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Installing the Sample Files

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

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

o |If these files have been copied to your network server, then ask your

trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

SAMPLE
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Using the Northwind Sample Database

Installing the Northwind Database

e Click the File Search button on the database toolbar:

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

from the drop down menu.
e Click Go.

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

e If Northwind is not found in the Search Results it will need to be installed.
¢ Insert the Microsoft Office 2003 CD-ROM in the CD-ROM drive.
¢ Double-click Setup.

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

e Select Add or Remove Features.
e Click Next.

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

i@ Microsoft Dffice 2003 Setup M= |

Microsoft Office Professional Edition 2003

Custorn Setup

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

Cutlook

InfoPath requires Microsoft Internet Exploret wersion 6.0 ar later.

W Choose advanced customization of applications.

Space Required on C: 1905 KB
Space Available on C: 2098 MB

< Back | Mext = ﬂ‘ Cancel
)
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Under Choose update options for applications and tools, select the
Microsoft Office Access subtree.

Under Sample Databases, select Run all from My Computer:

m, Microsoft Office 2003 Setup

Microsoft Office Professional Edition 2003

Advanced Customization

Choose update options for applications and tools.

| Micrasaft Office =

I Microsoft Office Access

Run From fy Computer Wigwer

2 Run all Fram My Computer

=1 Installed on First Lse

Description

Documented examples
create and customize
databases, and ready-to-use applications.,

¥ Mot Available

Space Required on C: 1908 KB
Space Available on C: 2098 ME

Help | < Back. |pdate Zance|

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

Once the Northwind database is installed, search for it again and open it.
Proceed to the next chapter.
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Designing Tables in Access 2003

Normalising Data

Understanding Primary Keys
e Open the Northwind database.

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

Welcome to Morthwind Traders, a sample database
wou can use to learn about Microsoft Access.

. You can experiment with the data stored in
k! Maorttwwind, and use the forms, reports, and
“% other datahase ohjects as models for
wour own databhase.

All the objects in Maortbwind are available
fram the Database window which will
he displaved when you click Ok, In

the Datahase window, you can

display descriptions of the

ohjects by clicking Details

on the Wiew menu.

|7§D|:|n‘t show this screen again.§ DK'\A
IA.

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

e In the displayed Main Switchboard dialog box, click on the Display
Database Window button:
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EE Main 5witchboard |

Wiew Product and Order [nformatiorn:

Cateqones! Suppliers

Products Orderz

Print Salez Beparts

Ezit Microzoft Acceszs | Dizplay D atabaze Nndu:uw
7

Click on Tables in the Objects pane:

E Morthwind : Databasze [Access 2002 - 2003 hle format]

HOpen B Design  Jhew X

Objects E|_=J Create table in Design view
B EI_:J Create bable by using wizard
:—-l‘] Queries[\?’ E|_=J reate table by entering data
_akeqories
= F
=2 Faus =1 Customers

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

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

Open & Design| Juew X Zgo “.[9-;5;

Objects @ Create bable in Design view
] Tables E|_=J Creake kable by using wizard
|I Queties ’ @J Create kable by entering data
- I Cabeqories
|I‘_g Forms B\ customers

Observe the key symbol to the left of the Category ID field, which signifies
that the Category ID field is set as the primary key. Noteithatino other
fields are set as primary keys, as each table can have only one:

| Field Name | DataType |
#M CategaryID Aukalumber

Categoryhame Texk

Descripkion Memo

Picture CLE Obiject

Close the table without saving the changes.
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Setting Required Values in Columns

Click on Tables in the Objects pane.

Open the Categories table in Design view.
Click within the Picture field to select it:

[ Categories : Table Hi=] E3

| Field Mame | Data Type | Descripkion | &
T | CateqoryID AuktoMumber Mumber automatically assi |
Cateqaryhanme Texk Mame af food cakegary, =
Descripkion Mermo
& | Picture] CLE Ohject & picture representing I:hELI

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

General | Lookup |
Capkion
Reqguired Yes bl

Mo

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

Establishing Relationships

¢ Open the Northwind database.

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

¢ Click the Relationships button on the Database toolbar

3
+3

o Right-click on the relationship between the Employees and Orders tables.
e From the pop-up menu, select Delete:
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Ondors
ol 1
—— OrdesID = loof | CustomerID
oo CuskomerID ComparyManm
=+ |EmployeelD ontactiame
Cuaankity OrderDate ontactTitle
Discount RequiredDate Address
ShippedDate Ciky
ShipVia F‘ Region LI
Emch - = Edit Relationship. ..
Lasthame X Delete Mm
i:;s;:r'-.lame ShipR.egion . ?‘mper]])
. ompanyMame
TitleOFCourte: ShipPastalCac 7| Phaone
BirthDate
Hirelrake
Address
Ciy |

Click the Yes button when prompted to delete the relationship.

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

Click Join Type in the Edit Relationships dialog box:

Edit Relationships |
Table/Cuery: Related Table/CQuery: Create
IEmpIDyees ;IOru:lers j

Cancel
EmployeslD _~ | EmploveslD =

_ Concal |
—

— Jain Tvpe,.

Create Mew..

1 Enforce Referential Integrity

" | Zascade Lpdate Related|Fields

" | Zascade Delete Related Records

F.elationship Tvpe: OHE-TD-Mani

Select the poption button labelled 2:

Join Properties

f* 7 Include ALL records from ‘Employees' and only those records
% from 'Orders’ where the joined fields are equal.
i~ = Include ALL records from 'Crders' and only those records From
‘Emplovees’ where the joined fields are equal.

(0] 4 I Cancel

Click OK.
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e Check the Enforce Referential Integrity box.
o Check the Cascade Update Related Fields box.
e Check the Cascade Delete Related Fields box:

Edit Relationships |
TablejCuery: Related Table/CQuery:
IEmpIDyees ;IOru:lers j k

Cancel
EmployeslD _~ | EmploveslD =

— Jain Tvpe

T

Create Mew
—Iv Enforce Referential Integrity

¥ Cascade Update Related Fields
¥ Cascade Delete Related Records

Relationship Tvpe: Cne-To-Many

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

Enforcing Referential Integrity
¢ Click the Relationships button on the Database toolbar:

&
+3

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

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

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

E dit Relationships

lefCuery:
Zakegories

CatggoryID

Create M
—v Erforce Referential Integrity——————— ﬂl

[ “Eascade Update Related Fields
[T Cascade Delste Related Recards

Relationship Twpe: Cne-To-Many
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e Click OK.
e Close the Relationships window.
e Close the Northwind database.

Working with Indexes

Creating a Single-Field Index
e Open the Northwind database.

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

e Click on Tables in the Objects pane.
e Open the Customers table in Design view.
o Click the Indexes button on the Table Design toolbar:

7

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

£ Indexes: Customers
Index Mame Field Mame Sork Order -
|| Ciky ity Ascending
| [Companyiame CompanyMarne Ascending
| [PostalCode PostalCode Ascending
B | Primarykey CustarmerI0 Sscending
| |Reqgion Feqgion Ascending
| B | ContactMame = | Ascending
| CustamerID - -
CompanyManme = [
Primiary . ConkactTitle
. Address
nique M
. ity narne of the field to be indexed.
Ignore Mulls Mo )
Reqgion
PostalCode -
— p— --l—

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

e Select Yes/from the Ignore Nulls drop-downgmenu in the Index
Properties area:
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£ Indexes: Customers Ed

Index Mame Figld Mame Sork Crder -
iy iy Ascending
| | Companyiame Companyianme: Ascending
| |PostalCode PostaliZode Ascending
E Primarykesy CuskomerID Ascending
- Region Region Ascending
H ContactMame ContactMame Descending
hd
Index Properties

Primary Mo

Unique Mo If Yes, records with a Mull walue excluded

Ignore Mulls == b From the inde:x.

