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Lesson Two: Create and Modify Tables

1. Go to the Create tab, then click on the Applications Parts drop-down list from
the Templates Group. Go to Quick Parts and choose Contacts.

[+ ] [g Databased : Database- C:\Users\Shawn Myers\Documents\Databased.accdb (Access 2007 - 2016 file format) - Access

File Home Create External Data Database Tools Help Table Fields Table £ Tell me what you want to do

[ E Eﬂ_ m ?/J @I ?‘I@ El 7 Farm Wizard 4@ D [ Report Wizard Q £ Module

& Navigation ~ B Class
Application| ~ Table Table SharePoint — Query Query  Form Form  Blank & Navigation Report Repart Blank [y 1 Macro 168 Class Module
Parts Design  Lists~ Wizard Design Design Form  [5] More Forms ~ Design Report = g ] Visual Basic

Blank Forms ries Forms Reports

AL - |
= E £ = - [Clickto Add -
4

1 Right 1Top 2 Right 2Top W)

Macros & Code

n]
ull

Details Dizlog List Media

Msgbox Tabs

Quick Start

a BE EH &
Comments  Contacts ssucs Tasks
Users

2. You will be prompted to close any tabs that are open; Click yes, then click
Enable Content.

You will see that a table was created along with other Objects you might want to

include in the database. Click on each Object to see what it looks like, then delete
whatever it is that you don't need.

File Home Create External Data Database Tools Help 2 Tell me what you want to do
E— = @ Form Wizard + D . Q ga.‘ Maodule
= > BN Report Wizard '
HE D BE OE0Em- e
Application Table Table SharePoint = Query Query Form  Blank avigation Report  Blank Macrg (@8 11355 Module
Parts ~ Design  Lists~ Wizard Design Design  Form More Forms ~ Design Report 0] Visual Basic
Templates Tables Queries Forms

Reports Macros & Code

All Access Obj... 82 «

Tables E3
EH contacts
Queries

B ContactsExtended
Forms

§| ContactDetails
B contactds

E ContactList
Reports

@ ContactAddressBook
B contactiist

@ contactPhoneBook

I abel
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3. Let’s say that we don't need to include any Reports. You can click on the first

Report, hold down the Shift key, click on the last report, and then press the
Delete key.

File Home Create External Data Database Tools  Help 2 Tell me what you want to do
@ =] E @ ?Igl ’i:"@ I FormW\zard J@ D £7 Report Wizard Q £ Module

Application | Table Table SharePoint  Query Query Form  Blank o Navigation Report Blank Macro 08 Class Module

Parts v Design  Lists ~ Wizard Design Design Form  [E5] More Forms ~ Design Report ] Visual Basic

Templates Tables Queries Forms Reports Macros & Code
All Access Obje... @ « [ contact Detais |
S:r;t;;;s x Contact Details Save & New . Save & Close

B contads
Queries %

BF ContactsExtended First Name Last Name
Forms P

E=] ContactDetails

B contacs i ]

Bl contadiist
Reports .
I8 ContactaddressBaok me Web Page
[d contactist
i@ contactPhoneBook Business Phone Fax
il Label

Home Phone bile Phone
State/Province ZIP/Postal Code Country/Region

Importing Excel Files

1. Open up a blank database. click on External Data, New Data Source, from file,
Excel.

Database10: Database- C:\Users\Shawn Myers\Documents\Database10.accdb (Access 2007 - 2016 file format) - Access

File Home Create External Data Database Tools Help Table Fields  Table £ Tell me what you want to do

—@ [ Saved Imports E"_) (@;‘ @ E‘_} % @E B Access

E'} Linked Table Manager

=
New Data Saved Dataverse Excel Text PDOF  Email Gm Word Merge
Exports File  or XPS ﬁl\ﬂorev
Export
A D From File > @Egcel
id -
Se

|:|[5£] From Database > @ HTML Document

=] | o

[% From Online Services * ,;z XML File

[EL From Other Sources > @ Text File
[
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2. You will then be prompted to locate the file that you want to import. Click on the
Browse button and double-click on the file. Click OK and then you see the
worksheets that are on the file. Let’s start with the first one, which is Employees.

File Home Create External Data Database Tools Help Table Fields Table £ Tell me what you want to do

??I [ Saved Imports F’ (@) @ EL &‘ @‘Jz] I8 Access

[E2 Linked Table Manager POF  Email O3 Word Merge

New Data Saved Dataverse Excel Text
Source v Exports File  orXPS S More ~
Import & Link Export
H ® Table1 -2| Import Spreadsheet Wizard X

All Access Obje... © « |~ Table | &l import pr zar |
= 0 D - Click to Add ~
‘T;l;,es i (New) Your spreadsheet file contains more than one worksheet or hich worksheet or range would you like?

B Tablet

(® Show Worksheets

(O Show Named Ranges Clients

Donors

Sample data for worksheet ‘Employees’.

1 [Last Name [First Name [Company Name ddress County
|2 [renere rt Chemel, James L Cpa 8 W Cerritos Ave #54 ridgepor
|3 Marrier Kris King, Christopher A Esg 28 Runamuck P1 #2808 altimore

A

3. Click Next, and let’s check off where it says, “First Row Contains Column
Headings”. You will then be given the option to make any changes to the Field

Headings.

External Data Database Tools Help  Table Fields  Table £ Tell me what you want to do
72X =] [ B Access

s @ EESE
M 5 ® =l & b B
N9E Soved Dataverse Excel Text  PDF  Email o0 vord Merge

Exports File  orXpS I More ~

Export
—

® « Tablel < &l Import Spreadsheet Wizard X

7 ID - |clickto Add ~
~ |F (New) Microsaft Access can use your column headin r table. Does the first
rom specified contain column headinge?

%ysﬂluw Conitains Collmn Headngs

4. Let’s keep the current settings and click “Next”. You will then be asked about
creating a Primary Key, which is something that uniquely identifies each record
in the Table. For this database, let us use a Primary Key that will be created for
us, because each record will be uniguely identified by a number. Click “Next”.

Database Tools Help  Table Fields  Table £ Tell me what you want to do

@ @ E B; 0] Baces

&H
Dataverse Excel Text PDF  Email 3 WordMerge

s File  orXPS B8 More v
Export

=] Import Spreadsheet Wizard
) ~ Clickto Add -
(New)

Microsoft Access recommends that you define y for your new table. A primary key is used to
uniquely identify each record in your table, trieve data more quicky.

@t Access add primary key. )

(O Choose my own primary key.
(ONo primary key.

Coun
Brid| A
Balt
ulp

First Name [Company Name address
prt Ch 2

ris
Minna
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For this database, we don’t need to save the steps so click on “Close”.

5. Double click on “Employees” to open the Table; and you'll see all the entries.
Right now, the Tables is in what is called Datasheet View.

File Home Create External Data Database Tools Help Table Fields Table L Tell me what you want to do

[f\ 2 Saved Imports F ® mﬁ E F@ﬂ @ljz 8 Access

[EZ Linked Table Manager o 3 Word Merge

New Data Saved Dataverse Excel Text PDF  Email
Source ¥ Exports File  orXPS B8 More ~
Import & Link Export
All Access Obje... @ « [ rovier X [ employess
——s D + lastName - FirstName - CompanyN:- Address - County -~ City - State - ZipCode - HomePhont~ CellPhone - Email Addre - Website - (
7;&5 Venere Art Chemel, James 8 W Cerritos A\ Bridgeport Gloucester N 08014 856-636-8749 856-264-4130 art@venere.or http://www.ck
2 Marrier Kris King, Christopt 228 Runamuck Baltimore Baltimore City MD 21224 410-655-8723  410-804-4694  kris@gmail.cor http://www.ki
? Emplepees 3 Amigon Minna Dorl, James J E: 2371 Jerrold A Kulpsville Montgomery PA 19443 215-874-1229  215-422-8694  minna_amigon http://www.dc
B3 Tabier 4 Nicka Bette SportEnArt  6533rd St Aston Delaware PA 19014 610-545-3615 610-492-4643  bette_nicka@c http://www.sg
5 Slusarski Alisha Wtlz Power 10 3273 State St Middlesex

Middlesex NJ 08846 732-658-3154  732-635-3453  alisha@slusars http:, WW.W

6. When you go to the Home tab, and then click on “View”, you will see another
option called Design View.

File Home  Create External Data  Database Tools Help  Table Fields  Table £ Tell me what you want to do
@ ‘? 21 Ascending i Selection ~ D] B New > Totals /C) & Replace e =
[r Paste (3 copy Fiter &4 Descending 9 Advanced ~ Reﬁ';;; [0 Save 3¢ Spelling Fing > GoTov - a.===@.|m
= i All~ ~ B More~ [ Select ~ e ="1===
Unda Sort & Filter Records Find Text Formatting [}
All Acct @ Datasheet Vi Employees %
= Last Name - | FirstName - |CompanyN: - | Address ~| County - City - State - | ZipCode - Home Phont~ | CellPhone - |En
Tables @ Design View Venere Art Chemel, James 8 W Cerritos Av Bridgeport Gloucester NJ 08014 856-636-8749 856-264-4130  ar
B empiofes 2 Marrier Kris King, Christopt 228 Runamuck Baltimore Baltimore City MD 21224 410-655-8723  410-304-4694  kri
3/ Amigon Minna Dorl, James J E: 2371 Jerrold Av Kulpsville Montgomery PA 19443 215-874-1229 | 215-422-8694 mi
& Tabler ‘ 4 Nicka Bette SportEnArt 6533rdSt  Aston Delaware PA 19014 610-545-3615 6104924643 be

This allows you to add more Fields and control the way the records are formatted by
assigning was called a Data Type.

