestionforhelp - - & X
| sl -0 -|B I U|H-A- gvvvﬁ
Bid Mumnber Al =) _l .5. & El il ,( "j 7| 24 r bR __j A~ | @ ﬁ
Eiljsi[c?i;tion er | BidDate [ Expires | Desctiption | Address | City | State | =
Address 1£1/2003 10/29/2003 MNew Fireplace 2115 J 5t Los Padres CA, 9]
gittgte 1/15/2003 31172003 Replace Waterheater 176 3rd 5t Los Padres CA, 9]
ZIP Code 24352003 8/30/2003 Install 3 Attic Vents 329 &th St Los Padres CA 9
Contact 2/25/2003 3/25/2003 Mew Garage Doors 560 B St Los Padres CA 9.
Teiphe 34342003 9/30/2003 Install A/C 2476 9th 5t Los Padres A Cl
fwardDate =] 311552003 5/15/2003 Repair Driveway 1510 H St Los Padres CA, 9]
+ 85-107 3/20/2003 10/17/2003 Replace Countertops 319 4th St Los Padres CA 9.

To change the entire value in a field, select the field and enter the new value. To edit only
part of the value, change to Edit mode by clicking in the field or pressing F2. Once in Edit mode,
the RIGHT ARROW and LEFT ARROW keys move the insertion point through the characters instead
of among the fields.

You can tell you are in Edit mode when the insertion point is in the text and the whole
value isn’t selected. If the whole value is selected, you are not in Edit mode. Then you
can press HOME and END to move to the beginning and end of the value respectively.

—

Locate Records

If your table doesn’t contain a lot of records, you probably can find the record you want by
scrolling down through the records in the datasheet or form, especially if the records are sorted
by the field you are searching. However, if your table contains hundreds of records, that method
is rather time-consuming, so Access provides the Find feature. You just tell Access what you
want to find and where and how to search for the value. The search can apply to the complete
value in the field or only certain characters within the field.

If you are looking for values in a datasheet with a subdatasheet or a form with

a subform, Access searches only the object that contains the insertion point.

Find an Exact Match

When you want to edit a specific value in a field in the table, you need a method to locate all the
records that contain that value. You can find them one at a time and make the changes you want
or ask Access to make the changes for you automatically.

To find a record with a specific value in one of the fields:

1. Place the insertion point anywhere in the column.
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2. Click the Find toolbar button or choose Edit | Find or press CTRL-F.

=1

Enter the value to look for in the Find What box.

4. Click Find Next. The insertion point moves to the next record with that value
(see Figure 5-10).

5. Click Find Next again to find subsequent records with the same value in the field. After
Access has found the last record that matches the value, choosing Find Next displays an
information dialog box indicating that there are no more records with that value.

6. Click Close.

Limit or Expand the Search

By default, Access searches only the specified field in all the records. In the Look In box, you
have a choice between the field that contains the insertion point or the entire table. By choosing
the whole table, you can have Access search for the value in all the Text and Memo fields in the
table. This is slower than limiting the search to a single field but it comes in handy for finding

& Employees : Table !E[E
State IP Wark Phone Pager Type Specialty Hourly Rate E
||+ CA 92111 [619) 555-3264  (B19) 555-6666  Dwher Engineering $30.00
||+ CA 92111 (519) 555-8912  (519) 555-8444 Contract Engineering $30.00
| |+ CA 92111 (619) 555-7243 (619) 555-8456 Contract Carpentry $45.00
| |+ CA 92111 619 5551281 (B19) 555-8473 Permanent Finishing $15.00
| |+ CA 92111 (619) 555-5932  [B19) 555-4533  Permanent Flurnbing $40.00
||+ CA 92111 619) 555-6193  (B19) 555-4538 Permanent Electrical $40.00
| |+ CA 92111 (6159 555-8346  (B19) 555-4682 Contract Masanry $40.00
| b+ CA 92111 (619) 555-2666 (619) 555-6890 Contract | $7.00
BRI Find and Replace $7.00
= $10.00
E Find | Replace | $3.00
| Find What: ILabUr j Find Mext I 35,50
|+ §17.00
* Cancel |

Look In: ISpeciaIty vl
Match; IWhoIe Field vI

Search: Al T
I MatchiCase [ Search Fields As Formatted

Record: 14 4| 5 k| e e of 13 ;I |

SIC{UR{A/ON Finding records with Labor in the Specialty field
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specific values in all fields, especially when you want to replace one value globally with another.
The Search option drop-down list includes:

B All Is the default setting; begins at the current record, searches to the end of the table,
and begins again at the first record until all records are examined

B Up Searches from the current record toward the first record

B Down Searches from the current record through the remaining records

The Match Case option, when checked, treats upper- and lowercase letters as different
characters. For example, if you enter the value labor in the Find What box and check Match
Case, Access will not find Labor. The Search Fields As Formatted option looks for the field
based on the displayed format rather than the stored value.

Find an Inexact Match

Access offers two ways to find an inexact match in a Text or Memo field: setting the Match
option to limit the search to only part of the field or using wildcards in the search string. The
Match options specify whether to require a complete and exact match or to accept a match
with only part of the field. The Match options that you can choose from include:

B Whole Field Is the default and finds only records containing values that exactly match
the search string.

B Any Part of Field Finds records whose field contains the search string anywhere in the
field. For example, if you want to find all work orders that have the word Aeater somewhere
in the description, you would ask Access to find a match anywhere in the field.

B Start of Field Specifies the first one or more characters to match with the field values.
For example, if you want to locate records for all customers whose last name begins with
A, you would use the Start of Field Match option.

Several wildcard characters can be used in the search string to represent one or more characters.
You can mix and match wildcards to create the string combination you need. Most of them can
also be used in queries and expressions, as you will see in Chapter 7. Look at Table 5-2 for ways
to use wildcards.

Wildcards can appear anywhere in the search string in the Find What box. For example, you
can enter the string 12##*[BC]* to find all addresses in the 1200 block of any street that begins
with B or C.

Find Blank Fields

You can use Find to locate records with blank fields. This is useful when you enter incomplete
record data because all the information wasn’t available. Then, when more data arrives, you can
quickly look for the records that need to be filled in.

To find blank fields, enter Null or Is Null in the Find What text box. When Access finds
a record with a blank in the field, the record selector moves to the record but the field is not
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Look for Wildcard Characters

The field value you are looking for might include one of the characters Access recognizes as
a wildcard, such as an asterisk (*), a question mark (?), a number sign (#), an opening bracket
(D), or a hyphen (-). If you use the character directly in a search string, Access handles it as

a wildcard.

When you use wildcards in a string to look for one of these characters, you must enclose
the item you are looking for in brackets. For example, to find a value that begins with 7B, you
would use the string [?]B*.

But if you are looking for a hyphen along with another wildcard character, you must treat
it a little differently. Access interprets a hyphen or tilde as an indication of a sequence of
acceptable characters. You must put such a character before or after all the other characters
inside the brackets, not between them. If you have placed an exclamation point (!) inside the
brackets to indicate a match excluding the characters within the brackets, place the hyphen
right after the exclamation point.

If you are searching for an exclamation point or a closing bracket, you don’t need to use
the brackets at all. Just place the characters in the string with the rest.

highlighted. When you close the Find and Replace dialog box, the insertion point appears in the
blank field, ready for you to enter data.

If you have created a custom format for a Text or Memo field that specifies a certain display
when the field contains a Null value and a different display when it contains a zero-length string,
be careful how you apply the Search Fields As Formatted option.

Wildcard Matches Example

* Any number of characters. b* finds bird, belt, and blueberry

? Any single character. b??1 finds ball, beal, bell, bowl, and so on

[ Any character within the brackets. b[aeo]ll finds ball, bell, and boll, but not bill
or bull

! Any character not in the brackets. b[!ae]ll finds bill, boll, and bull but not ball
or bell

- (hyphen) Any character in the specified range  B[a-d|t finds bat, bbt, bct, and bdt
of characters. The range must be in
ascending order.

# Any single numeric character. 10# finds 100, 101, 102, and so on but not /0A4

QAN Bl Wildcard Characters
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Also, be sure to select Whole Field in the Match box when you are looking for either a Null
value or a zero-length string.

Find and Replace Data

A variation of the Find feature is the Replace tool, which lets you specify a value that you want
in the field in place of the one that is already there. The search options are the same. The only
difference between the Find tab and the Replace tab is the addition of the Replace With box
where you type the replacement value. For example, to replace all occurrences of the word Lost
in the Award Date field of the Bid Data with the words Not Awarded:

1. Place the insertion point in the Award Date column.

2. Choose Edit | Replace to open the Replace tab of the Find and Replace dialog box.
3. Enter Lost in the Find What box and Not Awarded in the Replace With box.

1
Find and Replace | 2]

Find Replace l

Find what:  [Lost | | FindNext |

Replace YWith: INot Sarded j e |
Loak In: Inward Date vl

Replace |
Makch: IWhoIe Field 'i
Search: all - Replace Al |

I MatchCase | Search Fields As Formatted

4. Click Find Next, then do one of the following:

B Choose Replace to replace this instance of Lost. Access replaces the value and
moves automatically to the next occurrence.

B Choose Find Next to skip replacing this occurrence and move to the next.
B Choose Replace All to replace all the values without reviewing them.

5. Access displays a message when it has finished searching the records. Click Cancel to
close the dialog box.

Delete Data

To delete individual characters, place the insertion point in the field and press DEL to remove the
next character or press BACKSPACE to remove the previous character. To delete all data in the field,
select the field and press DEL or BACKSPACE. You can restore characters deleted from a field by
choosing Edit | Undo Delete.
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To delete an entire record, select the record and press DEL or choose Edit | Delete. A deleted
record cannot be restored, so Access warns you before deleting the record. To delete several
records, select them all, then proceed as previously described. To delete a record without
selecting it, place the insertion point anywhere in the record and click Delete Record.

If you have a lot of records to delete, you can save time by using a delete query.

See Chapter 8 for information about this special query.
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How to...

B Sort records by values in one or more fields
Filter records
Use the Advanced Filter/Sort feature

Remove/delete or save a filter

Preview and print filtered or sorted table data

Once you have stored all the information in the related tables of your database, you must be able

to retrieve specific data and arrange it in meaningful ways. The Access Sort and Filter features help
you do that. Sorting arranges the records in a specified order; filtering hides records. Combining these
two tools gives you the power to display only the records you want, in the order you want.

Sort Records

Access automatically sorts records by the value in the primary key field. During data retrieval
and presentation, there will be times when you will want to arrange the records in a different
order. In Datasheet view, you can sort up to 255 characters in one or more fields to achieve a sort
within a sort. In Form view, records can be sorted by only one field with the Sort feature. In
ascending order, Yes/No fields sort by Yeses first, then by Nos. Use descending order to reverse
the order of the sort. You can sort on Memo fields using the first 255 characters. Access sorts
hyperlink fields by the Text to Display (if any) or the address. You cannot sort on OLE Object fields.

Sort on a Single Field

To see records grouped together in Datasheet or Form view, you can sort the records based on the
value in a specific field. To sort by a single field in a datasheet or form, click in the field by which
you want to sort, then do one of the following:

A B Click Sort Ascending or Sort Descending.
Ze

B Choose Records | Sort | Sort Ascending or Records | Sort | Sort Descending.

M Right-click in the field and choose Sort Ascending or Sort Descending from

E .l. the shortcut menu.

—

To restore the records to their original order, choose Records | Remove Filter/Sort or right-click
in the datasheet and choose Remove Filter/Sort from the shortcut menu.

To sort records in a subdatasheet, display the subdatasheet by clicking the expand
indicator (the plus sign in the left margin), then proceed as with a datasheet. When you
specify a sort order for one subdatasheet in Datasheet view, all the subdatasheets of
that level are also sorted accordingly.
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Sort by Two or More Fields

To sort by more than one field, the fields must be adjacent in the datasheet. Access uses a sort
precedence from left to right so the records are sorted first by the values in the left column. If
duplicate values appear in that column, a secondary sort is performed on those records by the
values in the next column.

If the columns involved in the sort are not adjacent or are in the wrong relative position in the
datasheet or subdatasheet, move the columns before sorting the records. When all are in position,
select the columns you want to sort on and click one of the Sort buttons as before or choose from
the Records or the shortcut menu.

When you sort records by two or more fields, Access performs a “simple” sort in which

all the values in the fields are sorted in the same order, ascending or descending. To mix 6
sort orders, you must use the Advanced Filter/Sort operation described in the section

“Filter with Advanced Filter/Sort” later in this chapter. Or use a query instead, as

described in Chapter 8.

Save the Sort Order

If you close the table after sorting the records, Access asks if you want to save the changes to the
design (which includes the sort order). Responding Yes saves the sort order with the table; the
next time you open the table, the records will appear in that order. Responding No saves the table
in the original, primary key order.

Filter Records

When you want to see only certain records in your datasheet, subdatasheet, or form, you can
filter out the ones you don’t want to see. The filter process does just that: it screens the records
and lets through only those that meet your criteria. A filter doesn’t actually delete any records, it
just hides them. The criteria are a set of specified conditions that limit the display to a certain
subset of records.

The difference between finding records and filtering records is that when Access finds a record,
the cursor moves to the record and leaves all the rest on the screen. With a filter, the non-compliant
records are removed from the screen, leaving only the records you want to see.

In Access, you have five ways to filter records, depending on the conditions you want to set
and whether you want the records sorted in a particular order.

B Filter By Selection Leaves only the records with the same value as the one you select
in one of the records

B Filter Excluding Selection Leaves only the records that do not include the same value
as the one you select in one of the records

B Filter By Form Screens records with the criteria you enter into a table skeleton
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M Filter For Displays a box in the shortcut menu where you enter the filter criteria directly

M Advanced Filter/Sort Gives you, in addition to filtering, the capability to sort the
records by two or more fields using different orders, ascending or descending

Filter By Selection

Filtering by selection is the most commonly used and easiest filtering method. You just select the
value you want to use as the match for the records and click a button. The records that remain on
the screen are only those that contain the selected value. You can Filter By Selection on a value
in any type of field except OLE Object fields.

Specify the Filter Value

To set the filter value, place the insertion point in the field that contains the value you want to
filter for and apply the filter in one of the following ways:

B Choose Records | Filter | Filter By Selection

"-E"';: B Click Filter By Selection on the toolbar

B Right-click the desired value and choose Filter By Selection from the shortcut menu

The way you select the filter value determines what records pass the filter. Table 6-1 describes
the various ways of selecting values for filtering and matches them with comparable settings in the
Find dialog box, as discussed in Chapter 5.

_ Pick a Filter Type

To decide what type of filter you should use, look at what you want it to do:

B If you want to search for records that meet more than one criterion at once
(combined with AND), you can use any of the five types of filters. Using Filter By
Selection, you must specify and apply the criteria one at a time.

B If you want to combine criteria with the OR operator or enter expressions as criteria,
you must use Filter By Form, Filter For, or Advanced Filter/Sort.

M If you also want the records sorted as part of the filter process, you must use the
Advanced Filter/Sort. You can, however, sort the results of the other types of filters
after applying the filter by clicking one of the Sort buttons on the toolbar.
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Selection Returns Records Where Find Match Equivalent
Entire value; or, you can place the Whole field matches the Whole Field Match option.
insertion point in the field without selected value.

selecting any characters.
Part of the value, including the first Field starts with the selected Start of Field Match option.

character. characters.
Part of the value, not including the Field includes a matching Any part of Field Match option.
first character. value anywhere in the field.

BTN  Value Selections for Filtering

Let’s try out a few filters on the Home Tech Repair tables. First, filter the Workorders table to
show records for jobs supervised by Ferrell.

1. With the Workorders table open in Datasheet view, place the insertion point in a
Supervisor field with the value Ferrell.

- 2. Click Filter By Selection. Only four records remain on the screen, all with Ferrell in the
‘“_g/ Supervisor field.

E Microsoft Office Access 2003 |- O] x]
© File Edit ‘iew Inset Fomat Becords  Took  Window  Help Type a question for help -
W HR SRV & BR8] % “’j:ﬁl (S =F=RENCN

Remove Filker

E Workorders : Table
Workorder Mumber | Custorner ID | Bid Number | Start Date | Completion Date | Superdsor | Principal Warker

b |+ 001 1032 958-101 2/25/2003 3A10/2003 Ferrell ] Howell

. + 005 1036 95-105 5/10/2003 5152003 Ferrell Dobbins

. + 009 1039 9B8-117 B/25/2003 B/26/2003 Ferrell Howvell C
. + 010 1032 958-119 B/26/2003 B/26/2003 Ferrell

Record: 4] ¢ | 4 b | wi]v| of 4(Filterad) | | |

Access reminds you that you are not viewing the entire table. The status bar shows
FLTR, indicating that a filter is in effect, and the navigation bar gives you the number
of records qualified by the word (Filtered). The Apply Filter toolbar button appears
? pressed and the ScreenTip for the button has changed to Remove Filter.

—

3. Click Remove Filter. All the records return to the datasheet or subdatasheet.

After you have removed the filter and restored all the records to the display, you can
reapply the most recently used filter by clicking the Apply Filter toolbar button or
choosing Records | Apply Filter/Sort.

—
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As an example of filtering to a partial value, filter the Bid Data table so you see only records
that contain the word “heater” in the Description field.

1. In the Bid Data datasheet, select the “heater” part of Replace Waterheater in the
Description field of the Bid Number 98-102 record.

2. Choose Records | Filter | Filter By Selection. Two records remain, both with the word
“heater” at the end of the Description field.

£ Bid Data : Table M=l E3
Bid Mumber Bid Date Eupires ipti Address City State
| b |+ 95-102 1/15/2003 34172003 [RETJEN ea 176 3rd St Los Padres CA
||+ 98117 51182003 8/18/2003 SPA Heater 952 C St Los Padres CA
*
Record: 4] < Ii 1 ¢ | eilex] of 2 (Filtered) | | |

E 3. Click Remove Filter. All filters are removed and all records return to the datasheet.

Filter By Selection applies only one filter condition at a time. If you need to filter based
on a combination of two or more values, you can apply the second Filter By Selection
criterion to the records that remain after the first filter is applied. This is equivalent to
combining the filter criteria with an AND operator.

Use an Exclusion Filter

Instead of telling Access which records you want to see, sometimes it’s easier to specify which
ones you don’t want to see. In this case, you can use the Filter Excluding Selection option, which
screens out the records with the value you select.

Filter Excluding Selection works much like Filter By Selection: you select the value or partial
value in the datasheet or form, then choose Records | Filter | Filter Excluding Selection, or right-
click the selection and choose Filter Excluding Selection from the shortcut menu.

Filter By Form

Filter By Form is not much different from Filter By Selection. Instead of selecting a value from
the datasheet or subdatasheet as a filter criterion, you enter the value in a filter grid. The grid is a
table skeleton that resembles a blank record showing all the filterable fields in the table with
space to enter filter values.

One advantage of using Filter By Form is that you can combine filter criteria in one operation.
You can specify two or more conditions so that a record must meet any one or all of them to
survive the filter. The multiple criteria can apply to a single field or to more than one field.

Enter Filter Criteria

When you choose Filter By Form, the table grid appears on the screen. The most recent filter that
has been saved with the table shows in the filter grid.
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To create a new filter, click Clear Grid to remove any existing filter and move to the field
}f: where you want to specify a value. When you move the insertion point to a field in the grid, an
_ | arrow appears in the field. Clicking this arrow displays a list of unique values that currently exist

in the field, sorted in ascending order. Here you see a list of values in the Completion Date field
in the Workorders table.

B Workorders: Filter by Form
Warkorder Num| Customer D | Bid Number Start Date

? To filter on one of these values, select the value and click Apply Filter. This is equivalent to
using Filter By Selection.

If you don’t see the value list in the table skeleton, the option might be turned off. Check
the options on the Edit/Find tab of the Options dialog box. In addition, if the table is

large and has a long list of unique values, you may see only two choices: Is Null and Is
Not Null.

Now try filtering the Workorders records by using an expression to show only those whose
scheduled completion date is before July 1, 2003:

I
1. In the Workorders datasheet, click Filter By Form on the toolbar.

2. Ifthere are entries in the filter grid, click Clear Grid to remove them.

}{- 3. Place the insertion point in the Completion Date field and select 7/1/2003 from the value

list. Access automatically adds the date/time delimiter symbols (#) to the date you select
from the list.

4. Place the insertion point at the beginning of the date and enter < (less than).

B Workorders: Filter by Form

Warkorder Num| Customer ID | Bid Number Start Date | Completion Date | Supemisor | Principal ¥Worke)
<#7 1120034 ] | |
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5. Click Apply Filter. Only the eight records of Workorders scheduled to be completed
before July 1, 2003 remain on the screen.

B Workorders : Table [ [Of x]
Warkorder Mum| Customer ID Bid Mumber Start Date | Completion Date | Superisar | Principal Warke)

| |+ TE]l 1032 95-101 2£26£2003 31042003 Ferrell Howvell

| |+ 002 1033 95-103 3A15/2003 3A18/2003 Gunderson Gikas

| [+ 003 1034 95-105 3102003 3/8/2003 Byron Dobbins

||+ 004 1035 95-107 4A15/2003 4/20/2003 Gunderson Howell

| [+ 005 1036 95-108 5102003 5/15£2003 Ferrell Dobbins

||+ 006 1037 95-111 5122003 826/2003 Byron

| [+ 009 1032 95-117 6/26/2003 6/26/2003 Ferrell Howvell De £
+ 010 1032 95-119 6262003 6/26/2003 Ferrell

]

Record: 4] « | 1 ¢ | rilrx] of 8 (Filtered) 1| | |

? 6. Click Remove Filter or choose Records | Remove Filter/Sort to restore all the records.

Use Wildcards and Expressions in a Filter

You can use wildcards in filter criteria for Text and Memo fields; refer to Chapter 5 for examples
of using wildcards. In a search, wildcards can be applied only to character strings. You can use
wildcards to replace individual characters or groups of characters.

You can also enter an expression as the filter criterion, such as the earlier example of <7/1/2003
entered in the Completion Date field in the Filter By Form grid. To use an expression as a criterion,
enter it directly in the filter grid. Open the Access Help topic, “Examples of expressions used in
queries and filters,” to see some useful expressions. However, there are a few rules you must
obey when entering expressions in a filter condition, whether you’re using the Filter By Form,
Filter For Input, or Advanced Filter/Sort method:

B Ifa Text field value contains a space, any punctuation, or an operator character, the value
must be enclosed in quotation marks. If the entry is one of the values in the list, Access
adds the quotation marks for you after you leave the criteria grid.

Filter Memo, OLE Object,

— —

and Hyperlink Fields

When you apply Filter By Selection to a Memo, OLE Object, or Hyperlink field, you can see
all the records with the same values in the field. With the other filter operations, you can filter
based only on whether the field has a value or is empty. When you click the drop-down list in
one of these fields, the only available values are Is Null and Is Not Null.
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To filter a Memo field, use the asterisk (*) wildcards to filter on embedded text.

For Number, Currency, and AutoNumber fields, do not include characters such as the
currency symbol or the thousands separator. Decimal points and minus signs are okay.

For Date/Time field values, abide by the options set on the Date tab of the Regional
Settings Properties dialog box of the Windows Control Panel. These options control the
sequence of the month, day, and year values within the field. Access encloses the date or
time value in pound signs (#).

For Yes/No fields, you can enter Yes, -1, On, or True to filter for Yes values, and No, 0,
Off, or False for No values.

Combine Filter Criteria with AND

To combine two filter conditions with the AND operator and limit the records to those that meet
both conditions:

P!

In the Workorders datasheet, click Filter By Form on the toolbar.
Click Clear Grid to remove the previous filter conditions and click in the Material Cost field.

Type <=1000 and press TAB to move to the Labor Cost field and type >=500, then
press ENTER.

B Workorders: Filter by Form [ _ O] ]
Completion Date | Supemisor | Principal ¥Worke| Helper Material Cost Labor Cost Description

k=1000 =] >=5000

T

4. Click Apply Filter. Four records meet the combined filter conditions that show the

labor-intensive contracts.

If your filter doesn’t return any records, you might have set conflicting criteria that were
impossible to meet.

5. Click Remove Filter to restore all the records in the datasheet.

Combine Filter Conditions with OR

The OR operator expands the resulting record set by including records that meet either of the
conditions, not necessarily both. The Filter By Form window contains two tabs at the bottom of
the window: Look For and Or. Enter the first filter condition and any others you want to combine
with it using AND on the Look For page.

131
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Use AND in one Field

The preceding example combines filter conditions in different fields with the implied AND
operator. You also can combine filter conditions in the same field with AND by typing AND
between the expressions. For example, if you enter the filter condition >=500 AND <=1000
in the Material Cost field, you would see only the records for work orders requiring between
$500 and $1,000 worth of materials, inclusive. Another way to express the same criterion is
to use the Between...And...operator: Between 500 And 1000.

If you want to add an OR filter condition, click the Or tab and enter the condition on the second

page. If you change your mind and want to delete the Or tab, select it and choose Edit | Delete Tab.

Another Or tab appears when you begin to add a filter to the first Or page.

e —

To combine two filter conditions with OR so that you can see all the Workorders records for

jobs on B or H Streets:

1. In the Bid Data datasheet, choose Records | Filter | Filter By Form. The Filter window
opens showing the last filter condition in the grid.

X

2. Click Clear Grid, then enter * B* (with a space before the B) in the Address field on the
Look for page and press ENTER. Access translates the expression to Like “* B*”.

3. Click the Or tab at the bottom of the window. The Or page opens with the same empty
grid as the Look For page. Notice a third tab now shows at the bottom of the window.

4. Place the insertion point in the Address field and enter * H*, then press ENTER. The
expression is changed to Like “* H*”.

5. Click Apply Filter on the toolbar. The datasheet now shows the five jobs with addresses
on B or H Streets.

B2 Bid Data : Table [_ (O] x|
I Bid Mumber Bid Date Expires Description Address City State
oI- 2f25/2003 3/25/2003 Mew Garage Doors 560 B St Los Padres CA,
315852003 51552003 Repair Driveweay 1510 H St Log Padres CA
5182003 6/18/2003 DSS Install 560 B St Los Padres CA
5/2852003 B/26/2003 Repair Driveweay 1510 H St Los Padres CA
6/8/2003 7/8/2003 Porch Roof 560 B St Los Padres CA

Record: 4] « | 1k [ rile#] of 5 (Filterad) | | |

6. Click Remove Filter to restore all the records.
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If you don’t include a space before the H in the filter criterion, you will see all records
with the letter H anywhere in the Address field. Examples include addresses on any
street with th, such as 5th or 6th.

Filter For

The Filter For option lets you filter records by entering the condition right in the open Datasheet or
Form view. You can use the same conditions and expressions as in the Filter By Form grid.

To apply the filter, right-click in the field whose values you want to filter and type the value
or expression in the Filter For box and press ENTER. For example, you might want to see only
records in the Bid Data table that have expiration dates before July 1, 2003.

L2 Filter By Selection 6
Filter Excluding Selection
[ EiterFor [<7/1/03

Remove Filker/Sort
Sart Azcending
Sort Descending
Cut

Copy

BB D

If you want to apply the filter and keep the shortcut menu open to specify additional criteria,
press TAB instead. Repeat to add as many criteria as you need to refine the filter to just the records
you want to see. This is equivalent to applying successive filters with Filter By Selection or
combining conditions with AND in Filter By Form.

To filter more than one value in the same field, enter an expression that combines the criteria
with an OR operator. You cannot combine criteria in different fields with an OR operator using
Filter For Input.

Filter with Advanced Filter/Sort

The Advanced Filter/Sort feature is the most flexible and comprehensive of the Access filtering tools.
It includes all the features of Filter By Form and allows you to specify mixed sort orders for different
fields in the table. You enter all of the filtering and sorting specifications in a single window.

The Advanced Filter/Sort window is divided into two parts very similar to a Query Design
window. The upper part contains the field list. The lower part is the design grid where you
specify which fields you want to filter, the values to use as filters, and how you want the records
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sorted in the resulting recordset. If you have applied a filter recently, the criteria will appear in
the Criteria row of the grid. Click Clear Grid to remove it.

=8 Bid D ataFilter1 : Filter _[Of =

i

Figld: |Expires
Sort:
Criteria: | <#771/2003% |

ar: | -
4 3

The process of creating an Advanced Filter/Sort is nearly identical to that of creating a query.
Chapter 7 contains all the details for creating queries that you can use to build an Advanced
Filter/Sort that can accomplish tasks such as the following:

B Selecting the fields to filter or sort

B Specifying filter criteria

B Setting the sort orders

Apply the Advanced Filter

At any time during the design of an advanced filter, you can apply it to see if you are getting the
data you want. Access gives you three ways to apply the filter:

B Click Apply Filter on the toolbar.
B Choose Filter | Apply Filter/Sort.

M Right-click anywhere in the upper section of the Design window and choose Apply
Filter/Sort from the shortcut menu.

@BidData:Table ________________________________________HEE|
Bid Mumber Bid Date Expires Aweard Date Description Address City
| » |+ EEEIE 2/3/2003 6/1/2003 3103 Install 3 Attic Wents 329 Sth St Los Padres
||+ 958-105 3/3/2003 74272003 41703 Install A/C 2478 Sth St Los Padres
| |+ 88107 3/20/2003 711972003 441003 Replace Countertops 319 4th 5t Los Padres
| |+ B8-108 3282003 72003 5103 Maove YWasher & Dryer 2111 J St Las Padres
| |+ 958-109 3/258/2003 5/28/2003 Last Garden Window 156 Bth 5t Los Padres
| |+ 558106 3/15/2003 5/15/2003 Lost Repair Driveway 1510 H St Los Padres
| |+ 558104 2/25/2003 3252003 Lost Mew Garage Doars o600 B St Las Padres
*
Resord: AL || 1 Lvi[sw] of 7 (Filtered) i 2
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Notice that the toolbar and the navigation key area both warn you that this is a filtered record
set. Remove the advanced filter the same way as other filters.

Filter by Lookup Fields with Advanced Filter/Sort

Filtering on a field that gets its value from a lookup list with Advanced Filter/Sort can present a
slight problem. When you choose to filter records by values in a Lookup field in Filter By Form,
you pick from the value list that contains all the values in the lookup list created by the Lookup
Wizard. What you don’t see in the list are the values that are actually stored in the field. It is the
value in the primary key field of the lookup list that is stored instead of the more informative
displayed value.

When you use Advanced Filter/Sort, you do not choose from the lookup list because there
is only one table in the Filter window. This means that you must enter the stored value in the
Criteria row to filter on a Lookup field. For example, using Filter By Form to filter on Ferrell in
the Supervisor field of the Workorders table, you can select Ferrell from the list or type Ferrell
in the grid. To do the same in Advanced Filter/Sort, you must enter 10, Ferrell’s Employee ID
number, in the Criteria row.

Save a Filter

The most recent filter is saved with the table—not as a separate object—if you respond Yes to
save the table changes. When you reopen the table, the filter is no longer in effect but you can
reapply it by any of the methods discussed earlier.

If you want to have more than one filter available to a table or want to save a filter
permanently, you must save it as a query, which is stored as a separate Access database object.
When you want to use the filter again, you can bring it back from the query to the Filter window
or simply run it as a query.

To save an advanced filter as a query and load it again in the Filter window:

F_I'i 1. With the Filter window displayed, click the Save As Query button or choose Save As
- Query from the shortcut menu or the File menu.

2. Name the query and choose OK.

Save As Query EHE

|Eid Data Filker|
Cancel |

E‘; 3. To restore the specifications to the Filter window, open a blank Advanced Filter/Sort
window and click the Load From Query button. You can also choose Load From Query

from the shortcut menu or the File menu.
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4. The Applicable Filter dialog box shows a list of all the queries that are based on the Bid
Data table.

Applicable Filter H

K

i Canicel |
Duplicate Addresses

5. Choose the query you want and click OK. All the filter parameters are returned to the
grid, where you can choose to apply the filter or make changes to it.

If all you want to do is filter the records, simply run the query you saved from the filter.

Remove and Delete Filters

There is a difference between removing and deleting a filter. Removing a filter simply returns all
the records to the datasheet or form; you can reapply it later. Deleting the filter erases the filter
criteria, and the filter cannot be reapplied without reconstructing it. You saw earlier how to

remove a filter.
To delete a filter entirely, clear the filter grid and apply the empty filter to the datasheet by

the following method:

1. Switch to the Advanced Filter/Sort window. It doesn’t matter how you created the filter;

>

you can still see it in the filter grid.

2. Click Clear Grid or choose Clear Grid from the Edit or the shortcut menu.

3. Click Apply Filter.

4. Click Close to close the datasheet and respond Yes to save the changes.

When you open the table again, the Apply Filter button is dimmed indicating the filter has
been removed.

Preview and Print Sorted or Filtered Table Data

=

You don’t have to create a fancy report to print your table data. You can print the datasheet as it
appears in the Datasheet view or print in the default report format, called the AutoReport. To
print a single copy of the entire datasheet, click the Print button. Without opening the table,
right-click the table name in the database window and choose Print from the shortcut menu.
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If you want to see how the filtered or sorted table data will look when it is printed, use the
Print Preview. To open the Print Preview window, do the following:

1. Open the table in Datasheet view.
2. Apply the filter or sort order.

@. 3. Choose File | Print Preview or click the Print Preview button.

The Preview window toolbar includes some buttons that offer options for viewing the

printout. The Preview window shortcut menu contains many of the same options. See Chapter 11

for details of how to use the Print Preview window.
Figure 6-1 shows the Bid Data datasheet previewed in three pages. If you change the page

orientation to landscape, it will need only two pages. 6
If you want to adjust the margin settings, the paper size, or the page layout, use the Page

Setup dialog box. If you want to choose other print options such as multiple copies or selected

pages, open the Print dialog box. See Chapter 11 for information about running Page Setup and

setting Print options.

B Bid Data : Table

T M vy
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HICUR{AAN Previewing the Bid Data printout
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How to...

B Create a select query with help from the Query Wizard
Create a select query without the wizard

Add selection criteria

Set query properties

Modify a query

Perform calculations with a query

Create special queries with the Query Wizard

When you work with information in an Access datasheet, you can filter and sort the records
in many ways, but you have even more flexibility with queries. You can limit the records to a
specific subset and specify only the fields you want to see in the result.

An Access query is a set of explicit specifications that tell Access exactly what information
you want to see and how you want it arranged or manipulated in the results. Access provides
several types of queries ranging from the popular select query, which extracts specific data to
the more exotic action queries, which can insert, update, and delete records.

The results of both filters and queries can be used as the source of data for forms and reports.
You can also sort the results of both and save the sort order for use in a later work session. Both
methods let you edit the data displayed in the results if editing is otherwise permitted.

Before getting down to business, you need to understand a few new terms. When you run
a query, the resulting group of records is called a recordset which may or may not be editable,
depending on the type of query that produced the recordset. If the records can be edited, the
result is called a dynaset. Simple select queries produce dynasets. If not editable, it is called a
snapshot. Crosstab queries and any queries with groupings or calculated fields produce snapshots.
See the Access Help topic, “When can I update data from a query?” for more information.

Decide between a Query and a Filter

—— —

Usually you will use a filter to view or edit records temporarily in a datasheet or form. If you want
to return to the subset of records later, you should use a query. Queries are separate database
objects that appear in the Database window whereas a single filter is saved with a table.

Use either a query or a filter when you want to do the following:

B Use the results as a basis for a form or report
B Edit data in the result if editing is allowed
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Use a query if you want to do the following:

Add another table and include those records in the result
Select only specific fields to include in the result
Store the data as a separate Access object in the database

See results without opening the underlying table, query, or form

Include calculated values in the result

The results of both filters and queries can be used as the source of data for forms and reports.
You also can sort the results of both and save the sort order for use in a later work session. Both
methods let you edit the data displayed in the results if editing is otherwise permitted.

Create a Select Query

As usual, Access gives you a choice of methods to begin a new query design:

B Click the New command button on the Queries page in the Database window.

M Click the arrow next to the New Object toolbar button and select New Query from the
_E‘El drop-down list.

B Choose Insert | Query.

All three approaches open the New Query dialog box. As you can see, there are wizards to
help with several types of queries. If you want to create a select query, you can start from scratch
by selecting Design View in the New Query dialog box or choose one of the wizards to help you.
Choosing Design View takes you to the Query Design window, which looks a lot like the
Advanced Filter/Sort Design window. To create a select query with the wizard, choose Simple
Query Wizard, which will guide you through choices about the basic design of the select query.
You can then go to the Design window to customize the query design if necessary.

New Query EH

Simple Query Wizard

Crosstab Query \Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

Create a new query without using
a wizard,

oK I Cancel
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Specific Types of Select Queries

—— —

The Access select queries include the following:

B Simple Select queries Display data from one or more tables sorted in a specific
order. You also can perform many types of predefined or custom calculations on
values in all records or within groups of records.

B Parameter queries Display all records that match a criterion you enter at a prompt.

B Find Duplicate queries Display all records with duplicate values in one or more
specified fields.

B Find Unmatched queries Display records in one table that have no related records
in another table.

Use the Simple Query Wizard

The Simple Query Wizard displays a series of dialog boxes in which you specify the fields and
records you want to include in the query and enter a name for the same query. You can include
fields from any of the tables or other queries in your database.

Let’s use the Simple Query Wizard to build a list of current work orders and include information
from the Workorders and Bid Data tables:

1. In the Database window, click Queries, then click New.

2. Select Simple Query Wizard from the New Query dialog box or simply double-click
“Create query by using wizard” in the Queries pane.

3. You can also run this wizard by double-clicking “Create query by using wizard” in the
Queries pane of the Database window. Select Table: Workorders from the Tables/Queries
list box (see Figure 7-1) and use one of the following methods to move the Workorder
Number, Supervisor, Material Cost, Labor Cost, and Description fields to the Selected
Fields list.

B Double-click the field name.
M Select the field in the Available Fields list and click the right arrow (>).
To add all the fields from a table, click the double right arrow (>>). If you change your

mind about including a field, double-click it in the Selected Fields list or select it and
click the left arrow (<).

——
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Simple Query Wizard

S T

Tables/Cueries

Available Fields: Selected Fields:

Which Fields do you wank in wour guery?

Yau can choose from more than one kablz or query.,

Bid Date

=
Expires .E.}J
==

Description
Address
Ciky

State

71P Code o — 7

Cancel | - Bact I Mext = Einish

FIC{U{=WAN Choose the fields in the Simple Query Wizard dialog box.

4. Select Table: Bid Data from the Tables/Queries list box and add the Address, Bid
Number, and Principal fields to the Selected Fields list.

5. Click Next and accept the Detail option, which will show every field of every record,
then click Next.

6. Enter Current Workorders as the name for the new query and accept the default option to
open the query to view information.

7. Click Finish. The query results appear in a datasheet showing not only the eight fields
you selected but all the records (see Figure 7-2). The column widths and record height
have been adjusted in the figure to show all the information.

The wizard has helped you with the basic query definition; now it is up to you to add the
final touches, such as adding selection criteria to limit the records, changing the query and field
properties, adding another table, specifying a sort order, or adding calculated fields.

Tour the Query Design Window

A query, like a table, can be viewed as a datasheet or a design. The Datasheet view shows you
the data that results when you run the query. The Design view is where you can look at the query
structure and make changes to the query design or even create a new one. The third query view is
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Workarder Num| Supervisor |Materia| Cosi| Labor Cost | Bid Numher| Description | Address | Caontact [
T Ferrell §1.072.50 F572.50 98101 Mew Fireplace 2115 J 5t McCoy, John
ooz Gundersor §1,165.00 $240.00 98-103 Install 3 Attic Vents 329 &th St Jones, David
" |oos Byran $850.50 $126.00 98-105 Install A/C 2478 9th 5t Rogers, Ohykki'
[ [oo4 Gundersor §115.80 $315.00 98107 Replace Countertops 315 4th 5t Perry, Oliver
[ [oos Ferrell $262.50 §252.00 93108 Move Washer & Dryer 2111 05t MeCoy, John
[ [oos Biyron $750.00 $500.00 958-111 Ceiling Fans 186 G St Brown, Agnes
ooy Caonnelly §2500,00 §7 20000 958-113 Finish Basement 1520 8th St Selms, Harry
I |oos Gundersor $400.00 §750.00 93-116 Garden Window 329 &th 5t Jones, David
| |oos Ferrell $1,100.00 $450.00 98-117 SPA Heater 952 C 5t Anders, Bob
[0 Ferrell $175.00 $100.00 958-119 Replace Toilet 211145t McCoy, John
o1 Kardel $300.00 $1.300.00 958-120 Repair Driveway 1510 H 5t Morr, James
B Ferrell $280.00 48000 98121 Erect Tool Shed 329 8th St Jones, David
BEE Byron F400.00 §1,100.00 58122 Bay Window 211145t McCoy, John
|01 Gundersor Fra.00 $300.00 95-124 Soaker System 186 G St Brown, Agnes
: ma Gundersor $420.00 $100.00 93125 Install Dish Washer 952 C St Anders, Bob

*
Ecord: Ll_”—f » [r]re] of 15

FIC{U{=WEVE The results of the Current Workorders query

the SQL view, which shows the SQL statements that Access creates behind the scenes to
implement the query. The SQL view has no counterpart with table objects.
To switch to Design view, click the View toolbar button and choose Design View from

'y . . . .
= the drop-down list or choose View | Design View.
el
Table pane Design grid
gz Current Workorders : Select Query
.Expires = [+ i
Descripkion _J ‘Workorder Nu
Address Customer ID
City Eid Mumber
State =l Start Date =]
4 *
I |
Field: [‘Workorder Number Supervisor Material Cost Labor Cost Eid Murnber Descripkion Address Conkack
Table: |Workorders wWorkorders Workorders Workorders Eid Data Eid Data Bid Data Bid Data
Sark:
Shiw:
Criteria:
or: =
4 *




CHAPTER 7:  Extract Information with Queries

B The upper pane is the table pane, which displays the field lists for all the tables in the
query and shows the relationships among the tables.

B The lower pane is the design grid, which shows the elements of the query design.

The design grid shows the field names you selected in the wizard dialog box and includes the
name of the table they came from. Here is where you specify which fields to include, any filter
criteria or sort orders, and whether to show the field in the query result. The check marks in the
Show row indicate which fields are to appear in the query result. Clearing the check mark hides
the field from the query result. This is helpful when you want to filter or sort the results based on
a field that you don’t want to appear in the query results.

The Query Design toolbar has some new buttons; the menu bar also includes new options.

Query Type  Show Table Top Values Build

v v v v
@ ! mE M - o
ot t
Run Totals Properties
Without the Wizard

To bypass the wizard and create your query from scratch, select Design View from the New Query
dialog box. The Show Table dialog box opens; there you will select the tables or queries you
want to question.

As an example of creating a new query without the wizard, Home Tech Repair needs a list of
work orders showing the following fields from the Bid Data and Workorders tables arranged in
the following order:

B Bid Number (Bid Data)

Supervisor (Workorders)

Job Address (Bid Data)

Description (Workorders)

Award Date (Bid Data)

Start Date and Completion Date (Workorders)

Later we will add the customer’s Last Name and Phone Number from the Customers table.
We’ll also add the cost data; compute the total cost; and add criteria based on start date, total
cost, and other factors to limit the records in the result.

To create the new query:

1. Choose New in the Queries tab of the Database window.

145
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2. Select Design View and click OK. The Show Table dialog box opens with three tabs that
display a list of Tables, Queries, or Both in the current database.

Show Table 7]
Tables | Queries I Both I Add
ioplicant: i
Bid Data
Copy of Bid Data

copy of Emplovess
Cuskomers
Employees

Lost Bid Archive
Make Bid Data
Paste Errors
Switchboard Tkems
Table1

testhlank
workorder Crosstab |

3. Select Bid Data (if it is not already selected) and choose Add. You can see the field list
added to the query table pane behind the dialog box.

4. Double-click Workorders in the Tables list and choose Close. Figure 7-3 shows the query
design with the two tables. (Field lists have been resized in the figure so you can see the
linking fields.)

5. Keep the Query window open to add fields to the design grid.

The next tasks are to choose the fields that you want to appear in the query result and arrange
them in the desired order; let’s first take a look at the relationships that Access shows for the two
Home Tech Repair tables and add a third table to the design.

Relate Multiple Tables in a Query

To add a table to an existing query, click Show Table, choose Query | Show Table, or right-click
the table pane and choose Show Table from the shortcut menu. If the tables are already related at the
table level, Access automatically displays the join lines when you add the table to the query
design. You can tell by the appearance of the line whether referential integrity is enforced, and
which table is the “one” side and which is the “many.”

If the tables are not related before you add them to the query, Access often assumes a relationship
between them based on fields with the same name and data type, especially if one is a primary
key. When Access joins the tables, referential integrity is not enforced.

In the Home Tech Repair database the relationship between the Bid Data and the Workorders
table was defined as one-to-many, linked by Bid Number, with referential integrity enforced. The
Workorders table is related to the Bid Data table by Customer ID but referential integrity is not
enforced. You can see these relationships in the query table pane.
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g8 Queryl : Select Query ==
Bid Number workorder Numbx
Bid I;)ate Custorner 1D
Expires Bid Murnber
Drescripkion Start Dake
P-FldrBSS Completion Date
City Supervisar
State Principal WWorker
ZIP Code Helper
Contact Material Cost
Telephone Labaor Cost
Motes Description
Award Date Drawing
‘Workorder #
Custormer ID |
K| :
I |
Field: g
Table:
Sark:
Show: [m] W ] L H -
Criteria:
I
. L3

HIC{U{=WAN Tables added to the query design

Let’s add the Customers table to the new query and include the Last Name and Phone
Number in the results so we won’t have to look them up to reach the customer.
To add the Customers table:

1. Click Show Table to open the Show Table dialog box.

Ed| 2. Double-click the Customers table and click Close. Referential integrity is enforced on
the relationship with the Workorders table but not on the relationship with the Bid Data
table (see Figure 7-4). (The tables have been rearranged slightly in the figure to show the
relationships more clearly.)

To remove a table from the query design, click on the field list in the table pane and
press DEL or right-click the field list and choose Remove Table from the shortcut menu.
The table is removed from the query design but remains untouched in the database. Any
fields from that table that you have already placed in the design grid are also removed.

——
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Qo - SeloctQuey |
Bid Number i Workorder Mumx
Bid Date o | Custamer ID
Expires Eid Mumnber
Diescripkion Start Date
Address Completion Date
City Supervisar
Skate Principal Warker
ZIP Code Helper
Contact Material Cost
Telephone 1y Labor Cost
Mokes Customer ID Description
Award Date First Mame Dirawing
‘Workorder # Lask Mame
Customer ID Biling Address |
o o
Field: z
Table:
Sork:
Show: ] ] [ ] [l C
Criteria:
or:
A ;'-‘

S[C]UI{Swaq A third table is added.

Add/Remove Fields

You can add all the fields at once, add a selected group of fields, or add one field at a time. To add
all the fields in a table to the grid at once, do one of the following:

B Double-click the asterisk (*) at the top of the field list. This method places the table or
query name in the Field row of the column followed by a period and an asterisk, as in the
following example: Customers.*

B Drag the asterisk from the field list to an empty column in the grid. This method does the
same as the previous one.

B Double-click the field list title bar to select all the fields and drag the group to the grid.
Access places each field in a separate column across the grid in the order in which they
appear in the field list.

There is an advantage and a disadvantage to using the asterisk method of adding all the
fields to query. The advantage is that if fields are added or deleted from the underlying
table or query, this query will automatically make corresponding changes to the design.
The disadvantage is that if you want to sort or filter using one of the fields, you must
add it separately to the grid.
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To add fields to the grid one at a time, do any of the following:

B Double-click the field name to place it in the first empty column.
B Drag the field to an empty column or insert it between filled columns.

B Select the field name from the Field row drop-down list. The list in a blank column contains
all the fields in all the tables in the table pane and the table names with a period and asterisk.

]
Field: |Description Award Date Stark Date Completion Date B =
Table: [Eid Data Bid Data Workorders Workorders Bid Data,* ﬂ?
Sork: Bid Data, Bid Murbe
Show: Bid Data,Bid Date C

Bid Data.Expires
[ Bid Data, Descriptior
i Bid Data, Address

| Bid Data, City
I
|

Criteria:
art

Bid Data.State -

' 1 | &

To add a group of fields to the grid at once, select them and drag them as a group. The
standard use of SHIFT and CTRL to select adjacent and non-adjacent field names works here the
same as with filters. When you drag the block of selected field names to the grid, Access spreads
them to empty columns, beginning where you drop the group. If there are already fields in the
grid, the ones to the right of where you drop the group move over to make room.

To delete a field from the grid, click the column selector and press DEL or choose Edit |
Delete Column. If you remove the check mark from the Show cell in a column with no Sort
or Criteria entries, the field will be removed from the grid the next time you open the query.

You can adjust the column widths and drag a column to a new position just as in a datasheet.
Changing the column width has no effect on the query results datasheet unless you reduce the
column width to zero.

To adjust a column width to fit its longest visible entry in the design grid, move the
mouse pointer to the right edge of the column selector and double-click when the
pointer changes to a two-way arrow. If you enter a longer value in the column later,
you will need to readjust the width to see it all.

—

Figure 7-5 shows the new query, still unnamed, with all the required fields in place. The
columns have been resized to fit their contents and some are out of sight.

Run and Save the Query

As you progress with the query design, it’s a good idea to run the query now and then to see if
you are getting the information the way you want it. You have three ways to run the query:

[:22] | ™ Click Datasheet view

149
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B Click Run
M Choose Query | Run

When you try to close the query from the Design view or one of the query result views,
Access will prompt you to save the design. To save the new query design before adding the sort
order and filter criteria:

1. Return to the Query Design view and click Save.

—
H 2. Enter Workorder Cost Sheet in the Save As dialog box, then choose OK.

Hide and Show Fields

There might be one or more fields that you want to use in filtering or sorting the query results but
don’t want to appear in the results. The check box in the Show cell of the design grid determines
whether the field values will be displayed. Clear the check mark to hide the field; check it to

show the field.
*
Bid Number - ‘Workorder Numis
Bid Date Customer ID
Expires Bid Mumnber
Descripkion Start Diate
Address Completion Date
City Supervisor
Skate Principal \Worker
ZIP Code Helper
Contack Material Cost
Telephone Last Mamne Labor Cost
Motes Billing Address Description
Aaward Date City Drrawing
Workorder # State
Customer 10 ZIP =l
1 —— o
I |

Field: |Eid Murnber Supervisor Address Description Award Date Start Date Completion Date Last Name =

Table: [Bid Data ‘Woarkorders Bid Data Bid Data Bid Data Warkorders Warkorders Customers

Sork: Ascending

Show;

Criteria;
or: _'_v‘l
4 *

HIelU/=WAN Ficlds added to the new query
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Optimize Query Performance

— —

If you have created an important query but it seems to take a long time to run, there might be
ways to streamline it:

B Make sure all the foreign keys in the related tables are indexed. If a field cannot be
indexed, try not to sort on it.

B Include in the design grid only those fields that are necessary in the results. Extra
fields take more time to display.

B Make sure you are not using exorbitantly large data sizes. Unnecessarily large fields
waste disk space and slow processing.

When you reopen the design of a query in which you have hidden some of the fields,
you might think they have been removed. Actually, Access moves the hidden fields to
the rightmost columns in the design grid when you save the query, so they might be
off the screen. However, if there are no Criteria or Show entries, the field indeed is
removed from the design.

Specify the Record Order

To set a sort order in the query design, choose from the Sort cell list box in the column containing
the field by which you want to sort. If you want to sort on more than one field, make sure you
have the fields arranged in the proper order from left to right; they need not be adjacent.

A sort order will be saved with the query if you specify it in the design. Any new form or
report based on the query then inherits the sort order. The order need not be applied but it is an
inherited property of the form or report.

Sorting on a lookup field can have confusing results. For example, Figure 7-6 shows the
results of sorting the Workorder Cost Sheet records first by Supervisor, then by Completion date.
The lower window shows the underlying query grid with both fields sorted in ascending order.

The Completion Dates are in the correct order within the set of records for a given Supervisor.
However, the Supervisor fields do not appear to be in alphabetical order, either ascending or
descending. When you specify a sort in the query grid, Access sorts on the stored value, which in
this case is the Employee ID number, not the employee name. If you want the records sorted by
the displayed value, sort in the Datasheet view, which has access to the related lookup list values.

You could include the employee Last Name field in the query and sort on that, but you

would run the risk of showing two or more employees’ names.
R
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[ Woikorder Cost Sheet-SectQuoy —__________________________________MER
|| Bid Mumber | Superisor Address Description Award Date Start Date  |Completion Dat| Last Mame [,__:
3 01 Ferrell 2115 J 5t Mew Fireplace 215/2003 2f25/2003 31072003 McCoy Ml

B Ferrell 2111 J St hove Washer & D 5/1/2003 541042003 5/M15/2003 Brown
Ferrell 2111 J 5t Replace Toilet B/25/2003 B/26/2003 B/26/2003 McCoy
Ferrell 952 C St SPA Heater B/18/2003 B/25/2003 B/26/2003 Anders
Ferrell 329 5th 5t Erect Tool Shed  B/30/2003 1/15/2003 7118/2003 Jores
Gundersan 320 5th 5t Install 3 Attic Went 3/1/2003 3152003 3M18/2003 Jones i
Gundersan 319 #th 5t Replace Counterto 4/10/2003 4/15/2003 4/20/2003 Perry
Gundersaon 329 5th 5t Garden Window  B/10/2003 B/15/2003 7172003 Jores
Gundersaon 952 C St Install Dish YWashe 7/1/2003 7152003 715/2003 Anders
Gundersan 186 G St Soaker System  7/1/2003 7122003 7115/2003 Selms
Byran 2478 9th St Install A/C 47172003 3M10/2003 352003 Rogers
Byran 186 G St Ceiling Fans 5/5/2003 51212003 5/25/2003 Selms
[ 98122 Byron 2111 J St Bay Window FH/2003 THOL003 72042003 McCoy "_:_:]
Record: 14 ” 91 >’b|]>4\jof 15
Field: |Bid Murnber Superyisor Addrass Description Start Date Award Date Completion Dake  |Lask Name =
Table: [Bid Data ‘Workorders Bid Data Bid Data ‘Workorders Bid Data wWiorkorders Customers
Sork: Ascending = Ascending
Show

Criteria;

or: -
4 3

HIC{U{=WECN Sorting on a lookup field

As with a sort order, you can apply a filter to the query results instead of making it a part of
the query design. This will have the same effect as adding the criteria to the design, but the filter
will not be saved with the query.

Show Highest or Lowest Values

Limiting the results to the few highest or lowest values in a field can be handy for isolating the
more labor-intensive jobs or finding the employees who could use a raise. For example, you can
ask Access to display only the records with the 15 highest or lowest values in a field or the records
with the highest or lowest 15 percent of values.

Use the Top Values box on the toolbar to specify how many or what percentage of the records
to include in the results. The Top Values list includes 5, 25, and 100 records and 5 percent and
25 percent of the values to choose from as well as All. You can also type any percentage or
number of values you want directly in the box.
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Access selects the records starting from the top of the list, so before you select the Top Values
setting, you must sort (descending) on the field you want to display the highest values. If you want
the lowest values, sort in ascending order. If you have specified a sort on any other field in the
query, make sure that field (or fields) is to the right of the top values field so it will be subordinate
to the Top Value list.

Add Selection Criteria

The selection criteria in queries are expressions that define a condition that must be met for the 7
record to be included in the subset. An expression is a combination of symbols, values, identifiers,

and operators that are used for many purposes, many of which you have already seen; others will

be discussed in later chapters, including

B Symbols Quotation marks, colons, asterisks, and other special characters that are
used in expressions

M Values Literal values, constants, results of a function, or identifiers

B Identifiers The values of a field, controls in a form or report, or properties

B Operators Symbols or words that indicate an operation that is to be performed on one
or more elements in the expression

Use Wildcards and Operators

If you want to set a criterion for a text field and you want to match only part of the field, you can
use the same wildcards you used in filters: ? to represent a single character and * to represent any
number of characters. For example, to find all Bid Data records for jobs on J Street, enter the
expression *J St* in the Criteria cell in the Address column and press ENTER. Access examines
the expression and completes the syntax by adding special characters such as Like “*J St*”.

Operators are the key to more flexible expressions. Access has several classes of operators:
arithmetic, comparison, concatenation, and logical.

M Arithmetic operators include + (addition), - (subtraction), * (multiplication), and / (division).

B Comparison operators include Equals, Greater Than, Less Than, Is Null, Is Not Null,
and Like.

B The concatenation operator usually is the & (ampersand) symbol.

B Logical operators include And, Or, and Not.
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Use a Single Criterion

To see information from the Workorder Cost Sheet for only those jobs that are supervised by
Gunderson:

1. Open the Workorder Cost Sheet query in Design view and enter 12 (the Employee ID
number for Gunderson) in the Criteria cell of the Supervisor column, then press ENTER.
Access adds quotation marks around 12 because the field is a text data type.

Field: |Bid Number Superyisor Address Description Award Date Skart Date
Table: |Bid Data Workorders Bid Data Bid Data Bid Data ‘Workorders
Sork:
Shaw:
Critetia "12"
ar: J;{
A L]

2. Switch to Datasheet view to display the five records for Gunderson’s jobs.

3. Now you want to see the records for all jobs that were started before July 1, 2003
without regard to the supervisor. Return to Design view and delete the Supervisor criteria
by selecting the expression and pressing DEL.

4. Enter <7/1/03 in the Start Date Criteria cell and press ENTER. Access adds the date delimiters.

[ 1

Field: |supervisar Skart Diate Address Descripkion
Table: [‘Wworkorders Workarders Eid Data Eid Data
aork: | Ascending
Shaw:
Criteria: <RTIZ005%
ar: -
. il ;!‘!

5. Run the query to see the records for jobs started before July 1, 2003.

Use Multiple Criteria

To apply more than one selection criterion, combine them with the AND or OR operators, using
the same logic as with filters:

B Use AND to require that both criteria be met to include the record in the query result.

B Use OR to extract records that satisfy either expression.

If you want to select records based on field values, the field must be in the design grid
even if you don’t show it in the results.
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Where you enter the expressions in the design grid depends on how you want them applied:

B In asingle field using OR, enter one expression in the Criteria row and the second

expression in the OR row.

Figld:
Table:
Sork:
Show:
Criteria:
or:

Bid Mumber Supervisor Start Date Address
Bid Daka Workorders Workorders Bid Data
[ %]
ey
"

o

B In asingle field using AND, enter both expressions in the Criteria row combined with
the AND operator.

If the expression is wider than the input area, press SHIFT-F2 with the insertion point in
the cell where you are entering the expression. This opens the Zoom box where you can
enter and edit the expression. Even though the text wraps to multiple lines in the Zoom
box, the expression is only one line.

B 1In two fields using OR, enter one expression in the Criteria row of one column and the
other expression in the OR row of the other column. It doesn’t matter which is which.

Field: |Eid Murmber Supervisor Skart Date Address
Table: |Bid Data Workarders Workorders Eid Data
Sort:
Show:
Criteria: "1z"
ar; <#7/1jz005%
M l‘l
B 1In two fields using AND, enter both expressions in the Criteria row.
L 1
Field: |Bid Murnber Supervisor Start Date Address =
Table: |EBid Data Workarders Workorders Eid Diata
Sort:
Show:
Criteria: "1zt <#71f20054

ars

155



156

How to Do Everything with Microsoft Office Access 2003

B In three fields using both AND and OR, enter one pair of AND expressions in the
Criteria row and the other pair in the OR row.

Field:
Tahle:
Sork:
Show:
Criteria:
ar:

Bid Mumber SUperyisar Skark Dake Address Descripkion
Eid Daka workorders wWorkorders Eid Data Bid Data
Ascending
B <7 1[Z0054
=#6/1120034 Like "*1 St*"

i

The Advanced Filter/Sort we saved as a query in the last chapter provides an example of a
slightly different arrangement of multiple selection criteria in the design grid.

Figld:
Tahle:
Sork:
Show;
Criteria:
ort

Award Date Bid Date

Bid Data Bid Data

Ascending Descending

"Lost" Between #2/1/20034 And #3/31/20034

<[Eid Date]+"45"

4

Between #2/1/20034 And #3/31/2003#

we

If you are using a field name in a criterion and it contains a space or any special

character, you must enclose it in square brackets.

The criteria specified in the Look For tab in the Advanced Filter/Sort appear in the Criteria
row of the query design grid, and the expressions entered in the OR tab appear in the OR row.
The Bid Date column has been widened to show the entire expression.

When working with expressions, you can use the Cut, Copy, and Paste buttons as

Get Help from the Expression Builder

shortcuts to entering criteria.

When entering a complicated expression in a query design as a selection criterion for constructing
a calculated field, you can call upon the Expression Builder for help. To open the Expression
Builder, click in the cell where you want to enter an expression, then click Build. You can also
right-click in the cell where the expression will go and choose Build from the shortcut menu.
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If the cell already contains an expression, it is copied to the Expression Builder. For example, the
Builder shows a Date criterion left over from an earlier query. Notice the Workorder Cost Sheet
folder is open and a list of fields is displayed in the center of the lower section.

Expression Builder H
>#6[1{20034# oK

Cancel

i

Urida

+ - ,l'ﬂ&l=><<>i aAnd Or Not&l.(_ll Paste | Help I

[#] Tables

(3 Queries

Forms

Repoarts

[¥] Functions Carpletion Date

Last Mame

g Gonstants Iaterial Cost
Dpetators Lahaor Cosk

3 Comman Expressions

The upper pane of the Expression Builder is where you enter the expression. The lower pane
consists of expression elements divided into three levels. The leftmost panel contains all the groups
of elements that you can include in an expression. When you open a folder in this panel, the
contents of the selected item are listed in the middle panel.

Selecting an item in the center panel opens a list of individual elements in the right panel. You
can add one of these to the expression by double-clicking the name or selecting it and clicking
Paste. The row of buttons between the upper and lower panes gives you a quick way of adding
many of the commonly used operators and symbols.

For example, suppose you want to use the Month() function to define a selection criterion on
the Start Date field in the Workorder Cost Sheet query to display only records for jobs started in
June. To accomplish this, do the following:

1. In the Query Design view, right-click in the Criteria cell of the Start Date column and
choose Expression Builder from the shortcut menu. Delete any expression already in the
upper pane.

2. Double-click the Functions folder to open two subfolders: Built-In Functions and Home
Tech Repair.

3. Open the Built-In Functions folder. A list of function categories appears in the center panel.

4. Choose Date/Time. The right panel shows a list of all the date- or time-related built-in
functions.
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5. Scroll down the list and select Month, then choose Paste. The Month() function is copied
to the upper pane with the correct syntax.

Expression Builder

HE
Month (zrumbers) § K
Cancel
Unda I
+ - | *|a|=> <<z and or mot ke ()| Paste |  Hep |
23 warkarder Cost Sheet <] [<al= =| |DateSerial _;1
(3] Tables grrays ) gate\u‘alue
: onversion ay
(&1 Queries [atabase Hour
(¥] Farms Date Time IsDate
[# Reports Domain Aggregate Minute
= Functions Error Handling Ionth
[ Eilt-In Funckions Financial Manthhame
IR Téich Renair; General Tow
ome Tech Repal o | | nspection Second
Al | [ |math x| |Time =l
Month{number)
|

6. The Month() function requires an argument, a number, to tell Access which month you
want to specify in the expression. Click to highlight <<number>> in the parentheses and
enter 6 (for June).

7. Click OK. Month(6) now shows in the Criteria cell of the Start Date column.

You will see more of the Expression Builder in Chapter 15 when you add condition
expressions to macros.

Set Query Properties

Like all other database objects, a query has a set of properties that control its appearance and
behavior. To open the Query Properties dialog box (see Figure 7-7), place the insertion point in
the table pane and do one of the following:

i B Click Properties.
-

Choose View | Properties.

B Right-click anywhere in the design window outside the field lists and choose Properties
from the shortcut menu.

B Click in the table pane and press ALT-ENTER.
To see a description of a property, place the insertion point in the property box and press F1.

If you click in a field in the table grid, the property sheet shows the properties of that field instead
of the query.
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&5 Query Properties
General i
Descripkion oo o000 |
Default Wigw . oo i Datasheet
Output All Fields .. ... .. 0. ]
TopWalues . oo all
Unique Yalues . . o000 oa Mo
Unique Records . .. ... ... Mo
Run Permissions . .. o000 Uset's
Source Database ., ... ... {current)
Source Conneck Skr . .0
Recordlocks . .0 vus Mo Locks
Recordset Type . .. o.u .y Dvnaset
COBC Timeout . .00 60
B i s s i
8 T S o v
MaxRecords . .. o0 v 0l
Orientation ., ... .00 Left-to-Right
Subdatashest Name .. .. 7
Link Child Fields . ... oo
Link Master Fields . . .. .. ..
Subdatasheet Height . . . . . . o'
Subdatasheet Expanded . . . No

FICIUI=WAYA Sect query properties in the Query Properties dialog box.

Modify a Query
You can add or delete a field, rearrange the columns, show or hide any of the fields, change the
resulting records sort order, and add one or more selection criteria. To open a query for modifying
the design, select the query in the Queries page of the Database window and click Design. If you
want to view the results of the query first, click Open, then switch to Design view. You can also
right-click the query name and choose Open or Design from the shortcut menu.

Insert a Field and Change the Field Order

If you want to add another field to the grid, drag the field name to the Field row of the column
where you want the field. The field is inserted and the other columns move to make room.

If you double-click the field name, Access puts it at the end of the line in the first

empty column.

Moving a field in the design grid works the same as in a datasheet. Select the field by clicking
the column selector (the mouse pointer changes to a down arrow). Release the mouse button and
click again when it changes to a left upward arrow. Now drag the column to a new position.

When you see the dark vertical line where you want the column’s left margin to appear,
release the mouse button. The column moves and the other columns slide over to oblige.
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Change Field Properties

The fields that appear in the query results inherit the properties from the table design. However,
you might want the field to look different or show a different name in the query results, especially
if you are going to use the results as the basis for a custom form or report. You cannot change all
of a field’s properties, only those that appear in the field’s property sheet in the query.

To rename a field in the query design:

1. Place the insertion point left of the first letter of the name in the grid.

2. Type the new name followed by a colon (:). If you are replacing Exprl or another
Access-assigned name, replace only the name, not the expression following the colon.

3. Press ENTER.

If you want to keep the name in the grid but show a different name in the datasheet,
change the field’s Caption property in the property sheet.

To change other field properties, click in the field on the grid and click Properties or press
ALT-ENTER. Entries in the field property sheets are blank; they do not contain the settings defined
in the table design. Any entries you make in the Query Design window will override the preset
properties.

¥ Field Properties
General | Lookup I
BTt e o B e e it
e g 0 poninen g i 0 o
InptiEMask s e s General Date 611971994 5:34:
(65 ] s P e s o Long Date Sunday, June 19,
STAt TAmS s s b s Medium Date 19-Jun-94
Shart Date 61971994
Long Tirne: Si323 PM
Medium Time 5134 PM

The field property sheet has two tabs: General and Lookup. The General tab shows four
properties that you can change in the query design, as follows:

M Description Presents the text that is displayed in the status bar when you click the field
in the Datasheet view. Any text entered here replaces the Description entered in the table
definition. You can enter up to 255 characters.

B Format Shows a list of applicable formats for the field. A Text field has no list but you
can enter a custom format.

B Input Mask Creates a data entry skeleton. You can either type the mask in the box or
click Build to start the Input Mask Wizard.

B Caption Specifies the column header for a datasheet, form, or report in place of the
field name.
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B Smart Tags Specifies which available Smart Tags are attached to the field.

M Decimal Places Appears in the property sheet if the field is a Number field and
specifies the number of digits right of the decimal point.

If the field is a lookup field, the Lookup tab has one option that can change the display control
to a text box, list box, or combo box. The other properties on the Lookup tab are the same as those
in the table design. If the field is not a lookup field, this tab is blank. Changing field properties in
a query design has no effect on the underlying table design.

If you want to change properties of several fields or even a query property, keep the
property sheet open and the options will change when you click another object in the
query design.

Perform Calculations in a Query 7

You can perform many types of calculations in a query that are recomputed each time the query
is run so data is always current. The results of the calculations are not stored in the table. In a query,
there are two types of calculations: aggregate calculations and calculated fields.

The aggregate calculations are predefined operations that are performed on groups of records
and provide totals, counts, averages, and other information about field values in all records or in
groups of records. Think of these aggregate calculations as vertical computations. For example,
you can add up the number of jobs on J Street or calculate the average labor cost for all jobs.

The calculated fields actually create new fields in a record by combining the values in other
fields in the record, producing a horizontal computation. You can create new numeric, date, or
text fields for each record using custom calculations. For example, use the expression:

[Completion Date]-[Start Date]

to create a new field named Job Time. After creating a calculated field, you can use the aggregate
calculations to further analyze the data. For example, after finding the Job Time for each job, you
can compute the average time over all jobs or even add a selection criterion to limit the records to
jobs in a specific area or supervised by a specific employee.

Add a Calculated Field

To add a new field that displays the results of a calculation based on other fields in the grid, click
in the Field row of an empty column and enter an expression. The field names in the expression
must be enclosed in brackets so Access recognizes them as fields.

For example, add a calculated field to a query of the Home Tech Repair Workorders table
that shows the total cost of each current job:

1. In the Query Design view, drag the fields you want to see in the result to the grid,
including Material Cost and Labor Cost.
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2. Click in the Field cell on the first empty column and enter the expression [Material
Cost]+[Labor Cost], then press ENTER.

3. Move the insertion point to the left in the Field cell and replace Exprl with Total Cost,
keeping the colon.

[:22] | 4. Click Datasheet view. Figure 7-8 shows the results of the new calculated field.

If you want to see the total cost of each job, including a 15 percent markup for overhead
expenses, add another calculated field using the expression:

[Total Cost]*1.15

If you misspell a field name in an expression when running the query, Access assumes it
is a parameter needed by the query and asks you to enter the value. Click Cancel to
close the Enter Parameter Value dialog box and return to the grid to correct the field
name. See Chapter 9 for information about query parameters.

—

You are not limited to Number and Currency fields in calculated fields. Text fields are
easily combined with the concatenation operator (&). For example, to create a new field showing
employees’ complete names in one field, use the following expression as the Field in the query grid:

Full Name: [First Namel]&" "&[Last Name]

g8 Current Workorders : Select Query M= E3
hlaterial Cosl| Labor Cost Description Address City State Contact Total Cost
p| F1.0725E0 $57250 Mew Fireplace 2115 J St Los Padres CA MWeCoy, John 31 B45.00
] §1,155.00 $840.00  Install 3 Attic Wents 329 5th S5t Los Padres CA Jones, David $1.995.00
] $550.50 $126.00  Install A 2478 Sth 5t Los Padres CA, Rogers, Ohykki $975.50
B $115.50 $312.00 Replace Countertops 319 4th S5t Los Padres CA, Perry, Oliver $430.50
B $262.50 25200 Move Washer & Dryer 2111 05t Los Padres CA, tcCoy, John $514.50
] $750.00 $800.00  Ceiling Fans 186 G St Los Padres CA Brown, Agnes $1.550.00
£2 500.00 $7 20000 Finish Basement 1620 Bth 5t Los Padres CA Selms, Harry 48 700.00
] $400.00 $750.00  Garden WYindow 329 5th 5t Los Padres CA Jones, David $1,150.00
] £1,100.00 $450.00  SPA Heater 952 C 5t Los Padres CA, Anders, Bob %1 550.00
$175.00 $100.00 Replace Tailet 211105t Los Padres CA, MeCoy, John $275.00
] $300.00 $1300.00 Repair Driveway 1510 H 5t Los Padres CA, Morr, James $1 600.00
] $280.00 $480.00 Erect Tool Shed 329 6th 5t Los Padres CA Jones, David §760.00
] $400.00 $1,100.00 Bay Window 2111 J St Los Padres CA heCoy, John $1,500.00
| Fr5.00 $300.00  Soaker System 186 G St Los Padres CA Brown, Agnes $375.00
] $420.00 $100.00 | Install Dish Washer 052 © St Los Padres CA Anders, Bob $520.00
B
Record: 4] « | 1 ¢ | vi|re| of 15 Al |

FIC{U{=WAN Displaying the new Total Cost field
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The quotation marks between the field names add a space between the names.

Field: |Full Mame: [First Mame ] &" " &[Last Name]  [SaM Address ity
Table: Emplovees Employees Emplovees
Sart:
Shiow:
Criteria:
of: -
: of]

To include only the employees’ initials and add some text to the display, you can use an
expression such as the following:

"Supervised by: " & Left([First Name],1l) & Left([Last Name],1)

The Left function extracts characters from the left of the field value. The integer argument in
the function indicates how many of these characters you want to see—only one in this case. The
result of this calculated field looks like this:

= Queryl : Select Query |_ (O] %]
Last Mame First Mame Expri i
B (Ferrell Bryan Supervised by: BF

ey = PRI
Record: |1| { | 1 * | Hlnel af 1

If you need help with a more complex expression, click Build to open the Expression Builder
as described earlier.

Summarize with the Wizard

The second wizard dialog box offers two choices: Detail, in which all records are shown, and
Summary. To include a summary:

Choose Summary and click the Summary Options button (see Figure 7-9).

Choose Avg in both the Material Cost and Labor Cost rows.

Choose Sum in both the Material Cost and Labor Cost rows.

P ON=

Click the Count Records in Workorders check box in the Summary Options dialog box.
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5. Click OK, then click Finish.

S Wokordors Sunmary Query -SeleotQuey _____________———— EEH|
Superisor | Sum Of Material Cost | Avg Of Material Cost | Sum Of Labor Cost | Avg Of Labor Cost | Count Of Warkorders
-errel| | $2.830.00 $a78.00 $1,854.50 $370.20 5|
Gunderson $2,165.50 $433.10 $2,305.00 $461.00 3
Byron $2,000.50 $666.583 $2,026.00 $675.33 3
Connelly $2 .500.00 §2 50000 §7.200.00 $7.200.00 1
ardel __?300.00 ?__BDD.DD ?__1__,_300.00 __?1 ,300.00 1

Record: W] 1 | Hj “] of &

Summarize in the Query Design

The summaries work with values in a field from multiple records, whether from all records in the
result or a group of records based on a specific field value. A summarizing query produces a
snapshot instead of a dynaset, and none of the fields in the result can be edited.

Summary Options
‘What summary values would vou like calculated? ok l

- Sl T Cancel
Material Cost % m m
Labor Cost m mH EH =

| | Count records in
Warkorders

SIS AN The Summary Options dialog box
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Summarize All Records

To summarize field values in a query, start with a select query, add the field you want to summarize,
then specify the way you want the fields summarized. For example, to find the total and average
Material Cost for current work orders, do the following:

3

1.
2.

Start a new select query of the Workorders table and drag the Material Cost field to the grid.

Click Totals to add the Total row to the grid. You can also choose View | Totals or
right-click in the grid and choose Totals from the shortcut menu.

Click the Total cell in the Material Cost column and choose Sum from the drop-down
option list.

To summarize on the same field in two ways, drag another copy of the Material Cost
field to the next empty column and choose Avg from the Total list.

Switch to Datasheet view to see the results. This example is summarized over all the
records in the table.

=8 Queryl : Select Query | [O] x|

SumOftaterial | AwgOfaterial Cost
52 95600 $657.07

Record: HI-I 4 rIbIIrﬂ)I of 1

Summarize by Group

When you add fields to the grid with the Total row visible, the default entry is Group By. To
group records with the same value in that field, leave the Group By option in the Total cell. For
example, to count the number of work orders under control of each supervisor:

1.

w

Start a new select query with the Workorders table and drag the Supervisor, Workorder
Number, and Labor Cost fields to the grid.

Enter the expression Avg([Labor Cost]+[Material Cost]) and press ENTER.
The Total cell still holds the Group By option. Change this to Expression and press ENTER.
Change the default Exprl name to Average Total.

Field: |Supervisor Sworkorder Mumber Labor Cost Average Total: Avgi[Labor Cost]+[Material Cost])
Table: |Workorders Workorders ‘Workorders
Total: | Group By Caunt Avg Expression

Sork:

Show:

Criteria:
ar!