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

Creating a Multiple-Field Index

Click on Tables in the Objects pane.
Open the Customers table in Design view.
Click the Indexes button on the Table Design toolbar

OR from the main menu, select View > Indexes.

This opens the Indexes design grid.

Type Address in the Index Name column.

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

£ Indexes: Customers

| IndexMame |
| Ciky L\ [City [ lBscending
|| CompanyMame T\ | Compamyilame /. 1Ascending -
|| ContackMameg U | ConkacEMame L || Descending ) BN |
Il postalCode .\ |PostalCode [ Ascending ||
[? | Prima CustomerID | [ Ascending

fscending

b |address Address Azcending
e Ascending |

_aunkry Ascending

Click the Close button on the Indexes title bar.
Click the Save button.
Close the table.
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Setting the Index Sort Order

Click on Tables in the Objects pane.
Open the Customers table in Design view.
Click the Indexes button on the Table Design toolbar

OR from the main menu, select View > Indexes.

This opens the Indexes design grid. Select the Address index, and click the
drop-down menu in the Sort Order column on the first row, as illustrated.
Select Descending to change the sort order:

Index Mamne Field Marme Sork Order -
| b | Address Address fscending =
|| ik Bzcending
|| Zounkry
|| Ciky ity Ascending

CampanyMame CampanyMame Ascending
| |ContackMame ZontacthMame Descending
| [PostalCode PostalCode #scending
E Primarvkey CuskomerID Ascending
| [Region Region Ascending _I
-

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

Setting Index Properties

Click on Tables in the Objects pane.
Open the Customers table in Design view.
Click the Indexes button on the Table Design toolbar

OR from the main menu, select View > Indexes.

This epens the Indexes design grid.
Select the Address index.

Select Yes/from the Unique property drop-dewnsmenu in the Index
Properties section.
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£ Indexes: Customers
Index Mame Field Mame Sork Order -
| b Address Address Descending
| City Ascending
|| Cournkry Ascending
| [y ik Azcending
Companyhare CompanyMarne Ascending
| |ContactMame ContactMame Descending
| [PostalCode PostalCode Ascending
B | Primarykey CustomerID Ascending
| |Region Fegian Ascending _I
w
Index Properties
Primary Mo
Lnique Mo hd If ¥es, every walue in this index must be
Ignore Mulls Unique,
Mo

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

Deleting Indexes

e Click on Tables in the Objects pane.

e Open the Customers table in Design view.

e Click the Indexes button on the Table Design toolbar

OR from the main menu, select View > Indexes.

o This opens the Indexes design grid.
¢ Right-click on the Address index.
e From the pop-up menu, select Delete Rows:

Index Mame | Field Mame | Sork Qrder -
| B | Address o Descending
eiscending —
= [lascending B
| [ Dt N /| Ascending -
CompanyMame " U\ Compasyhame / |Ascending ) BN |
zontactMamg _ | ConkackManme /  [Descending ||
| |PaskalCode PostalCode LAscending ||
|7 | Primatykey CustomerID \Ascending ||
Fegion / Reqgion | v \Ascending

Index Propetties

Prirnary Mo
Unique Mo
Ignore Mulls Mo

Repeat the steps to delete the other 2 remaining Address index rows.

The name Faor this index. Each index can use

up ko 10 fields,

Indexes design grid should resemble the following:

Your
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£ Indexes: Customers
|| Index Marne Field Mamne Sork Order -
kit ity &scending
Companyhare CompanyMarne Ascending
| |[ContactMame ContactMame Descending
| [PostalCode PoskalCode Ascending
B | Primarwkey CustomerID fscending
| |Region Fegion Ascending
B [
Index Properties
Prirnary Mo
Lnigue Mo The name Faor this index, Each index can use
Ignore Mulls Mo up to 10 Figlds,

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

Close the table.

Close the Northwind database.

Working with Data Types

Setting and Formatting Column Data Types

Open the Northwind database.

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

Click on Tables in the Objects pane.

Open the Customers table in Design view.

Type a new field named CompanySlogan in the Field Name column:

| Field Mame | DataTvpe |
GuskomerID y \ Texban
| CompanyMame £ Texk
_|ConkactMame £ U Text |\
ContactTitle £ N Texk | ;'
E fddress L .\ Text y
I 5 Text | y |
_ |Reqon /- .\ Text y
PastalCode Texk
_= Zounkry _tText
Phone Texk
__|Fax Text
_P|Comparyslogan

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

Field Size 100
Farmak é]
Input Mask,

Zaption

Default Yalue

Yalidakion Rule

Yalidakion Text

Required Mo

Allow Zero Length Yes
Indexed Mo
Inicode Compression Yes

IME Mode Mo Conkral
IME Sentence Mode Mone
Srnark Tags

Click the Save button.
Close the table.

Converting Between Data Types

Click on Tables in the Objects pane.

Open the Customers table in Design view.

Select the CompanySlogan in the Field Name column.
Select Memo from the Data Type drop-down menu:

B Cuztomers : Table =] E3

| Field Mame | Data Tvpe | Descripkion |;|
Fax Texk Phaore number includes co

B | CompanySlogan

Memo ;I
Mumber k
Dake/Time

General | Lookup | Currency

Field Size 10 Autoturnber

Farmak Yes/Mo

Input Mask, 3'—5 Oll':leEt

; vpetlin
.EE::?::II.H. T Y Lookup ‘Wizard. .. .

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

Creating Action Queries

e Open the Northwind database.

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

e Click on Queries in the Objects pane.

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

e Select Design View.

¢ Click OK:

Mew Query |

Diesign Yiew

* Simple Query Wizard
E Crosskab Query \Wizard
et Find Duplicates Query wWizard

Find Unrmatched Query Wizard

Create a new query without using
a wizard,

QF, [\_: I Cancel

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

Show Table HE|

Tables |Queries I Both I Add

Zateqories Closs |

Cuskomers
Employess
Opder Details
Qrders

Shippers
Suppliers
Switchboard Ikems

e Click Close.
o Click on the Query Type drop-down menu on the Query Design toolbar.
e Select Update Query:
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_:-,ﬂv|| ! %9 = |4l
Select Query

BT Crosstab Query

¥ Make-Table Query. ..

| =4 Update Query E
Y

Append Query...

A Delete Query

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

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

ar;

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

Click Yes to apply the changes.

Click the Save button. Enter Multiply Unit Price by Two as the query
name:

Save As HE3

Query Mame:

IMuItipIy Init: Price by Tuwa

Zancel |

Click OK.
Right-click ongthe Produects table ingthe query,window.
From the pop-up menu, select Remove Table:

frenors 8

Properties...

SupplierIC
CategoryID j |

Click the Show Table button on the Query Design toolbar:

5

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

Click Close

Click the Query Type drop-down menu on the Query Design toolbar.
Select Delete Query:

-;? - i 5 | z
_:"ij Select Query
E  Crosstab Query

_|? Make-Table Query,..

pdate Quety

¥ append Query...

A Delete Query %

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

Field: |cCrderID
Table: |orders
Delete: |wWhere
Criteria: | 10249
ars

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

From the main menu, select File = Save As.

Type Delete OrderID 10249.

Click OK.

Close the query window.

Close the Northwind database.

Creating Parameter Queries

Creating a One-Patameter Query

Open the Northwind database.

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

Click on"Queries in"the ‘'Objects pane.

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

Select Design View.

Click OK.