7. Click on the Data Type next to the phone number. Each Data Type can be
customized using options under what is called “Field Properties”

All Access Obje... @ « | = rabter X [ Employees

— Jo Field Name Data Type
—— Ll AutoNumber
Tables A Last Name Short Text
=] Employees | |First Name Short Text
=8 Tablel Company Name Short Text
Address Short Text
County Short Text
City Short Text
State Short Text
Zip Code Short Text
Home Phone Short Text v
Cell Phone Short Text
Email Address Short Text
Website Short Text
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8. We can then click on what is called an Input Mask, which allows you to apply a
format every time a record is entered into the database under that Field. We
can click on the ellipsis next to the Input Mask and you will see a phone number
input mask. Click Finish.

General Lookup

Field Size
Format 2
Input Mask =
All Access Obje... @ « | £ ebien =mplayses
—— §o. Field Name Data Type
‘T !;l ¥ lio AutoNumber
ables 2
Last Name Short Text
" Input Mask Wizard
3 employees First Name Short Text 3
B3 Tabler Company Name Short Text Which input mask matches how you want data to look?
Address Short Text
Count: Short Text
Y To see how a selected mask works, use the Try It box.
City Short Text
State Short Text To change the Input Mask list, dick the Edit List button.
Zip Code Short Text Input Mask: Data Look:
Home Phone Short Text v ) o 2 A‘
Sodal Security Number 831-86-7180
Cell?hone Short Text Zp Code i |
Email Address Short Text Extension 63215
Website Short Text Password I
Long Time 1:12:00 PM v
Trylt: |
Edit List Cancel Einish

Lesson 3: Create Queries and Export Files to Excel

1. Go to the Client Table, then click on the Create tab and choose Query Wizard
from the Queries Group. Choose Simple Query.

File Home Create External Data Database Tools Help Table Fields Table £ Tell me what you want to do
B BE EEOE™ [ ] ] Gm | ] A
N N ; . -
Application | Table Table SharePoint = Query Query ~ Form Form Blank L Navigation Report Report Blank a1 11 Macro (68 Class Module
Parts ¥ Design  Lists Wizard Design Design Form  [E§ More Forms + Design Report = ] Visual Basic
Templates Tables Queries Forms Reports Macros & Code
All Access Obje... © « |~ Clents X S _ — : — —
— o LastName ~ FirstName - Address ~ City - State »| ZipCode -~ County - Home Phont ~ Cell Phone - Email Addre
e = Minna 2371 Jerrold Av Kulpsville  PA 19443 Montgomery  215- 215-422-8694 minna_amig
BN Gierd - Berganza Heike 3 Railway Ave { Little Falls NJ 07424 Passaic 97 3-822-8827 heike@gma
i
- i Brideau Junita 6 S Broadway S Cedar Grove  NJ 07009 Essex 19 -582-5469 _ jbrideau@a
& oonors Caiafa Ronny 73 Southern Bl Philadelphia PA 19103 | New Query ?
B employee Canlas Erinn 13$ Hacienda [ Livingston NJ 07039 R O =
Chui Ezekiel 2 Cedar Ave #8 Easton MD 21601 ‘ mm;\?mrd
Corbley Candida 406 Main St Somerville NJ 08876 Find Duplicates Query Wizard
| ek
Cousey Sylvia 287 Youngstow Hampstead MD 21074 ‘ i Unmaidied Query Wizard
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2. From the Query Wizard dialog box, choose First Name, Last Name and e-mail
address.

D « Clients

Last Name -~

All Access Obje...

— o) FirstName - Address ~ City - State ~ ZipCode -~ County ~ Home Phont » Cell Phone - Email Addr¢
im“ < Amigon Minna 2371 Jerrold Av Kulpsville  PA e
T cients Berganza Heike 3 Railway Ave 1 Little Falls NJ STy Wio
3 vonors Brideau Junita 6S Broadway S Cedar Grove  NJ Which flelds do you want in your query?
Caiafa Ronny 73 Southern Bl Philadelphia PA
B3 Employee Canlas Erinn 13 S Hacienda [ Livingston NJ You can choose from more than one table or query.
Chui Ezekiel 2 Cedar Ave #8 Easton ™MD
Corbley Candida 406 Main St Somerville NJ Tables/Queries
Cousey Sylvia 287 Youngstow Hampstead ~ MD Table: Clients
Coyier Detra 96950 Hidden L Aberdeen MD
Crupi Delisa 47565 W Grand Newark NJ Avatable Fields:
Emard Franklyn 4379 Highway 1 Philadelphia PA Address
Ennaco Teri 99 Tank Farm R Hazleton PA ?gm
Eroman llene 2853 S Central | Glen Burnie  MD Zip Code
| tranracean  Ralland 9796 Charent A Datarcan N1 | County

3. Click Next and rename the Query, “Client Emails”; then click Finish.

® « Clients

All Access Obje...

= el LastName - FirstName - Address -~ City - State + ZipCode ~ County -~ HomePhont~ CellPhone - Email Addre ~
"hb.es . Amigon Minna 2371 Jerrold Av Kulpsville  PA Sm———
I Berganza Heike 3 Railway Ave i Little Falls NJ FTIEC LRICTY W
Brideau Junita 6 S Broadway S Cedar Grove NJ What title do you wany
= oonors Caiafa Ronny 73 Southern Bl Philadelphia PA
Client Emails
B employee Canlas Erinn 13 S Hacienda [ Livingston NJ
Chui Ezekiel 2 Cedar Ave #8 Easton MD
Corbley Candida 406 Main St Somerville NJ ['}
Cousey Sylvia 287 Youngstow Hampstead MD That's al the information the wizard needs to create your
Coyier Detra 96950 Hidden L Aberdeen ™MD query.
Crupi Delisa 47565 W Grand Newark NJ Do you want to open the query or modify the query's design?
Emard Franklyn 4379 Highway 1 Philadelphia PA
Ennaco Teri 99 Tank Farm R Hazleton PA © Qpen the query to view information.
Eroman llene 2853 S Central | Glen Burnie  MD (O Modify the query design.
| | Francescon Rolland 2726 Charcot A Paterson NJ AN . |

Let’s expand the column so it is easier to see. Save it, then close all the tabs.

4. Click on the Client Table, then click on Design View.

File Home Create External Data Database Tools Help Table Fields Table £ Tell me what you want to do
@ A Cut ? 'Z‘l Ascending ’;]_? Selection v 3 ’E,\ New Z Totals '}'; Replace Calibri Jn
View [® copy Filter Z | Descending & Advanced v Reﬁ;’s,;‘ IS Save 3¢ Spelling Find —> GoTo~ 8 1 Ul ¢
= Allv X Delete ~ EHMore~ [% Select~ B N
Undo 5] Sort & Filter Records Find Text Fol
A“ ACC( Datasheet View vl
= v FirstName - Address -~ City - State v ZipCode =~ County ~ HomePhon¢~ | Cell Phone -
Tables Ig] Qeﬁwvm Minna 2371 Jerrold Av Kulpsville PA 19443 Montgomery 215-874-1229 215-422-8694
o - Heike 3 Railway Ave/1 Little Falls NJ 07424 Passaic 973-936-5095 973-822-8827
- Junita 6 S Broadway S Cedar Grove  NJ 07009 Essex 973-943-3423 973-582-5469
BB oonors Caiafa Ronny 73 Southern Bl Philadelphia  PA 19103 Philadelphia  215-605-7570  215-511-3531
B Employee Canlas Erinn 13 S Hacienda [ Livingston NJ 07039 Essex 973-767-3008 973-563-9502
Queries 2 Chui Ezekiel 2 Cedar Ave #8 Easton MD 21601 Talbot 410-669-1642 410-235-8738
B Client Emails Corbley Candida 406 Main St Somerville NJ 08876 Somerset 908-275-8357 908-943-6103

MIS 220
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5. In Data Type, use the down arrow to change it to Hyperlink. Then right-click on
the Clients tab and save it; then close it.

All Access Obje... © « ’i‘“! Clients X |

Field Name

e S B | Last Name

S A \ First Naj;e

= clients | | Address

j Donors ; City

j Employee ‘ State

Queries A : Zip Code

@ Client Emails | vl

Home Phone
" Cell Phone

Email Address

Social Security Number
DOB

Notes

Exporting data to Excel

Data Type
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
v
Number
Date/Time
Long Text

6. Double-click on the client mailing address Query, click on the External Data tab,

and choose Excel under Export.

Create

2 Saved Imports
/¢

[E'; Linked Table Manager

File Home External Data Database Tools Help

£ Tell me what you want to do

5 @ BEOE %

p
PDF  Email OT Word Merge

New Data Saved Dataverse Excel Text
Source ¥ Exports D? File orXPS ﬁ More v
Import & Link Export

@ « | TR Client Mailing Address ‘

All Access Obje...

Search..