165
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5. Run the query.

g=? Queryl : Select Query [_Tol =]
| | Supewisor | CountOfarkarder Mumber | AvgOfl abor Cost | Average Total
| > | = 4 $343.63 $996.13
|| Gundersaon 5 §461.00 §334.10
| |Byron 2 §453.00 §1,263.25
|| Cannelly 1 §1,100.00 $1,500.00
| |Kardel 1 $1,300.00 $1,600.00
| |Howell 1 §450.00 F760.00
Daobbins 1 §7 200.00 $9,700.00

Record: |<| J |

You can also sort the groups by the values computed in the summaries. For example,
you could reorder the preceding records in descending order of the average total cost
of the work orders assigned to each supervisor.

Add Criteria

You can add selection criteria to summary queries to limit the result in three ways:

B To limit the records before they are included in the group and before the group calculations
are performed, add the field whose records you want to limit, then enter the criterion. For
example, you could include in the Supervisor’s group only those work orders whose labor
costs exceed $500. If you are calculating any totals in the same query, change the Total
cell in that column to Where.

B To limit the groupings after the records are included in the group but before the group
calculations are performed, enter the criterion in the Group By field. For example, you
could include a summary for specific Supervisors.

B To limit the results of the group summaries, enter the criterion in the field that contains

the calculation. For example, you could display results only for Supervisor groups whose
average total cost exceeds $1,000.

Create Special Queries with the Query Wizard

As you saw in the New Query dialog box, there are more Query Wizards than the Simple Select
Wizard. The list includes wizards that create crosstab queries, queries that find duplicate records,
and queries that find unmatched records in related tables.

Create a Find Duplicates Query

A Find Duplicates query locates and displays records in which the specified field has the same
values. To display all the bids that were made on jobs at a particular address:



1. Click New in the Queries page of the Database window and double-click Find
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Duplicates Query Wizard in the New Query dialog box.
2. Choose Bid Data and click Next.

3. In the next dialog box (see Figure 7-10), double-click Address in the Available Fields list

to add it to the Duplicate-value fields list, then click Next.

4. Select all the fields you want to display in addition to the field in which duplicates might
occur—for example, Bid Number, Bid Date, Description, and Principal. Click Next.

5. In the last dialog box, enter Duplicate Addresses as the name for the query and click
Finish. The query result shows records for all addresses that are duplicated in the Bid

Data table.

If you want to sort the results or modify the query in some other way, choose to modify

the query in the last wizard dialog box rather than view the results.

Create a Find Unmatched Query

With the Find Unmatched Query Wizard, you can locate and display records in one table that
have no match in a related table. For example, you can find customers who have no work orders

so you can send them a letter reminding them of your services.

Find Duplicates Query Wizard

-

LRETER R
2 nanouan e
b RETERE
FAETR R
L AR

‘which fields might contain duplicate information?

For example, if you are looking For cities with more than one customer, you
would choose City and Region figlds here.

Available fields: Duplicate-value fields:

Bid Mumber -
Bid Date j Lj
Expires =
Drescription _i
<
Lt

.

Cancel % Back Mext = Einish

HIC{U{=WA N Choosing the Duplicate-value field
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Find Unmatched Query Wizard

‘WWhat piece of information is in both tables?

For example, & Customers and an Orders table may both have a
1 CustomerID figld, Matching fields may have different names,
FAETTRH
L RETERTH
.

Bl ocire =

Select the matching field in each table and then click the <=3 butkan.

Fields in 'Customers' : Fields in "Workorders' :

waorkorder Murmber

First Mame

Last Mame <=2 ||Bid Mumber

Billing Address Start Date

City Completion Date

Skate Supervisor

ZIP Principal worker

Phone Murnber =] Helper =]
Iatching Fields: | Customer 10 <=3 Customer ID |

Cancel | < Back Mext = Finish |

FICU{2WAKN Specifying the joining field

To create a Find Unmatched query:

1. Start a new query with the Find Unmatched Query Wizard.

2. In the first dialog box, choose Customers as the table whose records you want to display
and click Next.

3. In the next dialog box, choose Workorders as the table you want to match with the
Customers table. If there are any customers with no corresponding work orders, the
Customer record is included in the result. Click Next.

4. In the next dialog box, specify the joining field. If the fields have the same name, Access
predetermines the relationship (see Figure 7-11). Choose the field from each list and
click the <=> button to join them. Click Next.

5. Select the fields you want to see in the result, such as name, address, and phone number.

6. Accept the query name as Customers Without Matching Workorders and click Finish.

=% Customers Without Matching Workorders : Select Query M= E3
. First Mame | Last Mame | Billing Address City ZIP Phone Murnber | '
atricis) Gonzales 2595 Bth St Los Padres  CA 92111 (519) 555-1543

Armstrang 3401 F 5t Log Padres  CA 92111 (B19) 555-7543
Barrett 871 G 5t Los Padres CA 92111 {519) 555-5693

Recard: |<|-| 1 k[ ri]r=| of =
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Create a Crosstab Query

A crosstab query is a special type of summary query that correlates summary values between
two or more sets of field values, such as sales of types of products within certain sales regions
or categories of work order costs correlated with the active supervisor. One set of facts is listed
vertically as row headings at the left of the crosstab; the other is listed as column headings across
the top. The summarized values—whether sums, averages, or counts—are contained in the body
of the crosstab.

To create a crosstab, you need at least three output fields: row headings, column headings, and

values. You can create a crosstab query from scratch or with the help of the Crosstab Query Wizard.

The result of running a crosstab query is a snapshot, and none of the data in the results is editable.

As an example of creating a crosstab query, use the table named Workorder Crosstab, which
has all the costs in one field and a field that indicates the category of the cost: labor or material.
To use the Crosstab Query Wizard to correlate the category of cost with the job supervisor:

1. Click New on the Queries page of the Database window and choose Crosstab Query
Wizard from the New Query dialog box. Then click OK.

2. In the first dialog box (see Figure 7-12), choose the Workorder Crosstab table as the
basis for the query and click Next. (This is just an example; the table name needn’t
include the word “Crosstab.”)

Crozstab Query Wizard

‘Which table or query contains the
fields wou want For the crosstab query ' Bid Data

results? Table: Customers

Table: Emplovees

Table: Lost Bid Archive

Table: Make Bid Data

Table: Switchboard Items

Table: Workorder Crosstab =

To include fields From more than one
table, create aquery containing all the
fields vou need and then use this
query ko make the crosstab query.

i+ Tables i Queries ("~ Bath

Headerl
TOTAL

Cancel e Baclk Mext = FEnist

FICIO{=WAAPE The first Crosstab Query Wizard dialog box
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3. In the next dialog box, double-click Supervisor as the field to use as the row heading
(see Figure 7-13) and click Next.

4. In the next dialog box, choose Cost Category as the column heading and click Next.

5. In the next dialog box, select Cost as the value field and Sum in the Function list. Clear
the check mark next to “Yes, include row sums,” if you don’t want to see a Total of Costs
column (see Figure 7-14). The sample pane shows how the fields will be arranged in the
crosstab. Click Back to return to a previous dialog box to make changes or click Next to
finish the query.

6. Enter the query name, Workorder Costs by Category and Supervisor, in the final dialog
box and click Finish.

Total Of Cost Material
$3,950.00 / $1,.950.00
$4,355.00 1 $2,105.00
$9,700.00 i $2,500.00

$1.,420.00 ] $1,060.00
$1,600.00 $1,300.00 $300.00
$1,550.00 $800.00 $750.00
§1,035.00 $550.00 $455.00

Record: 14« | A e wifrs] of 7

Crosstab Query Wizard

‘Which Figlds' values do vou want as Available Fields Selected Figlds:
row headings?

WWarkorder Mumber
Yfou can select up to three figlds, Customer 1D
Cost Category

Select fields in the ordsr you wank &t

information sorted. For example, you
could sort and group values by
Country and then Region,

bl Ll

Supervisor | Cost Categor | Cost Categor | Cost Categor
Supetvisor 1

Supervisor3

Cancel < Back Mexk = fEnist

HIC{UR{WAKN Choosing the row heading
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Crosstab Query Wizard

What number do vou wank calculated far Fields: Functions;
each column and row inkersection?

Index Avg
‘Workarder Murmber Counk
Customer ID First

For example, vou could calculate the sum
of the field Order Amount For each
employee {column) by country and region
(rom),

Last
Max
Min
StDev

Do vou want bo summarize each row?

v ves, include row sums.

Supervisor |Cost Categor|Cost Categor | Cost Categor
Sumn({Cost)

Cancel = Back Mext = FEnish

FIC{O{=2WAPE Choosing the values for the crosstab

The icon that accompanies the query name in the Database window indicates that it
is a crosstab query.

You can also create a crosstab query from the Design view by starting a new query based on
the same table: Click Query Type and choose Crosstab Query. The crosstab row is added to the
design grid.

You can make changes to the query design after the wizard is finished with it. For example,
you can limit the records included in the crosstab by adding the field on which you want to set
the limit and setting the Total cell to Where. Leave the Crosstab cell blank and enter the
expression in the Criteria cell.

If you want to change the column headings in the crosstab, return to the query design and
open the query property sheet. Enter the titles you want for the columns in the Column Headings
property in the order they are to appear in the result. Separate the headings with semicolons (;).
You can also type the list of column headings enclosed in double quotation marks and separated
with commas.

You can have up to three row heading fields. The additional row headings effectively become
subgroupings of the data. Each additional row heading multiplies the number of records in the
result: Two row headings double the records in the result; three headings triple the result.
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How to...

B Create a parameter query that requests user input
Create an AutoLookup query that fills in table data
Create an action query

Create a SQL query

Create a subquery for an existing query

Queries are the primary means of retrieving information stored in an Access database. In addition
to providing the popular select query discussed in the previous chapter, Access offers more flexible
ways to retrieve data such as permitting the user to specify which records to extract at run time
and automatically filling in field data during data entry. Queries can also perform data management
operations such as adding, updating, or deleting data.

Create Special Purpose Queries

When you want to specify quickly which group of data you want, use a parameter query. This
is much the same as a common select query except that Access prompts for one or more of the
selection criteria before running the query. You can use a parameter in any field in which you
can type text in the Criteria row.

Another special query, the AutoLookup query, can save data entry time by looking up the
value you enter in the matching field and automatically entering the corresponding information
into fields in the related tables.

Parameter Queries

To create a parameter query, start with a normal select query and instead of entering the criteria
in the Criteria cell, enter the text for the prompt enclosed in brackets ([ ]). The text you enter
becomes the prompt in a dialog box, so be sure it is informative enough for the user to know how
to respond. You cannot use the field name as the prompt but you can include it in the prompt text.

To create a parameter query that allows the user to specify which customer’s work orders you
want to see:

1. Click New in the query page of the Database window, choose Design View in the New
Query dialog box, and click OK.

2. Hold down CTRL and choose the Workorders, Bid Data, and Customers tables from the
Show Tables dialog box. Click Add, then click Close.

3. Drag the Supervisor, Description, Start Date, and Address fields from the field lists to
the grid. Add the customer’s Last Name field, which is the parameter the user will enter.

4. Type [Enter customer’s last name] in the Criteria row of the Last Name column.
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Figld: |Supervisar Descripkion Skart Date Address Last Marne =
Table: |Workorders workorders Workordels =] Bid Data Customers
Sort:
Shaw:
Criteria: [Enter customer's last name] |

ar:

Enter Parameter ¥alue

5. Click Run. The Enter Parameter Value dialog box appears.
6. Enter the desired Last Name (McCoy in this example) and click OK.

Enter customet's last name

!McCoy

Cancel |

[ ]

7. Run the query. The result shows three current work orders for customer McCoy.

g=8 Queryl : Select Query
Description

| | Superisar

Start Date Address

Last Mame

. Ferrell
. Connelly

| Mew Fireplace

Repl Tailet
Bay WWindow

2725/2003 2115 J 5t
B/26/2003 2111 J St
7A10/2003 2111 J St

McCoy
McCay
McCoy

=1 E3

You also can use a parameter query to find records that have a range of values such as a time
period. For example, you can show all the work orders that were started in the month of June.
To do this, include parameters in a Between...AND expression in the Criteria row. Access will
prompt for each parameter in a separate dialog box.

Customer 1 |
First Mame
Lask Mame

Enter Parameter Yalue

" Erker Beginning date

Cancel |

o]

Completion Da

?Efte & Supervi;or = z
4] | _'_I_l
Field: | Supervisor Description Start Date Address
Table: [‘Workorders Workorders ‘Warkorders Bid Data
Sort:
Shaow:
Criteria: Between [Enter Beginning date] And [Enter ending date]

ar:

=
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After entering 6/1/03 in the first prompt box and 7/1/03 in the second, Access runs the query
and displays records for the four work orders that began in June.

g8 Queryl : Select Query Hi=] E3
. Supervisor Description Start Date Address Last Mame

| Repl Tailet /26,2003 2111 J St McCoy
. Gunderson Garden Window B/15/2003 329 5th St Jones

. Ferrell SPA Heater B/25/2003 952 C 5t Anders
. Kordel Rpr Driveway £/30/2003 1510 H St Marr

Recard: |1|l| 1 r|m]rx]| of 4

By default, the data type of a parameter is Text but you can specify a different data type by
opening the Query Parameters dialog box while in the Query Design view:

1.

2,

Choose Query | Parameters or right-click in the table pane and choose Parameters from
the shortcut menu.

In the Query Parameters dialog box, enter the parameter exactly as it appears in the
Criteria row (without the brackets).

Choose the data type from the Data Type drop-down list.

Query Parameters EH

Parameter |Data Tvpe -
Enter beginning d. Date/Time
Enter ending date Date/Time R |

(o] I Cancel |

Repeat steps 2 and 3 for each parameter for which you want to specify a data type.
Click OK.

Sometimes Access prompts for a parameter in a field you have not designated as a
parameter. This can be caused by misspelling the field name or changing the name in
the table but not changing it in other database objects. If you have checked the Name
AutoCorrect option, field name changes are projected to all objects that include that field.

If you want to return all records with a parameter query, place the parameter prompt in
the Criteria cell in the query grid for the field used as the parameter, move to the Or
cell, and enter the same parameter prompt followed by Is Null.
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Display the Parameter in the Results

—

If you want to display the entered parameter value itself in the query result, add a calculated
field with the parameter’s name. For example, if you want to see the beginning date in the result
of the previous query, enter the following expression in the Field row of an empty column:
Job Start:[Enter beginning date]. The value will be the same in all the records in the result.

You can use the Format function to customize the parameter display. For example, use

the expression Job Start:Format(|Enter beginning date],“d mmm yyyy”) to display the
date as 1 Jun 2003 in the query result such as a query, form, or report.

AutoLookup Queries

The AutoLookup query was invented to save time during data entry by pulling field values
from the parent table into the form or datasheet. For example, when you enter a valid Customer
ID, the query will fill in all the rest of the customer information in the datasheet or form. An AutoLookup
query is actually a special-purpose select query containing data from related tables.

——

An AutoLookup query is different from a lookup field in that the query automatically fills
in the data for you whereas the lookup field merely displays a list from which to choose.

To create an AutoLookup query:

1.
2.

Create a new query based on the Customers and Workorders tables.

Drag the Customer ID field from the Workorders table (the “many” side of the
relationship) to the grid.

Drag the Last Name, First Name, and Billing Address fields from the Customers table to
the grid.

=¥ Queryl : Select Query [_ (O] <]

*
Workorder K
Customer ID
Bid Mumber
StartDate =]

Firsk Marne
Lask Mame
Biling Address_=|

Field: [workorder Mumber Customer 1D Last Mame First Marne Billing Addressl . =
Table: [workorders ‘Workorders Cushomers Cushomers Custorners
Sark:
Show:
Criteria:
of: -!;l
4 *
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The field on the “many” side that you add to the query grid must not be a primary key or a
unique index; the linking field on the “one” side must be a primary key or unique index, but do
not add it to the query design. You can add other fields from either table to the query design.

In the query result datasheet, when you add a new record or change the value of the join field
on the “many” side, Access automatically looks up and displays the associated values from the
table on the “one” side. Here a new record is being entered in which the Customer ID value, 1033,
was entered and TAB was pressed. Access filled in the remaining three fields.

|00 1032 McCoy John, C 21158 5t

|01 1040 Morr James 1510 H 5t

|2 1033 Jones David 329 Fifth

| |013 1032 WcCay John, C 2115 .0 5t

| (014 1037 Selms Harry 1520 Bth St

| |01a 1039 Anders Bob 852 C 5t

£ | 016 1033 David 329 Fifth

* -

Recard: 4] o [ 16 k| k]| of 45

Design Action Queries

Action queries are used to perform global data management operations on one or more tables at
once. The four types of action queries reflect the most common database activities: updating field
values, adding new records, deleting existing records, and creating new tables.

The results of action queries cannot be used as a record source for forms or reports. Nor can
you create an AutoForm or AutoReport from the result of an action query. However, if you save
the result as a table first, you can use the table as a record source.

Before undertaking any kind of action query, make a backup copy of the tables that will
be involved. If several tables will be changed, back up the entire database. An additional
safety precaution when designing an action query is to switch to Datasheet view to check
your progress instead of running the query. Showing the results in Datasheet view does
not actually run the query and carry out the intended action, so no data is changed.

—

Update Query

Update queries are used to change one or more field values in many records at once. You can add
criteria that screen the records to be changed or update records in more than one table. Update
queries can use most types of expressions to specify the update.

In the Home Tech Repair database, several bids have expired but can be renewed. To renew
the bids, the company must increase the costs slightly to reflect inflation and set a new expiration
date. For example, renewing bids might involve finding records in the Bid Data table whose Expires date
is before August 15, 2003, and making changes to the related Workorders table to increase the Material
Cost and Labor Cost values. If there is no corresponding Workorder record, the update query does
not change the Expires value because the relationship is defined as an inner join.

To create this update query, start with a new query design with the Bid Data and Workorders
tables, then do the following:
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1. Click Query Type and choose Update Query from the list.

2. Drag the Bid Number field from the Bid Data table to the grid.
3. Drag to the grid the Expires field from the Bid Data table and the Material Cost and

Labor Cost fields from the Workorders table.

4. Enter the expression <8/15/03 in the Criteria cell in the Expires column to limit the

records. Access adds the pound sign (#) date delimiters.

5. Enter the following update expressions in the Update To row:

B Bid Number in the Bid Number column; Access adds the quotation marks
B [Expires]+90 in the Expires column

M [Material Cost]*1.05 in the Material Cost column

M [Labor Cost]*1.05 in the Labor Cost column

[_[O] x|

gzl Update Costs : Update Query

* - * -
Bid Number — | Workorder hu
i Customer 1D
Bid Murnber
Description =] Start Date =]

[« |
Field: |Eid Mumber Expires Material Cost Labor Cost =
Table: |Bid Data Bid Data ‘Workorders Workorders
Update To: |"Bid Mumber" [Expires]+90 [Material CostT*1.05  |[Labor Cost]*1.05
Criteria: <#811 20034
ar
; o[

6. Click Datasheet view to see which records will be affected by the update query. If the
selection is not correct, return to the Design view and make changes.

gzt Update Costz : Update Query

|| Bid Mumber Expires Material Cost Labor Cost
3= 101] 7E12003 §1,182.43 §631.18
| [®8-104 74242003 $893.03 $132.30
| |98-107 741952003 12128 $330.75
| 198-108 74272003 27563 $264.60
| 198121 74272003 $294.00 §504.00
| |98-122 74372003 $420.00 $1,155.00
95-124 74742003 §78.75 $315.00
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7. Click Design view to return to the Query Design window and save the query as Update
Costs, then click Run or choose Query | Run. Access displays a message warning that
the update is irreversible.

8. Choose Yes to update the records or No to abandon the process.

Figure 8-1 shows a comparison of the updated Bid Data records with the backup copy. The
four of the seven updated records that appeared in the datasheet of the update query show the
Expires Date updated in the left table. You can see the others if you scroll down the datasheet.

You can see in the figure that there are still several records in the Bid Data table, for
example numbers 98-102 and 98-104 whose Expires date is prior to August 15, 2003. This

— =
might seem confusing or an error, however, as mentioned earlier; they are not updated
because there is no matching record in the Workorders record and the join is an inner join,
which includes in the result only those records that have matching values in the join field. If
you have enforced referential integrity between related tables in the database and checked
the Cascade Update Related Records option on the “one” side, Access will apply the
updates to the matching fields on the “many” side even if they are not included in the query.

] Microsoft Dffice Access 2003 H=]
File Edit  Miew Inset Format  Hecords  Tools  Window  Help Type a question for help e
M- HB SRV % &S ilvavar=oa-ef

¥ Bid Data : Table [H[=]E3 || & Copy o 3 e

Bid Nurmber Bid Date Expires =

DEEEE| 112003 10/29/2003 New ||| »[98-101 17172003 7/31/2003 Mew F

||+ 98102 1/15/2003 34172003 Repl |||_|98-102 1/15/2003 3/1/2003 Repla

| |+ 98103 2/3/2003 8/30/2003 Insta |||_]98-103 2432003 8/30/2003 Install

||+ 98104 2/25/2003 3/25/2003 New |||_|98-104 2425/2003 342512003 Mew C

| |+ 98108 3/3/2003 9/30/2003 Insta |||_|98-105 3/3/2003 74242003 Install

| |+ 98108 3/15/2003 5/15/2003 Repe |||_|98-108 3/M5/2003 5/15/2003 Repai

||+ 98107 32072003 1041772003 Repl ||[_]o8-107 3/20/2003 7/19/2003 Repla

| |+ 98108 3282003 10/25/2003 Move |||_]98-108 3428/2003 7/27/2003 Move

| |+ 98109 3/28/2003 5/28/2003 Gard ||[_|38-109 3/28/2003 5/28/2003 Garde

| |+ 98110 4/3/2003 532003 vy || [98-110 4432003 5/3/2003 T W

BEEE 4/10/2003 8/8/2003 Ceili ||__[98-111 41042003 8/8/2003 Ceilini

[ |=lg8-112 4/15/2003 BA5/2003 Sprir ||_|98-112 4/15/2003 B/15/2003 Sprink

I EIEEEE! 4/25/2003 8/23/2003 Finis  ||_|98-113 4/25/2003 8/23/2003 Finish

[ |=l98-114 5/2/2003 /22003 Attic || [98-114 5£/2/2003 B/2/2003 Attic |

EIEEEE 5/13/2003 71372003 New ||_|98-115 532003 741372003 Mew E

| |+ 98118 5/13/2003 9/11/2003 Gard ||_|98-116 51342003 9/11/2003 Garde

| |+ 93117 5/16/2003 aAe2003 sPa |[[98-117 541842003 8/18/2003 SPA t

[ |=l98-118 5/16/2003 872003 D35 |[_]98-118 5/B/2003 B/18/2003 DSS |

B EEELE] 5/24/2003 9/22/2003 Repl ||_]98-119 5/24/2003 5/22/2003 Repla

| |+ 98120 5/26/2003 9/24/2003 Repc ||_|98-120 5/26/2003 5/24/2003 Repai

BEE=ER] 5/26/2003 7/27/2003 Erec  ||_|98-121 5/28/2003 5/26/2003 Erect

+ Gr177 RN 70013 Fav =l || |98-122 B/3/2003 7/3/2003 Bay V=
Record: 14] ¢ ||_1 p | rire] of 25 Record: 14] ¢ ||_1 v ri|re] of 25
Dratazheet View A

FIC{UR{=HAW Comparing updated and backup tables



CHAPTER 8:  Create Advanced Queries

Append Query

When you want to add records from one or more source tables to other tables, you first must
decide which fields you want to append, then locate the target table and determine which fields
in the target table correspond to the fields from the source. The field values are only copied to the
target table, not moved.

—

To be matched, fields need not have the same names but do need to be of the same data
type. Also, the target table need not have exactly the same structure as the source table.

For example, the Home Tech Repair Bid Data table will become large and cumbersome if
none of the outdated records are removed. The bids that have been lost are no longer needed in
the current table but they might be useful in an archive history of past bidding. Before you can
archive the records, you must create a new table with the same design as the Bid Data table to
hold the records using the following steps.

1.
2.
3.

Right-click the Bid Data table name in the database window and choose Copy.
Right-click in the Tables page and choose Paste.

In the Paste Table As dialog box, name the new table Lost Bid Archive, choose
Structure Only, then click OK.

Now create the append query:

Start a new query, adding only the Bid Data table.
Click Query Type and choose Append Query.

In the Append dialog box, enter the table name, Lost Bid Archive, in the Table Name
box and choose Current Database, then click OK.

Append [ 2]

—&ppend To

Ok I
Table hame: ILnst Eid Archive] j I

Cancel

" Current Database
" another Dakabase:

File Mame: I

Drag the asterisk (*) from the Bid Data field list to the grid. If you do not want all the
fields appended, drag the fields individually to the grid.

To add the Lost criteria, drag the Award Date field to the grid and enter “Lost” in the
Criteria cell.
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6. Remove the field name from the Append To cell of the Award Date column so you won’t
append two copies of the Award Date field.

L =i

Field: |Bid Data,* Award Date
Table! |Bid Data Bid Data
Sark:
fppend To: |Laost Bid Archive, *
Criteria: "Lost"

ar: -
4 [

7. Switch to Datasheet view and check for Lost in the Award Date field to make sure the
right records will be appended, then switch back to Design view and save the query as
Add to Archive.

8. Click Run. Access displays a message asking for confirmation to append six records.

9. Choose Yes to complete the addition or No to cancel the operation.

Once you have copied the Lost Bid data records to the archive, the next step is to remove
them from the original table.

Delete Query

The delete query might be the most dangerous action query of all. No action queries can be
reversed, but deletion seems to be the most drastic—all the more reason to make a backup copy
of all the tables before you begin a delete query.

A delete query removes entire records from the table, not just the specified fields. You can
remove records from a single table, multiple tables related one-to-one, or multiple tables related
one-to-many.

Delete from a Single Table

Deleting records from a single table or from several one-to-one tables is straightforward: add the
tables to the query design and specify the criteria for deleting the record—for example, the account
is paid in full, the work order is completed, or the house has been sold.

To delete records from a single table with a Delete query:

1. Start a new query with the table from which you want to delete records such as a copy of
the Bid Data table.
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Click Query Type and choose Delete Query or choose Query | Delete Query.
Drag the asterisk from the field list to the grid; the Delete row now shows From.

Drag the field containing the value that indicates the record is to be deleted (for example,
the value Lost in the Award Date field) and enter the criteria expression in the Criteria row.

Field: |Copy of Bid Data.* Award Date =
Table: |Copy of Bid Data Copy of Bid Data
Delete: [From Where
Criteria: "Lost"

or: |

| -
4 3

Switch to Datasheet view to preview the records that will be deleted and make any
necessary changes in the query design.

Return to Design view and run the query. Respond Yes to proceed or No to cancel the
operation.

Delete from Related Tables

If you have Cascade Delete Related Records enabled for the relationship, all matching records on
the “many” side are deleted with the records on the “one” side. If the option is not selected, you
must run two delete queries to accomplish the job. First delete the records from the tables on the
“many” side, then go after the records on the “one” side.

To delete records from multiple related tables, start a new query with all the involved tables,
and then do the following:

2.
| 5.
a.
— 5.
|EEH
6.
)
L]
1.
R | .
3.
— 4
]| 5
6.
7.
)
L

Click Query Type and choose Delete Query.
Drag the field to use for criteria to the grid.

Drag the asterisk (*) from all the field lists of the tables on the “many” side of the
relationships to the grid. Do not drag the “one” table to the grid yet.

Click Datasheet view to preview the records that will be deleted.
Return to Design view and click Run.
Remove the “many” side tables from the Query window.

Drag the asterisk (*) from the “one” table to the grid and run the same query again to
delete the records from that table.

Make-Table Query

The make-table query does just what it advertises: makes a new table out of records from one or
more existing tables or queries.
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Make-table queries copy the data to the target table. The source tables and queries are
unaffected.

To build a make-table query, start a new query with the tables and queries from which you
want records, then do the following:

1. Click Query Type and choose Make-Table Query.
G2

Make Table [ 7]
IMake Mew Table
Table Hame: |Lost Bid Archive j

(% Current Database
(™ Another Datahase:

Cancel

i

File flame: I

B =
Crowse. ..

2. Do one of the following:

B If the target table is in the same database, enter the table name and click OK or
choose the table name from the drop-down list. Be aware that the query will replace
the records in the existing table.

M Ifyou want the new table in a different database, select Another Database and type
in the full path- and filename of the database; then enter the table name and click
OK. If the target is not an Access database, follow the database name with the name
of the application, such as Paradox.

3. You can also click Browse to navigate to the other database. Drag the fields from the
|E field lists to the design grid and include record selection criteria the same as you do with
a select query.

4. Click Datasheet view to preview the records that will be included in the new table.

Return to the Design window and click Run.

il
()]

6. Ifyou are replacing records in an existing table, Access asks for confirmation before
proceeding. Respond Yes or No to the final confirmation box that completes the make-
table query.

Although you cannot undo an action query (including the make-table query), if the new table
isn’t what you want, you can delete it and start over.

The only field properties that are inherited by the table created with a make-table query
are the field size and data type. All other properties, including the primary key, format,
default values, and input masks, are not inherited and must be reset in the new table or
in the form or report that uses the new table as a record source.

—

Make-table queries create snapshots of the data as it was at the time it was run and as such are not
updatable manually. If the data in the source tables changes, run the query again to update the values.
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Look at Structured Query Language (SQL)

SQL is the language Access uses behind the scenes to program query operations. It is composed
of statements, each complying with specific language syntax and conventions. To view or edit
SQL statements while working on a query, switch from Design view to SQL view by choosing
View | SQL View.

You can enter a SQL statement in most places where you would enter a table, query, or field
name such as the record source for a form or report. If you use a wizard to create a form or report,
the record source is a SQL statement created by Access.

Review SQL Statements

Without going too far into the details of the language, look at some simple examples of SQL

statements. The SELECT statement is the most common statement in SQL and the most

important. All select queries start with the SELECT statement. For example, if you create a

query that retrieves all the fields in records from the Bid Data table with "Lost" in the Award

Date field, the SQL version would look like this: 8

ELECT *
FROM [Bid Datal]
WHERE [Award Date]l="Lost";

B The SELECT * command means to include all the fields, as does SELECT ALL.
B The FROM clause names the table that contains the records to retrieve.

B The WHERE clause specifies the selection criteria. This is the same value you entered in
the Criteria row of the Award Date column. Include the WHERE clause only if you have
used the complete FROM clause.

SQL statements always end with a semicolon (;). All the queries result in SQL statements,
which can be viewed by switching to SQL view. Choose SQL view from either the View button
or the View menu. Figure 8-2 shows the SQL views of a few of the queries in the Home Tech
Repair database including the action queries from the previous section.

Take a look at the Customers Without Matching Workorders (shown in the upper-left corner
in Figure 8-2). This query was created to locate records in the Customers table that had no
matching records in the Workorders table. The entire SQL statement is shown here:

SELECT DISTINCTROW Customers. [First Name], Customers.[Last Name],
Customers. [Billing Address], Customers.City, Customers.State,
Customers.ZIP, Customers.[Phone Number]

FROM Customers LEFT JOIN Workorders ON Customers. [Customer ID] =
Workorders. [Customer ID]

WHERE ( ( (Workorders. [Customer ID]) Is Null));

This statement has two clauses in addition to the SELECT command: FROM and WHERE. Each
clause begins on a separate line for readability; Access treats the entire statement as a single line.
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B SELECT Determines which fields are included in the query result. Because there
are two tables involved in the query, field names must be qualified with the table name
separated by a period (.).

B FROM Shows the table name and specifies the join type that relates the Customers
table with the Workorders table using the Customer ID as the matching field.

B WHERE Sets the criteria that limit the result to Customer records with no matching
records in the Workorders table. That is, the Customer ID field has a Null value because
there is no matching record.

Like all programming languages, SQL has strict conventions and grammatical syntax. The
more sophisticated the language, the more complex the rules and procedures become. For the
complete details of the SQL language, refer to the many Help topics that Access provides.

Microsoft Office Access 2003 [_ (O] x| I

© File Edit Miew Inset GQuery  Joolk  Window  Help Type aquestion forhelp =
‘G- DR ARAYV 4B -0- 8- %= [EEN 2 08

Customers Without Matching Workorders - _.. =] B3 |lESsiCost Per Supervizor : Crosstab Query M =]

SELECT DISTINCTROMW! Customers. [First Mame], 3‘ SELECT ["Woarkaorder Crosstab].Supervisor, Surm([Woarkorder 4]
Customers.[Last Mame], Customers.[Biling Address], Crosstab].Cost) A5 [Total OF Cost]

Customers. Ciky, Customers,State, Cuskomers,ZIP, FR.OM [Workorder Crosstab)]

Customers.[Phone Number] GROUR BY [Warkorder Crosstab].Supervisor

FR.OM Customers LEFT JOIN Workorders ON PIYOT [Warkorder Crosstab]. [Cost Categary];

Customers.[Customer ID] = Workorders.[ Customer 1D]
WHERE ({{Workorders [Customer IDT) Is Mull});

Update Costs : Update Query
= | eoate [Bid Data] INNER JOIN Warkarders ON ([Bid Data).[Bid
= = " Murnber] = Workorders,[Bid Mumber]) AND ([Bid Data].[Bid
Make Bid Table : Make Table Query -0 Murnber] = Workorders,[Bid Mumber]) SET [Bid Data].[Bid Mumber]
"WHERE ({{[Bid Data].[&ward Date])="Lost")); .[ = "Bid Mumber", [Bid Data].Expires = [Expires]+50,
orkorders,[Material Cost] = [Material Cost]*1.05,

workorders,[Labor Cost] = [Labor Cost]*1.05
j 'WHERE {{i[Bid Data].Expires) <#8/1/20034));

Bid Data Filter : Select Query [®[=] B3 || & Delete Bids - Delete Query

SELECT [Bid Data].[Award Date], [Bid Data].[Bid Date], * «| | |DELETE [Copy of Bid Data].*, [Copyw of Bid Data].[Award Date]
FR.OM [Bid Data] FROM [Copy of Bid Data)
WHERE ({{[Bid Data].[&ward Date])="Lost") AN ({[Bid 'WHERE ({{[Copy of Bid Data].[Award Date])="Lost"}};
Data].[Bid Date]) Between #2/1/2003# And #3/31/2003#)) OR
({{[Bid Data]. [Award Date])<[Bid Date]+"45") AMD {{[Bid ST
Data].[Bid Date]) Between #2/1/2003# And #3/31/2003#)) E=° Add to archive - Append Query =100}
(ORDER BY [Bid Data].[Award Date], [Bid Data].[Bid Date] DESC; IMSERT INTO [Lost Bid Archive] -
SELECT [Bid Data]. ™
FROM [Bid Data)
|| [WHERE ({{[Bid Data].[Award Date])="Lost"));

E Home Tech... [SI[=][E3

Ready 7

SIC{U{=IVE SQL views of existing queries
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Create a Subquery

Subqueries are select queries within other select or action queries. You can use a subquery

to specify a criterion for selecting records from the main query or to define a new field to be
included in the main query. Using subqueries is like layering filters to close in on the data you
need, except that the subquery runs first and results in a single criterion value that is used in the
main query.

Define a Criterion

To define a criterion, enter the SELECT statement directly in the Criteria cell in the query design
grid or in a SQL statement in place of an expression in a WHERE or HAVING clause.

For example, suppose you want to see fields from the Workorders table for all the jobs run by
supervisors who have at least one job incurring more than $1,000 in material costs. Start a new
query and add the Workorders table, then place the Workorder Number, the Bid Number, Supervisor,
and Material Cost fields in the grid.

To place this subquery in the query grid, type IN (SELECT Supervisor FROM Workorders
WHERE [Material Cost]>1000) into the Supervisor field Criteria cell. Be sure to enclose the
SQL statement in parentheses. If you switch to SQL view, you can see both the main query and
the subquery that were created from the criteria:

SELECT Workorders. [Workorder Number], Workorders.[Bid Number],
Workorders.Supervisor, Workorders.[Material Cost]

FROM Workorders

WHERE ( ( (Workorders.Supervisor) In (SELECT Supervisor FROM Workorders WHERE
[Material Cost]1>1000)));

Supervisor Ferrell has four jobs listed, two of which have Material Cost over $1,000.
Gunderson has five jobs, only one of which has Material Cost over $1,000; Dobbins has only one.
You can compare the results of this query/subquery to the full Workorders table to see how it works.

gz Queryl : Select Query H=lE3

Workorder Mum| Bid Number Supervisar Material Cost
Ao 95-101 Ferrell §1,182.43
| |002 98-103 Gunderson #1.212.75
| |004 98-107 Gunderson §121.28
| |005 95-108 Ferrell 27563
| |00y 95-113 Dobhins §2625.00
| |008 98-116 Gundersan $420.00
| |009 95-117 Ferrell £1,100.00
|00 95-119 Ferrell $183.75
| |014 95-124 Gunderson e75

Gundersaon $441.00

b [k k%| of 10

]
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Define a New Field

To use a subquery to define a new field, type the statement in the Field cell of an empty column.
For example, the following subquery adds the field Address from the Bid Data table to the grid.

Field: |workorder Mumber  [Expri: (SELECT Address FROM [EBid Data] WHERE “Workorders. [Bid Mumber]=[Bid Data].[Eid Mumber])
Table: |wWarkarders
Sork:
Show:
Criteria:

ary -
4 »

You can return to the Field cell and change the Exprl: default field name to a more
informative one. Be sure to keep the colon (:), however.

| |¥orkorder Mum Exprl
3o 2115 J 5t
| (002 329 Sth St
| |003 2478 Bth St
| |004 19 th St
| |005 2111 J 5t
| |006 186 G 5t
| |007 1520 Bth 5t
| |005 329 Sth St
| |009 G952 C 5t
| (010 2111 J 5t
| |0 1510 H 5t
| |012 329 Sth St
| [013 2111 J 5t
| |014 186 G 5t
s 952 C 5t
Record: 4] « | 1 v m]re] of 15

Although this is a simple example, you can see that using subqueries to define fields based
on values found in other tables can reduce the number of tables you need in a query. In this case,
we don’t have to add the related Bid Data table to the query design to include the job address.

You cannot calculate totals with, or group records by, fields defined with subqueries.
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How to...

Use the AutoForm and AutoReport Features
Look at form and report design elements
Work in the form or report Design window
Add controls to a form or report design
Modify or delete controls

Add other objects to a form or report design
Modify form or report properties

Now that you have seen how to store data efficiently in a relational database and retrieve the
information in the arrangement that will be most helpful to you, it is time to learn how to present
the information. Information can be displayed on the screen in forms suitable for viewing, editing,
or entering data accurately.

If you need to print the information (such as for an annual report or form letter) or simply
wish to transport the information to the outside world, Access offers a variety of reporting features.

Use AutoForm and AutoReport Features

When you click the New Object button to use AutoForm and AutoReport, there are no format or
style options.

J,
oo
4

AutoForm
AutoReport
Table

Query

Form

Beport

Bage

Macro
Madule

Clazs Module

FhEoEe e n €

AutoForm produces a columnar arrangement of data from a single table or query. If there is
a subdatasheet with the table, the AutoForm also includes a subform. AutoReport creates a quick
report of all the data in a table or query.

The report is not fancy but it is useful for checking and verifying the data in your table. No
style is applied and no report title, page numbers, or dates are included. Figure 9-1 shows the
default AutoForm and AutoReport for the Workorders table.
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E Workorders | _[O0]
4 ‘Workorder Mumber Im =
iorkorder Mum ber juu)]
Custamer 1 [103z
Customer D 1032
Bid Number [98-101 )
Bid Mumber a5-101
Start Date | 2f25(2003
Start Date 202352003
Completion Date I 310/2003
Completion Date 3052003
Superyisor |Ferre|| |
Supend sor Ferrel
Principal Worker |Howel |
Principal Worker Haowell
Helper -
I J Helper
IMaterial Cost I $1,162.43
Material Cost §1,152.43
Labor Cost I $631.15
Lator Cost 63118
Description e Fireplace with brick Facing and standa
Description Mewe Fireplace with brick facing and standan
Crrawing |Fireplace —
Diranfrg Fireplace
Postal Code |
Postal Code
MaoreEmps ¥
I J MoreEmps
| Employes D | First Name | Last Name 9
P+ 10 Bryan Ferrell ‘Wiorkorder Mum ber ooz
11 Ben J. Cloud = Customer D 1033 s
Recard: |<|4|I 1 b | rilre] of 15 Page: |.|.||_1 F|w ;I I o

HICIV/{=NAW The default AutoForm and AutoReport

When you click New on the Forms page of the Database window, the New Form dialog box
offers five choices of AutoForm style: Columnar, Tabular, Datasheet, PivotTable, and PivotChart.
There is also more flexibility when you create an AutoReport by selecting from the New Report
dialog box; there is a choice of Columnar or Tabular styles. You must select a table or query as
the basis before Access will create an AutoForm or AutoReport.

After creating the AutoReport, you can print it as it appears or switch to Design view and make
changes. An AutoReport is so quick and easy; unless you plan to use it quite often, don’t bother
to name and save it. To close the form or report without saving the design, choose File | Close
and respond No when asked if you want to save the changes.

Common Form and Report Design Elements

The design elements that are common to forms and reports include the record source that
contains the data and the graphic objects that are added to the design. The Record Source is
where you find the data you want in the form or report. It can be a table, a query, or a SQL
statement. The individual fields in the underlying tables and queries become elements in

the design.
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Understand Controls

A control is a graphical object that you place on a form or report to display data, perform an
action or enhance the appearance of the form or report. Controls come in three basic types,
depending on their relationship to values in the tables:

B Bound control Gets its value from a field in the table and as the data changes, the
value of the bound control changes with it. The data fields you add to a form design
are examples of bound controls.

B Unbound control Has no tie to the underlying table data and retains the parameters
you used to create it. Examples of unbound controls are lines, rectangles, labels, and
images.

B Calculated control Gets its value from values in the table and actually is an expression
that produces a result. Expressions contain functions, operators, and fields. The value
shown in a calculated control changes as the values in the underlying fields change,
but you cannot directly edit a calculated control.

Here are some examples of the many typical controls you will add to your form and report
designs. The option group contains a set of option buttons but in this case they could also be
check boxes or toggle buttons. The combo box is shown expanded to display the value list.
All controls are accessible from the toolbox that you can display in the Design window.

Control Samples : Form

The Form Title is a Label Control I T
Field names are Labels  Field yalues are Text Bodes Corbh Hon Option Group
Description: lew Fireplace ¥ Check Box = - -
\with brick | _l Option 1

Facing and & Option 2
skandard mantz
 Option 3

©~ Option 4
Command Buttons List Box P

Image --->

Record: 14 ¢ |I 1 | ex] of 15

In Chapter 10, you will learn about more special controls you can add to forms,
including hyperlinks.

——
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Work in the Design Window
Similarities also exist in the form and report Design windows. The toolbars and menus are nearly
identical and the design surface looks the same. The only difference between them shows up at
the beginning of a new design. The report Design window shows the page header and footer sections
by default, but in the new form Design window, only the detail section is shown at the outset.
You can add the headers and footers to the form design if needed.

Start a New Design

Because the two Design windows are so similar, the following paragraphs will focus on the form
Design window and point out any significant differences in the report Design window. To start a
new form, choose Forms in the Objects pane in the Database window and do one of the following:

B Double-click the Create form in the Design view shortcut item on the Forms page.
This opens a blank form design that is not based on any existing table or query.

B Double-click the Create form by using the wizard shortcut item on the Forms page.
This starts the Form Wizard.

B Click New on the Forms page. This opens the New Form dialog box.
M Choose Insert | Form. This also opens the New Form dialog box.

Let’s start a new form design by building a data entry form for Home Tech Repair to enter
new work order data. To start the new form, click Forms in the Objects bar in the Database window,

then do the following:

1. Click the New button in the Forms page of the Database window or click the arrow
_..-‘Eigl next to New Objects on the toolbar and choose Form from the list. The New Form
dialog box opens.

1
Mew Form

Dies &
Farrm Wizard
AutoForm: Columnar
AutoForm: Tabular
SutaForm: Datashest
AutoForm: PivotTable
AutoForm: PivotChart
Chart \Wizard
PiwotTable Wizard

Create a new form without
using a wizard,

Chonse the table or query where I j

the object's data comes from:
ok I Cancel |

2. Choose Design View.
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3. Click the drop-down arrow in the lower box and choose Workorders from the list of

E

3%

existing tables and queries, then click OK.

Tour the Design Window

As you see in Figure 9-2, the form Design window has many new features, including two toolbars,
a toolbox, property sheets, and a field list. All of these are used to create form and report designs.

4. Click the Field List and Toolbox buttons or choose both from the View menu.
5. Keep the form design open (see Figure 9-2) for adding fields and titles.

Grid

Rulers Toolbox

[ ]
] Miciosoft Dffice Access 2003

Wigw  Insert| Format

Property sheet

= [Q | % Ba @

Formatting
(Form/Report) toolbar

Tools| Window Help

’

7

Form Design toolbar

Field list

Type a question for help =

# Detail

Format  Data | Event | other | 4l |
Workorders
({'Workorders.[Start Dat

Record Source

OrderBy i e
Allow Filkers

Allowe Edits

Allow Deletions

Allows Additions

Drata Entry
Recordset Type
Record Locks

Fetch Defaults 0.

Dwnaset
Mo Lacks
R =]

B Workorders %]

‘Workorder Number =
Customer ID

Bid Nurnber
Start Date
Completion Dake
Supervisar
Principal Worker
Helper

Material Cost
Labor Cost
Descripkion

Design Yiew

Drawing

FIelU/{=NE¥A The form Design view with the design tools
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About Form and Report Sections

A new form consists only of the detail section where most of the information will be displayed.
If you want to display some text or other information in a form header or footer, add the section
by choosing View | Form Header/Footer. You also can right-click in the form design and
choose Form Header/Footer from the shortcut menu; both sections are added to the design.

If you want a header or a footer but not both, you can shrink the unwanted section to
nothing. Report designs automatically include page headers and footers in addition to the
detail section. You can add report headers and footers by choosing View | Report Header/Footer.

You also can add page headers and footers to forms. In a form, the information placed in
the page header and footer appears only when the form is previewed or printed, not when it is
open in Form view. Choose Page Header/Footer from the View menu or the shortcut menu to
add a form page header and footer.

The buttons on the toolbars are used for form and report designing and formatting while the buttons
on the toolbox contain tools for adding elements to the design. The property sheet shows tabs for
categories of form, report, and control properties. The field list contains all the fields that you have
included in the underlying table or query.

The Toolbars and Toolbox

The Form Design toolbar includes buttons that change the current view, display the toolbox,
change the design style, or insert a hyperlink in the design.

If you rest the mouse pointer over the button, a ScreenTip appears displaying the name

—

[&

=
=

of the button.
The Report Design toolbar has most of the same buttons with only two exceptions:

B The Print Preview button shows instead of the Form View button.

B An additional button, Sorting and Grouping, appears between the Toolbox
and AutoFormat buttons.

The Formatting toolbar includes buttons for customizing the appearance of the elements in

both form and report designs. The buttons on the Formatting toolbar become available when one
or more controls are selected in Design view.

Both design toolbars open automatically when you are working in form or report Design

view. To display the toolbox, click the Toolbox button or choose View | Toolbox. You can also
right-click in a toolbar and choose Toolbox from the list of available toolbars.

195
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Most of the buttons on the toolbox represent controls you can add to the design. To add a control,
click on the desired button, then click in the design where you want the control. For some controls,
you can draw an outline to specify the size of the control.

The first two toolbox buttons are special, however. When the first button, Select Objects, is
pressed in, you can click one of the control object buttons then click in the design to add the control
to the design. The second button is the Control Wizards button, which automatically invokes one
of the Control Wizards when you add its control to the design. Wizards are available for adding
list boxes, combo boxes, option groups, command buttons, subforms, and subreports. If the Control
Wizards button is deactivated, a wizard will not appear when you add one of those controls.

The toolbox is usually a floating window, which means you can drag it by the title bar to any
location on the screen to get it out of the way. You can vary the height and width of the floating
toolbox by dragging the borders. You also can dock it on one side, the top, or the bottom of the
Design window by dragging it all the way to the side, top, or bottom of the window. To remove
the toolbox from the screen, click the Close button.

The Property Sheets

Property sheets list all the properties that pertain to the form or the selected form section or
control. The properties are grouped by category into four tabs with a fifth tab showing the entire
list. The categories are Format, Data, Event, and Other.

Use the property sheets to view the properties that are set for the controls and make any
necessary changes. Some properties have drop-down lists of valid settings, others include the
Build option.

If you have selected more than one control, the property sheet shows only those
properties that the group has in common. If the selected controls have no properties
in common, the sheet is blank.

The Field List

The field list resembles the lists you saw in the Relationships window and in a query design but
without the asterisk. Use the field list to add fields to a design by dragging the name to the design
grid. A text box control in the design displays the field value, and an attached label shows the
field caption, which might be different than the field name.

The Alignment Tools

The horizontal and vertical rulers help you place controls accurately in the design. The rulers are
optional and you can show or hide them by selecting View | Ruler while you are in Design view.

The single command, Ruler, applies to both the vertical and horizontal rulers. You also can right-
click in an empty area of the form design and choose Ruler from the shortcut menu.
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Build Event...
1 Tab Order...

M hid

By FilBack Colar |>

Buler
Grid
5@ Toalbox
8. Page Header/Footer
B Fom Header/Footer

Properties

The grid shows as faint dots and lines in the design background. To show or hide the grid,
choose View | Grid. One of the settings you can choose from the Format menu is Snap To Grid.
With this setting selected, Access automatically aligns the controls to the nearest grid mark.

Add Controls

You can add all types of controls to the design with the toolbox, but it is easier to use the field list 9
to add text box controls for the table fields. In the following subsections, you will see how to add
fields from the Workorders table, add a form title and subtitle, and include some calculated fields.

From the Field List

The field list contains the names of all the fields in the record source. When you add a field from
the list to the design, Access creates a new text box control that shows field values in the Form
view. There are three ways to add fields from the list to the design:

B Drag a field name from the list to the design. Dragging the field name to the design looks
much like dragging a field name to the query grid. When you drop the button, the control
appears showing the new control with its attached label.

B To add all the fields to the design at once, double-click the field list title bar to select all
the names, then drag the group to the design. The text boxes and attached labels appear
in a tight column in the form design.

B Use the standard SHIFT-click or CTRL-click to select contiguous or dispersed field names,
then drag the group to the design.

The field list remains open until you click the Close button or click the Field List button
again or choose View | Field List.
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To get back to the Home Tech Repair data entry form and add fields from the Workorders table:

1. Click on the Workorder Number field in the field list and drag the button to the design at

about the 1-inch mark on the horizontal ruler.

&S Form5 : Form

N

: Descripkion

Drawing

2. To make room for more fields, drag the form’s right border to the 6.5-inch horizontal
mark and the lower border to the 3-inch vertical mark.

3. Drag the other fields from the field list to positions in the design resembling Figure 9-3.

Once you have all the fields you want in the design, close the field list to make more room on
the screen. Next, add a form header and use the toolbox to add a title and subtitle to the header.

B Form1 : Form

o
j .4 Cietail

(Customer 10

Completion Date

.

Bid Mumnber
Start: Date
Completion Date
SUpEryisor
Principal Waorker

Helper
Material Cost
Labor Cost

Descripbion
Postal Code |
IMoreEmps i

S[C{UI{HBM Other Workorder fields are added
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From the Toolbox

To add a control, click the appropriate button and draw the control outline in the design. What

happens next depends on the type of control you are adding. To add a title in the Workorders
form header:

1. Choose View | Form Header/Footer.

2. Move the mouse pointer to the dividing line between the Form Header and Detail sections;
when it changes shape to a double vertical arrow, click and drag the line down 1 inch on
the vertical ruler.

3. Click the Label toolbox button and draw an outline in the Form Header across the form.
At The outline appears with the insertion point at the left.

4. Type Home Tech Repair and press ENTER or click outside the label box; click it again
to select the label control.

5. Use the Formatting toolbar to change the font size to 18 points, italic, and centered.
Figure 9-4 shows the form design with the new header.

6. Click the Label toolbox button and draw a box beneath the title, then type Data Entry

.A.u!-':l! Form — Workorders in the label control.

7. Use the Formatting toolbar to customize this text so that it is bold and font size 10.

8. Click the View button or choose View | Form View to switch to Form view to see how
the design looks now (see Figure 9-5).

EE Forml : Form =] E3
|_ﬂ|---|---1---|---2---|---3---|---4---|---5---|---B---‘-
] ¥ Form Header

_1 # Detail

:||Customer ID

|C0mp|eti0n Date

Drescripkion [ : Cr avuing

1!

HIC{UR{ N Adding a title in the form header

199
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E Form1 : Form H=E3
Home Tech Repair

Data Entry Form — Workorders

‘Workorder Numberim—l:ustomer 10 IID’J‘Z— Bid Mumber: [98101—
Start Dake: i._al"ég,l"ﬁ@mpletion [rate: i'—aﬁn‘;éﬁ
Supervisar! mr_EMaterial Cosk: ﬁm

Labar Cost: i._“%m

Description; ‘New Fireplace Drawing: iFiregIace

Record: |<| i ] 1k | bl’bael of 15

e

HICIU/{=BW The Workorders Data Entry Form in Form view

Add Calculated Controls
A calculated control contains values from multiple text, number, currency, or date fields in the
record source. For example, in Chapter 7 you saw how to combine text values from first and last
name fields into a single whole name field.

You also can combine currency or date fields; for example:

M [Birthday]-Date() Displays the number of days you have to wait until your
next birthday.

M [Price]*1.07+[Shipping&Handling] Computes and displays the sales price
plus 7 percent tax and adds the shipping and handling charges.

Add two calculated fields to the Workorders data entry form that will display the total cost of
the job and the number of days estimated to complete the work:

ﬂhl 1. Click the Text Box control button in the toolbox and click in the area to the right of the

Material Cost field.

2. Double-click the new control or click the Properties button to open the property sheet for
the new unbound text box. You can also right-click a control and choose Properties from
the shortcut menu.

3. Click the Data tab and enter the following expression in the Control Source property

box: =[Material Cost]+|[Labor Cost]. Notice that you must start the expression with
an equal sign (=) or Access assumes the expression is a field name.
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Dress Up with Lines and Rectangles

— —

Although not essential, lines are useful in forms and reports to create a visual separation
between parts of the design. A heavy line can help focus attention on a specific area. You
can draw a line anywhere in a form or report section.

To draw a line, click the Line toolbox button and click where you want the line or drag
the pointer to draw the line. If you just click in the design, Access draws a solid horizontal
line 1 inch long and 1 point thick. When you drag to draw the line, you can drag it in any
direction and to any length. To make sure the line is horizontal or vertical when you draw it,
hold down SHIFT while you draw.

Rectangles come in handy as boxes that group related data or as a means to emphasize
another control. For example, in a form you can draw a box around a set of command buttons
to set them off from the rest of the design.

To draw a rectangle, click the Rectangle toolbox button and draw the box in the design.
After drawing the line or rectangle, you can use the Formatting toolbar buttons to change the
line or border thickness, choose colors, and add a special effect. You also can use the property
sheet to change the line or rectangle border style; for example, to a dashed or dotted line. <)

If you draw a rectangle around other controls and add a background
e color, you might obscure the other controls. To cure this, select the
rectangle and choose Format | Send To Back to place it behind the others.

4. Double-click the attached label that shows Textn and type Total Cost, where 7 is the
sequentially numbered label.

5. Repeat steps 1 through 4 to add another calculated field to show estimated work time
with the expression =[Completion Date]-[Start Date| and label it Work Time (days).

6. Switch to Form view to see the design with the new calculated fields.

Completion Date: I 3/10/2003  Woark Time (days) 313
Makerial Cost; I $1,152.43 | Total Cost: 31813.6125
Labor Cost: I $631.18

You can see that although the two cost fields retain the currency format with the dollar sign
and two decimal places, the Total Cost field does not. A later section in this chapter, “Use
Property Sheets,” discusses how to correct this.
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Modify Controls

You can customize the controls you add to a form or report design to present information in just
the right way. Controls can be moved about in the design or resized, and any of the properties can
be changed to create the appropriate effect. To change any control, you first must select the control
to focus Access on the object with which you want to work.

Select Controls and Other Objects

There are many ways of selecting the form or report design, one of the design sections, or one

or more controls. The Object button on the Formatting toolbar displays a complete list of every
element of the design: the form (or report); each of its sections; and all the controls in the design,
including any added lines and text. The list is in alphabetical order. To select one of these, choose
from the list. You might need to scroll down the list to find the element you want to select.

Select the Form or a Form Section

Once the form or form section is selected, you can view and change any of the properties,
including the record source, in the form or report property sheet. You can select the form itself
in the following ways:

B If the rulers are displayed, click the form selector (the small square in the upper-left
corner where the horizontal and vertical rulers meet)

B Form1 : Form

Form selector T
#F Form Header

B Choose Edit | Select Form (or Report) or press CTRL-R

B Click anywhere in the plain gray background, within the window, but outside the
form design

In addition to choosing from the Object list, you can do one of the following to select a form or
report section:

B Click the section selector (the small box in the vertical ruler opposite the section bar)

Section selector Section bar

M Click in the section bar
M Click anywhere in the gray background of the section
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When a section is selected, the section bar, the horizontal divider that contains the section title,
appears shaded.

Select Controls

That leaves the controls themselves. To select one control, you can simply click in the control or
choose the control name from the Object list on the Formatting toolbar. When you select a control,
a set of small dark squares called handles appear around the control. You use these handles to
move and resize the controls. The larger squares are the move handles and the smaller ones are
the sizing handles. You’ll learn more about moving and resizing later in this chapter.

Move handles

Sizing handles

If you want to make the same change to several controls at once, you can select more than
one of them in one of the following ways:

B Hold down SHIFT as you click each control.

B To select a column of controls, click the selection arrow in the horizontal ruler above
the controls.

B To select a row of controls, click the selection arrow in the vertical ruler to the left of
the controls.

M To select a block of controls, click the selection arrow in one of the rulers and drag
to draw a rectangle around the controls. This selects all the controls that are inside
or partially within the rectangle.

B To select a block of controls within the design but not a complete column or row, click
in the design outside of any control and draw a rectangle around the controls.

B To select all the controls in the design, choose Edit | Select All or press CTRL-A.

To remove the selection, click anywhere outside the selected objects. To remove only a few
controls from a group of selected controls, hold down SHIFT and click each of the controls you
want to exclude.

A text box control is a special case because it contains two parts that can be treated together
or separately. The attached label usually is the field name, and the edit region displays the field
value. If you click the edit region to select a text box control, you can change the text box properties.
If you click the attached label, only the label is selected and you can change its properties.

You can tell by the size and number of handles that appear around the control whether you
have selected them both or only the label. Two text box controls are shown in the following
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illustration; both the label and the edit region of the Labor Cost control are selected whereas only
the label of the Material Cost control is selected.

Once you have selected the controls you want to work with, you can move, resize, align, or
space them equally or change any of their properties.

Group Controls

If you have several controls that you want to look and behave alike, you can define them as
a single group and format them all at the same time. To create the control group, select all the
controls you want to include, including the labels for the text box controls, and choose Format |
Group. A frame appears around the set of controls but does not show up in Form view.

The new form shown in the following illustration contains the cost fields in a single group.
To remove the group designation, choose Format | Ungroup.

= !Material Cost
....................... B

ILahor Cost
e e A L e R T

-2

Move and Resize Controls

One reason to select a control is to change its size or move it to a different position in the design.
As mentioned earlier, when you select a control, handles appear around the control. These handles
are used to move and resize a control or a selected group of controls.

Move Controls

To move a control in the design, move the mouse pointer to the move handle (the larger square
in the upper-left corner of a selected control). When the pointer changes shape to an open hand,
click and drag the control to the desired position. You can drag it over other controls to place it
where you want it.

Again, the text box control is a special case because it has two move handles. If the pointer
shows as an open hand, the control and its label move together. If the mouse pointer changes to
a pointing hand instead of an open hand, you can move the edit region by itself.

When you move the mouse pointer to the move handle of the attached label, it always changes
to a pointing hand so you can move the label by itself. You can’t move both parts with the move
handle in the label unless you have also selected the label.
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Dragging a control by its move handle can be inaccurate, so if you want to move a
control a smaller or more precise distance, hold down CTRL and press the appropriate
arrow key. Each key press moves the control one-fourth of a grid unit in the direction of
the arrow. Holding down CTRL while you drag a control temporarily turns off the Snap
To Grid feature.

If you have selected more than one control, you can drag any one of them and all will move
together.

Resize Controls

A selected control has seven sizing handles, one on each side and one at each corner (except the
move handle corner). Dragging one of the side handles changes the width or height whereas dragging
a corner handle can change both height and width at once.

If you have selected several controls, all will change size the same when you drag the sizing
handle of one of them.

If you need to make more precise adjustments in the size of the selected control, hold
down SHIFT while you click the appropriate arrow key. Each keypress increases or
decreases the size of the control by one grid unit.

The Format and shortcut menus also have options that help you size one control or a group
of controls so that they match in length or width. First select the controls you want to resize,
then choose Format | Size or right-click and point to Size in the shortcut menu.

| Sies r ToFit
Horizontal Spacing ¥ TaGrid
Verical Spacing k To Tallest
E Group To Shortest
; To 'widest
Bring to Front To Hamowest
Sendto Back

The first command, To Fit, resizes a control to fit its contents. For example, if you have
drawn a long label control and entered short text, choose the To Fit command to reduce the size
of the control to fit the entered text. The second command, To Grid, automatically adjusts the
size of the control so that all four corners fall on the nearest grid points.

Double-clicking one of the sizing handles automatically resizes the control to fit the

contents.

The remaining four commands adjust the size of each control in a group of controls relative
to the tallest, the shortest, the widest, or the narrowest of the group.
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Align and Space Controls

Lining up the controls in a form gives the form or report a professional look. To align a group
of controls, select them first, then choose Format | Align or right-click and point to Align in the
shortcut menu.

Snap to Grid

[ e v B Len
Size » | =] Right
Horizontal S pacing I Top
Wertical Spacing b (ot Battom

ﬁ Group O ToGrd

The last command in the Align menu, To Grid, places the upper-left corner of all the selected
controls on a grid mark. If you have Snap To Grid checked, this is automatically done.

When aligning controls, be sure to select only those in the same row or same column.
If you have controls in the group from a different area of the form, they will be aligned
with the rest, creating a confused appearance.

——

When you have a row or column of controls that you want uniformly spaced across or down
the form or report, you can use the Horizontal Spacing or Vertical Spacing commands in the Format
menu. These commands also are used to increase or decrease the spaces evenly between the controls.
Each time you choose Increase or Decrease, the spacing is changed by one grid interval.

| Harizantal Spacing h r||:||:|n M ake Equal

Wertical Spacing 3 1_1]_: Increaze

ofjo
R Decreaze

Use Property Sheets

Properties establish the characteristics of form and report design elements. Everything in a form
or report design has properties—controls, sections, and even the form or report itself. Control
properties set the structure, appearance, and behavior of the controls. Properties also can determine
the characteristics of the text and data contained in a control.

Property sheets contain lists of all the properties that pertain to the selected control or group
of controls. To open a property sheet for a control, do one of the following:

B Double-click the control

Select the control and choose View | Properties

Select the control and click Properties on the toolbar

Select the control and press ALT-ENTER

Right-click the control and choose Properties from the shortcut menu
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The list of properties will depend on the current selection. The All tab of the property sheet
for the Workorder Number text box control lists all the control’s properties. As you can tell by
the scroll bar, there are more properties in the list. The properties are grouped in the sheet by type:
Format, Data, Event, Other, and All. Click on the tab that will show the properties you want to

change,

or stay with All to see the entire list.

To change a property, click the property in the list, then do one of the following:

—

Type the desired setting in the property box

If an arrow appears in the property box, select the desired setting from the list

If a Build button (...) appears, click it to display a builder or a dialog box with
a choice of builders, depending on the type of control

When you click a property in the property sheet, you can see a description of the property in
the status bar. If you need more information about the property or how to use it, press FI.

B Text Box: Workorder Number

!Workorder Murmber -
Format | Data | Event | other Al |
NBE 5 e o G der Mumber :Ai
Control Source o000 ‘Workarder Mumber
a1l it i
Cecimal Places o oo s Auka
Inptik sl
Defaule alue . o000
IMEHIE e i o
1 e = e e s e o Contral
IME Sentence Mode . ... . hone
Walidation Rule . .. ...
walidation Text . ... ...

Skabiic Rar Tewk

-

The calculated field, Total Cost, which we added to the Workorders data entry form earlier,
needs to show currency symbols. To set the format property:

1.

In the form Design window, double-click the edit region of the Total Cost text box control.

2. Click the arrow in the Format property box and choose Currency from the list.

BT Text Box: Text13
[Text13 -]
Format l Data ! Event I Cther
e [T e it s 0 et Text13 ﬁ
Control Source v =[Material Cost]+[Labar Cost]
el e 0.0 0on mionn 0 0 o nn =
Decimal Places o v vv oo Mediurn Tirme Si34PM =+
Trpokask L short Time 17:34
Default Yalue . v e General Mumber | 3456,782
TR i e e Currency £3 79
MEtede L e L5 93575 ]
e :
H:;: dsaf;fgﬁemde """" Standard 3,456.79
""""" Percent 123.00% =

=l
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To apply the same property settings to a group of controls of the same type, select them all,
then open the property sheet. Only those properties common to all members of the group are
visible in the sheet.

Once you open a property sheet, it remains on the screen until you close it. To set properties
of a different object in the design, select the object from the drop-down list at the top of the
property sheet or select the control in the design.

Assign a Default Value

When you assign a default value to a bound control in a form or report design, the value you
enter overrides any default value set in the underlying table design. The default value you assign
is stored in the field when a new record is entered in the form unless you enter a different one.
For example, if you are entering new bid data and one of the fields in the form is the date, you
can assign the current date as the default value. This automatically stores the current system date
in the new record. To assign the current date as the default value, type =Date() in the control’s
Default Value property box.

Change Default Control Properties

Access provides a default set of properties for each type of control. The set specifies the general
appearance and behavior of that type of control. For example, the default properties for a text box
control determine the font size and alignment of text within the attached label. Another default
text box property automatically includes the field name as an attached label. This set of properties
is called the default control style for that control type.

If you think you will want different default control styles, you can save time by making

the changes before starting to create the form.

If you find that you are making the same changes to most of the controls of a certain type,
you can change the default property setting. For example, if you usually want a larger font size
in your text boxes, change the Font Size from the default size of 8 to a larger size. Or, if you
don’t want the attached labels for every text box, change the Auto Label property on the Format
tab to No.

When you change a default setting to the one you use most, you save space. Access

doesn’t need to store both the default and the custom settings.

To change a default property setting:

1. Click the tool in the toolbox for the desired control type.

— 2. Click Properties on the toolbar. The property sheet for that control type opens, but the
title bar indicates that these are the default settings instead of the settings for a particular
control in the design.
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3. Change the setting in the default property sheet.

If you have already made changes to a control and like what you see, there is a quick way to
copy the changes to the control type’s default style. Any new controls now will use the properties
from the existing control as a default control style. Select the control that has the characteristics
you want as defaults for subsequent controls, then choose Format | Set Control Defaults.

Use the Formatting Toolbar

The Formatting toolbar is a quick way to change the appearance of the text in selected controls.
The toolbar is optional when you are designing a form or report. To see the Formatting toolbar,
choose View | Toolbars and check Formatting (Form/Report). You also can right-click in any
menu bar or toolbar and choose Formatting (Form/Report) from the shortcut menu.

The Formatting toolbar has, in addition to the Object button we’ve already discussed, eight
buttons for formatting text in the design. These eight buttons change the font name, size, and
style and align the text within the control boundaries. The last five buttons give you a quick way
to change the color and style of many elements in the design.

The three color buttons each display a color palette you can use to change the color of the
background, the font, or the border of a control. The fourth button changes the thickness of
the selected control’s border and the last button adds special effects to a control or an entire
section such as raised, sunken, shadowed, etched, chiseled, and flat effects.

If you want to apply the same formatting property changes to a group of similar

controls, select them all, then change the common property.

Format Conditionally

Conditional formatting was introduced in Access 2000. You can use it with text boxes and combo
boxes to specify a default format for the control and up to three additional formats to be applied
under special conditions: the current value of the field, when the field gets focus, or when an
expression evaluates to True. The expression can refer to the values in other fields in the same
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record. For example, if the date in a field is more than 30 days ago, display the value in this field
underlined and in red on a light green background.

To activate conditional formatting, select the control you want to apply it to and choose
Format | Conditional Formatting. The Conditional Formatting dialog box shows two areas: one
for setting the default format and one for specifying a conditional format to be applied under
specific conditions.

Conditional Formatting H
—Default Formatting

This Format will be used if no ‘ B 7 U i~ A- F

conditions are met: AaBbCoyyZz

~ Condition 1

P BT El | o |

Preview of format to use when Mo Farmat Set ‘ B I U .&Ih - ‘é‘ - |f:£"

condition is true:
Add == | Delete. .. I ok I Cancel |

The formatting choices include bold, italic, and underline as well as text and background
colors. The button on the right end of the condition box enables or disables the control. When
a control is enabled, you can reach it by pressing TAB. If it is disabled, it is skipped in the tab
order. The box in the middle displays an example of how the chosen formatting will look.

To set conditional formatting, set the default format, then move to Condition 1. In the first
box, you have a choice of conditions:

M Field Value Is Defines the value or range of values for which to apply the format
settings
B Expression Is Applies the formatting if the expression you enter evaluates to True

B Field Has Focus Applies the formatting to the field as soon as it gets focus

Depending on which selection you make in the first condition box, other specifications can
be made in the other boxes. If you choose Field Value Is in the first box, you have a choice of
several comparison operators.

i~ Condition 1

IFieId Value Is _-_i Ib i

Preview of Format ko u
condikion is true:

nok between
equal ko
niok equal ko
greater than
less than

If you choose Expression Is, you have only one box in which to enter the expression. Field
Has Focus requires no additional criteria.
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After defining the condition, use the formatting buttons to set the format you want to apply if
the condition is met. Choose Add to add another condition. You can specify up to three conditional
formatting scenarios for each text box or combo box control. The conditions are ranked with the
first one taking precedence. If the first condition is not met, the second is evaluated, and so on.
Figure 9-6 shows the Conditional Formatting dialog box with settings for the Total Cost text box
control. The three conditions are

B 1f the Total Cost exceeds $5,000

B If the Total Cost is less than $1,000
B Ifthe Labor Cost is greater than the Material Cost

If you want to remove a condition, choose Format | Conditional Formatting again and click
Delete in the dialog box. The Delete Conditional Format dialog box opens. In this dialog box,
you can check the conditions you want to delete. Then click OK.

Delete Conditional Format E
Select the condition(s) to delete:
™ Condition 1
I~ Condition 2 Lc'ﬂl 9
[ Condition 3
Conditional Formatting

—Defaulk Formatting

This Farmat will be used if no B 7 U <« A -ll=
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Preview of Format to use when B 7lu &+ A=
condition is Frue: AaBBCCYyZ2 ‘ LU R~ Rl
— Condition 2
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|
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~Condition 3

Expression Is _vl |[Materia| Cost]<[Labar Cost]
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fdd == | Delete, .. | QK I Cancel |

HICIUIEW  Conditionally formatting a text box
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Change a Control Type

When you change your mind about what type of control you want in the form or report, Access
lets you change the control type dynamically. Not all types can be converted and you are limited
to the types you can convert to, depending on the original control type.

To change a control type, click the control you want to change and choose Format | Change To.
You can also right-click the control and point to Change To in the shortcut menu. A list appears
displaying the list of controls to which the selected control can be changed. Click on the new type
of control. If a control type is dimmed in the list, you cannot change the selected control to that
type. Table 9-1 describes the types of conversions permitted by Access.

When you change to another type of control, the applicable properties are copied from the
original control to the new control. If the original control has property settings that don’t exist
for the new control, they are ignored. If the new control has properties that were not used in the
original control, Access assigns the default settings for the new control.

Delete Controls

To delete a control, select the control and press DEL or choose Edit | Delete. If you change your
mind, you can restore the control by clicking Undo on the toolbar (or choosing Edit | Undo).
You can delete more than one control by selecting them all, then pressing DEL. With the Office
2003 stacked Undo/Redo, you don’t have to act immediately to reverse an action. You can select
the action from the Undo drop-down list.

Original Control Permitted Conversions
Label Text box

Text box Label, list box, combo box
List box Text box, combo box
Combo box Text box, list box

Check box Toggle button, option button
Toggle button Check box, option button
Option button Check box, toggle button

VAN Permitted Control Conversions
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Modify Form or Report Properties

Forms and reports have many properties in common such as Record Source, Filter, Order By,
Width, and several event properties. Each of these can be changed in the object’s property sheet;
some can also be changed in Design view.

Change the Record Source

When you have created a useful form or report design using one set of data, you can easily reuse
the design with other data by changing the Record Source property to the new data. To change
a form or report record source:

1. Click the form or report selector, then click Properties.
2. Click the Data tab and click the down arrow in the Record Source property.

3. Choose the new record source from the drop-down list of all tables and queries in the
current database.

You can also click the Build button to the right of the Record Source property box to start the
Query Builder where you can create a new query to use as the record source.

When you change the record source, some of the bound text boxes no longer represent fields 9
in the underlying record source. You will immediately see a marker in the upper-left corner of
the text box edit region and a tag next to it because no field exists in the new record source with

that name.
DJ"'""‘"""'2"'""3"""“‘"""‘5";

|| # peta
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When you rest the pointer on the tag, you can see the reason for the marker. To see how
to fix it, click the tag and choose from the drop-down list. This is a big improvement over earlier
versions of Access that simply displayed #Name? or #Error? with no clue as to what was wrong.

B Form3 : Form M= E3
IJI---I"']"'I"'2"'|"'3"'|"'4"'|"'5"A

# Detail

............ Irwalid Cantral Property: Control Source

Mo Such Field in the Field List

Edit the Contral's Control Source Property

Edit the Form's Record Source Property
Help on This Ermror

lgnore Ermror

Error Checking Options...

Apply Filters and Sort Orders

When you create a form or report based on a table or query with a filter or a specified sort order,
both are included in the object’s properties. The sort order is automatically applied but the filter
may or may not be, depending on how you created the form or report:

M If you created the form or report from a table not open in Datasheet view, the filter and
sort order are inherited but not applied. You must apply them when you need them.

B Ifyou created the form or report from a table that is open in Datasheet view and contains
filtered data, the filter is applied every time you open the report but only the first time
you view the form in Form view. After you save and close the form, the next time you
open the form, you will have to apply the filter yourself by clicking Apply Filter.

Use AutoFormat

Access has provided several attractive formats for forms and reports that add style to the design.
To apply the style to a form or report under construction or already completed:

1. Open the object in Design view and click the form or report selector.

)

2. Click the AutoFormat button or choose Format | AutoFormat.

The report AutoFormat list of styles is different. The Options button has been clicked in the
illustration to show that you can apply the font, color, and border attributes selectively.
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ESl AutoFormat

Form AukoFarmats:
Blueprint

Expedition

Industrial
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Ricepaper

Sandstons

Standard

Stone

Surni Painting Label Data

Customize... |

— Attributes to Apply
| Eonk v Calor v Border

If you click Customize, you open another dialog box where you can create a new
AutoFormat based on the form design you are working on, modify the selected AutoFormat
in the AutoFormat dialog box with attributes in the current form design, or delete the selected
AutoFormat completely. This last option is handy if you create a custom AutoFormat and then
decide it is no longer useful.

If you want to apply AutoFormat to just one section in the form or report design,
click the section selector before opening the AutoFormat dialog box. You can also
use AutoFormat for a single control.