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

Tables | Queries | Both |

Cakteqories
Cuskomers
Employvess
Crder Details
Crders

Producks
Shippers
Suppliers
Switchboard Ikems

Add

Close

e Click Close.

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

down menus.

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

Name]:
Field: |ProductID Producthame SupplierID
Table: [Products Producks Producks
Sork:
Shiow:
Criteria: [Enter a Productk Mame
ar;

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

e Type Chai.
e Click OK:
Enter Parameter Yalue E

Enter a Praduct Mame

e View the/result:

g Search By Product Mame : Select Query =] E3
Product D Product Mame
b 1 Chai Exotic Liguids
#* [utaMumber)
Record: 14 4 [[T 1 v [ei|e#|oF 1 1| |

o Click the Save button. Save the query as Search By Product Name.

e Click OK.
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e Close the query.

Creating a Two-Parameter Query

¢ Click Queries in the Objects pane.

e Click the New button. This opens the New Query dialog box.

e Select Design View.

e Click OK.

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

e Click Add.

e Click Close. A representation of the table appears in the query grid.

e Select ShippedDate and Orderld from the Field drop-down menus.

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

Field: |shippedDate
Table: |orders
Sork:
Shiow: ]
=l I by een [Beginning Dake] And [Ending Date

or:
4 | i3

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

e Input 01/01/97.
e Click OK:

Enter Parameter ¥alue Ed

Beqginning date

|o1/01/97]
(o) 4 r_\: I Cancel |

e Thistopens the second Enter Parameter Value dialog box.
e wmlnput 01/01/98.

¢ C(Click OK:
Entealater Yalue u |E
Ending Date
|01/01/98]

K, £ I Zancel |

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

103597
03-Jan-1997 103593
03-Jan-1997 10394
03-Jan-1997 103595
06-Jan-1997 103596
03-Jan- 1997 10399
05-Jan- 1997 10404
09-Jan-1997 1035985
03-Jan-1997 10403
10-Jan-1997 10401 |

Ecurd: H| 4 || 1 r

e Close the query results window without saving the changes.

Using Wildcards as Parameters

e Click Queries in the Objects pane.

¢ Click the New button. This opens the New Query dialog box.

e Select Design View.

e Click OK.

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

e Click Add.

e Click Close. A representation of the table appears in the query grid.

e Select a ProductName, SupplierlD, and CategoryID from the Field drop-
down menus.

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

Field: |ProductMarne SupplierID CateqoryID
Table: |Products Products Products
Sork:
:
Crite N || - B

¢ Click the Runibutton on the 'Query Design toolbar to execute the query.
This opens Enter Parameter. Value dialog box.

o Input Chai.
e Click OK:
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Enter Parameter ¥alue Ed

Enter the wildzcard characker(s):

(4 [_: ! Cancel |

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

Creating Calculated Columns in Queries

e Open the Northwind database.

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

e Click Queries in the Objects pane.
e Click the New button to open the New Query dialog box.
e Select Design View.

e Click OK:
Mew Query H |
* Siple Qery Wizard
E Crosskab Query \Wizard
== Find Duplicates Query Wizard

Find Unmatched Query Wizard
Create a new guery without using

a wizard,

Ik i Cancel

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

e Click Close.

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

Field: | ProductMame IJnitPrice [UnitPrice]*10 - | =
Table: |Products Products ==
Sork:
Shiow:
Crikeria:
ar: -
4| | 3
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e Click the Run button on the Query Design toolbar to execute the query:

ﬁ Quernyl : Select Query M=l E3

Product Mame Linit Price Expr
#3600 £350.00
$25.00 £350.00
| [Aniseed Syrup $20.00 £200.00
| [Chef Anton's Cajun Seasoning $44.00 £440.00
| |Chef Anton's Gumbo Mix h42.710 £427.00
| |Grandma's Boysenberry Spread F50.00 £500.00
| [{Uncle Bob's Organic Dried Pears BE0.00 £R00.00
| [Morthwoods Cranberry Sauce Fa0.00 £800.00 -
record: M4 [T 1 v |ri]e#|cf 77

Note: Access automatically displays the calculated column as Exprl.

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

e Close the query.

e Close the Northwind database.

Joining Tables

Creating a Two-Table Join

Open the Northwind database.

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

Click Queries in the Objects pane.

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

Click OK:

Mew Query | |

Simple Coery Wizard

Crasskab Quersy Wizard

Find Duplicates Query fizard

Find Linmatched CQuery Wizard
ea

a wizard.

Ik F_“: I Cancel

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

Show Table |

Tables Queries | Both I dd
Order Details Extended ;I ﬂl
Crder Subtatals
Qrders Qry

Product Sales for 1997
Products Above Average Price
Praducks by Cakegory
Quarkerly Orders

Quarkerh: Crders by Product
Sales by Category

Sales by Year

Search By Product Mame

Ten Mask Eernsive Products -
-

Click Add.

Click Close.

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

*
ProductiD

ProductMame —
SupplierID
CateqoryID
QuantityPerlnit
UnitPrice
nitsInStack
UnitsOnCrder
ReorderLevel
Discontinued

ProductMame
UnitPrice
Exprl

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

Fiel <
|| Priodicts, * -

ark: || Products, ProductID —

=0 | Products, ProductMarne
Criteriat || Products, SupplierID
ari || Products, CategoryID

Products, QuantityPerUnit
Products, UnitPrice
Producks, UnitsInStock, -

For the second field, select Products.QuantityPerUnit from the Field drop-
down menu:
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e For the third field, select UnitPrice * 10.Exprl from the Field drop-down

menu:
Field: | ProductMame QuankityPerUnit Exprl
Table: |Products Producks IritPrice * 10
Sork:
Shiow:
Criteria:

ar.

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

ﬁ Join Product and Price =10 : Select Query
Froduct Mame Cluantity Per Unit Exprl

Alice Wuttan 20 -1 kg tins £780.00
| [Anigeed Syrup 12 - 550 ml bottles £200.00
| |Boston Crab heat 24 - 4 0z ting £aka.00
| |Camembert Pierrot 15 - 300 g rounds £RE0.00
|| Carnarvon Tigers 16 kg pkay. £1,200.00
|| Chai 10 baxes x 20 bags £360.00
| [Chang 24 - 12 oz bottles £380.00
|| Chartreuse verte 760 cc per hottle £ak0.00
| |Chef Antan's Cajun Seasoning 458 - b oz jars £440.00
| |Chef Antan's Gumbao Mix 36 boxes £427.00
| |Chocolade 10 pkys. £255.00
| |Cdte de Blaye 12 - 75 cl hottles £5.270.00
| |Escargots de Bourgogne 24 pieces EEEE.DDj
Record: 14« [[T 1 o |wm]r#|cf 77

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

e Close the query window.

Rémowving Tablés\from theiQuery Builder

o Click'Queries in the Objects pane.

e Click the New button to open the/New Query dialog box.
o Select DesignsView.

e Click OK;
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Mew Query |
* Simple Query Wizard
th Crasskab Query ‘Wizard
== Find Duplicates Query Wizard

Find Unmatched Query Wizard
Create 3 new query without using
a wizard.

Ik [: I Zancel

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

Show Table HE|

Tables Queries |Both | rdd
Order Details Extended ;I Close |
Crder Subtotals
Orders Qry

Product Sales For 1997
Praducks Abave Average Price
Producks by Cakegory
Quarkerh: Crders

Cuarkerl: Crders by Product
Sales by Cateqory

Sales by Year

Search By Product Mame

Ten Mosk Eernsive Praoducks —
-

e Click Add.

e Click Close.

e "Right-click on the Products table.

s From“the pop-up menu, select Remaove Table:

CategoryID

OR from the main menu, select Edit = Delete:
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Edit Insert  Query
Can't Undo  ChrHE

Zut Chel3

)

&

By copy Ckel+C
&

=

COffice Cliphoard. ..

