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* Open a database of requirements
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Introduction

The term database describes a collection of data organized in a manner that allows
access, retrieval, and use of that data. Microsoft Access 2013, usually referred to as
simply Access, is a database management system. A database management system is
software that allows you to use a computer to create a database; add, change, and delete
data in the database; ask and answer questions concerning the data; and create forms
and reports using the data.

Project — Database Creation

Bavant Publishing Inc. is a publishing company that specializes in foreign language
textbooks. Bavant sells in both the K-12 and the higher education markets. Recently,
Bavant purchased a small, private publisher of Arabic, Russian, Chinese, and Japanese
language textbooks. These languages are increasing in popularity with college
students. All textbooks are available in hardcover and some are available as e-books.
Bavant Publishing also provides ancillary materials, such as workbooks and laboratory
manuals, video resources, audio resources, and companion websites.

Bavant representatives visit campuses and meet with faculty, describing the
features and strengths of the textbooks and providing review materials for instructors.
Bavant pays a base salary to its book reps, who can earn bonus pay based on exceeding
sales goals. Customers place orders with the publisher following the organization’s
procedures; for example, colleges and universities place orders through their
bookstores. Because institutions can cancel classes due to low enrollments, customers
sometimes return unused books. At the end of an accounting period, these returns are
subtracted from the current amount due.

Bavant wants to maintain records on the sales of textbooks from the newly
acquired publisher separately from their other foreign language textbooks to better
track profitability and market potential. Bavant organizes this data on its customers and
book representatives in a database managed by Access. In this way, Bavant keeps its data
current and accurate and can analyze it for trends and produce a variety of useful reports.

In a relational database such as those maintained by Access, a database consists
of a collection of tables, each of which contains information on a specific subject.
Figure 1-1 shows the database for Bavant Publishing. It consists of two tables: the
Customer table (Figure 1-1a) contains information about Bavant customers, and the
Book Rep table (Figure 1-1b) contains information about the book reps to whom these
customers are assigned.
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Figure 1-1 (b) Book Rep Table
The rows in the tables are called records. A record contains information
about a given person, product, or event. A row in the Customer table, for example,
contains information about a specific customer, such as the customer’s name, address BTW
BTWs

information, and other data.

The columns in the tables are called fields. A field contains a specific piece of
information within a record. In the Customer table, for example, the fourth field, City,
contains the name of the city where the customer is located.

The first field in the Customer table is CU #, which is an abbreviation for
Customer Number. Bavant Publishing assigns each customer a number; the Bavant
customer numbers consist of three uppercase letters followed by a two-digit number.

The customer numbers are unique; that is, no two customers have the
same number. Such a field is a unique identifier. A unique identifier, as its name
suggests, is a way of uniquely identifying each record in the database. A given
customer number will appear only in a single record in the table. Only one record
exists, for example, in which the customer number is TSC02. A unique identifier
also is called a primary key. Thus, the Customer Number field is the primary key
for the Customer table.
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For a complete list of the
BTWs found in the margins
of this book, visit the BTW
resource on the Student
Companion Site located on
www.cengagebrain.com. For
detailed instructions about
accessing available resources,
visit www.cengage.com/
ct/studentdownload or
contact your instructor for
information about accessing
the required files.
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BTW

Naming Fields

Access 2013 has a number
of reserved words, words
that have a special meaning
to Access. You cannot use
these reserved words as field
names. For example, Name
is a reserved word and could
not be used in the Customer
table to describe a customer's
name. For a complete list

of reserved words in Access
2013, consult Access Help.

The next eight fields in the Customer table are Customer Name, Street, City,
State, Postal Code, Amount Paid, Current Due, and Returns. The Amount Paid
column contains the amount that the customer has paid Bavant Publishing year
to date (YTD) prior to the current period. The Current Due column contains the
amount due to Bavant for the current period. The Returns column contains the
dollar value of the books or other products the customer was unable to sell and has
returned to Bavant in the current period. For example, customer TSCO02 is Tri-State
Consortium. The address is 3400 Metro Pkwy., in Adelphia, Pennsylvania. The postal
code is 19156. The customer has paid $34,578.90 for products purchased so far. The
amount due for the current period is $9,432.56. The customer has returned products
worth $943.34.