Add a Background Picture
Adding a picture in the background of a form or report is a little different from adding one as a
control. A background picture is a property of the form or report and is found on the Format tab
of the form or report property sheet. To add a background picture:
1. Select the form or report with one of the following methods:
B Click the form selector
B Choose Edit | Select Form (or Report)
B Choose Form or Report from the Object list on the Formatting toolbar
2. Open the property sheet and click in the Picture property box on the Format tab.
3. Click the Build button, select the picture you want from the Insert Picture dialog box,
then click OK.

Figure 9-7 shows the title page of a report with a picture of Home Tech Repair equipment in
the background.
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Microsoft Office Access 2002 - [Report1 : Report] _ (O] x|
E,i File Edit Wiew Tools Mindow Help Type aquestion forkelp « o @ X
w4 Q] @] e + | Close | Setwp | @ - |1 3-| @ B

Anal R rt 2003 ~

Page: 1]« E1HTE |
Ready 4

A report showing a background picture

In some designs, you might want to overlap controls with one in the foreground and the other
behind. The Format | Bring To Front and Format | Send To Back commands determine which of
the controls is in the foreground.
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How to...

Create a new form design
Modify the form

Use the form for data entry
Create a multiple-page form
Add calculated and special fields
Create a hierarchical form

Add custom user guidance

Control data entry

Create a New Form Design

Access forms usually are used for viewing and entering data. It is important to design a form
that will make data entry as foolproof as possible and present the data so that it is easily
understood. For example, arrange the data in a logical sequence in the form or group related
information together on the screen.
Although the Access Form Wizard will do most of the work for you, it does only what
you ask; so it pays to plan ahead. Design the form on paper before invoking the wizard. If
a manual data entry form has already proved efficient, the design can be repeated in an
Access form.

Mew Form

Create a new Form without
using & wizard,

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

Fm Wizrd

AutaForm:
AukaFormm:
AutaForm:
AutaForm:
AutaForm:
Chart Wizard

PivotTable Wizard

HE

Columnar
Tabular
Datashest
PivotTable
PivotChart

a4 I Cancel |

-

HICUR{ZNOAN Choosing from the New Form dialog box
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To start a new form, open the New Form dialog box (see Figure 10-1) using one of the
following techniques:

M Ifyou want to base the form on a single table, select the table or query name in the

Tables or Queries page of the Database window and click the New Object toolbar
button, then choose Form from the list.

1
oo

AutoForm
AutoRepart
Table

Huem

Eorm

Repaort

Page

b acro
Module
Clazs Module

o B o [ @

10

B To start a new form with a table or query open in Datasheet or Design view, click the
_..-Egl drop-down arrow next to the New Object toolbar button and choose Form from the menu.

If you create a new form while the table or query is open in Design view, you will not
be able to see the form in Form view until you close the underlying table or query.

M In the Database window, click the Forms button in the Objects bar and choose New.
B Click anywhere in the Database window and choose Insert | Form.
If you select a table or query name before opening the dialog box, that name is displayed in

the dialog box. If not, you can choose one from the drop-down list or wait and choose one in the

wizard’s first dialog box. Choose the type of form you want to create or one of the wizards and
click OK.

You also can start a new form by double-clicking one of the shortcut items in the Forms page:

M Create form in Design view

M Create form by using wizard
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Use the Form Wizard
When you choose Form Wizard from the New Form dialog box or double-click the shortcut item,
the first wizard dialog box opens where you choose the fields to add to the form. If you haven’t

selected a table or query, you can do that here too.
To start a new form design based on the Current Workorders query:

1. Select the Current Workorders query in the Queries page of the Database window, then
_..-‘Elgl click the New Object button and choose Form (not AutoForm).

2. Double-click Form Wizard in the New Form dialog box or select Form Wizard and click
OK. The first Form Wizard dialog box opens (see Figure 10-2).

The Current Workorders query name shows in the Tables/Queries box and the Available
Fields list shows all the fields in the query, including the calculated fields. The fields appear in
the same order as in the query design grid. You can place any or all of the fields in the form
design in the desired order. Add them one at a time in the sequence you want them to appear

in the form.
To continue with the Current Workorders form:

1. Click the double right chevrons (>>) to add all the fields from the Current Workorders
query to the Selected Fields list.

2. Click Next. The Form Wizard’s second dialog box opens.

Form ‘wWizard

§§

Tables/Queries

[Query: Current workorders =]

Which Fields da vou wank on vour Farm?

You can choose from more than one table or query,

Add selected field
Available Fields: Selected Fields:
order Mumber
Supervisor
Bid Mumber Add all fields

MMakerial Cast

Labor Cost

Descripkion

Address

Contact =

Remove selected field

Remove all fields

Cancel | = Bach Mext = Einish

HIClU/=N[EA Choosing fields for the form



CHAPTER 10: Create Custom Forms and Subforms 221

If the fields in the Available Fields list are not in the order you want to see in the form,
choose the fields one at a time in the order you want them to appear. To insert a field
name into the Selected Fields list, select the field name above where you want the new
one, select the field from the Available Fields list, and click the right chevron. By
selecting the fields in the right order in the Form Wizard dialog box, you avoid moving
the controls around in the form design.

If you select fields from more than one table or query, the Form Wizard will create a main
form with one or more subforms. The “Create a Hierarchical Form” section discusses this subject
in more detail.

The second Form Wizard dialog box offers a choice of six form layouts: Columnar, Tabular,
Datasheet, Justified, PivotTable, and PivotChart (see Figure 10-3).

For the Current Workorders form, select the Columnar layout and click Next.

The next dialog box shows a list of ten styles from which to choose. These are the same
styles you see when you click the AutoFormat toolbar button, as shown in the previous chapter.
Choose a style and click Next to reach the final Form Wizard dialog box, where you name the
form and decide whether to view the data in the new form or go directly to the Design view to
modify the design.

After entering the form name, click Finish to save and open the form. Once the wizard is
finished, you can go about customizing the form for your special needs.

B Current Workorders Hi=]
4 Wharkorder Muml [m Estended Cost I__:fi‘u”aﬁ’s_
Supervisor |Femel -]
Bid Mumber  [38-1001
Material Cost | $1.1582.43
Labor Cost | 163118
[iescription Mew Fireplace vath brick facing and

standard mantle

Address |2115.0 5t
Contact |MCCO_I,I, John
Total Cost | $1.813 61

Fecord: |<| i || 1 | >||>ilE| of 15

Create a Form Without the Wizard

You don’t need the help of a wizard to create your form. You can start a new form by one of the
following methods:

B Double-click Create A Form In Design View in the Database window

B Choose Design View in the New Form dialog box

10
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What layout would you like For waur Form?

" Tabular
(" Datashest

™ Justified
(o PivokTable
" PivotChart

Cancel % Back Mext = Einish

FICU (=[N Choose the form layout

When you start a new custom form without the help of the Form Wizard or one of the
AutoForm templates, you begin with an empty Design view window. If you have chosen a table
or query in the New Form dialog box to use as the basis for the form, you can display the field
list and drag the fields into the form design. If you have not already chosen the basis for the
form, you can define it in Design view by selecting the table or query from the form’s Record
Source property list; then you can add other controls and set properties as before.

Modify the Form Design

Although the Form Wizard does a good job of creating a form, there are a lot of things you can
do to improve the result. For example, you can
B Add a form header with a title
Resize the form to fit the window or the window to fit the form
Add special controls such as the current date, a calendar, or an AutoDialer
Change the text of attached labels

Add lines and rectangles for emphasis

Change the progression of the cursor through the controls when TAB is pressed
(the tab order)
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Add Form Header and Footer Sections

By default, a form created by the wizard from a single table or query has a detail section and
form header and footer sections in which the user can specify information that will appear at the
top and bottom of the form. This information remains on the screen as you scroll through records
in the detail section. You also can add page header and footer sections to hold information such
as a title, graphics, or column headings. Page sections appear only when you preview or print the
form, not in Form view.

The thin form header section appears above the detail section. If you scroll down the form
design, you will also see the footer section. Both sections are shrunken but appear in the form
design. To increase the size of the form header section, move the mouse pointer to the detail
section bar; when the pointer changes to a black plus sign with up and down arrows, click and
drag the bar down.

To add a title to the form:

1. Open the toolbox and click the Label control button, then draw a frame in the form

An header section.
Type Current Workorders in the new label.

Click outside the label control, then click it again to select it.

Using the Formatting toolbar, change the font size to 18 and make it bold and centered.

@ N

Right-click the label and choose Size | To Fit from the shortcut menu or choose Format | 10
Size | To Fit. The label box frame shrinks to the size of the text in it.

Figure 10-4 shows the Current Workorders form design with a title in the new header section.

When you click View | Form Header/Footer, both sections are added to the form design.
If you have no information to put in the footer and don’t want the section to take up
room in the form, you can drag the bottom form border up to reduce the footer section
space to zero.

——

All the sections in a form have the same properties. Double-click one of the section selectors
to open the property sheet for the section. Form sections have fewer properties than the form itself.
Most of the section properties apply to formatting.

For example, the Can Shrink and Can Grow properties resize the section to fit the data in it.
The Force New Page property can start printing the form section on a new page rather than on
the current page, before or after printing the current section.

Place and Customize Data-Related Controls

In the last chapter, you saw how to add bound text box controls to a form design by dragging the
field names from the field list. In addition to the text box controls in which you enter and edit
data, list and combo boxes enable you to choose from a list of values.



224

How to Do Everything with Microsoft Office Access 2003

B Cunrent Workorders - Form

|_"|1|

j # Form Header

Il & Farm Fonter

: -
1l | '

HICIU/=N[F”W Adding a title to the form header section

List boxes limit your choice to values in the list but combo boxes usually let you type entries
and choose from the list. Either of these can be bound or unbound. If the control is bound, the
selected or entered value is stored in the field to which it is bound. If it is unbound, the value is
not stored in a table but can be used by another control or as a search criterion.

Add New Text Box Controls

The Current Workorders query does not have all the fields we would like to see in the Current
Workorders form. To add more bound text box controls, change the query that is the form’s
Record Source property and include the additional fields. If you are using a table as the record
source, you may need to create a query that includes the fields from the original table plus the
additional fields from related tables.

To add more fields from the related tables that are used in the query, open the form in Design
view and do the following:

1. [If the property sheet is already visible, click the form selector or select Form from the

drop-down list. If not, click the form selector, and then click the Properties button.

2. Click in the Record Source property box on the Data tab, and then click the Build button.
This starts the Query Builder, which looks much like the query design grid except that
the words “Query Builder” appear in the title bar.
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1 00 —
i ata | orkorders
Expires =l Material Cost j‘
Descripkion _J Labor Cost
Address Description
City Drawing
State | Postal Code x|
of
L orkorder Murnber [IE (ST State Supervisar Bid Murnber Ma—
Table: |workarders Eid Data Bid Data workorders Bid Data W
Sork:
Show:
iCriteria

ar;

3. Hold down CTRL while you select the City and State fields in the Bid Data field list and

drag the group to the grid. The position in the grid is unimportant right now.

H

4. Click Save, then click the Close button to return to the form design.

The additional fields now are available to the form and the field list is displayed. Follow the

next steps to complete the addition of the City and State fields:

1. Select Bid Number in the field list and drag it to the 4-inch mark on the horizontal ruler

in line with the Workorder Number field.

2. Select the City field in the field list and drag it to a position in the design below the Bid

Number field, and then drag the State field next to the City field.

3. Resize the City and State labels to fit the text, then resize the State text box because it
will contain only two characters. Move the State text box next to its attached label.

4. To make the three address fields the same height, click in the vertical ruler level with the
row of text boxes to select all three and choose Format | Size | To Tallest.

5. Align the boxes by choosing Format | Align | Top while they are still selected.

iWarleder MHumber

' Supervisor ;
i T g (T =
ddress

| ]

You can also add a line to separate the material and labor cost from the calculated fields that

show the total and extended costs. First, move the two calculated fields down a little to make
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10



226 How to Do Everything with Microsoft Office Access 2003

room for the line. Then click the Line control button and draw a line across under the Labor Cost
text box. You can change the line thickness, style, and color by selecting from the Border

properties lists.
The last control to add to the Current Workorders form is the current date, which will appear

in the form header section. To add the date:

1. Choose Insert | Date and Time. The Date and Time dialog box appears (see Figure 10-5).

2. Check Include Date (if it is not already checked) and select the middle date format
(Medium Date), which displays dates as dd-mm-yy.

3. Clear the Include Time check box and click OK. The expression = Date() appears in the
upper-left corner of the form header section.

4. Drag the date control down to just above the detail section bar.

Figure 10-6 shows the completed Current Workorders form in Form view.

When you switch to Form view, choose Window | Size to Fit Form to resize the window.
This works only if the form Design view is not maximized.
Create List and Combo Boxes
It often is quicker and safer to select a value from a list than to try to remember the correct value
to type. List boxes and combo boxes consist of rows of data with one or more columns that can
appear with or without headings. One of the columns contains the values you want to store in the

Date and Time

— Include Date

@ Tuesday, July 01, 2003

 01-30k-03 Cancel |

 7i1jz003

—v Include Time
& 32422 PM
& HzdPM
" 15:24

—Sample!

Tuesday, July 01, 2003
Si24iZZ PM

FIC]U =MW Sctting date and time properties
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B Current Workorders

|- [0] %]

24-Feb-03

Current Workorders

Supervizor
Address

Caontact

M aterial Cozt

Labor Cost

Total Cost

‘workorder Muml m

Bid Mumber 32101

JFeneII _v_j
| EERED City: [Los Padres State:  [CA
[McCoy, John
| $1.162.43
J $631.18 [rescription Mew Fireplace with brick
: facing and standard
mantle
| $1.813 61
$2,085.65

with Overhead: |

Reacord: 14 ¢« 1 ujpx af 15

HICIUI=N[EN The completed Current Workorders form

10

field (the bound control) or use for other purposes (the unbound control); the other columns
contain explanatory information.

When you compare text, list, and combo boxes, you see that the list box is always open but
is limited to the size you draw in the form design. If the list is wider or longer than the space
allowed, Access adds scroll bars. The combo box list is by default the same width as the control
in the design, but you can change the width to fit the list. Scroll bars also are added to combo

boxes when necessary.

Record: 4] |

17 [Fe#] of 13

5 Form4 M=
| 2
Text Box: 2
Lazt Name [Femel & List Box:
Femel
Combo Box: Cloud
Gunderzon
Biyron
Cloud Connely
Gunderzon K.ardel
Buyron Ne Sale =l
Cotinelly
Kordel
De Salle
Howel 7
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Decide Between a List Box
and a Combo Box

Selecting a value from a list is often quicker and safer than trying to remember the correct
value to type. Because list and combo boxes are similar, how do you decide which type of
control to use in the form?

— —

B The values in a list box are always visible and you are limited to the values in the list.
To choose from the list, click the entry and press ENTER or TAB. You also can choose
one of the values by typing the first letter of the value and pressing ENTER or TAB. (If
you have more than one value starting with the same letter, the first one is selected.)
You cannot enter a value that is not on the list. List boxes are best when you are
limited to just a few values; otherwise the list box takes up valuable viewing space.

B The values in a combo box are not displayed until you click the arrow to open it, so
it takes up less room on the screen than a list box. As with the list box, you can select
one of the values by clicking it or by typing the first few characters of the value into
the text box area of the combo box. You also can type in values that are not in the list
unless you have set the Limit To List property to Yes.

To add a list box or combo box to a form design based on the Employees table, open a blank
form in Design view and do the following:

"i\ 1. Make sure the Control Wizards button is pressed, then click the List Box or Combo Box
' tool in the toolbox.

2. Click in the form design or draw an outline where you want the control to appear. The
82 wizard’s first dialog box opens (see Figure 10-7). For both the List Box Wizard and the
Combo Box Wizard, the first dialog boxes are nearly identical.

3. Choose one of the options (both wizards offer the same options):

B
Eﬂ M 1 want the combo (or list) box to look up the values in a table or query. If you
choose this option, the box displays field values from the table or query you choose.

B 1 will type in the values that I want. If you choose this option, the list contains
values you type into the next dialog box.

B Find a record on my form based on the value I selected in my combo box.
This option is used to create a combo box that acts as a search string to find a
specific record and display it in the form. This option creates an unbound control.
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Combo Box Wizard

I HHHHERN vi

This wizard creates a combo box, which displays a list of values you
can choose from. How do you want your combo box ko get its
values?

oy L want the combo box ko look up the values in a table or query, :

il type in the values that I want,

£ Find a record on my Form based on the value T selected in my
combo box.

Cancel | = Bach | Mext = s

FIC{UR{=NEVA The first Combo Box Wizard dialog box

4. After making a choice in the first dialog box, click Next. Depending on your choice in
step 3, do one of the following:

B Ifyou chose the first option, select the table or query that contains the values the
box will display. Click Next, select the fields you want to see in the list, and click

Next again.

B Ifyou chose to type in the values, enter the number of columns you want to see and
the values to display. Choosing this option skips the next dialog box.

If you are typing in the values, press TAB to move to the next row in the list of values.

—

If you press ENTER, you will advance to the next wizard dialog box. In that case, click

Back to return to the value list dialog box.

B If you chose the third option, choose the field whose values you want to see. The
value you choose in Form view acts as a search value. Click Next.

5. In the next dialog box, adjust the column widths to show the values and decide to show
or hide the primary key field. Click Next.

6. The next dialog box asks what you want Access to do with the value you select in the

list box or combo box:

B Remember the value for later use Saves the value for use by a macro or
procedure. When you close the form, the value is erased.
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M Store that value in this field With this option, you select the field in which you
want to store the selected value.

7. Ifyou want a label attached to the box, type it in the last dialog box and click Finish.

Create Unbound List and Combo Boxes

An unbound list or combo box can display either a set of fixed values that you enter when you
create the box or specific values from a table or query. The value chosen from the control list is

not stored in a field in the underlying table. You can use the value for other purposes such as
looking up a record with that value in a field.

To add a combo box to an Employee form that will display the record for a selected employee:
1. Start a new form based on the Employee table and add the desired fields to the form.

2. Start the Combo Box (or List Box) Wizard as before and in the first dialog box, choose

the third option, “Find a record on my form based on the value I selected in my combo
box.” Click Next.

3. Choose Last Name as the field value to show in the list and click Next.

4. Choose Hide key column (recommended) and click Next.

5. In the final dialog box, enter Show record for: as the control label and click Finish.
When you use the combo box in Form view, select a value from the list; Access will move to

the first record with that value in the corresponding field. This option offers a quick way to move
to a specific record in Form view.

E Look Up Employee _ (O

4 Emplayee |1 2 Address 1825 F 5t Haourly B ate | $45.00 =
First Mame iSeIma City ILDS FPadres Billing Fiate I $56.00
Last Mame |Gunderson State lm— Comments Experienced in all
types of wood
S5M IE‘I 23001743 2P CHTER] working

Specialty iCarpentr_l,J

Pager [E149] BRB-3456 Show record for;

Work Pho i[E'I 9) 555-7243

Record: HI 4 || 2/ | >||>ax| of 13

Set List and Combo Box Properties

If your form contains a bound list box or combo box, the control inherits most of its properties
from the field properties you set in the table design. When you use a wizard to create such a
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control, Access sets certain other properties for you. You can modify these properties by changing
the settings in the property sheet to make them work just the way you want.

For example, Auto Expand automatically fills in the remaining characters with a value in a
combo box when you type the first few characters of the value. Limit To List prevents entering
values that are not in the list. The Row Source is another important property. If the Row Source
Type property is set to Table/Query or Field List, Row Source specifies the name of the table
or query or a SQL statement. If the Row Source Type property is set to Value List, the Row
Source property displays a list of items separated by semicolons. If the Row Source Type is a
user-defined function, this property is blank. See the related Help topics for complete descriptions
of the control properties.

Add Yes/No Controls

Three different types of controls can be used to view or enter a Yes/No value in the underlying
table or query. They are check boxes, option buttons, and toggle buttons. When you have a
limited number of alternative choices in one field, you can also group the controls together in
an option group. The grouped options work as a single control; only one can be selected. The
option group can display the list of choices as any of the three types of Yes/No controls.

When you select or clear a check box, option button, or toggle button, Access displays the
value in the table or query according to the format property set in the table design (Yes/No,
True/False, or On/Off). Here’s how the various Yes/No controls appear when the values are
Yes and No.

83 Form1 : Form =] E3
>

[How Yes /No Controls Can Be Displayed]

* Option Button Yes
Yes Mo
™ check Box Mo ™ Opion Butkon Mo

Toggle Button Group ——

i_heck Box Group — Cption Button Group —

¥ Cption 1 ' Option 1 l Optian 1
[ Cption 2 " Option 2 : |
Qpkian 2
[~ Cption 3 " Option 3
Option 3 |

Record: H|-|| 1 vl of 4

Option groups are a little different. An option group offers a limited set of mutually exclusive
alternatives, usually four or less. The option group control consists of a frame around a set of
check boxes, option buttons, or toggle buttons.

If the option group is bound to a field, the frame itself is the bound object, not the individual
controls in the group. When you create an option group, you specify the values of the options in
terms of numbers that are meaningful to the underlying field. When you select an option in the
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group, that value is stored in the field. If the group is not bound to a field, Access uses the value
of the option you choose to carry out one of a list of actions, such as to print the report you
choose or open another form.

Although you can create an option group without the help of the wizard, it is a lot easier to
take advantage of the wizard. To create an option group, make sure the Control Wizard button
is pressed in on the toolbox, then do the following:

Wy 1. Click the Option Group tool and click in the form design where you want the upper-left
| | corner of the group to appear. The wizard draws a 1-inch square box. Click Next.

2. In the first wizard dialog box, enter the text you want to see as choices in the group.

3. Press TAB or DOWN ARROW or click the record selector to move to the next row. After
entering all the values, click Next.

Option Group Wizard

&n option group contains a set of option buttons, check
baees, of toggle buttons, You can choose only one option.

[ RiEHRRE

[CIRETHI

A\

(Ol R

& What label do you wank for each option?

Label Mames;

First chaice
Second choice
Third choice]

*|w|

Cancel = Bathk | Mext = | Einish

4. In the second dialog box, set the default option (if desired) and click Next.

5. Specify the Option Value property for each of the options in the group. This property
must always be a number. This is the value that is passed to the field when the option
is selected. By default, the values are consecutive integers: option 1 has the value 1,
option 2 has the value 2, and so on. Click Next.

6. The next dialog box asks in which field you want to store the value (bound) or if you
want Access to save the value for later (unbound). If the form does not have a record
source, the wizard skips this dialog box.

7. Choose the type of control and the style you want to see in the option group and
click Next.
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Option Group Wizard

What type of controls do vou want in the option

group?
~Sample ——————————— (O ‘Option buttans
& First chaoice [T checkboxes
" Second choice _I Toggle buttons

¢ Third choi
LG IEE what style would vou like to use?

o Etched i Shadowed
e Flat ‘-ﬁ Sunken
" Raised
Cancel < Back Mext = Einish

8. In the final wizard dialog box, enter the name you want as the label for the group. This
text will appear in the group frame. Click Finish.

About Events and Event Properties

Access is an object-oriented, event-driven application. Nothing happens until the user tells it
what to do by pressing a key or clicking the mouse button. An event is an occurrence that is
recognized by an Access object. You can define a response to events by setting the object’s
or control’s event property.

Examples of events include
Pressing or releasing a key
Opening or closing a form
Moving the cursor to or away from a control

Applying a filter to records in a form

Changing or deleting the value in a control

The action Access takes depends on the event property that has been specified. For
example, clicking the Open command button (the event) in the Database window opens the
selected object (the response). When you move to another record after entering or editing
data, the event causes Access to automatically check any validation rules and, if there is
no violation, save the record. This system triggers these actions based on the built-in
event properties.
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Add User-Interactive Controls

Because often a form is used to enter data, the user is constantly interacting with the form and
the controls it contains. Some of the controls are directly associated with table data such as text
boxes, list boxes, and combo boxes; others accept user actions.

The most common control unrelated to data is the command button, which is used in Form
view to perform an action. When the user clicks a command button, Access recognizes this
event and carries out the response you have specified for the event.

Add Command Buttons

The Command Button Wizard is on hand to help create more than 30 different types of command
buttons that accomplish tasks ranging from moving to the next record to closing the form. The
wizard helps you select the category of action you want and the specific procedure to execute. It
also enables you to identify the button with text or a picture.

To add a command button to the Current Workorders form that prints the current record:

ﬂa"h. 1. Make sure the Control Wizards button is pressed in, then click the Command Button

tool and click in the form design. The first Command Button Wizard dialog box

appears (see Figure 10-8).

ol 2. Select the Record Operations category, then select the Print Record action and

click Next.

Command Button Wizard

What action do you want to happen when the button is
pressed?

Different actions are available for each category.

Cakegories: Actions:

ecord Cpe Find Record
Form Operations o To First Record
Report Operations @0 To Last Record
Application @0 To MNext Record
Miscellaneous 5o To Previous Record
Cancel < Back [ext = Einish

HIC{U{=MB W Choose the type of command button
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3. The next wizard dialog box lets you choose between text and a picture for the button.
Accept the default picture and click Next.

4. Enter a name for the button or accept the default name. Click Finish.

Figure 10-9 shows the Current Workorders form with the new Print Record command button.
When the Command Button Wizard builds the button for you, it writes an event procedure
containing Visual Basic code to store with the form.

Add Hyperlinks

In Chapter 5, you saw how to add a hyperlink field to a table and how to insert a hyperlink
address in the field. A hyperlink in a table can jump to a different address for each record.
For example, the hyperlink field Drawing in the Home Tech Repair Workorders table contains
addresses of files containing scanned engineering drawings. If you don’t need to tie the hyperlink
address to a record, you can add it to the form in Design view as an unbound label or an image
control.

To add a hyperlink as a label control to the Home Tech Repair Roster form that will jump to
the Employees table:

1. With the form open in Design view, click the Insert Hyperlink toolbar button or choose

% Insert | Hyperlink. The Insert Hyperlink dialog box opens.
EE| Current Workorders = =]
At Current Workorders
P | orkorder Nurl [T Bid Humber  [35-T01
Supervisor |Fenell ;‘
Address |21 5t City: [Los Padres State:  [Ca
Cantact |M cCoy, John
Material Cost | $1.182.43
kA [ $E31 18 Description Mew Fireplace with brick
facing and standard
rnartle
Total Cost | $1.51361
With Overhead: | $2,085.65 =1
Prirt A ecord|
Recard: ﬁj_-]l 1 M of 15

S[C]UI3{SM[EM A Print Record command button added to a form
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Inzert Hyperlink
Link to: Text to display: I ScreenTig... |
=] Laak in: ’J Osharne _'] | @l E?,l
Existing File or
Weh Page [ Dicks. aif 2l Bookmark. .
Current ) ponorMames.txt:
. Faolder |1
g |='= DonarMarmes. <l
Object in This ;l:lsa DonarMames., xsd =l
Database Browsed |Z] Donars.bxt
Pages |4 Doug.gif
||=8] EMPLOYEE DBF
Create Mew Recent I&E‘ EMPLOYER.DET
Page Files  [f®] Entries by Alpha Card.htm
[Z] Entries by Year Text.bxt |
Address: I _j
E-mail Address
o | Cancel |

2. Enter the filename for the hyperlink, a Web address (URL), or a local area network
address (for example, \\computername\pathname) in the Address text box as follows:

Select the file from the list

If the file you want to jump to is in the current folder, type the filename preceded

by two periods and a back slash; for example, ..\HomeTech Repair.mdb

the object to which you want to jump.

database. Click OK.

Select Place in Document

Select an object in this database:

If you are not in the current path, type the entire path and filename
Click the Browse for File button (the open folder icon)

Click Bookmark to open the Select Place in Document dialog box where you can specify

Click the plus sign next to Tables and select Employees from the list of tables in the

Tables

Applicants

Bid Data

Copy of Bid Data

Cuskomers

Lost Bid Archive
Mermbers

Mew Bids

Mew Business
Switchboard Thems
Time Tests
‘Waorkorder Crosstab

Cancel

[ ox ]
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5. Enter Lookup Employees in the Text To Display box to see it in the hyperlink instead
of the address.

6. Click ScreenTip and enter Display Employees table in the Set Hyperlink ScreenTip
dialog box, and then click OK. The default is the complete hyperlink address.

Set Hypeilink ScreenTip

ScreenTip bext:

IDispIav Employees table|

Moke: Custom ScreenTips are supported in Microsoft
Internet Explorer wersion 4.0 or later,

CK l Cancel |

7. Click OK to close the Insert Hyperlink dialog box. Access creates the hyperlink in the
upper-left corner of the form.

8. Drag the hyperlink control to the position you want in the form design.
You can test the new hyperlink in the form design by right-clicking and choosing Hyperlink |
Open Hyperlink from the shortcut menu. When you switch to Form view, the hyperlink appears

as an underlined label. Rest the mouse pointer on the hyperlink to see the ScreenTip. Click on it
to open the Employees table in Datasheet view.

EE Roster : Form | _ (O] x|
Ernployee ID: IIE Specialty: |Engineering

Firsk Marne: !Bryan Commenks: In business far
17 years
Last Marne: lFerreII

Lookup Emgloytes

Dizplay Employees table
Record: 14 ¢ 1 v prrfe®| of 42

-

Use the Form for Data Entry

Forms are the principal user interface with the database information. The user can view all the
data, search for specific records, enter new records, and edit existing records. To accomplish these
tasks efficiently, the user must know how to get around in the form and how to move through
the records in Form view.

To open a form in Form view where you can view and edit data, double-click the form name
in the Forms page of the Database window or select the form name and click Open. In Form
view, you can add a new record by clicking the New Record button to show a blank form. You
also can edit existing records using the navigation tools or the Edit menu.
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Size the Form

If your form isn’t maximized to fill the Access window, you can adjust the form window to fit
the form. In Design view, drag in the form boundaries to fit the contents of the form, switch to
Form view, and do the following;:

1. If the form window is maximized, click the Resize button in the title bar to reduce it.

2. Choose Window | Size To Fit Form. Access adjusts the window around the form
boundaries.

H 3. Click Save to save the new form size.
| |

If the form’s Default View property is set to Single Form, the window is cropped or expanded
to fit the displayed record. If a single record is too large for the screen, Access expands the
window to display as much of the record as possible.

If the Default View is set to Continuous Forms, Access crops any partial record showing at
the bottom of the screen. If only one record fits in the window, Access expands the form window
to display as much of the record as possible.

Navigate in the Form

As with datasheets, you can operate in two different modes in a form: navigation and editing. In
navigation mode, the cursor moves to other fields; in editing mode, it moves among characters
in a field. The keypresses have different consequences depending on the current mode. For
example, in editing mode, pressing RIGHT ARROW moves the insertion point one character to the
right. In navigation mode, it moves the cursor to the next field and usually selects the value.

To change modes, do the following:

B To switch from editing mode to navigation mode, press F2 or click in a field label.
You also can press TAB or SHIFT-TAB to leave editing mode and move to another field.

M To switch from navigation mode to editing mode, press F2 or click in the text box.

Clicking the navigation buttons at the bottom of the form moves the cursor to the first,
previous, next, or last record. You can enter a specific record number to move to that record.
Choosing from the Edit | Go To menu also moves the cursor to other records. These methods
move the cursor to the same field in another record.

Change the Tab Order

Each time you press TAB in Form view, the cursor moves to another field. The progression of the
cursor through the fields in the form is called the tab order. Each text box control is assigned a
tab index number indicating its position in the sequence. The first control in the order has 0 as
the tab index number; the second, 1; and so on. Access sets the tab order to match the order in
which the fields were added to the design.
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To change the tab order so that the cursor moves more logically through the records:

1. Open the form in Design view and click in the detail section.

2. Choose View | Tab Order. (The Tab Order command can be in the expanded View menu.)
The Tab Order dialog box opens showing a list of all the text box controls in the detail

——

section.
Tab Drder
— Seckion Custom Order:
e e | |Workorder Mumber =
) || ity
& Detai [ state
" Form Footer || Supervisor
- | |BidMumber
Click o select a row, or Material Cost
click and drag to select =] Labor Cast
multiple rows, Drag 1 Description
selected row(s) to move [
: Address
therm ta desired tab T contact
order, 3 -Orac z

QK I Cancel | Auta Order |

3. To reposition a control in the tab order, move the mouse pointer to the row selector and
drag the row to a new position. You can also select a group of rows and reposition them
as a group.

4. Repeat step 3 until you have the order the way you want it, then click OK.

Clicking the Auto Order button in the Tab Order dialog box rearranges the controls
in order from left to right and top to bottom. If this is the way you want the cursor to
move through the fields, click Auto Order instead of moving the controls by hand.

Locate Records

Searching for specific records by examining the value in one or more fields is just the same in a
form as in a datasheet. Use the same Find and Replace dialog box to specify the search string
and the scope of the match, whether you want to search all of the field or only part of it.

To display a specific record in the form, place the insertion point in the field that has the
value you are looking for and click Find or choose Edit | Find. If you want to replace the current
field value with another, choose Edit | Replace or click the Replace tab in the Find and Replace
dialog box. Refer to Chapter 5 for more information about using Find and Replace.

Sort and Filter Data in a Form

Once you are viewing data in the form, you can filter the records just as in a datasheet: use Filter
By Selection, Filter By Form, Filter For Input, or Advanced Filter/Sort. To sort records in the
form, place the cursor in the field you want to sort on and click one of the Sort buttons. You can
also enter filter and sort expressions in the form’s property sheet.
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If the form is based on a table or query that already has a sort order or filter saved with it, the
form inherits both properties. A sort order is automatically applied to the records in the form.
Whether the filter is automatically applied to the records in the form depends on the status of
the table or query when you created the form.

M If the table or query was open and the filter applied when you created the form, the filter
? is automatically applied to the records in the form. The word “(Filtered)” will appear to
the right of the navigation buttons at the bottom of the form and “FLTR” appears in the
status bar to remind you of the filter. To remove the filter, click the Remove Filter button,
which appears pressed in when a filter is applied, or choose Records | Remove
Filter/Sort.

The filter is not saved with the form. Therefore, if you close and reopen the form, you
see all the records.

B If the table or query was closed and saved with the filter, the filter is inherited by the
? form but is not automatically applied. Click the Apply Filter button or choose Records |
Apply Filter/Sort.

To disable all filtering of records in the form, set the Allow Filters property to No.
This disables the Filter By Selection, Filter By Form, Filter For Input, and Advanced
Filter/Sort.

View Multiple Records

If you want to see more than one record on the screen, you can switch to the form’s Datasheet
view or change the form’s Default View property from Single Form to Continuous Forms. When
you choose Form View from the View button or from the View menu, the form appears with as
many records as will fit on the screen. Home Tech Repair uses a form named Roster as a quick
way to look up employees. When the Roster form is set to Single Form, only one record appears
on the screen, as shown in the following illustration. The user has resized the Form view window
to fit the form by choosing Window | Size to Fit Form.

Microzoft Access Enterprize Edition =
- File Edit Yiew Inset Fomat Becords Tools | Window | Help Type a questin forhelp =
g ~ HESaY ¥ B @ Tile Harizortally
| -|| Tahoma .3 o Tile Vertically
Lascade
E2 Roster : Form Arange lcons
’ Employee ID: Ilm Specialty: Ll
First Mame: |Bryan Carnrents: = -
Size to Fit Form M
: | 40
e Al 1HTR11 : Database [Access 2002 file format)
2 Roster : Form
Recard: |<| 4 || 1k | >||>ane| of 13
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Bl Roster : Form _ (O] x|
Employes ID: ﬂﬂ Specialky: IEngineering &

e IBryan Commenks: In business for
17 vears
Lask Marne: lFerreII

Employes ID: lll Specialky: IEngineering
Eiebname: IBen 7, Commenks: Joined

company in

Lask Marne: IC|DLIE| 1392

-

Employes ID: |12 Specialky: ICarpentry
First Mame: ISeIma Comments: Experienced in

all bvpes of

Last Mame: IGunderson waod warking

Employes ID: |13 Specialky: IFinishing 1 0

First Mame: IDavid L Comments: one of the best
painkers in bawn
Record: |d| i ” 1 |§E8 I’liﬂil of 12

SO {=MA[M The Roster continuous form

Figure 10-10 shows the same Roster form with the Default View set to Continuous Forms.

Create a Multiple-Page Form

Access offers two ways to create a multiple-page form: inserting a page break control or adding
a tab control. A page break separates the form horizontally into two or more pages, which are
separate controls. To move sequentially among the pages, press PGUP or PGDN. Tab controls
produce multiple-page forms that combine all the pages into a single control. To move between
pages in a tab control, click the desired tab.
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Add a Page Break

To insert a page break, click the Page Break Control tool in the toolbox, then click in the

= form where you want the split. Access shows a short dotted line at the left border where
—_| the break occurs.

Pages are not necessarily full-screen height. If you want every page to be the same size and
show only one page at a time, design the form with evenly spaced page breaks. Use the vertical
ruler to help place the page breaks evenly.

After placing the page break, change some of the form properties as follows:

B Change the Cycle property on the Other tab from the current default All Records to
Current Page, which keeps you from moving to the next page when you press TAB at
the last control in the tab order on one page.

B Change the Scroll Bars property on the Format tab from Both to Horizontal Only to
remove the vertical scroll bar. This prevents scrolling to a different page. If the form

is not wider than the screen, you can set the property to Neither and remove both
scroll bars.

Switch to Form view and press PGDN and PGUP to see if the page breaks are properly placed.

Add a Tab Control

Tab controls are easier and more efficient than page breaks because all the pages in the form
belong to a single control. Tab controls are useful for presenting groups of information that can
be assembled by category. They are also widely used in dialog boxes.

To add a tab control to the Roster form:

1. Open the Roster form in Design view and maximize the window.

2. Drag the lower form border down to make room for the tab control.
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3. Click the Tab Control tool in the toolbox and draw a tab control frame in the lower half
of the form design across the width (see Figure 10-11).

4. Press SHIFT and select the Employee ID, First Name, Last Name, Specialty, and Picture
fields in the Roster form and click Copy on the toolbar.

5. Right-click in the tab control and choose Paste from the shortcut menu. The controls
from the Roster form appear in the first page of the tab control.

6. Click the Field List button if the list is not already showing, then click the tab for the
second page in the tab control and drag the SSN, Hourly Rate, and Billing Rate fields
from the field list.

7. Copy the Comments field from the form to the second page.

] Microsoft Dffice Access 2003 =] E3

© Fle Edit “iew Inset Fomat Tool:  Window  Help Type aquestion for help - =

E- dB SR kDB F9-0- 0 FFE aFN03-

EE Roster : Form

H|5pecialty

Comments

Employees

Employes 1D
First Mame
Last Marme
55N
Address
ity
i State
Aa ab|l [ 2 @ 2 zIp

B = 8 Work Phaone

Pager

=l =

= [ Type
: i1 [Specialty

Design Wiew 4

SIC{UI{SN[AKI A new tab control
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8. Double-click in the first page to open the property sheet and change the Caption property
to read Employee Info, then click in the other page and change its caption to read Rates
and Comments.

9. Select the Picture control and change the Size Mode property to Stretch.

10. Delete the controls from the upper half of the form and reduce the form height to show
just the tab control, then switch to Form view. Figure 10-12 shows two copies of the
form so you can see both pages.

To add another tab or delete a tab, right-click the tab control border and choose Insert
Page or Delete Page. When you delete a page this way, the last page to be inserted is

deleted. You can also right-click on the tab of a page and choose Delete Page to remove
that page.

Customize a Tab Control

Two property sheets are used to customize a tab control: the tab control property sheet and the
page property sheet. To customize the tab control as a whole, double-click the control border

B3 Roster Tab : Form =] 3

Employee Info | Rates and Comments |

Employee |D: | E Specialty: lEarpentry

First Mame; Selma ‘wiork Phone: [E19) B85-7243
Lazt Name; |G underzon Pager: I

Record: Hl 4 || el |- | 'l|'¥| of 13
5 Copy of Roster Tab : Form

Employee Info  Rates and Comments |

Lazt Mame: |Gunderson SEM: iB‘I 3001743 Corments:  |Experienced in

all types of
Hourly R ate: I $45.00 Billing R ate: | $60.00 wiond working
Address: |825 F 5t Ciky: ILos Padies |D’3. |92'I 1

Record: |<| 4 || R | bllb!l of 13

SO {=NOAPE A two-page tab control
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outside of a page to open the property sheet. For example, you can change the style to show tabs
or buttons and specify multiple rows of tabs. To set individual page properties, double-click in
the page area. You can enter the text you want to show on the tab or even add a graphic to it.

Add Special Controls

In addition to images, unbound option groups, lines, and rectangles, there are other special
controls that you can add to a form design to enhance its appearance or provide additional
information. Calculated controls can combine data from more than one field into processed or
summary information. As you saw in Chapter 9, there are also many ActiveX controls you can
add to a form.

Add Calculated Controls

It often is helpful to include a calculated field in a form or report. For example, in the last chapter,
we used a query to add two calculated fields to the Current Workorders form. You can also add
a calculated field to a form directly without using a query.

An unbound text box control usually is used for a calculated field but you can use any control
that has a Control Source property, which tells Access where to get the information to display.
Combo boxes, list boxes, bound and unbound object frames, toggle buttons, option buttons, and
check boxes all have a Control Source property.

After adding the control to the form design, enter the expression in the Control Source property
box. You can also type the expression directly into the calculated control box. Be sure to precede
the expression with an equal sign in both cases.

Add an AutoDial Control

You can use the Command Button Wizard to create a command button that you can click to
dial a selected phone number automatically. To use the AutoDialer, you need to have a dial-up
modem connected to your computer and a regular telephone connected to the same line. To add
this special control:

1. Open the form in Design view.

ﬁ"\ 2. Make sure the Control Wizards button in the toolbox is pressed in, then click the
'+ Command Button tool.

3. Click in the form where you want the button.

—l 4. In the first Command Button Wizard dialog box, click Miscellaneous in the Category

box, then click AutoDialer in the Actions box. Click Next.
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5. Choose one of the pictures of a telephone and click Finish.

B3 Roster : Form - (O] x]
» Employes 10: iE Specialty: |Carpentry %
Fist Mame: ISeIma Comments: Expetiznced in
all bypes of
Lask Marne: IGunderson wood working

Lookup Emplovess wWark Phone: I(619) 555-7243
Pager: I
Record: HI 1 || =|NEE | bI!HIEI of 13

AutoDialer

Murnber:

oK | Cancel | Setup... |

When you click the button in Form view, the AutoDialer dialog box opens. If you have
moved the cursor to a telephone number field before clicking the button, the number appears in
the box. If not, you can enter a number in the empty Number box. Choose OK to dial the number.

The Setup button in the AutoDialer dialog box opens a dialog box where you can set
the modem properties. Also note that you need a dial-up modem connected to your
computer and a regular telephone connected to the same line. People with broadband
Internet connections no longer have their dial-up modem jacks connected to anything!

Create a Hierarchical Form

A hierarchical form usually consists of a main form and one or more subforms. The main form
shows data from records on the “one” side of a one-to-many relationship; the subforms show
related data from records on the “many” side. You can use the Form Wizard to help you create
the form and subform at the same time or, if you already have the subform designed separately,
you can simply add it to the main form design.

Use the Form Wizard

You can create a form and a subform at the same time using the Form Wizard by choosing
fields from related tables. For example, to create a hierarchical form showing the list of work
orders currently active for each customer, choose fields from both tables. The Form Wizard will
figure out how the tables are related, and decide which data goes in the main form and which
in the subform.

To create the Workorders By Customer hierarchical form:
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1. Start the Form Wizard with the Customers table and in the first dialog box choose the
Customer ID, First Name, Last Name, and Billing Address from the Customers table.

2. Choose the Workorders table in the Tables/Queries list and add the Workorder Number,
Bid Number, Start Date, Completion Date, Supervisor, Material Cost, and Labor Cost
fields. Click Next.

The second dialog box (see Figure 10-13) asks how you want to view the data—in other
words, which records go in the main form and which in the subform. Access has assumed
that the Workorders data (on the “many” side of the relationship) goes in the subform. The
other two options in the dialog box let you specify whether the data is to be arranged as a
single form with a subform or as two separate forms linked by a common field value.

3. Accept the default options and click Next. The next dialog box offers four layouts for
the subform: Tabular, Datasheet, PivotTable, and PivotChart. Choose Datasheet and
click Next.

4. Choose the style for the form in the next dialog box.
5. Enter the name Workorders by Customer Form for the main form, leave the default

name for the subform, then click Finish.

Figure 10-14 shows the completed hierarchical form with a few modifications such as a title
in the form header. The columns in the subform also have been resized to fit the screen. You can 1 0

Howe da you wank ba view your
i |

Customer ID, First Name, Lask Mame, Billing
Address

‘Warkorder Mumber, Bid Mumber, Skart Date,
Completion Date, Supervisor, Material Cost,
Labor Cost

s Form with subformis) " Linked Forms

Cancel | < Back | Mext = | Einish |

HICIU/NARE Creating a form with a subform
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Subform Main form

B Workorders by Customer Form
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T— Main form’s navigation buttons

The completed hierarchical form

modify the subform in place. To modify the subform design, open the main form in Design view
and click the subform selector or any of the controls in the subform. Modify the subform and its
controls the same as in the main form.

Use the Subform Wizard

You can use the Subform Wizard to create and insert a new subform or insert an existing subform
into a main form. To use the wizard to add the Workorders Subform to a form based on the
Employees table:

1. Create a new form named Workorders by Supervisor based on the Employees table.
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__I # Form Header

—_— — —_— —
Workorders By Supervisor

i
Firzt Mame | Last Hame |Last Name
T

i

Make sure the Control Wizards button is pressed in and click the Subform/Subreport tool
in the toolbox.

Click in the form design and draw an outline where you want the subform. Usually you
will want the subform to span the width of the detail section in the form below the
information in the main form. Once the wizard starts, do one of the following:

B Ifyou are creating a new subform, click “Using existing tables and queries” and
click Next. Choose from the Tables/Queries list and fields lists just as when creating
a regular form with the Form Wizard. Click Next.

M If you have already created and saved the form you want to insert, click the Forms
tab and select Workorders Subform from the drop-down list, then click Next.

In the next dialog box, you can choose from a list of links provided by Access or define
your own. If you choose to define your own, the dialog box includes boxes where you
can choose the fields that link the main form to the subform. Choose the Employee ID
field from the Workorder by Supervisor form and Supervisor from the Workorders
Subform, then click Next.

Enter a name for the subform or accept Workorders Subform and click Finish.
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6. Open the property sheet and click the subform border (not the label).

7. Click the Data tab and make sure the Link Child Fields property refers to the foreign
key in the subform and the Link Master Fields property refers to the linking field in
the main form.

# Subform/Subreport: Workorders Subform
IWorkorders Subform ;l

Format  [Drata |E\-'ent | Other I all |

Source Object . .. Workorders Subfarm) |
Link Child Fields , . . ..o Supetvisar

Link Master Figlds . ., , ... Ermploves ID

Enabled s S es

(Eafe 7T i i i Mo

8. Select the subform label and press DEL.
9. Delete Supervisor from the subform and move the other controls to fill the space.

10. Switch to Form view and double-click the column dividers in the subform to resize
the columns (see Figure 10-15). You can also drag the column dividers to get the
size you want.

B Employees Main Form M=l E

Workorders By Supervisor |

» Employee 1D ||ﬁ |
First Hame ||Elryan | Last Hame I|Ferrell |
Work Phone | e19) 555-3284 | Pager | cai18) 55-6868 |
Wiorkorder Numberl Bid Murnber | Start Date | Completion Date | haterial Cost | Labor Cost
» (016 98-126 7i23/2003 7/30/2003 $250.00 $125.00
|03 95-122 7072003 7i20,2003 $400.00 $1,100.00
|00 95-101 272572003 3/10,2003 F472.50 Fa72 50
(009 95-117 B/22/2003 B/26/2003 $1,100.00 $450.00
*

Recard: 14] 4 | 1 v [ri]r=] of 4

Resard: |<| { || 1 ¢ |H|m| of 13

FICUR{ZNOAEN The Workorders by Supervisor form with a subform
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Add a Subform Without the Wizard

If you have already created and saved the form you want to insert into the main form as
a subform, the easiest way to insert it is to drag it to the form design from the Database
window. To do this, open the main form in Design view and tile the window vertically
with the Database window. Drag the subform icon from the Forms page of the Database
window to the detail section of the main form. After placing the subform, check the
Source Object and linking properties as before.

Use the Hierarchical Form

To move from the main form to the subform, click in the subform, usually in a record selector or
an editable area. To return to the main form, click an editable control or its label. When you are
working in Navigation mode, special key combinations move the cursor from the subform back
to the main form; for example:

B CTRL-TAB Moves the cursor through the sequence of editable controls in the main
form, then moves to the first record in the subform. Pressing the combination again
moves to the first control of the next record in the main form.

B CTRL-SHIFT-TAB Moves the cursor to the previous control in the main form or, if
anywhere in the subform, it moves the cursor to the last control in the tab order of the
main form.

B CTRL-SHIFT-HOME Moves the cursor to the first editable field in the main form even
if it was pressed while the cursor was in the subform.

Each form has its own set of navigation buttons that you can use to move among the records.
The subform also has a vertical scroll bar to move other records into view. You can add new
records, or edit or delete existing records in either the main form or the subform using the standard
data entry techniques. You can also sort records and set filters to limit records in either the main
form or the subform using standard sorting and filtering methods.

Make sure the cursor is in the right place—in the main form or the subform—before you
try to add or delete records.

Modify a Subform

The complete subform design is included with the main form design. You can make changes to
it in place. Select the control in the subform that you want to change and change as usual. If you
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want to work on the subform in its own window, right-click the subform and choose Subform in
New Window from the shortcut menu. You can also choose View | Subform in New Window.

i

Wiew
Diesign iew

Form Wiew

[ratazhest Wiew
PivotT able iew
PiwotChart Wi

Subfarm in Mew Window %J

Properties F4

Ei0EE

The subform control in the main form is a separate control and has different properties
than the subform object. To select the subform control, click on one of the subform
boundaries. To select the subform for making changes in the subform itself, click the
form selector for the subform.

—

Add Custom User Guidance

You have already seen some of the ways you can get help from Access. When you move the mouse
pointer over a toolbar button, a ControlTip pops up displaying the name of the button. The status
bar displays messages related to the current activity or object, including the description you
entered for the fields in your table design. When you design your own application, there might
be times when a quick reminder can help with entering data, creating a filter, or printing a report.
Access lets you create your own custom tips and status bar messages as properties of a form

or report.

The ControlTip Text property specifies the message that appears when you rest the mouse
pointer over a control in the form. Short tips are best but you can enter up to 255 characters. To
create a ControlTip, select the control and type the message in the ControlTip Text property box
on the Other tab.

A status bar message is a good way to display instructions for entering data in a control or
explaining the options in an option group. Status Bar Text is a control property for any control on
a form that you select. The message displays when the control gets focus. To specify a message
to display in the status bar, type the text in the Status Bar Text property box on the Other tab. You
can enter up to 255 characters but the amount of text displayed is limited by the space across the
status bar.

Add Data Validation

Access offers several ways to validate or restrict data that is entered in forms. You can create
controls such as check boxes that limit the data to Yes/No values or a list box that requires a value
be picked from the list. You can also set certain form and control properties that will do the job.
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Validate with Properties

When you designed your tables, you set field properties that would help ensure valid data. You
created input masks, entered validation rules, and specified default values for some of the fields.
This is the preferred way to validate data because you must do it only once. Any bound control
that you add to a form inherits the properties you set in the table design. If you wait and add the
validations and restrictions to a form, you must do it for every form that refers to that data.

However, there might be times when you want to superimpose more validation in the form.
For example, you might want to display different error messages when the data is invalid or
prevent entering data in a field altogether. If you want to validate unbound controls, you must do
it in the form design. The validation rules for controls in a form are created just the same as for
a field in table design.

You can combine property settings to accomplish specific purposes. For example, if you
want the form to be read-only, set Allow Edits, Allow Additions, and Allow Deletions to No.

If you have set one of these properties in the table design and set the same property to
a different value in the form design, the bound control property in the form overrides
the field property.

The Enabled property determines whether a control can have focus. The Locked property
determines whether data can be changed in Form view. Combining the two settings for a control
can create custom results as shown in Table 10-1.

You can also combine the Enabled and Tab Stop properties. If you set Enabled to Yes and
Tab Stop to No, users cannot select the control by pressing TAB but can still select it by clicking
the control or its label.

Validate with Events

Attaching macros or event procedures to form and control event properties can give you
additional flexibility and power over data entry. For example, you can require that at least two of

Enabled Setting Locked Setting Results

Yes Yes Control can receive focus. The data is displayed normally
and can be copied but not edited.

Yes No Control can receive focus. Use this combination to allow
editing of objects in unbound object frames. The data is
displayed normally and can be copied or edited.

No Yes Control cannot receive focus. Data is displayed normally but
cannot be copied or edited.

No No Control cannot receive focus. Control and data both appear
dimmed and are disabled.

QGRS  Combining Enabled and Locked Properties
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three fields must be filled in before you can save the record. You would also use an event
procedure if the validation refers to controls on other forms or if the control contains a function.
If you want to validate the data before the whole record is updated, add the procedure to a
form event. To validate the data before moving to the next control, add the procedure to a control
event. Table 10-2 shows a few of the form and control events that can be used for data validation.
See Chapter 15 for more information about events and their sequence of occurrence. You will
also see how to create the macros that will validate the data.

Event Description

Before Update (form) Rule enforced before saving new or changed data in a record
On Delete (form) Rule enforced before deleting a record

Before Update (control) Rule enforced before saving new or changed data in a control
On Exit (control) Rule enforced before leaving the control

VAN (o278 Data Validation Events
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How to...

B Create and save a new report design
Preview and print the report
Modify the report design

Sort and group records in the report
Add a subreport

Design a multiple-column report

Print mailing labels

This chapter introduces you to the Police Department database, which is used 24 hours a day
by a local police department. It is a user-interactive system that tracks incidents and maintains
records of all persons who report or who are involved in activities that require police attention.
The database consists of four tables:

M Alpha Card Maintains a list of all persons who have filed a report, called in an
incident, or might be a suspect in an incident.

B Alpha Entry Contains details of all the reports and is related to records in the Alpha
Card table.

B Explanations Contains a more detailed version of the police shorthand Entry
descriptions.

B Penal Codes Provides a lookup list and contains the Penal code numbers with their
descriptions.

The Police database provides the opportunity to see how to create simple and more complex
reports. It is important to the department to be able to summarize crimes and maintain records of
the incidents. So let’s get right to work creating reports that are useful to the Bayview City Police
Department.

Start a New Report

Although you create Access reports using many of the same techniques you use for forms, the
design concepts of forms are different from that of reports. Forms deal with data and the processes
of data management such as data entry, validation, and retrieval. Reports, on the other hand, deal
with information derived from the data and are more widely distributed, often to people who
might never have seen a computer. Therefore, reports must be self-explanatory and focus on the
purpose of the report in plain language.

The Access Report Wizards help you prepare many types of reports, from simple ones that
contain complete information from one or more tables to reports that calculate and summarize
information and present it in a variety of visual representations including charts and graphs. You
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can also create multiple column reports to be used for printing mailing labels of all kinds and use
Access tables for mail merge applications.

As with most Access activities, there are several ways to start a new report design; you can
begin from anywhere in the Database window. Use one of the following methods to open the
New Report dialog box:

B Click New on the Reports page of the Database window.

3

B Choose Insert | Report from any object page.
B Click the New Object button and choose Report from the list.
B Click Tables or Queries under Objects and select a table or query name, then choose
Insert | Report or click the New Object button and choose Report from the list.
New Report E
B?‘_" AukoReport: Columnar
her = AutoReport: Tabular
Create a new report without E:;;me;rg

using a wizard,

Choose the table or guery where I LI

the object's data comes From:
[a]'4 I Cancel |

The New Report dialog box offers six ways to create a report, including three wizards and
two AutoReport layouts. If you have selected or opened a table or query before starting the new
report, that name also appears in the dialog box.

The next step is to choose the method you want to use from the New Report dialog box list
and select a table or query as the basis for the report, if desired. You must select a table or query if
you want to choose one of the AutoReports. If you choose one of the wizards without first selecting
a table or query as the basis, you can select one from the first wizard dialog box. If you choose
Design View without naming a table or query, you will not have access to any field names
unless you enter a table or query name in the Record Source property; but you can add other
non-data-related controls to the design. Click OK after making the selections in the New Report
dialog box to move on to the report building process.

Use the Report Wizard

The Report Wizard behaves much like the Form Wizard. It presents you with a series of dialog
boxes that guide you through the design process. Most of the dialog boxes present the same kinds
of options but the Report Wizard includes a couple of new ones that let you choose the sorting,
grouping, and summarizing features.
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In our first example, use the Report Wizard to create a report based on the Alpha Entry by
Code Query, which limits the data in the Alpha Entry table of the Police database to only those
with a numeric incident code. This screens out the employment fingerprint and traffic collision

reports that do not involve a crime.

Figld:
Table:
Sart:
Show:
Critetia:
ar:

Entryio = Index Entry DR Code Drabe

Alpha Entry Alpha Entry Alpha Entry Alpha Entry Alpha Entry Alpha Ent
<=0

4

’

To create this new report with the help of the Report Wizard:

1. Open the New Report dialog box and choose Report Wizard. You also can simply

double-click the “Create report by using wizard” option on the Reports page of the
Database window.

2. Click the down arrow in the Tables/Queries box, choose the Alpha Entry by Code Query
as the basis for the report, and then click OK.

3. In the first dialog box, choose the fields you want to include in the report from the tables
and queries in the database. Select all the fields in the Alpha Entry by Code Query and

click Next.

4. In the second dialog box, the wizard asks if you want to group the records by any of the
field values. Select Code as the name of the field by which you want to group and click
the right arrow (>), as shown in Figure 11-1.

B If you change your mind, select the field name and click the left arrow (<) to remove

the group designation. The up and down arrows near Priority change the grouping
order level.

If you are grouping on a field with numeric values, you can group by an interval

such as 50 or 100. Click Grouping Options and choose from the drop-down list in
the Grouping Intervals dialog box.

Grouping Intervals

Wwhat grouping intervals do you want For group-level Fields?

Group-level fields:

|code

Grouping intervals:

Marmnal \
10s
S0s
1005
S00s
10005

Cancel

di

S000s

100005
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B If one of the fields you are grouping on is a number or currency field, the Summary
Options button becomes available in the next dialog box. You’ll learn more about
adding summaries in a later section.

5. Click Next to move to the next dialog box, which like the grouping level dialog box is
unique to the Report Wizard. This dialog box asks if you want to sort your records
within the groups in other than primary key order. The groups are automatically sorted
in ascending order by the group field value. Figure 11-2 shows a sort specified by date in
ascending order. You can sort on up to four fields by clicking the arrow next to the sort
box and choosing the field from the list. If you want the sort in descending order, click
the Ascending button to the right of the sort box. When you are done, click Next.

6. In the next dialog box (see Figure 11-3), you select the layout you want for the report
and the print orientation. Choose a format and look at the sample in the left pane. For
this example, select Align Left 1 and click Next.

If you have selected a lot of fields, you might want to change the print orientation to

landscape.

Add grouping field Clear grouping field

Report Wizard

Do ywou want to add arjy grouping
lervels? | |E|:|de

1

| EntryMo, Index, Entry, DR, Date,
Purge, Rematks

EntryMo )
Index il
<

Remarks Priority:
@
Grouping Options ... Cancel = Back Mext = Finish
|A
Set grouping intervals Change grouping level

HICU{=NUBYI Choosing Code as the grouping level
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what sort order and summary information do wou want for detail records?

‘You can sort records by up to Four fields, in either
ascending or descending order.

1 m j Ascending

2 | j Ascending

3 | j dscending

4 | j Gacending

L1

Summaty Opkions ...

Cancel | % Back | Mext = Einish

HIC{O{=UBVE Specifying the record sort order
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CLawvout Orientation
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7. The next wizard dialog box offers six different styles from which to choose.

8. In the final dialog box, enter Alpha Entry by Code Report as the report name

and click Finish.
Figure 11-4 shows a Print Preview of the Alpha Entry by Code Report generated by the
Report Wizard.
Zoom  Two Pages Zoom
One Page Mulitple Pages Office Links

Microsoft Uffice Access 2003 [Alpha Entry by Code Report]
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The Alpha Entry by Code Report in Print Preview
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If you also want to see an interpretation of the code with the code number in the group
header, add the Description field from the Penal Codes table to the query.

If some of the fields seem incomplete, you can switch to Report Design view and resize
them to fit the contents.

Preview and Print the Report

When the Report Wizard has finished creating the report design, you can go directly to the report
Design view to make changes or preview the report as it will be printed. If you have not used the
Report Wizard or you just want to preview an existing report, select the desired report name in
the Reports page of the Database window, then do one of the following:

B Click the Preview button in the Database window, choose File | Print Preview, or simply
press ALT-P.
El M Click the Print Preview toolbar button.

B Right-click the report name in the Reports page and choose Print Preview from the
shortcut menu.

Work in the Print Preview Window

The Access Print Preview window (refer to Figure 11-4) offers all kinds of ways to view the
report including moving around within and among pages, looking at several pages at once, and
changing the magnification so you can see the details more clearly.

The horizontal and vertical scroll bars enable you to move about on the current page. The
navigation buttons at the bottom of the Print Preview window let you move among pages in the
report. Click one of the buttons to move to the first, previous, next, or last page of the report. You
can also enter the page number in the page number box and press ENTER to move to a specific page.

To close the Print Preview window, do one of the following:

B Click the Close toolbar button

M Press C or ESC
M Choose File | Close

If you open a report in Design view and then switch to Print Preview, clicking the Close
toolbar button or pressing CTRL-C or ESC returns to Design view. However, choosing
File | Close or clicking the Close button in the upper-right corner of the Print Preview
window closes the Design view window too.

When the Preview window closes, you return to the Database window or the report Design
view, depending on where you were when you opened the Print Preview.
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View Multiple Pages

Previewing several pages at once can help you find pages that have too much white space or
another format error. Using the Print Preview toolbar buttons, you can view one or two pages
adjusted to fit the screen or up to 20 pages arranged in four rows of five pages each.

To view one complete page at a time, do one of the following:

B Click the One Page toolbar button.

B Right-click and choose One Page from the shortcut menu.
B Choose View | Pages and choose One Page from the list.

To view two or more complete pages adjusted to fit the screen, choose Fit in the Zoom box
and use one of the following methods:

B Click the Two Pages toolbar button.

B Click the Multiple Pages toolbar button and drag the mouse pointer over the grid to
select the number of pages and the arrangement you want.

L] —
ElElEIE]

11 Pages

B Choose View | Pages and choose the number of pages from the list. You have a choice of
1,2,4,8, or 12 pages.

B Right-click and choose Multiple Pages from the shortcut menu, then drag the mouse
pointer over the grid to select the number of pages and the arrangement you want to see.

4 Multiple Pages k
(5N Page Setup...

=3 -
=4 Erint... Cancel

To return to previewing a single page, click the One Page toolbar button.

Change the Magnification

When you first open the Print Preview window, the report is automatically displayed to fit a
single page vertically on the screen. You can increase or decrease this degree of magnification to
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almost any value or ask Access to adjust the report to fit on the screen. Click the Zoom toolbar
button to toggle between Fit and the most recent magnification you set. To change the magnification,
click the arrow next to the Zoom combo box on the toolbar and choose a percentage between 10
percent and 1000 percent from the list, or enter a value and press ENTER.

Additionally, you can right-click anywhere in the report preview and click Zoom in the shortcut
menu, where you have the same choices as with the toolbar Zoom button.

When the mouse pointer passes over the report preview, it changes to a magnifying glass you
can click to zoom in and out in the report. This alternates the preview between Fit and the last
percentage you have chosen. When the glass shows a minus sign (), clicking zooms out, making
the preview less magnified; clicking the magnifying glass with a plus sign (+) zooms in on the
area where the pointer was when you clicked it.

Use the Layout Preview

Layout Preview is another way to preview a report. The window looks like the Print Preview
window but shows just enough data to demonstrate every section of the report. This can help you
verify that your new design is doing what you want. Layout Preview is available only from the
report Design view. To see the Alpha Card with Entries report in Layout Preview:

Print Preview window from the Design view, click Close to return to the Design view.

E E 1. Click View and choose Design View, or choose View | Design View. If you opened the

2. Click View and choose Layout Preview, or choose View | Layout Preview. The report is
reduced from 15 pages in Print Preview to two pages.

3. To return to Print Preview, close the Layout Preview and switch from Design view to
Print Preview.

Print the Report

You can print the report from the preview window, from the Design view, or from the Database
window without opening the report. Printing from the Layout Preview does not print the
complete report, only the layout pages. Clicking the Print toolbar button or selecting Print from
the shortcut menu sends the report directly to the printer without opening the Print dialog box.
Choosing File | Print opens the Print dialog box, where you can select other print options.

If you want to change any of the page options such as the margins, the page layout, the
printer selection, the number of columns on the page, or the page size, you must run Page Setup.
After setting the page specifications, you can choose the print options such as number of copies
and the range of pages to print.

Run Page Setup

You can open the Page Setup dialog box from any view of a report or from the Database window
without opening the report by choosing File | Page Setup. If you are in the Database window,
select the report name before choosing Page Setup. If you are previewing the report in either the
Layout or Print Preview, you can also click the Setup toolbar button or right-click in the report
and choose Page Setup from the shortcut menu.
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The page settings are stored with the report; they must be set only once to be in effect every
time you print the report. The Page Setup dialog box has three tabs: Margins, Page, and Columns.

B Click the Margins tab to set the width of each of the four page margins and choose
whether to print only the data, without any of the labels or other unbound objects.

Page Setup E

Margins I Page I Colurnns I

—Margins {inches) —Sample

Top: I 1

Baoktarn: | 1

Left: I 1
Right: l 1

™ Print Data Only

ok, I Cancel |

B Click the Page tab to set the orientation of the print on the page (portrait or landscape), 1
select the paper size and source, and select a different printer if you have more than one
in your system. The choice of paper sources depends on the printer you are using.

Margins Page I Columns I
— Orientation
& Porkrait " Landscape
—Paper
Size: ILetter ;I
Source: !F\utomaticallv Select ;I

—Printer for Alpha Card wi...
' Defaulk Printer

" se Speific Printer PBrirtEr: |

QK I Cancel |
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If you want to print using a printer other than the default printer, click Use Specific Printer,
then click the Printer button. This opens a dialog box that displays a list of the printers currently
installed in the system. Select a different printer and click OK to return to the Page Setup dialog
box. After you have made all the desired changes to the page setup, click OK to return to the
previous view of the report or the Database window.

The column options are explained in the section “Design a Multiple-Column Report” later in
this chapter.

Modify the Report Design

Working in the report Design view is almost identical to working in the form Design view; the
controls are the same, although you include fewer types of controls in reports. You use the same
toolbox, select the controls the same way, and set the control properties with the same property
sheets. The method you use to open a report in Design view depends on where you start:

B From the Database window, select the report name and click Design, or right-click the
report name and choose Design View from the shortcut menu.

B From the Print Preview or Layout Preview window, click Close if you previewed the
report from Design view, or click the View button and choose Design View if you
previewed from the Database window.

Examine the Report Sections

The wizard automatically adds page header and footer sections when it creates a report. The Page
Header section contains information that is to be printed at the top of each page, such as the field
names used as column headings. The Page Footer section contains information to be printed at
the bottom of each page, such as the current date and the page number. To toggle the header and
footer sections in and out of the design, choose View | Page Header/Footer.

The Report Header and Footer sections contain information to be printed only once at the
beginning or the end of the report. The Detail section contains the bulk of the data in the report.
Add report headers and footers the same as page sections: choose View | Report Header/Footer.
Choose again to delete both the sections. If there are any controls in one of the sections you try
to delete, Access displays a message asking if you want to delete all the controls in the sections.
Click Yes to delete them or No to abandon the deletion.

The group header and footer sections, which are optional, contain information to be printed
at the top and bottom of each group of records. These sections are used when you group the
records by the values in a specific field, such as by Code in the Alpha Entry by Code Report
shown earlier.

You select a section in a report design the same way as in a form design by using one of the
following methods:

B Click the Object toolbar button and choose the desired section from the list.

B Click the section selector at the left of the section label line.
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B Click anywhere in the section label line.

B Click anywhere in the section, outside of any control.

To change the size of a report section, select the section and drag the lower boundary up or
down. The report and page sections come in pairs, so if you want to remove one, just reduce its
height to zero; the section must be empty before you can do that. When you add a group, you
don’t need to use both the header and footer. You can choose whether you want a group header
or footer, or both, by setting the group properties.

Set Report and Section Properties

Property sheets are opened and used in a report design the same as in a form design; many of the
properties are also the same. Some additional properties that relate to the printed report do not
apply to forms. Some of the special properties include the following:

B  When you create a report with a special title page and you don’t want to print the page
header or footer information on the same page, set the Page Header and Page Footer
report properties to Not With Rpt Hdr. Then, set the report header Force New Page
property to After Section to continue printing on a new page.

B If you want the report footer information printed on a separate page at the end of the
report, set both the Page Header and Page Footer properties to Not With Rpt Hdr/Ftr
and then set the report footer Force New Page property to Before Section.

B  When you create a report based on a table or query that was saved with a sort order or a
filter, the report inherits both properties. If you look at the report properties, you can see
the Filter and Order By expressions that were saved with the table. In addition, the Order
By On property is set to Yes and the records are sorted by the inherited sort order. The
inherited filter is not applied. To change the report or section filter and sort properties,
do the following:

B To apply the filter, set the Filter On property to Yes.

B To remove both the filter and the sort, change the Filter On and Sort Order On
settings to No.

B To change the filter or sort order, type a new expression in the Filter or Order By
property box and set both the Filter On and Order By On properties to Yes.

B To suppress printing a section that contains information, set the section’s Visible
property to No.

Each of the report sections also has a list of properties that you can set to get just the appearance
and behavior you want. For example, you can set a different color or add a special effect.

Page headers and footers have no additional properties but the remaining sections—report
header and footer, group header and footer, and detail sections—share several other properties.
For example, Force New Page specifies whether the section is to be printed on a separate page
rather than the current page. To print a complete section all on one page, set the Keep Together
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property to Yes. To allow a section to expand or shrink to fit the data, set Can Grow and Can
Shrink to Yes.

The group header section has one more property that is unique to that section: Repeat
Section, which is used to specify whether a group header is repeated on the next page or column
when a group spans more than one page or column. The default setting is No. If the group header
contains column headings and other relevant information, you might want to change it to Yes so
it will print at the top of each page or column.

Change the Report Style

One of the Report Wizard dialog boxes offers a list of styles to choose from. If you find you
don’t like the style you selected, you can change to one of the other styles in the list by clicking
the AutoFormat toolbar button in Design view. Click the report selector if you want to reformat
the entire report or one of the sections to reformat only that section. You can also choose Format |
AutoFormat to open the same dialog box. Click the Options button to apply the font, color, and
border formatting selectively. By default, all three options are checked. If you clear them one at

a time, you can see the difference in the displayed sample.

B3 AutoFormat
Report AutoFormats: ok |
|Bold | : .

Criteit | HKAEKE Cancel |
Corporate i
E I HHHE KHEH 5
SDF:E R R :
oft Gray
Customize. .. |
Label above Detail
Control from Detail
— Attributes ko Apply
v Eont [v Colar [+ Border

Add Page Numbers and Date/Time Controls

The Report Wizard automatically adds page numbers and the current date/time to the Page Footer
section of the Alpha Card with Entries report. The page number is an unbound text box control
that you can add to a report design and format in several ways. The date/time field is also an
unbound control and is based on your current system’s date/time settings.

Add a Page Number
If you have not used the Report Wizard but want to add a page number to your report:
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1. Choose Insert | Page Numbers to open the Page Numbers dialog box.

Page Humbers E
% Page N

" Page Nof M Cancel |

—Position
& Top of Page [Header]
" Botktom of Page [Footer]

Alignment;

lCenter _-J

v show Mumber on First Page

2. Choose Page N of M, where N is the current page number and M is the total
number of pages.

3. Choose to see the page number at the top or bottom of the page.

4. Choose the Alignment from the drop-down list: left, center, or right. If the report prints
on both sides of the page, you can also choose Inside or Outside.

5. Clear Show Number on First Page box to prevent printing the page number on
the title page.

—— You Can Change the Page Number
Format

The Page Numbers dialog box gives you a choice of only two formats for the page number text
box; however, you don’t have to stick with those. If you want to include characters with the
values, you can enter your own custom page format in the Control Source property of the page
number text box. Some expressions you might want to use for page numbers are as follows:

Expression Displays

=[Page] 1,2,3
="Entry Report: Page "&[Page] Entry Report: Page 1, Entry Report: Page 2, Entry Report: Page 3
=[Page]&"/"&[Pages]&" Pages"  1/3 Pages, 2/3 Pages, 3/3 Pages
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Add a Date/Time Control

To add the current date and time to the report, choose Insert | Date and Time and choose the
format you want from the Date and Time dialog box, the same as with forms. See Chapter 10
for more details.

Add Page Breaks

If left to its own devices, Access starts a new page when a page fills up. You can add a page break
= control within a section to tell Access where you want a new page to begin. For example, a report
title and an abstract of the report’s contents are all in the Report Header section, but you want them
printed on separate pages. To accomplish this, click the Page Break button in the toolbox and place
the control in the report header section between the controls you want on the first page and those
you want on the second page. Access displays the position of the page break as a short dotted
line at the left edge in the report design.

Save the Report Design

When you create a report with the help of the Report Wizard, the report is saved for you with the
name you entered in the final wizard dialog box. If you don’t use the wizard, you should make a
practice of saving the report design frequently as you refine it. This guards against catastrophe
and gives you a recent starting point if something goes wrong.

- Choose File | Save or click the Save toolbar button or press CTRL-S to save the report without
H closing the Design window. If this is the first time you have saved the report, you are prompted to
enter a name for it in the Save As dialog box.

Save As

Report Name:
Cancel |

There are two other options on the File menu when saving a report design:
B Save As Opens the same Save As dialog box, where you can choose to save the report
design to the current database with the same name or a new name.

M Export Opens the Export Report To dialog box where you locate the folder in which
you want to save the report and enter a report name. See Chapter 18 for more
information about exporting Access reports and other objects.

To close the report, choose File | Close.

Sort and Group Records in a Report

One of the most useful features of Access reports is the ability to sort and group records based
on the value in one or more of the fields. After doing so, you can summarize the information in
many ways to illustrate trends and draw conclusions. You can also change the sort order that the
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report has inherited from the underlying record source. Records can be grouped on Text, Number,
Date/Time, Currency, or AutoNumber field types or expressions containing those field values. Access
will nest up to ten group levels, each group subordinate to the previous group.

Depending on the data type of the group-on field, there are different ways to group the records.
For example, if the field is a Text field, you can group the entire value or the first few characters
of the value. Date/Time values can be grouped by each value or any time increment of the value:
year, day, hour, minute, and so on.

Change the Sort Order

You can remove or reapply the sort order the report has inherited from the record source by setting
the report’s Order By On property. Choose No to remove the sort order or Yes to reapply it. If
you want to use the inherited sort order, you must also set the Filter On property to No.

To sort the records in the report in a different order than the underlying table or query, set the
report’s Order By On property to Yes and its Order By property as follows:

B To sort the records by values in one field in ascending order, type the field name
enclosed in brackets followed by ASC; for example, [Code] ASC.

B To sort the records by values in one field in descending order, type the field name
enclosed in brackets followed by DESC; for example, [Last Name] DESC.

B To sort the records by values in more than one field in ascending or descending order,
type each field name enclosed in brackets followed by ASC or DESC and separated by
commas. For example, the setting [Code] ASC, [Last Name] DESC sorts first by the
Code field in ascending order, then by the Last Name field in descending order. 11

If you don’t specify ASC or DESC, Access automatically sorts in ascending order. The new
setting overrides the inherited sort order without affecting the data source. Be sure to set the Order
By On property to Yes to effect the new sort order.

Add Group Sections

To illustrate grouping records in a report, create a new report based on a query that extracts only
those records from the Alpha Entry table with a value in the Code field. This eliminates Alpha
Entry records not related to a potentially criminal offense.