Paste ChelY

Delete Calumns

e Close the query window without saving the changes.
e Close the Northwind database.

SAMPLE
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Designing Forms in Access 2003

Creating Data Entry Forms

Open the Northwind database.

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

Click Forms in the Objects pane.

Click the New button.

Select Design View.

Select Products from the drop-down menu.

e Click OK:
Hew Form |
Design Wiew
¥ Farm Wizard
Lw AukoFarm: Colurmnar
= AukoFarm: Tabular

AutoForm; Datasheet

Create a new form without AubaForm: PivakTable

using & wizard. AutoForm: PivobChart
Chart Wizard
PivotTable \Wizard
Choose the table aor query where
| roducts
the object's data comes From: j

Ik [_: I Zancel |

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

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

Prioductianme

AW WA,

ritPrice .

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

# Detail

|||.ﬂH

Pradudt Name: Iﬂductl“dame

Lrit F‘rEI [UritPrice

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

|:||-|-1-|-2-|-3-|-4-|-5-|-s-|-?
- |F‘r:n:||.||:l: rame: | |F‘r|:u:||.||:l:Name
1 ; ; :
- L1
Uit Price:|| [unitPrice
2
-

Select the ProductName control by clicking on it.
Place the cursor over the control until the cursor changes to a double arrow.

Click and drag the control to a smaller size, as illustrated:

[ e R T

& Detail
]
|F‘r:|du|:t Marne: | |F‘ru:u:|uu:tNameSL
|
it Price:|| [LnitPrice

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

Prbduct Mame: | IF'ru:u:qu:I:Name

1.
Sl (it Price: [Litrrice

Right-click on the ProductName control.
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From the pop-up menu, select Properties.
Select the Format tab.

From the Special Effect drop down-menu, select Raised:

E" Text Box: ProductName
IPdeuctName j

Format | Data | Event | Other | Al |

BackStyle . . ........... Mormal ﬂ

Back Calar . .. .......... 16777215

special Effect . . ... Sunken] |

Border Style . oo u w0 v Flak

Border Color J

Border Width . . .. o004 Sunken

ForeCalor v v v vn o Etched

Fork Mame . ... .00 Shgduwed

Fonk Size . oo Chiseled

Fonk Weight . ... ..., .. Marrmal j

Close the dialog box.

Right-click in the Detail area of the form.

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

Toolbox * X

alabl [ # ©
E *__1&

= E

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

Place the Label control on,the page footekr section of the form:

# Page'Fooker

Type Product Entry Form:

# Page Footer

[Product Entry Form |
] ] ]

Right-click in the Detail area of the form.

From the pop-up menu, select Form Header/Footer. This opens the Form
Header and Form Footer panes.
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e Click the Label control on the Toolbox toolbar:

e Place the Label control on the form header section of the form:

LI T I (R~ Y I B | 1+ 7
] [ 41 51§

# Form Header

# Page Header

e Type Products:

# Faorm Header

“

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

e Close the form.

e Close the Northwind database.

# Page Header

Working with Subforms

e Open Product Entry Form in Design view.
¢ Click the Subform/Subreport button on the Toolbox toolbar:
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Toolbox ¥ X
B

Az abl [ 7 &
M EH B = [
4 B4 = (A=
NoO s g

e Create a subform in the Detail area of the form:

& Detail
Praduct Mame: | [Productiarne
Uit Price:{ |UnitPrice

+

e This will open the SubForm Wizard dialog box.

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

SubForm Wizard |

ol can use an existing form ko create wour subform or subrepart, ar
create vour oven using tables andfor queries,

Wehat data would wou like bo use For your subform o subreport?

......

Cateqories
_ateqories subfarm
Customer Labels Dialog
Cuskormer Orders
Cusktomer Orders Subformi
Custamer Orders Subformz
Custormer Phone Lisk
Cuskomers ;I

i
D

Zancel = Bath: | Mext = %l FEimis

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

SubForm Wizard |

YWhich figlds would you like ko include on the subfarm or subrepork?

You can choose fields From more than one kable andfor quersy.

Tables|Queties

|Ta|:|le: Categoties -]

Available Fields: Selected Fields;

CategorylD
Cateqoryhare

Descripkion

=
=<l

L

Zancel | < Back Mext = Einish

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

SubForm Wizard |

Wiould wou like o define which Fields link your main form to this
subform yourself, or choose From the list below?

% Choose from a list, " Define my own.

o Click Next.
e Type Show Categories Subform as the name of the subform.
e Click Finish:
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SubForm Wizard

Show Categories Subform |

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

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

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

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

SAMPLE
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SubForm Wizard |

Which Fields would you like toinclude on the subForm or subreport?

You can choose fields From more than one table and)or guery.

Tables|Queties

ITaI:uIe: Categories ;I

Available Fields: Selected Fields:

CategoryID
CateqgoryMame

Descripkion

<
=<l

5

Zancel | < Back | Mext = | Einish

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

e Add the ProductlD, ProductName and CategorylD fields:

Form Wizard |
‘which Figlds da wou wank an yaour Form?
§% "
% . o ¥aou can choose From more than one Eable or query.

Tables/Queries
[rble: Products| =]

fvailable Fields: Selected Fields:

Categories, ZateqoryID

QuantityPernit Categaryhame

riEPrice Description
UnitsInSkock, ProduchID

| LlpitsonOrder Praductilame
RearderlLevel Products, CategoryID

Discontinued

Cancel = Back Bext = Einish

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

‘which fields do wou wank on your form?

% —
oo
o

% o You can choose from rmare than one Eable or quersy,

Tables|Queries

|Ta|:|le: Crders ;l
Available Fields: Selected Fields:

e Zakegories. CakegoryID
EmplayeeID Cakegoryhare
OrderDate w | Descripkion
Requiredbate ProduckID
ShippedDate Productiame
Shiphia il Praducts, CategaryID
Freight o
Shipfame ;I _I

Cancel | = Bk Mext = Einish

e Click Next.

e Select the by Categories view in the How do you want to view your data
dialog box.

¢ Select the Form with subform(s) option button:

Form Whzard |

Howe do wou wank ko view your
data?

Cakegories_CakegoryID, CakegoryMarne,
Description

by Producks
by Crders

ProductID, ProduckMame,
Products_ZategaryID

h |

i Linked

Cancel < Back Bext = Einish

e Click Next.

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

What layout would vou like For each subform?

~ PivotTable

= PivotChart

- Tabular
¥ Datasheet

" PivotTable

" PivobChart

Cancel < Back Mext = Einish

Click Next.
Select the Sumi Painting form style:

Fomwizand

What style would vou like?

Blends
Blueprink
Expedition
Industrial
International
Ricepaper
Sandstone
Standard
Skone

Cancel + Barck Bext = Einish

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

_akeqgories]
Products Subfarm
Crders Subfarml

e Click Finish.

e Click the down arrow on the View button on the Form Design toolbar, and
select Design View:

Form Yiew

Dratasheet View

PivotTable Wieww

PivotChark Yiew

¢ Right-click on the Products subform.

SAMPLE
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 Form Header
 Detail

T ) I | T
~||[Category ID  [CategoryID IDescifiption Diescription

1 |[Eategory-hameCategoryName
- B s
2 E‘fﬁdﬂ(ﬁ. 1;1 Euild Event. ..

- N

Change To 2
Tab Order...

Cut o 1 SRS B
by
Copy

G i[5 Lk

Paste

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

Creating Pop-up Forms

Creating a Modal Pop-up Form

¢ Open the Northwind database.