Bavant assigns a single book rep to work with each customer. The last column in
the Customer table, BR # (an abbreviation for Book Rep Number) gives the number of
the customer’ book rep. The book rep number for Tri-State Consortium is 65.

The first field in the Book Rep table is also BR #, for Book Rep Number. The
book rep numbers are unique, so the Book Rep Number field is the primary key of the
Book Rep table.

The other fields in the Book Rep table are Last Name, First Name, Street,

City, State, Postal Code, Start Date, Salary, and Bonus Rate. The Start Date field
gives the date the rep began working for Bavant. The Salary field gives the salary paid
to the rep thus far this year. The Bonus Rate gives the potential bonus percentage
based on personal performance. The bonus rate applies when the book rep exceeds a
predetermined sales goal. For example, book rep 65 is Tracy Rogers. Her address is
1827 Maple Ave., in Adelphia, Pennsylvania. The postal code is 19159. Tracy started
working for Bavant on July 1, 2014. So far this year, she has been paid $7,750.00 in
salary. Her bonus rate is 0.18 (18%).

The book rep number appears in both the Customer table and the Book Rep
table, and relates customers and book reps. Book rep 48, Michael Statnik, recently
transferred from another division of the company and has not yet been assigned
any customers. His book rep number, therefore, does not appear on any row in the
Customer table.

How would you find the name of the book rep for Tri-State Consortium?

In the Customer table, you see that the book rep number for customer Tri-State Consortium is 65. To find the name of this
book rep, look for the row in the Book Rep table that contains 65 in the BR # column. After you have found it, you know that
the book rep for Tri-State Consortium is Tracy Rogers.

How would you find all the customers assigned to Tracy Rogers?

First, look in the Book Rep table to find that her number is 65. You would then look through the Customer table for all the
customers that contain 65 in the BR # column. Tracy's customers are DCC34 (Dartt Community College), FSC12 (First State
College), KCC78 (Key Community College System), SEC19 (Seaborn College), and TSCO2 (Tri-State Consortium).

CONSIDER THIS % CONSIDER THIS %
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Roadmap

In this chapter, you will learn how to create and use the database shown in
Figure 1-1 on page AC 3. The following roadmap identifies general activities you will
perform as you progress through this chapter:

1. CREATE the FIRST TABLE, Book Rep, using Datasheet view.
2. ADD RECORDS to the Book Rep table.

PRINT the CONTENTS of the Book Rep table.

IMPORT RECORDS into the second table, Customer.
MODIFY the SECOND TABLE using Design view.

CREATE a QUERY for the Customer table.

CREATE a FORM for the Customer table.

CREATE a REPORT for the Customer table. For an infrodtiction
to Windows and
instruction about

how to perform
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At the beginning of step instructions throughout the chapter, you will see an

abbreviated form of this roadmap. The abbreviated roadmap uses colors to indicate basic Windows tasks,
chapter progress: gray means the chapter is beyond that activity, blue means the read the Office and
task being shown is covered in that activity, and black means that activity is yet to be Windows chapter at
covered. For example, the following abbreviated roadmap indicates the chapter would the beginning of this
be showing a task in the 3 PRINT CONTENTS activity. book, where you can

1 CREATE FIRST TABLE | 2 ADD RECORDS |3 PRINT CONTENTS | 4 IMPORT RECORDS | 5 MODIFY SECOND TABLE learn how to resize

6 CREATE QUERY | 7 CREATE FORM | 8 CREATE REPORT WlndGWS, Chalnge
screen resolution,

create folders, move
and rename files, use
Windows Help, and
much more.

Use the abbreviated roadmap as a progress guide while you read or step through
the instructions in this chapter.

To Run Access

If you are using a computer to step through the project in this chapter and you
want your screens to match the figures in this book, you should change your screen’s
resolution to 1366 X 768. For information about how to change a computer’ resolution,
refer to the Office and Windows chapter at the beginning of this book.