The Alpha Entry by Code query contains the expression <>0 in the Criteria row of the Code
column in the grid. After dragging the field names from the list to the detail section of the new
Entries by Year report, you can proceed to group the records by the year the incident was reported.

& Reportl : Report _ (O] x|
[:||---|---1---|---2---|---3-------4---|---5---|---Ei

& Detai
" |[osteii] pate |[egesii [coce
# Page Footer

fndex  [erigtio: | [Eniryto|[g
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To add a group section to this report:

1. In Design view, click the Sorting and Grouping toolbar button or choose View | Sorting

= .
= and Grouping.

2. Select the Date field from the drop-down Field/Expression list.

3. Select Ascending as the order in which you want the groups arranged. (The detail
records within each group will appear ordered by the value in the primary key field of
the parent table or query unless you change the report Order By property.)

4. In the lower pane of the Sorting and Grouping dialog box, set the properties of one or
both group sections to Yes to add a group header or footer.

You must choose a group header or footer for Access to group the records. If you don’t
select Yes in either the Group Header or Footer property, the records are only sorted by
the field or expression, not grouped.

5. Select Year from the Group On list and set the Interval to 1.

Sorting and Grouping
Field/Expression Sott Order
=M Date Ascending
=
Group Properties
Group Header es
S Yes Select the walue or range of
gzzﬂ ;:::erval ‘:earl A values that starts a new group,
Keep Together Mo
The Sorting and Grouping dialog box settings will group the records by the year value in the
Date field. The Date groups will appear in ascending order from the earliest year to the latest,
and the report has both a group header and a group footer section. You can see the new Date
group header and footer sections in the design behind the dialog box.
The options available in the Group On property list vary with the data type of the field
or expression entered in the Field/Expression column. For example, if you are grouping

on a date/time field, there are several options for date and time intervals.

The Group Interval property specifies the interval or the number of characters to group on.
For example, you might want to group records by values in a currency field in $50 increments. If
you set the Group Interval property to 50, the first group will include values from $0 to $49, the
second from $50 to $99, and so on.



CHAPTER 11:  Create and Customize Reports and Subreports 273

You can set the Keep Together property to Yes to prevent a group that occupies less than a
page from being split over two pages. If the group is larger than one page, this property is ignored.

Customize Group Headers and Footers

You must include one of the group sections to group records in a report; however, that doesn’t
mean you have to print any information in it. For example, suppose that you want to group
records by Code but don’t intend to summarize them with a total or an average. Changing the
section’s Visible property to No suppresses previewing and printing the section. If there is no
information in the group section, you can reduce its height to 0 instead, but leave the section in
the report design.

To remove a group header or footer, open the Sorting and Grouping dialog box and change
the corresponding property to No. If you have placed information in the section you try to delete,
Access warns you that you will delete the information with the section.

If you switch the Entries by Year report to Print Preview, you can see that the Alpha Entry
records are indeed grouped by year but it is not very obvious. The grouping would stand out better
if the year value appeared in the group header section. Moving the field labels to the group header
also would allow more room for the field data in the detail section. Unfortunately, attached labels
can’t be dragged to a different section, so hold down SHIFT and select the labels. Then click Cut
(CTRL-X) and move to the group header section. Click Paste (CTRL-V) and the labels are placed
above the text box controls. You may have to move them a bit to line them up accurately.

/& Reportl : Report Hi=] E3

1

# Detai
Date

| Purge |

T
4 |

To add a new text box control to the group header that shows the year value for the group:

1. Click the Text Box control tool in the toolbox and place the control in the group

ﬂl] | header section.

2. Open the property sheet and enter the expression =Year(|Date]) in the Control Source
property box. The Year() function extracts the year value from the Date field.

3. Select the attached label, then click in it and replace Textn with Year Reported: as the
label for the year control.
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4. Switch to Print Preview to see the year value in the group header.

|& Reportl : Report M= E3
Year Reported 1993 =
Date: Code: Indexx Entnboc  Entne Purge Date:
2128M993 457 ] &1 SAGRANMD THEFT 202812005
Fage: HI-II 1 v |w] ;I | Mo

Add Summaries and Running Totals

In Chapter 9, you saw how to add calculated controls to form designs using expressions. You can
also use calculated controls to summarize data in a report. Earlier you saw how the Report Wizard
offered to add summaries to a report that contained groupings. You were limited to arithmetic
summaries involving number, currency, or AutoNumber fields. When you design your own
report with groupings, you can use many more types of group summaries including running
totals that accumulate the value throughout the report.

Add a Count Summary

Let’s add to the group footer of the Entries by Year report a summary that counts the number of
Alpha Entry records in each group and add to the report footer another summary that shows the
total number of records in the report.

1. In the report Design view, click the Text Box control tool in the toolbox and click in the

ﬂl] | group footer at the left end of the section to place the new text box control.

2. Open the property sheet and type =Count([Entry]) in the Control Source property box.

w

Change the Align property to Left so the number will appear closer to the label.

4. Change the label to Total This Year:, then move and resize the text box and label
controls to fit.

5. Increase the height of the report footer section to make room for the grand total
summary field.

6. Select the calculated control in the group footer and click Copy, then click in the report
footer near the left end and click Paste. A copy of the group summary control appears in
the report footer.

7. Click in the label and change the caption to Grand Total:.
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Add a Running Total

When you are dealing with financial data, often it is important to show running totals within
groups and overall. You can add a calculated control that sums up the values in a group and
accumulates the values from group to group. At the end of the report, you can print the overall
total for the whole report.

When you create a calculated control using one of the aggregate functions such as Sum, Avg,
Count, and so on, you can set the Running Sum property to Over Group or Over All. The Over
Group setting accumulates the values in the group, then resets the value to 0 at the beginning of
the next group. The Over All setting accumulates the values to the end of the report, printing
subtotals at intermediate points as required.

If vou are interested only in the summary data in a report, you can avoid printing the
details by changing the detail section Visible property to No or by reducing the section
height to 0.

Apply the Finishing Touches

To finish the Entries by Year report, add a title in the report header. Because the information
in the report header prints only on the first page of the report, you can add a continuation title
and the page number to the page header that will print on every page except the first.

Choose View | Page Header/Footer.

Shrink the page footer section (nothing will be placed in it).

Change the report Page Header property to Not with Rpt Hdr.

P WODNa

Draw some lines under the titles to separate the report header and page header from the
rest of the report and another line at the bottom of the group footer to separate the
groups.

5. Reduce the width of the Year and Count controls to move the values closer to the
attached labels.

Figure 11-5 shows the completed report in Design view and Figure 11-6 shows the printed first
page of the report. If you move to the next page, you will see the continuation page header title.

Modify and Add Groups

To change the sort order of the records in an ungrouped report or of the groups in a grouped

report, open the Sorting and Grouping dialog box and choose from the Sort Order drop-down list.

If you want to change the grouping levels of existing groups, click the row selector of the group
you want to move. Click it again and drag the row to the desired position in the list of groupings.
If the groups you move have headers or footers, Access moves them and all the controls they
contain to the new positions in the report design. The controls might need some adjustment after
repositioning.
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Number Items in a Report

——

Sometimes it is handy to have the items in a report numbered so you can reference each one
uniquely by number; for example, in a teleconference, you would need to be sure everyone is
talking about the same item. To number the items:

1.

Add a calculated text box control to the detail section in a prominent position at the
left of the record data.

Remove the new text box label.

Double-click the new control to open its property sheet and change the Control
Source property to the expression =1.

Set the Running Sum property to Over All, which increments the calculated text box
value by 1 for each record in the detail section.

This works for grouped records as well. To number the records in each group separately,
add the calculated control to the detail section as above but set the Running Sum property to
Over Group instead of Over All.

& Entries by Year - Heport

IL"---l---1---|---2---|---3---|---4---|---5---|---s--;l

:I # Report Header

# Page Header

- ||| [Alpha:Entiies Grouped by Date Reported {Cont) . -

# Date Fooker

- [ rotat #nis veart| | =CourtEntryD) |

# Page Footer

# Report Footer

HICIU/=NYEN The Entries by Year report design
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Alpha Entries Grouped by Date Reported

Year Reported: 1990

Date
6 /24/90

Total This Year:

Entry No.
73
1

Year Reported: 1993

Date
12/19/93
Total This Year:

Entry No.
118
1

Year Reported: 1994

Date

10/26/94
11/5 /94
4 /16/94
3/27/94
9 /25194
12/18/84

Total This Year:

Year Reported:
Date

4/9 /95

12/10/95
Total This Year:

Year Reported:
Date
10/15/96

8/7 196
7 /5 /96
7 /116/96
7 /18196
12/20/96
1/29/96
1/27/96
8 /6 /96

Entry No.
19
39
76
75
90
a2
&

1995

Entry No.
4
107

1996

Entry No.
3

7

26

28

30

48

5

50

61

Cod
488

Cod
459

Cod
459
4359

Cod
459
487

10851
10851
10851
10851
10851
10851
10851

Inde
50

Inde
93

Inde
16
21

) 52

69
71

Inde
23
84

Inde

16
16
16
29

a7

Entry
VIPETTY THEFT

Entry
VWBURGLARY

Entry

R/O VEH #1/H&R FELONY
V/BURGLARY
V/BURGLARY
V/BURGLARY
VIASSAULT W/DEADLY
V/BURGLARY

Entry
ARREST/BURGLARY & 496.1
V/BURGLARY &

Entry
V/BURGLARY
V/GRAND THEFT
R/C STOL VEH
R/O/STOL VEH
R/C/STOL VEH
R/C STOL TRLR
R/C/RCVD VEH
R/O/STOL VEH
R/C/STOL VEH

Purge Date
6 /24/02

Purge Date
12/19/00

Purge Date
10/26/01
11/5 /01
4 1601
N7
9 /25/1
12/18/04

Purge Date
4/9 /o2
1210/02

Purge Date
10/15/03
8/7/03
7/5/03

7 116/03
7/18/03
12/20/03
1/29/03
1/27/03
8/6/03

HICU{SMVBCN  Printed first page of the Entries by Year report
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To change the group-on field or expression, select it and choose another field from the drop-
down list or enter a different expression. If you want to add a grouping level, click in the next
empty Field/Expression row and choose the field from the drop-down list or enter an expression.
For example, you could further group the Entries by Year report by quarter within the year group.
You can also insert a grouping level above an existing one by clicking the row selector where you
want the new level and pressing INS. To remove a grouping, click the row selector and press DEL.

Create a Summary Report with the Report Wizard

The Report Wizard’s summarizing capabilities are very useful when creating reports involving
numeric or monetary information. For this example, let’s return to the Home Tech Repair
database, which has some currency fields that can demonstrate the summary options. When you
choose to group the Workorder records by Supervisor, the next dialog box in which you set the
sort order now has the Summary Options button available. Clicking this button opens the Summary
Options dialog box, which shows the names of all the fields in the report that contain number or
currency data.

What surmary values would you like calculated? ok |
Field Sum Avg Min Max e I

Material Cost ¥ m m =

— Shiow —
Labor Caosk m W m W
& Detail and Summary

(o Summaryy Only

™ Calculate percent of
takal For sums

Click the check boxes for all the summary values you want the wizard to calculate for you.
In the Show option group, you can choose to include the detail records with the summaries or
show only the summary values. The other option, “Calculate percent of total for sums,” includes
the relative size of each group sum compared to the grand total, which is calculated and printed
at the end of the report. Figure 11-7 shows the printed first page of a report that groups the Home
Tech Repair work orders by supervisor and computes the sum, average, minimum, and maximum
of the Material Costs and Labor Costs for each group of work orders.
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Super\ﬂsm 10
Start Date Workorder Number Material Cost Labor Cost
2/25/00 D01 $472.50 5472.50
6/25/01 009 $1,100.00 5450.00
7/10/01 013 S400.00 $1,100.00
7/253/01 016 §250.00 $125.00
Summary for 'Supervisor' = 10 (4 detail records)
Sum $2,222.50 $2,147.50
Avg 5555.63 5536.88
Min §250.00 $125.00
Max $1,100.00 $1,100.00
Percent 23.38% 14.60%
Supervisor 12
Start Date Workorder Number Material Cost Labor Cost
3/15/01 002 $1,155.00 S840.00
4/15/01 004 $115.50 $315.00
6/15/01 008 S400.00 5750.00
7/12/01 014 $75.00 $300.00
7/15/M 015 5420.00 $100.00
Summary for 'Supervisor' = 12 (5 detail records)
Sum $2,165.50 $2,305.00
Avg 5433.10 5461.00
Min $75.00 $100.00 1 1
Max $1,155.00 5540.00
Percent 22.78% 15.67%
Supervisor 13
Start Date Workorder Number Material Cost Labor Cost
6/15/01 007 $2,500.00 $7,200.00

Wednesday, February 28, 2001

FICIU{SMVBYA Summarizing work order costs by supervisor

The Report Wizard also automatically counts the number of detail records in each group and
displays it at the top of the summary section. A two-point dash-dot line has been added to the
group footer to separate one supervisor’s work orders from the next visually.

You might also want to replace the Supervisor ID field with the LastName field to make

the report more understandable to outsiders.
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Print an Alphabetic Index

By combining the Group On and Group Interval settings, you can create an alphabetic list of items
grouped by the leading character. For example, to create a list such as that shown in Figure 11-8:

How to Do Everything with Microsoft Office Access 2003

P WNS=

By On property to Yes.

[¢

o

B Set Group Header to Yes.
M Set Group Footer to No.

Select the Member List table in the Database window and choose Insert | Report.
Select Design View in the New Report dialog box and click OK.
Place the LastName field in the detail section and delete the attached label.

Open the report’s Property sheet and set the Sort By property to LastName and the Sort

Click the Sorting and Grouping button, choose LastName as the field to group on, and
set the following group properties:

& Member List : Report

r. 4

F

=1 e

Alhertzon
Anderson
Arthiur

Beaoon
Beeman
Bevelmann

Brovwy

Callahan
Callavwey
Carter
Clatk

Clauzen

Darids

Eastman

Page: |||-|I EREC TN | W

HICIUSNUBN  An alphabetic Member List
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B Set Group On to Prefix Characters.
M Set Group Interval to 1.

6. To place the initial character in the group header, add a text box control to the group
header and delete the attached label.

7. Set the new text box Control Source property to =Left([LastName],1). Figure 11-9
shows the completed report design and the Sorting and Grouping dialog box.

Be careful to avoid using the word “Name” as a field name. Access reserves that word
as the name of the current object. If you use the expression =Left([Name],1) in the
group header, you will see “M” (the first letter of the report name) in every group
header. There are many more reserved words in the Access language.

Add a Subreport

A subreport, a complete report in its own right, is inserted into another report, called the main
report. A main report can be either bound or unbound. A bound main report is based on a table
or query, and its subreports contain related information. For example, the main report could

j ¥ Page Header 11

+ -stName D-ieader-
- §§§|=Leﬂ([|_asmamé],1)
|| ® petai '

& Page Footer

Sorting and Grouping [ %]
Field/Expression Sork Order

=M Lasthame Ascending

Group Properties

Group Header Yes

Group Footer Mo Interval or number of
Group On Prefix Characters characters ta group
Group Intetval 1 an,

Keep Together Mo

HICU{SNVECN The Member List report in Design view
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_ Hide Duplicates and Other Tips

Duplicate values appearing in the detail section can clutter up a report. For example, a report
grouping the Alpha Entry records by code would show multiple records with the same code
value. There are two ways to solve the problem: Move the Code field to the group header
section, where it will be printed only once, or leave it in the detail section and change a
control property.

B To move the control, drag it from the detail section to the desired position in the
group header.

B To leave the control in the detail section and avoid printing duplicate values, open
the control property sheet and set the Hide Duplicates format property to Yes.

Two other properties are useful when printing reports containing memo fields that might
contain a varying amount of data or possibly none at all. Changing the Can Shrink property
to Yes will prevent blank lines when there is no value in the field. Changing Can Grow to Yes
lets the field value expand as necessary.

contain details about the year’s business; the subreport could show charts and graphs summarizing
and illustrating the numbers in the main report.

An unbound main report is not based on a table or query but can serve as a container for one
or more subreports. For example, you may produce an annual report with a title page containing
some introductory information. This constitutes the unbound main report. The one or more
subreports contain parallel information unrelated to each other but nevertheless important to the
business during the previous year.

Create a Subreport with the Report Wizard

When you use the Report Wizard to create a report based on two or more tables or queries, you
can specify which table contains the main data and which contains the subordinate data. In the
example in this section, the Alpha Card table is specified as the parent table and the Alpha Entry
table as the related child table. The Entry Explanation table, which is related one-to-one to the
Alpha Entry table, also is included. The resulting report will show multiple Alpha Entry records
for a single Alpha Card record.

To create the report and subreport:

1. Double-click the “Create report by using wizard” item on the Reports page or open the
New Report dialog box and choose Report Wizard, then click OK.
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2. In the first dialog box, choose the Index and Name fields from the Alpha Card table; the
EntryNo, Entry, Code, and Date fields from the Alpha Entry table; and the Explanation
field from the Entry Explanation table. Click Next.

3. In the second dialog box, the wizard asks how you want to view the data. Access
assumes that the parent table of the relationship is to appear as the main report. Accept
the choice and click Next.

Howe do ol want ko wiew your i
data? ||Index, Mane |

:bv Alpha Card
by Alpha Enkry
by Entry Explanation

] EntryMo, Entry, Code, Date, Explanation

_#| Show me mare information

1

Cancel < Back Mext = Finish

4. Click Next twice to skip this and the Sort Options dialog box to reach the Layout dialog
box, in which you select a layout.

5. Choose Outline 1 and click Next twice.

6. In the last dialog box, name the report Alpha Card with Entries and click Finish.

Figure 11-10 shows the printed first page of the new Alpha Card with Entries report. As you
navigate through the pages, you will see that there are several improvements to be made. For

example, you might truncate the title in order to widen the label control. You might also want to
add a line to better separate the groups of records.

Create a Subreport Control

As an example of creating a new subreport without the help of the Report Wizard, let’s add the
Alpha Entry information to the Alpha Card report, relating the two reports by the Index field.
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Alpha Card with Entries

Index

Name

Index

Name

Index

Name

Index

Name

Index

Name

1
ALLEN, FRANK ROGER
EntryNo Date Entry Explanation Code
1 6 /14/95 V/BATTERY Victim of battery 242
3
ATYER, ROBERT L
EntryNo Date Entry Explanation Code
134 7 /11 /9 V/BURGLARY Victim of house burglary 459
133 1 /8 /96 DRIVER Driver #] in a non-injury traffic
#1/NONIN]J TC collision,
132 10/21/96 TURNEDIN Turned in jewelry found in
FOUNLD store parking lot,
2 4 /25/94 V/GRAND Victim of grand theft. Bicycle 487
THEFT BIKE was stolen,
4
AILLEM, PAUL CALVIN
EntryNo Date Entry Explanation Code
3 10/15/93 V/BURGLARY  Victim of burglary 459
135 12/3 /96 R/O Registered owner of 10851
STOL/RCVD recovered stolen vehicle,
B
AIZENBAUM, ESTELA
EntryNo Date Entry Explanation Code
4 8/6 /94 V/ATTEMPT Victim of an attempted auto 10852
AUTO THEFT theft.
6
AKEN, HAILESILASSIE B
EntryNo Date Entry Explanation Code
5 3 /31/96 DRIVER Driver #1 in non-injury traffic
#1/NONIN]J TC collision

‘Wednesday, February 28, 2001

HICIU/{SMUBN (0N Printed Alpha Card with Entries report
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Just to be safe, save the Alpha Card report with a different name before adding the subreport
as follows:

1.

—

6.
7.

Right-click the Alpha Card report in the Database window and choose Save As from the
shortcut menu.

Enter the new name, Alpha Card with Subreport, in the Save As dialog box and click OK.
Open the Alpha Card with Subreport report in Design view and open the toolbox.

Increase the height of the detail section and move the line to the bottom to make room
for the subreport in between.

Make sure you have pushed in the Control Wizards button on the toolbox, then click the
Subform/Subreport tool and click in the report design between the last row of controls
and the line at the bottom of the detail section. Access draws a square frame in the report
design and opens the first dialog box where you can select an existing report or form as
the subreport, or create a new one based on a table or query.

SubReport Wizard

‘You can use an existing Form ko create wour subfarm or subrepark, ar
create your own using tables andfor queries,

withat data would vou like ko use For wour subform or subreporty

o {Use existing Tables and Queries 1 1
€ Use an existing report or Farm

Alpha Card Report Report il

Alpha Card with Entries Repart

Alpha Card with Subreport Report:

Alpha Entries Report

Alpha Entry by Code Report  Report:

Alpha Entry subreport Repart

Crimes by Beat Mumber Repo Report

Entries by Date Repart |

Cancel | < HECR: | Mext = | st I

You can also draw a custom subreport frame to the desired size before releasing the
mouse button and starting the wizard.
Choose “Use existing Tables and Queries” to create the new subreport, then click Next.

In the next dialog box, select Alpha Entry from the Tables/Queries drop-down list, then
click >> to select all the fields and click Next.
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8. Accept the link the wizard suggests, which links the report and subreport by the Index
field. Then click Next.

SubRepont Wizard

‘Wiould you like to define which fields link wour main form to this
subform vourself, or choose From the list below?

% Choose from a list, " Define rvy own,

in Alpha Card using Inc

Cancel < Back Mext = Einish

9. Accept Alpha Entry subreportl as the report name or enter a different name, such as
Alpha Entries, then click Finish to return to the main report Design view.

10. You can delete the subreport label if it is in the way, then move and resize the subreport
control as appropriate.

Figure 11-11 shows a preview of the report with the new subreport. Your subreport’s style
might be different. As you can see in the preview, there are several refinements you can make in
the subreport to improve its appearance. For example, you could hide the Index field and spread
out the remaining controls to make room for the Entry information; additionally, the Code field
doesn’t need so much space because it contains no more than six characters, so you can reduce
the width of that control.

Insert an Existing Subreport

To use an existing report as a subreport, make sure the underlying tables or queries are properly
related to those used by the main report, then open the Subform/Subreport Wizard as described
previously. Instead of choosing “Use existing Tables and Queries” in the first wizard dialog box,
choose “Use an existing report or form,” then select the desired report or form from the drop-down
list of all the reports and forms in the current database. Follow the instructions in the remaining
wizard dialog boxes.
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Microzoft Dffice Access 2003 [Alpha Card with Subreport : Report]
; File Edit “iew Toolz ‘“indow Help

- o) Q@@ | Cose | Sete | 8 - |21 3-| @

Type a question for help

FIA2005
Iredee: 1
Name:  ALLEHN, FRANEROGER D0E: o Age:
Aodress: 4455 CALLA AVE City: LITTLET OWH State: MV dpr 421110
Alias: Otherinfo:
DL#: &3721D SEM:
Ci: FEI:
EntryMo  Index Entry DR Code. [Oate Purge  Remal
1 1 V/BATTERY 25084 242 V1472001 472004
Irecdee: 3
MName:  ATYER, ROEERT L Doe: 102197 o Age:
Address: 445 (3 AVE City: BAYVIEW State: Ca dp: 1L
Alias: Otherinfo:
DL#: SEM:
cl: FEI:
Entrybo  Index Ertry DR  Code Date Prge  Remal
2 3 VIGEAND THEFT 4165 487 J25/2000 252007
132 3 TURNED IN FOU 26132 V2102002
133 3 DRIVEE #/MONI Sa00l Lim200z
1% 3 VIBURGLARY e0E3 4532 V11500
Irediee: 4
MName:  ATLLEM, PATIL CALVIF Doe: TEAY or Age:

Bddress: 454 EROHY AVE State: MW Zpc 42111

Fage: |<|<”—1.ﬁ>r|>|| ;I

City: LITTLET 0WH

Feady

M= E3

-8 X

HICIVI=NVR I Previewing the report with the new subreport

You can also just drag the name of the report you want to use as a subreport from the

o Database window onto the Design view of the main report.

Link the Report and Subreport

If you insert the subreport in a bound report, the underlying tables must be linked so both reports

will contain corresponding data. You must set the links in the Relationships window before

trying to insert the subreport.

When you use the wizard to create a subreport or drag an existing report or datasheet from
the Database window, Access automatically links the main report and subreport if one of the

following conditions is met:

B The reports are based on related tables

287
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M The main report has a primary key and the table in the subreport contains a field with the
same name and of the same or compatible data type

B Both reports are based on queries whose underlying tables meet either of those same
conditions

The linking fields must be included in the underlying record sources, but you don’t have to
show them in either report. The wizard automatically includes linking fields even if you don’t
select them with the field picker.

If for some reason the wizard hasn’t linked the tables properly, you can set the properties
yourself by doing the following:

1. Open the main report in Design view.

2. Select the subreport control and open the property sheet.

3. Enter the name of the linking field (not the control) in the subreport in the Link Child
Fields property box and enter the name of the linking field in the main report in the Link
Master Fields property box.

B3 Subreport Field Linker

Master Fields: Child Fields: ok |

Jindex | IIndex [ |
Cancel |
! -l S

-

Result: Show <50L Statement > for sach record in Alpha Card using Index |

If you aren’t sure about the field names, select the Build button (...) next to one of the

Link properties and choose them with the help of the Subreport Field Linker dialog box.

You can link on more than one field by entering the field names in the property sheet,
separated by semicolons, or by selecting them in the Subreport Field Linker dialog box.

Modify a Subreport Control

The first thing you might want to do with a new subreport control is to edit or delete the attached
control label in the main report Design view. Make changes in the subreport design to match the
style and arrangement of the controls in the main report. Subreport controls share many of the
properties with other types of controls, for example, the position and size properties as well as
the Special Effect and border properties. By default, the Can Grow property is set to Yes and the
Can Shrink property to No. In addition to the link field properties, the subreport has a Name
property which is set to the name you saved the file with or the name you entered in the Subform/
Subreport Wizard dialog box.
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Design a Multiple-Column Report

Another way to arrange information in a report is in columns. When information is arranged in a
tabular layout, it is easy to scan down a column of data and compare values in different records.
Arranging the information in columns makes it easier to focus on individual records because all
the data for one record is grouped together.

The Report Wizard gives you a choice of tabular or columnar layout in one of the dialog
boxes. Choosing Columnar creates a report with the fields arranged in a single column on the
page. Using Page Setup, you can change the layout to include as many columns as will fit across
the page. Figure 11-12 compares the columnar report created by the Report Wizard with the
same data in a newspaper column report.

To create this three-column report:

1. Select the Name List table in the Database window and choose Insert | Report.

2. Choose AutoReport: Columnar from the New Report dialog box.

3. In Design view or Print Preview, choose File | Page Setup. The three-tab Page Setup
dialog box opens.

4. Click the Columns tab and change the Number of Columns to 3.

1

Fage: 4] < | 1] Page: 14|+ N

HICIUI{=BY P Comparing a columnar and a three-column report



290 How to Do Everything with Microsoft Office Access 2003

5. Leave the Column Spacing at the default, .25". If you have left some space between the
bottom control in the detail section and the lower boundary of the section, you can also
leave the Row Spacing at 0.

6. In the Column Size group, set the Width to 2". You can also set the Height here or use
the height drawn in Design view.

Page Setup H

Matigins I Page Columns |

—(Grid Settings

Murnber af Columns: I 5

Rowy Spacing: | o"
Column Spacing: I 0.25"
— Calumn Size
width: [ Reidht: [ 1,666"

[~ Same as Detail

—Column Layout

' Down, then Across
" Across, then Down

K I Cancel |

7. Choose OK. If you are in Print Preview, the report shows the new layout. If not, switch
to Print Preview to see how the report looks.

Make sure the total of the width of the columns and the margins plus the spaces between

the columns does not exceed the page widlth.

Another setting in the Columns dialog box is the Column Layout option group. This option
group determines the order in which the records are laid out on the page. The default is Down,
then Across, which places records down the page in the first column to the bottom of the page,
then moves to the second column, and so on. The alternative choice is Across, then Down, which
places the records across the first row to the right margin of the page, then moves to the second
row, and so on.

Print Mailing Labels

Labels are used for many purposes: mailing addresses, name tags, disk labels, and book-plates.
Because labels usually are smaller than a sheet of paper, you can print many of them on one page.
This leads to a multiple-column-per-page report layout such as the one in the previous section.
Label printing is so common that Access has provided a special Label Wizard to help with
the layout. After you create the label design, you can use it to print addresses on envelopes as
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well with a few changes to the page layout. Through the Label Wizard, you can create your own
custom label size and layout and save it to use again.

Use the Label Wizard

The Label Wizard helps with every stage of the label design, including choosing the layout, changing
the text appearance, adding field data to a prototype label, and even offering to sort the labels for
you before printing. As an example of printing mailing labels, the local police department keeps
the names and addresses of the Retired Senior Volunteer Program (RSVP) members in the Name
List table in the department’s Access database so that the program can mail monthly notices to

the members.
To create mailing labels for the volunteers:

1. Open the New Report dialog box and choose Label Wizard. If you have not already
selected the table or query that contains the label data, select Name List from the
drop-down list and click OK.

2. In the first dialog box, set the following options:
M Select the desired Unit of Measure: English or Metric.
Select the Label Type: Sheet feed or Continuous.
Choose the brand of label from the “Filter by manufacturer” drop-down list.

Choose the desired label size from the Product Number list. The dimensions are
specified as height times width.

1

If you want to create a custom label size, click the Customize button.

If you have already created some custom label sizes, you can choose “Show custom
label sizes” to see that list.

Label Wizard

This wizard creates standard labels or custom labels,

what label size would vou like?

112" % 3 9/10" 2
2241 11/4" x 7 3150" z
2242 g 3
2243 112" =1z 4 _v_i
—Unit of Measure ——————————————— Label Type
& English " Metric ‘ (G Sheet feed ¢ Continuous
Filter by manufackurer: |nvery j

Custamize, ., l = Show custom label sizes ‘

Cancel | & Back Mexk > Eiishy |
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3. Click Next to open the second dialog box, where you can select the font name, size,
and weight, and text colors. Italics and underlining also are options here.

4. Click Next to continue. The next Label Wizard dialog box displays a blank label prototype
where you arrange the data. Double-click the field name to move it to the prototype label.
Be sure to enter a space between fields. Press ENTER to move to the next line in the label.

5. Access automatically concatenates the values in the fields and trims the spaces from the
names and addresses. Notice the spaces entered between the field names and the comma
entered between the City and State fields.

Label Wizard
7 what would you like on wour mailing label?
» Construct vour label on the right by choosing Fields fram the left. You may also
& | type bext that wou would like to see on every label right onto the protobvpe,
Available fields: Prototype label:
FirstMame =l {FirstMame}t ML}, {LastMame}
gfztldress JAddress}
i ; ;
Sta&l;e = | {City}, {State} {ZipCodel

Cancel I < Back | et = | Einish I

6. Click Next to move to the next dialog box, where you can choose to sort the records
before printing the labels. Click Next to move to the last Label Wizard dialog box,
where you enter a name for the label design.

It is a good idea to print one page of the new labels on plain paper and compare it
with your label stock before committing to print many pages of labels on expensive
label sheets.

—
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Figure 11-13 shows a preview of the new labels for the Name List, using the Avery 5160 label
size. The labels are sorted by Last Name.

You can use the same report design you created for printing the labels to print the
addresses on envelopes. All you need to do is change the Page Setup options to reflect
the different size and arrangement of the controls.

e—

m Microzoft Office Access 2003 - [Labels Hame List : Report] _ (O]

i) File  Edt “iew Tools Window Help fiwed width kext file - - 0 X

- | Q[ | 100

- | Close | Setun | @+ (& 3-| @ |

William G Albertson
23356 dth Avenue
Imperial City, C& 99325

Bettha S Beacon
433 Alexancer
Imperial City, A 99325

Mormman M Broww
805 J Street
Imperial City, ©4, 99325

Cakin % Carter
4132 | Avenue
Imperial City, ©A 99325

Albert T Anderson
1551 Orange Averue
Imperial City, CA 99325

Richatd J Beaman
479 Mewaay
Imperial City, A 99325

DixF Callahan
869 Olive AvenLe
Imperial City, CA 99325

George B Clark
B77 Adella Avenue
Imperdal City, CA 99325

Lloydd @ &thur
501 P omona
Impetial City, CA 99325

Fred D Bevelmann
752 5th Street
Imperial City, CA 99325

Peter M Callaway
150H Yennont
Imperial City, CA 99325

Mark T Clauszn
1745 Orange Svenue
Imperial City, CA 99325

- ) O [ | |
Feady

N

HICU{SNUBYEE Previewing the first page of new labels
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How to...

B Choose the appropriate type of chart

Create a new chart with the Chart Wizard
Create a new chart without the Chart Wizard
Add an existing chart to a form or report
Modify the chart

Charts and graphs enhance data presented in forms and reports by summarizing and illustrating
information in easily understood ways. With these tools, the reader can analyze trends and make
comparisons. Access offers a wide variety of chart types including column, bar, line, pie, XY
scatter, area, and many others. If you want the chart to reflect the values in the currently displayed
record, you can also link the chart to a field in the underlying table or query.

Choose a Chart Type

When you decide to add a chart to a form or report, you must first understand the purpose of
the chart. Do you want to point out trends over a period of time or compare the relative values
summarized by groups? Figure 12-1 shows a typical column chart based on data from the
Northwind sample database that came with Access. This chart compares the sales of eight
product categories during 1997.

Many other types of charts can show comparisons among data groups. For example, Figure 12-2
shows the same Northwind sales data displayed in an exploding pie chart. Each slice of the pie
represents a product category.

Another reason to include charts in a form or report is to show trends over a period of time.
Figure 12-3, which uses data from the Police database, shows a line chart that tracks the number
of crimes that were reported over a four-year period. The crimes are grouped as violent or non-
violent and a legend is included, which identifies the lines.

Create a New Chart with the Chart Wizard

The way you create a new chart depends on the type of chart you want. Do you want a
stand-alone chart in its own form or report design, or a chart embedded in an existing form
or report? In either case, you’ll use the Chart Wizard to create it. The chart exists in a chart
control in the form or report.

Select the Data for the Chart

Once you decide on what the chart is intended to accomplish, you can locate the data the chart
will require. If the data is all contained in one table, you can use the table as the basis for the
chart. If not, you can create a select or crosstab query that will group and summarize the data
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Value axis title Chart title
Value (Y) axis Gridline

Microzoft Office Access 2003

© File  Edit | Yiew Insert Format Becods Tools  WwWindow| Help Type a question for help -
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Record: |<|<|| Pl blblﬁlof1

Form Yiew v 1 2

Category (X) axis Data marker
Tick mark Category axis title

HICIV/auPAl A typical Access column chart

for the chart. With a select query, you can combine data and add calculated fields such as an
extended price, and add totals that summarize field values.

You can use up to six fields of any data type except OLE and Memo. There are only two
requirements:

B You must include at least one field for categorizing data, such as the year the crime
was reported or the area of the city where it occurred.

M You must include a field or a calculated field that you can add up, average, or count,
such as the number of violent crimes or the sales during the third quarter of 2002.
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Slice Data labels in percent Legend
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A simple chart can contain only two fields: one as the category and the other as the data
or value that corresponds to the category. For example, in Figure 12-1 there are only two fields:
Product Category, which is used as the category, and Sales, which was summed to form the value.

Use the Access Chart Wizard

The easiest way to create a new chart is to invoke the Chart Wizard. You can start the Chart
Wizard in one of the following ways:

B If you are creating a free-standing chart, start a new form or report and choose Chart
Wizard in the New Form (or Report) dialog box. Select the table or query you want to
use as the basis for the chart and click OK.

M Ifyou want to insert a new chart in an existing form or report, open the form or report
in Design view and choose Insert | Chart. Click in the design where you want to place
the chart. The Chart Wizard opens and the first dialog box asks you to select the table
or query to use as the basis for the chart.

Once you have specified the underlying record source, follow the instructions in the wizard
dialog boxes as follows (this example uses the Crimes by Beat Number table in the Police
database):

1. Choose the fields you want to use in the chart; for example, Year, Crime Type,
and Number of Crimes. Click Next.

2. Select the type of chart you want to create (see Figure 12-4) and click Next.
You can click each type of chart and read a description in the right pane.

Chart Wizard

‘irhat bype of chark would wou like?

Choose a chart that will appropriately
display the fields you have selected.

G | G
i L Column Chark
B

& column chart shows variation over
# a period of time or illustrakes

. e compatisons among jtems.

Zategories are organized

harizontally, values vertically,

placing emphasis on variskion over

@ kime,

Cancel I = Back, Mext = Finish

HIC{U{auP2 N Sclecting the type of chart
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Microsoft Office Access 2003 O] x|
3 File  Edit  View Insert Tools Window Help Type a question for help .2

NEEHR SAV BB - % &g f =EE P
Chart Wizard

§ How do you want to lay out the data in
i | Preview Chart Henepts

‘ou can drag and drop Field buttons to the
sample chart, Double-click a number or

P date field in the chart to change how the
LI chart will summarize or group data,

Series Hear I
CrimeType
Mumber of Crimes

E Sample Preview

CrimeType

Chart ‘wizard A

HIC{U{ZPRA The Chart Wizard’s layout dialog box with a preview

The next dialog box shows you the arrangement of the fields in the layout of the sample
chart. Click the Preview Chart button to see how this arrangement would look (see Figure 12-5).

The preview does not show what the chart is meant to present: the number of crimes by type
that were reported in each year. It shows the number of years in which violent and non-violent
crimes were reported.

To change this layout, close the Preview window and do the following:

1. Drag the SumOfYear label to the area below the chart to replace Crime Type. The label
changes to Year because it represents a category on the X axis rather than a numeric value
on the Y axis.

2. Drag the Number of Crimes field button to the Data area below the Preview Chart. The
label changes to SumOfNumber of Crimes.

When you drag a field to the Data area in the sample chart, the Chart Wizard assumes
you want to use the Sum aggregate function to create the value, but you can change

to another function by double-clicking a number field, choosing the function from

the Summarize dialog box, and clicking OK.
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EJ Summarize

Summarize 'Nurmber af Crimes' b

Cancel
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3. Drag the Crime Type field button to the Series area.

4. To remove a field from the Preview Chart, drag it off the chart. The field name is
replaced by Series, Data, or Axis, depending on the chart area.

5. Click the Preview Chart button again to see the effects of the changes. Figure 12-6
shows the new layout with a preview.

6. Close the Preview window and click Next.

7. In the final Chart Wizard dialog box, enter a name for the chart, such as “Crimes by
Year Chart,” or accept the name of the table or query you used as the basis.

Create Charts and Graphs

Microzoft Office Access 2003
© File  Edit “iew Inset Tools ‘Window Help

QEER SV $am|9- 5B g F=EE- P
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Cancel |
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HICIUI=u PR  Chart layout with the preview after modification
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8. Choose to display a legend explaining the series data.

9. Click Finish. The chart appears in the new form. You might have to resize the form or
the chart to get the appearance you want.

B3 Form1 : Form =] B3
»

Crimes by Year Chart

1998 1999 2000 2001

.
Record: 4] < || 1 erles] of 1

When you first create a chart, it shows sample data rather than the data you asked it to
process. Don’t worry, the chart will show the real data the first time you view the form
in Form view or the report in Print Preview.

—

Save the Chart

In the final Chart Wizard dialog box, you assigned a title to the new chart, but have not yet named
the host form or report, as you can see from the “Form1: Form” name still in the title bar. To
name and save the form or report that contains the chart, choose File | Save and enter the desired
filename. The new name is added to the Database window. When you reopen the form or report
containing the chart, it will contain the current data from the underlying record source.

Link the Chart to Record Data

When you start a new chart from within a form or report design, Access assumes you want to
link the chart to one of the fields in the underlying record source so that a different chart displays
with each record. To do this, first create the host form or report, then insert the new or an existing
chart. For example, create a columnar form based on the City Beats table that contains only two
fields: the beat number and a brief description of the territory, then switch to Design view and
create a new chart by doing the following:

1. Choose Insert | Chart and click in the design just below the text box controls in the
form. Be sure that you have made room in the section for the embedded chart.

2. In the first Chart Wizard dialog box, choose the Crimes by Beat Number table as the
basis for the chart and click Next.

3. Inthe second dialog box, select the fields you want in the chart. For this chart, choose
Year, BeatNo, Crime Type, and Number of Crimes from the field list, then click Next.
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4. In the next dialog box, choose a simple column chart and click Next.

5. In the layout dialog box, drag the Year field to the Axis area, the Number of Crimes to
the Data area, and the Crime Type to the Series area. Click Next.

6. In the next dialog box, the wizard suggests BeatNo as the linking fields in both the form
and chart because they have the same name. If there are no matching names between the
tables, the wizard makes no suggestion. You can change the linking field names or choose
not to link the chart to the form by choosing <No Field>. Click Next to move to the final
dialog box and name the form “City Beats Crimes.”

Chart Wizard

If ou want the chart to change From record ko record, select the Fields that
link the document and the chart,
Form Fields Chart Fields:
it = estio 5
Cancel < Back Mext = Einish | 1 2

The linking fields need not have the same names, but they must have the same kind of

data and be of the same or compatible data types.

Figure 12-7 shows the finished form with the linked chart. As you move through the records,
the heights of the data column markers change to reflect the number of crimes that were reported
in that beat area.

1t might take a few seconds to reconstruct the chart when you move to the next record—
be patient.

Add an Existing Chart to a Form or Report

You can insert an existing chart into a form or report whether it is created within the current
database or in another Access database. You can drag or copy the chart from one form or report
to the other. To use drag-and-drop to insert the chart from another database, you must have two
instances of Access running: one as the source and one as the destination.
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B City Beats Crimes : Form [ [O]f %]
L4 Eeatho: | I
Description; Approximately 260 city blocks from beach front to 1

Avenue and 1st Streek ko the canal,

Crimes by Beat Number

1999 2000 2001 2002

Record: |<| i ” 1 »lnlml of 3

FICIVNPVE Viewing the new form with a linked chart

To insert a new chart created with Microsoft Graph in another Office program, open the form
or report in Design view and do the following:

1. Click the Unbound Object Frame toolbox button and click where you want the chart.
rg You can also draw the frame in the design.

2. In the Insert Object dialog box, click Create from File, then enter the path to the file
or click Browse to locate the file if you don’t know the path.

3. Ifyou want to link the chart to the form or report, select Link. If you want the chart
to appear as an icon instead of the full chart, select Display as Icon. Click OK.

Modify the Chart

The tools you use to modify a chart depend on what kind of changes you want to make.

Some changes you can make within Access, others must be made in Microsoft Graph. If you
want to change any of the properties or the position of the control, do so in Access. If you want
to change the underlying data, you can create a new query and change the Row Source property
of the chart within Access. You can also edit the SQL statement in the Row Source property rather
than create a new query. However, if you want to change any of the chart’s elements, such as the
axis titles or the chart type, or change the appearance of the chart, you must activate Microsoft
Graph for in-place editing.
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Modify with Access

To modify the chart with Access, open the host form or report in Design view and select the chart
control frame. With the frame selected, you can do the following:
B Drag the frame to a different position in the form or report.

B Drag the sizing handles to change the frame size. This resizes only the frame. Double-click
the chart object to activate Graph and change the size of the chart itself. By default, the
frame’s Size Mode property is set to Clip. Change it to Stretch or Zoom if you need to
resize the frame.

B Use the Formatting (Form/Report) toolbar to change the frame’s fill color, border color
and width, and special effects.

B Open the property sheet and change any of the control properties including the Row
Source, Link Master Fields, and Link Child Fields.

For example, to unlink the Crimes by Beat Number chart from the form:

1. Open the City Beats Crimes form in Design view.
2. Select the chart control and open the property sheet.
3. Delete the BeatNo field names from the Link Master Fields and Link Child Fields

properties.

When you return to Form view and move through the records, you can see that the chart no
longer changes with each record. Instead, it always shows the total crimes for all beats when you
navigate through the records.

12

__ Save Disk Space

If disk space is a concern, you can save space by converting the unbound object control

to an image control. Select the chart in form or report Design view and choose Format |
Change To. Then select Image, the only option available to an unbound OLE Object control.
The data shown in the chart will not be updated with changes in the underlying record
source. Use caution with the transformation because it can’t be undone.
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Edit the Row Source Property

If you created the chart in Access with the Chart Wizard, it creates a query whose SQL statement
becomes the row source for the chart. You can modify the row source by using the query grid or
by editing the SQL statement itself.

To change the row source:

1. Open the Sum Crimes report in Design view and open the property sheet for the
chart control.

2. Click the Build button (...) next to the Row Source property to open the SQL Statement:
Query Builder dialog box, which shows the Sum Crimes Chart created from the Sum
Crimes query along with the Query Builder dialog box.

Field: |78 | CrimeType SumOfNmber of—
Table: |Sum Crimes Surn Crimes Sur Crimes
Tatal: |Group By Group By Surm
Crosskab: | Row Heading Column Heading Yalue
Sork:
Critetia:
ar!
: 5]

3. To limit the chart to crimes occurring in specific years, enter Between 1999 And 2002
in the Criteria row of the Year column.

4. Close the Query Builder dialog box and respond Yes to save the changes, then switch
to Print Preview. You now see only three sets of columns.

Edit the Chart Legend

When you add a series to the chart layout that summarizes data within the category, as shown in

Figure 12-8, the legend is not always as informative as it should be. The two charts illustrate the

same data and are based on tables that contain the same data but use different table structures.
The chart on the left is based on the Crimes by Beat Number table. From this table, the

Chart Wizard created a crosstab query that totals the number of both types of crimes reported
for each beat.

Field: |vear BeatNo = | rurnber of Crimes =
Table: |Crimes by Beat Mumber Crimes by Beat Mumber Crimes by Beat Mumber
Tokal: |Group By Group By Surn
Crosstab: |Row Heading Column Heading Walue
Sort!
Criteria: [
ar: | =
< 50l
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FICIOR{ZUPEEM Two charts illustrating the same data

The legend in the chart on the left takes its values from the field whose Crosstab row shows
Column Heading, which is BeatNo (1, 2, and 3). The legend would be more informative if you
edited it to read Beat 1, Beat 2, and Beat 3. There are two ways to do this after opening the Query
Builder for the Row Source property:

B Open the Query Builder and change the BeatNo field in the query grid to the expression
“Beat &[BeatNo|. Be sure to include a space after Beat within the quotation marks to
separate it from the number in the result.

Field: |vear Exprl: "Beat " & BeathNo Nurber of Crimes
Table: | Crimes by Beat MNurl Crimes by Beat Muml
Total: | Group By Group By Sum
Crosstab: |Row Heading CZolumn Heading Value
Sork:
Criteria

ari

B Choose View | SQL View (or click the View button and choose SQL View) and change
the PIVOT clause from

PIVOT [Beat

to

PIVOT "Beat "&[BeatNo];

No];
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If you make the change in the grid, the SQL statement changes to match, and vice versa.

e—

When you save the design, close the Query Builder dialog box and switch to Form view.
You can see the change in the legend. The chart on the right in Figure 12-8 is based on the
more compact Crimes by Beat and Year table.

E Crnmes by Beat and Year : Table _ O] =]
LineMo Type
2 i 1999 v 16 12
|| 2 1999 MY 30 35
|| 3 2000 v 24 18
|| 4 2000 MY 42 38
- g 2001 v 18 10
|| 5 2001 WY 36 27
|| 7 2002 v 14 g
g 2002 MY 27 12
(AutoMumber)

Record: 14| | 2 Lvfow] or 8

]

For this chart, the Chart Wizard has created a select query that sums the value in each of the
Beatn fields by year. The legend shows SumOfBeat 1, SumOfBeat 2, and SumOfBeat 3. You can
use one of two methods to change the legend text: add expressions to the Field row of the query
grid or edit the SQL statement.

Open the form in Design view and start the Query Builder as before. This time edit the SQL
statement. Switch to SQL view and edit the AS clauses by deleting SumOf from each clause.

Be sure to leave the brackets around the field names because they contain spaces.

g=8 SOL Statement : Query Builder Hi=l E3

SELECT [Crimes by Beat and Year],Year, Sumi[Crimes by Beat and Year].[Beat 1]) AS
[aMptelgE=at 1], Sumi[ Crimes by Beat and Year] [Beat 2]) A5 [SumCFBeat 2],
Sumi[Crimes by Beat and Year].[Beat 3]) 43 [SumOfBeat 3]

FR.OM [Crimes by Beat and Year]

GROUP BY [Crimes by Beat and Year] Year;

=l

Save the changes and switch to Form view. Figure 12-9 shows the two charts with their new
legends.

Edit with Microsoft Graph

Microsoft Graph is an applet you can use within Access to edit the charts you have created with
the Chart Wizard. When you activate Graph, use the special toolbars that appear in the Access
window to edit the chart in place.
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Eg Crime Sum : Form HEE
» (5]
Total by Year Crimes by Beat and Year
&0 &0
70 Il 70
&0 1]
50 DOBeat 1 50 O Beat 1
40 mBeat 2 40 m Beat 2
30 OBeat 3 30 O Beat 3
20 20
10 ~ 10
04 i . i 0 i W _
1999 2000 2001 2002 1999 2000 2001 2002
Record:ml 1 s of 4 | I'l—l

FIC{O{=2PECE The charts with legends edited in Access

To activate Microsoft Graph, double-click the chart control in the form or report Design view.
Figure 12-10 shows the Entries by Quarter form when Microsoft Graph is active. In addition to
the form window containing the chart, a Datasheet window appears containing unrelated sample
data. Notice the cross-hatched border around the chart, which indicates that Microsoft Graph is
currently running. The title you entered in the Chart Wizard dialog box appears as the chart title
in Graph but the data shown in the datasheet is sample data used for illustration only.

To show or hide the datasheet, choose View | Datasheet, which toggles the Datasheet window
in and out of focus, or right-click the Chart window and choose Datasheet from the shortcut menu.
To close the Datasheet, click the Close button. To leave the Microsoft Graph window and return
to the Access form or report Design view, click anywhere outside the chart object. The changes
you made to the chart in Microsoft Graph are shown in the Access chart. You must save the form
or report design to save the changes.

Look at the Graph Toolbars

The Microsoft Graph window normally has two toolbars: Standard and Formatting. The
Drawing, Picture, and WordArt toolbars, which can be used to add special objects to the chart,
are available upon demand. To add a toolbar, right-click in any toolbar and select the one you
want to add. You can also choose from the View | Toolbars menu. To see what the toolbar button
does, rest the mouse pointer on the button and read the ScreenTip. All the buttons have menu
equivalents.
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Chart window Chart area Formatting toolbar Standard toolbar

Microsoft Dffice Access 2003

EEiIe Edit Wiew Inzet Format  Tools | Data  Chat  Window  Help Type & question for help =

[ | dreO4an 2 sda s uEHe > ol

¢ il <10 -|[Blr B E==8 % 2 BB

E=| Entries by Quarter : Form

Alpha Entry by Qu

100.000
80.000 m1st Gtr
60.000 ———— |E2nd Otr
40.000 O3rd Otr
20.000 O 4th Gtr

0.000

East ‘West Horth

B =@ C o0l D of

2nd Otr Qtr |4th O
274 90 204
38.6 3.6 3.6
46.9 45 439

Design Yiew v
T

Datasheet window

HICIUISNPA VN A typical Microsoft Graph window

Change the Chart Appearance

You have a lot of ways to change the appearance of the chart. For example, you can change
the size of the chart itself or change any of the text elements in the chart. To change the size
of the chart, select the chart area and drag the sizing handles until it reaches the proper size.

Format Text Elements The same options are available to you when you format most of the text
elements in the chart. Select the element and choose Format | Selected object to open the Format
dialog box or press CTRL-1. The dialog box has three tabs: Patterns, Font, and Alignment.



—

The Font tab contains the standard font name, size, weight, colors, and effects such as
underline, strikethrough, superscript, and subscript. When you select the chart title or one
of the axis titles and choose Format | Selected, the Alignment tab appears, in which you can
choose the text alignment plus the orientation. You can display the text vertically or at a specific

Create Charts and Graphs

CHAPTER 12:
Format Chart Title
I Font: | Alignment I
~Border Area
" Aukomatic " putomatic
& More & Hone
€ Custom EEEEEEEN

Skyle: | — vI
Colar: I Automatic 'l
‘eight: | ———— 'I

IEEEEENE
ENEETENN
EEOOOOmO
BEOOOOoEO

I ihecon ER(EOmO

- EEENNEN

T Fill EFfects. . |
Ok I Cancel |

angle by clicking on the arc in the Orientation area.

Format Chart Title

Patterns I Fonk

Text alignment

Horizontal: m
Vertical: Im

Orientation

mWom -

|D a Degrees

Text direction: |Context 'I

right-to-left

Select Fill Effects in the Format dialog box to open another dialog box where you can
choose gradients, fill textures, or patterns and even select a picture to use as a background.

[ o 1

Cancel
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If you select the legend and choose Format | Selected Legend, the Alignment tab is replaced
by the Placement tab. In the Placement tab you can choose to display the legend at the bottom,
corner, top, right, or left of the plot area.

Format Other Chart Elements When you select one of the axes and choose Format |
Selected, the Format Axis dialog box shows five tabs: Patterns, Scale, Font, Number,

and Alignment. The Patterns, Font, and Alignment tabs are the same as for text elements.
The other tabs offer the following options:

B The options in the Scale tab depend on which axis you have selected. If you select
the Value (Y) axis, you can choose to set manually the minimum and maximum values
for the axis as well as the major and minor units for the gridlines and tick marks. The
alternative is to let Microsoft Graph set these values automatically. You can also specify
where the Category (X) axis is to cross the Value axis and whether to arrange the values
in reverse order.

Format Axis

Patterns
Value () axis scale

Auta

™ Minirnr; IEI
v Marxirmurn: 100
¥ Maiorunit; |20
™ Mirwar unik: I4
¥ Cateqory () axis
Crosses at! ]
Display units: Im ¥ Shaw display units label on chart

™ Logarithmic scale
[~ walues in reverse order

[~ Categaory (%) axis crosses at maximum value

K I Caneel I

B The Number tab gives you a selection of number categories and specific formats for the
values on the Value (Y) axis. There is also a check box that links the values to the source
data. Clear this check box to create a snapshot chart that does not update with changes to
the underlying data.

B When you select the Category (X) axis, the formatting options are slightly different.
The Scale tab contains options that relate to data categories instead of values.

When you format the data series by clicking one of the columns, bars, or other representations
of the data, the Format (data series) dialog box appears with four or five tabs, depending on the
type of data series. For example, the column and line series Format dialog box contains five tabs:
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Patterns, Axis, Y Error Bars, Data Labels, and Options. The 3-D and pie series Format dialog boxes
show four tabs.

The Patterns tab offers the same color, border, and fill options as before. The other tabs offer
the following options:

B Axis tab Specifies whether to plot the series on the primary or secondary axis. A sample
chart illustrates the current choice.

B Y Error Bars tab  Offers the option of displaying the statistical error estimation or the
standard deviation in the values either as values or percentages. This option is handy for
presenting the results of a statistical survey for which you need to express the validity.

B Data Labels tab Enables you to display the data values and labels with the data series.
You can display the values as percentages or in the unit of the value itself.

B Options tab For a column data series, this tab enables you to overlap the series and set
the amount of overlap, and also specify the amount of space between the sets of data series.
Options vary with different types of data series.

A 3-D column data series Format dialog box includes the Shape tab that offers different
configurations including cones, pyramids, and cylinders.

When you choose to format the data table that you have added below the chart, you see only
two tabs in the Format dialog box: Patterns and Font. To format the plot area or the walls of a chart,
you have only the Patterns options.

Change Chart Type When you are creating charts to analyze the data in your database, you
may want to try out different representations. You may want to show trends with a line chart
or comparative values with a pie chart. There are two ways to change the chart type:

B Click the Chart Type toolbar button and choose from the palette containing
‘ 18 chart types.

hé -
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B Choose Chart | Chart Type and choose from the Chart Type dialog box. The Standard
Types include 14 types with many sub-types for each. In the Standard Types tab, press
and hold the button below the Chart sub-type pane to see a sample of the selected chart.
The Custom Types tab shows an additional 20 chart types from the built-in list of charts;

if you have created any custom chart types, they are displayed when you choose Select
from User-Defined.

Chart Type
Standard Types I Custom Types i

Chart b Chart sub-kype:

i e ‘

& Fie

| ¥ (Scatter)

h Area W

[ ] Doughinut SIS
@ Radar [ —

@ Surface _ﬂ

e, Eubble El fl

gk Clustered Column. Compares values across
™ Apply to selection categories,

™ Default Farmakking

Press and Hold to Yiew Sample |

Sef as default chart I oK l Cancel I

After making your selection, click OK to apply it to the current chart. You can also specify
a chart type as the default chart.

Set Chart Options  You can adjust many additional chart features to achieve the appearance you

want. When you choose Chart | Chart Options, the Chart Options dialog box opens with six tabs:
Titles, Axes, Gridlines, Legend, Data Labels, and Data Table.

Chart Options

Axes I Gridlines ! Legend I Data Labels ! Data Table I

Chart title:
iAIpha Entry by Quarter Alpha Estry by Buarter

Category (%) axis:

Walue () axis:

OK I Cancel
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The tabs offer the following options:

B In the Titles tab, you enter the text you want to display as the chart title and the axes
titles. You can specify a primary and secondary title for each axis but only one for the
chart itself.

B In the Axes tab, you specify whether to display the axes and choose the method by
which to display the Category (X) axis.

Chart Options

Titles

Gridines I Legend I Data Labels I Data Table I

Primary axis
V' Categaory (%) axis
7 Automatic

Alpha Estry by @uarter

(o Category o
 Time-scale
IV Walue () axis

OK I Cancel !

Troubleshoot Charts 12

Sometimes the changes you make in Microsoft Graph fail to show up in the chart when you
switch to Form view or Print Preview even though they appear in Design view. For example,
you can change the column headings in the Microsoft Graph datasheet to display the text you
want in the legend. When you return to Access, the new labels appear in the design but not in
Form view or Print Preview.

The reason for this seeming inconsistency is that you have several places in which to
specify the chart information and Access must set an order of precedence to decide which
values to use. The order is as follows:

B First, the data in the underlying table or query; for example, the
field names or the expressions in the Field row of the query grid.

B Second, the contents of the Row Source property.

B Last, the data entered in Microsoft Graph.
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If you set the legend text in Microsoft Graph but the underlying query column headings
are different, they will override the Microsoft Graph settings. If the columns don’t appear in
the order you want in the chart, open the Query Builder and rearrange the fields, left to right;
then choose the sort order for each.

B In the Gridlines tab, you specify whether to display the gridlines on one or both of the
axes. You can choose to display both major and minor gridlines on each axis.

B In the Legend tab, you choose whether to display the legend with the chart. The Legend
tab offers these options for placing the legend: Bottom, Corner, Top, Right, or Left.

B The Data Labels tab includes the same options as the Data Labels tab in the Format Data
Series dialog box.

B In the Data Table tab you can choose to display the data in the underlying data source
in a grid attached to the bottom of the chart. When you choose to display the data table,
you can also display the legend keys. Figure 12-11 shows the Total by Year chart with
the corresponding data table. The Data Table option is not available for some of the
chart types.

B Crime Sum : Form !E[
»

|+

Total by Year

60 - — [mBeatt

40 1 H Beat2
2p 4 I i OBeat3
0 L

OBeat1 | 46 66 54 M
EBeat? | 4 46 ET) 20
OBeat3 | 59 7 59 34

Fecord: NI i || o | IDII':*I of 1 ”

FIGURE 12-11 The data table added to the chart
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How to...

B Personalize your workplace
Create custom groups

Change Access startup options

Excuse or modify the Office Assistant

Some of the features discussed in this chapter have been briefly mentioned in previous
chapters; some are covered in detail later. However, we have brought them all together in

one place for easy reference. Using the many Access and Windows options, you can change
the default appearance and behavior of many aspects of your workplace. In addition to making
changes that affect the current Access database, you can change many Access startup options
such as displaying a startup form; opening a specific database; and displaying custom icons,
menus, and toolbars.

Personalize the Workplace

You don’t have to bow down to the layout and behavior of the Access environment as it is when
first installed. The Access developers have designed a workplace that is appropriate for most users,
but if there are some aspects you would like to change, it is easy to change them. For example, if
you have a large screen, you might want to see a larger font size. Of course, you can change each
of these factors every time you work with Access, but you also can change the default settings
once and for all.

Rearrange Icons

In the Database window, each page displays icons representing objects of that type in the current
database. You can change the icon size and amount of detail shown with the icons and arrange
them in a specific order, such as by name or date last modified. The changes you make on one
page are applied to all the object pages.

The buttons at the top of the Database window and the commands in the View menu contain
ways to display the object icons as follows:

S,| M Choose Large Icons to show expanded object icons in rows with the name appearing
below each one.

o= B Choose Small Icons to show smaller object icons in rows but with the name beside
each one.

:===-|| B Choose List to show the object icons in columns with the name beside each one.

B Choose Details to show each object icon in a single row with its name and four
additional columns containing other information about the object: the description
you entered in the object property sheet, the time/date the object was last modified,
the time/date the object was created, and the type of object.
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When you show the object icons with the details, you can make other adjustments to the
display. For example, you can resize the column width by dragging the vertical column separator
in the column heading or resize it to fit the widest information in it by double-clicking the
column separator. If you want to sort the icons by one of the detail categories, just click once
in the column heading to sort in ascending order. Click in the column heading again to change
the order to descending.

The View | Arrange Icons commandls sort the icons in ascending order by name, type,
date/time created, or date/time modified. These commands accomplish the same
arrangements as clicking once in the column headings of the details. The Auto Arrange
command, which is available only if you have selected Large Icons or Small Icons,
moves the icons back into the specified arrangement.

Create a Shortcut

If you use an Access object regularly, you can create a shortcut that launches Access and opens
the database object directly from the Windows desktop. The easiest way is to drag the object
from the Access Database window to the Windows desktop. You must first resize the Access
window so you can see the area on the desktop where you want to place the shortcut icon. When
you double-click the shortcut, Access opens the database that contains the object and displays
the object.

To delete a shortcut, click it and press DEL. This does not delete the object itself; only
the shortcut.

—

Another way to create a shortcut is to use the Create Shortcut command on the object
shortcut menu. With this method, you can create a shortcut in a location other than the desktop
by entering a path in the Create Shortcut dialog box. Type a new path in the Location box or click
Browse to search for the desired location and let Access fill in the path for you. If the database is
on a network, Access automatically selects the This Database is on the Network check box and
fills in the path in the Full Network Path box.

Create Shortcut EH

~=| Shortcut ko Alpha Card in Police2003

Objeck Type: Access Form

Chject Name: Alpha Card

Database Mame:  Police2003, mdb

Database Path:  C:iMy DocumentsiOsborne

Locakion:

tlpha Card in Polic

™ This Datahase is on the Nebwark Browse.., |

Full Metwork Path:

|
K I Cancel |
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If you have moved the database that is the destination of a shortcut, remove the shortcut
and create a new one with the new path.

Set Workplace Options

Access is installed with certain characteristics set as defaults. For example, the width of the print
margins, default database folder, color of hyperlinks, gridlines, and font styles in a datasheet are
set by default. If you find yourself changing specific default values when you work with a database,
you can reset the default value to the one you use the most. All default values can be overridden
later, if necessary.

Access stores most option settings in the workgroup information file instead of your
database file. Changes you make to those settings in the Options dialog box apply to
any database opened or created by anyone who uses the same workgroup information
file. If you don’t check with the others in your workgroup, you might surprise them with
your changes. See Chapter 20 for information about workgroups and the workgroup
information file.

—

To change default values, choose Tools | Options and click the tab that contains the values
you want to change. To change values on more than one tab, keep the Options dialog box open
and click another tab. When you are finished setting the default values, click OK to close the
dialog box.

This chapter won't cover every option on every tab of the Options dialog box, so if
. youwant to know more about any of the settings, close the Options dialog box, type
the option name in the Ask a Question box, and press ENTER to view the Help topic.

The Options dialog box has 12 tabs, as shown in Figure 13-1. The following sections
describe the most commonly used options.

The tab that is visible when you open the Options dialog box is the one you last
accessed.
View Options
The options on the View tab relate to what you see on the screen during specific activities. For
example, some of the options determine what you see at startup, others while you are working
in the Database window or when you are creating a macro.

For example, if you don’t want to see the Startup task pane, clear the Startup Task Pane check
box. The “New object shortcuts” option in the Show group refers to items such as “Create form
by using wizards” that appear in the object pages of the database window. If you are building an
application for an end user who won’t be creating or editing any Access objects, you can clear
this check box and have more room in the Database window for the object icons.
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1

Options [ 2]

Advanced I International l Error Checking I Speling I Tables/Queries
Wig |General I EditiFind I keyboard | Datashest I Forms/Reports | Pages

—Show
V¥ Status bar I™ Hidden ohjects
V¥ Startup Task Pane ™ sSystem objects
¥ Mew object shortcuts V' ‘Windows in Taskbar

—Shaw in Macro Design

™ Mames column ™ Conditions colurn

~ Click options in database window

£ sSingle-click open

' Double-click open

Ok, I Cancel | Lpply

HICIU/{SNEA M  Setting View default options in the Options dialog box

When you start a new macro, by default the Macro Name and Condition columns are not
displayed. If you need them most of the time, check these options to save a little time in macro
building. If you don’t need them, you can clear them after opening the macro design window.

General Options 13

The General tab (see Figure 13-2) shows options that don't fit comfortably into any of the other
categories of settings. In the “Print margins” group, you can enter any number that is compatible
with your printer and paper size, ranging from 0 to the height or width of the printed page. If you
want to print a document using other margin sizes, override these default settings by running
Page Setup before you print a form or report.

With the “Recently used file list” option on the General tab, you can specify the number of
filenames to display in the Getting Started task pane or at the bottom of the list when you choose
File. The default setting is 4 but you can change that to any number from 0 to 9. If you don’t want
to use the default My Documents folder, enter a different path in the Default database folder box.

The Name AutoCorrect group helps Access propagate name changes to objects that refer to
the renamed object. The group offers three options that help fix common side effects that occur
when you make changes in an object through a user interface. Access stores an identifier for each
object and tracks naming information. When Access notices that an object has been changed
since the last Name AutoCorrect event, it runs the process again for all items in that object. For
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1
Dptions H

Advanced i International i Error Checking i Speling I Tables/Queries
Migw General iEdit,l'Find I keyboard ! Datashest ! Forms/Reports | Pages

[~ Print margins ~Use four-digit wear formatting
Left margin: I This datahase
Right margin: ﬁ?‘— ™ Al dakabases
Top margin: FT'-_ ~Marne AutoCorrect

Batborm matar ﬁ— ¥ Track name AutoCorrect info

[ Perform name AutoCorract
¥ Recently used file list: |4 vl ™! Log name Autat
™ Provide feedback with sound e ————

[ Compact on Close IGenera| ;I

™ Remove personal infarmation From file
properties on save

Default database Folder:

artect

changes

iC:'l,My DocumentsiCsborne
Web Options, .. Service Options, .. |

0k, I Cancel Apply

HIClU/{MkIVl  Sctting General default options

example, if you have added a text box to a form that is bound to the Alpha Card table and you
change the Alpha Card table name to Alpha Card Plus, Access can track down all the items from
the original Alpha Card and change their names to match the new table name.

Edit/Find Options

The Edit/Find tab (see Figure 13-3) default settings are meant to speed up finding, replacing, and
filtering processes as much as possible. For example, Fast search searches the current field only
and matches the entire field. Other settings require confirmation before changing data, deleting
documents or running an action query.

The Confirm group is the one that always asks you if you really want to do what you just did.
It’s a good idea to leave all these checked as a precaution against any unintended changes or
deletions.

The “Filter by form defaults for...” group contains options that limit or extend the size of the
value list displayed in the Filter by Form window and sets the maximum number of records to
read when building a list of unique values for a given field. The more fields you include in the
filter operation, the longer it takes. These settings apply only to the current database.

B Local indexed fields limits the value list to the indexed fields in the current database.

B Local nonindexed fields includes the fields in the current database that are not indexed.
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Customize Your Hyperlinks

—

If you are fussy about the looks of the hyperlinks in your Access documents, click the Web
Options button. Choose the colors you want for the hyperlinks before and after jumping to
them. You can also remove the underline that shows up when you move the mouse pointer
to the hyperlink.

Web Options

Appeatance —

Hyperlink colar: Eallowed hyperlink color;
!- Blue _‘j l- Yilet _j

¥ Undetline hyperlinks

oK l Cancel

B ODBC fields includes fields in a linked table in an external source.

M Enter a number in the Don’t display lists where more than this number of records
read: box. This will set the maximum number of records you want to read to build
the list of unique values for the field. If the number of records exceeds this amount,
no values will be displayed for the field in the Filter by Form window.

Keyboard Options
The settings in the Keyboard tab (see Figure 13-4) determine the consequences of pressing certain
keys such as ENTER, TAB, RIGHT ARROW, and LEFT ARROW.

The selection you choose in the “Move after enter” group of options determines the behavior
of the insertion point (cursor) after you press ENTER. It can either stay put, move to the next field,
or to the next record.

B The “Arrow key behavior” settings specify what happens when you press RIGHT ARROW
and LEFT ARROW. Choosing Next field moves the insertion point to the next or previous
field when you press RIGHT ARROW or LEFT ARROW whereas Next character moves the
insertion point to the next or previous character in the current field instead.
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Options HE
Advanced ] International Errar Checking ] Speling ] Tables/Queries ]

Wigw ] General  EdtjFind | kevboard 1 Datashest 1 Forms{Reparts ] Pages ]

Default find/replace behavior i~ Confirm

% Fast search V¥ Record changes

" General search ¥ Document deletions
 Start of field search ¥ action queries

Filter bt Form defaults For Police2003 Database

Show list of values in Don't display lists where more than
this number of records read:
¥ Local indesxed fields

1000
¥ Local nonindesed fields

[~ ODBC fields

0k, | Cancel Apply

HICIUI{SNEIN  Sctting Edit/Find default options

Dptions H

Advanced ] International 1 Error Checking ] Speling ] Tables/Queries ]
Migw ] General ] EditiFind kKeyboard ]Datasheet 1 Forms/Reports ] Pages ]

Move after enter ~Eehavior entering figld
" Don't move {+" Select entire Field
0+ Met Figld (™ (30 ko stark of field

 Hext record ™ G0 to end of Field

i Arraw key behavior
(% Mext Figld

7 Mext character

[~ Cursor stops at firskflast field

0].4 | Cancel Apply

FIC{O =k N Sectting Keyboard default options



B The “Behavior entering field” group determines what happens when the insertion point

enters a field.

B The “Cursor stops at first/last field” setting locks the insertion point within the current
record and prevents the RIGHT ARROW and LEFT ARROW keys from moving the insertion

CHAPTER 13:  Customize the Workplace

point to the next or previous record in a form or datasheet.

Datasheet Options

The Datasheet tab (see Figure 13-5) includes settings for the visual properties of a datasheet. The
default colors, fonts, gridlines, and cell special effects are established in this tab. The Show animations
option is the one that shows columns sliding over when you insert or delete a column.

Form and Report Options

The settings in the Forms/Reports tab of the Options dialog box (see Figure 13-6) all relate to

designing a form or report.

B The Selection behavior group specifies the result of dragging a rectangle in the design to
select controls. Partially enclosed is easier to use because it selects all controls that have
any part within the drawn rectangle, whereas Fully enclosed selects only those controls

that are totally within the drawn rectangle.

Options

Advanced i

International ] Error Checking i Speling I

EE

Tables/Queries ]

Wi I General I EditjFind I Keyboard — Datasheet IForms,l'Reports | Pages

—Default colars

Font:

—Default gridines showing

¥ Horizantal

[ Underline T Ttalic

Background: il:IWhite 'i ¥ vertical

el T_Isilver = Default column width: i2
—Default font —Default cell effect

Font: € Flat

Inrial _-! " Raised
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Options H
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FIC{O{=MEEN  Sectting form and report default options

B The Form template and Report template settings allow you to specify an existing form
or report as the default template for new designs. Type the name of the form or report
you want to use as the default template.

B The “Always use event procedures” setting takes you directly to the VB Editor
window when you click the Build button in a property sheet, bypassing the Choose
Builder dialog box, which usually offers the choice of Expression Builder, Macro Builder,
or Code Builder.

B The Show Smart Tags on Forms setting displays the Smart Tab Action button when
you move to a control that has a Smart Tag attached.

M The Use Windows Themed Controls on Forms applies to Access forms the Windows
theme (or scheme, depending on your version of Windows) sets in the Display Properties
dialog box.
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Advanced Options

The Advanced tab (see Figure 13-7) contains five groups of options, including a list of timing
settings plus a couple of individual options. Many of the settings in this tab relate to a multiple-
user environment or interfacing with external applications. For example, the DDE operations
options either ignore requests from external sources or allow updating of DDE links.

The next group of selections in the Advanced tab deals with shared databases and
interactions with external sources. For example, enter a number between 0 and 300 seconds in
the OLE/DDE Timeout (sec) option to set the period of time Access should wait to re-attempt
a failed OLE or DDE operation. The “Number of update retries” option refers to the number of
times Access tries to save a changed record that is locked by another user. You can enter a number
between 0 and 10.

In the Default File Format option, you can choose between Access 2000 and Access
2002-2003 as the default format for new databases.

In the “Default open mode” group, you have a choice between Shared, which allows others to
open the database at the same time you have it open, and Exclusive, which gives you sole access to
the database. See Chapter 20 for more information about running Access in a shared environment.

Options EH
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HICI/{NETyl  Setting the Advanced default options
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You can set the Default record locking option to No locks, which does not lock records while
they are being edited; All records, which locks all the records in a form or datasheet (and the
underlying tables) as long as the form or datasheet is open; or Edited record, which locks only
the record currently being edited.

The last option in the Advanced tab is Open databases using record-level locking, which
minimizes the page size required by the Unicode format representation. When you check this
option, instead of locking an entire page that might include several records, only one row or
record is locked at a time.

International Options

The International tab (see Figure 13-8) contains options that deal with the direction and alignment
of the text and the movement of the cursor through data. If you are building a database for Middle
Eastern language users, change the Default direction to right-to-left and set the General alignment
to Interface mode, which sets the text alignment consistent with the user interface language. For
example, if the language reads right to left, the text is aligned to the right.

If you have date fields in the database, you also might want to check Use Hijri Calendar to
change to the Middle Eastern calendar.

Error Checking Options

Automatic error checking is a new option with Access 2003 and a most welcome addition. The
feature detects errors in form and report designs and even offers ways to correct them. You can

'
Dptions
Wit l General I EditjFind I Kevboard I Datashest I FormsfReports I Pages
Advanced International ! Errar Checking I Speling I Tables/Ciueties
Right-to-Left
—Default direction ————————— - Cursor movement
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—General alignment -
& Inkerface mode
€ Text mode

™ Use Hiiri Calendar

ITI Cancel Apply

SIC{U SR Sectting International default options
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_ Design for Multiple Languages

When you have a database that involves two languages, one left-to-right and the other
right-to-left, you can specify how the cursor decides which way to move as you enter text
or when to click the RIGHT ARROW or LEFT ARROW keys. In the Cursor movement group,
you have a choice between Logical and Visual.

B Ifyou choose Logical, the cursor moves within bidirectional text according to the

direction of the language it is encountering. For example, if the same sentence includes
both English and Arabic words, the insertion point moves left to right in the English
text, then starts at the rightmost character of the Arabic word and continues to move
in a right-to-left direction.

If you choose Visual, the cursor moves within bidirectional text by moving to the
next adjacent character. For example, if the same sentence includes both English
and Arabic text, the insertion point moves left to right through the English text and
continues at the leftmost character of the Arabic word in the left-to-right direction.

apply automatic error detection to five types of common errors. You set the error checking rules
on the Error Checking tab of the Options dialog box, as shown in Figure 13-9.

To request any error checking, check the “Enable error checking” check box. Then choose a
color for the error indicator, the small triangle that appears in the upper-left corner of the control
that caused the error. The types of errors you can monitor include:

B An “Unassociated label and control” error occurs when you select a label and a control
that are not associated with each other.