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

e Click Forms in the Objects pane.

e Open Product Entry Form in Design view.

e If the Form properties dialog box is not open, right-click on the title bar.

e From the pop-up menu, select Properties.

¢ Click the Other tab.

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

Fast Laser Printing . . . ... . Yes
HelpFile . .............
Help ContexkId . .. ... ... 0 ;I
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e Select Yes from the Modal drop-down menu:

ﬂ" Form
IF:::rm j

Fn:nrmatl Data IEvent Other | Al I

FEE LD oo 0oooo0oo0000000 Yes e
Madal . o000 - j
Cyele oo

MemuBar . ..o vvve e v Mo

Toobar . ... 0000

Shortcut Menu . 0w o0 YEs

Shortcut Menu Bar . .. ..

Fask Laser Printing . . . .. .. Yes

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

Help ContexkId . .. ... ... 0 j

o Close the Form properties dialog box.

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

e Close the Northwind database.

Working with Switchboards

¢ Open the Northwind database.

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

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

e If a warning dialog box appears, click Yes to create a switchboard.
e Click New in the Switchboard Manager dialog box.
o Type Sample Switchboard for the name of the switchboard:

Create New

Sample Switchl:u_u:-ard

e nCilick OK.
o Select Sample Switchboard.
e Click Edit.

e Click New:
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Edit Switchboard Page |

Switchboard Mame:
Close

:

|Sam|:ule Switchboard

Items on this Switchboard;
Mew. ..

Edlit: ..
B ==
[Maye

e [aa

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

Edit Switchboard Item |

Texk: IOpen Product Entry Form o 4
Command: Cpen Form in Add Mode -
I _I Cancel
Farri: IF'ru:u:qu:I: Entry Farm ;I
e Click OK.

e Click Close.
¢ Click the Make Default button:

Switchboard Manager |

Switchboard Pages:

Main Switchboard {Default)
Sample Switchboard

e Click Close.
e Close the Northwind database.
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Designing Reports in Access 2003

Working with Standard Reports

¢ Open the Northwind database.

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

e Click Reports in the Objects pane.

e Click the New button.

e Select Design View.

e Select Products from the drop-down menu.

e Click OK:
Hew Report |
Design Yiew
= Report \Wizard
M ] AuktoReport: Columnar
= AukoReport: Tabular
Chart Wizard
Create a new repork without Lalfél Wif:rrd
using a wizard,
Choose the table aor query where
| roducks
the object's data comes From: j
Ik [ I Cancel |

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

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

¢ 'Rearrange the labels and controls as shown below:

a1 1 1 4l 1 1 1 e
ge H
. |
- || £ |Profudet rame: |Lnik Price:| | rits i Stock: |
- |F'ru:udu-:tName | |LIn'rtF'riu:e | |LIn'rtsInStu:u:k |
1
b

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

N [

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

# Report Footer

e Type Products Report:

# Report Fooker

I | |
[Products Report |

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

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

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

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

Sorting and Grouping
Field/Expression Sork Order -
B | UnitPrice Cescending A

e Close the Sorting and Grouping dialog box.

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

e Close the report.

e Close the Northwind database.
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Working with Pop-up Reports

¢ Open the Northwind database.

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

e Click Reports in the Objects pane.

e Open Products Report in Design view.

e Right-click on the report title bar.

e From the pop-up menu, select Properties.

¢ Click the Other tab.

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

IRepDrt j
Farmak I Daka I Event  Other | Al I
Record Locks . ... ....... Mo Locks -
Dake Grouping . .. .0 Iise System Settings j
FEE LD oo 0oooo0oo0000000 <
Modal .. ..............
MemUBar . . vv v e v Mo
Toolbar .. .............
Shortcut Menu Bar . ... ...
Fask Laser Printing . . . .. .. Yes
HelpFile .. ............
Help ContextId . .. ... ... ]
U= o 0 00 0000000000000
HasModule . .. .00 0 Mo j

e Select Yes from the Modal drop-down menu:

E"Report

IRepn:nrt j

Format I Data I Evert  Other | Al I
RecordLocks . ... ....... Mo Locks
GFouping . . «« o UseSwstem Settings

Tag . oo

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

Creating a Subreport
e Open the Northwind database.

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

e Click Reports in the Objects pane.

e Click the New button.

¢ Select Design View.

e Select Categories from the drop-down menu.

e Click OK:
New Report E |
Design Yiew
— Fepart \Wizard
M _I AukoReport: Columnar
= AutoReport: Tabular
Chart ‘Wizard
Cr,aate & Ne repork without Laljél Wif:rrd
using a wizard,
Choose the table or query where  [= -
Catenoties
the object's daka comes From: s j
(a4 [_: I Cancel |

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

¢ Resize the labels and controls as shown below:

(Cateodry Mame:/| |\ [CategoryMame

Bescription: | |Desu:riptiu:un |
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Click the Subform/Subreport button on the Toolbox toolbar:

Create a subreport in the Detail area of the form:

||| # petail

|Categ-:r§.-' Marme: | |Categ-:uryName |

Description: | |Desu:riptiu:un

Select the Use existing Tables and Queries option button.

Click Next:

SubReport Wizard

‘fou can use an exisking Form ko create your subform or subreport, ar
create your own using tables andfor queries,

What data would you like to use for wour subform or subreport?

Alphabetical Lisk of Praducks | Report -
Zakalog Report

Zatalog Subrepaort Fepart

Categories Report

ateqories subreport Report

Custamer Labels Repart

Employee Sales by Country | Report

Invioice Repork ;I
Zancel = Banh

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

SubReport Wizard |

Which Fields would you like toinclude on the subForm or subreport?

You can choose fields From more than one table and)or guery.

Tables|Queties

ITaI:uIe: Producks ;I

fvyailable Fields: Selected Fields:

ProducktID el B Froducthlame

ZakteqoryID
QuantityPernik
UnitPrice
InitsInStock
UnitsOnCrder
ReorderLevel

Zancel | < Back Mext = Einish

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

SubReport Wizard |

Wiould vwou like to define which fields link your main Form to this
subform wourself, or choose From the list below?

% Choose from a list, = Define my own,

Cancel | < Back Bext = I Einish |
Click Next.

Type Products subreport as the name of the subreport.
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Click Finish:

SubReport Wizard |

YWehat name would you like For your subform or subreport?

[Products subreport

Those are all the answers the wizard needs ko create your subform
ar subrepart,

[~ Display Help on working with subforms or subreports,

Zancel < Back Iext = Einish Q

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

|:||-|-1-|-2-|-3-|-4-|-5-
] # Report Header
L |Pro{I ict Nahle

# Page Header
& Detail

- |Pr|:uductName

EShange the Report Header,for the Products,subreport to,Products:

Right-click on the Products subreport label.
From the pop-up menu, select Cut.

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

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

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

e Select Report Wizard.

e Click OK.

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

Heport Wizard |
‘wihich Fields do wou wank on yaour report?
% v w;,,: Y¥ou can choose from more than one table or query,

Tables|Queries
|Ta|:|le: Categoties =]

fvailable Fields: Selected Fields:

CategoryID ategoryMame

Cancel | = Bach Bext = Einish

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

e Add the ProductName field.

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

¢ Add'the UnitPrice, Quantity, and Discount fields:

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



Access 2003 - Intermediate Level Workbook - Page 52

Report Wizard |

‘which fields do wou wank on your report?

% v m;w: | ‘ou can choose from more than one table or query,

Tables|Queries

|Ta|:|le: Crder Details ;l
Available Fields: Selected Fields:
OrderID Zaktegoryhlame

Description
w | ProductMame
nitPrice
| Cuankiby
= Discounk
s |

Cancel | = Bk Mext = Einish

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

Report Wizard |

Howe do wou wank b view wour
data?