The following steps, which assume Windows is running, use the Start screen
or the search box to run Access based on a typical installation. You may need to ask
your instructor how to run Access on your computer. For a detailed example of the
procedure summarized below, refer to the Office and Windows chapter.

o Scroll the Start screen for an Access 2013 tile. If your Start screen contains an Access
2013 tile, tap or click it to run Access and then proceed to Step 5; if the Start screen
does not contain the Access 2013 tile, proceed to the next step to search for the
Access app.

For an introduction to
Office and instruction
about how to perform
basic tasks in Office
apps, read the Office
and Windows chapter
at the beginning of

Swipe in from the right edge of the screen or point to the upper-right corner of
the screen to display the Charms bar, and then tap or click the Search charm on the
Charms bar to display the Search menu.

Type Access asthe search text in the Search box and watch the search results this book, where you

appear in the Apps list. can learn how to run
an application, use

Tap or click Access 2013 in the search results to run Access. the ribbon, save a file,

open a file, exit an
application, use Help,
and much more.

0 © O

If the Access window is not maximized, tap or click the Maximize button on its title
bar to maximize the window.
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One of the few
differences between
Windows 7 and
Windows 8 occurs

in the steps to run
Access. If you are using
Windows 7, click the
Start button, type
Access inthe ‘Search
programs and files’ box,
click Access 2013, and
then, if necessary, maxi-
mize the Access window.
For detailed steps to run
Access in Windows 7,
refer to the Office and
Windows chapter at the
beginning of this book.
For a summary of the
steps, refer to the Quick
Reference located at the
back of this book.

BTW

Organizing Files

and Folders

You should organize and
store files in folders so that
you easily can find the files
later. For example, if you

are taking an introductory
computer class called

CIS 101, a good practice
would be to save all Access
files in an Access folder

in a CIS 101 folder. For a
discussion of folders and
detailed examples of creating
folders, refer to the Office
and Windows chapter at the
beginning of this book.

BTW

Q&As

For a complete list of the
Q&As found in many of

the step-by-step sequences
in this book, visit the Q&A
resource on the Student
Companion Site located on
www.cengagebrain.com. For
detailed instructions about
accessing available resources,
visit www.cengage.com/
ct/studentdownload or
contact your instructor for
information about accessing
the required files.

Creating a Database

In Access, all the tables, reports, forms, and queries that you create are stored in a
single file called a database. Thus, you first must create the database to hold the tables,
reports, forms, and queries. You can use either the Blank desktop database option or a
template to create a new database. If you already know the tables and fields you want in
your database, you would use the Blank desktop database option. If not, you can use a
template. Templates can guide you by suggesting some commonly used databases.

To Create a Database

Because you already know the tables and fields you want in the Bavant
Publishing database, you would use the Blank desktop database option rather than
using a template. The following steps assume you already have created folders for
storing your files, for example, a CIS 101 folder (for your class) that contains an Access
folder (for your assignments). Thus, these steps save the database in the Access folder
in the CIS 101 folder on your desired save location. For a detailed example of the
procedure for saving a file in a folder or saving a file on SkyDrive, refer to the Office
and Windows chapter at the beginning of this book.

o Tap or click the ‘Blank desktop database’ thumbnail to select the database type.

o Type Bavant Publishing inthe File Name text box to enter the new file
name. Do not press the ENTER key after typing the file name because you do not want
to create the database at this time.

e Tap or click the ‘Browse for a location to put your database” button to display the File
New Database dialog box.

@

Navigate to the location for the database, for example, the Documents library, the My
Documents folder, the folder identifying your class (CIS 101, in this case), and then to
the Access folder.

©

Tap or click the OK button (File New Database dialog box) to select the location for
the database and close the dialog box.

@

Tap or click the Create button to create the database on the selected drive in the
selected folder with the file name, Bavant Publishing (Figure 1-2).

< | The title bar for my Navigation Pane contains All Tables rather than All Access Objects,
g as in the figure. Is that a problem?

It is not a problem. The title bar indicates how the Navigation Pane is organized. You
can carry out the steps in the text with either organization. To make your screens match
the ones in the text, tap or click the Navigation Pane arrow and then tap or click Object

Type.

| do not have the Search bar that appears on the figure. Is that a problem?