/O First Name - LastName -~

Tables 2 Aiigon
B ceds Hen?(e Be_rganza
B Junita Brideau
B3 Donors Ronny Caiafa
&3 Employee Erinn Canlas
Queries Ezekiel Chui
= Client Emails Candida Corbley
“F Client Mailing Address Sylvia Cousey
Detra Coyier

MIS 220

Address - City
2371 Jerrold Av Kulpsville
3 Railway Ave/ Little Falls
6 S Broadway S Cedar Grove
73 Southern Bl Philadelphia
13 S Hacienda [ Livingston
2 Cedar Ave #8 Easton
406 Main St
287 Youngstow Hampstead
96950 Hidden L Aberdeen

Somerville

Database Design using Access

PA
NJ
NJ
PA
NJ
MD
NJ
MD
MD

Zip Code ~
19443
07424
07009
19103
07039
21601
08876
21074
21001
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7. Under “Specify the file name and format”, choose a location for where you want
the file to be exported to. In this example, the file location is already selected.
Under “Specify export options”, check off the “Export data with formatting and
layout” and the second option that opens up the file after it has been exported;
click OK.

6 S Broadway S Cedar G
73 Southern BI' Philadel
13 S Hacienda [ Livingstq
2 Cedar Ave #8 Easton

406 Main St Somervi
287 Youngstow Hampste
96950 Hidden L Aberded
47565 W Grand Newark
4379 Highway 1 Philadel
99 Tank Farm R Hazletor]
2853 S Central | Glen Bur]
2726 Charcot A" Patersor]|
506 S Hacienda Atlantic

4 Ralph Ct Dunelle
383 Gundermal Coatesv
92 Main St Atlantic

8573 Lincoln Bl York

7563 Cornwall | Denver
60480 Old Us H Preston
14302 Pennsyh Hunting

5 Green Pond F Southani
7R Rrankc Qt #Q Flaminod

Export - Excel Spreadsheet

Select the destination for the data you want to export

Specify the destination file name and format.

File name:

File format:

Specify export options.

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types such

as OLE Object.

Search for “Import” in Microsoft Access Help for more |

Export data with formatting and layout.
Select this option to preserve most formattin

Excel Workbook (*.xlsx)

C:\Users\Shawn Myers\Documents\Client Mailing Address.xlsx

{Open the d

file after the export op

Select this option to view the results of the export operation. This option is available only when you export formatted data.

Lesson 4: Create a Form

nformation when exporting a table, query, form, or report.

Browse...

1. Double-click on the Employee Table. Click on the Create tab and go to the Form

Wizard.

a E

File Home Create

External Data

Database Tools

Help

Table Fields  Table 54

ﬁ ﬁ F‘ ﬁ E f‘ E [ Form Wizard

Application ~ Table Table
Parts v Design
Templates Tables

All Access Obje...

MIS 220

SharePoint
Lists ~

Query Query
Wizard Design

Queries

D « Employee

Form

form Blank [ Navigation ©
Design Form  [E§ More Forms ~

Forms

want to do

| {4 Report Wizard

oot Blank ey
Design Report e

Reports

Database Design using Access

& Module
[ Class Module
] Visual Basic

Macros & Code

Macro
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2. Click on the two arrows to select all the Fields, then click Next.

o
File Home Create External Data Database Tools Help Table Fields Table £ Tell me what you want to do
@ @ m @ @] ?},&] E P Form Wizard ‘f@ D g Report Wizard ‘l: Module
Application Table Table SharePoint = Query Query Form Form Blank B Navigation - Report Report Blank Labels Macro [h;.‘ Class Module
Parts v Design  Lists v Wizard Design Design Form More Forms + Design Report @] Visual Basic
Templates Tables Queries Forms Reports Macros & Code
All Access Obje... @ « | Employee X
= jol D + LastName - FirstName - CompanyN:¢~ Address - County - City State + ZipCode -~ HomePhont~ C
Tabl & 1 Venere Art Chemel, James 8 W Cerritos Ay . 3]
e % Form Wizard
B Clients 2 Marrier Kris King, Christopt 228 Runamuck 1
= vonors 3 Av\:gon Minna Dorl, James J E: 2371 Jerrold Av = | Which fields do you want on your form? 21
4 Nicka Bette SportEnArt  6533rd St g ; . 1
3 employee 5 Slusarski Alisha Wtlz Power 10: 3273 State St =l P - You can choose from more than one table or query. 3
6 Chui Ezekiel Sider, Donald ( 2CedarAve #8 | | = | 1
7 Stenseth Ernie Knwz Newsrad 45 E Liberty St 20
8 Glick Albina Giampetro, An' 4 Ralph Ct 7] £
9 Malet Blair Bollinger Mach 209 Decker Dr 1
10 Mastella Marjory Vicon Corporat 71 San Mateo A feechd phln 1
11 Klonowski Karl Rossi, Michael 76 Brooks St #9 County 0
12 Monarrez Amber Branford Wire 14288 Foster A g:m il
13 Juhas Deeanna Healy, George 14302 Pennsyl h Zip Code 1
14 Vanausdal Jamal Hubbard, Bruce 53075 Sw 152n¢ < g:’.";:::‘ 3
15 Morocco Elly Killion Industri 7 W 32nd St << | |Emai Address 1
16 Reitler Laurel QAService  6Kains Ave | 1
17 Crupi Delisa Wood & Whita 47565 W Grand 7
18 Papasergi Rory Bailey Cntl Co | 83 County Roac Cancel Next > Einish z
19 Haroldson Cheryl New York Life | 92 Main St
3. Keep the first layout option, then click Finish.
a E
File Home Create External Data Database Tools Help Table Fields Table £ Tell me what you want to do
@ = m @ E Ei,g] E BB Form Wizard -@ D [ Report Wizard & Module
Application Table Table SharePoint  Query Query Form Form Blank B Navigation ~ Report Report Blank Ltk Macro @8 Class Module
Parts ~ Design  Lists v Wizard Design Design Form More Forms Design Report ) Visual Basic
Templates Tables Queries Forms Reports Macros & Code
All Access Obje... © « |~ Employee
ey ol D ~ LastName - FirstName - CompanyN:~ Address - County ~ City State + ZipCode - HomePhont~ Ce
e - i 1 Venere Art Chemel, James 8 W Cerritos Ay S 356
= clents 2 Marrier Kris King, Christopl 228 Runamuck || "o ¥izar 10
3 Amigon Minna Dorl, James J E: 2371 Jerrold Av What layout would you like for your form? 15
& oonors 4 Nicka Bette SportEnArt 65 33rd St EE R - 10
3 Eemployee 5 Slusarski Alisha Wtlz Power 10: 3273 State St 32
6 Chui Ezekiel Sider, Donald € 2 Cedar Ave #8 10
7 Stenseth Ernie Knwz Newsrad 45 E Liberty St O Tabuiar i 201
8 Glick Albina Giampetro, An 4 Ralph Ct Oiamt 132
9 Malet Blair Bollinger Mach 209 Decker Dr 15
10 Mastella Marjory Vicon Corporat 71 San Mateo 2 - O dustfied 10
11 Klonowski Karl Rossi, Michael 76 Brooks St #9 908
12 Monarrez Amber Branford Wire 14288 Foster A §15
13 Juhas Deeanna Healy, George ' 14302 Pennsyh 15
14 Vanausdal Jamal Hubbard, Bruce 53075 Sw 152n¢ 132
15 Morocco Elly Killion Industri 7W 32nd St 14
16 Reitler Laurel QA Service  6Kains Ave 10
17 Crupi Delisa Wood & Whita 47565 W Grand h 73
18 Papasergi Rory Bailey Cntl Co [ 83 County Roac Cancel <Back Einish 70

19 Haroldson

MIS 220
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4. Another way to create a Form is to click on the Table and then choose one of
the templates. Go to More Forms and click on “Split Form”

3 Lesson 4 File : Database- C:\Users\Shawn Myers\Downloads\Lesson 4 File.accdb (Access 2007 - 2016 file format) - Access

File Home Create External Data Database Tools Help Table Fields Table £ Tell me what you want to do

S\ m ﬁ F{\ @ @ E 7 Form Wizard . @ D mRepoanard Q &5 Module

- @l
Application Table Table SharePoint Query Query Form Form Blank Navigation Report Report Blank .Labels Macro F Class Modle

Parts v Design  Lists ¥ Wizard Design Design Form | MO,EFO,mSV[ Design Report ;:_]VISUB| Basic
Templates

Tables Queries Form: Reports Macros & Code
All Access Obje... © « | = Employee > Watplerose
— o D + LastName - First Name ess - County ~ City - State ~ ZipCode -~
7}3;,;5 2 Venere Art E Datasheet \ Bridgeport  Gloucester  NJ 08014
B Client = 2 Marrier Kris altimore Baltimore City MD 21224
Liients
: 3 Amigon Minna . ulpsville Montgomery PA 19443
B3 Donors Split Form
ailds 4 Nicka Bette ston Delaware PA 19014
=] employee 5 Slusarski Alisha Middlesex Middlesex NJ 08846
6 Chui Ezekiel E Modal Dialog r Ave #8 Easton Talbot MD 21601
7 Stenseth Ernie e rvewaruw o e wd@rty St Ridgefield Park Bergen NJ 07660

5. You can see that this template creates a form that shows you one record at a
time; and also shows the entire table. When you click on each record, it is

displayed in the form. Right-click on the Form icon, and then click Save. Name
the form “Enter Employee Data”

@ [ Leson 4 File: Database- C:\Users\Shawn Myers\Downloads\ Lesson 4 File.accdb (Access 2007 - 2016 file format) - Access

File  Home Create ExternalData Database Tools Help Form Layout Design Arrange  Format £ Tell me what you want to do

.:] _] I colors ~ % =l Ag @ E [—E & l_ Z}q l:l

(o=

View  Themes Add Existing Property
Al Fonts ~ =
& (2] Fon ° Fields  Sheet
Views Themes Header / Footer Tools
All Access Obje... © « | emwioree X [ emipg g
Searc? e, ] [mplm [ Close
Tables 2
23 Clients
IC Delaware
53 Donors
T employee
PA
First Name Marjory Zip Code 19087
Company Name | Vicon Corporation Home Phone 610-814-5533
71 San Mateo Ave Cell Phone 610-373-7125
County Wayne Email Addre mmastella@mastella.com
http://www.viconcorporation.com
[[+] - lastName - | FirstName - CompanyN:i - Address - County - City - State -« ZpCode - HomePhoni - CellPhone -«
1 Venere Art Chemel, Jame: 8 W Cerritos A\ Bridgeport Gloucester NJ 08014 856-636-8749 856-264-2130
2 Marrier Kris King, Christopl 228 Runamuck Baltimore Baltimore City MD 21224 410-655-8723  410-804-4694
3 Amigon Minna Dorl, James J E: 2371 Jerrold Av Kulpsville Montgomery PA 19443 215-874-1229 215-422-8694
4 Nicka Bette SportEn Art 6533rd St Aston Delaware Pa 19014 610-545-3615 610-492-4643
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6. Let’s look at another way to create a new Form. Double-click on the clients Tab,
and from the view down arrow choose Design View.