Categaoryhame, Descripkion

. Productiame
by Producks

by Order Details

UnitPrice, Quantity, Discount

#| Show me maore information

Cancel Einish

e Click Next.

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

Lo wou wank to add any grouping

levels? Zateqoryhame, Description
Productiame
CategoryMarme -
UriitPrice Quantity

Ciscount

nitPrice, Discount

[+ [~ v

Pricrity

N

Grouping Qptions ... Cancel < Back | Mext = %| Einish

e Click Next. Select the UnitPrice field to sort, and click on the Ascending
button:

Report Wizard |

What sort order and summary information do you wank For detail records?

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

1 ILInitF‘riu:e -] @&
1 2 3 4

sescsaae] o] peaeocas | Botaen .
seaseae | st baeacn| e 2 - ,ﬁ,scendmg
A MMHMM O MEMNM OMMNNM MMHN
4 mxEn WEEE AREE EHEE

D EEK MMM MEMM EHEE
M Mo M| M

MHME MMMN MMHN HMNH 3 I 1rI ,ﬁ,scending |

B s ) s wamn

e

4 ommmn wemn| wemn| mEEn
T | mmam mmmm ExaEm

£ sz
+ o x
o el e

i
e

Cancel Einish

e Click Next. Leave the default settings:
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T

Hows would wou like o lay ouk wour report?

—  Orientation  —

i* Portrait

WIHK XHNH NHEH HHKK KIHX i Landscape

o~
o ' 2
P  outline 1
MHRRA ARAEE MR
r
[
[

W MR R Cutline 2

Bttt
R A
AR A R

Align Left 1

S Align Left 2

R A
HEEEE AN R
R

I Adjust the field width so all fields fit on
a page.

Cancel < Back | Mext = %l Einish

Click Next. Select the Corporate report style:

Report Wizard |

What style would wou like?

Baold
Casual

_ompack

‘Corporate

WHE HHKX a I
T orma

Soft Gray
Title

Label above Detail |

f R
Control from Detail Y

Mext > kl
Click Next.

Type Categories Sample for the report name.
Click Finish.

Close the report.

Close the Northwind database.
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Working with Report Snapshots

Open the Northwind database.

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

Click Reports in the Objects pane.

Click on the Categories and Products report.

From the main menu, select File > Export.

Locate your Access 2003 Intermediate Samples folder.

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

File name: ICategnries and Products j
Save as bypel |snapshot Format (*,snp) -
Microsoft Excel 97-2003 (*,xls) -

HTML Docurments *,html;*  hkm)
Texk Files (* buk;*. ooy * bab; ™. asc)
Rich Text Faormat (.t
=napshot Format (*,snp)
wML ¥ el

Name the file Categories and Products Snapshot.
Click Export.

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

Close the Northwind database.

Developing Data Access Pages

M Using the New Data Access Page Wizard

Open the Northwind database.

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

Select Pages in the Objects pane. Click thesNew button.

Select Page Wizard. Select Customers from the drop-down menu.
Click OK:
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Mew Data Access Page |

s 4t Design Yiew

+

>

o

: \ ExistinE Wb iaie

BukoPage: Columnar

This wizard autormatically
creates wour data access
page, based on the fields you
select,

Choose the table ar query where CL=fomErs j

the object's daka comes From;
ik [ I Cancel |

e Select all fields from the Available Fields list:

TablesQueries

|Ta|:u|e: Customers ;l

Available Fields:

Cormparnyhame
ContactMarne =
ConkackTite
Address
Ciky
Region -
PostalCode

L
A |

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

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



Access 2003 - Intermediate Level Workbook - Page 57

Pogevizand

Lo wou wank to add any grouping

levels? CompanyMame
CustormerID, ContackMarne,
ContactTitle, Address, Citv, Region,

Custarmer 10 - - PostalCode, Country, Phone, Fax,
CompantSlogan

ConkackTitle

Address i

ity

Region - |

PostalCode Prinrity

Counktry

Phone 5 |

Fax ;I

Grouping Qptions ... Cancel < Back Mext = Einish
e Click Next.

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

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

1 ICustDmerID j Ascending
z I j Ascending |
e Click Next.

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

What title do wou wankt For vour page?

Fustomers|

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

Do wou wank o open the page in Access, ar modify the
page's design?

f" Cpen the page.
" Modify the page's design.

[~ Do youwank ko apply a theme to your page?

[ Display Help on working with the page?

Cancel < Back [dExt = | Einish y\’\’sJ

This opens the Customers data access page in Design view.

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

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

Close the Customers data access page.

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

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

Close the Northwind database, then from the main menu, select File > New.
TheaNew File Task Pane appears.

Click'the Blankidata access page link on the New File Task Pane. This
opens the Select Data Source dialog box.

Double-click.+Cehnect to New Data Source:

Select Data Source

Lack in: I My Diata Sources j a -
£ . "
\_:} g +Mew 5oL Server Connection, ode
My Recent
Dacurnents

This opens the Data Connection Wizard dialog box.

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

Welcome to the Data Connection Wizard
This wizard will help wou conneck to a remoke data source.

\What kind of data saurce do wou wank ko conneck ba?

iotherfadvanced

[

Cancel | = Bach I hext = I Finish

o Click Next.

e Select the desired data Provider.

o Click Next.

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

Data Connection Wizard

Select Database and Table
Select the Database and Table/Cube which contains the data you want,

Select the database that contains the data wou want:
(Defaulk)

rms and reports, L

Orders Qry Underlving query For the Orders Form,
ma . . . - . -

| ' |

Cancel = Back

o
Finish L

o Click Next. Type Sample.odc as a name for the new Data Connection:
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Data Connection Wizard

Save Data Connection File and Finish

Enker a name and description for wour new Data Connection file, and press Finish ko
save,

File tame:;

Sample,ade

[ Save password in file
Descripkion:

Sample data connection definition,

Search Kewwords:

Cancel < Back Mext = Einish

e Click Finish.
¢ Close the data access page.

M Creating Stand-Alone Data Access Pages

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

Select Sample.odc.

Click Open.

This opens a blank Data Access Page:
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.ﬁ Pagel : Data Access Page N =]

el

Drag fields From the Field Lisk and drop them on the page,

4 | o

From the main menu, select View > Field List.
This opens the Field List task pane which displays a listing of available table
and query fields to add to the Data Access Page.

Double-click on Customers to expand the menu, and select the
CompanyName, ContactName, and ContactTitle fields from the Field
List pane.

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

Field List bl
3l %4 | £ Add To Py
& H:iMarthwindiMarthwind  rdb
E"E Tables
Zateqoties
E| Cuskomers

-] Related Tables
.. /CustomeriD

ComparyManme

ContactMame
-[5] Address

..... E Ciky

--[Z] Region
-[Z] PostalCode

This opens the Layout Wizard:
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Layout Wizard

e Select the Columnar layout.
e Click OK.
o Close the data access page without saving the changes.

SAMPLE
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Working with PivotTables and PivotCharts

Creating Pivot Tables and Pivot Charts

Using PivotTables and PivotCharts

Open the Northwind database.

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

Click Queries in the Objects pane.

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

From the main menu, select View > PivotTable View.

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

_E Lrop How Fields Her

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

E]rup Filter Fields Here ==

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

ﬁlrnp o0 Lrn T el Ve e

Drag and dropithe Qtr 1 field on the detail fields portian of the worksheet:

Bieoe Totals or Detail Figlds Here E==)

Click the Product Name drop-down menu.
Deselect the All check box.
Check the Alice Mutton, Chai, and Chang boxes:
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(Al ﬂ
[w] Alice Mutton

[JAniseed Syrup

[]Boston Crab Meat

[]Camembert Pierrok

[ Carnarvan Tigers

wChai

[w]Chang

[(JChartreuse verte -
4| i B
4

Click OK.