It is not a problem. If your Navigation Pane does not display a Search bar and you want
your screens to match the ones in the text, press and hold or right-click the Navigation
Pane title bar arrow to display a shortcut menu, and then tap or click Search Bar.
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Figure 1-2

To CReaTe A DATABASE USING A TEMPLATE

Ideally, you will design your own database, create a blank database, and then
create the tables you have determined that your database should contain. If you are
not sure what database design you will need, you could use a template. Templates can
guide you by suggesting some commonly used databases. To create a database using a
template, you would use the following steps.

1. If you have another database open, close it without exiting Access by tapping or
clicking FILE on the ribbon to open the Backstage view and then tapping or
clicking Close.

2. Ifyou do not see a template that you want, you can search Microsoft Office online
for additional templates.

3. Tap or click the template you want to use. Be sure you have selected one that
indicates it is for a desktop database.

4. Enter a file name and select a location for the database.
5. Tap or click the Create button to create the database.

The Access Window

The Access window consists of a variety of components to make your work more
efficient. These include the Navigation Pane, Access work area, ribbon, shortcut
menus, and Quick Access Toolbar. Some of these components are common to other
Aicrosoft Office apps; others are unique to Access.

| View buttonq

Datasheet view
button is selected

BTW

Naming Files

The following characters
cannot be used in a file
name: question mark ( 7 ),
quotation mark (" ), slash (/),
backslash (\), colon (: ),
asterisk ( * ), vertical bar (| ),
greater than symbol ( > ), and
less than symbol ( < ).

BTW

Available Templates
The templates gallery
includes both desktop and
web-based templates. If
you are creating an Access
database for your own use,
select a desktop template.
Web-based templates allow
you to create databases
that you can publish to a
SharePoint server.
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BTW
The Ribbon and

Screen Resolution
Access may change how the
groups and buttons within
the groups appear on the
ribbon, depending on the
computer’s screen resolution.
Thus, your ribbon may look
different from the ones in
this book if you are using a
screen resolution other than
1366 x 768.

BTW

Naming Tables
Database users typically have
their own guidelines for
naming tables. Some use the
singular version of the object
being described while others
use the prefix tbl with a table
name. This book uses the
singular version of the object
(Customer, Book Rep).

BTW
Multiple-Word

Names

There are several ways to
handle multiple word names.
You can omit the space
(CustomerNumber) or use an
underscore in place of the
space (Customer_Number).
Another option is to use

an underscore in place

of a space, but use the

same case for all letters
(CUSTOMER_NUMBER or
customer_number).

Navigation Pane and Access Work Area

You work on objects such as tables, forms, and reports in the Access work
area. In the work area in Figure 1-2 on the previous page, a single table, Tablel,
is open in the work area. Object tabs for the open objects appear at the top of the
work area. If you have multiple objects open at the same time, you can select one
of the open objects by tapping or clicking its tab. To the left of the work area is
the Navigation Pane. The Navigation Pane contains a list of all the objects in the
database. You use this pane to open an object. You also can customize the way objects
are displayed in the Navigation Pane.

The status bar, located at the bottom of the Access window, presents
information about the database object, the progress of current tasks, and the status of
certain commands and keys; it also provides controls for viewing the object. As you
type text or perform certain commands, various indicators may appear on the status
bar. The left edge of the status bar in Figure 1-2 shows that the table object is open in
Datasheet view. In Datasheet view, the table is represented as a collection of rows and
columns called a datasheet. Toward the right edge are View buttons, which you can
use to change the view that currently appears.

Determining Tables and Fields

Once you have created the database, you need to create the tables and fields that your
database will contain. Before doing so, however, you need to make some decisions
regarding the tables and fields.

Naming Tables and Fields

In creating your database, you must name tables and fields. Before beginning the
design process, you must understand the rules Access applies to table and field names.
These rules are:

1. Names can be up to 64 characters in length.

2. Names can contain letters, digits, and spaces, as well as most of the punctuation

symbols.
3. Names cannot contain periods (.), exclamation points (1), accent graves (), or
square brackets ([ ]).