[+ ] [ Lesson 4 File: Database- C:\Users\Shawn Myers\Downlosds\Lesson 4 File.accdb (Access 2007

2016 file format) - Access

Fle Home Create ExternalData Database Tools Help Table Fields Table

[tj % Cut R 4| Ascending 7 Selection = ) Replace
BN e U 3 z -
View (B Copy Filter A 1 Ad 4 Fag, 1 A B =
- All~ X Delete ~ FEHMorev [y selectv - o =
Undo e t&F Records Find tting 5

A A M Datasheet View
All Acce = - = - E = = = = = =
— = Irst Name - Address - City . State «  pCode - County « Home Phone -  Cell Phone - Email Addre - Social Securi - Dos « Chckto Add -
—— | Design View inna 2371 Jerrold Av Kulpsville  PA Montgomery 215-874-1229  215-422-8634 na amigon  875-62-4452

» NJ Passaic 97: 6- 50" 1 3

Chent

2 Essex

@E@g:

Canla Erir
Form Chui Ezekie
3 t Corbley Candid.
Cousey

7. Click on the blank space under
Field Name and type in the
word, “Notes”. Press the Tab
key, and under Data Type
choose Long Text and that
gives us a new Field. Anyone
that wants to use the form to
type in notes, or copy and paste
text from another application
has a space to do it.

Philadelphia

All Access Obje... @

Tables

« | T3 Clients

Py Last Name

First Name

3 ciients Address

&3 ponor City

£ Employee State

Forms » | |ZipCode

B B BisloséeData County

Sl Entef Esiplopec Data Home Phone
Cell Phone

8. Right-click on the clients Tab and click Save.

Email Address

Social Security Number
DoB

Notes

Data Type

Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Hyperlink
Number

Date/Time

S

9. Click the top portion of the View button to go back to the Data Sheet view.

Create Data
Macros v

L

Rename/

i

Field, Record & Table Events

File Home Create External Data Database Tools Help Table Design
Q [:ﬂ =€ Insert Rows =z
View Primary Test Validation = Delete Rows Property Indexes
v Key Rules &l Modify Lookups Sheet
Views Tools Show/Hide
: ® T Clients

All Access Obje... @ « | = ©lens
— jo Field Name Data Type
— ¥ |Last Name Short Text

MIS 220
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Delete Macro

L Tell me what you want to do

S

Relationships
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10. Go to the Create t ab and choose Blank Form

File Home Create External Data Database Tools Help Table Fields Table S Tell me what you want to do

@ @ ?‘ E]‘ E q?ﬁj%rmwlzard Q D t_é'v‘Reporthard g
Blan

(& Navigation ~

Application Table Table SharePoint Query Query Form Form Report Report Blank Labels Mac
Parts v Design  Lists v Wizard Design Design Form ]ﬁ More Forms ~ Design Report
Templates Tables Queries Reports
. @ ™ I X
All Access Obje... © « | Clents
— Last Name - FirstName - City v State ~| ZipCode - County -~
= < Minna 2371 Jerrold Av Kulpsville PA 19443 Montgomery
= Berganza Heike 3 Railway Ave { Little Falls NJ 07424 Passaic
Chlents Rridaan liinita A C Rraarhuau € Cadar Grava LU n7nna Eccav

11.This opens the Form Layout View. Click on “Show All Tables” under Field List

@ B Lesson 4File: Database- C:\Users\Shawn Myers\Downloads\Lesson 4 File.accdb (Access 2007 - 2016 file format) - Access hown myers
file  Home Create ExernalData DatabaseTools Help Form Layout Design Arrange  Format £ Tell me what you want to do
. 2
=l | (A 1 1B Colors ~ e

P T
v [ Title
View

[ Date and Time

i, MEcODeeEBs 0 B

ontrof

All Access Obje... © " 3 Fomt

Tables

3 Cuients

12.Click on the plus sign next to the Clients Table; then click on the first name and
then move into the upper left corner.

@ B LessondFile: Database- C:\Users\Shawn Myers\Downloads\Lesson 4 File.accdb (Access 2007 - 2016 file format) - Access shawn myers @
File Home Create ExternalData Database Tools Help Form Layout Design Arrange  Format S Tell me what you want to do
7 B B ] T
UGBl Ag 1 o = = A =s =] (3 o
NemvodeeEBHED ) BB w bw
® image~ [

Control

Field List
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13.Move the last name next to the first name. Repeat the steps to finish completing

the Form.

Views Themes

All Access Obje... ©

Tables

2 Clients
& Dponors
5 Employee
Forms

j Enter Employee Data

1€ |Minna

Controls

‘-‘ Form1 x

2371 Jerrold Ave
Kulpsville
Montgomery
215-874-1229

875-62-4452

Header / Footer

Amigon

minna amigon@yahoo.com

PA
19443
215-422-8694

10/4/1990

14. After you finish adding the rest of the contact information you can left click on
the place holders, use the mouse to adjust the spacing between the fields.

All Access Obje... ©

Tables

2 Clients
B por

:j Employee
Forms

E5] Enter Employee Data

f Form1

Minna

2371 Jerrold Ave

Kulpsville

Montgomery

215-874-1229

Number |875-62-4452

Amigon

minna amigon@yahoo.com

PA
9443
215-422-8694

10/4/1990

15.Add a Notes field and place it right underneath the social security number.

All Access Obje... @ «

16.Make the space for the Notes wide =«

enough, so that the user can type in
notes or copy and paste text from
another application. Click on the first
placeholder, hold down the shift key,
then click on the other two

placeholders.

MIS 220

Database Design using Access
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17.Right-click and choose Merge.

nsert
Merge/ Tq.m > | Ed Merge
V0

ﬁ:ﬁ Select Entire Roy

[

18.Then position the mouse over the lower right corner and then move it down to
make it longer

All Access Obje... © « |3 e ot

19.Let’'s now add something called Command Buttons. First, make sure that the
Select button is activated. Then click on the down arrow in the Controls group.

2] Lesson 4 File : Database- C:\Users\Shawn Myers\Downloads\Lesson 4 File.accdb (Access 2007 - 2016 file format) - Access

File Home Create External Data Database Tools Help Form Layout Design Arrange Format £ Tell me what you wa

=] I\ L e R 0 A i

View Themes % m AO B [ﬁ = EE [j D U \:] ol — Insert
K Image ~
N

Views Themes Controls

A” ACCGSS Ob_Je ¥ « = J Enter Emplo Data X j Clients X Aj Form1
»l
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20.Make sure that the Use Control Wizards button is activated. You will know it is
active when you see the button shaded and highlighted in red.

File Home Create External Data Database Tools Help Form Layout Design Arrange Format £ Tell me what you wa

EL il E=REE I NELE
Vlf'w The:nes Fontsv T ml,n:ge:,

Views Themes %
~ «] | Use Control Wizards

All Access Obje... @
Search. /O

21.Click on the Button in the Controls group, then position the Button icon just
above the Notes Field.

f}xg\ I Colors ~

= gLogo
- =
pEgEeeEEED) B o o

vaw The'm“ [A] Fonts ~ ¥ Imagev [ Date and Time
Views Themes Controls Header / Footer
All Access Obje... @ « ]: Ente & clents X [BF fomi X |
Search. p
Tables A First Name Minna Amigon
2 Clients Address 2371 Jerrold Ave ess |minna_amigon@yahoo.com
& Dponors City Kulpsville PA

B3 Employee County ontgomery pd = 19443

Forms S one 15-874-1229 Ce ne 215-422-8694

B8 Enter Employee Data Soc rity NU 75-62-4452 DOB 10/4/1990
Notes +D

22.The Command Button Wizard will open. Under Categories, click on Record
Operations. Under Actions, click on Add New Record if it is not already
selected. Click on Next. Choose the option to display text and then choose
Finish.

Command Button Wizard Command Button Wizard

»

What action do you want to happen when the button is
pressed?