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

Check the ALFKI, BERGS, and BONAP boxes:

LAl -
W] ALFKI
[]AMATR

[ AMTON
[]ARCOUT
WBERGS
[JELALIS
[JELONP
[JBOLID

[W|BONAP |

(0] 4 I Cancel | 4

Click OK.
Save the changes.
From the main menu, select View > PivotChart View.

Drag and drop the Qtr 1, Qtr 2, Qtr 3, and Qtr 4 fields on the data fields
portion of the worksheet:
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Properties B

General I Border/Fill Tvpe |3D Yig I

|l Coluran
E Bar

|24 Line

| SmoathLine
3 Fie

o5 ®Y (Scakber)
®: Bubhle
‘ Area

@ Doughruk
i Radar

|5l Stock

i
i Polar

30 Calurnn

e Close the Properties dialog box.
e Save the changes.

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

SAMPLE
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Importing and Exporting

Linking to External Data Sources

Linking to Text Files

Open the Northwind database.

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

Click Tables in the Objects pane.

Click the New button.

Select Link Table.

Click OK:

Mew Table EE

Datashest Yiew
Design View
Table Wizard

ImEDrt Table

This wizard creates kables in the
current database that are linked
ko tables in an external file.

QF, Cancel

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

Locate your Access 2003 Intermediate Samples folder.

Select the Territories.txt file.

Click Link.

Click the Delimited optien button.

Click Next:
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BSl Link Text Wizard |

Your data appears to be in a 'Delimited Format, IF it isn't, choose the Format that more
correctly describes your data,

O Egelimited - Characters such as comma or kab separate each Field

" Fixed Width - Fields are aligned in columns with spaces between each Field

ple: data from File: H:AACCESS 2003 INTERMEDIATE SAMPLES\TERRITORIES. THT,
TerritoryIDOTerritoryDbescriptiondRegionID ﬂ
N15310Westhoro
0175300EBedford
Dilgss0Georgetow
N211e0Boston
0z 13590Cambridge

=

i

L
f
=

DDoENE

\_E

Advanced... Zancel = Banh Mext = Finish |
b

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

B Link Text Wizard

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

Choose the delimiter that separates your fields:

¥ Tah i~ Semicolon = Comma "~ Space i~ Other: I_

v EFirst Rowe Contains Field Mames Text Qualifier: I{nu:une}- - I

rritoryl Erritorghescriptiobh.
1581 esthoro =
1730 edford j
| 1533 E0Eet O

2116 o2ton
2139 srnbE idge

2184 raintrees
\ =]
R

4
.ﬁ.dgann:ed...l Zancel < Back I Mexk = I Einish |

Click Next.
Select the Territory ID column.
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From the Data Type drop-down menu, select Long Integer:

& Link Text Wizard K|

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

Field &ptions
Field Mame: |Territn:|r';.fID Data Twpe:  |Long Inkeger |
. Y
Indexed; |N|:| ;l [T Do nokim Currency
Single
Double
Drate Time
TerritoryID [TerritoryDescription Text
oano — , OLE Object
19425 Philadelphia
Memo 7

eward

A
.ﬁ.dganl:ed...l Zancel < Back I Mext = I Einish |

Click Next.

Name the linked table Territories.

Click Finish.

Click OK on the confirmation pop-up dialog box.

Linking to Microsoft Excel Spreadsheets

Click Tables in the Objects pane.

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

Select Link Table.

Cliek OK. Thisgepens thegkink dialogsbox:

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

Select the sales . Xls file.

Click Link.

ThiS opens the Link\Spreadsheet Wizard:
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ES Link 5preadsheet Wizard |

Your spreadsheet File contains more than one warksheet: or range. Which worksheet or range
would you like?

% Show Workshests ‘Quarter 1
- Quarter 2
Show Mamed Ranges Quarker 3
Quarker ¢

Sample data for worksheet 'Guarter 1,
omwputer Sales - Quarter 1 ﬂ
[January to March)

1[0 O Oy S O T ot
B

alesperson Desktop Wotebhooks Monitor
E1 =5 15 54
rank 157 117 [ =
hd
A 2
Zancel = Banh Mext = | Finish |

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

Linking to HTML Files

Click Tables in the Objects pane.

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

Select Link Table.

Click OK. This opens the Link dialog box.

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

Locate your Access 2003 Intermediate Samples folder.

Select the Chéltenham Courseware fAtm file:

Click Link.

This opens the Link HTML Wizard:
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ES Link HTML Wizard

Your HTML file contains more than one table or lisk, Which table or lisk would wou like?

% Show HTML Tables ‘Hame Page

™ show HTML Lists Home Pagel
Horme Page2
Horne Page3
Home Paged

Sample data from HTML table 'Home Page',

1 e
ECheck our low prices!hbout Cheltenhatn CoursewareView j

A 2
Advanced... | Zancel = Banh Mext = | Finish |

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

Linking to Other Access Databases

Click Tables in the Objects pane.

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

Select Link Table.

Click OK. This opens the Link dialog box.

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

Locate your Access 2003 Intermediate Samples folder.

Select the Data.mdb filex

Click Link. This opens the Link Tables dialog box:
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Link Tables B

Tahbles |

Cancel |
Seleck All |
Ceselect Al |

o Select the Expenses Report table.
e Click OK.
e Close the Northwind database.

Importing Data into Access

e Open the Northwind database.

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

e Click Tables in the Objects pane.

e Click the New button.

e Select Import Table:

Mew Table EE

Datashest Yiew
Design Yiew
Table Wizard

Impork Tah
Link. Table
This wizard imports kables and

jects from an nal file inka .
rrent dat

e Click OK.
¢ This opens the Import dialog box.

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

e Locate your Access 2003 Intermediate Samples folder.

e Select the EmployeeTerritories.txt file.

e Click Import.

e Click the Delimited option button.
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e Click Next:

BEE Import Text Wizard

I_I mployeelDOTerritoryID

e Click the Tab option button.

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

e Click the In a New Table option button:

SAMPLE
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B Import Text Wizard

You can store your data in a new table or in an existing table.,

Where would vou like ko skore wour daka?

o 1In & Mew Table

]|

™ In an Existing Table:

EmployeeID

TerritoryIDh

Des9Y
19713
01551
n1730o
D1333
Dz116

N

| |AJNNNN|—l|—I-

Advanced...

Zancel = Back I Mext = I Finish |

e Click Next.

e Accept the defaults and click Next:

EE Import Text Wizard

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

Choose the delimiter that separates your fields:

i~ Semicolon

]|

= Comma "~ Space i~ Other: I_

™ First Rowe Contains Field Mames Text Qualifier: I{nu:une}- - I

mployeseID
1
| 1

Degsy
19713
D1551
1750
n1533

S o

¥ A
TerritorvyID ﬂ

A

Adwanced. ., |

Zancel < Back I Mexk = %l Einish |

e Select the No primary key option button:
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B Import Text Wizard

=

HEE HHEE HER
HHE ARE AHE
HEE HHEE HER
HHE ARE AHE
HEE HHEE HER

Py Ld P o

|
Microsoft Access recommends that you define a primary key For
vour new Eable, A primary key is used to uniquely identify each
record in your table, Ik allows vou ko retrieve data more quickly,
" Let Access add primary key,
" Choose my own primary key., ;l

& Mo primary key,

EmployeelID [TerritoryID

nes9y
19713
n1581
oi7so
1333
Dz116

N

| |AJNNN[\.‘I|—l|—l

Advanced...