B The “New unassociated labels” error occurs when you add a label to a form or report
that is not associated with another control.

M “Keyboard shortcut” errors occur when you select a control on a form that shows an
invalid shortcut key. Examples include duplicate shortcut keys, an unassociated label,
or an underlined space.

B The “Invalid control properties” error occurs when you select a control that has an
invalid value in one or more properties.

M “Common report” errors occur when the report has an invalid sorting and grouping
definition or when the report width exceeds the paper width.

Spelling Options

The Spelling options tab contains options for adjusting the AutoCorrect feature, changing the
dictionary, and setting exceptions to correcting apparent misspellings. The spelling option settings
are shared with other Office users.
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Table and Query Options

The Tables/Queries tab of the Options dialog box is divided into two sections: one for table
design and the other for query design (see Figure 13-10).

The Table design group includes default field size and type choices that you can select to
match your most frequent data entries.

The AutoIndex on Import/Create setting is very useful when you import a table from an
external source or create a new table in Design view. This setting tells Access to automatically
index on all fields in the imported table that begin or end with the characters you type in the box.
For example, the entries in the Autolndex box instruct Access to create an index on all fields
whose names begin or end with the characters ID, key, code, or num. Separate multiple entries
by semicolons.

The new Show Property Update Options buttons option gives you the option of propagating
property changes made to fields in a table or query to controls in a form or report that are bound
to those fields.

In the Query design default settings, you can display the table names in the Table row of the
query grid. This helps to keep track of the field source when multiple tables are used in a query.
If you want all the fields in the design returned when you run the query but don’t want to bother
adding them to the grid, check “Output all fields.” When you select this option, only new queries
are affected.
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The Enable AutoJoin option automatically creates an inner join between two tables in the
query grid if they have fields with the same name and of the same data type. One of the fields
must be the primary key field for that table. If you want to define the relationships yourself,
clear the option.

You can also change the Run permissions setting to Owner’s to keep others from saving any
changes to a new query. In the SQL Server Compatible Syntax (ANSI 92) option group, you can
choose options that help ensure that current or new databases are SQL server compatible.

You also can set some of the default features on menu bars and toolbars. For details of
the options at your disposal, refer to Chapter 16.

Create Custom Groups

Groups help you organize different database objects by placing shortcuts to the objects in a
custom group. For example, you can group all the pieces that you use to create and print your
company’s annual report. You can always place an object in the Favorites group but if you want
to begin grouping objects from your Access database in a different group, you can create a new
custom group. You can also add objects from other applications to the group.
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To create a new group:

1. Right-click on one of the objects you want to add to the group and choose
Add to Group | New Group from the shortcut menu.

2. Enter the name for the new group in the New Group dialog box.

3. Click OK.

The new group name is added to the Groups list in the left pane of the Database window.

You also can create a new group without adding an object to it right away by right-
clicking on an existing group button, such as Favorites, and choosing New Group
from the shortcut menu. Name the group and click OK.

—

To add another object to the group, right-click on the object in the Database window, then
point to Add to Group in the shortcut menu and select the name of the group where you want to
place the object. Alternatively, you can simply drag the object icon to the group name in the left
pane of the Database window and drop it there. The object always remains in its original location;
only a shortcut is added to the group.

To rename or delete a group, right-click the group button and choose Rename Group or Delete
Group from the shortcut menu. If you choose to delete a group that contains shortcuts, Access
warns you that all the shortcuts will also be permanently deleted. When you delete the shortcut
from the group, the original object remains unaffected. If you choose to rename the group, a Rename
Group dialog box opens where you can type a new name, then click OK.

Change the Way Access Starts

Access receives information from several sources that tell it how to start and what to show when
it does start. Some startup settings affect only the current Access database; others affect the way
Access itself appears and behaves. The easiest way to control Access at startup is to set options
in the Startup dialog box.

The startup options you set in the Startup dialog box apply only to the current database so
you can choose different options for each of your databases or applications. When you set a
startup option such as a title bar with a custom name and icon, Access automatically sets the
corresponding database property for you. To set startup options, choose Tools | Startup to open
the Startup dialog box.
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Startup ‘
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Most of the changes in the startup options take effect the next time you open the database.
Only the Application Title and Application Icon options take effect as soon as you close the
dialog box.

—

After you have set startup options, you can bypass them by pressing SHIFT when you
open the database.

Application Title To display a custom title in the Database window title bar,
enter the text you want displayed in the Application Title box.

Application Icon To add a custom icon to the title bar in place of the default Access
icon in the Windows title bar, type the name of the bitmap (.bmp) or icon (.ico) file

in the Application Icon box. If you don’t know the name of the file you want to use,
click the Browse button next to the box and use the Icon Browser to locate the file.
You can also choose to display the icon on form and report title bars.

If you are creating an application that is to be distributed to multiple users, you should
place the icon file in the same folder as the host application.

Menu Bar When you create a custom global menu bar that offers limited commands,
you can control what your users can do with the database. Use this option to replace the
default menu bar with your custom menu bar by choosing the name of the menu from the
drop-down list. This choice has no effect on the custom menu bars you have created for a
form or report. See Chapter 20 for information about creating custom startup menu bars.

The user might still have access to the built-in global menu if the Allow Full Menus
option is checked.

Allow Full Menus When this option is checked, the user has access to all the built-in
menus. If you clear this option, Access hides certain menus such as View and Insert that
give the user the power to open an object in Design view and make changes.
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—

Allow Default Shortcut Menus Leave this option checked to allow access to the
built-in shortcut menus that appear when you right-click an object, a toolbar, or a menu
bar. Clear the option to disable all shortcut menus. If you want the user to be able to use
the shortcut menus but not to customize toolbars and menu bars, leave the option checked
but clear the Allow Toolbar/Menu Changes check box.

Display Form/Page Many applications display a special form or data access page
when opening, either as a welcoming screen or as a switchboard with a list of actions
you can take next, such as enter/edit data or preview a report. After you create the
special form and save it in the current database, you can use it as the startup form.

To choose a form for display at startup, click the drop-down arrow in the Display
Form box and choose the form from the list of forms in the current database.

Display Database Window If you don't want the user to see the Database window
behind the opening form, clear the Display Database Window check box. The user
might still be able to access the Database window by pressing F11. If you hide the
Database window, the startup form must be a switchboard with navigation tools for
using the database. See Chapter 17 for more information about creating and using
switchboard forms.

Display Status Bar Clear this option to prevent the status bar from appearing at the
bottom of the window.

This option applies only to the current database, but you can keep from displaying
the status bar in all databases by clearing the Status Bar option in the View tab
of the Options dialog box.

Shortcut Menu Bar Select the name of a custom shortcut menu to replace the built-in
shortcut menus for forms and reports in the current database. Choose Default to use the
built-in shortcut menus.

Allow Built-in Toolbars Check this option to give the user access to all the built-in
toolbars in the current database or clear the option to prevent user access. If you want the
user to be able to use but not modify the built-in toolbars, select this option and clear the
Allow Toolbar/Menu Changes option. If you want the user to be able to use and modify
the toolbars, select both options.

Allow Toolbar/Menu Changes Check this option to permit the user to modify any

of the built-in or custom toolbars and menu bars in the database. Clear the option to lock
the toolbars by preventing access to the Customize dialog box. This option disables the
right mouse button click on a toolbar and the Tools | Customize command.

If this option is cleared, the user can still move, size, and dock toolbars and menu bars
unless specifically denied in the Customize dialog box for the toolbar or menu bar.
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B Use Access Special Keys You can use the special key combinations that display the
Database or Immediate window, menu bars, or modules in the Module window. If you
have cleared this option and specified a custom menu bar, the built-in menu bar is not
accessible. The special keys are

B F11 Brings the Database window to the front if you are in the Access window
B CTRL-G Displays the Immediate window
B CTRL-BREAK Stops retrieving records from the server
B ALT-F11  Starts the Visual Basic Editor

You can use the selections in the Startup dialog box instead of or in conjunction with

the actions contained in the AutoExec macro. An AutoExec macro is a series of actions
that take place when you open the database (after the Startup options have taken effect).
Because of the sequence of events, it is important to avoid conflicts between the two. For

example, the AutoExec macro could undo the options you set in the Startup dialog box.
See Chapter 15 for more information about AutoExec macros and how they are used.

Modify the Office Assistant

The Office Assistant can offer help and tips and answer questions relating to the Office program
you are currently using. Just like the list of relevant topics you see when you type a question in
the question box, the Assistant can display that list, specific tips about using the features or keyboard
shortcuts more effectively, and a variety of messages.

The Assistant is an animated character with sound that you can change to any one of the seven
characters that come with Office. If you get tired of the paper clip, you can change to a cat or a
dog or even an Einstein character. There are also many options that you can set to customize the
Assistant to match your needs.

Show and Hide

To open the Office Assistant, choose Help | Show the Office Assistant. If the Office Assistant has
not been installed, Access asks whether you want to install it now. Click Yes. Access may prompt
you to insert the Microsoft Office CD. To hide the Assistant, right-click the character and choose
Hide from the shortcut menu. You can also choose Help | Hide Office Assistant to close the assistant.
To close the Office Assistant balloon, click the character.

Set Office Assistant Options

To customize the help offered by the Assistant, you can change some of the options. If the Assistant
balloon is visible, click Options to display the Options tab of the Office Assistant dialog box (see
Figure 13-11). If the balloon is not visible, right-click the character and choose Options from the

shortcut menu.
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HICIUI{NET A  Setting the Office Assistant options

To prevent the Office Assistant from appearing at all, clear the Use the Office Assistant option.
The other options in the Office Assistant Options dialog box (except the “Reset my tips” button)
then become unavailable. The remaining options in the upper group specify the Assistant’s
behavior.

The selections in the “Show tips about” group tell the Assistant what types of tips to display.
For example, you can see tips about using the mouse and other features more effectively or
display the shortcut keys that will accomplish the same job you are undertaking.

“Show the Tip of the Day at startup” displays a randomly selected tip each time you
start an Olffice program. Once the tip was, “Did you know you can get hurt if you run
with scissors?”

—

Choose a Different Assistant

To change the character used by the Office Assistant, click Options in the Assistant balloon, then
click the Gallery tab (see Figure 13-12). Use the Next and Back buttons to preview each of the
alternative characters, watch their actions, and hear the accompanying sounds.
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DOffice Assistant
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HIClUlSuER P Choosing a different Office Assistant character

When you find the one you want, click OK. Access asks whether you want to install the new
Assistant. Click Yes to install it. After the change of character, the Office Assistant dialog box

closes and you can get back to work.
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How to...

B Optimize your database
Optimize the tables and queries
Optimize the forms, reports, and their controls

Back up and restore the database

Compact and repair the database

Unless you have a system that runs at 15 gazillion megahertz, you probably are interested in
improving your database performance and speeding things up. Optimization is the ultimate goal,
and stacking up performance improvements can help you get there. Access offers many ways to
create an efficient database, including the Analyzer tools, which can examine the organization
of your database, suggest ways to improve the distribution of information among the tables, and
speed up overall database performance. For the purpose of security and reliability, there also are
tools to back up and restore databases in case of emergency. Other tools compact the database to
consume less disk space and repair databases that have become damaged.

Optimize a Database

Access provides two analytical tools that can save you a lot of time and help you optimize the
structure of a new database. You can optimize the performance of a database without using the
Analyzers by focusing on each of the elements that comprise the database—for example, the
efficient distribution of data among the tables, the features of the database including the filters
and indexes, and the objects themselves.

Use the Analyzer Wizards

The Table Analyzer examines the distribution of data among the tables and presents suggestions
and ideas for further improvement. Another tool, the Performance Analyzer, looks at any or all
of the objects in the database and makes suggestions to improve their performance. It also can
examine the relationships you have established in the database and the set of Visual Basic code
modules in the database, including both class and standard modules.

Table Analyzer

When you design a new database, you try to reduce the redundancy of data by creating a set of
related tables. The Access Table Analyzer can look at the data distribution and make suggestions
for additional optimization, including adding more indexes and further normalization to reduce
data redundancy.

To start the Table Analyzer:

1. With the database open, choose Tools | Analyze | Table (see Figure 14-1).



CHAPTER 14:  Speed Up Your Database 343
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HIC{UR{2NVA Il Optimizing with the Table Analyzer

The first two dialog boxes offer a good description of the process of table optimization
by first describing the problem, then showing possible solutions to the problem. Each

e —
dialog box also offers a look at examples of the problems and the solutions.

2. Click Next. The second Table Analyzer dialog box shows how it plans to solve the 14
problem by splitting tables so that each piece of data is stored only once.

3. Click Next. The third Table Analyzer dialog box shows a list of tables in the current
database (see Figure 14-2).

If you expect to use the Table Analyzer often and don’t want to see the two introductory
dialog boxes each time, clear the check mark next to “Show introductory pages?” in the
dialog box showing the list of tables.

—

4. Select the table that contains repeated data and click Next.

5. The wizard presents a diagram of the suggested redistribution of information
(see Figure 14-3).



344 How to Do Everything with Microsoft Office Access 2003

Table Analyzer Wizard

Which table contains Figlds with values that are repeated in
many records?

The wizatd will split the table inta bwo o more related tables.

e The wizatd won't rmadify wour original table.

; ! R

M M M | W R

M M M R

M MM M| M R

WM M | W -
HEE HMEENEN W

Crimes by Beat

Crimes by Beat and Year

Crimes by Beat Mumber

Entry Explanation

Mame List

Penal Codes

Switchboard Items _'_I

v Show introduckory pages?

Cancel < Back fext = EIRER
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The Table Analyzer has found that the values in the ZipCode and City fields are repeated
many times in the Police database Name List table. It has suggested that you create a lookup
table for each field with a link from the new Table2 to the original Name List table (now called
Tablel) and an additional link from the new Table3 back to Table2. Notice that the wizard has
not changed any table names; changing table names is only a suggestion.

Click the Tips button (the light bulb icon) to get instructions about how to handle the

wizard’s suggestions.

To change the Table3 name:
1. Select Table3 and click the Rename Table button in the upper-right corner of the
dialog box.

2. Enter a new name in the Table Name text box. When you change the name of the related
table, the wizard changes the table name in the linked field in the primary table (Table2,
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Table Analyzer Wizard
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in this case) to match. If you change your mind about the new name you entered for a
table, click the Undo button next to the Rename Table button.

Table Analyzer Wizard

Tahle Mame:

oK 14
1\:‘0Iunteer5taFF ‘——J
Cancel

You can also drag the field names from one table to the other to change the way the
fields are grouped if it doesn’t make sense to you.

3. Click Next to move to the dialog box in which you verify that the primary key fields are

correct (see Figure 14-4). The wizard has, by default, added a unique field to each new
table and created the corresponding linking fields.
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Each of the new tables has been renamed and assigned a designated primary key field, but
Tablel (VolunteerStaff) has no primary key field. Access always recommends that tables have
primary key fields assigned. You can specify a primary key for Tablel in one of two ways:

B Select an existing field that you know has unique values—for example, VolNo—and
click the Primary Key button. The key symbol appears next to the field name.

B Select the table and click the Add Primary Key button. A new Generated Unique ID
field is added to Tablel.

After adding key fields, click Next. In the final dialog box, the wizard offers to create a query
that uses the same name and looks like the original table. Allowing the wizard to do this enables
you to work with the data all in one place and guarantees that all the forms and reports you have
created using the original table as a basis will continue to work properly. You can also choose to
create this query yourself.

If you chose to decide which fields to place in which tables (refer to Figure 14-3), the next
dialog box shows only the original table without the new, intermediate Table2. You can create
the new table by dragging a field name from the list in Tablel. You can also rename the tables
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and define the primary key field for the new table using the buttons in the dialog box. After you
click Next, the wizard offers to create a query for you as before.

Using the Performance Analyzer

The Performance Analyzer looks at the objects in the database and suggests ways to improve
the application’s performance. When you finish with the Performance Analyzer, many of the
suggestions can be implemented automatically.

To start the Performance Analyzer:

1. Choose Tools | Analyze | Performance. The first dialog box includes a tab for each
type of database object. Each tab contains the names of all those objects in the current
database. The Current Database tab contains the Relationships and VBA Project
options. If you click the All Object Types tab, you can see all the names in one place.

Performance Analyzer [ ]
< Modules I Current; Database | all Object Types
Tables | Queries I Farms I B Reports I 22 Macros
=} oK |

[~ E Alpha Entry

[T E catenoriss Cancel |
™ E city Beats

™ E crimes by Beat Select |
[ Cr?mes by Beat and Year S

[ E crimes by Best Mumber —.l
r EMPLOYEE Deselect Al |
™ E Ertry Explanstion

™ Mame List =l

2. Select the appropriate tab and select the names individually or click Select All to
choose all the objects.

3. Ifyou want to analyze the entire database, click the All Object Types tab and choose
Select All.

4. After selecting the items you want analyzed, click OK.

A message box informs you about the progress of the analysis and when all the objects have
been inspected; the wizard displays a dialog box with a list of recommendations, suggestions,
and ideas (see Figure 14-5). Any problems that have been fixed are also denoted. The Analysis
Notes pane describes the general overall findings. When you select one of the items in the list,
additional explanations are displayed in the Analysis Notes pane.

If you include queries in the objects to analyze, be sure to have enough data in the

tables to give the query a good workout.
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EE Performance Analyzer | X|

Analysis Results:
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E Table 'Alpha Entry' Add an index to field(s) DR

E Takle 'Alpha Entry". Add an inde:x to field(s) Date’

@ Table 'Alpha Entry" Change data type of field DR from Text' to 'Long Integer!
@ Tahle 'Categories". Relate this table to others in the database

@ Table 'City Beats" Relate this table to others in the database

Deselect Al |

Close |

—Analysis MNokes;

menu,

@ Table 'Crimes bv Beat' Relate this table to others in the database .LI
key: 0 Recommendation 2 Suggestion 3§ Idea +f Fixed |
This optimization applies ko the entire database,
Saving your code in a compiled skate will allow it ko run Fasker, Ta make sure all modules in
your database are saved in a compiled skate, open a module and click Compile on the Debug
Help

FICUR{ZNPBM  The findings of the Performance Analyzer

The Analyzer has recommended that you add an index to the Date and DR fields of the Alpha
Entry table. When you select one of these recommendations, the Analysis Notes show that if
you index on this field, it will benefit the Alpha Entry table and your queries will run faster. To
implement a recommendation, select it and click Optimize. After considering all the items in the

list, click Close to close the Performance Analyzer.

The Performance Analyzer doesn’t always have the whole picture. Accept its
recommendations and suggestions carefully. For example, adding indexes might

database and could slow down entering and editing data.

Optimize Tables and Queries

After you have done all you can to normalize the database and distribute data efficiently among
the tables, there are a few other things you can do to speed up data processing. Some examples are

B Choose the appropriate data type for each field to save space and improve join operations.
Also, if you know the range of values that will be stored in the field, choose the smallest
field size that the data type will accept. You have no choice with date/time fields, but you
can reduce the default 50-character field size for text fields if the data is, for example,

a ZIP code.

improve query performance but it also increases the disk space needed for the
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Make sure the fields on either side of a relationship are of the same or a compatible
data type.

Optimize with Indexes

In addition to the primary key, which is automatically indexed, you can create indexes on one or
more fields to find and sort records faster. Indexes can speed up queries if the fields on both sides
of the join are indexed. In a one-to-many relationship, the primary table is already indexed on the
primary key field; creating an index for the foreign key field in the related table helps when the
query is run. Also, indexing any field used in a criteria rule in the query reduces processing time
for the query.

Multiple-field indexes help distinguish between records that might have more than one record
with the same value in the first field. If you are creating a multiple-field index, use only as many
fields as necessary.

Although indexes can speed up searches and sorts, and queries of related tables, they
can also add to the database size. Each index represents a condensed lookup table.
Additional problems can occur in a multiple-user environment because indexes can
reduce the concurrency of the database, thereby limiting the ability of more than one
user to modify data at the same time.

Optimize Queries
Queries are key to retrieving the right data from your database. There are many things you can do
to help speed up running queries. Among the guidelines for optimizing queries are the following:

Include only the fields you need in the query. If a field is not needed in the result set but
you are using it as a criterion, clear the Show check box in the query grid.

Avoid calculated fields in a query as much as possible. If you need an expression in the
result of the query, add a control to the form or report instead and use the expression as
the control source.

Use Between...And... in a criteria expression rather than the > and < operators. 14

If you want to count all the records in the recordset, use Count(*) instead of
Count([fieldnamel).

When grouping records by values in one of the joined fields, be sure to place the Group
By aggregate function in the field on the side of the join containing the values you want
to summarize. If you place Group By in the joined field, Access must join all the records
and calculate the aggregate using only the necessary fields.

Use as few Group By aggregates as possible. You might be able to use the First function
instead in some cases.

Try not to use restrictive criteria on non-indexed or calculated fields.

If you need to place criteria on one of the fields used to join two tables in a one-to-many
relationship, you can place it on either field in the grid. Run some tests to see which
placement results in a faster query.
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B [fyou are working with fairly static data, consider running a make-table query and
using the resulting table instead of the query as the basis for forms and reports. You can
always run the make-table query again if the data changes. Be sure to add indexes to
the resulting table.

B When you create a crosstab query, try to use fixed column headings to save the time it
takes to update them.

Optimize Filter By Form

The Filter By Form defaults for databasename settings in the Edit/Find tab of the Options dialog
box can improve the performance of all tables and queries, and all text box controls that use the
Database Default setting in the Filter Lookup property. As discussed in Chapter 13, the Filter By
Form Defaults group of options can limit the displayed list of values to indexed fields only or include
local indexed and non-indexed fields. You can also set a limit on the number of records that must
be read to come up with the list of unique values to display in the drop-down list in the grid.

If the list of field values takes too long to display, you can optimize the Filter By Form for
a single text box control on a form by setting the control’s Filter Lookup property (on the Data
tab) to Never. This suppresses displaying the field values on the drop-down list in the Filter By
Form window.

Optimize Forms and Reports

Most of the optimization strategies can be used on forms, reports, subforms, and subreports.
There are also techniques that you can apply to individual text box and combo box controls to
improve their performance in forms and reports.

The following tips apply to both forms and reports:

B Base the subform or subreport on a saved query that includes only the required fields
and that has a filter that results in only the required set of records.

If the record order is not important, you can save time by not sorting records in an
underlying query, especially if the query uses fields from multiple tables.

Try not to sort or group on expressions.
Make sure the underlying query is optimized before loading the form or report.

Index on the fields you use for sorting or grouping.

Don’t overdo the design with bitmaps and graphic objects. However, when you need to
add graphics, convert the unbound object frame controls to image controls, which take
less time to load.

You can save a lot of disk space by using black-and-white bitmaps rather than color.

Don’t overlap controls unless absolutely necessary. Access must draw the controls in the
form or report window twice to place overlapping controls.
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Use subforms and subreports sparingly; they occupy as much space as the main form or
report. Base all subforms and subreports on queries instead of tables and include only
the necessary fields.

Index all fields in a subform or subreport that are linked to the main form or report. In
addition, index all fields used in the criteria.

If the form or report has no event procedures associated with it, make sure the form or
report Has Module property is set to No. The form or report will load faster and take
less disk space without taking up the reserved class module space.

A few more strategies apply only to forms:

Don’t leave a form open if you aren’t using it. Access still must take time to refresh the
window whether you are working in it or not.

Design a form with as few controls as possible. Having a large number of controls
reduces the efficiency of the form. If you need a lot of controls, consider adding a tab
control to create a multiple-page form with controls grouped logically on the pages.

If the underlying record source contains a lot of records and you are planning to use
the form primarily for data entry, change the form’s Data Entry property to Yes.
When the form opens, it automatically moves to the end of the recordset and displays
a blank record in the form. If you open the form with records showing, Access must
read every record before it can display a blank new record.

If you don’t expect to edit the records in a subform, you can save time by setting the
subform’s Allow Edits, Allow Additions, and Allow Deletions properties all to No.

An alternative is to set the Recordset Type to Snapshot instead of to the default Dynaset.
These are all properties of the subform object itself, not the subform control on the
main form.

Use a hyperlink instead of a command button to open a form. Command buttons added
with the help of the Command Button Wizard result in an event procedure written in
Visual Basic code; avoiding the use of such command buttons will eliminate the class
module and save space and time.

Optimize Controls

List box, combo box, and drop-down list box (the data access page version) controls all show field
values from which you can choose. They are bound to a field in the underlying record source.
When you use a wizard to create the list box or combo box control, it automatically constructs

a SQL statement and assigns it to the control’s Record Source property. You can save time by
basing the control on a saved query instead of the SQL statement, which must be evaluated each
time you activate the control.
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To convert the wizard’s SQL statement to a saved query:

1.

2,
3.

Open the control’s property sheet and click the Build button next to the Row Source
property. The SQL statement appears in the Query Builder window.

Choose File | Save and enter a name for the query.

When you close the Query Builder window, Access asks if you want to save the query
with that name and update the property with the query name. Respond Yes.

There are several more ways to optimize the behavior of these controls:

Be sure to index on the first field displayed in the combo box or list box and on the
bound field in the underlying table, if they are different fields.

Set the AutoExpand property of the combo box control to No if you don’t require the
fill-in-as-you-type feature.

If you do use the fill-in-as-you-type feature by setting the AutoExpand property to Yes,
be sure the first field in the displayed list is a Text data type rather than a Number data
type. Access converts the numeric value to text to find a match for completing the entry.
Using text in the first field eliminates the need for this conversion.

Use the default format and property settings for the controls. Access saves only the
exceptions to the default settings with the form. If you find you are changing the same
property frequently, you can change the default setting for the control and avoid having
to store both.

Back Up and Restore a Database

To reduce the risk of losing data, it is a good idea to have a backup copy of your database.
The database must be closed before you can back it up. If you are working in a multiple-user
environment, make sure all the users have closed the database before you start the backup
process. There are several ways to make a backup copy:

Double-click the My Computer shortcut and open successive folders until you locate
the folder that contains your database. Drag the filename in the Windows Explorer list
from the hard disk to another disk drive.

Right-click the filename or database shortcut in Windows Explorer and point to Send
To in the shortcut menu, then click the drive to which you want to copy.

Use the Microsoft Windows 2000 or later Backup and Recovery Tools, the MS-DOS
Copy command, or other third-party backup software. Some programs also offer the
option of compressing the files.

If you are working in a multiple-user environment with user-level security, be sure to make a
backup copy of the workgroup information file as well. You will not be able to start Access if the
file is damaged or missing. See Chapter 20 for more information about workgroups and shared
databases.
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You Can Back Up Just
Part of Your Database

You can back up individual objects of your database without copying the entire file. To do
this, create a new, blank database and import the objects into it from the original database.
See Chapter 18 for information about importing database objects.

To restore the database from a copy, use the recover feature of the same method you used to
make the backup copy. If you used Windows Explorer, drag the filename from the floppy disk
list to the database folder on the hard drive.

If the backup copy and the existing database in the database folder have the same
name, you can replace the existing database when you restore the backup copy. If you
want to save the original database, rename it before restoring from the backup copy.

Compact and Repair a Database

Access provides some other useful tools for managing databases. One of them converts databases
to or from previous versions of Access. Another creates an MDE file from the current database.
An MDE file contains compiled versions of all the code in the database with none of the original
source code. MDE databases run faster but the user cannot access the source code for viewing

or editing.

See Appendix A for information about converting databases to and from Access 2003.

—

Another utility repairs and compacts a database. As you delete tables and queries and create

new ones, your database can become scattered about on the disk with useless small blocks of 14

space between. Compacting the database makes a copy of the database and rearranges the file
so that the disk space is used more efficiently. You can compact an open database in place by
choosing Tools | Database Utilities | Compact and Repair Database. Access takes only a few
moments to compact the database, showing progress in the status bar.

If a database becomes damaged in some way, Access usually detects this when you try to open
the database or if you try to compact, encrypt, or decrypt it. When damage is found, Access offers
the option to repair the database at once. However, if your database begins to act strangely but
Access has not noticed any damage, you can use the Compact and Repair Database utility manually.

Click Start to begin the rather lengthy process. Access runs the Office 2003 Installer and
probably will ask you to insert the installation disk. It might also ask you to close certain open
applications. Be aware that repairs can take a long time and you can click Cancel at any time to
abort the process.
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To compact and repair a closed database:

1.

2.

—

Close all databases. Then, from the empty Access window, choose Tools | Database
Utilities | Compact and Repair Database.

In the Database to Compact From dialog box which looks just like the Open dialog box,
select the name of the database you want to compact and click Compact.

In the Compact Database Into dialog box, specify the drive and folder for the compacted
database and enter a name for the copy or choose a name from the list.

Click Save. If you choose the same name as the original database, Access asks for
confirmation before replacing the file.

You can stop the process at any time by pressing ESC or CTRL-BREAK.

If the compaction is successful and you choose to use the same name and path for the
compacted file, Access replaces the original database file with the compacted version. If Access
is not successful in compacting a database, one of the following reasons might be to blame:

Another user has the database open.

Your disk does not have enough free space for both the original copy and the compacted
copy of the database. To remedy this, delete as many unnecessary files as you can and
try compacting the database again.

You do not have permission to copy all the tables in the database. You need both
Open/Run and Open Exclusive permissions in order to make copies of the data. If you
are not the owner of this database, find the owner and try to obtain permission. If you
are the owner, update the permissions for all the tables.

The database is on a read-only network or the file attribute is set to read-only.
You can save time by specifying that the database is automatically compacted when
you close it, if the file size would be reduced by more than 256KB. Check the Compact

on Close option on the General tab of the Options dialog box. If another user has the
database open, Access will not compact it until the last user closes it.

Document a Database

One of the most important tasks in a database management system is documentation,
especially if many people are involved with its development and use. One of the Access
analysis tools is the Documenter, which analyzes the current database and prints a report
of the details of the entire database or only specified parts.
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To run the Documenter:

1. Choose Tools | Analyze | Documenter.
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Select the items on each tab that you want documented or choose Select All on the

All Object Types tab to select everything in the database, including the relationships

and the database properties.

B Documenter
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3. To limit the amount of information to print in the table definitions, click Options
and check the desired options in the Print Table Definition dialog box.

B3 Print Table Definition
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Cancel
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To limit the information in another object type, select one of the objects and click
Options. Each object has a list of details from which to select.
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5. After making all your selections, click OK twice to start the Documenter.

You can stop the Documenter any time by pressing CTRL-BREAK.

The status bar shows the progress of the analysis with messages and odometers. When
the Documenter is finished, the report is opened in Print Preview.

You might want to look at how many pages the definition report
w==—"""""——— contains before starting to print it. Some definitions, even with
small databases, are quite lengthy.

If you want to save the report, you can output the definitions to one of several file
formats. You can output them in HTML format or into an Excel worksheet, a Rich Text
Format file, a DOS text file, or a file in report snapshot format. Choose File | Export to
open the Export Report To dialog box, select the desired file format from the Save as
type box, enter a name for the report, and click Export.
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How to...

B Create a simple macro

Test and debug a macro

Assign a macro to an event property
Add conditions to the macro

Create an AutoExec macro that runs when you launch Access

Create a macro group

Macros are individual Access objects that are listed in the Macros tab in the Database window.
Once you have created and saved a macro, you can attach it to an event property of any object
in your database. Macros provide a quick and easy way to program your Access application to
do what you want. With macros, you can specify customized responses to user actions such as
clicking a button, opening a form, or selecting an option in an options group. Macros can also
respond to system conditions such as an empty recordset.

A macro is a list of one or more actions that work together to carry out a particular task
in response to an event. Each action carries out one particular operation. You create the list of
actions in the order in which you want them to execute. In addition to selecting the action to be
taken, you specify other details of the action, called arguments. These arguments provide additional
information such as which form to open or how to filter the records to be displayed.

You can also set conditions under which the macro action is to be performed, such as to
display a message box if a field contains a certain value or is blank. The macro runs only if the
condition evaluates to True. If the condition is False, the action is skipped. If there is another
action in the macro, it is executed; if not, the macro stops.

Create a Simple Macro

The first step in creating a macro is to list the actions you want performed when an event occurs.
Each action might require specific arguments or need to be performed only under certain conditions.
Make sure you choose the right event to which the macro should respond.

To start your new macro, click New in the Macros tab of the Database window. The Macro
window opens showing a blank macro (see Figure 15-1). The drop-down list in the Action column
contains a list of actions from which to choose. Entries in the Comment column are optional but
highly recommended as a reminder of what the macro is meant to accomplish.

Comments are especially useful because macros are stored as separate objects, not
linked with a particular form or report. The comments can explain how the macro is
used and to which events it is attached. This can be especially important if you rename
the macro. You will need to find all the references to it and change the name there, too.

—
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HICIU/{SNI N Working in the Macro window

Choose Macro Actions

Access offers actions that cover data management activities such as opening forms and reports,
printing reports, filtering data, validating data, moving among records in a form, playing sounds,
displaying message boxes, and even exchanging data with other programs. To add an action to a
macro, you can either choose from the drop-down list or type the name yourself. Once you select
an action from the list, the lower pane displays the associated arguments, some of which are required,
others are optional, depending on the action.

As an example, create a macro in the Police database that opens the Alpha Card form in
read-only mode by doing the following:

1. Click New in the Macros tab of the Database window to open the blank macro.
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2. Click the Action drop-down arrow, scroll down the list, and choose OpenForm from
the list.

The Action Arguments pane now contains the arguments for the OpenForm action, and the
information pane describes the selected OpenForm action. The Form Name argument is required.
Other required arguments show selections whereas the optional arguments are blank.

# Macrol : Macro |_ (O] x]

I Action Camrment ;l
P | OpenFarm _:j

Action Arguments

Form Marne

Wiew Farm
Filter Mame

‘Where Condition

Data Mode

SWindow Mode Marmal

Opens a Form in Form view, Design view,
Print Preview, or Datashest view, Press
F1 for help on this action,

Set Action Arguments

Most macro actions have a list of associated arguments that give Access more information about
how you want the action carried out. Some arguments are required, others are optional. When
you add an action to a macro, the argument list appears in the lower pane.

You can usually type the value you want in the argument box but many offer drop-down lists.
Some require that if you enter a value it must be one that is in the list. A description of the current
argument is displayed in a pane to the right of the argument list. If you need more help, press F1
with the insertion point in the argument box.

To continue with the Alpha Card form example:

1. Click in the Form Name box in the Action Arguments pane and select Alpha Card from
the drop-down list of all the forms in the current database.

Ackion Arguments

Form Mame
Wigw Alpha Card
Filter Mame Alpha Entry
Where Conditian ::pl'::: Eﬁ{ghzuoh;?;m Seleck the name of the Form to open. The
Daka Mode CI'I? 5 ; list shows all Forms in the current
window Mode DOSSROpOrS |, database, Required argument, Press F1
Chaose Report with YBA far help on this argurient,
City Beats
City Beats Crimes -
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2. Set the other arguments as follows:
B Accept the default Form as the View argument.
B Leave the Filter Name argument blank because we want to see all the records.

B Again, we want all the records so do not add a SQL WHERE clause in the
Where Condition argument.

B Choose Read Only from the Data Mode list.
M Leave Window Mode with the default Normal setting.

3. Close the Macro window and enter Open Alpha Card as the name for the macro in
the Save As dialog box.

4. Click OK. If you return to the Macros tab of the Database window, you will see the
name of the new macro.

In some cases, choices for one argument can determine which choices are available for
an argument farther down in the list. For this reason, it is best to set the arguments in
the order they are listed in the Action Arguments pane.

Instead of selecting from a list or entering a value, you can enter an expression that evaluates
to the argument value you want to use. Always precede the expression with an equal sign so Access
recognizes it as an expression instead of an identifier. For example, the expression =/EntryNo]
sets the argument to the value in the EntryNo control. If you would like help from the Expression
Builder, click the Build button, which appears at the right of the argument box when you click in
an argument that will accept an expression.

Test and Debug a Macro

Once you complete the macro, you can run it to see if it behaves as planned. You have a choice
of running the complete macro at once or stepping through each action one at a time. If an error
occurs in the macro or you don’t get the results you expect, use the step-through method of
running the macro to locate the action that causes the error.

Start the Macro

There are several ways to run a macro after you have finished adding the actions and setting the
arguments. While still in the Macro window, you can click the Run button or choose Run | Run
to run the macro in place. After you have named and saved the macro, you can run it from the
Database window using one of the following methods:

B Select the macro name and click Run.

Double-click the macro name.

Right-click the macro name and choose Run from the shortcut menu.

Choose Tools | Macro | Run Macro and then enter the macro name in the
Run Macro dialog box.
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If your macro depends on a particular form or report being open before it can run, be

sure to open the form or report first.

If an error occurs during the operation, Access displays an error message. Read the message
and click OK to open the Action Failed dialog box, which tells you which action in the macro
failed and the arguments that were being used at the time. The Arguments box shows that the
second argument, Object Name, is required but missing from the GoToRecord action. It also
shows any conditions that were in effect. Your only option in this dialog box is to click Halt to
stop the macro. Before closing the dialog box, note the action name and other data about where
the fault occurred. It is up to you to switch to the Macro window to correct the problem.

Action Failed

Macro Mame:

IOpen Alpha Card

Condition:

ITrue

Action Mame:
iGoToRecord

Arguments;
|2,  Last,

[
Missing argument

Step Through a Macro

If you have created a macro with many actions and it contains an error, you can use the Single
Step method to move through the macro one action at a time. You must be in the Macro window
to step through the macro actions.

To start stepping through the macro:

||1|ﬁI

1. Click Single Step or choose Run | Single Step.

2. Click Run or choose Run | Run to carry out the first action. A Macro Single Step dialog
box opens showing the details of the first step in your macro.

Macro Single Step

Macra Manme:
IOpen Alpha Card

Step

Halt
Condition:

Continue

il: B

iTrue

Action Mame:

iOpenForm

Arguments:

Alpha Card, Form, , , , Mormal
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3. Your options in this dialog box are as follows:
B Step Moves to the next action (default).
B Halt Stops macro execution.

M Continue Quits single stepping and runs the rest of the macro without stopping. If
another error occurs, the macro stops and another Action Failed dialog box appears.

4. After the macro finishes, click the Single Step button again to turn it off; otherwise, the
next macro you run will single step, too.

Modify a Macro

After you see how a macro runs, you might decide to make some changes to it such as adding an
action, changing the order of the actions, adding a condition to the action, adding a Where Condition
argument to limit the records, or creating additional macros to include in a macro group.

To open a macro for modification, select the macro name in the Database window and click
Design. Use the Insert Rows and Delete Rows toolbar buttons or the Insert and Edit menu commands
to add or delete actions. You can also use the standard Cut, Copy, and Paste operations to edit
a macro. The Undo button is also available to reject any changes. After making the changes to
the macro, save it again. If you save it with a different name, be sure to change all references
to the macro accordingly.

If the macro operates on important data, make a temporary copy of the data to use
during the modification process. This way, if anything goes wrong, you have not
destroyed valuable information.

Assign a Macro to an Event Property

Once you have created the macro that will carry out the action you want, you must decide when
you want it to happen. Access responds to all kinds of events that occur when you are working
with a form or report including mouse clicks, changes in data, changes in focus, and opening or
closing of a form or report. After you decide when you want the macro to run, set the corresponding
event property of the form, report, or control to the name of the macro. For example, if you want
to run a macro that sounds a beep when a form opens, assign the macro to the On Open property
of the form.

See the sidebar “About Events and Event Properties” in Chapter 10 for a brief
orientation.

—

To attach a macro to an event property:
1. Open the form or report in Design view and select the form, report, or section or control
to which you want to attach the macro.

2. Open the property sheet and click the Event tab to see a list of events that can occur for
the selected object.
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3. Click the property whose event you want to run the macro and choose the macro name

from the drop-down list.

& Text Box: Name

lName

Format ! Data
Before Update
After Update

g

Evert | other | Al |

[Event Procedure]

OnDitky o AukaCarr
(] T i i S AutoCorr. AutaCarr
onchangs . .. vviee s Autokeys
O BB e e AEtUKBYs-AF
e L _hoose Repaort

_hoose Report.Cancel
PR et Choose Report PreviewReports
CnlostFocus. .o oue e .
L
in Mkl lick

4. Save and close the form or report design.

When the event occurs, the built-in response occurs first, then the macro runs. For example,
when you click a button, the built-in response occurs and the button appears pressed. If you have
attached a macro to the On Click event property, the macro runs next.

Decide Which Event to Use

Although the property sheet shows quite a long list of event properties for forms and controls,
there are a few that you will use more often, for example, when a form opens or the data in a
control changes. Table 15-1 lists some of the commonly used form and control event properties.

Property Occurs When Use To
On Open The form opens before the first record is displayed. ~ Open, close, or minimize other forms or
maximize this form.

On Current The form is opened and focus moves to a record, Synchronize data among forms or move
or the form is refreshed or requeried. focus to a specific control.

Before Update  After the focus leaves a record but before the data Display a message to confirm the change.
is saved in the database. Validate data entered in a control.
Also occurs after a control loses focus but before
the control is changed.

After Update After the record changes have been saved in the Update the data in other controls, forms,

database.

Also occurs after a control loses focus and after

the control is changed.

or reports. Move focus to a different page,
control, or record in the form. Also transmit
new data to other applications.

IAGIR=R R Commonly Used Form and Control Event Properties
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Property Occurs When Use To
On Click Press and release the left mouse button over Carry out commands and commandlike
a control. actions.
On Enter Move to a control before it gets focus. Display information about data to enter in

the control or a request for a user password.

AGIRSR R Commonly Used Form and Control Event Properties (continued)

Reports and report sections have fewer event properties because there is little user interaction
with a report. Some of the more common event properties used to attach macros and event procedures
to reports are

B On No Data Runs a macro when the report has an empty underlying recordset.
Use to cancel the print event.

B OnOpen Runsamacro when the report opens but before printing begins. Use to
prompt for a filter for the records to be included in the report.

B OnPage Runsamacro after the page has been formatted but before printing begins.
Use to add a graphic or border design to the report.

Add Conditions to a Macro

When you want a macro to run only under specific circumstances, you can add a condition to any

of the macro actions. The macro condition effectively states, “If this condition is true, run this

action. If it is not true, go to the next action, if any.” You can use conditions to set control values

or control properties and even run additional macros. Such test comparisons are not case sensitive.
Some examples of using conditions are

B [f the balance of an account is negative, change the color of the number to red.
If a student’s grades are exemplary, print a congratulatory message.

If the inventory level of an item is low, display a message to remind the user to reorder.

If the order exceeds a specific total, calculate the amount due with a volume discount.

Do not confuse the macro condition, which determines whether the action takes place,
with the Where Condition, which limits the records in the form or report. The macro
condition is entered in the Condition column of the macro sheet; the Where Condition
is an argument of many macro actions.

Normally, a condition applies only to the action on the same row in the macro sheet. If the
condition is not met, the next action is executed. To continue the condition to the next action,
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About Default Events

Most of the macros used in an application are attached to the default events for the object. A
default event is not one that occurs automatically; it is the event that is most often associated
with a particular object. For example, the Click event is the most common event associated
with command buttons and check boxes; Open is the most common event for forms. When
you use the Macro Builder to create a macro for an object, the macro is automatically
attached to the default event.

When you open the form or report in Design view and look at the property sheet for the
text box control, you will see the name of the macro in the Before Update event property.

enter an ellipsis (...) in the Condition column of the next row. You can apply the condition to
several sequential actions.

You can also use conditions to create an If...Then...Else structure in a macro. This conditional
logic runs one or more actions if the condition is met and a different set if the condition evaluates
to False. This structure is very useful for changing the order of execution based on the outcome
of the condition. For example, you might want to carry out a calculation if a field has a value but
to move to another record if the field is blank. Use the ISNULL function to test for blanks and NOT
ISNULL to test for a value.

Create a Macro to Display a Warning

The MsgBox action is one of the most useful macro actions when interacting with the user. You
can use it to display warnings, alerts, and other information. The MsgBox action has four arguments:
Message, Beep, Type, and Title. One example of using a macro with a condition is the PurgeValid
macro, which ensures that certain reports of serious criminal activity in the Police Alpha Entry
table are not purged from the database by accident.

The macro is based on a condition that compares the Code value, which identifies the crime,
with the value in the Purge field. The Purge field contains the date when the record might be
erased from the file. The report of certain crimes is never to be erased. If the Code is in a certain
range, there should be no date entered in the Purge field.

An additional condition is combined with the test for the Code value. This condition skips
records with blank Purge fields. The reason for this added test is that when the user tabs through
the form, the Purge control can focus on whether it has a value or not; you don’t want to see the
message if you have just skipped through the control. Figure 15-2 shows a macro that checks the
code value; if the value is within the danger range, the macro displays a message when the user
tries to enter a date in the Purge field.

To create the PurgeValid macro:

1. Start a new macro and choose the MsgBox action.
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# Pu o =] 5
Condition Ackion B
| B [[Forms]'[alpha Entry]![Code] Between 11000 And 19999 And Mat IsMull([Forms] [Alpha Entey] [Purge]) | MsgBaox 5
Action Arguments
Message Check this entry, Code number in da
Besp Yes
Type ‘Warning! 2
Title Purge Date 'E Check this entry. Code number in danger range. |
Index DR Entry Code Diate
72 |94-2889 |DF|IVEF| H1AMS TC ] | |?J2EJ2DDE |
73 |SB-234D |JUV COMT/ROBBERY /2361182, ] 459 = | |9,J1 3/2002 | /13
74 |95-1‘I28 |AF|F|EST£DHIVE INTO ] 23152 7] | 47972002 |
s 74 |35-1128 |CITEJSUSP DL ] 14600 ] | 47/59/2002 |
7 |95-3498 |AF|F|EST£MISD WARRANTS ] | |D£2D£2DD1 | =g
il |91 5320 |DF|IVEFH¢2£INJ TC ] =] |2.f‘| E/2002 | 241642
= [a711 CHARMCIRERT MGFRCY ASsicT | « [Frenny | == i
Record: 14 4 102 v | w1 |e%]| of 131

FIC{O{=MITYAl A macro designed for data validation

2. Click the Conditions button or choose View | Conditions.

3. Enter the expression [Forms]![Alpha Entry]![Code] Between 11000 And 19999 And
Not IsNull([Forms]![Alpha Entry]![Purge]) in the condition row of the MsgBox action.

4. In the Message argument, enter Check this entry. Code number in danger range.

Do not enclose the message in quotations marks unless you also want to display
the marks.

—

5. Set the Beep argument to Yes.

6. Select Warning! as the Type.

7. Enter Purge Date as the message box Title.

Now, attach the macro to the Before Update event property of the Purge control. To do this:

1. Save the macro with the name PurgeValid.

2. Open the Alpha Entry form in Design view.

3. Click the Purge text box control and open the property sheet.
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Click the Event tab and select the Before Update property.
Choose PurgeValid from the drop-down list of macros.
To test the macro, switch to Form view.

Move to a record with a code number in the danger range.

N o @ P

Click in the Purge field, enter a date, and press TAB. The message appears warning
you not to enter a date in this record.

Create Other Commonly Used Macros

When you work with a database, Access causes many things to happen in response to your
actions. You might not know that you can customize the database with macros to accomplish
many similar operations according to your designs. This section discusses some of the more
common applications for macros.

Set Control Values and Properties

SetValue is a very useful macro action that sets the value of a field, control, or property of a
form, a form datasheet, or a report. You can set a value for almost any control, form, and report
property in any view with the SetValue action. The action has two arguments, both of which are
required: Item and Expression. The Item argument contains the name of the field, control, or
property whose value you want to set. The Expression argument contains the value you want to
set for the item. Do not precede the expression with an equal sign. Use full syntax complete with
all the identifiers when referring to any Access objects in the Item or the Expression argument.

Set Control Values

In addition to entering the value itself, you can set the value of a control based on the value

of another control in the same or a different form or report. You can also use the result of a
calculation or the value returned by an option group to set the value of a control. For example,
when you are adding new records to the Alpha Entry recordset in the subform of the Alpha Card
form, you can compute the value of the Purge field. Depending on the Code value, the entry can
be purged from the person’s file after a certain length of time, usually three or seven years. To
save data entry time, you can write a macro that examines the Code value and uses the DateAdd
function to set the Purge date by adding a specified number of years to the Date field value.

# SetPurge : Macro =] E3
| Action Camment :i
P | Setvalue Ed|
H |
Action Arguments
Trem ! [Purge] , . Sets avalus for a
Expression Datefdd"yyyy", 7, [Date]) control, Field, or

praperky on a farm,
Form datasheet, or
report, Press F1 for




—
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The first argument in the DateAdd function, “yyyy,” indicates that the interval you want
to increment is the year part of the date value. The second argument is the number to
add, the third names the control that contains the original date.

Set Control Properties

You can set many of the properties of forms, reports, and controls by running a macro. For example,
you can hide a control from view on the form or disable it so the user can’t enter data in it. You
can also change colors, fonts, and other appearance properties.

As an example of setting a property with a macro, disable the Drivers License control if the
subject of the Alpha Card report is younger than 16. To do this, set the Enabled property to No.
When a control is disabled, it still appears on the screen but is dimmed; you can’t reach it by
pressing TAB or by clicking it.

To ensure that you enter the correct identifier, you can use the Expression Builder. After
adding the SetValue action to the macro, click Build (...) next to the Item argument to open
the Expression Builder, then do the following:

1. Double-click on the Forms folder, then double-click on the All Forms folder in the left
panel to open the list of forms in the current database.

2. Choose the Alpha Card form. A list of all controls and labels in the form appears in the
center panel.

3. Choose Drivers License. A list of all the properties that apply to the Drivers License text
box control appears in the right panel.

4. Choose Enabled and click Paste. When you click OK, the expression is placed in the
Item argument box.

Expression Builder

[Forms]![Alpha Card]![Drivers_License].[Enabled]

+ - "Iil_&_] = <<>i And Cr Mok LE“(__)J Paste l Help l

[#]1 Tables =| |Zip | [Defaulyalue =]
[#] Queries Labells Cisplayiwhen
Alias
& Fmorms Labell 7 EnterkeyBehavior __]
Loaded Forms EwentPracPrefix
=1 all Forms Labell9 FilterLookup
7 alpha Entry su Social_Security FontBold
aloha Ent Label21 FontItalic
% '|r =E r CII Fonthame
R - | |Labelzs FantSize
Gl | 3 FEI x| |Fontunderline =l

4

To complete the macro:

1. Enter No in the Expression argument.

2. Add a condition to the Action row that runs the macro only if the Age value is less than 16.
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3. Attach the macro to the Age control’s After Update event property.

You probably will want to add another macro to reenable the Drivers License when you
move to the next record.

—
# Disable : Macro M=l E3
Condition Action Comment
| P} |[#oe]<16 SetWalue | Disables Crivers License conkrol iF ane < 16 vears, =l
Action Arguments
Ikem [Forms]![Alpha Card]![Drivers_Licen
Expression Mo

Seks a value for & contral, fisld, or property
on a form, form datasheet, o report, Press
F1 for help on this action.

If you want to hide a control, set its Visible property to No. If the property value is a string
expression, enclose it in quotation marks in the Expression argument box.

Change the Flow of Operations

Adding conditions that determine whether a macro action is carried out is one way to control the
flow of operations. You can add the MsgBox function to a macro condition to let the user decide
which action to carry out. The MsgBox function is similar to the MsgBox action with the exception
that the function returns a value, depending on which button the user clicks in the message box. The
MsgBox function displays a dialog box containing the message and waits for the user to click a
button indicating the user’s choice. Several arrangements of buttons are available in the dialog box.

The MsgBox function has three main arguments and two additional arguments; only the first
one is required:

B Prompt A string expression displayed in the dialog box. You can display up
to 1,024 characters, depending on the font size.

M Button A number equal to the sum of three values, which specify the visual

characteristics of the message box such as the number and type of buttons, the
default button, the icon style, and the modality of the message box.

B Title A string expression that is displayed in the dialog box title bar.

Two additional arguments can specify a Help file and context number in the file where you
can find context sensitive help.

You can display seven different buttons in various arrangements, plus a choice of four icons.
You also can specify which of the buttons is the default. Each button arrangement and dialog box
feature has a numeric value. These values are totaled and placed in the Button argument. The six
arrangements of the seven buttons and their values are:

M 0 displays only OK
B [ displays OK with Cancel
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2 displays Abort, Retry, and Ignore
3 displays Yes, No, and Cancel
4 displays Yes and No

5 displays Retry and Cancel

Add 16 to the button sum to show the Critical Message icon or 32 for the Warning Query, 48
for the Warning Message, or 64 for the Information Message. Finally, you can add to the sum to
specify which button is the default. The default button activates if you press ENTER.

For example, to display the Yes, No, and Cancel buttons in that order, add 3 to the Button sum.
If you want to display the Critical Message icon, add 16 to the sum. To set the No button as the
default, add 256 to the sum. For these features, enter 275 as the Button argument in the MsgBox
function. See the Help topic “MsgBox Function” for a complete list of all the button arrangements
and dialog box features.

When you use the MsgBox function in a macro condition, you can compare the returned
value to a specific number and carry out the action if the comparison is True. For example, you
can use the MsgBox function to display a confirmation message before deleting a record. The
box contains three buttons: Yes, No, and Cancel.

When the user clicks one of the buttons, the MsgBox function returns a value depending on
which button was clicked: 1 for OK, 2 for Cancel, 3 for Abort, 4 for Retry, 5 for Ignore, 6 for Yes,
and 7 for No.

For example, if the user clicks the Yes button, the function returns 6; so if any other value is
returned, the user did not click Yes. Figure 15-3 shows a macro using the MsgBox function in a
condition that evaluates to True if the function returned any value except 6 (Yes). If the value is

Condition Ackion Comment

IL‘ MagBosx( "D you wank to delete this entry?”,291,"Delete Entry") <=6 CancelEvent Cancels the deletion if user respond:
A al expression in this column,
(:{?) Cio yol want to delete this entr? ;
Index DR Entry
[ 31 [81143 [BRREST/FUBLIC ves [ Concel_| |
| 31 [57078z  [MENTAL CASE | s8] | 4572003 | 405200 | |
| 32 |97.0870 [DRIVER #1/H & R MISD | 20001 =] [4/15/2003 [ 4/15/200¢ | | =
» | s} |9?-D?UEI |SJSPABU£2?3.5M23EG£243E1 (IEE |3J2?£2003 | 32772010 [PADILLA |
| 36 |93-4D?3 |DF|IVEH #2ANJ TC | -] |D£‘I b/2002 |ifJ."'|'-'Jf2!.'.=U-‘-. | |
| 37 |93-3‘ID4 |H£DHSTDLVEH | 10851 ] | 8/6/1999 | B/5/2008] | |
=
Recard: |<| 4 || B2 ¢ | n|bx| aof 130

FIC{U{=aMITel Using the MsgBox function in a macro condition
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not 6, the deletion event is canceled. You could add other conditions that carry out actions as
a result of the other button selections.

—

The Button argument in the MsgBox function in Figure 15-3 is 291, which is the sum
of the Yes, No, and Cancel button arrangement (3), the Warning Query icon (32), and
setting the second button (No) as the default (256).

After you save the Verify Deletion macro, attach it to the form’s Before Del Confirm event
property. The message box displays when you select a record and press DEL. In Figure 15-3, the
user selected the Alpha Entry record for Index 24 before pressing DEL. You can see that it has
been deleted from the Form view but has not yet been confirmed. If you click No in the box, the
record is returned. If you respond by clicking Yes, Access deletes the record.

—

If the deletion will result in cascade deletions of other records or interfere in some other
way with the relationships in the database, Access displays another confirmation message.

Filter Records

You can create a macro to limit the records you want to print by adding a Where Condition to the
OpenReport action. For example, suppose that you want to preview the Alpha Entry records for
all incidents with a Code in the danger range, 11000 to 19999. Start a new macro in the macro
design window and do the following:

1.

2
3.
4

—

5.

Choose OpenReport in the Action column.
In the Report Name argument, select Alpha Entries from the list of available reports.
Choose Print Preview as the View argument.

Enter [Alpha Entry]![Code] Between 11000 And 19999 in the Where Condition
argument or click the Build button to get help from the Expression Builder.

Don’t use an equal sign in the Where Condition argument.

Click Run.

You can see in the Print Preview that only three of the incidents reported fall in the danger range.

¥ Alpha Entries

Alpha Entry
EntryNa  Index Entry DR Code D FPurge Ranarks
5 3 CITEROSS =0 MARI 971575 11357 7HE2003  THMB2005
42 24 ARRESTIPOSSPARA 951833 11364 6902001 6952004
aF 74 CITE/SUSP DL 951128 14600 4)952002

Page: | v oo | o
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If you want to see a fancy example of filtering records by using macro conditions, open

the Northwind sample database’s Customer Phone List macro.

Create an AutoExec Macro

You can create a special macro that runs when you first open a database. The AutoExec macro
can carry out such actions as opening a form for data entry, displaying a message box prompting
the user to enter his or her name, or playing a sound greeting. All you need to do is create the
macro with the actions you want carried out at startup and save it with the name AutoExec.

A database can have only one macro named AutoExec.

When you open a database, all the startup options you have set in the Startup dialog box take
place first. You can see these by choosing Tools | Startup. Access looks for a macro named AutoExec
and executes the actions in it. You can bypass both the startup options and the AutoExec macro
by pressing SHIFT when you open the database.

Many of the same options can be set in the AutoExec macro as in the Startup dialog
box. Be careful not to include conflicting settings in the macro. See Chapter 13 for
information about the startup settings.

Create a Macro Group

If you have created several macros that apply to controls on the same form or report, you can
group them together as one file. There are two advantages to using macro groups:

B 1t reduces the number of macro names in the Database window.

B You can find all the macros for a single form or report in one place where they are easy
to edit.

An example of using grouped macros is the Choose Report dialog box that asks you to select

the report you are interested in and then decide to print or preview the report. See Chapter 17 for
details of this form.

B Choose Report 1 5

Preview |
" Alpha Entry
" Enhies by Code LI
¢ Entries by Otr
. Cancel |
™ Ertries by Year

< Print Labels

Choosze Report
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To create a macro group:

1. Open the macro sheet as usual.

2. Click the Macro Names button or choose View | Macro Names.

3. Add a macro to the sheet and enter a name for it in the Macro Name column of the first
row of the macro.

4. Add the rest of the actions to the macro.

5. To add another macro, enter the name in the Macro Name column and add the actions
you want to occur. Figure 15-4 shows the completed Choose Report macro group.

6. Save and close the macro window.

When Access runs a macro in a group, it begins with the action in the row that contains the
macro name and continues until it finds no more actions or encounters another macro name. After
adding all the macros to the group, close and save it as usual with the group name.

You will find the macros in a group will be much easier to read if you leave at least one

blank row between the macros.

hoose Report : Macro

Macro Mame Condition Action

Comment

| B |PreviewReports  [ChooseReport]=1 Openfepart
[ChooseReport]=2 OpenRepart
[ChooseReport]=3 OpenFepart
[ChooseReport]=4 OpenRepart
[ChooseReport]=5 OpenRepart
[ChooseReport]=6 OpenFepart
| [PrintReports [ChooseReport]=1 OpenFepark
[ChooseReport]=2 OpenFepart
[ChooseReport]=3 OpenRepart
[ChooseReport]=4 OpenRepart
[ChooseReport]=5 OpenRepart
[ChooseReport]=6 OpenFepark

Alpha Card with Entries
Prink Presvigw

Report Marme
=0

Filker Mame
Where Condition
Window Mode

This macro group conkains macros that respond to the
Choose Repart popup farm,

| Opens the Alpha Card with Enkries report in Print Preview,
Cpens the Alpha Entry repart in Prink Preview.
Opens the Alpha Entry by Code report in Prink Preview.
Opens the Entries by Quarter repart in Print Preview,
(Cpens the Entries by Year repart in Prink Preview,
Opens the Labels Mame List repart in Prink Preview,

Prints the Alpha Card with Entries report.
Prints the &lpha Entry repart.

Frints the alpha Entry bv Code repart.
Prints the Entrias by Quarter repatt,
Prints the Entries by Year report.

Prints the Labels Name List report.

ATl

Opens & repott in Design wiew ar Prink Praview or prints the report
immediately, Press F1 for help on this ackion,

FICIUI{=NIE N Grouping macros
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When you assign macros from a group to an event property, you must use the group name as
well as the macro name. In the property sheet for a control, the drop-down list in an event property
shows compound names for all the macros in a group and the names of all the single macros. The
group name and the macro name both appear separated by a period: macrogroupname.macroname.

Assign AutoKeys

Access offers a special macro group named AutoKeys in which you can assign an action or set of
actions to a specific key or key combination. Pressing the key or combination of keys carries out
the action you specify. You can add as many individual macros to the group as you need, each
one named with the key or key combination that will run it.

For example, the following macro opens the Alpha Card form when the user presses CTRL-F.
The SendKey syntax form is used as the macro name. The carat symbol (") represents CTRL and the
plus sign (+) represents SHIFT. Function keys and other key names are enclosed in curly brackets.
See the Help topic “AutoKey Combinations” for a list of key combinations and their SendKey
syntax for the macro name.

& AutoKeys : Macro =] E3

Macro Mame Condition Action Comment
! b |-F CpenForm COpens the Alpha Card Form when press Ctrl-F, 5
Action Arguments
Form Mame Alpha Card
Wiew Form
Filker Mame
Where Condition
Diaka Mode Enter a macro name in this colurmr,
Window Mode Morrnal

If you assign a key combination that is already used by Access (for example, CTRL-C),

the Access assignment will no longer work unless you change it manually or reset to

default. Be warned, though, that resetting to the default will remove all custom

assignments. 1 5
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How to...

B Customize Access command bars
Build custom command bars
Attach a customized command bar to an object

Modify and delete custom command bars

Restore built-in command bars

In Access 97, Microsoft blended the three types of user interaction tools into a single global
concept: the command bar. Although the terms toolbars, menu bars, and shortcut menus are still
valid in Access 2003 and do describe differing implementations, the methods used to create and
modify custom command bars are the same for all types. The purpose is to make them more
consistent and easier to use and customize.

You have worked extensively with all of these interaction tools in the previous chapters of
this book and when running other Office programs. In this chapter, you will see how to work
with and customize built-in command bars and create custom command bars for an application.

Use Access Command Bars

The basic element of toolbars, menu bars, and shortcut menus is the command the user chooses
to cause an action such as printing a report or running a query. You reach a command by clicking
a toolbar button or choosing from a hierarchy of menus and submenus.

Command bar Menu
Submenu Menu commands
Toolbar button 3|
| [ atabaze Objects v kl Iavb|eg
<o Large lcons v B Queres
“oe Smalllcons Forms
Ligt B Bepots
Detailz %] Pages
Arange lcons v | 2 Macros
«%; Modules
Properties [#] 1 Favorites
Object Dependencies
1%l Code
Tazk Pane
Toolbars 3

Refresh F&
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The command can appear as a button with an image or a menu command showing text.
Menu commands with equivalent toolbar buttons often also display the icon that appears on
the button. You can set options so that menu commands and buttons can show both text and
images. You can also group a set of related items in a menu, toolbar, or shortcut menu.

Some command bars are classified as global and are available to any database or application.
Built-in command bars are predefined and are automatically displayed in specific views in any
database. Custom command bars are user-defined and are limited to the database in which they
were created. Custom command bars can also be attached to specific forms or reports.

Show and Hide Built-in Toolbars

The built-in Access toolbars appear automatically in certain contexts. For example, when you are
in form Design view, the default toolbars are Form Design and Formatting (Form/Report). If you
right-click in one of the toolbars, you will see that you can also display several other toolbars; the
list varies depending on the current view.

To add to the window any toolbars not in the list, open the Customize dialog box using one
of the following methods:

B Right-click in a toolbar and choose Customize at the bottom of the shortcut menu

B Choose View | Toolbars | Customize

M Choose Tools | Customize

Cusztomize

Toolbars | Commands ] Cptions I

Toaolbars:

e | |
Database
[ Filter/Sart
W Form Design
™ Form View
[ Formatting (Datashest)
[V Farmatting (FormiRepart)
™ Formatting (Page)

[ Formatting {PivokTable/PivotChart) |

DElete

Reset. ..

Macro Design Properties
¥ Menu Bar
I Page Design
] Page View
[ PivotChart

[ FivotTable 1 6
[ Print Preview 4|

The Toolbars tab of the Customize dialog box contains a list of all three types of available
toolbars. Click the check box of any toolbar you want to add to the display and click Close.
Clear the check mark to remove the toolbar from the screen.

You can also remove a toolbar from the display by right-clicking in any toolbar and removing
the check mark from the name in the drop-down list. If the toolbar is not the default for this view,
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the name will also be removed from the drop-down list. Default toolbar names remain on that list
even though they are not showing.

Three additional toolbars, which are not defaults for any view, appear in the Toolbars list in
the Customize dialog box:

B The Source Code Control toolbar displays buttons you can use to control changes
while creating Visual Basic code in a multiple-developer environment.

B The Utility 1 and Utility 2 toolbars are empty, built-in toolbars you can use to create
custom global toolbars as described in the section “Create a Global Toolbar” later in
this chapter.

Two other items on the Toolbars list that are not really toolbars are Menu Bar and Shortcut
Menus. Menu Bar displays the default menu bar for the current view. The names of any new
custom command bars you create will appear in alphabetic order at the end of the list.

When you check Shortcut Menus in the Toolbars list, a menu bar is displayed containing all
the built-in shortcut menus. As shown in Figure 16-1, clicking Report on the Shortcut Menus menu

Shortcut Menus List of report ~ Toolbar Shortcut menu for a

menu bar elements Options report in Design view
B 0 Office Acce 00 N =]ES
© File Edit “iew Inzet Tool: Window Help pe a question forbelp =

NEHB SAY 4R 9B &- e =Ea- @

Database~ Filker= Form~ Indes~ Macro= Module= Query = Relationship= |Feport = | Table » Yiew Design = Other = Custom ~
* Design View Title Bar »

Design View Control b | % Build .
i X
Customize ] Design View Reportt  » & Ccu
Toolbars I Commands | Options I Design View Section » 23 Copy
Toolbars: Print Presiew Y[ Paste
[ Query Design -l Mew... i
[ Relationship S Erovsiie: ' ﬁ Fill/Back Calor L7
™ Report Design Rename. .. | A Font/Fore Color 3
Bl Shor kcut Menus 2 -
=

- igglr;%:toad;;:tntml Do | Special Effect »

[ Table Design - Hyperlink 3
Task P, _l— = i i

[ Task Pane Subreport in New Window

[ Toolbox P—
ili roperties
™ Uity 1 2 _lp [ Propsties Al+Enter

™ PoliceFarmToolbar -l

Close

= Police2003 ___ [=I[= BT
Ready v
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bar displays a list of elements in the report that have associated shortcut menus, such as Design
View Title Bar or Design View Control. When you click on one of the elements in the list, you
see the shortcut menu that appears when you right-click on that part of the report in either Design
View or Print Preview.

If you create custom shortcut menus, the names are not displayed separately in the Toolbars
list. Instead, they are listed as menu items in the Custom category on the Shortcut Menus
menu bar.

—

Show and Hide Toolbar Buttons

You don’t have to display all the default toolbar buttons on a toolbar. Using the Toolbar Options
button, you can choose which buttons to display. Click the Toolbar Options button (actually a
gray area rather than a conventional button) on the right end of the toolbar (or at the right end of
the title bar next to the Close button if the toolbar is floating) to display the list of available buttons.
Click the Add or Remove Buttons drop-down arrow and point to the toolbar name in the list of
buttons. Figure 16-2 shows the list of buttons normally displayed on the Table Datasheet toolbar.
The arrow at the end of the list indicates there are additional buttons not in view.

To hide a button, clear the check mark next to the button name. To restore the button to the
toolbar, check it in the list again. The last item in the list is Reset Toolbar, which restores the toolbar
to its original default button set.

Move and Resize Command Bars

A command bar is docked if it is fixed to one edge of the window. Menu bars and toolbars normally
appear docked at the top of the window. You can drag them away from the edge and turn them
into floating command bars, which can be moved about on the screen. A docked command bar
has no title bar, whereas a floating command bar has an identifying title bar. The Design Toolbox
that you use to work with a form or report design is an example of a toolbar that is by default a
floating toolbar.

To move a toolbar or menu bar from its docked position, click and drag its moving handle
(the stack of small dots at the left end of the bar). You can also click on an empty space, on any
separator bar in the menu bar, or on a toolbar to drag it away from the dock. To dock the command
bar to an edge of the window, drag it to the side until it spreads out to the full height or width of
the window.

After moving the command bar away from the edge of the window, you can drag the toolbar 16

borders to change the height and width of the bar. To close a floating toolbar, click the Close button
in the title bar. You cannot close a floating menu bar because it does not include a Close button.

You can also change the arrangement of the menu bar and the toolbars when they are docked.
For example, if you want the toolbar to appear above the menu bar, click the toolbar moving handle
and drag it over the menu bar.

Change Menu and Toolbar Options

In addition to repositioning and resizing a built-in menu or toolbar, you can use the Options tab
of the Customize dialog box to set other features. The upper pane sets options for the menus and
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Toolbar Options list for the Table Datasheet toolbar

toolbars as personalized by Access. The lower pane contains options that change the way command
bars look and behave. These option settings all remain in effect until you change them.

Tookars ] Commands ~ Opbions |
Personalized Menus and Toolbars

¥ show Standard and Formatting toolbars on o rows
IV mwarys show Full menus
¥ show full menus after a shost delay

Resat menu and toolbar usage data
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The toolbar shown below has large icons with both ScreenTips and shortcut keys displaying.
Notice the double arrows at the right end of the toolbar, indicating that additional buttons are out
of view offscreen.

N@EERARYHERR Y - hFEa-e B

Cut [Chil+x<]

Customize Command Bars

Access provides so many useful menu bars and toolbars; why would anyone want to create
custom command bars? One reason could be that you do not want the user to be able to make
changes in a form or report design. You can remove the View button from the toolbar to keep
the user from switching to Design view.

Other possible customizations are:

B Adding a Save Record button to the toolbar so the user can quickly test the validity of
the data just entered without leaving the record

B Removing the New Object button from the toolbar to keep the user from designing new
forms, reports, or other Access objects

B Tailoring the commands and button options to match the terminology and practice of
a specific application

You use the Customize dialog box to create and customize all three types of command bars.
You use the same techniques and tools to modify built-in command bars to create new custom
command bars. The difference between them is that the modified command bar is available to all
Access databases, whereas the custom bar is available only to the database where it was created.

Create a Global Toolbar

There are two ways to create a custom toolbar that will be available to all your databases: modify
a built-in toolbar or create a new global toolbar. The list of available toolbars in the Customize
dialog box includes the blank Utility 1 and Utility 2 built-in toolbars. When you add buttons

and menu commands to them, they become custom global toolbars and are available to all the
databases and Access client projects. They actually are treated as modified built-in toolbars,

not custom toolbars. You can’t rename these toolbars.

Create Custom Toolbars and Menu Bars

Whether you’re creating a new custom toolbar, menu bar, or shortcut menu, it all begins the
same way:

1. Open the Customize dialog box using one of the methods described earlier.
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2. Click the Toolbars tab and click New, then type a name for the new toolbar in the New
Toolbar dialog box.

Hew Toolbar

Toolbar name:

3. Click OK. A tiny, empty toolbar appears in front of the Customize dialog box and the
toolbar name, Alpha Card, appears at the bottom of the list in the Toolbars box.

4. On the Toolbars tab, click Properties. The Toolbar Properties dialog box opens.

Toolbar Properties E

s ook R |

~Toolbar Properties
Toolbar Mame: i'qlpha Card
Typet |Toolbar j
Dacking: | allow any -
¥ show on Tookbars Menu W Allow Moving
W allow Customizing W allow Showing/Hiding
W allow Resizing

Restore Defaults Close

5. Here is where the processes diverge. Do one of the following:
B To continue with a custom toolbar, set the toolbar properties, as described next.

B Ifyou want to create a new menu bar, choose Menu Bar from the Type list, then
set the properties.

B Ifyou want to create a new shortcut menu, choose Popup from the Type list and
set the properties.

6. Choose Close when you have finished setting the properties.

The Selected Toolbar box in the Toolbar Properties dialog box shows the name of the toolbar.
Click the down arrow to see the list of all toolbars, menu bars, and shortcut menus in the current
database. Although the properties are called Toolbar Properties, they apply equally to menu bars.
Shortcut menus have fewer properties available.

If you change the toolbar type to Popup to create a shortcut menu, the only property
available is Allow Customizing, all others are dimmed. Access displays a warning if
you try to change a toolbar or menu to a popup.

—
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If you are modifying a built-in toolbar, some of the properties are not available. For example,
the Toolbar Name and Type properties are dimmed because you can’t rename a built-in toolbar or
change its type. Also the Show on Toolbars Menu option is dimmed because the built-in toolbars
that are in context with the current view are always shown when you right-click the toolbar or
choose View | Toolbars. However, the Restore Defaults button, which you can click to restore
a built-in toolbar to its original condition, does become available.

After setting the desired properties for the new toolbar, menu bar, or shortcut menu, you can
add buttons and menus.

Add and Delete Toolbar Buttons

Once you create a new toolbar, you can add buttons to it in two ways:

B Copy or move a built-in or previously created custom button from another toolbar.

B Select the button from the list of commands in the Commands tab of the Customize
dialog box.

Figure 16-3 shows the commands in the Query Design toolbar. Commands in the list that
show an ellipsis (...) after the text (for example, Show Table) open a dialog box. Those with
a vertical bar and a black triangle, such as Query Type, open a submenu.

Many commands are available in the Commands box, including the built-in buttons that
appear in built-in toolbars. The commands are grouped into categories. Click the desired

Opens dialog box Opens submenu

Toolbars  Commands | Options I

To add a command to & toolbar: select a categofy and drag the
command out of this dialog box to a toolbar,

Categories: Commands:

Records 28 rabie name
PivatTable/PivotChart
i H‘:"E Show Table.7,

L]

Parameters... v

Query Type | 4

Select Query 1 6

Crosstab Query =

Maodify Selection —| Rearrange Commands. .. |

Close

FC{O{=NXM The Commands tab of the Customize dialog box
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category to see the commands that are available in that category. You might have to examine
more than one category to find the button you want—some are stored in unusual categories.
To add a button from the Customize dialog box:

1. Choose the type of command you want in the Categories list. The Commands list shows
images and text of commands in that category.

2. When you find the button you want, drag it to the toolbar. When you see a dark I-beam,
drop the button on the toolbar.

3. Continue to add other buttons to the toolbar. You can drop a button between two buttons
already in the toolbar. The bar will expand as you add buttons. To move a button already
in place, drag it to the desired position.

If another toolbar has a button you can use, you can move or copy it to the new toolbar. Often
it is easier to use an existing button than to start from scratch. An additional advantage is that
when you copy or move a command from a built-in toolbar, the command keeps all the pointers
to Access Help topics.

Moving a button from one toolbar to another removes it from the source toolbar.

D ——
You must have both toolbars showing to move or copy a button. The Customize dialog box
can be open or closed. To move a button from another toolbar:
B If the Customize dialog box is open, drag the button to the new toolbar.
B  [f the Customize dialog box is not open, hold down ALT while you drag the button.

To copy a button from another toolbar:

M If the Customize dialog box is open, hold down CTRL while you drag the button.
B If the Customize dialog box is not open, hold down CTRL-ALT while you drag the button.

__ Add a Button That Opens
a Form or Report

If you want to use the button to open a specific form or report or want to run a query, choose
All Forms, All Reports, or All Queries in the Categories list. The Commands box shows
the names of all the objects of that type in the current database. Drag the name of the object
from the Commands box to the toolbar. The default button for that type of object appears on
the toolbar—for example, the Form View button for a form or the Print Preview button for

a report. There also are button categories that open a table or run a macro.
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If you copy a built-in button, the copy is not independent of the original button. If you
make changes to the copy of the button, the same changes also affect the built-in button.
If you intend to make changes to the button, it is better to create a new custom toolbar
and drag the buttons from the Commands box.