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
Different actions are available for each category. choose Picture, you can dick Browse to find a picture to display.

ategories: Actions: ALl
= - @lext: | AddRecord

Record Navigation

Delete Record
Form Operations ate Record
Report Operations Record
Record
Record

Picture:
22 e Pena (Edit)

: 4

Cancel Enish Cancel <Back Next > Einish
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23.Repeat these steps to add a command called, “Go to Previous”. Let’s use a
picture instead of text for the Command button; click Finish.

Command Button Wizard Command Button Wizard

Do you want text or a picture on the button? What action do you want to happen when the button is
pressed?

If you choose Text, you can type the text to display. If you

choose Picture, you can dick Browse to find a picture to display. Different actions are available for each category.

OlIext: Previous Record Setegunes: fXans:
N — Find Next
@Picture: | ISCREREEEET Browse... Record Operations Find Record
e et Form Operations Go To First Record
Report Operations | Go To Last Record
[;} Application Go To Next Record
) Miscellaneous

[C]show Al Pictures

col | | <auk e o Wt

i

24.Let’s add space for two new buttons by clicking on the placeholder, right-click
and choose “Split Horizontally” under Merge and Split.

Home Phone 215-874-1229 Cell Phone 215-422-8694
Social Security Number  |875-62-4452 DOB 10/4/1990
Add Record ]
Notes
(@ copy
Insert >
Merge/Split = B
Layout h > B split Vertically
BEH Select Entire Row 2] Split Horizontally

[ Select Entire Column

25. Add two more buttons. One for Go to Next Record; and another one for Find

Record. You can continue to add additional buttons as needed. Here is what the
Form looks like with a total of eight buttons:

| 3] EnterEmployee Data X |5 Clients X "zer
3 1

First Name Junita Last Name Brideau

Address 6 S Broadway St Email Address |jbrideau@aol.com

City Cedar Grove State NJ

County Essex Zip Code 07009

Home Phone 973-943-3423 Cell Phone 973-582-5469

Social Security Number |875-52-1614 DOB 5/4/1985
Add Record < » Find Record
Save Record [ o]

Note:
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Lesson Five: Create and Modify Reports

1. Click on the Clients Table, then click on Create. Go to the Reports group and
click on Report Wizard.

File Home Create External Data Database Tools Help Table Fields Table O Tell me what you want to do

E ﬁ ? mj ﬁ] E 3 Form Wizard m D QRQPMV%M

Application Table Table SharePoint Query Query Form Blank Navngatlonv Report Report Blank Labels
Parts v Design  Lists ~ Wizard Design Design Form MoreForms* Design Report '~

Templates Tables Queries Forms Reports

All Access Obje... @ « BH Clients X |

/O LastName - FirstName - Address -~ City - State » ZipCode -~ County

Search..
Tables R Minna 2371 Jerrold Av Kulpsville PA 19443 Montgomel
122 Berganza Heike 3 Railway Ave { Little Falls NJ 07424 Passaic
ents
Brideau Junita 6 S Broadway S Cedar Grove NJ 07009 Essex
B oonors Caiafa Ronny 73 Southern Bl Philadelphia PA 19103 Philadelphi

2. Double-click on Last Name, First Name, Home Phone and E-Mail Address; click

Next.
Clients
LastName - FirstName - Address ~ City . State v ZipCode -~ County -~ Home Phon¢ ~ | Cell Phone - Email Addre ~ ¢
Amigon Minna 2371 Jerrold Av Kulpsville PA
Berganza Heike 3 Railway Ave { Little Falls NJ Report Wizard
Brideau Junita 6 S Broadway S Cedar Grove NJ Which fields do you want on your report?
Caiafa Ronny 73 Southern BI' Philadelphia PA
Canlas Erinn 13 S Hacienda [ Livingston NJ You can choose from more than one table or query.
Chui Ezekiel 2 Cedar Ave #8 Easton MD l —_ S—
Corbley Candida 406 Main St Somerville NJ Tables/Queries
Cousey Sylvia 287 Youngstow Hampstead ~ MD Table: Clients 3
Coyier Detra 96950 Hidden L Aberdeen MD
Crupi Delisa 47565 W Grand Newark NJ Avalable Fields: Selected Fiekds:
Emard Franklyn 4379 Highway 1 Philadelphia PA Address A| 5] [LastName
Ennaco Teri 99 Tank Farm R Hazleton PA hy F¥stbeame
State s>  |Home Phone
Eroman llene 2853 S Central | Glen Burnie MD Zip Code
Francescon Rolland 2726 Charcot A’ Paterson NJ g:‘.“”;;ne <
Fritz An 506 S Hacienda AtlanticCity NJ Sod curity Numbe: <<
Glick Albina 4 Ralph Ct Dunellen NJ Dos hdl
Gochal Freeman 383 Gunderma Coatesville PA [}
Haroldson Cheryl 92 Main St AtlanticCity NJ G Finish
Hauenstein Fabiola 8573 Lincoln Bl York PA

The Report Wizard gives you the option to organize the data into groups, which is not
something we need to do for this report; click Next.
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3. You have the option to sort the data in ascending order which of the A-Z;

choose Last Name. Click “Next”.

| Clients

Last Name -~

First Name ~

Amigon Minna
Berganza Heike
Brideau Junita
Caiafa Ronny
Canlas Erinn
Chui Ezekiel
Corbley Candida
Cousey Sylvia
Coyier Detra
Crupi Delisa
Emard Franklyn
Ennaco Teri
Eroman llene
Francescon Rolland
Fritz An

Glick Albina
Gochal Freeman
Haroldson Cheryl
Hauenstein Fabiola

Address ~ City
2371 Jerrold Av Kulpsville
3 Railway Ave 1 Little Falls
6 S Broadway S Cedar Grove
73 Southern BI' Philadelphia
13 S Hacienda [ Livingston
2 Cedar Ave #8 Easton
406 Main St
287 Youngstow Hampstead
96950 Hidden L Aberdeen
47565 W Grand Newark
4379 Highway 1 Philadelphia
99 Tank Farm R Hazleton
2853 S Central | Glen Burnie
2726 Charcot A' Paterson
506 S Hacienda Atlantic City

Somerville

4 Ralph Ct Dunellen
383 Gundermal Coatesville
92 Main St Atlantic City

8573 Lincoln Bl York

PA
NJ
NJ
PA
NJ
MD
NJ
MD
MD
NJ
PA
PA
MD
NJ
NJ
NJ
PA
NJ
PA

Zip Code -~

County - Home Phon¢ ~ Cell Phone - Email Addre -~ S

Report Wizard

What sort order do you want for your records?

You can sort records b
ascending or desc

Cancel

Nam

four fields, in either

Ascending

v Ascending

4. Choose a tabular layout option; click Next. Click Next again, then click on
Finish.

Report Wizard

MIS 220

What title do you want for your report?

Clients

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

report.

Do you want to preview the report or modify the report’s

design?

@ Preview the repart.

(O Modify the report's desgn

< Back

Y=

Report Wizard

How would you like to lay out your report?

Cancel

Database Design using Access

Layout Orientation
(O Columnar @Eortrat
@ [Tabdar OlLandscape

[ Adjust the field width so all
apage.

< Back

[0 ] o
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5. From here, you can see what the report will look like as a printed document.
Click on the Close Print Preview button.

File Print Preview L Tell me what you want to do
= & = ( B8] =] ™ b ] °
= 0O O DD H B eE 1 ESBB K
Print Size Margins ] Print Data Only Portrait| Landscape Columns Page Zoom | One | Two  More Excel Text PDF Email More Close Print
v v = g [ Setup Page | Pages Pages~ File orXPS v Preview
Print Page Size Page Layout Zoom Data Close Preview
All Access Obje... @ « [ 22 clents < [ cients
Tables 2
2 Clients
= Donors Clients
E3 Employee
Queries A ast Name First Name Home Phone Email Addres
= Clients Emai
Amigon Minna 215-874-1229
& c Aailir
Forms 2 Berganza Heike 973-936-5095 eike@gma
8 Enter Client Data Brideau Junita 973-943-3423

6. Click on the View button down arrow and choose Layout View.

File Home Create External Data Database Tools Help Report Design Arrange Format  Page Setup L Tell me what you want to do

’j u Colges:v ‘ \ng XYZq L] L =i N 75,
View Themey' Group b AU D |:E @) M E N\ ,:: D I:\ @ @) i
* [A] Fonts ~ [A Hide Details =
v e ; & Sort v

— Grouping & Totals Controls
A Report View D « 1":] Ciients X | [l Clients X

B e w ea SR G g BOginel e g Gugitende  fieve 400 s @ gTeis GIE s o el o @ie e v 10T e ALY W i e WG e e e e

I I:% Print Preview

N E= l"f:}"vw
a [& Design View
 VO——

7. This view allows you to change the positioning of the columns. Click on the Last
Name column heading, hold down the Shift key, and then click on one of the
names in the Column (Brideau, for example) and then use your mouse to
reduce the width of the column by moving it to the left.