Zancel = Back I Mext = I Finish |

Click Next.

Name the new imported table EmployeeTerritories.

Click Finish:

ES Import Text Wizard
That's all the inFarmation the wizard needs to impark your daka,
Import ko Table:
mploveeTerritories
W like aWwizard tolamalyzeimy table after importi
data.
r Display Help after the wizard is Finished.
Advanced. .. | Cancel = Back [dEmwt = Einish kl

Click OK on the confirmation pop-up dialog box.
Close the Northwind database.
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Importing Data into Access

Importing from Excel Files

Open the Northwind database.

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

Click Tables in the Objects pane.

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

Click OK. This opens the Import dialog box.

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

Select the sales.xls file.

Click Import.

Click Finish to complete the wizard.

Click Yes on the warning dialog box.

Click OK on the confirmation pop-up dialog box.

Importing from Other Access Databases

Click Tables in the Objects pane.

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

Click OK. This opens the Import dialog box.

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

Locate your Access 2003 Intermediate Samples folder.
Select the Data.mdb file.

Click Import. This opens the Import Objects dialog box.
Click on the Tables tab;

Select the EXpenses Report objectto import.

Click OK:
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Import Objects E |

Tables |Queries I Faorms I Reports I Pages I Macros I Modules I

Cancel |
Select All |

Deselect Al |

Options ==

Close the Northwind database.

Exporting Data from Access

Exporting to Files

Open the Northwind database.

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

Select the Customers table to export.

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

From the Save as type drop-down menu, select Microsoft Excel 97-2003
(*.xls).

Locate your Access 2003 Intermediate Samples folder.

In the File name field, type Customers.xls.

Click Export.

EXporting to Access Databases

Select the Customers table to export.

From, the main menu, selectFile /= ExXport.gihistopens the Export Table To
dialog box.

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

Locate your Access 2003 Intermediate Samples folder.

Select the Data.mbd file.

Click Export. This opens the Export dialog box:
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¢ Click OK.
e Close the Northwind database.

SAMPLE
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Building Expressions

Using the Expression Builder

Using the Expression Builder in Queries
Open the Northwind database.

In the displayed Main Switchboard dialog box, click on the Display

Database Window button.
Click Queries in the Objects pane.

Open the UnitPrice * 10 query in Design view.

Click in a blank field on the query grid.

Click the Build button on the Query Design toolbar:

&
L]
nun

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

Click Built-1n Functions.

Click Text.

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

Expression Builder [ 2]

Left {«stringexprs, «ns)

TT *|ﬂ=:=-<:::>| and  Or Mok Likﬂl i }l

Lndo |

Cancel

Help |

53 UnitPrice * 10

(3] Tables

3] Queries

(3] Forms

. 3] Reports
(=1 Functions
[ BiLilt-In Funcions
(3 Morthwind

Replace «stringexpr» with [ProductName].
Replace «n> with 1:

Y

[Damain Aggregate ﬂ GUIDFramSkring ;I
Errar Handling

Program Flow
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Exprezzion Builder EH
Left{[ProductMame], 13
Cancel
ndo |
+ -4 *|a]=> <o and or ot ke| (3] paste | Hep |
3 UrnitPrice * 10 a | [Domain Agaregate o | |GUIDFromString |
(3] Tables Errar Halndling Instr
} Financial InStrRey
(1 Queries General LCase
(#] Forms Inpuk2ukput LCase
(#] Reports Inspection
(=1 Functions Math Lefts
(B, Eilk-In Funckions Messages LE'-!
- Program Flow LTrim
(7 Morthwind - LTrim
1] | » Mid =]
Left{charcode
{ ) o
e Click OK.

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

Field: |Rolode:: Left{[Producthame], 13
Table:
Sork: | Ascending
Shiow:
Criteria:

ar.

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

Using the Expression Builder in Forms

e Click Forms ingthe Objeets pane.

s Openthe Categories farm in Design view.
e, Double-click on any control in the/form.

o Clickithe Data tab.

o Click'the gllipses next ta the ‘Control Source field:

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



Access 2003 - Intermediate

Level Workbook - Page 80

E" Text Box: Textl

ITextl

=
Format  Data |Event I Other I &l I

Conkrol Source
Input Mask,
Default Yalue

Enabled . ... ........... Ves

Llocked . ......... .. ... Mo

Filker Lookup . o000 v v uy Database Defaulk
SmarkTags . .00

e This opens the Expression Builder.
¢ Build an expression using an item from the field list. Experiment!:
Expression Builder EE3
[Products] * 10
Cancel
IInda |
+ -4 |8 ==<<s| and or mot tke| (3] Paste | Hep |
BT
(% Tables =Field List = AfterDelConfirm
. Label4 AfterFinalfender
(£ Queries Text3 AfterInsert
(#] Farms Dietail AfterLayaut
(3 Reports AfterRender
(3] Functions ﬁ-ﬁteruggate
Allawadditions
Constant
g onstants AllowDatasheetYiew
Dperators _ allowDeletions
(3 Common Expressians AlawDesignhange |
A
o' Click OK.
» Notice the format of the Control Source expression:
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E" Text Box: Text3

|Te><t3 j

Format  Data |Event I Other I &l I

Conkrol Source ... = [Products] * 10 * |eee]
Input Mask . o000
Default value . .00y

Enabled . ... ........... Ves

Llocked . ......... .. ... Mo

Filker Lookup . o000 v v uy Database Defaulk
SmarkTags . .00

e View the form to see the results.
o Close the form without saving the changes.

Using the Expression Builder in Reports

¢ Click Reports in the Objects pane.

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

e Click the Data tab.

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

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

o View the report to see the results.

o Close the report without saving the changes.

e Close the Northwind database.

Using Common Built-in Functions

Using Date/Time Functions
¢ Open the Northwind database.

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

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

ﬂ [i-:.; Texk Box | [E]

N O

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

# Pange Fooker

|DmE |Llnt:u:|und |

o Double-click on the unbound portion of the DATE control.
e Click the Data tab.
o Click the ellipses next to the Control Source field:

E" Text Box: Texts

|Text5 j

Format ~ Data |Event | Other | All |

Control Source L. | - [!
Input Mask . ..o 00 o oo as

Running Sum . o v oo o0 Mo

SmartTags . ..o 00

Double-click Functions.
Click Built-In Functions.
Click Date/Time.

SAMPLE
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E xpression Builder [ 2]
ke )
Cancel

+ -0 8] == <<z| and or mot ke| ()] Paste | Hep |

[#] Categories and Produ | [ <al= a | |CDate "
[¥] Tables Arrays CDatke
: Conversion
(1 Queries Dakabase Dates
(¥ Forms Dakel Time Dateddd
(¥ Reports DDEJOLE DiateDiff
=] Functions Damain Aggregate DatePart
T prry— rror Handling ateSerial
(B ELilk-In Funickions Error Handii DateSerial
- Financial Datevalue
(23 Morthwind Sample General Day
4| | 4 InputfCukput ;I Hiour LI
Date!
0 4
Click OK.

Close the dialog box.
Save the changes to the Categories and Products report.
Close the report.

Using Financial Functions

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

Toolbox »

M EMEE = (g
ﬁ "'éTextEh:ux@
N O R
—

Add 'a Text Box control to'the Page Header section of the report.
Double-click on the control.
Clicki the Data tab.

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

From the field list, select Functions > Built-In Functions > Financial.
Scroll through the list of Financial functions. Try using the various
functions. Experiment!

Click OK.

Close the report without saving any changes.

Close the Northwind database and exit Access 2003.
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