If you want to add a button that opens a database object in its default view, you can
simply drag the object from the Database window to the toolbar. The Customize dialog
box must be closed to do this. The button ScreenTip displays the name of the object it
will open.

mphaard | = oo

| Open farm Alpha Card'

To remove a button with the Customize dialog box open, drag it off the toolbar or right-click
the button and choose Delete from the shortcut menu. When you delete a built-in button, it is still
available from the Commands box, but deleting a custom button removes it permanently. If the
Customize dialog box is not open, hold down ALT while you drag the button off the toolbar.

If you want to keep custom buttons for later use instead of deleting them completely,
create a new toolbar for storing them until you need them. Move the buttons from
one toolbar to the other, then hide the new toolbar by clearing the check mark in
the Toolbars box of the Customize dialog box.

Add Built-in Menus

You can add built-in menus to a toolbar or a menu bar using the same two methods: drag from
the Commands box of the Customize dialog box, or move or copy from an existing toolbar or
menu bar. The only difference between adding toolbar buttons and menus is that by default the
menus show only text whereas the buttons show only an image. These properties can be changed
and customized.

With the new menu bar or toolbar showing, open the Customize dialog box and click the
Commands tab. Scroll down the Categories list and select Built-in Menus. Figure 16-4 shows
some of the built-in menus that are available.

Drag the menu from the Commands box to the menu bar or toolbar and drop the menu when
you see the dark I-beam. Most of the commands in the built-in menu are carried over, depending
on the context of the new menu bar or toolbar.

Add Custom Menus

If you want to build a new menu that is not a copy of one that Access offers, you can use the
New Menu tool and customize it to fit your needs. To add a custom menu to a toolbar or menu
bar, create it in place on the bar. To add a new custom menu:

1. With the toolbar or menu bar showing, open the Customize dialog box and click the
Commands tab.
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To add a command to & toolbar: select a category and drag the

command out of this dialog box to a toolbar,

Cateqories: Cornrmands:

Macro Design _;I File: p =
Edit: »
Wiew »
Relationships 3
Inserk

all web Pages = Query L

IMmdify Selection "| Rearrange Commands. .. |

Close

H[CIU/{=N[ W Selecting a built-in menu

2. Scroll down the list of Categories and select New Menu.

w

Drag New Menu from the Commands box to the menu bar or toolbar.

4. Right-click the new menu and enter a name in the Name box of the shortcut menu
and press ENTER (see Figure 16-5).

Adding Menu Commands to a Toolbar or Menu Bar

Menu commands can be added to toolbars and menu bars using the same procedure. The menu
commands are placed in a column under the menu name.
To add a menu command:

1. With the menu bar, toolbar, or shortcut menu showing, open the Customize dialog box
and click the Commands tab.

2. Click the appropriate menu or view category in the Categories box.

3. Drag the command from the Commands box and rest it on the menu in the menu bar
or toolbar. You will see the list of commands already in the menu (or an empty box
if the menu is new); drag the command to the position in which you want it to appear.
A horizontal bar appears in the drop-down menu just above the position where the
command will be inserted. When the bar is in the right place, release the mouse.
If the menu is new, release the mouse button over the empty box.
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In the following example, the Print Preview command is added as the first command in the

new custom menu, named Forms/Reports.
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Print Presiew

If you add a menu command to a built-in menu that appears in more than one view, such

appears.

You can also move or copy a menu command from another menu bar, toolbar, or shortcut

menu. If you are moving or copying a menu command to a menu in a different menu bar or
toolbar, both the source and destination bars must be showing and the Customize dialog box

also must be open.

as the File menu, that command appears in the menu in all the views where the menu

16

M To move the command, drag it over the menu where you want it to appear; when you see
the list of the commands in the menu, release the mouse at the desired position.
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B To copy the command, press CTRL while you drag the command to the new menu
or toolbar.

B To delete a menu command from a menu or toolbar, drag the command off the menu
and away from the other menu bars or toolbars.

If you remove a command from a built-in menu, the command is removed from that

menu in every menu bar in which it appears.

Add a Submenu

A submenu is created the same way as a menu. You start a new menu and add commands to it.
To add a custom submenu to an existing menu:

1. Drag the New Menu command from the Commands box to the menu you want to contain
the submenu. When you see the horizontal line, release the mouse; the New Menu control
is placed with the other menu commands. The only difference between adding a command
and adding a submenu is that the submenu shows a pointer indicating that it opens another
list of menu commands.

You can also add one of the built-in menus or toolbar buttons that opens a submenu and
customize its commands.

2. Right-click New Menu and type a name for the submenu, such as Run Queries, then
press ENTER.

3. Slowly click the new submenu to display a small, empty box to the right of the submenu
where the menu commands will be placed. If you click too fast, the box does not appear.

4. Select and drag a command, such as a query name from the All Queries category, to the
empty box. When the I-beam appears, release the mouse. The Forms/Reports menu has
two submenus: the built-in View menu and a custom submenu for running queries.

Alpha Card

%,I, il Y:/’ Edit~ Insert~ |Forms/Reports =

Print Presvigw

Form Yiew
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5. Drag the names of the other queries you want in the submenu from the All Queries list to
the submenu.

Add Commands to a Shortcut Menu

When you close the Toolbar Properties dialog box after choosing Popup as the toolbar type, the
new shortcut menu is added to the Custom category on the Shortcut Menus toolbar. The Shortcut
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Menus toolbar is the group designation for all shortcut menus in the application. When you are
ready to complete the shortcut menu, do the following:

1. Open the Customize dialog box and click Shortcut Menus in the Toolbars box on the
Toolbars tab. The Shortcut Menu toolbar appears at the top of the screen.

2. Click the Custom category on the Shortcut Menus toolbar.

3. Add menu commands from the Customize dialog box the same way as for menu bars
and toolbars.

A shortcut menu can be global or context sensitive. To specify a shortcut menu as
global, set the option in the Startup dialog box as described shortly in this chapter
in the section “Specify Global Command Bars.” A context-sensitive shortcut menu
contains commands that relate to the object to which it is attached.

Attach a Custom Command Bar to an Object

Reports, forms, and controls have properties that specify which command bar is to be displayed

when the object is in view. The following properties apply mostly to forms and reports but you
can also attach a shortcut menu to controls on a form.

B The Menu Bar property specifies the menu bar to display when a form or report has
focus. If the property is left blank, Access displays the built-in menu bar for the report
or the global menu bar as defined in the Startup dialog box.

B The Toolbar property specifies the toolbar to use with a form or report when it is opened.
If the property is left blank, Access displays the default toolbar for the form or report.

B The Shortcut Menu Bar property specifies the shortcut menu to display when you
right-click a form, a report, or a control on a form (but not a control on a report). If
the property is left blank, Access displays the default shortcut menu or the global
shortcut menu as defined in the Startup dialog box. To display the shortcut menu
when you right-click in the form, set the Shortcut Menu property to Yes.

To set one of these properties, open the object’s property sheet and click the Other tab. Select
the name of the command bar from the drop-down list next to the appropriate property box.
Repeat the process for each form, report, or control to which you want to attach a command bar.

When you attach a custom command bar to a form, the bar appears only when the form

is in Form view. Similarly, a custom command bar attached to a report appears only in
Print Preview.

Specify Global Command Bars

A global menu bar replaces the built-in menu bar in all the windows in an application except
where you have specified a custom menu bar for a form or report. A global shortcut menu
replaces the shortcut menus for datasheets, forms, form controls, and reports.
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To specify a custom menu bar or custom shortcut menu as the default for the entire database
or application, you must change the settings in the Startup dialog box. To set global command
bars to replace the defaults:

1. Choose Tools | Startup to open the Startup dialog box.

2. Click the arrow next to the Menu Bar box and select the name of the menu bar to use
instead of the default. The list includes only the custom menu bars.

Startup | 7]

Application Title: Display FormPage:

I |(n0ne) ;i

Application Icon: V' Display Database Window Eancel |
I Erowse. ., I ¥ Display Status Bar

I~ Lise a5 Form and Repork Ieon
Menu Bar: Sharkeut Menu Bar:
|(default) -
¥ allow Built-in Toolbars
PoliceForm
FoliceReportMenu v allow Toolbar/Menu Changes
SplashMenu

I OsTALLE S ST

(Show Database Window, Show Immediate
“window, Show YB Window, and Pause Execution)

3. Click the arrow next to the Shortcut Menu Bar box and select the shortcut menu to use
instead of the default.

4. Click OK to close the dialog box.

The changes will take effect the next time you open the database. To bypass the startup
options, press SHIFT while the database is opening.

Delete a Custom Command Bar

To delete a custom toolbar, menu bar, or shortcut menu, open the Customize dialog box as usual
and click the Toolbars tab. Select the item you want to delete and click Delete. If the toolbar or
menu bar is a built-in one that you have modified, the Delete button is not available. Instead,
click Reset to remove the custom features and restore the built-in command bar to its original
default state.

Deleting a shortcut menu is a little different. You must convert it to a toolbar before you can
delete it. Perform the following steps to delete a custom shortcut menu:

1. Open the Customize dialog box and click the Toolbars tab, then select any toolbar. Since
the shortcut menus are not in the list of toolbars, you need to select an available toolbar
to get started.

2. Click Properties to open the Toolbar Properties dialog box.

3. In the Selected Toolbar box, choose the name of the shortcut menu you want to delete.
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4. Choose Toolbar in the Type list to change it to a toolbar, then click Close to return to the
Customize dialog box. The shortcut menu name is added to the list of toolbars.

5. Select the name of the shortcut menu in the list of toolbars and click Delete. Click OK to
confirm the deletion.

Modify Command Bars

All changes to command bars are made with the Customize dialog box open. You can add more
buttons, menus, and menu commands and rearrange them on the bar. The Rearrange Commands
feature is new with Access 2003 and it provides a single platform for modifying command bars.
The Rearrange Commands dialog box also gives you access to a shortcut menu where you can
specify other settings and properties for individual commands.

You can modify a command bar only if it is visible when the Customize dialog box is
displayed. Open the Customize dialog box and select all the toolbars you want to work on.
Then select the Commands tab and click the Rearrange Commands button. The Menu Bar
box in the Rearrange Commands dialog box contains a complete list of all the menus and
submenus in the Menu Bar. In Figure 16-6, the File menu from the built-in Menu Bar is
selected in the Menu Bar box and the menu items and submenus are displayed in the Controls
box below.

Rearrange Commands

Choose a menu of toolbar ko rearrange:

@ fieniigartt [Fie i
™ Toalbar: I!L-ataba:-:— j
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i s Modify Selection Y|
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23 File Search...

Page Setup. .. _.i

HC{U{=M[FM Opening the Rearrange Commands dialog box
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You can select any of the menus in the Menu Bar and work with the menu commands
and submenus contained in the menu. Figure 16-7 shows the Tools menu selected in the Menu
Bar box with the list of commands and submenus it contains. If you want to work with the
menu commands in one of the submenus, select it in the Menu Bar box. Then you will see
the menu commands from that submenu in the Controls box.

To work with toolbars, click the Toolbar radio button. The Toolbar box displays a list of all
the toolbars that are currently visible. Scroll down the list to select the one you want to work with.

Move Controls

To rearrange the controls in a toolbar, select the toolbar from the list of toolbars, then select the
control you want to move. Clicking the Move Up button moves the control up one position. Clicking
Move Down moves it down one position.

You can move individual commands in the Menu Bar from the Menu Bar box this way but
you can’t move the menus themselves. For example, suppose that you want to see the View menu
first in the bar instead of the File menu. To move a menu in the Menu Bar, select Menu Bar from
the list of toolbars. Then you see the list of the menus in the Controls pane. Select one and click
Move Up or Move Down as before.

Rearrange Commands

Choose a menu or koolbar to rearrange:

& Menu Bar:
" Toolbar: ITaols | OFfice Links
Contrals: —— Tools | Online Collabaoration

Taools | Analyze _
|':'f7 Spelling] Toals | Database Utiities
- Tools | Database Ukilities | Convert Dakabase =
Office LIREs 13 Delete

: : Move LUp
Cnline Collaboration »

Maove Down |
55 Relationships. ..
= L Madify Selection '|

Anakize 4
Database Ltilities »
Security 3
Replication »
Skartup... _'i

FICUR{=NEYA Seclecting a submenu in the Menu Bar box
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Add and Delete Controls

To add a new control to the Menu Bar or one of the toolbars, first select the control in the Controls
list where you want to place the new control. It will be added before the selected control. Then
click the Add button. The Add Command dialog box opens with the same collection of categories
and commands you can see in the Commands tab of the Customize dialog box. Pick the category and
select the command you want, then click the OK button.

Choose the command to add and click OK.

Categories: Commands:

il | Custom | =
] Mew.. j
[ ©pen...
li, Impart...
#E Link Tables. ..
4 Close E|

OK I Cancel |

To delete a command from a toolbar, select the command in the Controls box and click the
Delete button. You are not asked to confirm the deletion.

Edit Buttons and Menu Commands

If you want to make changes to an individual control’s appearance or behavior, you can select the
control and click the Modify Selection button. This opens the same shortcut menu that you may
remember from previous versions of Access (see Figure 16-8).

Group Controls

When you have a set of buttons, commands, or menus that relate to similar operations, you
can group them in a command bar by adding separator bars between controls. For example,
the Print, Print Preview, and Spelling buttons appear in a group on the Database toolbar with
a bar before Print and another after Spelling.

Use the Move Up or Move Down buttons to place the controls together. Then add a bar at
the left of a button or menu, or above a menu command, by selecting the control and clicking the
Modify Selection button. Choose Begin a Group from the menu. The Begin a Group option isn’t
available for a leftmost or top control in the command bar.

To remove the separator bar, repeat the process and clear the Begin a Group check mark.

Add and Edit Images

Built-in toolbar buttons and many of the built-in menu commands show icon images, which
you can customize for your application. You can copy images from one button or command to
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Microzoft Office Access 2003

© File  Edit View Inset Tools Window Help

AR B R e oonge Comnants |

S S T S A % Choose amenu or toolbar to rearrange:

=10 x]

Type a question for help -

" MenuBar: |FIIa

io Imfhar:

|F0rm Design

2]
H

Contrals:

add..

Prink Presview

Gl

Speling. ..

Cuk

Copy

B & o<

Paste

= Police2003 __. [SI[=]

Ready

Delete I

Moya.gp
Beset
Mawe Down. Dielete
E_MUdiFy‘Salacuun * Mame: | &Frint

LCopy Button Image
Paste Button Image

Rezet Button Image

Edit Button Image...

Change Button Image »

Default Style

Text Only [Ahyays]

Text Only [in Menus)

Image and Text

Beqin a Group

Agsign Hyperlink

| Properties

FIClU/=NEN Editing buttons and menu commands

another, copy a graphics image from another program, choose from a palette of existing images,
or even design your own image with the Image Editor.

Assign a Hyperlink

You can add a custom button or menu command to a command bar that jumps to a specified hyperlink
in the current database, to another location on your hard drive or local network, or to a Web page.
To add a hyperlink command, select the button or command in the Rearrange Commands dialog
box and click the Modify Selection button. Select Assign Hyperlink from the shortcut menu. Select
the hyperlink address you want to jump to in the Assign Hyperlink dialog box.



CHAPTER 16:  Customize Menus and Toolbars

Change Control Properties

The last command on the Modify Selection shortcut menu opens the Control Properties dialog
box, where you can make further modifications to the buttons, menus, and menu commands
on a menu bar or toolbar. For example, set the Control Properties dialog box for the Filter By
Selection button.

Alpha Card Control Properties EHER

Selected Control:

—Control Properties

Caption: IFiIter By &:Selection

Shorkcuk Text: I

ScreenTip: IFilter By &:Selection

On Action: I vI
Style: IDeFauIt Style vl

Help File: I

Help ContextID: ID

Parameter; I

Tag: |
[ Eeqin a Group

To change the properties of other controls on the current toolbar or menu bar without
closing the dialog box, click the drop-down arrow next to the Selected Control box and
choose from the list of controls.

Restore Built-in Command Bars

You can restore all or any part of a modified built-in command bar to the original default settings.
Likewise, you can restore the entire toolbar or menu bar to show the original buttons and menus
with or without restoring the original default properties. You can also choose to restore only
certain individual menus, buttons, or commands.

When you restore an entire built-in toolbar or menu bar, Access displays all the buttons and
commands in their original appearance and arrangement. The property settings for the toolbar or
menu bar are also restored, including the screen location and size, and showing or hiding the bar,
whichever was the toolbar or menu bar’s original state.

To restore a toolbar or menu bar:

1. Open the Customize dialog box and click the Toolbars tab.
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2. Click Properties to open the Properties dialog box. In the Selected Toolbar box, select
the name of the toolbar or menu bar you want restored. Notice that the Toolbar Name
and Type property boxes are dimmed because it is a built-in toolbar.

Toolbar Properties

~ Toolbar Properties

Toolbar Marme: ||;..3t3|;.-=:_.3
Tvpe: |T oolbar j
Dacking: | Allows dry -

7 Show on Toolbars Meno W allow Moving
W allow Customizing " allow Showing/Hiding
¥ allow Resizing

Restore Defaults |

3. Click Restore Defaults and click Close.

If you want to reset only the buttons and menus on a built-in toolbar, menu bar, or shortcut
menu, you can do so from the Customize dialog box. On the Toolbars tab, choose the name of the
toolbar or menu bar you want to restore and click Reset. If you want to reset a shortcut menu, select
Shortcut Menus in the list of toolbars and click Reset. This resets all the shortcut menus you have

modified.

B You can restore the original settings of a single toolbar button or menu command in a
toolbar, menu bar, or shortcut menu. To restore the settings, open the Customize dialog
box and click the menu bar or toolbar that contains the settings you want to restore. The
menu bar or toolbar appears on the screen behind the dialog box. Then right-click the object
and choose Reset in the shortcut menu.

If you restore a menu that appears in more than one menu bar, such as File or Edit,

you also restore the menu in the menu bars for all other views that use that menu.

If the button you want to restore opens a list of options, you cannot use the Reset command
to change back to the default image. Instead, if you have changed the image on the built-in button
or menu command and you want to restore it to the original image, right-click and choose Reset
Button Image in the shortcut menu.
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How to...

B Create a switchboard with the help of the Switchboard Manager
Modity a switchboard

Create a custom dialog box

Create a dialog box for user input

When creating an application for a user who wants to concentrate on its purpose and the special
tasks it requires, you can add custom user interfaces. Two special-purpose forms can be added to
an application to be used as switchboards for choosing activities or as dialog boxes for acquiring
user input. A switchboard can offer the user a single point of entry into the application that
displays a list of custom activities from which to choose. With a mere click on a switchboard
item, the user branches to the operation. In this chapter, we will be working with the Bayview
Police Department database that was introduced in Chapter 11.

Working with Windows applications, no doubt you are very familiar with dialog boxes and
their many uses. A dialog box offers a set of options from which to choose such as which form
or report to open, which filter to apply, or what action to take next. Custom dialog boxes can
also prompt the user for data. You can create custom dialog boxes that contain options relevant
to the application in easily understood text.

Create Switchboards

Switchboard is a term borrowed from the telephone industry that is used to indicate a single point
of entry into an application. The switchboard offers a list of connections to activate next. When
the Access Database Wizard creates a new database, it always adds at least one switchboard as
the user interface. Figure 17-1 shows the main switchboard for the Order Entry database as created
by the Database Wizard.

In addition to the main switchboard, two other switchboard pages are included in the user
interface within the Order Entry database:

B The Forms Switchboard, reached by clicking Enter/View Other Information item.
B The Reports Switchboard, reached by clicking Preview Reports.

The ellipses (...) following each of those items tell the user that the choice opens secondary
switchboard pages.

Access includes the Switchboard Manager to help make changes to wizard-built switchboards
and create your own from scratch. Notice that one of the items on the Main Switchboard in
Figure 17-1 is Change Switchboard Items, which launches the Switchboard Manager. Editing
a switchboard created by the Database Wizard is the same as editing one you created with the
Switchboard Manager.
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EE Main Switchboard

i Enteriew Orders by Customer
J Enterigw Other Informatiarn...
_I Preview Reports...

J Change Switchboard ltems

J Exit thiz database

FCU{=NVAN The Order Entry database main switchboard

Use the Switchboard Manager to Create Switchboards

The last piece of an application that is designed and created after all the forms, reports, and
queries have been completed is the switchboard system. The switchboard system for a database
consists of a hierarchical arrangement of switchboard pages beginning with the main switchboard
and usually branching out to two or more subordinate pages. Each page contains a set of items
with commands that carry out a specified activity. Most items also include an argument that specifies
which form to open, which report to preview, which macro or procedure to run, and so on.

To start the Switchboard Manager, choose Tools | Database Utilities | Switchboard Manager.
If your database already has a switchboard system, the Switchboard Manager window lists all the
switchboard pages when it starts. If your database does not already have a valid switchboard,
the Switchboard Manager displays a message asking if you want to create a new one. Click Yes.

Switchboard Manager E3
,-’J' The Switchboard Manager was unable to find & valid switchboard in this database.
{ . Should wou like to create one?

Yes Mo |
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The first Switchboard Manager dialog box starts with the mandatory default main
switchboard page.

Switchboard Manager

Switchboard Pages:

Close

Edit...

Delete

It

Make Default

Add Items to the Page

If you are creating a new switchboard system, the first step is to add items to the main switchboard
by selecting the page in the Switchboard Manager dialog box and clicking Edit. This opens the
Edit Switchboard Page dialog box, which has only one available option at this time: New.

Edit Switchboard Page
Switchboard Marme:
Close

[Main Switchboard

Items on this Switchboard:

There are no items in the main switchboard for the Police database yet. Before adding them
to the switchboard, enter Bayview City Police as the switchboard name in place of Main
Switchboard. Add the list of items that you have decided should appear when the database
starts up and click New to open the Edit Switchboard Item dialog box.
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Edit Switchboard Item

Text: lew Switchboard Carmrnand ok |

Command: |Go to Switchboard -]
Cancel |

Switchboard: | = |

To be able to return to the main switchboard, always add an item at the end of the list
on all switchboard pages except the opening switchboard. The item moves control back
up the switchboard tree to the main switchboard. The opening switchboard should have
an item that closes the database.

—

Three entries define a switchboard item; they are created by doing the following:

1. Enter the text you want to appear in the list of items in the Text box.
2. Choose the command you want from the drop-down list next to the Command box.

3. Depending on which command you choose, enter the command argument in the third
box. The title of the box and the arguments vary with the command chosen.

To create an efficient switchboard system, place the buttons for the most commonly performed
tasks on the main switchboard, then buttons for the secondary or subordinate activities on other
pages. The activity most often carried out in the Police application is to look up or enter Alpha
Card information in the Alpha Card form. This form also displays the Alpha Entry information
in a subform. To begin the Police switchboard system:

1. Type Enter/Edit Alpha Card Data in the Text box in the Edit Switchboard Item
dialog box.

You can use the ampersand (&) character in the item’s text box to specify access keys
Jor the items in the switchboard. For example, with Enter/Edit &Alpha Card Data, the
user can either click the item or press ALT-A.

——

2. Click the drop-down arrow next to Command and choose Open Form in Edit Mode from
the list of eight commands.

Edit Switchboard Item |

Text: |Enter,|'Edit alpha Card Data ok |

Command: 50 to Swikchboard] -]

30 ko Switchboard LCEll
Qpen Farm in Add Mode
Open Farm in Edit Mode
Open Repork

Design Application

Exit application

Run Macro

Run Code

Switchboard;
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3. Click the drop-down arrow next to the Form (formerly Switchboard) box.

4. Choose Alpha Card from the list and click OK.

Edit Switchboard Item

Texk: !Enter,l'Edit Alpha Card Data

Ok |
Carmmand: Cpen Farm in Edit Mode -
- I "i Cancel I
Form: || ;I
alpha Entry
alpha Entry subform
alpha Switchboard

Choose Report

Choose Report copy

hoose Report with YBA

City Beats -

5. You return to the Edit Switchboard Page dialog box, where you now see the new item in

the Items on This Switchboard list. Repeat the same steps to add the following two items
to the main switchboard:

M Enter/Edit Alpha Entry Data, which opens the Alpha Entry form in Edit mode.
B Preview Alpha Card with Entries, which opens the Alpha Card with Entries report.

Add a New Switchboard Page

There are several more forms and reports that the Police database user might want to open but
less frequently than those already added to the main switchboard. The less frequently used
forms and reports can be grouped on secondary switchboard pages. To add a new page to the
switchboard system:

1.

2.

Click Close to close the Edit Switchboard Page dialog box and return to the Switchboard
Manager dialog box.

Click New. The Create New dialog box opens, in which you can start a new page.

Switchboard Page Marne: Ok I

e Switchboard Page

Cancel

Type Enter/Edit Other Data in the Switchboard Page Name box and click OK. Include
an ampersand if you want to specify an access key for this item.

The new page name is added to the list in the Switchboard Manager dialog box. Select
the Enter/Edit Other Data switchboard page and click Edit to open the Edit Switchboard
Page dialog box as before.
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5. Click New to open the Create New dialog box as before and type Enter/Edit City

Beats. Choose Open Form in Edit Mode from the Command list and City Beats from
the Form list.

6. Repeat step 5 to add the following items to the list:
B Enter/Edit Name List, which opens the Name List form in Edit mode.
B Enter/Edit Entry Description, which opens the Explanation form in Edit mode.

7. Finally, add the item that returns to the main switchboard by typing Return to Main
Switchboard. Choose Go to Switchboard from the Command list and choose Bayview

City Police from the Switchboard list. Figure 17-2 shows the completed Edit/Enter
Other Data page.

As you add pages to the switchboard tree (the logical arrangement of switchboard

branches), remember to add items to the main switchboard to branch to the page and

add the item to the page that moves back up the tree. Otherwise, the user has no way to
move from one page to another in the switchboard.

The items are added to the page in the order in which you define them. If you need to rearrange
them, select an item in the Edit Switchboard Page dialog box and click Move Up or Move Down
to change its position in the list. Each click moves the item up or down one position.

To complete the Police switchboard system, create another page titled Preview Other Reports
and add the items to it that will open other reports as specified in the item text:

B Alpha Entry
M Entries by Code

Edit Switchboard Fage
Switchboard Mane:

Close
[Enter/Edit Other Data

Itenis an this Switchboard:

‘EnterEdi

Enter Edit Mame Lisk
EnterfEdit Entry Description
Return to Main Switchboard

Edi...

it

Delete

17

Mowve Up

Move Down

|

Items added to the Edit/Enter Other Data switchboard page
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Entries by Qtr

Entries by Year

Print Labels

Return to Main Switchboard

When all the pages have been completed for the switchboard system, close the Switchboard
Manager. The Switchboard form now appears in the Forms page of the Database window.
Double-click the form name (Switchboard) to open the main switchboard form in Form view.
Figure 17-3 shows the completed main switchboard for the Police database.

The Switchboard Manager has used the same colors and arrangement for your switchboard
as the Database Wizard used for the Asset Tracking database. All it lacks is a picture to make
it complete.

Add a Picture

The blank area at the left of the switchboard items in the Access template is intended for a
company logo or other image. You can add a picture to the switchboard form just as with any
other form. When you add a picture to one switchboard page, the same picture appears on
all the pages.

When you open the switchboard form in Design view, you don’t see any of the switchboard
items you added to it. What you see is more of a template of how all switchboards look with
blank command buttons and text boxes. The actual items are stored in a separate table, Switchboard

ES Bayview City Police

i Enter/Edit Alpha Card Da_ta

_I Enter/Edit Alpha Entry D ata
| Enter/Edi Other Data

_I Preview Alpha Card with Entries
_l Freview Other Reports

| Esit This Database

H[CIOI:{=WASE The new Police main switchboard
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Items, which we discuss in the section “View the Switchboard Items Table.” To add a picture to
the switchboard, open the Switchboard form in Design view and do the following:

1.
2.

3.

= 4.
5.

Choose Insert | Picture.

In the Insert Picture dialog box, locate the picture you want to use and click OK. Access
places the picture in the upper-left corner of the form. It most likely covers up some of
the switchboard.

Resize the picture to fit within the solid background.

Click the Properties toolbar button to open the property sheet for the picture and change
the Size Mode property to Stretch. If the image is distorted, change the property to Zoom
and resize the frame to fit the picture dimensions.

Switch to Form view and choose the Preview Other Reports item. Figure 17-4 shows the
Preview Other Reports page of the completed switchboard.

The picture used here is the contacts.gif file found in the Dbwiz subfolder in the
Office\Bitmaps folder. It is one of the pictures used by the Database Wizard.

Display the Switchboard at Startup

When you select a switchboard in the Switchboard Manager dialog box and click Make Default,
you designate that page as the one to display when the Switchboard form opens. You still have to
tell Access to display the default switchboard by setting the Display Form/Page option in the
Startup dialog box to the Switchboard form.

EE Pieview Dther Reports

_I Entries by Code
_I Entries by Gir
_I Entries by ‘vear
| Print Labels

_I Return ta kain Switchboard

FCU{=NWA N The completed Preview Other Reports switchboard page
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Choose Tools | Startup, click the arrow next to the Display Form/Page box, and choose
Switchboard from the list. The change takes effect the next time you start the database. To bypass
the switchboard display after setting it as the default startup form, hold down SHIFT while the
database opens.

Modify the Switchboard

To edit any item on a switchboard page, open the Switchboard Manager and use the Edit buttons.
If the Database Wizard created the switchboard, open the Switchboard Manager by clicking
Change Switchboard Items in the main switchboard. If you used the Switchboard Manager at
first to create the switchboards, start the Switchboard Manager by choosing Tools | Database
Utilities | Switchboard Manager and do the following:

1. Choose the switchboard you want to change and click Edit.
2. To add an item, click New and enter the text, then choose a command and an argument.
3. To change an item, select it and do one of the following:

B To change the displayed text, the command, or the argument, click Edit.

B To delete the item, click Delete.

B To move the item in the list, click Move Up or Move Down.

4. Close the Switchboard Manager.

You can also delete an entire switchboard by selecting it in the Switchboard Pages dialog box
and clicking Delete. The page and all its items are deleted.

To change the switchboard that displays when you start the database, select the switchboard
you want to display instead and click Make Default. The startup option is still set to display the
Switchboard form, but the Switchboard Manager has designated a different screen as the default
switchboard. This will take effect the next time you open the database.

View the Switchboard Items Table

When you use the Switchboard Manager to create a switchboard, Access creates a new table
named Switchboard Items. Each record in the table represents an item in one of the switchboard
pages, and each field in the record describes what command the button carries out and the
argument it uses. Figure 17-5 shows the table created for the Police database switchboards.

Table 17-1 describes the contents of the Switchboard Items table. You can widen the columns
in the table, but don’t make any other changes in the table design.
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T Change the Picture

Whether the Database Wizard added a picture to the switchboard or you inserted it in the one

you created with the Switchboard Manager, you can swap it for another picture. The pictures
the wizard uses are specially designed and sized for use in switchboards.
To change the picture to another special switchboard bitmap:

1. Open the Switchboard form in Design view.
2. Double-click the picture control to open its property sheet.
3. Click the Format tab, then click the Build (...) button next to the Picture property.

E'Image: Image22

]ImageZZ _'j
Format | pata | Event | other | i
11Tl BTt i e s o e C:\Program FilestMicrosoft Office1 130OFFICEL 1\ BITMAPS\DEWIZ\CONTACTS GIF el ﬂ
Picture Type . . . . .+ Embedded
Size Mode . . ... . Stretch
Picture Alignment Center
Pickure Tiling . . ... .. ..... Mo |

The Insert Picture dialog box opens where you can locate the image you want.
The special images used by the Database Wizard usually are located in the
Bitmaps\Dbwiz folder where you installed Office.

If you have selected a different type of image, you can replace it this way or delete the
picture control and insert another as before by choosing Insert | Picture.

The first row of each switchboard contains 0 in both the ItemNumber and the Command

field, indicating that the ItemText is the switchboard caption and is to be displayed in
the title bar.

The Argument field needs a little explanation. The first row contains Default in the Argument
field, indicating the Bayview City Police switchboard has been specified as the default switchboard
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B Switchboard Items : Table M=l E
SwitchboardlD | ltemMNumber ltemText Command Argument
i [1] 0 Baywiew City Police 0 Default
- 1 1 Enter/Edit Alpha Card Data 3 Alpha Card
|| 1 2 Enter/Edit Alpha Entry Data 3 Alpha Entry
|| 1 3 Enter/Edit Other Data 12
- 1 4 Preview Alpha Card with Entries 4 Alpha Card with Entries
|| 1 4 Preview Other Reports 113
- 1 6 Exit This Database 4
- 2 0 Enter/Edit Other Diata 1]
- 2 1 Enter/Edit City Beats 3 City Beats
|| 2 2 Enter/Edit Name List 3 Mame List
|| 2 3 Enter/Edit Entry Description 3 Explanation
- 2 4 Return to Main Switchboard 11
- 3 0 Preview Other Reparts ]
| 3 1 Alpha Entry 4 Alpha Entries
|| 3 2 Entries by Code 4 Alpha Entry by Code Report
- 3 3 Entries by Qir 4 Entries by Qluarter
- 3 4 Entries by ¥ear 4 Entries by Year
|| 3 4 Print Labels 4 Labels Mame List
3 6 Return to Main Switchboard 101
] ]
Recard: 4] ¢ | 1k |k ]rx| of 18

SV {=UWAN The Switchboard Items table

to be displayed at startup if the Display Form/Page option is set to Switchboard. A number in the
Argument field represents the ID number of the switchboard as the goal of the command, Go to
Switchboard. For example, the fourth row shows 2 in the Argument field, indicating that the
command is to display switchboard number 2, Enter/Edit Other Data.

Field Contents

SwitchboardID A sequential number assigned to the switchboard page.

ItemNumber A sequential number assigned to each item on a page, beginning with 1. Together
with the SwitchboardID, forms the primary key that uniquely identifies the item and
switchboard page. Switchboards have ItemNumber 0.

ItemText Text entered in the Text box of the Edit Switchboard Item dialog box.

Command Number representing the command selected from the Command list in the Edit
Switchboard Item dialog box. Commands are numbered sequentially in the order they
appear in the list. For a switchboard page itself, the Command value is 0.

Argument Number of the switchboard; the name of form, report, macro, or procedure to be used

by the command in the Command list in the Edit Switchboard Item dialog box.

AN WAN The Fields in the Switchboard Items Table
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You Can Create a Switchboard

Without the Switchboard Manager

To create a switchboard from scratch, start with a blank form not bound to an underlying
table or query; then add command buttons that trigger macros or event procedures to carry
out the actions you want. The properties of a switchboard form are quite different from the
normal data entry form, which shows record navigation buttons, scroll bars, and other
data-related features. You are not creating a “real” switchboard with a corresponding table
or that you can modify with the Switchboard Manager; you are instead creating a form that
works like a switchboard but one over which you have a lot more control.

Before you place command buttons on the form, change some of the form properties so it
will appear more like a switchboard:

B Enter the text you want to see in the switchboard title bar in the Caption property box.

B Make sure the Default View property is Single Form.

B Leave the Allow Form View property as Yes and change the other three Allow...
properties to No.

Change Scroll Bars to Neither to remove both the horizontal and vertical scroll bars.
Change Record Selectors to No because there will be no data on the form.

Change Navigation Buttons to No because the user will not be moving among records.
Change Dividing Lines to No because the form won’t display records.

Set Auto Resize to Yes so the form will always appear the same size in Form view.

Set Auto Center to Yes to ensure the form opens in the middle of the window; and
thus will be easier to view and use.

The next step is to add to the form the command buttons and labels that will carry out the
desired actions:

B If the switchboard item is designed to carry out a single action, such as open a form
in Form view, you can use the Command Button Wizard to add a command button.

B [f the item must carry out two or more actions, you must add the button without the
Command Button Wizard and create a macro or Visual Basic event procedure to
attach to the button’s On Click event property. 17

By attaching a macro or procedure to the label and the button, and including access keys
in the switchboard item labels, there are four ways to trigger the action: click the button, click
the label, press ALT with the access key, or press TAB to move focus to the button and press
ENTER. To attach the macro to both the button and the label, select them both; then open the
Event tab of the Properties sheet and select the macro from the On Click property list.
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Create a Custom Dialog Box

A dialog box is a special type of window that pops up and stays on the screen until you make a
selection, even if it is only to cancel the box. Creating custom dialog boxes for an application is
much like creating switchboards. You start with a blank, unbound form and add controls that you
can select to carry out specific actions. After completing the form, you create macros or event
procedures and attach them to the corresponding controls on the form.

Design the Form

In this section, we will create a dialog box that offers a choice of police reports when the user
clicks the Print button on the Alpha Card form. There are four major steps in creating this custom
dialog box. To create the Choose Report dialog box for the Police database:

1.
,ﬁ 2.
xw 3.
[_Ll 4,
5.

Start a new form without choosing a table or query as a basis.

In form Design view, click the Toolbox button if the toolbox is not showing and make
sure the Control Wizards button is pressed.

Click the Option Group control tool and draw a frame in the empty form design to start
the Option Group Wizard.

In the first wizard dialog box (shown next), enter the label names for the options in the

group. After entering a name, press the down arrow or TAB to move to the next line. If

you press ENTER, you move to the next dialog box and have to check BACK to continue.
After entering all the option labels, click Next.

Option Group Wizard

&n option group contains a set of option buttons, check
boxes, or toggle buttons, You can choose only one option,

[~ HHHRy

|

[CIRETH] HH%P
(TR

]

What label do you want for each option?

Label Mames:
| |Alpha Card with Entries
| |alpha Card
Entries by Code
Entries by Qtr
& | Print Labels
*
Cancel = Back ek = Einish

In the next wizard dialog box, accept the first option as the default returned value and
click Next.
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In the next dialog box, accept the default and click Next.

The next wizard dialog box (shown next) shows a variety of styles for the option group
and the options in it. Choose Option Buttons as the type of control and Raised as the
style, then click Next.

DOption Group Wizard

‘What bype of controls do you want in the option

group?
—Sample ———— S ‘Option buttons
' lpha Card with [T Checkboxes
Entries
. APDt'rWa Card _I Tooagle buktans
" Entries by Cod
B ‘What style would vou like ko use?

(O Etched (8 Shadowed
- Flak & Sunken
¢ Raised
Cancel < Back Mext = Einish

In the final wizard dialog box, enter Choose Report as the caption for the group that
will be displayed at the top of the group frame, then click Finish.

Select the option group frame and open the property sheet. Choose the Name property
on the Other tab and enter Choose Report as the name for the option group.

Click Finish.

Save and name the new form.

The next step is to add the command buttons to display the selected report in Print Preview,
print the selected report, and close the form. Do this without the help of the Command Button
Wizard because you want to attach macros to the buttons instead of using the default operations
offered by the wizard. To add the three command buttons, make sure the Control Wizards button
on the toolbox is not pressed, then do the following:

=

1.

Click the Command Button tool and click in the form design. Repeat twice more,
spacing the buttons as desired. The buttons will show the default captions as follows:
Commandn.

Select the first button, then click in it and type Preview. Press ENTER to save the
new caption.

Repeat step 2 to change the default captions on the other two buttons to Print and
Cancel.

13
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4. If the buttons are not evenly spaced or accurately aligned, select all three and use
the Format | Align or Format | Vertical Spacing command to adjust the buttons.

5. If'the buttons are not the same size, choose Format | Size to adjust them.

EE Choose Report : Form
~
j_l & Detail

Presview

o
Cancel

So far, the controls on the Choose Report form do not carry out an action. You must create
the macros that will run and perform the intended action when the user clicks the control.

Create and Attach the Macros

You need a macro for each of the command buttons in the form. In addition, you must convey to
the Print and Preview macros which report to open. The macros that you attach to the Preview and
Print buttons must distinguish among the reports and open the one chosen in the option group.

The option group returns a value depending on which item in the group was selected. As you
saw, the Option Group Wizard set default return values so that if you click the first item the group
value is 1, if you click the second item the value is 2, and so on. You can use this value in the
macro condition to choose the specific report to preview or print.

Create the Macro Group

The best way to respond to a selection from an option group is to build a set of macros that you
can attach to each option in the group. To build a macro for the Preview button:

uT 1. Click New in the Macros tab of the Database window and click the Macro Names and
Conditions toolbar buttons to show the two optional columns.

2. Type PreviewReports as the name of the first macro and choose OpenReport as the

=
ﬁ'_? Action.

3. Inthe Action Arguments pane, choose Alpha Card with Entries from the drop-down
list of Report Names and choose Print Preview as the View argument.




4,

—
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In the Condition column, enter the condition under which to preview the report:
[ChooseReport]=1. ChooseReport is the name of the option group control, and 1 is
the value of the group when you select the first item in the group.

If you are in doubt about the name of the control, look at the Name property on the
Other tab of the control’s property sheet.

Move to the next row and repeat steps 3 and 4 to open the Alpha Entry report in Print
Preview with the condition that the ChooseReport group value is 2.

Continue to define macro actions to open the remaining reports in Print Preview. You
should have six actions in the PreviewReports macro, each opening a different report
in Print Preview.

You could add a final action to the macro that closes the Choose Report form so you
can see the Print Preview window. Set the following arguments for the Close action:

B Object Type—Form
M Object Name—Choose Report
B Save—No

Leave an empty row and create a new macro named PrintReports to print each of the
reports using the same conditions. Do not include the Close action with the second
macro, so the pop-up dialog box remains on the screen for further selections.

An easy way to add the conditions to the PrintReports macro is to copy the
[ChooseReport]= part of the condition and paste it in subsequent lines, then
add the values.

The macro command for the Cancel button can be simply Close with the Choose Report
form name as the argument. Figure 17-6 shows the completed macro group from the Choose
Report form.

Attach the Macros to Form Controls
Once you have created the macros, the next step is to indicate when they should execute by

attaching them to the event properties of the controls. To attach the macros to the command buttons:

1.

2.

Double-click the Preview command button in the form Design view to open the
property sheet.

Click the Events tab and choose the macro name from the drop-down list next to the
On Click event property. Figure 17-7 shows the PreviewReports macro in the Choose
Report macro group as the action to carry out when the button is clicked.

415
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hoosze Report : Macro [ _ (O]
Macro Mame Condition Action Comment
- This macro group contains macros that respond to the
|| Choose Report popup Farm.
| B |PreviewReports  [ChooseReport]=1 OperReport] =] pens the Alpha Card with Entries report in Print Preview,
|| [hooseReport]=2 OpenReport Cpens the Alpha Entry report in Prink Preview,
|| [ChooseReport]=3 OpenReport Opens the Alpha Entry by Code report in Prink Preview,
|| [ChooseReport]=4 OpenReport Opens the Entries by Quarter report in Prink Preview,
|| [ChooseRepart]=5 OpenReport Opens the Entries by Year report in Prink Preview,
|| [ChooseReport]=6 OpenReport Cpens the Labels Name Lisk report in Prink Preview,
| |PrintReparts [ChooseReport]=1 OpenReport Prints the Alpha Card with Entries report,
|| [ChooseReport]=2 OpenReport Prinks the Alpha Entry report.
|| [ChooseRepart]=3 OpenReport Prints the Alpha Entry by Code repart.
|| [ChooseReport]=4 OpenReport Prints the Entries by Quarter report.
|| [ChooseReport]=5 OpenReport Prints the Entries by Year repart.
- [ChooseReport]=6 OpenReport Prints the Labels Mame List report,
| [Cancel Close Closes popup form.
[ | 5
Action Arguments
Report Mame Alpha Card with Entries
Wigay Prink Presview
Filter Mame
Where Condition
Window Mods Opens a report in Design view or Prink Preview or prinks the

report immediately. Press F1 for help on this action.

FICUR{ZUWAN The macro group for the Choose Report form

3. Repeat steps 1 and 2 to attach the PrintReports macro to the Print button and the
Cancel macro to the Cancel button.

Set Form Properties and Style

The last phase of creating a custom dialog box is to change some of the form properties to make
it look and act more like a dialog box than a data entry form. A dialog box is a pop-up modal
form. Pop-up means that it opens and stays on top of other windows even when it no longer is
the active window. Modal means that you must hide or close the form before you can work in
any other object or menu command.

To set these and some other properties, open the form in Design view and double-click
the form selector to open the form property sheet. Set the form properties as described in
Table 17-2. All of the properties are on the Format tab except PopUp and Modal, which are
on the Other tab.
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T

||| # petai

Preview

€' Command Button: Preview
IPreview .:l
Format | Dats  Event | Other | &l |
B ERbers s e ﬂ
L ] | ey e
OnGobFacus . oo
OnlosbFocls s o i i
(e e e e e z
CIDBGIEKS ey sy Autokeys,~F -
On MaUse DOWR . . v vve s Choose Repart
R o e Choose Repork, Cancel i

Choose Repork, PrintReports

CloseSplash

CodeErr

CodeFilled -

HICIUISNVAVE Attaching a macro to the Preview command button

Property Setting Purpose

PopUp Yes Form will remain on top of other windows.

Modal Yes Form retains focus until it is closed.

Caption Choose Report Displays text in the title bar in Form view instead
of the form name.

Allow Form View Yes Permits the form in Form view.

Allow Datasheet View No Prevents switching to Datasheet view.

Allow PivotTable View No Prevents switching to PivotTable view.

Allow PivotChart View No Prevents switching to PivotChart view.

Scroll Bars Neither Removes scroll bars from the form.

Record Selectors No Removes record selectors from the form.

17
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Property Setting Purpose

Navigation Buttons No Removes navigation buttons from the form.
Dividing Lines No Removes horizontal lines from the form.

Auto Center Yes Centers the form automatically when it opens. If you

want the form to appear in a special place, set to No.

Border Style Dialog Form has a thick border and includes only a title bar
with a control menu box.

Control Box Yes Displays the control menu box in the title bar in Form
view so the user can close the form.

MinMax Buttons None Prevents the user from resizing the form in Form view.

IR WEVE  Property Settings for a Custom Dialog Box (continued)

Always leave the user a way to close the form, such as the control menu box, the Close
button, or a button that runs a Close macro action. If you accidentally create and
display a modal form without a way to close it, you can use ALT-F4 to close the form.
Return to the Design view and add a visible option to close the form.

—

Two additional features that help turn a form into a dialog box are the default and Cancel
buttons:

M The command button specified as the default button is pushed automatically when the
user presses ENTER. The default button shows with a darker border than the rest of
the buttons on the form.

B The command button specified as the Cancel button is pushed automatically when the
user presses ESC.

You can assign any one button in the form as the default button and one other as the Cancel
button by setting the Default or Cancel control property to Yes.

|_||"""""""'2"""'3"|Preview j
_I_I"Detall Formatl Data I Evert  Other | all I
: m - Mame Pt e e e Previewl
- Preview (o= e e e Yes

(e Py b Mo

AutoRepeat . .. Mo

Stakus Bar Texk . 000000y

Y TR ) e e o Yes

B TabIndex vvvvivn i 1

Shortcut MenuBar o, L

ControlTip Text .00 oo Cpen the selected repart in Print Preview

Help ContextId . ..o v 0 ]

A R s e e e e
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While you are working with the command button properties, you can add ScreenTips that
will appear when you rest the mouse pointer over the button. To add ScreenTips, type the text in
the button’s ControlTip Text property box on the Other tab of the property sheet.

EE Choose Report
Chooze Report
Presiew [: |

" Alpha Entry 7 Open the selected report in Print Preview.
" Entries by Code *‘
= Entries by Ot

. Cancel I
" Entries by Year
¢ Print Labels

Create a Dialog Box for User Input

In Chapter 8, you saw how to create a parameter query that prompts the user to enter the criteria
for the query. You can use a custom dialog box to accomplish the same thing. For example, the
dialog box shown in the following illustration prompts the user to enter the DR value of the Alpha
Entry records he or she wants to see. It includes instructions to ensure a valid input value.

E Lookup DR

Enter the DR number of the Alpha Entry pou
want to view. Do not enter the dash. For
example, to find DR 95-0648 enter 350648

LR ﬂ—
(1]8 I Cancel |

After you enter the DR value and click OK, a parameter query runs using the value as the
criteria for the DR field. For this example, make a copy of the Alpha DR Query and name it
Lookup DR. You can change the criteria of the DR column to get the value from the dialog box
instead of a parameter prompt.

Set the Input Form Properties

There are several special features about the Lookup DR form in addition to the properties that
make it a dialog box as described in the previous section. These include the following:

B The DR box is an unbound text box named FindDR.

119
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Reduce Blank Space in a Dialog Box

— —

If the dialog box you built shows too much blank space in Form view, return to Design view
and drag the right border in until it nearly touches the controls. You can’t use the Window |
Size to Fit Form command with this form because it is modal. This means you can’t do
anything outside the form while it is open—even click a toolbar button.

B The FindDR text box is first in the tab order with a Tab Index property of 0.

B The OK command button Default property is set to Yes so the user can simply press
ENTER after typing the DR value to run the query.

B The Cancel command button Cancel property is set to Yes so the user can press ESC
to close the dialog box.

Create the Macros
The LookUpDR macro group contains two macros, one for each command button:
B The Run Query macro, which is attached to the OK button, contains two actions:

OpenQuery, which runs the Lookup DR query in Datasheet view in read-only mode, and
Close, which closes the Lookup DR form after running the query.

B The CloseForm macro closes the Lookup DR form without running the query.

# LookUpDR : Macio Hi=] B3
IMacra Marne Action Comment
CloseForm Close Attach ko Cancel button
Run Guery OpenCuery] | Attach to OK buttan,
Close
=l
Action Arguments
Query Mame Lookup DR
Wit Datasheet
Daka Mode Reead Only

Opens aselect or crosstab guery o runs an action query, The
query can be opened in Datasheet view, Design view, or Print
Preview, Press F1 For help an this action,
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Modify the Query

To pass the DR value from the form to the query, the Criteria must be set to the unbound text box
control in the form. To do this, type [Forms]![Lookup DR]![FindDR] in the Criteria row of the
DR column in the query grid.

Field: | alpha Entry,* M
Table: [alpha Enkry Alpha Entry
Sark: Ascending
Sho: ]
Criteria; [Forms]![Lookup DRJI[FindDR] |
of: | -
4 *

Each of the three parts of the statement is enclosed in square brackets to indicate that it is an
identifier that refers to an object or control. The first element defines the object type, Forms; the
exclamation point (!) indicates that the element that follows was named by the user. The second
element identifies the specific form, Lookup DR, and the third identifies the unbound text box
control, FindDR, in the form.

Be sure to clear the check box in the Show row of the DR column, otherwise, the query

results will have two copies of the DR values.
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How to...

B Copy objects from one Access database to another
Import or link database objects and text files objects

Use imported or linked tables

Export database objects and text files

You can get your development work done faster if you don’t have to create everything from
scratch. Access provides a number of useful functions and tools that enable you to exchange
database objects between Access databases. You can even exchange Access objects with other
types of databases such as dBASE, Paradox, or SQL tables and databases that support the Open
Database Connectivity (ODBC) protocol. You also can make use of text files in Access or send
Access data out as text.

Copy Objects among Access Databases

It is often easier to modify an existing object than it is to develop a table, form, or report from
scratch. The first step in the modification of existing Access database objects is to copy the
objects you want to edit. Standard copy-and-paste operations and drag-and-drop techniques
can be used to copy objects from one Access database to another.

Copy and Paste
To copy and paste an Access database object, first select the object you want to copy in the Database
window. With the new Office 2003 clipboard, you can copy as many as 24 objects before you need to
paste them into their ultimate destination and clear space for more copied objects.

For example, to make a copy of the Alpha Card table in the Police database:

1. Click Tables under Objects in the Database window.
2. Select the Alpha Card table from the list of tables.

3. Use one of the following to copy the table to the clipboard:
B Click the Copy toolbar button.

B Choose File | Copy.

B Right-click the table name and choose Copy from the shortcut menu or press

CTRL-C.

If you want to copy the table to the same database, there are three ways to paste the table:

B Click the Paste toolbar button.

IE M Select Edit | Paste.

B Right-click in the Tables page outside any table name and choose Paste from the shortcut
menu or press CTRL-V.
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When you copy a table, the Paste Table As dialog box asks for a name for the table and
presents the following options:

M Pasting the structure of the table (without its data)

B Pasting the structure of the table and its data

B Appending the data to an existing table

——

Paste Table As
Table Name:
Cancel |

—Paste Oplions

£ Struckure Only
% struckure and Data
" append Data ko Existing Table

If you choose to paste the data to an existing table, you might have problems with
duplicate primary key fields or unique index values. You also need to consider differing
table structures. See Chapter 8 for information on solving problems with append
queries.

If you want to copy an object to another Access database instead of within its own database
with a different name, do the following:

1.
2.

3.
4.

Start up a second instance of Access and open the destination database.

Choose Windows | Tile Vertically to tile the two Access windows in a split screen
format.

Copy the object in the source database.

Select the object category in the destination Database window and paste it into the
destination database.

If you don’t want to use two instances of Access, close the source database after you copy
the object, then open the corresponding object page in the destination database and click Paste.

Copying an object generates a copy of all the properties of that object. For example,
when a form is copied, the format, source data, event specifications, filters, and all
other properties are copied with the form.

Drag and Drop

A drag-and-drop technique can also be used to copy objects between databases. To use drag and
drop, you need to have two instances of Access active at the same time.

421
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To drag an object from one window to another:

1. Make sure both Database windows are open to the same object page, then select the
object you want to copy in the source database.

2. While holding the left mouse button down, drag the item to the destination database.

3. Release the mouse button; the new object appears in the destination database.

When drag-and-drop techniques are used to copy tables, the Paste Table As dialog box

does not appear. As a result, when tables are copied this way, the table structure and its
data are pasted into the destination database while the original object remains in the source
database. If you want just the structure, open the copied table and delete all the records.

Import or Link Access Data

Two other important techniques for adding Access data to an Access database or project are
importing and linking. Importing is used to actually copy Access data or other objects into an
Access database from other Access databases. Linking is a way of connecting to and using data
in an Access database without actually copying the data from the other database.

You can import or link data from Access versions 2.0, 7.0/95, 8.0/97, 9.0/2000, and
10.0/2002 to Access 2003 databases.

If you are importing or linking a database that requires a password, you must enter the

password before you can proceed.
e

Import Objects

You can import every object in a database but let’s start with the simplest case. The first case to look at
is the importing of a couple of objects from one Access database to another. To import the objects:

1. Choose File | Get External Data | Import. The Import dialog box opens (see Figure 18-1)
where you locate and select the database file that contains the objects you want to import.
You can also right-click in the Database window and choose Import from the shortcut menu.
Make sure the Files of Type box in the Import dialog box shows Microsoft Office Access.

2. When you locate the database
file from which you want to
import objects, select it and click
Import. The Import Objects

Import Objects
Tables IQueries I Forms I Reparts I Pages I Macros I Modules I

Lol

Customers

dialog box opens where you Employees e
h he obi . Crder Details

choose the objects to import. orders —

In this example, the Northwind S

database is selected from sample Suppliers Desslect Al

Access applications, and the
Products and Categories tables
are imported.

opkions ==

AL
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Import
Lock in: I ] My Documents _'i @- | Q X [y i - Toalse
e 1400 Saved PFC _wiley
Q] 1 Bartick ) Arch mdb
My Recent | T|CalDFG 2] rch02. mdb
Dacments 1 Coronada Eﬂ dbl.mdb
v _lJeanne Izﬂ Furtz Mags.mdb
‘ﬁ_}] 1 KPBS 2 Northwind 2002.m
Desktop _ I Memaries Eﬂ Morthwind 2002_B ackup.mdb
_\I Manet Eﬂ Marthwind.mdb
5] My Data Sources :;J 0ld Excel Documents
_#J by Pictures dJ Old Word Documents
[ My wehs Ii—ﬂ Order Entryl.mdb
"1 Oshome Izﬂ QrderEntry.mdb
1 Roses
170 CO11
_ITolapTap
= File name: =
[y N-twork - l —| \&
Places Files of bype: |Microsoft Office Access (*.mdb;*.adp;*.mda;*.mde;*.adej Cancel

FIC{U =AM Choosing a file in the Import dialog box

3. To choose which objects to import, click the desired object tab and do one of the following:

B Select each object name individually.
B Click Select Al

B To remove an object from the import list, select it again, or click Deselect All to

remove all selected objects.

——

Choose Whether to Import or Link

You should choose to import data into an Access database if you expect to use the data only in
Access and not depend on another program to maintain the data. Access is more efficient when
working with its own tables and you can modify the data just the same as native-grown data.
You should link with data in another program if you rely on the source program to update
the information. Linking is also useful in a multiuser environment where you split an existing
database and place the data on a network server. Users can then share the database and create
their own forms, reports, and other objects.

18
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4. Repeat step 3 for all the desired object types.

5. After selecting all the objects you want to import, click OK to return to the Database

window, where you can see the objects that have been imported.

Figure 18-2 shows the Police Database window with the newly imported Categories and
Products tables. The imported tables are now part of the Police database and do not appear
different from the native tables.

If you import a table that includes Lookup fields, you must remember to import the
tables or queries to which the fields refer and from which they get their values. If you
don’t want to or can’t import the supporting value tables or queries, you can change the
imported table design by changing the field Display Control property on the Lookup tab

—

to Text Box for each Lookup field.

If you try to import a table that is already linked to another table, you link to the source table

data instead of importing it.

Set Import Options

There are several options you can set to customize the import process. When you click Options
in the Import Objects dialog box, the box expands to show a lower pane with three sets of

import options.

The first set of options presents other table features that can be imported:

B The Relationships option is selected by default and includes the relationships you have

defined for the tables and queries you import.

E Police2003 : Database [Access 2002 - 2003 file format)

GOpen 64 Desian New X <o T[]

M= e

Objects

Tablesz

Queries
Farms
Reports

FPages

W 8 |

b acros

-

Groups

OooDEooEs

Create table in Dezign view
Create table by uging wizard
Create table by entering data
Alpha Card

Alpha Entry

Categories
City Beats
Crimes by Beat

Crimes by Beat and Year

ED G0 EED Y G e

Crimnes by Beat Mumber
Entry Explanation
Marne List

Penal Codes

Products

Switchboard ltems

Wolunteers

FIC{U{=uKB7l The Database window includes imported tables.




The Menus and Toolbars
option includes all the
custom menus and toolbars
in the database from

which you are importing.
However, Access will not
import any menu or toolbar
that has the same name as
one in the destination
database.

The Import/Export Specs
option includes all

the import and export
specifications set for the
source database. See the
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Import Objects

Tables IQueries I Forms | Reparts I Pages l Macras I Modules |

Append Designers
Categories
Copy Designers
Customers
DiateTest
Desigrets
Employees
EmployveeskLs
New Products
Order Details
Orders

Paste Errors

— Imnpart

W Relationships

™ Menus and Toolhars
[~ Import(Export Specs

i~ Import Tables
@ Definition and Data
€ Definition Cnly

= K I
Cancel I

Select All |

Deselect Al I

Ciptions ==

&
Import Queries -
& As Queties
" As Tables

section “Import and Link Text Files” for information about setting import specifications.

The second set of options, Import Tables, determines whether to import both the table
definition and the data (default) or only the definition. This is useful for creating a copy of the
table structures for a new database without including any existing data.

The third set of options, Import Queries, applies to any queries you have selected to import
and specifies whether to import queries as queries (the default setting) or run the query and
import the resulting recordset as a table.

Once opened, the Options pane remains open as you click other object tabs.

—

When choosing which objects to import, consider the options carefully. For example,
importing a form without importing its underlying tables or queries can result in problems
that might be difficult to resolve. Logical, useful groupings of objects should be imported
together. This means that tables should be imported to provide the field definitions and
data for all the forms, queries, reports, pages, macros, and modules you choose to import.

Link Access Tables

Linking to tables in another Access database makes them available without copying them into the
active database. Linking saves space and reduces the need to maintain redundant data. Linking
also ensures that you always have access to current information. However, linking also means
that you are dependent on an object that actually resides in another environment, where it can be
renamed, moved, or deleted.
To link to a table in another Access database:

1.
2.

Open the destination database—in this example, Police.

Start the linking process by choosing File | Get External Data | Link Tables from any
page in the Database window. You can also right-click in the Database window and
choose Link Tables from the shortcut menu.
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3. In the Link dialog box, select the Microsoft Office Access file type and then select the
database that you want to link to your active database.

4. Click Link. The Link Tables dialog box opens, showing only a Tables tab because tables
are the only Access objects to which you can link.

Link Tables

Tabies ]

innend Desidners

i

(Categories
Copy Designers
Customers
DateTest
Designars
Employees
Mesw Products
(Crder Details
(Orders

Paste Errars
Products

Cancel
[ weth |

Select all

T Deselect Al

i

5. Select one or more of the available tables and click OK.

In this example, the Suppliers table is linked to the Police database, as shown by the arrow

next to the table icon.

i Police2003 : Database (Access 2002 - 2003 file format)

jOpen ik Design JHew X 25 = E e
Objects | Createtable inDesignview 1 Ciimes by Beat Number
B Createteble by usingwizard =) EMPLOYEE
;,; S T’l] Create table by enteringdata ] Entry Explanation
) ] AlphaCard 1 Mame List
= Foms 1 Alpha Entry | Penal Codes
WJ  Reports ] Categories 1 Products
¥4 Pages ] CityBeats Sl
2 hiserss 1 Crimes by Beat 1 Switchboard ltems
. ] Crimes by Beat and'v'ear 1 Woluntesrs
Groups A | 2

Import from or Link to Other Data Sources

Access can import data or link to existing tables in other database management systems. Access
provides specific recognition of some database table formats. Acquiring data and other objects
from foreign databases is not much different than importing or linking Access databases.

You can both import and link dBASE 111, IV, 5, and 7 files as well as Paradox 3.x, 4.x, 5.0,
and 8.0 files. For version dBASE 7 and Paradox 8.0, you need the updated ISAM drivers
available from Microsoft Technical Support.

You can also import and link data from ODBC data sources such as the Microsoft SQL
Server and Visual FoxPro. You will need a connection to the appropriate ODBC data source and

the data source defined.
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Data types are generally compatible among these database management systems, although they
aren’t labeled consistently. For example, dBASE Character and Paradox Alphanumeric data types
both become Text fields in Access. dBASE Float and Paradox Currency types become Number
fields in Access with the Field Size property set to Double. dBASE calls Yes/No fields Logical.

Use Data from dBASE or Paradox

Importing a dBASE table or a Paradox file into an Access database is similar to importing a
table from an Access database. Other database programs such as FileMaker Pro can export .dbf
formatted files that you can import into Access the same as an original dBASE file. For example,
to import a dBASE table:

1. Choose File | Get External Data | Import or right-click in the Database window and
choose Import from the shortcut menu.

2. In the Files of Type box in the Import dialog box, select the database file type—dBASE IV
in this example. Locate and select the file you want to import.

3. Select the filename—Employee.dbf in this example—and click Import.

4. After a few seconds, you should see a message indicating Employee.dbf has been
successfully imported into the open Access database.

5. Click OK, then locate and import other files as necessary or click Close to close the
dialog box and return to the Police database window.

Once the table is imported, it looks and behaves just like an Access table. You use the same
procedure to import Paradox files.

Another approach to making use of data from a dBASE or Paradox database is to use
the Link Tables operation by choosing File | Get External Data | Link Tables. You can also
right-click in the Database window and choose Link Tables from the shortcut menu. The Link
dialog box appears, in which you select the appropriate file type and the specific file to be linked.

When you import a dBASE file, Access creates a table with the same name as the .dbf file
and imports the data. Conversely, when you link to a dBASE file, Access also requires that the
associated dBASE index files be linked. If you choose to link to a dBASE file, the Select Index
Files dialog box appears, in which you can choose the indexes (.ndx and .mdx files) that are
associated with the .dbf file.

B If there are none, click Cancel and proceed with the link operation.

B If you select one or more index files, the Select Unique Record Identifier dialog box
prompts you to select the corresponding index field. Your index must have a unique
value for each record, or difficulties might occur when you try to update records.

After importing or linking a dBASE file, you can set field properties for the table. If you
import a file with no primary index, you can set the index in Access. When you update the file
with Access, the index is also automatically updated. If you use dBASE to update the file, you
must also update the corresponding index in dBASE before trying to open the file in Access.
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i Police2003 : Database [Access 2002 - 2003 file format) _ (O]
Fi0pen &l Design INew X | <o Te[iE]:
Objects IEI__] Create table in Design view 1 Crimes by Beat Mumber
‘ 1 Tables Zl| Create table by using wizard ] EMPLOYEE
& . - )
___,; o __] Create table by entering data 1 Entry Explanation
1 Alpha Card 1 Mame List
=2 Forms
] AlphaEnty B
i Reports 1 Categories 1 Penal Codes
Y& Pages 1 City Beats 1 Products
Fl 1 Crimes by Beat + 1 Suppliers
] Crimes by Beat and Year 1 Switchboard ltems
Groups | | |

SVl {SMEBCM A linked dBASE file in the Access Database window

Figure 18-3 shows a linked dBASE file in the Database window by displaying the arrow and
a dB icon indicating that NewCats is a linked dBASE file.

If you select a Paradox table to link to, you need the index (.px) file and the memo (.mb) file
(if the table has any). Without these files you will not be able to open the linked table in Access.
If the Paradox table does not have a primary index, you must create one in Paradox to be able to
update the table in Access.

Work with Linked or Imported Tables

You can use linked or imported tables the same as any other Access table, with some precautions.
Imported tables essentially have become new tables within your Access database. However,
linked tables still reside within the environments in which they were created. Thus, issues such
as renaming the table or changing its characteristics have implications for relating the linked
table to its original source environment.

Rename a Linked Table in Access

The linked table might have a name that is not very meaningful in your Access database. You can
give it a more relevant name without disturbing the link. Select the table in the Database window
and choose Edit | Rename or right-click the table and choose Rename from the shortcut menu,
then edit the old name or enter a new name.
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Change Linked Table Properties

The database that owns a table usually sets the table properties of linked tables. The source database
also sets the field properties and validation rules. Data entered in the table from within Access must
conform to most of the properties set for the originating database fields such as default values,
minimum or maximum values, field format, text options, and any other validation requirements.

Field properties that you can change in a linked table from within Access include Format,
Decimal Places, Input Mask, and Caption. If you want to change other field properties in a form,
set them for the controls that are bound to the fields.

Update Links with the Linked Table Manager

When the location of a linked table is changed, use the Linked Table Manager database utility to
reestablish the proper path or link to the table. The Linked Table Manager does not physically
move files; it only updates the path leading to the file location. There are two cases in which the
Linked Table Manager might be consulted:

B To examine or refresh links

B To change the path or location of linked tables
To refresh links:

1. Select Tools | Database Utilities | Linked Table Manager. The Linked Table Manager
dialog box displays a list of all tables linked to the current database with the table name
and the current path.

EEl Linked Table Manager | x|

Select the linked tables to be updated:

™ adp MewCais (CWy Documents\OshorneiewCats dbf)
™ [ Suppiers (CWy Documentsiorthwing 2002.medb)

Select All

L8
%\_%‘,
=

I~ Bhways prompk For new locatian

2. Click Select All or check only the table links you want to refresh, then click OK.

3. Ifthe Linked Table Manager is successful in locating the file, it displays a message to that
effect. If not, the manager prompts for the location of the table by displaying a Select New
Location of Tablename dialog box where you can locate the file and change the path.
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The Linked Table Manager has no way of refreshing links to tables whose names were

changed in the source database after linking. Delete the current link and start over.

To change the path to a linked table, open the Linked Table Manager as in the preceding list
and do the following:

1. Select the Always Prompt for New Location option in the Linked Table Manager dialog box.

2. Check the tables whose links you want to change, then click OK.

3. Designate their new location in the Select New
Location of Tablename dialog box, then click
Open. The Linked Table Manager verifies that
all selected tables were successfully refreshed.

4. Click OK to close the message box, then

Linked Table Manager

—
I\!-ﬂ‘} All selected linked tables were successfully refreshed.

click Close.

Unlink Tables

Unlinking a table removes the linkage only to a table in another (source) database. The procedure
for unlinking a table is identical to that for deleting a table; however, the Delete function does not
actually delete the linked table. It deletes only the link to the database.

If your intention is to delete a link to a table in another database and not to actually
delete a complete table and its data, be sure to select a table name with the arrow
indicating it is a linked table. If you inadvertently select a regular table (as opposed
to a linked table) and perform a Delete, the table and its data will be lost.

——

Import and Link Text Files

Text files are useful when you import or link the data to Access tables. If no other common data
format exists between the source of the data and Access, you can create a text file with the source
program and then import that file into Access. Most relational, hierarchical, or network-oriented
database management systems can generate a text version of the data using some kind of record
selection function. Text files are either fixed-width (files consisting of rows of data of the same
length) or delimited text files (files containing records that use special characters to indicate the
separation between data fields). Most delimited text files also use a text qualifier—usually
double quotation marks—to delimit strings. After you have generated text files, you can import
or link them to an Access database using the same external data importing and linking functions
used for data from any source.

Use Delimited Text Files

Importing or linking a delimited text file begins with the same sequence as other importing and
linking operations. However, prior to starting the importing/linking process, you must specify a
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table ready to receive the data—either a new table structure with the appropriate field definitions
or an existing table to which this new data can be appended.

You can create a new table to receive the data from delimited text files by using basic
table design techniques (see Chapter 3) or by copying the table structure from an
existing table. Be careful to account for the proper number of fields, field length,

and data type selection to import text data correctly.

To import a text file, open the Import dialog box as before, then do the following:

1. In the Import window, select Text Files in the Files of Type box.
2. Locate and select the text file that you want to import and click Import.

3. The Import Text Wizard dialog box appears, displaying sample data from the selected
text file. The Import Text Wizard analyzes the selected file and determines whether it
is a fixed-width text file or a delimited file. Figure 18-4 shows that the text file we are
importing, SENIORS.TXT, is a delimited text file.

4. Click Next to see how the file is formatted. In the case illustrated here (see Figure 18-5),
the wizard has determined that the fields in this file are delimited by commas, text fields
are bounded by quotation marks, and the first row does not contain field names.

Impornt Text Wizard

Your data seems to be in a 'Delimited’ Format, IF it isn't, choose the Format that more correctly
describes vour data,

(o ggelimited - Characters such as comma or tab separate each field

" Fixed Width - Fields are aligned in calumns with spaces between each field

n

ample data from file: C:AMY DOCUMENTSYOSEORNELSENIORS, TXT,

1, "Norman Brow"™,"S508 J street”,"Iwperial Cicy™,"CA™, i.l
[Z,"Dix Callahan®, "569 Olive Avenue™,"Imperisl Cicy™,
G, "George Clark","677 Ldella bvenue®, "Imperial Cicy™
4, "Tayne Daniels™,"344 I Avenue™,"Imperisl City™,"CA
I, "Lester Eastman'™,"1150 Lemor Avenus', "Imperial Citf
G, "VWerna Feinberg®, "420 Fifth 3treet',"Imperial City
E rpant qilhert® #7235 1lemeds B1ud® PTwmerisl cirwr 4.7

Al

Lo o ]2 ]

3

Adganced...l Cancel | = Back | Mext = | Einish |

FIC{U{=E N The Import Text Wizard determines the type of text file.
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Impornt Text Wizard

\what delimiter separates vour fields? Select the appropriate delimiter and see how yvour text

is affected in the preview below,

— Choose the delimiter that separates vour figlds:

 Tah = Semicolon i« iC " Other: r

™ First Row Cantains Field Names Text Qualifier: |" 'l
1 Morman Bromw B0 J street Imperial City CL Qgﬂ
£ [ix Callshan HE9 Olive Awvenue |[Imperial City [C4 P9

3 Jeorge Clark 677 Adells bvenue |Imperial City [CAL B9

M [Mayne Daniels (44 I Avenue Imperial City 24 P9

1= [Lester Eastmwan 1150 Lemor Avenus [Imperial City [C4 PO

& [ferna Feinberg @20 Fifth Street  |[Imperial City |CA P9

P Eanl Gilhert baic tlameds Flwd |Twnerial cirw g nal =l
4 *
Advanced. .. | Cancel | < Back | Mext = | Einish |

FICIUI=WKRN  The Import Text Wizard determines the file’s characteristics.

5. Do one of the following:

B Ifyou agree with the results of the Import Text Wizard’s processing, click Next.

B Ifyou do not agree, adjust the selections (for the delimiting character, the text
qualifier, and whether the first row contains field names) until you are satisfied that
they are accurate, then click Next.

6. At this point you must decide whether to import the data to a new table or append to an
existing table. If you select to append the data to an existing table, select a table name
from the drop-down list and click Finish.

You can append text files to an existing table only if the first row of the text file matches

the table’s field names.

7. Because the field names are not in the first row of the text table, choose to import the
data to a new table and click Next.

8. The Import Text Wizard asks you to specify information about each field in the file (see

Figure 18-6).

9. Enter or verify the field name, data type, whether the field is indexed, and whether you
want to import or skip that field. The wizard names the fields Field1, Field2, and so on,
but you can rename them. Click in the field column to make changes.
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Import Text Wizard

‘fou can specify information about each of the fields vou are importing,  Select Fields in the
area below, You can then madify field information in the 'Field Options' area,

1~ Field Options

Field Mame: ]M Data Type: 1'—0”9 Integer ']
Indexed: iNo v; ™ Do not import Field (Skip)

FigField2 Field3 Fieldd FiglFj
orman Brow BO08 J street Imperial City |CA Qgﬂ
ix Callahan BE9 Olive Avenue (Imperial City CA P9

eorge Clark 677 Adella bLvenue [Imperial City [CA PO
ayne Daniels [F44 I Avenue Imperial City CA P9
ester Eastman (1150 Lemor Avenue |[Imperial City [CA B9
erna Feinberg @20 Fifth 3treet ([Imperial City CA P9
211l 34 lhert bz ileweds Bluwd |Twmerial cire -3 bol =]

2l i

Advanced, .. Cancel ‘ < Back Mext = Einish

FICIUI{=MFTCN  Setting imported field information

10. After completing the field information, click Next; the wizard suggests specifying a
primary key field by letting the wizard add one or by specifying an existing field, or
you can choose not to have a primary key (see Figure 18-7). Click Next.

11. Enter a name for the new table and click Finish.

Import Text Wizard
| Microsoft Access recommends that you define a primary key for
= wour mew table. A primary key is used to uniquely identify each
T [ record in your table, It allows vou ko retrieve data more quickly.
2 [nny iy wnn
3 5 .
7 PR > éLet Access add primary key. E
o " Choose my own primary key. B
€ Mo primary key,
1D FigFieldz2 Field3 Field4d
1 Morman Brow B08 J street Imperial City ﬂ
[ix Callahan B9 Olive Avenue (Imperial City
Feorge Clark 577 Adella Avenue [Imperial City
Mayne Daniels [F44 I Awvenue Imperial City
Lester Eastman (1150 Lemor Avenue [Imperial City
& [erna Feinberg M20 Fifth Street (Imperial City
Fanl 34 lhert b2t ileaweds Blud |Twmerizl cire |7l
2l i
Advanced. .. Cancel ‘ < Back. MNext = Einish ]

HICIUI{=N VA Adding a primary key
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About Import Errors

— —

It is possible that improperly defined data or data of an improper length could cause errors.
If this occurs, Access creates an Import Errors table containing descriptions of the errors.
The table shows the field names and row numbers of the data that caused the error.

Some of the possible import errors are:

B Field Truncation Occurs when the text value is longer than the Field Size property
setting for the destination field.

B Type Conversion Failure Occurs when a value is the wrong data type for the
destination field.

B Key Violation Occurs when a duplicate primary key value appears.

M Validation Rule Failure Occurs when a field value breaks the rule defined in the
Validation Rule property for the destination field.

M Null in Required Field Occurs when the Required property of the destination field
is set to Yes and a Null value occurs.

B Unparsable Record Occurs when a text value contains a character specified as the
text delimiter character.

If the problem is with the data, edit the file. If you’re trying to append data to an existing
table, you may need to change the table definition. After correcting the problems, import
the file again. When a value contains the delimiter character, edit each field to repeat the
character twice. When you finish, check the destination files to make sure that some of the
records do not have duplicate copies.

If the import process seems to be taking a long time, errors could be occurring. Press

CTRL-BREAK to cancel any time during the process.

Linking delimited text files with the Link Text Wizard is the same as importing, with two
exceptions: you are not asked if you want to link to an existing table or create a new one, and
you are not prompted for a primary index because you are not creating a new table.