All Access Obje... @ « |51 clients X [1H clients >

SS':‘;'“ *p Clients Shlﬂ

=3 Clients
23 Donors
j Employee

Queries R Amigon

Home Phone Email A

215-874-1229

Minna
Berganza Heike| 973-936-5095 elke@g

973-943-3423 @

| |
A Brideau efunita
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8. Repeat these steps to adjust the width of the remaining three columns, so that it
looks similar to this:

All Access Obje D« l =3 Enter Client Data X | 5] Enter New Employee X | [ll Clients X
Search Je,

TH Employee

Tabl 2 i
_l“ Clients
en
58 Donors Last Name First Name Home Phone Ema
B Employee Amigon Minna 215-874-1229 @
B Tasks Berganza Heike 973-936-5095 eike@
B Taskst Brideau Junita 973-943-3423

9. Let’s create a new table by going to the Create tab, go to Application Parts
and under Quick Start, click on Tasks.

File Home Create External Data Database Tools Help Table Fields Table pel

E L:‘ E ﬁ L:% = ﬂ = E# Form Wizard

|Application Table Table SharePoint Query Query Form Form Blank Navigation ~
I Parts ~ Design  Lists ~ Wizard Design Design Form More Forms ~
Blank Forms ries Forms
Set J - J : J = J ~ Click to Add  ~
1 1 Right 1 Top 2 Right 2Top W)
Details Dialog List Media
| —
-
Msgbox Tabs
Quick Start E;?
8 By A

Comments

Contacts Issues Tasks

3

Users

10.Click on Enable Content. Double-click on the TaskDetails form

All Access Obje... © « |

= j . |

Tables A Task Details Save & New Save & Close
&5 Tasks

Forms A

j TaskDetail:
F8] TaskDS h
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11.Click on the Home tab. Click on the View down arrow, then click on Layout
View.

File Home Create

External Data  Database Tools

~

Help S0 Tell me what you want to do

- ? 7 | Ascending 57 Selection ~

>
View Filter Z‘L Descending E Advanced ~ F'.eir;aﬂh IS save - Spelling *»GoTo~
—ﬁ— All ~ [y Select v
Undo — i F] Sort & Filter Records Find
All ACC( Form View Details

Search

=]
Tables Layout View
B Tasks

Forms N Design View

22 TaskDe
=8| TaskDS

etails Save & New Save & Close

Not Started

12.Go to the Description field, and make it a little longer by clicking on the lower
right side and using your mouse to move the line downward.

All Access Obje... © « [ Taskoetas >

Serch jo! - - e ey
= ~ | Task Details Save & New
23 Tasks :

Save & Close

Forms
T3 TaskDetails

——
T TaskDs

Not Started

(2) Normal
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13.Let’s create a report that summarizes all of the projects. Click on the Create tab.

With the Report Layout tools tab selected, click on Blank Report and choose
Portrait.

Fle Home Create ExternalData Database Teols Help  ReportlayoutDesign  Arange Format  Page Setup £ Tell me what you want ta do

||—'j |— =] Shew Margins ’—h] 7 |_| H_
Sze Marging [ p.ypag oty PO Landscape Columns  Page
- - 5 Setup
Page Size N Fage Layout

All Access Obje... ® « | TaskDeals X [i8

Searc j=]

Tables 2

B Tasks

14.Click on “Show all tables”, then click on the plus sign and let’'s add Task Title,
Description, Priority, Start Date and Due Date.

nal Data Database Tools Help  Report Layout Design  Ar

range Format  Page Setup £ Tell me what you want to do
Portrait Landscape Columns Page
Setup
Page Layout
£ I Report

15. Position a mouse to the right side of the description and make it a little wider.
Make sure that all the fields are still inside the border.

TaskTitle

e The Border
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16.Click on Report Layout Design, then click on Title;
Report”

nal Data  Database Tools Help Report Layout Design Arrange Format  Page Setup £ Tell me what you want to do
mid D B jogo
ol An [ @y EH E7 7SO =@ e
o G e M@l AQO[]@EEELV] DL o - bage BT
& Sort i S Numbers [ Date and

Controls Header / Footer

Grouping & Totals
% |l Reportt

| & raskDeta

re the Dell XPS |(1) High
Training
Policy and (2) Normal 5/16/2022 5/17/2022
Procedures
Training
(1) High 4/29/2022

and let's name it “Project

Field List

FileData

17.Click on the place holder on the right side of the report, then click on Date and
Time. Check off the second option under Time; click Ok.

Grouping & Totals Controls

] Task Details Report1

Project Report

Header / Footer

= SRS 5 Date and Time ? X
Task Title Description Priority
New Software | The desktop computers to be purchased are the Dell XPS ||(1) High M indude Date
Training models, which comes at a cost of $5,979 (® Wednesday, April 06, 2022
Policy and New training and materials TBD (2) Normal QOG'W'ZZ
Procedures ) 4/6/2022
Training M indude Time
Technology Consulting fee income generates $120,000 in annual (1) High O 11:14:34 AM
Plan Funding |/income. However, we need to reduce travel expenses @® 11:14 AM
by doing more video conferencing. O 11:14
Sample:
Wednesday, April 06, 2022
[}y 11:14 AM
o] cone
18.Close the Field List, then click on Property Sheet.
nal Data  Database Tools Help Report Layout Design  Arrange  Format  Page Setup £ Tell me what you want to do
ezl & ‘m 8 Logo ==l =
Gl | o = 7= ;’1. =& [ — ! B s

Group E Hide Details [/\} @ A‘-’ l—] [ﬁ “»ll’] LLv = [V ﬂl [ " Insert Page - Title Add Existing Property

& Sort - ¥ Image~  Numbers [53 Date and Time Fields Sheet
Grouping & Totals Controls Header / Footer Tools

| 58 Task Detaits I Report1
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19.Click on Sort AZ under Format, then click just outside the Report and make sure
you see “Detail” under Section Type.

Property Sheet

election type: Section A
Wednesday, April 06, 2022 Zl
11:14 AM i o
Auto_Date
Auto_Header0
3/7/2022 3/11/2022 Auto_Time
/7/2022 /2022 Description
[Detail N |
- DueDate W
5/17/2022 Label0
Label10
Label17
Label24
m— e Label3
2/25/2022 4/29/2022
2/25/2 9, PageFooterSection
PageHeaderSection
Buimie

>

5/16/202

20.Then click on the Format tab. Under Alternate back color, choose “No Color”.
Close the Property Sheet.

Property Sheet
N X Selection type: Section A
Property Sheet L
Selection type: Section /\l Detail v
Format pata Event Other Al

L T
= o i Alternate Back Color Background 1, Darker 5%

Alternate Row
Background Form
Background Light Header
Background Dark Header
Borders/Gridlines

ForEat Data Event Other Al
v

Can Shrink

Display When
Force New Page

Text B
Height ext Black
l"‘ Togett Text Description
=K ‘_.‘get_wei_ Text Light
I.Jeu, F‘-,-‘:*,“k_v ol Text Dark

21.Then click on the View Tab to go back to Datasheet View. Then right-click on
the Report tab and click Save. Let’'s name it “Project Report”. Close the report.

3 % Reportt Task Datasheet X
All Access Obje... @ « e z
Tables A Proje("t RPpOr't Wednesday, April 06, 2022
& Tash 11:14 AM
Forms 2 . Tit i rirrit gy s 4
j TaskDetails ~
New Software | The desktop computers to be purchased are the Dell XPS /(1) High adalanaall 3/21/3a3al
B Taske models, which comes at a cost of $5,979 Save As ? X
New training and materials TBD (2) Normal Report Name:
Project Report
Technology Consulting fee income generates $120,000 in annual (1) High | |II Cancel

Plan Funding |/income. However, we need to reduce travel expenses

by doing more video EOH‘QFE"VCN\E,
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22.As you input new entries and make changes using the Project form, the report
will also reflect those changes after you open it and click on “Refresh All”. For
example, we can change one of the due dates on the Form and then save it.
When we go back to open the Report, we can click on Refresh All, and see that

due date change made on the report:

File Home Create External Data Database Tools Help £ Tell me what you want to do
T’Advanced - Pj
View - Refresh
- All~
Undo Views Clipboard ] Sort & Filter rﬂﬁmm_h All
— P — - ) A
H & 8| Task Datasheet X P t Report
Il Access Obje... © « | 3 Tasostuncet [ Project eso
Search.. p
Tables & Project Report
j Tasks
Forms & Task Title Descriptio Priority
B8 T1askDetails -
New Software | The desktop computers to be purchased are the Dell XPS ||(1) High
F8 TaskDS Training models, which comes at a cost of 55,979
Ri t: 2 3
cpovEs Policy and New training and materials TBD (2) Normal
[ Project Report Procedures
Training
Technology Consulting fee income generates $120,000 in annual (1) High
Plan Funding ||/income. However, we need to reduce travel expenses

by doing more video conferencing.

Exporting a Report

Fiﬂd AL

[ Select v
Find

Wednesday, April 06, 2022

11:21 AM
Start Date Due Date
3/7/2022 3/11/2022
5/16/2022 5/17/2022
2/25/2022

1. To export the report as a PDF file, click on the external data tab. Click on PDF

or XPS from the Export group.

File Home Create External Data Database Tools Help £ Tell me what you want to do
72 Saved Imports F d, @ E\ r\m @J @ Access
New Data F Linked Table Manager Saved Dataverse Excel Text PD
Source ¥ Exports File orX v
Import & Link Export
— —_—
All ACCQSS Obje ) « } 8| Task Datasheet X [j Project Report
Talnes & Project Report
B3 Tasks
Forms x Task Title Description Priority
B8 TaskDetails
New Software | The desktop computers to be purchased are the Dell XPS ||(1) High
B8 Taskps Training models, which comes at a cost of $5,979
F‘h"pons Policy and New training and materials TBD (2) Normal
MIS 220 Database Design using Access
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11:21 AM
Start Date Due Date
3/7/2022 3/11/2022
5/16/2022 5/17/2022
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2. Choose a file location in this case. For this example, let's choose “Open File
After Publishing”. Let’s choose “Standard” and then click “Publish”.