4. Each field in a table must have a unique name.

The approach to naming tables and fields used in this text is to begin the names
with an uppercase letter and to use lowercase for the other letters. In multiple-word
names, each word begins with an uppercase letter, and there is a space between words
(for example, Customer Number).

Determining the Primary Key

For each table, you need to determine the primary key, the unique identifier. In
many cases, you will have obvious choices, such as Customer Number or Book Rep
Number. If you do not have an obvious choice, you can use the primary key that Access
creates automatically. It is a field called ID. It is an autonumber field, which means that
Access will assign the value 1 to the first record, 2 to the second record, and so on.
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Determining Data Types for the Fields

For each field in your database, you must determine the field’s data type, that is,
the type of data that can be stored in the field. Four of the most commonly used data
types in Access are:
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1. Short Text — The field can contain any characters. A maximum number of
255 characters is allowed in a field whose data type is Short Text.

LB

. Number — The field can contain only numbers. The numbers can be either
positive or negative. Fields assigned this type can be used in arithmetic
operations. You usually assign fields that contain numbers but will not be used
for arithmetic operations (such as postal codes) a data type of Short Text.

BTW

Text Data Types
3. Currency — The field can contain only monetary data. The values will appear Short Text replaces the Text

with currency symbols, such as dollar signs, commas, and decimal points, and g?ﬁc?eii i:g%’“%g::fi‘p”g::;
with two digits following the decim.al point. Like numeric fields, you can use +he Merniod atg type in
currency fields in arithmetic operations. Access assigns a size to currency fields previous editions.
automatically.

4. Date & Time — The field can store dates and/or times.

Table 1-1 shows the other data types that are available in Access. S

Data Types
Table 1-1 Additional Data Types Different database

management systems have
Data Type Description different available data
types. Even data types that
are essentially the same can
have different names. The

Long Text Field can store a variable amount of text or combinations of text and numbers where the
total number of characters may exceed 255.

AutoNumber Field can store a unique sequential number that Access assigns to a record. Access will Currency data type in Access,
increment the number by 1 as each new record is added. for example, is referred to as

Yes/No Field can store only one of two values. The choices are Yes/No, True/False, or On/Off. Money in SQL Server.

OLE Object Field can store an OLE object, which is an object linked to or embedded in the table.

Hyperlink Field can store text that can be used as a hyperlink address.

Attachment Field can contain an attached file. Images, spreadsheets, documents, charts, and other

elements can be attached to this field in a record in the database. You can view and edit
the attached file.

Calculated Field specified as a calculation based on other fields. The value is not actually stored.

© 2014 Cengage Learning

In the Customer table, because the Customer Number, Customer Name, Street, BTW
City, and State all can contain letters, their data types should be Short Text. The data AutoNumber Fields
type for Postal Code is Short Text instead of Number because you typically do not use ?a‘f;:;"zz‘:;f;:r'::’; slsgei;‘:
postal codes in arithmetic operations; you do not add postal codes or find an average In Design view, the New
postal code, for example. The Amount Paid, Current Due, and Returns fields contain Values field property allows

monetary data, so their data types should be Currency. The Book Rep Number field youto it’_‘clr[erz‘se”t thet_ﬁzld
5 : ) ! I . ; sequentially (Sequential) or
contains numbers, but you will not use these numbers in arithmetic operations, so its eandormly (Raridorn), The

tvpe should be Short Text. default is sequential.
Similarly, in the Book Rep table, the data type for the Book Rep Number, Last

Name. First Name, Street, City, State, and Postal Code fields all should be Short Text.

The Start Date field should be Date & Time. The Salary field contains monetary

amounts, so its data type should be Currency. The Bonus Rate field contains numbers

that are not dollar amounts, so its data type should be Number.
For fields whose type is Short Text, you can change the field size, that is, the

maummum number of characters that can be entered in the field. If you set the field size

for the State feld to 2, for example, Access will not allow the user to enter more than

Tw o characters in the field. On the other hand, fields whose data type is Number often

|
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require you to change the field size, which is the storage space assigned to the field by
Access. Table 1-2 shows the possible field sizes for Number fields.