Use Fixed-Width Text Files

The Import Text Wizard reacts a little differently once fixed-width text files are detected. The
second wizard dialog box (see Figure 18-8) shows the fixed-length data with vertical lines
between fields and a ruler at the top. The wizard asks you to confirm whether the lines indicate
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Import Text Wizard

The wizard has made some guesses about where your field breaks occur, Are they correct? IF
not, you can make adjustments now,

Lines with arrows signify Field breaks.

To CREATE a break line, click at the desired postion,
Tao DELETE a break line, double click an the line.
To MONE a break line, click and drag it

3o 40 50 60 70 S0
Donor ID | DonorName | Address j
1 || Worman Brow | 808 J street
2 || Dix Callahan | 862 Olive Avenus
_______________________________________________________ |
Rl _ i

Advanced. .. | Cancel | < Back Mext = Einish |
HICIU/{=NEEN [mporting a fixed-width text file

the proper separation point between fields and provides guidance for how to move or reposition
the lines:

B To create a line, click at the position where a field separation is desired. Two lines have
been added in Figure 18-8.

B To delete a line, double-click the line to remove the field separation.

B To move a line, click and drag the line to the proper position.

Once adjustments are completed, the process of identifying the destination table and
completing the import or link is the same as with delimited files.

Change Import Specifications

You can change the import specifications for a text file using the Advanced features of the
Import Text Wizard. Click the Advanced button in the Import Text Wizard dialog box to display
the Import Specification dialog box (Figure 18-9), which enables you to specify a number of
table characteristics, including:

M The file format (delimited or fixed-width)
M If delimited, the field delimiter and text qualifier characters

18
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B8 DonorNames Import Specification

File Farmat: " Delimited Eield Delimiter: |, YI oK I

A Text Qualifiers: I{nonel— 5 |
: ! Cancel |

Language: Enqlish |
Code Page: Western European (WWindows) i | Sawe As.., |

—Dates, Times, and Numbers |
SpEcs...
Date Order: IMDY 'I M Four Cigit Years

Date Deliniter: I,l' I Leading Zeros in Dates
Time Delimiter: |: Decimal Symbol: |

Field Information:

Field Marne Data Type | Start | Width Indexed Skip |1
P [Field1 Text 1 21 Ha O §
Fieldz Text 22 |21 ha O §
Field3 Text 43 |21 Ma O |
Field4 Text 64 |as Mo O
*

HICIUI{=NFECN  Setting the import specifications

B The language and code page

The specifications for dates, times, and numbers

B Information for each incoming field such as name, starting and ending position in the
record, data type, whether the field is to be indexed, and whether to omit the field from
the import

Once the text file characteristics have been satisfactorily specified, the OK button returns
you to the Import Text Wizard dialog box, where clicking the Finish button will complete the
text import action and place the table in your Access database.

Export to an Existing Access Database

Exporting data or database objects to another Access database has the same functionality as
copying and pasting. Once in their destination database, the objects look and behave like the
native objects. The same data formats are supported as with importing.

To export a table:

1. Select the table name in the Database window and choose File | Export or right-click the
table name and choose Export from the shortcut menu.
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2. In the Export Table To dialog box, locate
and select the destination database, and
select the export file type in the Save as
Type box (see Figure 18-10).

3. Click Export.

4. Accept the existing name or enter a new
name for the destination table in the Export
dialog box and select to export both the

table definition and data or only the definition.

5. Click OK.

Exchange Database Objects and Text

[ 7] x]

Export

Export Alpha Card to;

Ok I
Alpha Card)
Cancel |

in db1.mdb

1~ Export Tables
& Defirition and Data

¢ Definition Cnly

When you are exporting database objects other than tables, the basic steps are the same with
the exception that the final step is not required because you are exporting only an object design

without any data.

You can export only one database object at a time. If you need to export multiple objects

—

to an Access database, it might be quicker to open the destination database and choose

File | Get External Data | Import, which can be used to import multiple objects at once.

Export Table "Alpha Card’ To. ..

Savein: IJ Osborne _'i @ -3 QX i Tools
s | fiocess 2003 2] NewCats. mdb
ﬁ] 1 fecess10 2] arder Entry1. mdb
My Recent | 1 DFG 2] Police. mdb
Bocuments ) QTDE series_Det2 2] Palice1_Backup.mdb
e _1ToCD EPalice11_Backup2.mdb
_j_/] 121 Bayview. mdb 2] Police2003 mdb
Deskhop 12 Chapter 4 mdb 12 Replica of Police2002.mdb

12| Copy of Palice2002.mdb

=% db . midb

12 db2.mdb

12| Dono ames. mdb

IE_H Horme Tech Repairmdb

121 Home Tech Repair2003 mdb
1211 HTR11_Backup.mdb

[Zl 500 2002 MDE mde
F]5CM 2002 mdb

I HTR 2. mdb
My Mebwork ™ Autostart
Places Save as bype: |Microsoft Office Access (*.mdh;*.adp;*;' Cancel ,_I

HIC{UR{=EAON Choosing a destination in the Export Table To dialog box
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Export to Another Database Format

Access supports exporting data to the same database, and text formats are acceptable for
importing and linking. Access also can export data in the proper formats for other applications
such as spreadsheets (Excel and Lotus 1-2-3) and text files such as RTF and Wordfiles as
discussed in the next chapter.

When you export data to older database programs such as dBASE or Paradox, both of
which limit table names to eight characters (not including the file extension), the longer
table names are truncated to comply with the limitation. This can result in duplicate
names. To prevent this, make a copy of your table with a shorter name before exporting
the copy.

To export data to these formats:
1. Select the table in your active database and select File | Export, or right-click the table

name and choose Export from the shortcut menu.

2. In the Export Table To dialog box, choose the dBASE or Paradox file format in the Save
as Type box.

3. Click the arrow next to Save In and select the drive and folder to which to export.

4. Enter the destination filename in the File Name box and click Export.

Export to Text Files
When you want to export data from an Access database to a text file, call upon the Export Text
Wizard, which works much like the Import Text Wizard. The wizard helps you specify the format
of the exported Access file and determine where to store the output. To export data to a text file
using the Export Text Wizard:

Select the table containing the data you want to export to a text file.

Choose File | Export or right-click the table and choose Export from the shortcut menu.

In the Export Table To dialog box, select Text Files in the Save as Type box.

In the Save In box, select the folder that will receive the exported text data.

@ hWON=

In the File Name box, enter the name of the text file that you want to assign to the
exported data or select an existing file to receive the data. Click Export.

o

The Export Text Wizard dialog box (see Figure 18-11) displays data from the selected
table. You can choose between saving the data as a fixed-width or a delimited text file.

7. Click Next.

8. Ifyou chose Delimited, the next dialog box (see Figure 18-12) contains the specifics of
the delimiters, text qualifiers, and other features of each field.
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Export Text Wizard

This wizard allows you ko specify details on how Microsoft Office Access should expork vour
data, Which export Format would vou like?

* Delimited - Characters such as comma or tab separate each field

" Fixed Width - Fields are aligned in calumns with spaces between each field

Sample export format;

11, "Morman Brow™,"508 J street","Imperial City™,"CA"™, ﬁ
?2,"Dix Callahan', 362 Olive Avenue","Imperial Cicy™,
TS,"George Clark","677 Adella bLvenue", "Imperial City™
T‘l,"wayne Daniels","344 I ALvenue", "Imperial City™,"CL
?5,"Lester Eastman™, "1150 Lemor Awvenue'™,"Imwperial Citcy
?6,"Verna Feinberg™, "420 Fifth 3treet”, "Imperial City
2 h "Paul Ailhert” #9735 ilaweds Blud® "Twmnerisal cirwr 47|

4 3

Cancel Mext = Einish
| | | |

HICIU/{SNEAUM  Sclecting the text file type with the Export Text Wizard

Export Text Wizard [ %]

‘ihat delimiter separates your fields? Select the appropriate delimiter and see how your texk
is affected in the preview below,

— Choose the delimiter that separates your fields:

" Tab " semicalon & iComma " Space " other: I—

] Include Field Mames on First o Text Qualifier: | =

1, "Norman Brow'™,"S505 J street™, "Imperial City","CA”,"QQﬂ
£,"Dix Callahan", "869 Olive Avenue", "Imperial Cicy", "CA

B,"George Clark™,"677 Adella ALvenue'™,"Iwperial Citcy™, "C
4, "Wayne Daniels"™,"344 I Avenue™,"Imperial Cicy™, "CA™, ™
15, "Lester Eastmwan™, "1150 Lemor Awvenue™, "Imperial City™,
5, "Verna Feinberg™, "420 Fifth Street®, "Imperial City™, "
B wpaul filkerer #9968 b laweds Bled” 0Twwmerisl ciror eegl -]

A |

Advanced. .. Cancel ‘ < Back J Mexk = J Finish ‘

FICIUI{= WA Sctting the text file characteristics with the Export Text Wizard
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9. Ifyou agree with the default s

10. Ifyou do not agree, adjust the selections (for the delimiting character, the text indicator,

ettings, click Next.

and whether the first row contains field names). Click Next.

11. Ifyou chose Fixed Width, the next dialog box asks for verification of the field lengths.
Figure 18-13 shows the same table being exported as fixed-width. You can drag the
divider lines left or right to adjust the width of the fields.

12. Click Finish to complete the e

You can also use the Export Text Wizard to customize the export specifications for a text file
the same way you set the import specifications with the Import Text Wizard. When you click the
Advanced button in the Export Text Wizard, an Export Specification dialog box appears,
allowing you to specify the file format (fixed-width or delimited); the language and code page
settings; the specifications for dates, times, and numbers; and field information. The options are

the same as for importing.

xport.

BE Export Text Wizard

The wizard has made some guesses about where your field breaks occur. Are they correct? IF

not, wou can make adjustments

o,

To MOYE a line, click and drag

Lines with arraws signify field breaks.

it

10 20 30 40 50
1 Morman Erow E05 J street ITmperial Ci:‘!
[ ix Callahan GE8 Olive Avenue Imperial Ci
6] George Clark 677 ALdella Avenue Trperial Ci
53 Wayne Daniels [F44 I Avenue Troperial Ci
=) Lester Eastman 1150 Lemor Avenus Imperial Ci
(= Werna Feinberg @20 Fifth Street Trperial Ci
] Panl Gilhert 235 dleameds Bl Twnerial il
< i
ndganced...l Cancel | < Back I Mext = Einish |

FIC{U =R EN Exporting the text as fixed-width
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How to...

B Copy or move records

Save Access output as an external file
Work with Word

Work with Excel

The last chapter focused on exchanging data within the Access management realm, with other
database management systems, and with text files. In this chapter, we investigate how to exchange
information between an Access database and an outside source—a word processor or a spreadsheet.
A successful exchange of data with these outside sources involves a sequence of steps that ensure
that the end result will be useful.

Copy or Move Records

To copy or move records from other applications into Access, you must make sure that the data
is arranged in an appropriate format and then use the selection, copy, and paste functions in
Access to move the records you want. You can bring data into Access from several different
word processors and spreadsheets.

Copy or Move Data from a Word Processor

There are two approaches to copying or moving records from a table created with a word processor.
The first approach is to save the desired records to a text file with fixed-length or delimited records
and import them into the target table as described in the previous chapter.

The second approach is to perform a copy (or cut)-and-paste operation. For this approach to
work properly, you should know two major things:

B The records in the word processing file must already be in a table or be properly separated
by tab characters.

B The columns in the word processor table must be in the same order as the fields in the
Access table you are targeting.

When you copy and paste the data, you place a copy of that data in the destination file and
leave the original data alone in the source file. When you cut and paste the data, you actually
delete it from the source and place it in the target file. You can add new records to either a
datasheet or a form.

If you are adding records to a datasheet, the columns are not required to have the same names
as the fields but the data being copied or moved should be the same data type. If you are adding
records to a form, the data is copied or moved to text box controls, which are bound to table
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fields and have the same names as those of the incoming data columns. If the column names

don’t match the control names or the columns have no names, the data is moved or copied to the
form in the tab order.

On the receiving end, you can replace existing records or add to the records already in the
datasheet or form. To replace records in a datasheet, select the same number of records to

eliminate as you selected to bring in from the word processor. In a form, you can replace only the
current record.

To move or copy word processing data:

1. In the word processor application, select the records that you want to move or copy using

the selection method provided by the application, shown here:

I'JI_I NameList.doc - Microsoft Office Word 2003 |_ O] %]
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TableGrid  » TimesMewRoman = 12 ~ | B 1 U
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w
n

a Richardson Haored =]
t
= ]
¥
[=]s 2 = a4 | |
Page 1 Sec 1 11 Ak 1.3 Ln 3

Cal 1 REC TRE EXT ONR Qg

2. Do one of the following, both of which place the selected records on the clipboard:

B If you want to copy the records, choose Edit | Copy or click the Copy toolbar button
or press CTRL-C.

B Ifyou actually want to move the records from the word processing file to the Access
database, choose Edit | Cut, click the Cut toolbar button, or press CTRL-X.

||

In Word, you can also right-click the selection and choose Cut or Copy from the shortcut
menu. Other word processing programs have different methods for placing text on the
clipboard. If the application from which you are getting the records does not have

the Cut and Copy commands, use the comparable commands to place the data on the
Windows clipboard.
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3.

el

—

4,

Open the Access datasheet or form you want to receive the records, then do one of the
following:

B To replace records in Datasheet view, select the records you want to replace and
then choose Edit | Paste, click the Paste toolbar button, or press CTRL-V. If you
select fewer records in the target than in the source table, the selected records are
replaced and the excess records from the source table are ignored. If you select
more records in the target table, they are replaced with the records selected in the
source table beginning at the top of the table; the excess selection in the target
table is untouched.

B Ifyou are replacing a record in a form, move to the record you want to replace and
click the record selector or choose Edit | Select Record, then choose Edit | Paste, click
the Paste toolbar button, or press CTRL-V.

If you have included the column labels when you copied or moved the records to the
clipboard and they don’t match the field names in the form, Access asks whether you
want to paste the field names in the order you defined as the Tab Order.

B Ifyou are adding the data to the target datasheet, choose Edit | Paste Append or
select the new, blank record at the bottom of the datasheet and choose Edit | Paste
or press CTRL-V.

Click Yes to confirm the paste operation.

Copy or Move Data from a Spreadsheet

Copying or moving records from a spreadsheet is similar to copying or moving records from a
word processor. The advantage in the case of the spreadsheet is that the data does not have to be
arranged in or converted to table form because it is already in tabular form on the spreadsheet.
The same criteria apply as in the case of the word processor:

The columns in the spreadsheet must be in the same order as the data elements in the
table for the data copy/move to be useful.

If the records are to be added to a form, the column names in the spreadsheet should be
the same as the names of the corresponding text box controls on the database form.

Copy or Move Records from Access to Another Application

Copying or moving records from an Access datasheet or a form to another application is similar
to bringing new records into Access from a source application. When you paste Access records

to a different application, the field names appear in the first row of the table in a word processor
or worksheet in a spreadsheet.
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Drag and Drop Access Objects

You also can use the drag-and-drop method to move database objects among applications.
You must have both applications running; then click an Access table or query in the Database
window and drag it to a Word document or Excel worksheet. Going in the other direction,
you can create an Access table by dragging and dropping a range of cells from an Excel
worksheet to the Table page of the Database window.

If you are copying from a datasheet that has subdatasheets, only one level is copied at a
time. To copy the subdatasheet, open it, then perform the same copy or move operation.

The same four basic steps are used:

1. Select the Access data you want to copy or move and copy or cut it to the clipboard.

2. Open the other application.

3. Ifyou are replacing existing data, select that data. If you are adding new data to existing
data, place the insertion point where you want to begin pasting the new data.

4. Use the other application’s command to paste or append the Access data.

If you are pasting Access records into a Word document, place the insertion point where you
want the records to appear. The data is pasted in the document as a table. If you are copying from
a form, Access includes the form and column names as well as the data.

If you are pasting to Excel, place the insertion point in the cell where you want the first
column heading to be. The rest of the Access data fills out columns and rows to the right and

down in the Excel worksheet.

Save Access Output as an External File

The previous chapter discusses saving Access data and objects in other database management
systems or in text format. You can also export the data from Access tables, queries, forms, and
reports to a number of other file formats both within and external to Microsoft Office.

To save the data from an Access table in one of these file formats:

1. In the Database window, select the table that contains the data you want to export.

2. Choose File | Export, or right-click and choose Export from the shortcut menu.
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3. In the Export Table To dialog box, select a file type in the Save as Type box and click
OK. Depending on your choice of file type, the dialog box title bar might show Export

Table As.

File: marne: | _:_I I Save formatted VT

[T aukoskart
Microsoft Office Access (*.mdb;*.adp;*i /

Save as bvpe:

Microsoft Excel 5-7 (%, xls)
Microsoft Excel 97-2003 (*.xls)

HTML Docurnents (*, bkl * . hem)

Text Files (¥, txk;* cov® tab;*. asc)
Microsoft Active Server Pages (*.asp)

Scroll down the list in the Save as Type box to see the available export file formats.

s
4. Use the Save In box to locate the destination folder.

5. Enter a name for the output file and click Export.

If you export the Access object to Excel 5-7 or 97-2003, HTML Documents, or Text Files,
you can also check two other options. The first is Save Formatted, which preserves as much of
the formatting as possible. The second is Autostart, which becomes available after you check
Save Formatted. This option launches the destination application and opens the exported file for
viewing or editing when you click Export.

If you choose Rich Text Format, XML Documents, Microsoft IIS 1-2, or Active Server
Pages, the Save Formatted option is checked by default. Autostart is available with Rich
Text Format and XML Documents file type but not with I1S or ASP.

Work with Word

Microsoft Office has become so seamless that you almost can’t tell one application from another.
For example, Word works smoothly with Access to prepare form letters for an address list or
helps to transmit Access data in a text format. There are four ways to use Access data in Word

other than the simple cut-and-paste or drag process:
B Save the Access data as Rich Text Format, then open with Word.
Send the Access data to Word as a mail merge source file.
Load Access data into Word with the Publish It with Microsoft Word Office Link.

Use the Merge It with Microsoft Word Office Link to include Access data in a mail
merge operation.
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Office Links is a tool that provides smooth interaction with the other Office programs
such as Word and Excel. You can reach the Office Links commands from the Tools menu
or by clicking the Office Links toolbar button.

Save in Rich Text Format

Rich Text Format (RTF) is a standard format used by Word and other word processing and
desktop publishing programs for Windows. Settings such as fonts and styles are kept intact
when files are saved as RTF files.

To save the output of an Access datasheet, form, or report as an RTF file, choose Rich Text
Format from the Save as Type box in the Export As dialog box. When you choose the Rich
Text Format file type, the Save Formatted option is automatically selected and cannot be cleared.
The AutoStart option becomes available. If checked, this option launches Word for editing the
file when you click Export to complete the process.

Figure 19-1 shows the Alpha Card table as an RTF file in the Word 2003 window.

B Alpho Cord i MicosoitDifcoWord 2003 mEIR|
File  Edit Wiew Inset Fomat Tools Table Window Help el - X
RGN WP 09 Q] 80% - Read Z i

BEEER RN TR EEEEE | 1 9--21

ame | DOB | Age Address | City Siate | 7ip | Alias

"'_ 1 ALLEM, FRANK ROGER 4455 CALLA AVE LITTLE TChWIM Ry 42111

) 3 AIVER, ROBERT L 07214979 445G AYE BAYIEW Lot} 09112

r._‘ 4 AILLEM, PALL CALYIN Tianarg 454 EBOMNY. AYE LITTLE TCAMWIM Ry 42111

= 5 AIZEMBALM, ESTELA 4750 SOUTHAORTH #4304 BAYWIEW Lot} 09112

- 6 AKEM, HAILESILASSIE B 1801949 168 W CHESTER DR #4 BIG CITY A 09115 MN:BEYENE

- G AKOD, DEANM F 446 ) AYE BAY B Lot} 09112

: 9 AKKINS, KEYIN MICHAEL EADAETS 4441 OCALA AVE BIG T i 42111
10 AHREM, R JOY Bfa972 TT9F AVE BAY B Lot} 09112

= 11 ADKING, DALE STEVEM 2181952 51 444 MAIN 34 BaY B [of} 09112 SUCKER

= 12 APPLE, JAKE Y AMNDEM 118.C AYE BAY B Lot} 09112

"""'“ 13 ASKOLM, MARIANMNE E BA2N97T 511 GLORIETTA BLYD BaY B [of} 09112

‘ . 14 AL ANOM 404 CLARMOMT MESA. Bl PLACE Lo} 09113
15 ALADEN, DOUGLAS M Q5N 962 E#;El MEDDHCHK OUTBACK AT 05111
16 REMT. & CAR A

W 17 ALSOM, NATHAN DAVID 10131976 TE46 CALDY PL BiG PLACE  |CA 09113

= 18 ALMAMND, JUSK ANGEL AT 12408 AVE OURTOWN A2 05111

_‘_ SAUCEDD

E 19 ADKONS, ABDOMN HUMBERTO SMEM97E 24 4444 FOURTH AYE #404 BIG TOW MY 42111 CROWIN CITY CABR
20 SLANC TiaHeTS 744 MAIN AVE BAYYIEY cA 09112 4|
2 AREMSON, JUSTING PIRATA :
22 8L IMAN, EDGAR 261962 4744 C REGENCY WaY BIG TOWWN MY 42111 | - ¥

L3
ifs at 12" lnl Coli REC TRK EXT OWR O3 7

SICIUIa{SMEBM An Access table saved as an RTF file
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Save an Access Table or Query as a Mail Merge Data Source

An easy way to make an Access mailing list available to the Word mail merge process is to save
the table or query as a mail merge data source document. In the Export To dialog box, choose
Microsoft Word Merge as the file type. When you click Export, Access creates and saves the data
source with the Access field names and record data. You can export Access data to any version of
Word for use with the Word mail merge feature. The field names in the header row must match
the field names placed in the Word mail merge main document. If they don’t match, you must
edit either the Access data source or the Word main document.

Be sure the Access table or query has no field names longer than 20 characters. Word's
mail merge feature truncates excess characters, which can result in duplicate field
names. In addition, the feature converts spaces and special characters in field names
to underscores.

Publish with Word

You can use an Office Link to save the output of a datasheet, form, or report as an RTF file and
load the file into Word automatically. For example, suppose you created a custom form or report
that you want to include in your company’s annual report, which is being created in Word.

One of the differences between this process and the process of saving a datasheet as a
mail merge data source is that forms and reports can be published as well as tables and

e ——
queries. For mail merge, only tables and queries are accepted.

To publish an Access object into Word:

1. Select the name of the table, query, form, or report you want to save and load into
Word. If you want to load only part of a datasheet, open the datasheet first and select
the records you want to load.

w' 2. Choose Tools | Office Links or click the Office Links toolbar button, then click Publish It
a1 with Microsoft Office Word.

[ Tools |

& Speling.. F?

| Office Links M| 9, Merge It it Microsoft Office Word
Online Collabaration 3 |_J-ﬂ Publizh It with Microzaft Office ‘Woard L\\S‘J

%5 Relationships... E Analyze It with Microsoft Office Excel

The list of Office Links commands will vary depending on the applications you have

installed.



This saves the selected object or data in a file in the current Access folder, opens Word
automatically, and opens the file for review and editing. Figure 19-2 shows the result of
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publishing the Alpha Entry by Code query datasheet in Word.

Use Merge It with Word

An Access database is often an ideal place to store addresses and names of customers, business
associates, or friends. Once the link between Access and Word is established, you can open Word
any time to print form letters, envelopes, or labels using the current data from Access.

t'-Elmpha Entry by Code Query.itf - Microsoft Dffice Word 2003 !El | X]

File  Edit “iew Inzet  Format

Toolz

Table ‘Window  Hel

Ip

Type agqu
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0 IR R ERRRET EET TRRE TR @---m%
_ |En1ryﬂo | Index Entry DR | Code | Date Purge | Remarks |
— 1 %BATTERY 950645 242 G 4r2001 642004
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- 4 2 WIATTEMPT AUTO 943060 10852 GEr2000 a2 007
[ THEFT GE4/
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HIC{U{aMIBVl Results of publishing a query with Microsoft Word
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Prepare for Mail Merge

hE

—

A query might be the ideal way to simplify Access data structures for this mail merge
function. Your table for customer names and addresses might have a number of other fields,
such as a telephone number or date of last order, that you don’t need to pass on. You can
design a query that selects only those fields relevant to addressing correspondence (Name,
Title, Company, Street Address, City, State, and Zip). The Word mail merge feature also
can do this after receiving the table data, but you should avoid cluttering up the exchange
of data with unnecessary fields.

To merge data from an Access table or query using the Microsoft Word mail merge functions:

1. In the Database window, select the table or query containing the data.

2. Choose Tools | Office Links or click the Office Links toolbar button, then select Merge It
with Microsoft Office Word.

3. The Microsoft Word Mail Merge Wizard dialog box appears, shown next, offering a
choice of linking your data to an existing Microsoft Word document or creating a new
one. Select one of these options and click OK. Word starts up and opens either a new
document or the specific document you have selected.

B Microsoft Word Mail Merge Wizard

This wizard links vour data ta a Microsaft Ward oK i
document, so that wou can prink Form letters or
r address envelopes,

Cancel I

What do you wank the wizard to do?

E T % Link your data ko an existing Microsoft Word document,

‘J " Create a new document and then link the data ko it

4. When you click the Insert Merge Fields button, the list of fields from the Access table is
displayed. Figure 19-3 shows a new Word document with a dialog box listing the fields
from the NameList Access table as the data source.
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What bype of document are vou
working on?

) Letters

() E-mail messages
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each person receives,

Click. Met: bo continue,
Step 1 of 6
% Mext: Skarting docunment

HIClU/{=NIcRel  Using an Access table as the mail merge data source

5. Select the specific fields you want to insert in your document and place them in the
document. For more information about how mail merge works, consult your Microsoft

Word documentation.

Work with Excel

Excel is another application of the Microsoft Office suite that can work smoothly with your data
in Access. The association between Excel and Access can also be a two-way street. You can use

Excel data in Access or use Access data in Excel.

Import from and Link to Excel Spreadsheets

Before you try to import or link to data from an Excel or other spreadsheet, make sure the data
is arranged in a tabular format. The spreadsheet must also have the same type of data in each
column as the target Access datasheet and the rows must contain the same field in each position.

You can choose to import or link an entire spreadsheet or only the data from a named range
of cells within the spreadsheet. Usually, you create a new table from the imported or linked
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spreadsheet data; however, you can also append the data to an existing datasheet if the spreadsheet
column headings are the same as the table field names.

Access tries to assign appropriate data types to the imported data fields, but it does

not always make the correct assumption. Before you do any work on the new table, be
sure the field data types are what you want. You should also check the assumed field
properties and set additional properties, such as formatting, to fit the intended table use
in Access. Number field formatting can differ between Excel and Access.

e—

If you are importing from Excel version 5.0 or later, you can select one or more of the
worksheets in the workbook. You can’t import multiple-spreadsheet files from Excel 4.0 or from
Lotus 1-2-3. If you want one of these spreadsheets, you must open the program and save each
spreadsheet as a separate file before importing.

You can also import from other spreadsheet programs if they are capable of saving the

files in Excel or Lotus 1-2-3 format.

To import or link an Excel spreadsheet, invoke the Import Spreadsheet Wizard by doing
the following:

1. Choose File | Get External Data and click Import or Link Tables. You can also right-click
in the Database window and choose Import or Link Tables from the shortcut menu.

2. In the Import (or Link) dialog box, select Microsoft Excel in the Files of Type box.

3. In the Look In box, select the drive and folder where the spreadsheet file you want is
located, then select the filename and click Import or Link.

4. In the first Import Spreadsheet Wizard (or Link Spreadsheet Wizard) dialog box (shown
next), you can choose to import a specific worksheet or a named range of cells, then
click Next.

E Import Spreadsheet Wizard

‘four spreadsheet file contains more than one worksheet or range. Which worksheet or range
would wou like?

% Show Workshests

" Show Mamed Ranges

Sample data For worksheet 'Sheetl’,

1 13500 P.075 [Interest [Principal [Falance ii
lz | 135 $84.38 $50.63 $13,449.38

Bl 135 $84.06 $50,94 $13,398.43

TS 135 $583.74 $51.26 $13,347.17

?4 135 5583 .42 $51.58 $13,295.59

?5 135 553 .10 $51.90 $13,243.69

= ls i35 77 5 13 191 4f -|
A ;

Cancel = Bt Mext = Einish |




5.

—

6.
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In the next wizard dialog box, check First Row Contains Column Headings(shown next),
then click Next. Clear the check box if the first row contains field data instead of column
headings.

E Import Spreadsheet Wizard

Microsoft Access can use vour column headings as field names for vour table. Does the firsk

row specified contain column headings?

i~ EFi_rst Row Conkains Colurmn Headings

13500 |0075 |Interest |[Principal |Balance

11 135 $54.38 $50.63 513, 449.38 ii

ZZ 135 $84.06 $50.94 $13,398.43

3P 135 383.74 $51.26 $13,347.17

T‘l 135 $53 .42 $51.58 $13,295.59

?5 135 553 .10 $51.90 513,245 .69

?6 135 G52.77 $52.23 $13,191.46

= b 155 4c 52 g 13 1 o1 =l

4l i
Cancel | < Back I Mext = | Finish |

If you indicate that the first row contains the column headings and there are some

headings containing data that can’t be used for valid Access field names (if; for instance,
the heading is blank), Access displays a message to that effect and automatically assigns
valid field names.

In the third wizard dialog box, choose to store the data in a new table or in an existing

one. If you want to store the data in an existing table, select the table name from the list
of tables in the current database. If you are linking, enter the name of the table to which
to link the spreadsheet data. Click Next.

In the next wizard dialog box, you can set the field options for each field in the
worksheet:

Click in the Field Name box and enter a new name for the field.

Choose Yes in the Indexed box to create an index on that field.

Change the data type, if applicable, in the Data Type box (this is not always

available).

Choose to skip the field when importing the spreadsheet.
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Import Spreadsheet Wizard

‘fou can specify information about each of the fields vou are importing, Select fields in the
area below, You can then madify field inFormation in the 'Field Gptions' area.

Field Options
Field Marne: m 5t Type: ] ouble _’
Indezxed: {No j ™ Do nat import Field (Skip)

13500 (0075 |Interest |Principal [Ealance

$54.38 $50.63 $13,449.35 i'

2 $84.06 50,94 $13,398.43

583 .74 $51.26 $13,347.17

383 .42 $51.58 413 ,2Z95.59

583 .10 $51.90 513,243 .69

|6 | 582 .77 $52.23 $13,191.46
c ag 5o oo 13 1 =L ~|
< i
Cancel ‘ < Back. | Mext = ‘ Finish ]

8. Click in the next field header and make other changes. After making the desired changes
to each field, click Next.

9. In the next dialog box, choose one of the fields as the primary key. You can also let
Access add a field as the primary key or choose not to have a primary key at all. Then
click Next.

Import Spreadsheet Wizard

Microsoft Access recommends that vou define a primary ke For
[ wour new table. & primary key is used to uniquely identify each
record in your table. It allows wou to retrieve data more quickly.

HEH RRE RN
HEH RHE REN
HEH RRE RN
HEH RHE REN
BEH HRE RER

" Let Access add primary key.

R L e

% Choose my own primary key,  Pmt No |

Mo primary key.

Interest |[Principal [Balance
584.38 $50.63 513,449.38 i|
54,06 550.94 513, 398.43
583 .74 $51.26 $13,347.17
$83.42 $51.58 $13,295.59

$83.10 $51.90 513,243 .69
3582 .77 $52 .23 $13,191.46
ac 57 55 13 1 =] M|
it
Cancel ‘ < Back. | Mext = Finish

You might need to adjust the column widths.
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10. In the final wizard dialog box, you can accept the Excel name or enter a new name for
the Access table, then click Finish.

The new Payment Table in Access contains the data that was in the Excel range of cells:

E Payment Table : Table

M=l E3

Record: 4] « | 1

) v| of 14

Prat Amt Interest Principal Balance

id [1] 135 §34.35 $50.63 $13,449.33
|| 2 135 53406 $50.94 $13,3598.43
|| 3 135 533.74 $51.26 51334717
|| 4 135 h33.42 $51.58 51329549
- 5 135 533.10 $51.90 513,243.69
- & 135 3277 $52.23 £13,191.46
|| il 135 §52.45 $52.85 F13.138.91
|| g 135 hg2.12 $52.658 $13,086.03
|| 4 135 §31.79 $53.21 $13,032.82
|| 10 135 531.46 $53.54 12597927
| 1 135 531.12 $53.658 1252539
|| 12 135 580.75 $54.22 F12571.18
|| 13 135 ha0.44 $54.56 512 5816.62

h30.75 $54.22 F12,762.40

The following illustration shows the table design created by the Import Spreadsheet Wizard.
Notice that the Pmt No is specified as the primary key field. Now you can change the Pmt Amt
data type to Currency to improve the appearance of the table data.

B Payment Table : Table M= E3
Field Name | Daka Type | Descripkion \ﬂ
Mumber
Mumber
Currency
CUrrency
CUrrEncy
;l
Field Properties
General I Lookup |
Field Size Double
Format
Decimal Places Auko
Input Mask
Caption
Default Yalue A figld name can be up to 64 charackers
Yalidation Rule long, including spaces. Press FL for
validation Text help on field names,
Required Mo
Indexed Yes (Mo Duplicates)

Smart Tags
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Export a Table or Query to Excel

Exporting all or part of a datasheet to an Excel spreadsheet is similar to exporting to other file
types. In the Export As dialog box, select the desired Microsoft Excel version or other spreadsheet
file type in the Save as Type box. Locate the folder where you want to store the exported data. If
you are adding the data to an existing spreadsheet, select the name; otherwise, enter a new filename
in the File Name box.

Check the Save Formatted option in the Export To dialog box if you want to keep the same
fonts and field width and preserve the data that displays in the Lookup fields. The export process
takes a little longer with this option but you won’t have to restore the formatting in the spreadsheet.
The spreadsheet file created by Access contains the field names in the first row and data in the
subsequent rows. If you are exporting a form, the data is saved as a table of data. If you are
exporting a report that includes grouped records, the group levels are saved as outline levels
in Excel.

When you choose the Save Formatted option, the AutoStart option becomes available. This
option automatically launches Excel with the data on the screen when you click Export.

Use Analyze It with Microsoft Excel

The Analyze It with Microsoft Excel Office link is very useful for sending data to Excel for data
analysis and charting. Although Access has some charting capabilities, you have more resources
when you let Excel do your charting for you. Once you have constructed charts in Excel, you can
include them in your Access form or report by placing them into unbound object controls.

To load database information into Microsoft Excel, you use the Analyze It with Microsoft
Excel command in the Office Links menu. All the formatting done in Access, such as font styles,
field size, and colors, can be transferred to the Excel spreadsheet. Report groups are saved in the
worksheet as outline levels, and forms are saved as simple data tables.

To load Access data into an Excel worksheet:

1. In the Database window, select the name of the datasheet, form, or report that you want
to load into Excel. If you want to send only part of a table, open the datasheet first and
select the records you want to load.

2. Choose Tools | Office Links or click the Office Links toolbar button and click Analyze It

wl | with Microsoft Office Excel.
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After a moment, Excel opens showing a new worksheet with the data from the Access object
(see Figure 19-4). The selected records are saved as an Excel file (.xIs) in the same folder as the
Access database.

—

Because some of the number formatting might be different in Excel, when you choose
Save Formatted, you might see a warning that some of the formatting might be lost.

Microsoft Office Excel 2003 - Products_xls _|O] %]

ﬂﬂ File Edit ‘“iew Inzet Fomat Tools Data  ‘window  Help r_ 8 X
_]_:ﬂ = NICER B ._;_sz;ﬂﬂ_euz vg-':' Airial ~ 10 B I U
Al - £ Product ID

1 ) Product I Product Mame Supplier Categary | Guantity Per Unit | Unit Pri— |
| 1 Chai Exotic: Licjuicds Beverages 10 hoxes » 20 bags by
ol 2 Chang Exotic: Liguicis Beveranes 24 - 12 0z hottles $14
| 3 Anizeed Syrup Exotic: Liguicis Condiments 12 - 530 mil bottles 10
G| 4 Chef Anton's Cajun Seasoning Mewy Orleans Cajun Delights Condimerts 45 - 6 oz jars F2z
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i | E Grandma's Boysenberry Spresd  Grandma Kelly's Home stead Condimerts 12 -8 oz jars F25
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You Can Mail Objects Right
= from Access

You can send Access tables, queries, forms, reports, report snapshots, and even modules
attached to an e-mail message.
To attach an Access object to an e-mail message:

1. Select the object you want to send in the Database window. If you want to send only
some of the records from a table or query, open the table or query in Datasheet view
and select the records you want to send.

2. Choose File | Send To or right-click the object and point to Send To in the shortcut
menu; then click Mail Recipient (as Attachment).

| Send To 3 |

Database Properties |LUJ—‘ Mail R ecipient [as Attachment]... [\J

3. In the Send dialog box, choose the file format you want to use for your e-mail
attachment; then click OK.

Send EHE

Select Format:

HTML (%, by *, html)

Microsaft Excel 5-7 (*%.xls)
Text Files (*.kxt)

Microsoft Excel 97-2002 (*,x|s)
Microsoft Excel {*.xls)

Rich Text Format {* rtF)
Microsaoft Excel 97-2003 (*,xls)

Your e-mail client program opens an e-mail message form where you can address and
add text to your message and send it out. The object that you have selected to send is
automatically attached to the message.
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How to...

M Share a database on a network
B Replicate a database for multiple users

B Manage a database in a multiple-user environment

Creating and maintaining a database in a multiple-user environment is not a simple task. When you
welcome more users to a database, you open yourself up to a whole new set of complications.
Some users might not have up-to-date information; other users can try to update the same information
at the same time, causing conflicts. Access includes several tools that can help ensure the integrity
and security of the database and other useful features for resolving conflicts.

If the database is accessed through different computers, such as the workplace computer and
a laptop, you can create replicas of the database. However, when many copies of the database are
on different computers accessed by different users, conflicts can occur when changes are made
to the same data. Access includes several tools that can help resolve the conflicts and ensure the
integrity and security of the database.

Share a Database on a Network

In a multiple-user environment, there are several ways to share a single database with others.
Rather than every user keeping a complete copy of the database, you can provide other means for
sharing that can also improve data reliability and consistency. Some of the options for sharing an
Access database are as follows:

B Place the database in a central location where all users have access to all objects in it.
B Split the database so that the users share only the table data.

M Create a replicated database whose members can be synchronized so the data they use
is identical.

B Place the entire database or part of the database on the Internet.

Share an Entire Database

The easiest way to share data is to put the entire database, tables and all, on the network server or
in a folder that can be shared. All users then have access to all the data and use the same database
objects. If everyone uses the database for the same activities and you don’t want the users to be
able to customize their own objects, this is the best strategy. Figure 20-1 shows the model for
sharing the entire database among multiple users. The entire database is stored on the network
server, and the workstations access all the objects via the LAN.

To share an entire database on a network server, copy the database to the shared folder, then
set the Default Open Mode on the Advanced tab of the Options dialog box to Shared. Access
must be installed on each computer on the network to share the databases.
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Application
workstation

Application
workstation

Application
workstation

Network server
containing the entire
database

SIC{U {205l Sharing a database among multiple users

Split the Database

A faster method of sharing a database is to put all the tables on the network server and let the
users keep the other objects on their own workstations. Only the data is transmitted over the
network, thus reducing network traffic. This strategy is useful when the users’jobs and activities
are different or the users do not all have the same versions of Access. The users maintain only
those objects that directly pertain to their own activities.

The database containing the tables is called the back-end database; the one containing the
other objects is the front-end database. The front-end database contains links to the tables in the
back-end database. Access provides the Database Splitter Wizard to separate the tables from the
rest of the database. Figure 20-2 illustrates the front-end/back-end model for sharing an Access
database. All tables are stored in the back end on the network server. The workstations store all
the other objects—queries, forms, reports, macros, and modules.
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Application
workstation

with front-end
database

Application Application
workstation workstation
with front-end with front-end
database database

Network server
containing the back-end
database

FlelUl{=ploivl Splitting the database into a front end and back end

1t is not easy to undo what the Database Splitter Wizard does; be sure to make a backup

copy of the database before attempting to split it.

To split a database into the front- and back-end elements:

1. Open the database and make sure no objects in the database are open, then choose
Tools | Database Utilities | Database Splitter. The Database Splitter Wizard opens with
a message describing the process (see Figure 20-3).

2. After reading the message, click Split Database. The next dialog box lets you specify
where to place the back-end database.

3. Use the Save In box (see Figure 20-4) to locate the network server on your system.
The Network Neighborhood entry in the drop-down list helps you find a computer
on the LAN to use as the back-end server.
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Databaze Splitter

This wizard moves tables Ffrom vour current: database to a
new back-end database. In multi-user environments, this
reduces network traffic, and allows continuous Front-end
development withaut affecting data of interrupting users,

It could be a long process, Make a backup copy of wour
database before splitking it

w'ould you like to split the database now?

Cancel

HIC{OIR{=le el Starting the Database Splitter

Create Back-end Database
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4. Enter a name for the back-end database or accept the default name (the name of the
current database with “ be” added).

5. Click Split. When the process is completed, a message appears announcing the
successful split. Click OK to close the message box.

It might take a while to split a large database. The wizard actually is deleting the tables from
the current database, creating a new database with the tables, then linking the current database to

the new back-end tables.

When you open the Tables tab of the current database after splitting, you can see by the link
icons next to the names in the list that all the tables listed are links to another database (see
Figure 20-5). If you open the new back-end database, you can see all the tables listed on the

Tables tab but all the other tabs are empty.

To customize the distributed database environment further, you can reduce network

traffic even more by moving relatively static tables—such as lookup tables containing
data that doesn’t change often—to the front-end databases. If the data in the lookup

table changes, you can make the changes in the back-end version and alert the users
to copy the data to their own lookup tables. Temporary tables should also be stored
locally to prevent conflicts and reduce network traffic.

If you need to change the link to any of the back-end tables, choose Tools | Database Utilities |
Linked Table Manager. In the Linked Table Manager dialog box, choose the affected tables and
check the “Always prompt for new location” check box (see Figure 20-6). When you refresh the

ﬁ Police2003 : Database [Access 2002 - 2003 file format] _ [O] x|
LA 0pen & Design  JNew | X 2o e
Objects El_,;J Create table in Design view <]  Mame List
| 3 Tables E‘,:J Create table by using wizard =] Payment Table
E i e
§ s Zh|  Create table by entering data +3  Penal Codes
# Alpha Card #  Switchboard ltems
-3 Forms
+] AlphaEntry +]  Volunteers
& Reports +[] Categories
'in’] Pages +[ Ciy Beats
2 Macios +]  Crimes by Beat
| +] Crimes by Beat and Year
@ Maodies %3]  Crimes by Beat Number
Groups +] Enty Explanation
%] Favorites
. | i

F[CIUI{SHBW Tables are linked to the back-end database.
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E Linked Table Manager
Select the linked tables to be updated:

¥ o Alpha Card  (C:\My Documents\Oshornel Access¥ThCopy of Police 2002_Backup_be.mdb) s

Ird »[E] Alpha Entry  (CMy Docurnents|OshorneldccessiTWCopy of Police 2002_Backup_be.mdb)
[ »[F] City Beats  (C:\My DocumentsiOsbornelAccessaT\ Copy of Police 2002_Backup_be.mdb) Cancel
[ »[E] Crimes by Beat  (C:\My DocumentsiOsbornelaccess:ThCopy of Police 2002_Backup_be.mdb)
[ »[E] Crimes by Beat and Year (C\My DocumentsiOsbarneldccessi T Copy of Police 2002_Backup_
O »[E] Crimes by Beat Mumber  {C:My DocumentsyOsborneldocessX T\ Copy of Police 2002_Backup_b
¥ $[F Entry Explanation (C:\My DocumentsiOshorne|dccess¥TiCopy of Police 2002_Backup_be.mdt
[T $[F) Mame List (C:\My Documents\Oshorne\AccessiTiCopy of Police 2002_Backup_be.mdb) Deselect All
W el enal Codes |y DiocurneEn ornel Ao WCopy o I _Backup_be.mdb)

[T $ 5 Switchboard Ttems  (C:\My DocumentsiOshorneldccess KT\ Copy of Police 2002_Backup_be.md

[T o[ volunteers (C:4My Documents\OsbornelAccesskT\Copy of Police 2002_Backup_be. mdb)

Select all

)

TJ%&Iways promp"t"For new lacation

FIC{U{=LB M Sctting to prompt for a new table location

link to the table, you will have the opportunity to change the location of the linked table in the
standard file location dialog box.

Prevent Exclusive Access

When multiple users are sharing a database, competition for data access can occur. If one user
opens the database with exclusive access, no other user can work with it. To prevent or at least
discourage this from happening, set the Default Open Mode to Shared in the Advanced tab of the
Options dialog box. Then instruct all the users not to open the database in an exclusive mode.
See Chapter 21 for information about including security in a multiple-user environment.

You can also set up a security system that prevents certain users from opening a database in
exclusive mode but permits others to do so. The database administrator must be able to open the
database in exclusive mode to perform duties, such as compacting and backing up the database.

Replicate a Database

Replication makes copies of a database for use in different locations but enables the respective
copies to be totally synchronized. Each user can have a separate copy of the database with the
master file centrally located where it can be updated with the changes in the remote replicas.

Replication is not a good idea if you expect a lot of data entry and editing in the
individual replicas. Conflicts can arise when the same data is updated by two users;
these conflicts take time to resolve. Replication is also not recommended if your data
must be real time and completely up to date at all times. Even if the master database is
updated at frequent intervals, it is not 100 percent current between updates.
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There Are Consequences to

Replication

Before you decide to replicate your database, it is important to understand certain changes
that will significantly increase the size of the database and decrease the flexibility. For
example, several new system tables and system fields may be added to the database. If you
want to see these system tables and fields, check the System Objects option in the View tab
of the Options dialog box.

AutoNumber fields behave differently when you replicate a database. The AutoNumber
fields that are set to incremental numbering are changed to random numbering. Existing
records retain their values but new records are assigned AutoNumbers randomly. If any
applications depend on autonumbering for tracking, you can add a Date/Time field to provide
sequential ordering of new records.

Certain size limitations also are the result of the addition of the three system fields. Each
record can contain a maximum of 2,048 bytes. The system fields occupy a minimum of 54
bytes to store the identifiers, indexes, and information about changes in the record. This
reduces the amount of space left over for actual record data. In addition, an Access table can
contain up to 255 fields, 4 of which are taken up by the replication system fields.

Replication is for distributing and resynchronizing the data in tables, but doesn’t synchronize
changes in queries, forms, reports, macros, and so on, because those contain no data and are
uneditable in the replicas.

The master database where all the design changes are implemented is called the Design
Master and the copies are called replicas. The Design Master and the replicas might contain both
common replicated objects and unique objects. Each replica can be tailored to a location or a
specific type of data, and the common data can be synchronized and shared with the other users.

When you replicate a database, Access offers to make a backup copy. If you respond Yes, the
copy is added to the same folder as the original. You can copy it from there to another medium later.

If some of the users need only parts of the database, you can also create a partial replica that
contains only those objects they need. For example, a manufacturing company may have several
factories in different states. The main headquarters would maintain the master database, while
each local factory would have a partial replica containing only the information relating to its
location and activities. Partial replicas can reduce network traffic and costs while offering greater
security and smaller local databases.

The Briefcase method of creating a database replica was invented for the user who wants to
work on the database with a laptop. Once the Briefcase replica is created, it can be synchronized
with the Design Master like any other replica.

Manage the Database in a Multiuser Environment

As soon as more than one user can open a database, someone should be assigned as the database
administrator (DBA). This person is responsible for ensuring the integrity and security of the
database. Among the issues that the DBA needs to address are:
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Controlling read/write access to the data

Setting up the user groups with the appropriate levels of access and security
Adding new users to a group and removing users from a group

Ensuring accurate, up-to-date record data and minimizing data-locking conflicts

Editing database objects as necessary and ensuring that all users have current versions

Backing up and compacting the database

Control Data Editing

If two users attempt to edit the same record at the same time, the results can be unpredictable.
Some form of data locking is necessary to ensure the integrity of the database. Allowing one user
temporary exclusive access to a record is called record locking. When a data page (a unit of data
storage), recordset (table or query) object, or a database object is locked, it is read-only to all
users except the one who is currently entering or editing the data in it.

Access provides three levels of record locking, ranging from no locks at all to locking all the
records in the recordset. You can set the default record-locking scheme in the Advanced tab of
the Options dialog box (see Figure 20-7). Choose Tools | Options and click the Advanced tab to
find the choices.

| Options l
|
o Misw I General i Edit/Find I keyboard | Datashest | Forms/Reports I Pages

Advanced International I Error Checking I Spelling I Tables/Queries

DCE operations ————— —~Default File Format

I Ianore DDE requests |Access 2002 - 2003 -

¥ Enable DDE refresh

—Default open mode

Command-line arguments: % Shared

I " Exclusive
OLE/DDE timeout {sech:

—Default record locking

ISD
Refresh interval (sech: |6D & holocks
|2

Mumber of update retries: Al records
CQDBC refresh interval (sech: IISDD " Edited record
Update retry interval (msec):  [250 ¥ Open databases using record-level locking

k. I Cancel | Apply |

SIC{U {0V Sctting record locking on the Advanced tab of the Options dialog box
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Set Default Record Locking

The “Default Record Locking” setting in the Options dialog box applies only to datasheet views
of tables and queries. If you want to set the record locking for forms or reports, set the Record
Locks property on the Data tab of the object’s property sheet. Setting record locks for a report
prevents changes in records in the underlying table or query while the report is being previewed
or printed. You can also set the Record Locks property for a query and override the default setting.

E ' Form
|Fc-rm _v_!

Format  Data IEvent I Other | all I

RecordSource . o, vw v Alpha Card sort by Mame
o
(]| TP s R e R e A
Allow Filters o oo vy Yes
Allow EdiEs o vvv e v es
Allow Deletions . 00w es
Allow Additions . e es
(=l o el e e e Mo
Recordset Tvpe v vvu s Dynasek
Recordlocks. . ....... .. Io Locks
Fetch Defaulks . . v 0oy n s
All Records
|Edited Record

No Locks is the default setting when you start a new database. It is called “optimistic record
locking” because it is used where few record write conflicts are expected. Access does not lock
the record during editing. The edited record is locked only at the exact moment it is being saved.
It is assumed that one user most likely will have completely saved the record before another user
tries to edit it. Using No Locks ensures that all records can be edited at any time but it can also
cause editing conflicts among users.

The Edited Record record-locking strategy is called “pessimistic locking” because it is assumed
that there will be much competition for access to records for editing. If it is important that all
editing of a record be completed before another user has access to it, the Edited Record strategy is
required. As soon as one user begins to edit a record, no other user can make any changes to it until
the first user saves the changes. Other users can view the record, but cannot change it.

The All Records strategy locks all records in the form or datasheet and the underlying tables for
the entire time the form or datasheet is open. No one else can edit the records. One case in which this
strategy would be useful is when you are running an update query that applies to several different
records and you want to make sure all the affected records are locked until the query is completed.

Apply Record-Level Locking

A new option that became available with Access 2000 is record-level locking. With this record-level
locking in effect, Access locks only a single record. This applies to accessing data only through

a form. If you want to disable this option, clear the check box in the Advanced tab of the Options
dialog box. The setting takes effect the next time you open the database with File | Open. The
record-level locking setting does not affect the record-locking scheme set in the “Default record
locking” option group.
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Choose a Locking Strategy

—

The strategy you choose depends on your data, how many users share the application,
and how they use the data. For most multiuser environments, the No Locks strategy can
be the most effective even though some brief write conflict errors can occur. The overall
performance of the system is more efficient than with the other record-locking strategies.
If there are more imperative reasons for locking records during editing, use one of the
other locking strategies.
If the data in a form, report, or query is acquired from an Open Database Connectivity
(ODBC) database, Access treats it as if the No Locks setting were selected and disregards
the Record Locks property setting.

The setting does not take effect if you open the database by selecting the filename from the
list of recently used files at the end of the File menu.

Minimize Conflicts

One way to reduce the number of locking conflicts is to arrange the workload so each user
is responsible for different parts of the database. For example, one user updates records for
sales in the Western states, another for the Southern area, and so on.

When two users try to update the same record and cause a conflict, Access tries several
times to save the record. Access first attempts to free the record from the lock before displaying
the Write Conflict message. The Update Retry Interval setting specifies the period of time
that elapses between tries. The Number of Update Retries setting determines how many times
Access is to try to save the record before giving up. These settings are all on the Advanced
tab of the Options dialog box, which you can display by choosing Tools | Options.

You can try different combinations of these two settings. For example, set the Number of
Update Retries to 0 for Access to display the Write Conflict message at once. Set both to
higher values to reduce the number of write conflicts by allowing Access to try to save the
record more times with a longer interval between attempts. However, with this arrangement,
users might complain that the system appears slow. Experiment with these settings to settle
on the right combination for your application.
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The setting does not take effect if you open the database by selecting the filename from
the list of recently used files at the end of the File menu.

Update Records with Refresh and Requery

If the data in your shared database changes frequently and it is important that the user has
up-to-date data, you can use two methods to keep the data current: refresh and requery.

The refresh method updates only those records already appearing in Datasheet or Form view.
When you refresh the datasheet or form, records aren’t reordered or deleted; those that no longer
meet the filter criteria are also not removed. To update the recordset to reflect these actions, you
must requery the records.

To refresh a table, query, or form manually, open the table or query in Datasheet view or
the form in Form view, then choose Records | Refresh.

Requerying completely rebuilds the underlying recordset. The easiest way to requery is
to press SHIFT-F9.

The default interval for refreshing records is 60 seconds, which might be too long in
critical situations. You can reset the interval to 10 or 15 seconds. If you set it too low,
Access will create a lot of network traffic.

Edit Shared Database Objects

Even though you do your best to have all the database object designs completed before setting up
the database for shared access, there are bound to be changes that must be made later. Any local
objects can be modified at any time but the shared objects require special consideration.

Before you begin to make significant design changes to a shared database, be sure you open
it in exclusive mode by selecting Open Exclusive from the Open button in the Open Database
dialog box. Pick a time to do this when other users do not require access to the database, such
as the middle of the night.

If the required design changes are less invasive, you can safely modify the objects while the
database is open in shared mode. If the table or any query, form, or report based on the table is
open, you can’t change the table design. The converse is also true—if you are modifying a table
design, the table and any query, form, or report based on it is unavailable to another user. It is
a good idea to have the changes well thought-out and specific before opening the table design;
then keep it open as briefly as possible.

Other tips that are helpful when you need to edit shared database objects are:

—

M When you edit a query, form, or report design that is already in use by another user,
that user won’t see the new version until the object is closed and reopened.

M If the objects you want to change are dependent on each other, be sure to edit them all
at the same time so they will be consistent.

B Make sure no one is using the macro you want to edit by opening the database in exclusive
mode. If you change a macro that someone is using, you can cause problems.
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How to...

B Secure a database with a password

Create a workgroup of users

Assign and change permissions and ownerships among the workgroup
Use the User-Level Security Wizard

Remove user-level security

Encode/decode a database

The main purpose of database security is to prevent unauthorized access to the information,
either for viewing or editing. A second, no less important, goal of database security is to prevent
design modifications by unqualified individuals. Even the slightest change in a form design or a
data validation rule can cause problems that can be difficult to locate and correct.

Access provides two levels of security for databases:

B Global protection through the use of database passwords

B User-level security based on the Access security model

With these levels you can protect an entire database or single objects in the database,
respectively; distinguish between users; and offer different levels of access to each.

Secure a Database with a Password

Protecting a database with a database password is the simplest way to keep the information from
prying eyes. However, it is more appropriate for the single-user database than for a networked,
multiple-user database. Although this method is secure, it applies only to opening the database.
Once open, the data and all the database objects are available to the user for viewing or editing
unless other types of security have already been defined as described in the remaining sections
of this chapter. In addition, Access stores the password in an unencoded form, which might
compromise your database security. To be safe, always make a backup copy of the database
before adding the password and store the copy in a secure location.

You must have exclusive use of the database to assign a password. Anyone who knows the
password can open the database. To add password protection to a database, make sure all other
users have closed the database, then do the following:

1. Open the database in exclusive mode by clicking the down arrow next to the Open button
in the Open dialog box and choosing Open Exclusive.
2. Choose Tools | Security | Set Database Password.

3. Enter the password you want to use in the Password box, repeat it in the Verify box, then
click OK. If the two entries are not the same, Access asks you to reenter the password in
the Verify box.
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Do not forget your password! You will not be able Set Database Password HE|
i0 open the database and there is no way to bypass Passil [ o |
the requirement for a password. Always select a [ttt

word that you can remember, such as the name of VeriFy: ] I

your favorite cat. As a backup, write it down in a T
safe place, just in case.

The next time you try to open the database, Access will Haszwoed Hegiied K E3

require you to enter the password. Enter database passward;
To remove the password, open the database again in exclusive [

mode and choose Tools | Security | Unset Database Password.

Enter the password in the Unset Database Password dialog box x| cacel |

and click OK.

Secure a Multiple-User Database

When a database has multiple users, security becomes more complicated. Not all users require
access to all parts of the database, yet someone must be responsible for every object in the
database. Organizing users in groups helps simplify the security problem; you can also allow
each group to carry out specific actions on specific objects in the database. All the information
about the workgroups is stored in a separate file called the Workgroup Information File (WIF)
with the file extension .mdw. The default WIF is System.mdw.

Understand the User-Level Security Model

There are two advantages to the user-level security scheme: no user can inadvertently break the
application by making design changes, and sensitive data is protected. The Access user-level
security model is based on the concept of workgroups consisting of users who share data in a

About Security Problems
with Linked Tables

Security problems might occur if one of the tables in a password-protected database is linked
to a second database that does not require a password. The password for the first database

is stored with the linking information in the second database. Any user who can open the
second database also can open the linked table in the protected database. The password also
is stored in an unencoded form in the unprotected database, making it readable to any user.
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multiuser environment. The members of the workgroups are listed in user and group accounts
(a group account is a collection of user accounts).

Each member of the workgroup is allowed a specific amount of freedom within the database
and its objects. For example, members of one group account might be permitted to enter and edit
data but not to modify a form design. Another group might be allowed to view only specific data
and be denied access to sensitive information.

The following describes the four elements of the Access security model:

B User A person who uses the database. In a secured database, the user must sign on
with his or her name and password to be able to use the database. You grant the same
permissions to the users in the group. Individual users can belong to more than one
group and have additional access to the database.

Access user accounts are not related to Windows user accounts.

B Group A setof users who have the same security level and need access to the same areas
of the database. You grant the same permissions to the users in the group. Individual users
can belong to more than one group and have additional access to the database.

B Permission Grants a user or group the right to perform a specific act on a database
object. For example, the Open/Run permission gives the user the right to open a
database, form, or report or to run a macro.

B Object Refers to any of the Access tables, queries, forms, reports, macros, or modules
in addition to the database itself.

You will see the list of permissions a little later in “Assign or Change Permissions

and Ownerships.”
=

Another concept in the security model is that of ownership. All database objects must be
owned by some user. The owner is responsible for the object and has the ultimate authority
over its design, use, and availability to other users. The user who creates a new object or
imports one from another database is by default the owner of the object and always has
Administer permission on the object. However, the owner can transfer ownership to another
user or group.

Built-in Groups and Users

An Access database comes equipped with two built-in groups, neither of which can be made
secure. Both groups are identical in the workgroup information file for all databases and can’t
be deleted or renamed. In the Admins group, all members are administrators of the database
and have full permissions on all objects in the database. The Users group includes all of the
individual user accounts in the database. All members of the Users group by default have
permissions on all newly created objects in the database.

An Access database also includes a built-in user, Admin, who is a member of both built-in
groups. The Admin user is in every copy of System.mdw, the default WIF file that was created
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when you installed Access. Each Admin user has permission to open, view, and modify all
the data and every object in every Access database, including those on other computers that
have Access installed. As a result, the first step in securing a new database is to use the
Workgroup Administrator to define new administrator and user accounts that limit these
permissions. After the new accounts are established, remove the Admin user account from
the Admins group.

What Is Needed to Secure a Database?

To secure a multiple-user database properly, you need to:

B Change the ownership of all the database objects from the default Admin.
B Remove all permissions for the Admin user and the Users group.

B Grant permissions to the new users and groups.

As an additional security measure, you can also encode the database so no other
program can read it. Encoding a database compacts the database file and helps
protect it from being read by a word processor.

Secure a Database with the User-Level Security Wizard

The User-Level Security Wizard creates a backup copy of the current database with the same
name and the .bak file extension, then secures the selected objects in the current database. All
relationships and linked tables are retained. The secure database is owned by the user who runs
the wizard. The original database remains unchanged.

To secure a database with the User-Level Security Wizard, log on as a member of the
Admins group and do the following:

1. Open the database you want to secure and choose Tools | Security | User-Level Security
Wizard.

2. The first Security Wizard dialog box opens (see Figure 21-1) with the option of creating
a new WIF for the database or, if one already exists, modifying the current WIF. Choose
“Create a new workgroup information file” and click Next.

3. Enter a unique workgroup ID (WID) in the second dialog box. The WID is a 4 to 20
character string that is case sensitive. One is already provided for you but you can replace it
with your own. You can also include your name and company name if desired. In the lower
pane of the dialog box, choose whether you want this to be the default WIF for this database
or you would rather create a shortcut that will open the new secured database. Click Next.

If you choose to make this the default WIF, any database you open without specifying
a WIF will use this one.

4. The third Security Wizard dialog box (see Figure 21-2) contains seven tabs showing all
the objects in the current database. By default, the wizard secures all the objects but if
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Security Wizard

The Securiky Wizard creates an unsecured backup copy of the
current Microsoft Access database and takes steps to help
secure the current database.

The workgroup information File contains the names of users and
groups that will develop or use your application. To modify vour
current workgroup information file, you must have administrator
permissions, Don't use the default workgroup information File,

Do vou want ko create a new workgroup information File or
modify the current one?

o iCreate a new warkgroup information file,

(e} Iadify: my current workaroup infarmation File,

Help | Cancel | = Back Mext = Einish

HICIUIARYI  Starting the Security Wizard

you want to leave some of them as they are now, clear the check marks by the object
names. Click Next after setting individual object security.

The wizard by default verifies the security of all existing
database objects and all new objects created after running
the wizard, Toleave an object's security as it is now,
deselect the object,

‘What database objects do vou want to help secure?

v Deselect |
¥ [E tlpha Ertry

¥ Categories Select Al |
¥ [E city Beats

¥ E Crimes by Best ﬂl
¥ B crimes by Best and Year

¥ E Crimes by Beat Mumber

¥ E Donorbames

¥ [E EMPLOYEE

¥ [ Entry Explanation E

Help | Cancel | < Back | Mext = Finish

FIC{O ARV Specifying individual object security
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o— These optional security group accounts each define specific permissions for the
users vou will assign to the group. Click a group ko see a list of the group's
permissions.

‘What groups do wou want to include in your workgroup infarmation File®

[ Sl Group name:  [Backup Operators
=
t ig_.!‘F“" Lt Group I0: [evHMotdfixCE 1knd
i Es hFuII Permizsions
I .E!!New Data Users (Group permissions:
r Fbpfﬂje'ﬂ Designers This group can open the database exclusively
| f—'hRead-Only Uszers for backup and compacting but can't see any
|| _?—'_'!!Update Data Users database ohjects,

Each group is uniquely identified by an encoded value generated from the combination of its name and
its Group IDy, which is a unique alphanurmeric string 4-20 characters long.

Help | Cancel | < Back | Mext = Einish

FIelU/ARCE [ncluding predefined groups in the WIF

5.

The next dialog box (see Figure 21-3) enables you to set up the security group accounts
you want included in the WIF. To see the specific permissions allowed for each predefined
group, select the group name and read the text in the Group permissions box. Each group
has a unique group ID. To see what permissions are automatically granted to each group,
select the group and read the Group Permissions pane.

You don’t have to use any of these groups. They are just common groups that Access provides
in case you find any of them handy. You can make your own special groups later; too.

In the next dialog box, you can assign some permissions to the Users group. By default,
the Security Wizard withholds all permissions from the Users group because anyone
who has a copy of Access is a member of the Users group and would be awarded the
same permissions. If you choose Yes in this dialog box, the wizard displays a stern
warning (see Figure 21-4). So be sure to choose No and click Next.

To add new users to the WIF, enter the user name, password, and Personal ID (PID)
in the next dialog box (see Figure 21-5). You can also delete a user or edit an existing
password or PID by selecting the name from the list on the left. The names, PIDs, and
any passwords you have created with the wizard are printed in the report the wizard
creates. Click Next to move to the next dialog box.



How to Do Everything with Microsoft Office Access 2003

&ll users belong to the Users group in all workgroup information files, By default the wizard assigns no
permissions ko the Users group, but vou may wank to assign limited permissions to this group, Don't
assign Full permissions ba the Users group, because this will remaove all security,

Would wou like to grant the Users group some permissions?

c es, I would like to grant some permissions to the Users group,

~ Na, the Users aroup should nat have any permissions.

Database | Tables | Queries | Forms | Reports | Macros |

r OpenfRun [
[ | Open Exclusive [

A 3 [y [ 3 Ity ]
r Adminisker A

Help Cancel < Back Mext = Einish

FICIUI=PAR" N Granting permissions to the Users group

Security Wizard

Mow you can add users ko your workgroup information file and assign each user a
y L password and unigue Personal ID {PID). To edit a password or PID, dlick a name
ﬁ e in the box on the left,

What users do you want in your warkgroup information File?

“Add New Lser> User name:
" irginia Anderzen [Gearge Adams

Passward:

|oadams]

PID:

{LcQNRaR?vdGerthDz

Add This User ko the Lisk

Each user is uniquely identified by an encoded value generated From the user name and PID, The PID s
a unique alphanumeric string 4-20 characters long.

Help Cancel | < Back ‘ Mext = ‘ Finish

HICIUI AR  Adding users to the workgroup information file
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IMow wou can assign users o groups in vour workgroup
infarrnation file.

Do you want ta choose which groups a user belongs to, or choose
which users belong to a group?

% Select a user and assign the user ko groups,

" Select a group and assign users ko the group,

Group of user name: [virginia Andersen j

)
I'g Backup Cperators
i

Full Permissions

Help |

Cancel | < Back Mext = Einish

SO ARG  Assigning users to groups

8. In the next-to-last Security Wizard dialog box (see Figure 21-6), assign the users you added
to your workgroup in the previous dialog box to a specific group. Actually, you can work
either way in this dialog box—start with the list of users or start with the list of groups:

B Ifyou choose “Select a user and assign the user to groups,” the drop-down list contains
the list of users and the group names appear below. Check the group name and choose

user names to add from the drop-down list.

B If you choose “Select a group and assign users to the group,” the drop-down list
contains the group names and the user names appear in the box below. Select a group
name from the drop-down list, then check all the user names you want assigned to

the group.

9. Click Next to move to the final dialog box, where you are prompted for a name for

the unsecured backup copy of the database.

10. Click Finish to complete the creation of the new WIF.

After creating the new WIF, the Security Wizard displays a report of the setting used in the
file. You can save the report as a report snapshot, then print it and store the hard copy in a safe

place. You will need all this information if you ever need to rebuild the WIF.
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Create a Workgroup Without the Wizard

The default workgroup is defined in a WIF created by the Access Setup program and stored in
the folder where you installed Access. When you want to define user-level security, you create
anew WIF to contain the user and group accounts and passwords for all the members of the
workgroup. The security accounts in the WIF can be assigned permissions for databases and
objects. These permissions are stored in the secure database rather than in the WIF.

You can modify the default WIF, use an existing file, or create a new one. For a secure WIF
that can’t be duplicated, do not use the default System.mdw file. If you want to use an existing
file, be sure it was created with a unique WID.

To create a new WIF, use the Workgroup Administrator, as follows:

1. Close any open database and choose Tools | Security | Workgroup Administrator.

2. The Workgroup Administrator dialog box displays the name and location of the current
WIF and explains the purpose of a WIF. It also offers three buttons: Create, Join, and
OK. Click Create to start a new WIF.

3. The Workgroup Owner Information dialog box displays the registered owner name
and organization. Accept the entries or change them as necessary. The Name and
Organization entries can contain up to 39 alphanumeric characters.

Workgroup Owner Information

The new workgroup information file is identified by the name,
organization, and case-sensitive workgroup 1D vou specify,

Use the name and organization information below, or enter a
different name or organization. If vou wank ko ensure that vour
workgroup is unigue, also enter a unique workgroup ID of up ko 20
numbers or letters,

Marme; |Richard Paolstane

Organizakion: IBayview City Police Department

Workgroup ID; |

oK I Cancel |

4. Enter a unique string of between 4 and 20 characters in the Workgroup ID box, then
click OK. The WID is a form of workgroup password, which is case sensitive.

5. In the next dialog box, type a new name for the WIF. You can change the folder by
typing a new path or by clicking Browse to specify the new path. Click OK.
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Workgroup Information File HE

Use the path and name below, or enter a different path and name for
the new warkgroup information file,

sworkgroup Iation DatalMicrosofthAccessiBayview .mdw Browse, ., |
oK I Cancel |
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6. The final dialog box (see Figure 21-7) asks you to confirm the workgroup information
you have entered. Before clicking OK, copy all the information in the dialog box exactly
as it appears. You can click Change to return to the Workgroup Owner Information
dialog box and change any of the entries. Click OK when finished. If the file already
exists, you are asked to confirm the overwrite.

Be sure to write down the exact entries you made in the Name, Organization, and Workgroup
ID boxes in the Workgroup Owner Information dialog box and keep the copy in a safe
location away from unauthorized users. You can also press ALT-PRINTSCREEN to capture
the Confirm Workgroup Information dialog box on the window clipboard. Then open a
new Word file and press CTRL-V to paste it into the document. From there you can print

the information. If the WIF is damaged and you need to restore it, you must have the exact
information or you will not be able to access the database.

Confirm Workgroup Information H

Flease confirm that the inFormation you have kvped is correct, IF it is correct, choose
the OK button. Choose the Change button to rebvpe any of the information.

Important: Store this information in a safe place. IF you need to recreate the workgroup
information file, you must supply the exact same information,

Marne: Richard Paolstone

Comparnty: Baryview City Police Department

‘Warkgroup ID: bawvpal

‘“Workgroup Information File: Ci\Documents and Settingsvirginia Andersen

‘\Application DataiMicrosoftiAccess)Bayview, mdw

Of I Change |

HICIO{=ABVAl Confirming the Workgroup Information
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After you click OK, the Workgroup Administrator builds the information file and changes
the Windows Registry so that the new WIF is used the next time you start Access. Any new
accounts you add will be saved in this file. If you want others to be able to join the workgroup,
save it to a shared folder in the preceding step 5; now each user can run the Workgroup
Administrator to join the file.

After informing you that the file was created successfully, the Administrator returns to the
first dialog box. Click OK to leave the program.

Switch to a Different Workgroup

Although only one WIF can be used at a time on the computer, you can switch workgroups on the
same computer. This is called joining a workgroup. You can use the Workgroup Administrator to
switch from one workgroup to another if you have secured databases from two different sources or
if you want to return to the default system WIF.

To do this:

1. Start the Workgroup Administrator as in the preceding steps and click Join in the first
dialog box.

2. In the Workgroup Information File dialog box, enter the name of the WIF you want to
use or click Browse to locate it.

3. Click OK. The Administrator displays a confirmation message.

4. Click OK again, then click Exit to leave the Workgroup Administrator.

Organize Security Accounts

It is easier to maintain database security if the users are organized by department or function and
are assigned to group accounts. Each group is assigned permissions on the basis of its activities
and needs. When users log on to a secured database, they log on with their user account, not
the group account. After logging on, the users inherit all the permissions of the group plus any
permissions assigned specifically to the individual user accounts.

Group accounts are made up of users and can also own database objects. Group accounts are
used to assign a common set of permissions to multiple users. A user can belong to more than one
group, in which case the user has the sum of all the group permissions. User accounts consist of a
single user who might own objects and have permissions for those and other objects in the database.
User accounts are stored in the WIF that the users will join when they access the database.

To create any type of security account, you must log on as a member of the Admins group.
You can use the User and Group Accounts dialog box (see Figure 21-8) to do the following:

B Create and delete user and group accounts
Add a user to a group

Remove a user from a group

Change or clear a user password
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Usger and Group Accounts

Users I Gloupsi Change Logon Passwordl

—User

Mame: i _._I

e, | Delete | Clear Passwordl

~Group Membership
Available Groups: Member CF:

Lsers add | Users
=< Remaove |

Prink Lisers and Groups |
Ok I Cancel | fpply |

FC{UR{ABE  Working in the User and Group Accounts dialog box

Every account must have a PID that is saved with the account name. It is not the same

as a password, which each user creates later.
=

Create and Delete User Accounts

To create a new user account:

1. Start Access with the workgroup in which you want to include the new user account,
then open a database.

If you don’t know whether you are starting in the right workgroup, use the Workgroup

Administrator to see which workgroup is current and change the WIF' if necessary.

2. Choose Tools | Security | User and Group Accounts.

3. In the User and Group Accounts dialog box,

click the Users tab and click New. The New

. Mame:
User/Group dialog box opens. T
4. Type a unique name for the new user account Personal I0; e |

and a PID. The user name can contain up to |
20 numbers and letters.

5. Click OK when finished.
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For security reasons, the PID should be a unique combination of alphanumeric

characters that have no actual meaning and do not form a word.

Be sure to keep a copy of the exact name and PID that you enter for the new account.
You will need them if you have to re-create the account. The PIDs are case sensitive but
the names are not.

——

To delete a user account, open the Users tab of the User and Group Accounts dialog box and
select the name of the account you want to delete from the Name drop-down list. Click Delete
and respond Yes when asked for confirmation. After you have made all the necessary deletions,
click OK to close the dialog box.

You can'’t delete any of the built-in users from the Users group and you must leave at

least one user in the Admins group. You also can't delete the Admin user account.

Create and Delete Group Accounts
Creating a new group account is similar to creating a new user account except that you do it in the
Groups tab (see Figure 21-9) in the User and Group Accounts dialog box instead of the Users tab.
When you click New, the same New User/Group dialog box opens where you enter the name
and PID for the new group. The group name follows the same rules as the user name.
To delete a group, on the Groups tab select the group name from the Name drop-down list
and click Delete. Respond Yes to the confirmation request to delete the group, then click OK.
The built-in Admins and Users group accounts can’t be deleted.

—

Add and Remove Users from Groups
As with all activities involving database security, you must log on as a member of the Admins

group to add a user to a group or remove one from a group. To add a user to an existing group:
1. Start Access in the workgroup containing the security accounts.

2. Open a database and choose Tools | Security | User and Group Accounts, then click the
Users tab.

3. Select the name of the user you want to add to the group from the Name drop-down list.

4. In the Available Groups box, select the group to which you want to add the user and
click Add. The group name is added to the Member Of list.
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Uszer and Group Accounts

Users  Groups | Change Logon F'asswoldl

Mame: I j

Tews. ., | Delete |

Ok, I Cancel | Apply |

SO AR  Using the Groups tab of the User and Group Accounts dialog box

5. Ifyou want to add this user to other groups, repeat step 4. If you want to add other users
to groups, repeat steps 3 and 4.

6. Click OK when you have finished adding users to the groups.

To delete a user from a security group, open the Users tab of the User and Group Accounts
dialog box as before and select the name of the user you want to remove in the Name box. Select
the group name in the Member Of box and click Remove. Repeat these steps for all the users you
want to remove and click OK when you are finished.

The default Users group is the exception. Because Access automatically adds all users to the
group, the only way you can remove a user account from the Users group is to delete the user
account altogether.