File name: | Project Report

Save as type: PDF v

Open file after put

hing ptimize for: @ Standar Options...

publishing online

Hide Folders Cancel

L; Tools ~ Publish

3. To export the report as a text file, you would click on “Text File” under Export.
Change the file name, keep the same file location and checkoff where it says,
“Open the destination file after the exports been completed”. Click Ok.

Project Report

All Access Obje

Tables 2 Wednesday, April 06, 2022

Project Report

= R p 1530 aa

Forms A | Export - Text File ? X
3 TaskDetail

& Tasko Select the destination for the data you want to export

Reports

- Specify the destination file name and format.
I Project Report

File name:  C:\Users\Shawn Myers\Documents\Project Report Text File Browse..

Specify export options.

We will not import table relationships, calculated columns, validation rules,

efault values, and columns of certain legacy data types such
a5 OLE Object.

Search for “Import” in Microsoft Access Help for more information.
Export data with formatting and layout.

Open the destination file after the export operation is complete.
Select this option to view the results of the export operation, This option is available only when you export formatted data,

Export only the selected records

[ e
4. Keep the default setting under “Encode ‘Project Report’ As”; click OK.
All Access Obje iz Eanicet Baport
Tables 2 PV'QJE}Ct R@‘Dl‘)rt Wednesday, April 06, 2022
=3 Task 11:25 AM
Forms s Due Date
3 TaskDetai d are the Dell XPS | /(1) Higl I B S e o
B3 Tasko 9 Encode 'Project Report’ As ? X
|
Reports (2) Norma Choose the encoding to use for saving this file: [~ ==
idl Project Report ’ ‘ ® Windows (aefalult) - [—BL?-—J
Oms-pos Cancel
(1) High O Unicode

MIS 220
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The Report will open in the Windows Notepad application.

| Project Report Text File - Notepad

File Edit Format View Help

Project Report Wednesday, April 86, 2022

11:26 AM
Task Title Description Priority Start Date Due Date
New Software The desktop computers to be purchased are the Dell XPS (1) High 3/7/2022 3/11/2022
Training models, which comes at a cost of $5,979
Policy and New training and materials TBD (2) Normal 5/16/2022 5/17/2022
Procedures
Training
Technology Consulting fee income generates $120,000 in annual income. (1) High 2/25/2022 5/13/2022

Plan Funding However, we need to reduce travel expenses by doing more

video conferencing.

Access Project: Create a Database with Table Relationships

In this lesson we are going to create an access database that includes something
called “Relationships”. A Relationship means that records in one Table can be used to

automatically populate the records in other Tables.

1. Click on the Customer Order Table and go to Design View.

File Home Create External Data Database Tools Help Table Fields Table S Tell me what you want to do
Eg | 4 Cut N4 Zl Ascending 17 Selection ~ > Totals
i r4 = “ = o abx
View [[3 Copy Filter ,\l Descending T’ Advanced Refresh S Save Spelling
ul All ~ < Delete ~ E More v
Undo 1] Sort & Filter Records

r Orders

All Acce Datasheet View

N
M Design View

Customer Data

E - Customer Name - OrderDate - MovieTitle -~ Price

b $0.00

Quantity
Tables
=

= Customer Orders

MIS 220 Database Design using Access

Calibri (Detail)
>»GoTo~
I U A~
I3 Select~
Find

0

~ Click to Add ~
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2.

Let’s add another Field
that will multiply the price
times the quantity
ordered. Type the words
“Total Order”, then go to
the Data Type drop down
and choose the
“Calculated” Data Type.

Views

All Access Obje...
Tables

B8 customer Data

T Customer Orders

Tools

2 « | =5 Customer Orders

Jo Field Name
¥ Order Number
o Customer Name
Order Date
Movie Title
Price
Quantity
Total Order

Show/Hide

Field, Record & Table Events

Data Type
Number
Short Text
Date/Time
Short Text
Currency
Number
Short Texk
Short Text !
|Long Text
Number ‘
| Large Number |
| Date/Time ‘
| Date/Time Extended ‘
Currency
AutoNumber
Yes/No
OLE Object

| Hyperlink

Attachment

Lookup Wizard...

3. This will open what’s called Expression Builder, which is used to input formulas
that perform calculations. Double-click on price input an asterisk and then
double-click on Quantity; click OK. Save the Table and then close it.

Customer Orders

Field Name Data Type
% Order Number Number
Customer Name Short Text
Order Date Date/Time
Movie Title Short Text
Price Currency
Quantity Number
Total Order Calculated E
MIS 220
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Descrig
Expression Builder X
Enter an Expression to calculate the value of the calaulated column:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)
Pree] * Quanty) =
Cancel
Help
<<less
Expression Elements Expression Categories Expres: Values
7] Customer Orders Customer Name
+-{f) Functions Movie Title
L Constants Order Date
x Order Number
&%) Operators Pric
Qua
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4. Let’s click on the Database Tools tab and choose Relationships

File Home Create External Data Database Tools Help £ Tell me what you want to do
@8 ( ‘[ g‘ [3% b [ | [0 Database Documenter 1 o
Compact and Visual Run Relationships Object O3 Analyze Performance Access SharePoint Add-
Repair Database Basic Macr Dependencies Lj Analyze Table Database ins ¥
Tools Macro Relationships Analyze Move Data Add-ins

All Access Obje... @ «
Search.. e
Tables 2
&8 Customer Data

1 Customer Orders

5. Click on Customer Name in the Customer data table. Then use the mouse to
create what’s called a Join Line between the two customer name fields. The
Edit Relationship dialog box will appear. Check off where it says, “Enforce
Referential Integrity”, which means that you're protecting the relationship
between the two fields. By enforcing referential integrity, you are saying that the
record in one Table will always have an associated record in another Table.

Click on Create.

10015 Kelauonsnips
All Access Obje... © « | = Reationships
sl /O Customer Data Customer Orders
Tables A
= b ¥ Customer Name % Order Number &
i Customer Number Customepflame
3 Customer Orders Phone Number Order m[@\‘ Edit Relationships ? >4
Movie Title e y AT
prce it s
Quantity = Customer Data Customer Orders
Cancel
Customer Nam v | Customer Name | A
Join Type..
v
Create New..

[[JEnforce Referential Integrity

Relationship Type: One-To-Many
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6. You will see that a Join Line appears, which indicates a one-to-many
relationship. In other words, the customer information Table can only have one
unigue customer name in the Table; this is called the Primary Key. The Order
Table, however, can have many customer hames; and the same customer
name can appear multiple times. This is referred to as the Foreign Key.

All Access ObJe ® « |—’~'1 Relationships

Search... ,O
Customer Data Customer Orders
Tables A T 1 T
Customer Name Order Number &
i VAsBones S Customer Number jc: Customer Name
3 Customer Orders Phone Number Order Date
Movie Title
Price
Quantity v
Primary Key Foreign Key
7. Click on the Close button, then double-click on the Customer data table. You
will see that there is a plus sign next to each name. And when you click on it,
the information from the Order table will appear.
All Access Obje... @ « [ customer pata
— o Customer Name - Customer Number - Phone Number - Clickto Add ~
1 o - AlishaSlusarski 1004 (212) 313-1783
:dje; ; s Order Numk - Order Date ~ | Movie Title ~ Price »  Quantity -~ Total Order - Clickto Add ~
‘ VUS omer 73 a * a w‘w o
& Customer Orders % Art Venere 1001 (919) 225-9345
¥ Joe Jackson 102 (302) 555-4433
+ Kris Marrier 1002 (847) 222-1734
+ Minna Amigon 1003 (718) 201-3751
* 0
6. To see how this works, input the following data under the name “Alisha
Slusarski”. When finished, click on the minus sign, and then save the Table.
Customer Name ~ Customer Number - Phone Number - Clickto Add -~
- Alisha Slusarski 1004 (212) 313-1783
Order Numkt ~ Order Date - Movie Title ~ Price + Quantity -~ Total Order - Clickto Add -~
# 901 4/4/2022 Star Wars $10.95 2
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Create a Query

7.

File

A Query is an Object that can display a summary of information from one or
more tables. Click on the Customer Data Table, then click on the Create tab;
click on the Query Wizard.

Home Create External Data Database Tools Help Table Fields Table 2 Tell me what you want to do

BM ER D | @1 ] G

Application Table Table SharePoint Query Query Form Form Blank [ Navigation ~

Parts

arch.

Tables

23] Customer Data

Report Report Blank Labelr

v Design  Lists ~ Wizard Design Design Form [ﬁ More Forms v Design Report

Templates Tables

All Access Obje... @ « |H €

Forms Reports

ame - Customer Number - Phone Number - ClicktoAdd ~

:O ¥ 1004 (212) 313-1783
“ + Art Venere 1001 (919) 225-9345
+ Joe Jackson 102 (302) 555-4433
- aey + Kris Marrier 1002 (847) 222-1734
* Minna Amigon 1003 (718) 201-3751
* 0

8. The New Query dialog box will appear. Choose Simple Query and then click

OK. Under Available Fields, choose all the fields from the Custom Information
table by clicking on the two right arrows.

All Access Obje... @ « [ Customer Data x|

Tables

= Customer Data
B3 customer Or

ol Customer Name -~ | Customer Number - Phone Number - ClicktoAdd -~
= ElA lisha Slusarski 1004 (212) 313-1783 s
- # Art Venere 1001 (919) 225-9345 Simple Query Wizard
+ Joe Jackson 102 (302) 555-4433 Which fields do you want in your query?
cers + Kris Marrier 1002 (847) 222-1734
# Minna Amigon 1003 (718) 201-3751 You can choose from more than one table or query.
- 0
Tables/Queries
Table: Customer Data v
Available Fields: Selected Fields:

Customer Name
Customer Number

Phone Number ,ﬂ

Cancel Next > Einish

9. Click on the Tables Queries down arrow. Choose the Customer Orders table.
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10.Choose all the fields except for the Customer Name field by either clicking on

the right arrow to select each field or we can double-click on each name. When
finished, click the Next button twice.

Simple Query Wizard

Tables/Queries

Table: Customer Data|

Simple Query Wizard

Which fields do you want in your query?

You can choose from more than one table or query.

Table: Customer Data
Table: Cu er Orders

Cancel

s
Customer Name
Customer Number

-

Available Fields:

Which fields do you want in your query?

You can choose from more than one table or query.

Tables/Queries

Table: Customer Orders

v

Selected Fields:

Customer Number ~
Phone Number

>> | |Order Number

Order Date

Movie Title

11.Keep the default name, which is “Customer Data Query” and click Finish.

All Access Obje... @ «

Tables PN
1 Ccustomer Data

=)

MIS 220

Customer Data

Customer Name ~ | Customer Number - Phone Number - |ClicktoAdd -

# Alisha Slusarski 1004 (212) 313-1783 =
% Art Venere 1001 (919) 225-9345 Simple Query Wizard
# Joe Jackson 102 (302) 555-4433
# Kris Marrier 1002 (847) 222-1734
% Minna Amigon 1003 (718) 201-3751
0

Database Design using Access

What title do you want for your query?

Customer Data Query

That's all the information the wizard needs to create your
Query.
Do you want to open the query or modify the query's design?

(@ Open the query to view information.
(O Modfy the query design.

Cancel < Back [{e
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Create an Order Form

1. Click on the Customer Data Query, then click on the Create tab; click on Form
Wizard.

File Home Create External Data Database Tools Help £ Tell me what you wa

@ @ [_z‘ T @ ﬁ i 7 Form Wizard

Application Table Table SharePoint

ff,] D 4 Report Wizard

Query Query Form Form Blank ENBVS\M'MV

Report Report Blank
Parts v Design  Lists v Wizard Design Design Form More“Forms v e D?s)i(;n P.Be:on Faly
Templates Tables Queries Forms Reports
All Access ObJe ® « |E3 Customer Data "3 Customer Data Query
e o Customer Name - Customer Number - Phone Number - Order Numkt - OrderDate - MovieTi
= 5 1004 (212) 313-1783 901 4/4/2022 Star Wars
= istomer Data _
:] Customer Order
Queries

»

ﬂ Customer Data Query

2. Click on the two arrows to select all the fields and then click Next. Let’s keep the
option to create a subform. This means that one form will be used to input the

customer data and the other form, which is a subform, will be used enter the
order. Click next.

Form Wizard

Form Wizard
Which fields do you want on your form?

How do you want to view your
data?
You can choose from more than one table or query.

y Customer Dat

Dy Cus )ata
by Customer Orders

Customer Name, Customer Number, Phone
Number
Tables/Queries

Query: Customer Data Query

v

Order Number, Order Date, Movie Title, Price,
Quantity, Total Order
Available Fields: Selected Fields:
Customer Number ~
Phone Number
Order Number
Order Date
Movie Title
= Price %
<< | |Quantity
@Form with subform(s) () Linked forms
Cancel xt > Einish Cancel < Back Einish
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3. Use Datasheet as the subform layout; click Next. Let’s keep the default names
and click Finish.

Form Wizard

Form Wizard
What titles do you want for your forms?

What layout would you like for your subform?
Form: Customer Data

(O Tabular
@;Qa'(a =t Subform: Customer Orders Subform

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

Do you want to open the form or modify the form's design?

(@ Open the form to view or enter information.
(O Modify the form's design.

[N (s

| [ rh e ™ e

The Form will now show the two areas where data can be inputted.

All Access Obje... @ « 3 CustomerData X |51 Customer Data Quer 5 Customer Data
P| Customer Data

Tables a

B3 Customer Data
B3 Customer Orde 4
Queries 2 istomer Name Alisha Slusarskif A
“J Customer Data Query v
Forms 2 1004
T8l Customer Data
- Phone Number (212) 313-1783
3| ustomer Orders Subforn
tomer Orders Order Numbe - Order Date - Movie Title - Price
901 4/4/2022 Star Wars
+ 0

4. Click on the Total Orders Subform, then click on the last row. Click on the Home
tab, then click on the Totals button for the Records group.

File Home Create External Data Database Tools Help Form Datasheet £ Tell me what you want to do
A 5> <
D (U? 2| Ascending \ Selection ~ P > Totals place | (o oD m "
Z | Des S@ Adv v ~ B Sav abg =
Vs Fiter 4l Descending g Advanced Refrea, B Save {'spelling o To x o bl el
» All ~ B More~ Select v = R = i
Undo Views Clipboard ~ Sort & Filter Records Find Text Formatting
All Access ObJe _ ® « | B3 customerData S Customer Data Query X |[Z8 CustomerData X |[5§ Customer Orders Subform
ol Order Numbe - | Order Date - Movie Title - Price Quantity - Total Order -
r t", 901 4/4/2022 Star Wars $10.95 2 $21.90
ables 2
- . 902 4/18/2022 Spider Man $11.95 4 $47.80
= 903 4/18/2022 Jaws $11.95 2 $23.90
= customer Order 904 4/19/2022 The Batman $10.95 3 $32.85
Queries 2 * 0 $0.00 0 |

T Customer Data Quer
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5. Click on a space under Total Order and choose Sum.

All Access Obje ® ]‘j CustomerData X | 31 Customer Data Query X | C§] CustomerData X | C8] Customer Orders Subform X ‘
~ Order Numbe + Order Date ~ Movie Title - Price - Quantity ~ Total Order
ser 2
' l;l 901 4/4/2022 Star Wars $10.95 2 $21.90
ables 2
= : 902 4/18/2022 Spider Man $11.95 4 $47.80
stomer Data
2 R 903 4/18/2022 Jaws $11.95 2 $23.90
= customer Order 904 4/19/2022 The Batman $10.95 3 $32.85
Queries 2 | 0 $0.00 0
= Customer Data Query Total
Forms 2
T8 Customer Data
=] Customer Orders Subform
Maximum
Minimum
Standard Deviation
Variance

And now the total will be calculated each time a new order is entered. You can repeat
these steps to create a total row for the Customer Information Form.

Create an Order Entry Report

1. Click on the Customer Data Query. Click on Create, then click on Report in the
Reports group.

File Home Create External Data Database Tools  Help /0 Tell me what you want to do
Iz] ,v:'] E] L Eﬁ» ':7?] @ ﬁ :1 [_t'—Form Wizard m > f_/,!Report"/Jizard
Application Table Table SharePoint Query Query Form  Form  Blank ENawganovﬂ“ Report Report Blank Ejlahrk
Parts ~ Design  Lists ~ Wizard Design Design Form  [ER More Forms ~ Ly Design Report =
Templates Tables Quernes Forms Reports
All Access Obje... © « |3 customerosta X [ customer Orgers subtom X [ ST CustomerOatoqwery x|
pranare o Customer Name - Customer Number - Phone Number - Order Numk - | Crder Date - Movie T
Teble . ? 1004 (212 213-1783 901 4/4/2022 star War
j Customer Data o
:l C " |
Queries 2

5] Customer Data Query
Forms A

"Bl Cuctomer Data
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2. After the Report appears, you can switch to the Layout view to adjust the
formatting.

All Access Obje... © « ]

Search...

Tables

B3 Customer Data

&3 Customer Orders
Queries

8 Customer Data Query
Forms

3 Customer Data

B8 customer Orders Subform
Reports

Id  Customre Order Report

MIS 220

o

»

»

5l Customer Orders Subform X | [l Customre Order Report X

Customer Order Report P

% 6:24:29 PM

Customer Name Customer Number Phone Number Order Number Order Date Movie Title Price Quantity Total Order
‘ Art Venere 1001 i (919) 225-9345 9001 | 4/14/2022 Spider Man $10.95 2 $21.90
“Art Venere 1001 ‘ (919) 225-9345 901 ‘ 4/6/2022 i Rising Sun $19.00 2 $38.00
[ kris Marrier 1002 \' (847) 222-1734 902 (/772022 [ spider Man $11.95 a $47.80
!Minna Amigon 1003 i(718) 201-3751 903 ] 4/7/2022 | Jaws $11.95 2 $23.90
‘ Alisha Slusarski 1004 ‘ (212) 313-1783 904 | 4/8/2022 Batman $10.95 3 $32.85
[ Alisha Slusarski 1004 [ (212) 313-1783 906 \ 4/9/2022 | Test pilot $15.00 3 $45.00
’Shawn Johngson 1005 "(302) 358-1778 1008 4/10/2022 | Mission $24.99 2 $49.98

| Impossible

}’Joe Jackson 102 \ (302) 555-4433 9002 | 4/15/2022 \ Jones Inc | $16.99 3 $50.97
‘ Joe Jackson 102 l (302) 555-4433 9003 | 4/15/2022 \ Apollo 13 | $19.99 & $39.98
Total $350.38
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