Create or Change Account Passwords

By default, when you add a new user account to a workgroup, Access assigns a blank password to
it. The Admin account is also assigned a blank password. To make sure no one can log on using an
existing user name, you should have all users enter a unique password for their accounts.
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Document Security

—— —

To document the arrangement of users and the groups to which they belong, click the Print
Users and Groups button on the Users tab of the User and Group Accounts dialog box. The
Print Security dialog box appears,

each user belongs. The list of groups
includes the group names and the
users who belong to that group.

which gives you the option of printing ES Print Security
only the users, only the groups, or o

both. The list of users includes the & isth Users and Groiips

user names and the groups to which £ Only Lsers Cancel |

" Only Groups

To create or change a security account password:

1. Start Access using the workgroup the account is in and log on with the user account name.
2. Open a database and choose Tools | Security | User and Group Accounts.

3. Click the Change Logon Password tab (see Figure 21-10) and enter the current password in
the Old Password box. If no password has been defined for the account, leave that box blank.

User and Group Accounts [ |

Users | Groups  Change Logon Password |

User Mame: Admin

Old Passward: ||

Mew Password: I

Werify: I

(0] I Cancel Apply

FC{U AR Changing the logon password
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4. Enter the new password in the New Password box. The password is case sensitive and
can contain up to 20 characters, including any except the ASCII 0 (Null) character.

5. Enter the same characters in the Verify box and click OK.
To clear a password, you must log on as a member of the Admins group, then do the following:

1. Open the User and Group Accounts dialog box and click the Users tab.
2. Select the user account name from the Name drop-down list and click Clear Password.

3. Repeat step 2 to clear other user account passwords and click OK when finished.

Require Logon

All users of a database are automatically logged on as Admin users until you add a password to
the Admin user account. Then, when users try to start Access, they must enter their user account
names and passwords. To activate the logon procedure:

1. Start Access using the workgroup to which you want to add the logon password.
2. Choose Tools | Security | User and Group Accounts and click the Users tab.

3. With the Admin user account selected in the Name box, click the Change Logon
Password tab (refer to Figure 21-10).

4. Leave the Old Password box blank because there is no password yet; then type the new
password (up to 20 characters) in the New Password box. Passwords are case sensitive.

5. Type the password in the Verify box, then click OK.

The next time you or another member of the workgroup starts Access, the Logon dialog box
appears. Enter the user account name in the Name box and the account password in the Password
box. If your password is blank, leave the password box blank. Then click OK.

To turn off the Logon dialog box, start Access using the workgroup whose logon you want to
deactivate and return to the Users tab of the User and Group Accounts dialog box. Select Admin
in the Name box and click Clear Password. Deactivating the Logon procedure does not remove
any user-level security that you have defined for the database; it only lets you start Access
without logging on.

Assign or Change Permissions and Ownerships

Permissions are granted to a user either explicitly to the individual user account or implicitly to
the group account of which the user is a member. As mentioned previously, the owner of an
object is the user who created it. To assign default permissions or to change permissions or
ownerships for a database object, you must be one of the following:

B A member of the Admins group of the WIF that was in use when the database was created
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B The owner of the database object

M A user who has Administer permission on the object

To view or change the permissions and ownerships, choose Tools | Security | User and Group
Permissions. Figure 21-11 shows the User and Group Permissions dialog box with one tab for
working with permissions and another for changing object ownership.

In addition to the list of all existing objects in the database, you can select <New Tables/
Queries> to include any yet-to-be-created tables or queries in the permissions. If you have

selected a different Object Type from the list, the <New...> option in the Object Name list
will show that object type.

Assign and Remove Permissions

To work with permissions, open the database using the WIF that contains the user or group
accounts to which you want to assign permissions. Open the Permissions tab of the User and
Group Permissions dialog box. In the Permissions tab, you can do any of the following:

B To see what permissions a user already enjoys with a specific object, click the Users
option button, then select the user account name in the User/Group Name box. Select
the type of object from the Object Type drop-down list and select the specific object
from the Object Name box. The check boxes in the Permission area show which

User and Group Permissions | X|
Permiszions | Charge ane[I
UseriGroup Mame: Ohject Mame:
<Hew Tables/Queries> B
jack Alpha Card
flpha Entry
Categories
City Beats

Crimes by Beat
Crimes by Beat and vear x|

List: ™ Users ( Groups Ohbject Type: ITabIe vI

—Permissians
1] OpeniRun ¥ ReadData
V¥ Read Design V¥ Update Data
v Modify Design v Insert Data
v Administer v Delete Data

Current Liser: | Admin |

QK. I Cancel Apply |
SIC{U AN  Assigning user and group permissions
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permissions have been explicitly granted to the user. Implicitly granted permissions will
show in the group permissions list.

B To see what permissions a group has on an object, click the Groups option button and
select the group account name from the User/Group Name box. Select the object type
and name the same way as for user account permissions. The Permission area shows the
permissions currently granted to the group account.

B To change permissions, select the user or group account first, then select the object type.
Select one or more objects from the Object Name list, then check or clear the
permissions.

To select multiple contiguous objects in the list, drag the mouse pointer over the names.

To select multiple scattered objects, hold down CTRL and click the objects you want.

After finishing with each object or set of objects, click Apply to keep the dialog box open for
more changes. When finished, click OK.

Transfer Object Ownership

To transfer ownership of an object to a different user or group, click the Change Owner tab of
the User and Group Permissions dialog box (see Figure 21-12). The list in the upper box displays
the objects of the type selected in the Object Type box with their current owners.

About Changing Permissions

E— —

Some tips to remember when changing permissions are as follows:

B Some permissions are related and, when granted, automatically grant other
permissions. For example, if you click the Update Data permission for a table, the
Read Data and Read Design permissions are automatically checked because they
will be needed to modify data. Similarly, if you clear the Update Data or Read Data
permission for a table, the Modify Design permission also is automatically cleared.

B If you modify an object and save it with the same name, the permissions are
unchanged. If you copy it or save it with a different name, you must reassign the
permissions.

B  When you change permissions on objects containing Visual Basic code, such as
forms, reports, or modules, the permissions don’t take effect until you close and
reopen the database.
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Uszer and Group Permissions

Permizsions Change Owher |

Obiject: Current Cowwner:

Alpha Entry Adriin

Crimes by Beat PivotTable Adriin

Entries by Quarter Admin

Explanation Adrnin

=et Initials Admin

Get Label Skate Adrmin =l
Object Type: Mew Cwner:

s §

List: ¢ Groups ¢ Users

Change Owner |

Current User: | &dmin |

QK I Cancel Appln

FCOR{ABPE Changing object ownership

To change ownership of an object:

1. Select the object type in the Object Type box.

2. Select one or more objects in the list. You can select them by dragging over the names
or holding CTRL as you click the names.

3. Click Groups to see a list of group accounts in the New Owner drop-down list or click
Users to see the user accounts.

4. Select the group or user name from the New Owner list and click Change Owner.
Ownership is transferred to the group or user selected in the New Owner list.

5. Make any other changes in ownership and click OK when finished.

When you transfer ownership of an object to a group account, all members of the group

are automatically granted ownership permissions on the object.

You can also transfer ownership of a complete database to another administrator. Start
Access using the new administrator’s workgroup ID and create a new blank database, then
import all the objects from the original database to the new one.
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Remove User-Level Security

Removing the user-level security that has been created for a database involves returning ownership
of the database and all the objects in it to the default Admin user. To do this, you must be able to log

on as the

database,

workgroup administrator who is a member of the Admins group. After logging on to the
give the default Users group full permissions on all objects. Exit Access and log on again

as Admin and create a blank database in which to import all the objects from the original database.

The result of this process is a completely unsecured database. Be aware that any workgroup
or user can open the new database. The workgroup information file that is in effect when you
import the objects from the original database is the one used for the Admin group with the
new database. All imported objects are owned by the user that imported them.

Repair a Damaged Workgroup

Information File

Everyone hopes it won’t happen, but sometimes the workgroup information file becomes
damaged and you will not be able to open the database that relies on that WIF. How you
solve this problem depends on whether you used the Workgroup Administrator to create
the WIF in the first place and whether you saved a backup copy of the file.

No matter how you created the WIF, if you saved a backup copy, use Windows
Explorer or another utility program to copy the most recent copy of the file to the
folder where Access is installed or to the original path.

If you used the default WIF and did not make a backup copy, you must reinstall
Access to re-create the default WIF.

If you used the Workgroup Administrator to create the file and did not save a backup
copy, you must use the Administrator to re-create the file. Start the Administrator by
typing in the same case sensitive name, organization, and workgroup ID you used before.

If you used the Workgroup Administrator to join a file on a path other than the folder
where Access is installed and did not save a backup copy, create a new copy using
the same method you used to create the original file and type the same case sensitive
name, organization, and workgroup ID entries as before.

The security account information is stored in the WIF, so if you have to create a new file,
you must re-create the security accounts with the same names and personal ID entries. The
permissions and object ownership are stored in the secure database and don’t need to be
redefined but they must be connected with the same accounts as in the original database.
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Other Security Measures

Encoding is another, less rigorous way of securing a database. Encoding a database renders
it unreadable with a program other than Access (for example, with a debugger or a text
editor). Hiding specific objects from user view can prevent sensitive data from leaking to
unauthorized users.

Encode and Decode a Database

When you encode a database, it is compacted and rendered completely unreadable by a word
processor or any utility program. Encoding a database does not restrict access to database
objects. Decoding the database reverses the process and restores its original form.

You must be the owner of the WIF and you must be able to open the database in exclusive
mode. The database also must be closed before you can encode it. In addition, you must have
enough storage space for both the original and the encoded versions of the database file. To
encode a database:

1. In an empty Access window, choose Tools | Security | Encode/Decode Database.

2. In the Encode/Decode Database dialog box, select the database you want to encode
and click OK.

3. In the Encode Database As dialog box, specify the drive and folder where you want to
store the encoded database and click OK. You can even save the encoded database in a
Web folder by choosing Web Folders from the Save In drop-down list.

If you choose to store the encoded database with the same name and in the same folder
as the original database, Access asks for confirmation before replacing the original file. If you
confirm this, Access automatically replaces the original file with the successfully encoded
version. If the encoding fails, the original database is not deleted. Once the database is encoded,
you use it just like normal.

To decode an encoded database, repeat the same steps as for encoding and specify the drive
and folder for storing the decoded file from the Decode Database As dialog box.

Hide Database Objects

If you have objects in your database that you want to keep from view, you can prevent them from
appearing in the Database window. Hiding the objects doesn’t provide more security than simply
removing them from view. To hide an object:

1. Select the object in the Database window and click the properties toolbar button, or
right-click the object name and choose Properties from the shortcut menu.

2. Click the Hidden option at the bottom of the General tab of the Properties dialog box
and click OK.
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Alpha Card Properties
General I 2 1
= Alpha Card
Tvpe: Table
Description:

Created; 9/16/2000 4:53:13 FM
Modified: 7972003 4:11:48 PM
Owner:  Admin
fittributes: W Hidden I~ Replicable
™ Rows Level Tracking

] 4 I Cancel | Spply |

When you return to the Database window, the object no longer appears. To see the names
of objects that have been hidden, choose Tools | Options and click the View tab. Click the Hidden
Objects option in the Show group and then click OK. The hidden objects appear dimmed in the
Database window, but they can still be opened.

To remove the Hidden property, open the object’s property dialog box again and clear the
Hidden option.
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You can convert from an earlier version of Access with the information presented here, but you
might want to keep the database in the earlier version and just run it with Access 2003 instead.
This is important if your database is used by more than one user and not all of the users have
upgraded to Access 2003. You can convert an Access database that was created in Access 2.0 or
later to Access 2000 or 2002-2003 format. You can also convert an Access 2002-2003 format
back to 2000 or 97 file format.

Secured databases present a special problem during conversion because they are associated
with a user-level security workgroup information file. You may want to re-create the WIF after
converting the database.

Decide on a Conversion Strategy

If necessary, you can enable the database to run in Access 2003 without conversion. Enabling a
database allows you to view and edit data but you will not be able to save changes in the design
of any of the objects. If you want to modify an object, you must open the database in the original
version.

If your database is shared among several users and not all of them can convert to Access 2000
or 2002-2003 format, you can split the database and convert part of it, and leave other parts
unchanged. This way the database can be shared by users on different versions of Access.

Once the database is converted, you will no longer be able to open it with the original version
of Access. If you convert an Access 97 or 2000 database to 2002-2003, you can’t open it in the
original version but you can convert it back. You can also convert an Access 2000 or 2002-2003
database to Access 97 but not to version 2.0 or 95.

Convert a Database

Before you convert the database, be sure to make a backup copy. Keep this copy until you are
satisfied that the database has converted correctly and you have mastered Access 2003.
To convert the database to Access 2002-2003 file format:

1. Close the database you want to convert. If you are operating in a multiple-user environment,
make sure all other users have also closed the database.

2. In an empty Access 2003 window, choose Tools | Database Utilities | Convert Database |
To Access 2002-2003 File Format.

| Databaze Utilities » || Convert Database %‘ To &ccess 97 File Format...

Security 4 Compact and Repair Database... To Access 2000 File Format. .

ToAccess 2002 - 2003 File Format....

Macro 3

}\" Activel Contrals...

i Make MODE Fils...
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3. The Database to Convert From dialog box opens where you select the database you want
to convert, then click Convert.

Database to Convert From E A
Look in: I 1 Oshaorne LI S~ 3 Q X 4 ii = Tools+
e |1 Access 2003 2 Police11_Eackup.mdb
ﬁ] ] Access10 Eﬂ Policel1_Backup? mdb
MyRecent | "] DFi 2] Polic2003 mdb
BocUmEnts 1™ LT DE series_Oct2 2} :Policed7. mdb
- _1TaCD
| j;l 12l | Bayview.mdb
Diaskbop 121] db.mdh
121 db2. mdb
[ E_"lDonorN amez.mdb

12 Home Tech Repair mdb
Iy Documents IZ_I] Home Tech Repair2003. mdb
12 HTR11_Backup. mdh
L2 HTR2K mdb
i 12 MewCats. mdb
My Computer 121 Pojice. mdb

= File: marmne: I ;‘ Convert
Iy Metwork

Places Files of bype: IMicrosoft Office Access Databases (*.mdb) ;I Cancel

4. In the Convert Database Into dialog box, which is similar to the previous dialog box,
enter a new name for the converted database or choose a different location. You can use
the same name or enter a new one. Click Save.

You can convert the file to a different name in the same folder or use the same name in
a different folder.

——

As the file is converted, you might see messages about compile errors during the conversion
because some of the Visual Basic commands might no longer be valid. You can correct the code
after conversion.

If the database you are converting has linked tables, make sure the tables remain in the original
folder so the converted database can find them. If Access can’t find them, the converted database
won’t work properly. After you have converted the database, you can move the linked tables to
another location and use the Linked Table Manager to restore the links. The linked tables are not
automatically converted; you must convert them separately.

When you convert a version 2.0 or 95 database to Access 2000 or 2002-2003, the built-in
toolbars and custom toolbars are automatically converted to the new toolbar style. Custom menu
bars created in Access 95 with the Menu Builder or with macros using the AddMenu action are
interpreted as the new style menu bars but not automatically converted. You can use the Tools |
Macro command to create new style menus, toolbars, and shortcut menus from the macros created
in the earlier version; then you can modify them with the Customize dialog box.
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Convert a Workgroup Information File

If you want to take advantage of the new security and performance improvements with Access
2000 or 2002-2003, re-create the Workgroup Information File (WIF) after the database has been
converted. If some users are still using a pre-2000 version of Access, keep the original WIF. Create
the new WIF by entering the exact, case sensitive name, company, and workgroup ID that you
used in the previous version. If you don’t get them exactly right, the Admins group will be invalid.

If you are upgrading from version 2.0, you must convert the WIF that is stored as an .mda
file to the new .mdw file type. If you are upgrading from Access 95 or 97, you don’t need to
convert the WIF but you should compact it after converting the database. Tell the users to join
the compacted WIF before opening the database.

Next, re-create the group and user accounts in the new WIF, again making sure to enter the
exact group or user name and Personal ID for each group. When the new WIF is complete, instruct
the users to use the Workgroup Administrator to join the new WIF. See Chapters 20 and 21 for
more information about multiple-user environments and workgroups.

Convert a Secured Database

To convert or even enable a secured database, you must meet specific requirements and log on
with certain permissions. Access 2003 creates a new WIF and makes it the current file when first
installed. You must join this new WIF, which defines the users of the database before you can
convert it. If a different file was in use when the database was secured, join that WIF instead of
the default Access WIF.

When you log on to convert the database, you must have the following permissions:

B Open/Run and Open Exclusive permissions for the database

B Administer permissions for the MSysACEs and MSysObjects system tables

B Modify Design permissions for all the tables in the database, or you must be the owner
of the tables

B Read Design permissions for all objects in the database

If you log on as Admin or a member of the Admins group, Access will automatically

grant you these permissions.
—

The conversion process is the same as for unsecured databases once you have logged on with
sufficient permissions.

Convert a Replicated Database

When all users of the replicated database have upgraded to Access 2003, you can convert the
replica set. The process involves making a complete test set including a Design Master and
several replicas for use in Access 2003. Be sure to synchronize all the replicas in the set to make
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sure you have complete data. The test set must be kept completely isolated from the original set
to be entirely safe, preferably on a separate computer.

After creating several replicas from the new test Design Master, choose Tools | Database
Utilities | Convert Database to convert the test Design Master and the test replicas to Access A
2003. Synchronize the converted Design Master with the newly converted replicas and operate
the database as it is intended. After you are satisfied that the test set works as planned with
Access 2003, delete all the members of the test set and convert the original replica set. Once the
replica set is converted to Access 2003, you can no longer open it with Access 97, 2000, or 2002.

Enable a Database

If you are not converting the database because not all users have yet upgraded to Access 2003,
you can still use the database created in an earlier version with your version 2003. By enabling
a database, you can view database objects and add, delete, or modify records but you cannot
modify any existing object design or add new objects to an enabled database from Access 2003.
You must open the database using the version with which it was created to be able to modify
object designs or add new objects.

The first time you open an Access 97 or earlier database with Access 2003, the Convert/Open

dialog box asks if you want to convert it to Access 2002-2003 or simply open it in the original
format.

1
Convert/Open Database EH

You have selected a database created in a previous version of Microsoft Office Access,
You can convert or open the database, Either action may take several minutes,

& Convert Database

Converk the File to the default file Format specified on the Advanced tab of
the Options dialog box under the Tools menu.

If wou convert to Access 2000 you won't be able to open the file in Access
97 ot earlier; if vou conwert to Access 2002 - 2003 wou won't be able to
open the file in Access 2000 or earlier,

é? " Open Database

Open in Access, but maintain the original file Format so that you can stil
use the file in previous versions of Access, IF you open in Access you can
vievs objects and modify records, buk vou can make design changes only in

the previous wersion.
O I Cancel | Help |

When you choose Open Database and click OK, a message appears explaining the database
was created by an earlier version and that you won’t be able to make any changes to the database
objects. You can still edit the data but not make any design changes. It also gives you instructions
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for converting the database to Access 2003 if you want. You see the same message each subsequent
time you open the database created with the earlier version.

Microsoft Office Access

You can't make changes to the database objects in the database
‘Police97.’

é‘} This database was created inan eatlier version of Microsoft OFfice Access.

To convert this database to the current version of Microsoft Office Access, dose the
database, point to Database Ltilities on the Tools menu, and then click Conwvert

Database.

You can’t link or import an Access 2002-2003 table into an enabled database but you can go
the other way and open the version 2002-2003 database and export tables to the previous-version
database. You can also cut, copy, and paste data from version 2002-2003 tables to previous-version
tables.

When you enable a previous-version database in Access 2003, any custom toolbars are
converted to the new style for consistency of viewing but the conversion isn’t saved when you
close the database. Custom menu bars are also interpreted as the new version 2002-2003 style.
Menu bar macros are not converted but are still supported.

If you are enabling a secured database, re-create the WIF in Access 2003 to make sure it
retains its security. If that is not possible, use the Workgroup Administrator to join the previous-
version secure WIF. Using the previous-version WIF keeps all the security except the protection
for the Visual Basic code.

Share a Database Across Several Access Versions

To use a database with several versions of Access, you can create a front-end/back-end database
out of it. Leave the data in the oldest version as the back end and convert the other objects to a
later-version front end. To build the single-file Access database:

1. Convert the entire database to the Access 2002-2003 file format.

2. Open the converted database and choose Tools | Database Utilities | Database Splitter.

3. Split the database into a front end and back end, then delete the back-end database
created by the Database Splitter Wizard.

4. Choose Tools | Database Utilities | Linked Table Manager to link the new Access
2002-2003 front end to the tables in the previous-version database.

If the database is already a front-end/back-end application, you need to convert only
the front end and leave the back end alone. Run the Linked Table Manager to link the
converted front end to the original back-end database.

—
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Convert from Access 2002-2003 to Access 97

If you need to use an Access 2002-2003 database on an Access 97 system, you can convert it if it
is not a member of a replica set. Some special conditions need to be considered when converting
an Access 2002-2003 database to Access 97:

B If the database is protected by user-level security, remove it before trying to convert.
After it is converted, you can secure the database in Access 97.

B Ifitis protected with a password, you don’t need to remove the password before
converting the database.

M  You must log on with Open/Run and Open Exclusive permissions for the database
and Read Design permissions for all the objects in the database.

To convert an Access 2002-2003 database to Access 97, open the database and make sure
no other user has it open, then do the following:

1. If you have protected the code with a password, open the Visual Basic Editor window
and choose Tools | Properties, then enter the password in the Password box on the
Protection tab of the Project Properties dialog box.

2. Return to the Access window and choose Tools | Database Utilities | Convert Databases |
To Access 97 File Format.

3. In the Convert Database Into dialog box, enter a name for the previous-version database
you want to create from the Access 2002-2003 version and click Save.

Convert from Access 2002-2003 to Access 2000

An Access 2002-2003 file can be easily converted to Access 2000 file format. Some features that
are available only in 2002 are not available in the converted database. For example, Visual Basic
procedures that use objects, functions, or other elements that are new to Access 2003 will cause
compile errors when you open the file in Access 2000.

For more information about converting Access files, see the Help topics, “Converting an
Access File,” “About Converting an Access File,” and “Troubleshooting Converting
an Access File.”

—
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Symbols

! (exclamation point)
effect of, 53
as input mask symbol, 101
in user-input dialog box example, 421
" (quotation mark)
between fields, 163
using with display formats, 55
# (pound sign)
in hyperlink addresses, 96
as input mask symbol, 101
as wildcard character, 117
& (ampersand)
effect of, 53
as input mask symbol, 101
() (parentheses) in switchboard rows, meaning
of, 409
* (asterisk)
adding fields to queries with, 148
effect of, 53
as wildcard in field validation rules,
67,115
- (hyphen), searching wildcard characters
with, 117
... (ellipsis)
after switchboard items, 400
appearance after commands, 13
on Build button, 51
; (semicolon)
in SQL statements, 185
in Yes/No fields, 56

Index

< (less than)
effect of, 53
as input mask symbol, 101
> (greater than)
effect of, 53
as input mask symbol, 101
? (question mark)
as input mask symbol, 101
as wildcard in field validation rules, 67
@ (at symbol), effect of, 53
[ (opening bracket), searching wildcard
characters with, 117
[1 (brackets)
using with field names, 308
using with statements, 421
\ (backslash)
effect of, 53
as input mask symbol, 101
oo (infinity sign) in relationships, meaning of, 83
0 input mask symbol, entry specifications
for, 101
9 input mask symbol, entry specifications
for, 101

A

A and a input mask symbols, entry
specifications for, 101
Access 2002-2003 conversion
to Access 97 and 2000, 506
converting databases to, 502—-505

509
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deciding on strategy for, 502
of WIFs (workgroup information
files), 504
Access 2002-2003, enabling databases in,
505-506
Access 2003
changing startup options for, 334-337
launching with shortcut, 321
modifying charts with, 305-308
renaming linked tables in, 434
starting, 4-5
Access 2003 conversion
of replicated databases, 504-505
of secured databases, 504
Access 2003 output, saving as external files,
451-452
Access 97 and 2000, converting from Access
2002-2003 to, 506
access keys, explanation of, 13
Access versions, sharing databases across, 506
Access window, touring, 5—6
Action Failed message, displaying for
macros, 362
action queries
purpose of, 140
types of, 178
actions, choosing for macros, 358-361
addresses in hyperlink addresses, description
of, 96
Admin built-in user, explanation of, 480481
Advanced Filter/Sort feature, filtering with,
133-136
Advanced tab, changing options on, 329-330
After Update event property, using with forms
and control, 364
aggregate calculations, explanation of, 161
All Records locking strategy, explanation of, 474
Allow * View properties, using with custom
dialog boxes, 417
Allow Built-in Toolbars startup option,
changing, 336
Allow Default Shortcut Menus startup option,
changing, 336

Allow Full Menus startup option, changing, 335
Allow Toolbar/Menu Changes startup option,
changing, 336
Allow Zero Length text field property
controlling handling of blank fields
with, 70
effect of, 51
Alpha Card form, creating macro for,
359-360
Alpha Card table in Police Department
database, purpose of, 256
Alpha Card with Entries report
displaying in Layout Preview, 264
printing, 283284
Alpha Entry by Code query
contents of, 271
creating report based on, 258-261
Alpha Entry table in Police Department
database, purpose of, 256
alphabetic indexes, printing, 280-281
ALT-P (Print) shortcut, using, 262
ampersand (&)
effect of, 53
as input mask symbol, 101
Analyze It tool, using with Excel, 462-464
Analyzer Wizards
Performance Analyzer, 347-348
Table Analyzer, 342-347
AND operator
combining field criteria with, 131-132
using with selection criteria for queries,
154-156
append queries, creating, 181-182
Application Icon startup option, changing, 335
Application Title startup option, changing, 335
Argument field in Switchboard Items table,
explanation of, 409410
arguments, setting for macro actions, 360-361
arithmetic operators, examples of, 153
ascending order, sorting report records in,
271272
Ask a Question box, accessing, 18-21
Assistant. See Office Assistant



asterisk (*)
adding fields to queries with, 148
effect of, 53
as wildcard in field validation rules, 67
at symbol (@), effect of, 53
Auto Center property, using with custom dialog
boxes, 418
AutoDial controls, adding to forms, 245-246
AutoExec macro, creating, 373
AutoFormat feature, using with forms and
reports, 214-215, 268
AutoForms
generating with Table Wizard, 46
using, 190
AutoKeys, assigning with macros, 375
AutoLookup queries, creating, 177-178
AutoNumber data type, description of, 49
AutoNumber fields, limitations of, 77
AutoNumber predefined formats, list of, 54
AutoReports, using, 190
axes, displaying in Microsoft Graph, 315
Axis tab in Microsoft Graph, options on, 313

B

back-end elements, splitting databases into,
467471
background pictures, adding to forms and
reports, 215-216
backing up and restoring databases, 352-353
backslash symbol (\)
effect of, 53
as input mask symbol, 101
Badge Picture field
contents of, 93
inserting images into, 94-95
Bayview City Police switchboard, creating,
402-407
Before Update event property, using with forms
and controls, 254, 364
Bid Data printout, previewing, 137
Bid Data table structure, adding validation rule
to, 6768

511

Index

bids, renewing with update queries, 178—180
blank databases, creating, 39—40
blank fields. See also fields; lookup fields
finding, 116-118
handling, 69-70
blank space, reducing in dialog boxes, 420
Border Style property, using with custom
dialog boxes, 418
bound controls
assigning default values to, 208
explanation of, 192
bound main report, explanation of, 281-282
brackets ([])
using with field names, 308
using with statements, 421
Build button, using with field properties, 51
built-in buttons, advisory about, 387. See also
buttons
built-in command bars, restoring, 397-398. See
also command bars; custom command bars;
global command bars
built-in menus. See also menus
adding to toolbars, 387-388
removing commands from, 390
built-in toolbars. See also toolbars
modifying, 385
showing and hiding, 379-381
Button argument, using with MsgBox function,
370-372
button images, adding and editing, 395-396
buttons. See also built-in buttons
adding from Customize dialog box, 386
advisory about moving of, 386
assigning as defaults in forms, 418
editing, 395-397
moving between toolbars, 386
opening database objects in default view
with, 387
opening forms and reports with, 386
removing with Customize dialog box
open, 387
resetting, 398
Byte Number field, description of, 52
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C

C input mask symbol, entry specifications
for, 101
calculated controls
adding to forms, 245
adding to forms and reports, 200-201
explanation of, 192
calculated fields, adding to queries, 161-163
calculations, performing in queries, 161-166
Caption property, using with custom dialog
boxes, 417
Caption text field property, effect of, 51
captions, changing column headings with, 57
Cascade Update Related fields option,
explanation of, 80-81
cell appearance, changing, 110111
characters, deleting and restoring, 118
chart appearance, changing with Microsoft
Graph, 310-316
chart elements, formatting with Microsoft
Graph, 312-314
chart legends
displaying, 302
displaying in Microsoft Graph, 316
editing with Access 2003, 306-308
chart options, setting with Microsoft Graph,
314315
chart types
changing with Microsoft Graph, 313-314
choosing, 296297, 299
Chart Wizard, using, 299-302
charts
adding to forms or reports, 303-304
changing layouts of, 300-302
creating with Chart Wizard, 296-303
displaying legends for, 302
editing row source property in, 306
editing with Microsoft Graph, 308-316
formatting text elements with Microsoft
Graph, 310-312
linking to record data, 302-303
modifying, 304-316
saving, 302

saving disk space with, 305
selecting data for, 296-299
troubleshooting in Microsoft Graph,
315-316
unlinking from forms, 305
Choose Report form, displaying macro group
for, 416
City Beats table, creating columnar chart based
on, 302-303
Clear Layout button, identifying, 85
clipboard
closing side pane of, 92
controlling behavior of, 92
deleting items from, 92
displaying, 92
pasting items to, 91
[color] symbol, effect of, 53
column chart, example of, 296-297
column headings, adding captions to, 57
column widths
adjusting in design grid, 149
changing in datasheets, 107-108
columns
adding to reports, 289-290
deleting from datasheets, 113
freezing and hiding in datasheets,
108-109
inserting in datasheets, 113
moving and resizing in datasheets,
106-108
resizing, 321
combo boxes, creating for form designs,
226-230
command bars. See also built-in command
bars; custom command bars; global
command bars
customizing, 383—393
customizing and attaching to objects, 391
modifying, 393-398
moving and resizing, 381
showing and hiding built-in toolbars,
379-381
showing and hiding toolbar buttons, 381
types of, 379



command buttons
adding for custom dialog boxes, 413—414
adding to form designs, 234-235,
245-246
attaching macros to, 415-416
Command field in Switchboard Items table,
contents of, 410
commands
adding for hyperlinks, 396
adding to shortcut menus, 390-391
adding to toolbars or menu bars, 388—390
executing, 378
on Query Design toolbar, 385
comments, using with macros, 358
compacting and repairing databases, 353-356
comparison operators, examples of, 153
concatenation operator, example of, 153
conditional formatting, using with forms and
reports, 209-211
conditions, adding to macros, 365-368, 415
Confirm Workgroup Information dialog box,
capturing, 487
Control Box property, using with custom dialog
boxes, 418
control properties
changing, 397
setting with macros, 368-369
control types, changing in forms and
reports, 212
control values, setting with macros, 368
controls. See also individual controls; special
controls; tab controls; text box controls
adding to and deleting from toolbars, 395
adding to forms and reports, 197200
advisory about dragging of, 205
aligning and spacing in forms and
reports, 206
changing defaults for, 208-209
deleting from forms and reports,
212-213
grouping, 395
grouping in forms and reports, 204
hiding, 370
moving and resizing, 203-205

Index

optimizing, 351-352
rearranging in toolbars, 394
repositioning in tab order, 239
selecting in forms and reports, 202-204
using Formatting toolbar with, 209
using property sheets with, 206-209
using with forms and reports, 192
ControlTips, creating, 252
Convert/Open Database window, displaying, 505
Copy button, identifying, 70
copying
data from spreadsheets, 450
data from subdatasheets, 451
and moving data, 90-93
and pasting objects, 426427
records, 448-451
records to other applications, 450—451
count summaries, adding to reports, 274-275
Create Shortcut command, using, 321
criteria. See also field criteria; selection criteria
adding to summary queries, 166
defining for subqueries, 187-188
crosstab queries, creating, 169—171
CTRL-' shortcut, copying values with, 93
CTRL-1 (Format) shortcut, using in Microsoft
Graph, 310
CTRL-BREAK shortcut
stopping Documenter with, 356
stopping Import Text Wizard with, 439
CTRL-C (Close) shortcut, using, 262
CTRL-C (Copy) shortcut, using, 90, 92,
426, 449
CTRL-N (New) shortcut, using, 39
CTRL-R (Form or Report) shortcut, using, 202
CTRL-V (Paste) shortcut, using, 91, 92,
426, 450
CTRL-X (Cut) shortcut, using, 91, 449
Currency and Number fields, formatting in
Design view, 53-54
Currency data type, description of, 49
Currency Number format, effect of, 54
Current Workorders form, adding command
button to, 234-235
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Current Workorders query, starting new form
design based on, 220-221
custom command bars, deleting, 392-393. See
also built-in command bars; command bars;
global command bars
custom dialog boxes
creating and attaching macros for,
414416
designing forms for, 412414
setting form properties and styles for,
416419
custom formatting symbols, examples of, 53
custom groups, creating, 333-334
custom shortcut menus, deleting, 392—-393. See
also shortcut menus
Customers table
adding to sample query, 147-148
relating to Invoices table by CustomerID,
7678
renaming fields for, 44
Customize dialog box, displaying Commands
tab of, 385

D

data
copying and moving, 90-93
copying and moving from
spreadsheets, 450
copying and moving from word
processors, 448-450
copying from subdatasheets, 451
deleting, 118-119
entering, 90-99
exporting to Access databases, 442443
finding and replacing, 118
loading into Excel worksheets, 462—463
merging, 456457
pasting from Office clipboard, 91
data editing, controlling in multiuser
environments, 473-475
data entry
customizing, 99-106
using forms for, 237-241

data fields, identifying, 29-30
Data Labels tab in Microsoft Graph, options
on, 313
data tables, displaying with Microsoft
Graph, 316
Data Type drop-down list in Design view,
options in, 48
data types
changing, 113
changing for parameter queries, 176
changing in Design view, 63—64
matching in related fields, 77
specifying in Design view, 49-50
data validation
adding to forms, 252-254
creating macro for, 366—-368
ensuring, 65-70
database formats, exporting to, 444
database objects. See objects
database shortcut menu, choosing from, 13
Database Splitter, using, 468—470
database templates. See templates
Database window
displaying imported tables in, 430
displaying Northwind sample database
in, 10
menus and toolbar buttons in, 12—13
opening, 40
toolbar in, 11
touring, 11-12
Database Wizard, creating databases with, 33—37
databases
adding pictures to, 3637
backing up and restoring, 352353
choosing form and report styles for, 35
choosing screen display for, 35
compacting and repairing, 353-356
completing, 32-33
converting to Access 2002-2003,
502-505
creating, 39—40
creating with Database Wizard, 33-37
defining table relationships in, 31-32
designing, 26-33



determining goals of, 28
displaying structures of, 3637
distributing data among tables in, 28-29
documenting, 354-356
enabling in Access 2002-2003, 505-506
encoding and decoding, 498
exporting to, 442—443
identifying data fields in, 29-30
linking fields in, 31
managing in multiuser environments,
472-476
naming, 36-37
opening, 67, 9—10
optimizing, 342-352
removing passwords from, 479
repairing and compacting, 353-356
replicating, 471472
securing with passwords, 478—479
securing with Security Wizard, 481-485
security requirements for, 481
sharing across Access versions, 506
sharing on networks, 466—471
specifying key fields in, 30-31
splitting to share on networks, 467471
Datasheet Formatting dialog box, displaying,
110-111
Datasheet tab, changing options on, 327
Datasheet view
changing column headings in, 57
changing table definitions in, 112—-113
creating tables in, 60—61
replacing records in, 450
touring, 14-17
datasheets
changing appearance of, 106—111
changing fonts in, 109-110
changing grid lines and cell appearance
in, 110-111
changing properties of, 110—-111
customizing layouts of, 111
deleting columns from, 113
freezing and hiding columns in, 108—109
inserting columns in, 113
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moving and resizing columns and rows
in, 106-108
setting default options for, 111
showing and hiding with Microsoft
Graph, 309
Date/Time controls, adding to reports, 270
Date/Time data type, description of, 50
Date/Time fields, formatting in Design view,
54-55
DBA (database administrator), responsibilities
of, 472473
dBASE
advisory about exporting data to, 443
linking and importing data in, 433—434
ddd setting, example of, 55
Decimal Number field, description of, 52
decimal places, setting number of, 5657
default control properties, changing, 208—-209
default events, using with macros, 366
default options, setting for datasheets, 111
Default Value text field property, effect of, 51
default values
adding to fields, 70
assigning to bound controls, 208
DEL button, advisory about use of, 86
delete queries, creating, 182—183
delimited text files, importing and linking,
436440
descending order, sorting report records in, 271
Design Master database, role in replication, 472
Design view
adding fields in, 48-57
adding or deleting fields in, 62—-63
adding rows in, 62
alignment tools in, 196—-197
changing data types in, 63—64
changing field order in, 63
changing field sizes in, 64
choosing field sizes in, 52
choosing primary keys in, 57-58
creating crosstab queries from, 171
creating custom input masks in, 102
creating indexes in, 58—60
creating tables from scratch in, 47-61
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displaying for forms, 194
formatting Date/Time fields in, 54-55
formatting Yes/No fields in, 55-56
modifying or deleting indexes in, 65
modifying or deleting primary keys in, 65
modifying reports in, 266270
modifying table designs in, 62—65
opening reports in, 262
saving table designs in, 61
setting field Format properties in, 52-56
setting field properties in, 50-51
setting number of decimal places in,
56-57
specifying data types in, 49-50
touring, 4748
Design window
field list in, 196
property sheets in, 196
toolbars and toolbox in, 195-196
Desktop button in Groups bar, functionality of, 8
Detail section of reports, contents, 266
Details option for icons, effect of, 320-321
dialog boxes
creating for user input, 419421
customizing, 412419
reducing blank space in, 420
disk space, saving when using charts, 305
Display Database Window startup option,
changing, 336
Display Form/Page startup option,
changing, 336
Display Status Bar startup option,
changing, 336
displaytext in hyperlink addresses, description
of, 96
Dividing Lines property, using with custom
dialog boxes, 418
docked command bars, explanation of, 381
documentation reports, saving, 356
Documenter
running, 354-356
stopping, 356
Double Number field, description of, 52

DR value of Alpha Entry records

looking up, 419-420

passing from forms to queries, 421
dragging and dropping objects, 427428,

427428, 451

duplicate queries, finding, 166—167
duplicate values

hiding, 282

preventing with Indexed property, 69
dynasets, explanation of, 140

E

e-mail messages, attaching objects to, 464
Edit/Find tab, changing options on, 324-325
Edit mode (F2), using, 99
Edit Relationships dialog box, displaying,
77, 80
Edit Switchboard Item dialog box, displaying,
402-403, 405
ellipsis (...)
after switchboard items, 400
appearance after commands, 13
on Build button, 51
Employee form, adding combo box to, 230
Enabled property, combining with Locked
property, 253
encoding and decoding databases, 498
Entries by Year report design, displaying and
printing, 276277
entries, requiring, 69
equijoin, explanation of, 83
Error Checking tab, changing options on,
330-331
Euro Number format, effect of, 54
event properties, assigning macros to, 363-366
events
and event properties, 233
validating data with, 253-254
Excel
exporting tables and queries to, 462
using Analyze It tool with, 462—464
working with, 457-464



Excel spreadsheets
copying and moving data from, 450
importing from and linking to, 457461
Excel worksheets, loading Access data into,
462-463
exclamation point (!)
effect of, 53
as input mask symbol, 101
in user-input dialog box example, 421
exclusion filters, using, 128
exclusive access to shared databases,
preventing, 471
Explanations table in Police Department
database, purpose of, 256
Export Text Wizard, using, 444—446
exporting
to existing Access databases, 442—443
to other database formats, 444
tables, 451-452
to text files, 444-446
Expression Builder
getting help from, 156158
using with macros, 369
expressions
adding to queries, 153158
using in filters, 130-131

F

F2 key (Edit mode), using, 99
F6 key, moving to Field Properties pane with, 51
field criteria. See also criteria; selection criteria
combining with AND operator, 131-132
entering for Filter By Form, 128-130
selecting for filtering records, 125
field data, formatting, 52-56
field lists
adding controls to forms and reports
with, 197-198
displaying in Relationships window, 76
field names
changing, 113
changing in Design view, 63—64
character limitations of, 48

Index

field options, setting for Excel worksheets, 459
field order
changing in Design view, 63
changing in grids, 159
field properties
changing in linked tables, 435
setting in Design view, 50-51
Field Properties window, displaying, 160
Field Size text field property, effect of, 51
field sizes
changing in Design view, 64
choosing in Design view, 52
Field Truncation import error, generating, 440
field validation rules, defining, 66—67
field values, summarizing in queries, 165
fields. See also blank fields; lookup fields
adding default values to, 70
adding in Design view, 48-57
adding or deleting in Design view, 62—63
adding to grids, 149
adding to primary keys, 65
adding to tables, 35-36, 42-44
adding with Simple Query Wizard,
142-143
advisory about deletion of, 63—64
advisory about linked status of, 39
changing properties for, 48
changing values in, 114
copying values in, 93
defining for subqueries, 188
deleting data in, 118
deleting hyperlinks from, 99
displaying, 113-114
finding exact matches for, 114115
finding inexact matches for, 116
hiding and showing in queries, 150-151
inserting in grids, 159
linking in databases, 31
linking in reports, 288
moving between, 113
navigating, 16
regrouping with Table Analyzer
Wizard, 345
removing from grids, 149
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removing from Preview Charts, 301
removing from queries, 148—149
removing from tables, 43
renaming in query design, 160
renaming with Table Wizard, 43—44
restrictions in charts, 297, 299
setting for primary keys in Design view,
57-58
showing highest or lowest values in,
152-153
sorting on, 124125
File New Dialog box, opening, 39
file types, changing in Open dialog box, 9
filter and sort properties, changing for
reports, 267
Filter By Form
optimizing, 350
performing, 128—132
Filter By Selection, performing, 126—128
filter conditions, combining with OR operator,
131-132
Filter For Input option, using, 133
filter types, picking, 126
filter values, setting, 126—128
Filtered subsets of tables, explanation of, 17
filtered table data, previewing and printing,
136-137
filtering
data in forms, 239-240
hyperlink fields, 130-131
memo fields, 130-131
methods of, 125-126
OLE objects, 130—-131
to partial values, 128
records, 125-136
records with macros, 372
value selections for, 127
filters
applying to forms and reports, 214
applying with Advanced Filter/Sort
feature, 133—136
applying with Filter For Input option, 133
creating, 129
versus queries, 140-141

removing, 127
removing and deleting, 136
saving as queries, 135-136
using wildcards and expressions in,
130-131
Find Duplicate queries
creating, 166—167
description of, 142
Find Unmatched queries
creating, 167-168
description of, 142
Fixed Number format, effect of, 54
fixed-width text files
explanation of, 436
importing and linking, 440—441
floating command bars, explanation of, 381
flow of operations, changing with MsgBox
function, 370-372
FLTR notation in status bar, meaning of, 127
Font tab in Microsoft Graph, options on, 311
fonts, changing, 109-110
footers
adding to form designs, 223
using, 195
using with forms, 195
foreign keys
explanation of, 74
relating, 79
form controls, attaching macros to, 415416
form design elements, overview of, 191-192
Form Design toolbar, buttons on, 195
form designs
adding command buttons to, 234-235
adding headers and footers to, 223
adding hyperlinks to, 235-237
adding text box controls to, 224-226
adding user-interactive controls to,
234-237
adding Yes/No controls to, 231-233
creating, 218-222
creating list and combo boxes in,
226-230
creating unbound list and combo boxes
in, 230



setting list and combo box properties in,
230-231
using option groups with, 231-232
form footers. See footers
form headers. See headers
form properties
modifying, 213-216
setting for custom dialog boxes, 416419
form styles, choosing for databases, 35
Form view, opening forms in, 237
Form Wizard
creating hierarchical forms with, 246248
starting new forms with, 220-221
Format Chart Title dialog box, displaying in
Microsoft Graph, 310-311
Format property
versus Input Mask property, 99
setting, 207-208
using with fields, 52-56
Format text field property, effect of, 51
Formatting, using with forms and reports,
209211
Formatting (Datasheet) buttons, changing font
properties with, 110
Formatting toolbar, using with controls, 209
forms. See also hierarchical forms;
multiple-page forms
adding calculated controls to, 200-201
adding controls to, 197-200
adding data validation to, 252-254
adding existing charts to, 303-304
adding fields to, 197-198
adding pictures to backgrounds of,
215-216
adding sections to, 195
adding special controls to, 245-246
advisory about building closing
mechanism for, 418
aligning and spacing controls in, 206
applying filters to, 214
assigning defaults for buttons in, 418
changing control types in, 212
changing record sources for, 213-214

Index

changing tab order in, 238-239
converting to dialog boxes, 418
creating subforms for, 247-248
deleting controls from, 212-213
designing for custom dialog boxes,
412-414
drawing lines in, 201
drawing rectangles in, 201
grouping controls in, 204
locating records in, 239
modes of, 238
navigating, 238
navigating between subforms, 251
opening in Form view, 237
opening with buttons, 386
optimizing, 350-351
removing selections from, 203
selecting, 202203
selecting controls in, 202-204
selecting sections of, 202-203
sizing, 238
sorting and filtering data in, 239-240
starting, 193-194
unlinking charts from, 305
using AutoFormat feature with, 214-215
using conditional formatting with,
209-212
using for data entry, 237-241
using macros with, 363-364
using property sheets with, 206209
viewing records in, 240-241
Forms/Reports tab, changing options on,
327-328
freezing columns, 108—109
front-end elements, splitting databases into,
467471

G

General Date format, description of, 54
General Number format, effect of, 54
General tab, changing options on, 323-324
Getting Started task pane, displaying, 5
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global command bars, specifying, 391-392. See

also built-in command bars; command bars;
custom command bars
global toolbars, creating, 383
Graph applet. See Microsoft Graph
greater than symbol (>)
effect of, 53
as input mask symbol, 101
gridlines
changing, 110111
displaying in Microsoft Graph, 316
grids
adding fields to, 149, 159
adjusting column widths in, 149
removing fields from, 149
group accounts
creating and deleting, 490—491
versus user accounts, 488—-489
group footers, customizing in reports, 273274
group headers
customizing in reports, 273-274
repeating in reports, 268
Group Interval property, purpose of, 272
group sections, adding to reports, 272
Grouping Intervals window in Reports Wizard,
displaying, 258-259
groupings, removing from reports, 278
groups. See also security groups
customizing, 333-334
documenting for security purposes, 492
modifying and adding, 275-278
role in security model, 480-481
Groups bar, components of, 7-8
Groups button in Database window,
purpose of, 11

H

handles, moving and resizing controls with,
203-205
headers
adding titles in, 199, 223-224
adding to form designs, 223
using, 195
using with forms, 195

help, 18-23
getting from Expression Builder,
156-158
getting from hint box, 23
Help button, identifying, 18
Help page, buttons in, 20
Help Table of Contents, viewing, 22
Help task pane, using, 21-22
Help topics, viewing, 20
hiding columns, 108—109
hierarchical forms. See also forms;
multiple-page forms
creating, 246252
using, 251
hint box, getting help from, 23
h:n:s setting, example of, 55
Home Tech Repair sample database, 38—39
creating with Database Wizard, 33-37
displaying Main Switchboard for, 36-37
displaying structure of, 36-37
explanation of, 2627
fields in, 29-30
manual work order record for, 27
purpose of, 28
renewing bids in, 178—180
tables in, 31
hyperlink addresses, defining, 96
Hyperlink data type, description of, 50
hyperlink fields, filtering, 130-131
hyperlinks
adding command for, 396
adding to form designs, 235-237
customizing, 325
editing and deleting, 98-99
inserting, 95-99
hyphen (-), searching wildcard characters
with, 117

icon images, adding and editing, 395-396
icons

rearranging, 320-321

sorting by detail categories, 321



If...Then...Else structures, using with
macros, 366
images. See pictures
IME (Input Method Editor) Sentence Mode text
field property, effect of, 51
import errors, examples of, 440
import options, setting for objects, 430—431
import specifications, changing, 441442
Import Text Wizard, using, 437-439
imported and linked tables, working with,
434-436
imported tables, displaying in Database
window, 430. See also tables
importing
data from dBASE or Paradox, 433-434
from Excel spreadsheets, 457461
explanation of, 428—429
objects, 428-431
text files, 436439
Indexed property, preventing duplicate values
with, 69
Indexed text field property, effect of, 51
indexes
creating in Design view, 58—60
modifying or deleting in Design view, 65
optimizing tables and queries with, 349
Indexes toolbar button, identifying, 58
infinity sign (e ) in relationships, meaning of,
83
inner join, explanation of, 83
Input Mask text field property
effect of, 51
versus Format property, 99
Input Mask Wizard, creating input masks with,
99-102
input masks
changing, 101
creating, 99—-102
customizing, 102
effects of, 101
limitations of, 101
symbols for, 101
Insert Hyperlink tool, entering hyperlink
addresses with, 9698
Integer Number field, description of, 52

Index

International tab, changing options on, 330

Invoices table, relating Customers table to,
76-78

ItemNumber field in Switchboard Items table,
contents of, 410

ItemText field in Switchboard Items table,
contents of, 410

J

Join Properties dialog box, displaying, 83
join types, specifying for tables, 81-84

K

key fields
specifying, 30-31
verifying with Table Analyzer Wizard,
345-346
Key Violation import error, generating, 440
keyboard shortcuts, CTRL-N (New), 39
Keyboard tab, changing options on, 325-327

L

L input mask symbol, entry specifications
for, 101
Label Wizard, using, 291-293
languages, designing for, 331
Large icons, rearranging, 320
Layout Preview, using with reports, 264
Left function, using with calculated fields, 163
left outer join, explanation of, 83
legends
displaying, 302
displaying in Microsoft Graph, 316
editing with Access 2003, 306-308
less than symbol (<)
effect of, 53
as input mask symbol, 101
line chart, example of, 298
lines
adding to forms, 225-226
drawing in forms, 201
using with fixed-width text files, 440
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linked and imported tables, working with,
434-436
Linked Table Manager, updating links with,
435436
linked tables
changing paths to, 436
changing properties of, 435
renaming in Access 2003, 434
security problems with, 479
linking
data from dBASE or Paradox, 433-434
to Excel spreadsheets, 457-461
explanation of, 428—429
tables, 431-432
text files, 436439
links, deleting from tables, 436
list boxes, creating for form designs, 226230
List option for icons, effect of, 320
literal characters, including with Date/Time
values, 55
Locked property, combining with Enabled
property, 253
locking conflicts, reducing, 475
locking strategies, choosing, 475
Logical cursor movement, using with
languages, 331
logical operators, example of, 153
logon procedure, activating, 493
Long Date format, description of, 54
Long Integer Number field, description of, 52
Long Time format, description of, 54
lookup columns, specifying, 103—-105
Lookup DR form, features of, 419-420
lookup fields. See also blank fields; fields
advisory about sorting on, 151-152
creating, 103
filtering with Advanced Filter/Sort
feature, 135
lookup lists, specifying, 105-106
Lookup Wizard data type
choosing, 103
description of, 50
LookUpDR macro groups, contents of, 420

M

macro conditions, using MsgBox function in,
370-372
macro groups
creating, 373-374
creating for custom dialog boxes,
414-416
macros
adding conditions to, 365-368
assigning AutoKeys with, 375
assigning to event properties, 363—-365
attaching to form controls, 415416
AutoExec, 373
creating, 358-361
creating for user-input dialog box, 420
for data validation, 366368
displaying warnings with, 366—-368
filtering records with, 372
modifying, 363
opening for modification, 363
PrintReports, 415
PurgeValid, 366368
setting control properties with, 368-369
SetValue, 368
starting, 361-362
stepping through, 362-363
stopping execution of, 363
testing and debugging, 361-363
using comments with, 358
using default events with, 366
magnification, changing for reports, 263264
mail merge data sources, saving tables and
queries as, 454
mail merge feature
character limitations of, 454
using, 456457
mailing labels, printing, 290-293
main report, explanation of, 281
main switchboard
adding items to, 404405
returning to, 403
make-table queries, creating, 183—184



many-to-many relationships. See also
relationships
creating, 82
explanation of, 31
margins, setting for reports, 265
MDE files, benefits of, 353
Medium Date format, description of, 54
Medium Time format, description of, 54
Memo data type, description of, 49
memo fields, filtering, 130—131
Menu Bar drop-down list box, selecting
submenus from, 394
menu bar in Access window, components of, 6
Menu Bar property, explanation of, 391
Menu Bar startup option, changing, 335
menu bars
adding menu commands to, 388—390
customizing, 383-391
moving and restoring, 13
moving from docked position, 381
restoring, 397-398
menu commands
adding to toolbars or menu bars, 388-390
editing, 395-397
moving, copying, and deleting, 389-390
menu options, changing, 381-383
menus. See also built-in menus
adding submenus to, 390
adding to toolbars, 387, 388-389
customizing, 387388
restoring, 398
messages, displaying with macros, 366-368
Microsoft Graph
activating, 309
changing chart appearance with, 310-316
editing charts with, 308-316
toolbars in, 309-310
troubleshooting charts in, 315-316
Microsoft Word. See Word
MinMax Buttons property, using with custom
dialog boxes, 418
mmm d setting, example of, 55
modal dialog box, explanation of, 416
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Modal property, using with custom dialog
boxes, 417
moving
data from spreadsheets, 450
records, 448451
records to other applications, 450—451
MsgBox action, using with macros, 366-368,
370-372
multiple-column reports, designing, 289-290.
See also reports
multiple-field indexes, creating in Design
view, 59-60
multiple-field primary keys, creating in Design
view, 57-58
multiple-page forms, creating, 241-245. See
also forms; hierarchical forms
multiuser environments. See also networks
choosing locking strategies for, 475
managing databases in, 472476
setting default record locking in,
474475
My Computer button in Groups bar,
functionality of, 8
My Documents button in Groups bar,
functionality of, 8
My Network Places button in Groups bar,
functionality of, 8
My Recent Documents button in Groups bar,
functionality of, 7-8

N

Name as field name, advisory about use of, 281

Name AutoCorrect feature, overview of, 64

Navigation Buttons property, using with
custom dialog boxes, 418

Navigation mode, key combinations available
to, 251

networks, sharing databases on, 466—471. See
also multiuser environments

New Form dialog box, displaying, 218

New Query dialog box, opening, 141

New Report dialog box, opening, 257
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No Locks strategy, explanation of, 474
Northwind Orders table
opening in Datasheet view, 14
viewing subdatasheets in, 17-18
Northwind sample database, opening, 9-10
null fields, finding, 116-118
Number and Currency fields, formatting in
Design view, 53-54
Number data type, description of, 49
Number fields, options for, 52
Number tab in Microsoft Graph, options on, 312

0)

object icons. See icons
Object list, choosing for use with forms, 202
object pages in Database window, components
of, 11-12
object security, specifying with Security
Wizard, 481-482
objects
adding to groups, 334
advisory about importation of, 431
attaching custom command bars to, 391
attaching to e-mail messages, 464
changing ownership of, 496
copying and pasting, 426427
dragging and dropping, 427428, 451
editing, 476
hiding, 498-499
importing, 428-430
publishing into Word, 454—455
role in security model, 480
selecting for forms and reports, 202204
setting import options for, 430431
Office Assistant
changing characters used by, 338-339
obtaining help from, 23
opening, 337
removing from screen, 23
setting options for, 337-338
showing and hiding, 337
Office clipboard
closing side pane of, 92
controlling behavior of, 92

deleting items from, 92
displaying, 92
pasting items to, 91
Office Link
accessing commands in, 453
saving output with, 454-455
OLE Object data type, description of, 50
OLE objects, filtering, 130—131
On Click event property, using with forms and
control, 365
On Current event property, using with forms
and control, 364
On Delete event for controls, description of, 254
On Enter event property, using with forms and
control, 365
On Exit event for controls, description of, 254
On Open event property, using with forms and
control, 364
one-to-many relationships. See also
relationships
example of, 78
explanation of, 31
joins in, 83
one-to-one relationships. See also relationships
creating, 81
explanation of, 31
online help, accessing, 22
Open dialog box
components of, 89
displaying, 67
opening bracket ([), searching wildcard
characters with, 117
operators, using with selection criteria for
queries, 153
option groups
using with custom dialog boxes, 412—413
using with form designs, 231-232
options. See workplace options
Options tab in Microsoft Graph, options on, 313
OR operator
combining filter conditions with,
131-132
using with selection criteria for queries,
154-156



ownership
assigning and changing, 493-496
transferring to group accounts, 496
ownership, role in security model, 480481

P

Page Break button, identifying, 270
page breaks
adding to multiple-page forms, 242
adding to reports, 270
Page Header and Footer sections of reports,
contents of, 266
page numbers, adding to reports, 268—269
page orientation, setting for reports, 265
Page Setup dialog box, opening, 264-266
pages, viewing in reports, 263
Paradox
advisory about exporting data to, 443
linking and importing data in, 433434
parameter queries, creating, 174—177
Parameter queries, description of, 142
parentheses (()) in switchboard rows, meaning
of, 409
passwords
changing, 492
clearing, 493
creating and changing, 491-493
removing from databases, 479
requiring logons for, 493
securing databases with, 478-479
Paste button, identifying, 71
Paste Errors table, viewing, 94
paste problems, fixing, 94
Paste Table As dialog box, displaying, 427
Patterns tab in Microsoft Graph, options on, 313
payment history of work orders, displaying, 38
Penal Codes table in Police Department
database, purpose of, 256
Percent Number format, effect of, 54
Performance Analyzer Wizard, using, 347-348
permissions
assigning and changing, 493-495
assigning to Users group in Security
Wizard, 483484
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role in security model, 480
viewing for groups, 495
pessimistic locking strategy, explanation of, 474
pictures
adding to backgrounds of forms and
reports, 215-216
adding to databases, 3637
adding to switchboards, 406—407
changing in switchboards, 409
inserting, 93-96
viewing, 95
PIDs (personal IDs), selecting for user
accounts, 489—490
pie chart, example of, 298
Police Department database, tables in, 256
Police switchboard system, creating, 403—406
pop-up dialog box, explanation of, 416
PopUp property, using with custom dialog
boxes, 417
Popup toolbars, limitations of, 384
pound sign (#)
in hyperlink addresses, 96
as input mask symbol, 101
as wildcard character, 117
Preview command button, building macro for,
414417
previewing
reports, 262-266
sorted and filtered table data, 136137
Primary Key toolbar button, identifying, 57, 65
primary keys
adding with Import Text Wizard, 439
choosing for Excel spreadsheets, 460
choosing in Design view, 57-58
disabling, 65
modifying or deleting in Design view, 65
purpose of, 74
setting for tables, 44-45
Print button, identifying, 136
Print Preview window
opening, 137
working in, 262-264
Print Security dialog box, displaying, 492
printers, changing from defaults, 266
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printing
alphabetic indexes, 280281
mailing labels, 290-293
relationships, 8687
reports, 262-266, 264-266
sorted or filtered table data, 136—-137
PrintReports macro, creating for customized
dialog boxes, 415
properties
changing, 207
setting for reports, 267-268
setting with macros, 368—369
validating data with, 253
property sheets, using with forms and reports,
206-209
PurgeValid macro, creating, 366—368

Q

queries. See also special purpose queries

adding selection criteria to, 153—158

changing defaults for, 332-333

converting SQL statements to, 352

creating from scratch in Design view,
145-146

creating with Simple Query Wizard,
142-143

example of, 143—144

exporting to Excel, 462

versus filters, 140141

hiding and showing fields in, 150-151

modifying, 159-161

optimizing, 348-350

performing calculations in, 161-166

relating multiple tables in, 146—148

removing fields from, 148—149

running and saving, 149—150

saving advanced filters as, 135-136

saving as mail merge data sources,
454-455

summarizing field values in, 165

using Expression Builder with, 156-158

Query Builder, using with Row Source
property for charts, 307-308

query design

renaming fields in, 160

specifying record order in, 151-152
Query Design toolbar

buttons on, 145

commands on, 385
Query Design window, touring, 143—145
query performance, optimizing, 151
query properties, setting, 158—159
Query Wizard, creating special queries with,

166-171

question mark (?)

as input mask symbol, 101

as wildcard in field validation rules, 67
quotation mark (")

between fields, 163

using with display formats, 55

R

Rearrange Commands dialog box, opening, 393
record data
editing, 113-119
linking charts to, 302-303
record-level locking, applying, 474
record locking, setting default for, 474475
record order, specifying in query design,
151-152
Record Selectors property, using with custom
dialog boxes, 417
record sort order, specifying in Reports
Wizard, 260
record sources, modifying for forms and
reports, 213-214
record validation rules, defining, 66—69
records
adding, 90
adding default values to, 70
appending to tables, 92
changing sort order of, 271, 275
copying and moving, 448451
copying and moving from tables, 93
copying and moving to other
applications, 450451




copying within tables, 92
deleting from related tables, 183
deleting from tables using queries,
182-183
filtering, 125-136
grouping in reports, 271-273
limiting searches of, 115-116
locating, 114-118
locating in forms, 239
navigating, 16
opening in Design view, 262
pasting copies of, 92
replacing in Datasheet view, 450
replacing in destination datasheets, 93
restoring to presorted order, 124
returning with parameter queries, 176
scrolling to, 15
sorting, 124-125
sorting and grouping in reports, 270-281
updating with refresh and requery
methods, 476
viewing in forms, 240-241
recordsets, explanation of, 140
rectangles, drawing in forms, 201
referential integrity, enforcing, 79-81
refresh method, applying to records, 476
related tables
deleting records from, 183
example of, 84
relationship lines, drawing, 77-78
relationships. See also many-to-many
relationships; one-to-many relationships;
one-to-one relationships
building on, 74-75
defining, 74-84
defining in databases, 31-32
examining, 45-46
modifying or deleting, 85-86
printing, 86—87
viewing and editing, 85-86
Relationships button, identifying, 81, 85
Relationships dialog box in Table Wizard,
displaying, 45
relationships layouts, saving, 84
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Relationships window
changing table designs from, 86
displaying, 75-84
switching to Table Design view from, 86
repairing and compacting databases, 353-356
Replace tool, using, 118
replicated databases, converting to Access 2003,
504-505
replicating databases, 471472
Replication ID Number field, description of, 52
report design elements, overview of, 191-192
Report Design toolbar, buttons on, 195
report designs
modifying, 266-270
saving, 270
Report Header and Footer sections, contents
of, 266
report layout and orientation, choosing in
Reports Wizard, 260
report properties, modifying, 213-216
report sections
examining and selecting, 266267
expanding and shrinking, 268
resizing, 267
setting properties, 267-268
suppressing printing of, 267
report styles
changing, 268
choosing for databases, 35
Report Wizard
creating subreports with, 282-283
customizing summary reports with,
278-279
using, 257262
reports. See also multiple-column reports
adding calculated controls to, 200-201
adding controls to, 197-200
adding Date/Time controls to, 270
adding existing charts to, 303-304
adding fields to, 197-198
adding group sections to, 272
adding page breaks to, 270
adding page numbers to, 268-269
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adding pictures to backgrounds of,
215-216

adding summaries and running totals to,
274-275

aligning and spacing controls in, 206

applying filters to, 214

changing control types in, 212

changing magnification of, 263-264

changing record sources for, 213-214

changing sort order in, 271

closing after saving, 270

customizing group headers and footers
in, 273-274

deleting controls from, 212-213

filtering with macros, 372

grouping controls in, 204

linking with subreports, 287288

modifying and adding groups in,
275278

numbering items in, 276

opening with buttons, 386

optimizing, 350-351

previewing and printing, 262-266

printing, 264-266

reformatting, 268

removing groupings from, 278

removing selections from, 203

repeating group headers in, 268

scrolling through, 262

selecting controls in, 202-204

selecting sections of, 202

setting default options for, 327-328

setting properties for, 267268

sorting and grouping records in, 270-281

starting, 256262

using as subreports, 286287

using AutoFormat feature with, 214-215

using conditional formatting with,
209-212

using Layout Preview with, 264

using macros with, 363-364

using property sheets with, 206209

viewing multiple pages in, 263

Reports Switchboard, displaying, 38-39

requery method, applying to records, 476
Required text field property

changing default of, 69

controlling handling of blank fields

with, 70

effect of, 51
restoring and backing up databases, 352-353
right outer join, explanation of, 83
Roster form, adding tab control to, 242-244
row height, changing in datasheets, 108
row source property for charts, editing with

Access 2003, 306

rows

adding in Design view, 62

moving and resizing in datasheets,

106-108
RSVP (Retired Senior Volunteer Program),
creating mailing labels for, 291-293

RTF (Rich Text Format), saving tables in, 453
rulers, showing and hiding in Design view, 196
running totals, adding to reports, 274-275

S

saved queries, converting SQL statements
to, 352
Scale tab in Microsoft Graph, options on, 312
Scientific Number format, effect of, 54
ScreenTips
displaying for toolbar buttons, 12
in hyperlink addresses, 96
using with hyperlinks, 97
Scroll Bars property, using with custom dialog
boxes, 417
Search option drop-down list, choices on, 116
Search Results Task pane, displaying, 19
sections, adding to forms, 195
secured databases, converting to
Access 2003, 504
security accounts, organizing, 488489
security, documenting, 492
security groups, adding and removing users
from, 490-491. See also groups
security model at user level, elements of,
479481



security requirements for databases, overview
of, 481
Security Wizard, running, 481485
select queries
creating, 141-153
purpose of, 140
types of, 142
SELECT statement, purpose of, 185
selection criteria, adding to queries, 153—158.
See also criteria; field criteria
selections, removing from forms and
reports, 203
semicolon (;)
in SQL statements, 185
in Yes/No fields, 56
SENIORS.TXT delimited file, importing, 437
Service Call Management database
contents of, 35
using as a template, 33-34
SetPurge macro, example of, 368
SetValue macro, explanation of, 368-369
shared database objects, editing, 476
shared databases, preventing exclusive access
to, 471
SHIFT-F9 (Requery) method, applying to
records, 476
Short Date format, description of, 54
Short Time format, description of, 54
shortcut keys, using, 17
Shortcut Menu Bar property, explanation of, 391
Shortcut Menu Bar startup option, changing, 336
shortcut menus. See also custom shortcut
menus
adding commands to, 390-391
using, 13-14
Shortcut Menus option in Toolbars list, effect
of, 380381
shortcuts, creating and deleting, 321
Show All Relationships button, identifying, 85
Show Direct Relationships button,
identifying, 85
Show Table button, identifying, 81, 85
Show Table dialog box, displaying, 75-76
Simple Query Wizard, using, 142—143
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Simple Select queries, description of, 142
single-field indexes, creating in Design view,
58-59
single-field primary keys, creating in Design
view, 57
Single Number field, description of, 52
Small icons, rearranging, 320
Smart Tags text field property, effect of, 51, 111
Snap To Grid option, using with controls, 206
sort order
changing for records in reports, 275
changing in reports, 271
saving, 125
specifying in query design, 151-152
sorted table data, previewing and printing,
136-137
sorting
data in forms, 239-240
on fields, 124-125
records, 124-125
Sorting and Grouping dialog box,
displaying, 272
Source Code Control built-in toolbar, contents
of, 380
(space) symbol, effect of, 53
special controls, adding to forms, 245-246. See
also controls; individual controls; tab
controls; text box controls
special purpose queries. See also queries
action queries, 178
append queries, 181-182
AutoLookup queries, 177-178
delete queries, 182—-183
make-table queries, 183—-184
parameter queries, 174—177
update queries, 178—180
Spelling tab, changing options on, 331-332
spreadsheets
copying and moving data from, 450
importing from and linking to, 457461
SQL statements, converting to saved
queries, 352
SQL (Structured Query Language), overview
of, 185-186
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Standard Number format, effect of, 54
startup options
changing for Access 2003, 334-337
for displaying switchboards, 407—408
State validation rule, example of, 67-68
status bar messages, creating, 252
status in Access window, components of, 6
styles, setting for custom dialog boxes, 416419
subaddresses in hyperlink addresses,
description of, 96
subdatasheets
copying data from, 451
inserting and deleting, 112
sorting records in, 124
viewing, 17-18
Subform Wizard, using, 248-251
subforms
adding without Subform Wizard, 251
creating, 247-248
example of, 250
modifying, 251-252
navigating between forms, 251
submenus
adding to existing menus, 390
selecting from Menu Bar drop-down list
box, 394
subqueries
creating, 187—188
limitations of, 188
subreport controls
creating, 283-286
modifying, 288
subreports
creating, 281288
linking reports with, 287-288
previewing, 286287
using existing reports as, 286287
summaries
adding to reports, 274-275
including, 163-166
summary data, displaying, 275
Summary Options dialog box, displaying, 278
summary reports, customizing with Report
Wizard, 278-279

switchboard items, creating, 403
Switchboard Items table, viewing, 408—410
Switchboard Manager
adding items to pages with, 401-404
starting, 401
switchboard pages, adding, 404—406
SwitchboardID field in Switchboard Items
table, contents of, 410
switchboards
adding pictures to, 406-407
changing, 408
changing pictures in, 409
creating, 400—411
creating without Switchboard
Manager, 411
deleting, 408
displaying, 36-37
displaying at startup, 407408
explanation of, 32
modifying, 408—410
opening, 38

T

tab controls. See also controls; individual
controls; special controls; text box controls
adding to multiple-page forms, 242-244
customizing in multiple-page forms,
244-245

tab order, changing in forms, 238-239

Table Analyzer Wizard
optimizing tables with, 342-347
starting, 342-344

Table Datasheet toolbar, examining, 15

table definitions, changing in Datasheet view,

112-113

Table Design toolbar, buttons on, 48

Table Design view, switching to, 86

table designs
changing from Relationships window, 86
modifying in Design view, 62—65
saving in Design view, 61

table names, character limitations of, 61

Table of Contents hyperlink, clicking, 22



Table/Queries tab, changing options on,
332-333
table relationships. See relationships
table structures, copying, 70-71
table views, switching, 62
Table Wizard, creating tables with, 42—46
tables. See also imported tables
adding optional fields to, 35-36
adding record validation rules to, 69
appending records to, 92
choosing and adding fields to, 42—44
copying and moving records from, 93
copying and moving within, 92-93
creating from scratch in Design
view, 47-61
creating in Datasheet view, 60—61
creating relationships for, 76
creating with Table Wizard, 42—46
displaying field lists of, 76
distributing data among, 2829
exporting, 442443, 451-452
exporting to Excel, 462
hiding and deleting, 85
linking, 431-432
naming in Excel, 461
opening, 14-18
optimizing, 348-350
reducing redundancy in, 28
relating, 77-78
relating in queries, 146—148
relating to, 45-46
removing from query designs, 147
renaming with Table Analyzer Wizard,
344-345
saving as mail merge data sources, 454
scrolling to records in, 15
setting primary keys for, 4445
specifying join types for, 81-84
starting, 40
unlinking, 436
using make-table queries with, 183—-184
templates, scrolling through, 33-34
Text and Memo fields, formatting in Design
view, 52-53

Index

text box controls. See also controls; individual
controls; special controls; tab controls
adding to form designs, 224-226
adding to group headers in reports,
273274
applying conditional formatting to, 211
manipulating, 203
text, changing appearance in controls, 209
Text data type, description of, 49
text field properties, list of, 51
text files
appending to existing tables in Import
Wizard, 438
exporting to, 444446
importing and linking, 436439
title bar in Access window, components of, 6
titles
adding in headers, 223-224
adding in report headers, 199, 275
adding to charts using Microsoft
Graph, 315
To Grid option, using with controls, 206
toolbar buttons
adding and deleting, 385-387
showing and hiding, 381
toolbar options, changing, 381-383
Toolbar property, explanation of, 391
toolbars. See also built-in toolbars
in Access window, 6
adding built-in menus to, 387
adding controls to, 395
adding menu commands to, 388-390
adding menus to, 388-389
creating global toolbars, 383
in Database window, 11-12
deleting controls from, 395
in Design window, 195
listing, 379
in Microsoft Graph, 309-310
moving and restoring, 13
moving buttons between, 386
moving from docked position, 381
rearranging controls in, 394
Relationships, 76
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resetting buttons on, 398
restoring, 397-398
Source Code Control, 380
Table Datasheet, 15
Table Design, 48
Utility 1 and Utility 2, 380
Toolbars list, Shortcut Menus option in, 380-381
toolbox
adding controls from, 199-200
displaying, 195-196
Tools drop-down list box in Open dialog box,
options in, 8
Top Values list, contents of, 152—153
topics, searching with Help task pane, 22
Type Conversion Failure import error,
generating, 440

U

unbound controls, explanation of, 192
unbound list and combo boxes, creating for
form designs, 230
unbound main report, explanation of, 282
Unicode Compression text field property,
effect of, 51
update queries, creating, 178—180
Use Access Special Keys startup option,
changing, 337
user accounts
creating and deleting, 489—490
versus group accounts, 488—489
user guidance, customizing, 252
user input, creating dialog boxes for, 419421
user-interactive controls, adding to form
designs, 234-237
user-level security
model for, 479-481
removing, 497
User-Level Security Wizard, securing databases
with, 481-485
users
adding to and removing from groups,
490491
documenting for security purposes, 492

role in security model, 480481
Utility 1 and Utility 2 built-in toolbars,
using, 380

Vv

Validation Rule Failure import error,
generating, 440
Validation Rule text field property, effect of, 51
validation rules
defining, 6669
testing, 68
Validation Text text field property, effect of, 51
value lists, explanation of, 103
values
changing in fields, 114
filtering, 129
summarizing in queries, 165
View (Design) button, identifying, 62
View tab, changing options on, 322-323
Views drop-down list box in Open dialog box,
options in, 8
Visual cursor movement, using with
languages, 331

w

warnings, displaying with macros, 366—368
Web Options button, customizing hyperlinks
with, 325
Where Condition, adding to OpenReport
action, 372
WID (workgroup ID), using with Security
Wizard, 481485
WIFs (workgroup information files)
converting to Access 2002-2003, 504
creating without Security Wizard,
486-493
managing with Security Wizard, 481483
repairing when damaged, 497
switching between, 488
wildcard characters
asterisk (*) included in field validation
rules, 67, 117




hyphen (-), 117
list of, 117
looking for, 117
opening bracket ([), 117
pound sign (#), 117
question mark (?) included in field
validation rules, 67
using in filters, 130—131
using with selection criteria for
queries, 153
windows, dragging objects between, 428
Word
publishing with, 454455
working with, 452457
word processors, copying and moving data
from, 448450
work order costs, summarizing by supervisor,
278-279
work order information
displaying, 38
using queries with, 142—-143
Workgroup Administrator, creating WIF with,
486-487
workgroups, joining, 488
Workorder Crosstab table, using, 168—171
Workorders By Customer hierarchical form,
creating, 246248
Workorders records, filtering, 129-130
Workorders Subform, creating, 248-251
Workorders table
adding fields to, 198
adding lookup field to, 103—105
filtering, 127
hyperlink field in, 96

Index h33

workplace options
on Advanced tab, 329-330
changing defaults for, 322
on Datasheet tab, 327
on Edit/Find tab, 324-325
on Error Checking tab, 330-331
on Forms/Reports tab, 327-328
on General tab, 323-324
on International tab, 330
on Keyboard tab, 325-327
personalizing, 320-333
on Spelling tab, 331-332
on Table/Queries tab, 332-333
on View tab, 322-323
worksheets, loading Access data into, 462—463

X

xls file format, explanation of, 463
"xyz" symbol, effect of, 53

Y

Y Error Bars tab in Microsoft Graph, options
on, 313

Yes/No controls, adding to form designs,
231-233

Yes/No data type, description of, 50

Yes/No fields, formatting in Design view, 55-56

yy setting, example of, 55

Z

Zoom button, using with reports, 264
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