Table 1-2 Field Sizes for Number Fields

Field Size Description

Byte Integer value in the range of 0 to 255

Integer Integer value in the range of -32,768 to 32,767

Long Integer Integer value in the range of -2,147,483,648 to 2,147,483,647

Single Numeric values with decimal places to seven significant digits — requires 4 bytes of storage

Double Numeric values with decimal places to more accuracy than Single — requires 8 bytes of
storage

Replication ID Special identifier required for replication

Decimal Numeric values with decimal places to more accuracy than Single or Double — requires

12 bytes of storage

What is the appropriate size for the Bonus Rate field?

If the size were Byte, Integer, or Long Integer, only integers could be stored. If you try to store a value that has decimal places,
such as 0.18, in fields of these sizes, the portion to the right of the decimal point would be removed, giving a result of 0. To
address this problem, the bonus rate should have a size of Single, Double, or Decimal. With such small numbers involved,
Single, which requires the least storage of the three, is the appropriate choice.

CONSIDER THIS %3

Creating a Table

BTW To create a table in Access, you must define its structure. That is, you must define all
On Screen Keyboard  the fields that make up the table and their characteristics. You also must indicate the

To display the on-screen :

rimary key.
touch keyboard, tap the P w . . .
Touch Keyboard button on In Access, you can use two different views to create a table: Datasheet view
the Windows taskbar. When ~ and Design view. In Datasheet view, the data in the table is presented in rows and
finished using the touch columns, similar to a spreadsheet. Although the main reason to use Datasheet view
keyboard, tap the X button ; : .
o the teiich kejbiand 1o is to add or update records in a table, you also can use it to create a table or to later
close the keyboard. modify its structure. The other view, Design view, is only used to create a table or to

modify the structure of a table.

As you might expect, Design view has more functionality for creating a table than
Datasheet view. That is, there are certain actions that only can be performed in Design
view. One such action is assigning Single as the field size for the Bonus Rate field. In this
chapter, you will create the first table, the Book Rep table, in Datasheet view. Once you
have created the table in Datasheet view, you will use Design view to change the field size.

Whichever view you choose to use, before creating the table, you need to know
the names and data types of the fields that will make up the table. You also can decide
to enter a description for a particular field to explain important details about the
field. When you select this field, this description will appear on the status bar. You also
might choose to assign a caption to a particular field. If you assign a caption, Access
will display the value you assign, rather than the field name, in datasheets and in forms.
If you do not assign a caption, Access will display the field name.

When would you want to use a caption?

You would use a caption whenever you want something other than the field name displayed. One common example is when
the field name is relatively long and the data in the field is relatively short. In the Book Rep table, the name of the first field

is Book Rep Number, but the field contains data that is only two characters long. You will change the caption for this field to
BR #, which is much shorter than Book Rep Number yet still describes the field. Doing so will enable you to greatly reduce the
width of the column.

CONSIDER THIS %

2014 Cengage Learning
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The results of these decisions for the fields in the Book Rep table are shown in
Table 1-3. The table also shows the data types and field sizes of the fields as well as any
special properties that need to be changed. The Book Rep Number field has a caption
of BR #, enabling the width of the Book Rep Number column to be reduced in the

datasheet.
Field Name Data Type Field Size Notes
Book Rep Number  Short Text 2 Primary Key
Description: Unique identifier of book rep
Caption: BR #
Last Name Short Text 15 If you are using your
: finger on a touch screen
First Name Short Text 15 and are having difficulty
Street Short Text 20 completing the steps in
City Short Text 20 this chapter, consider
State Short Text 2 using a styluls. Maﬁy
e o e people find |.t easier to
2 be precise with a stylus
Start Date Date/Time (This appears as Date & Time on the menu g than with a finger. In
of available data types) e addition, with a stylus
Salary Currency 2 you see the pointer.
Bonus Rate Number Single Format: Fixed § If you still are having
Decimal Places: 2 8 trouble completing the

steps with a stylus, try
using a mouse.

How do you determine the field size?

You need to determine the maximum number of characters that can be entered in the field. In some cases, it is obvious. Field
sizes of 2 for the State field and 5 for the Postal Code field are certainly the appropriate choices. In other cases, you need

to determine how many characters you wish to allow. In the list shown in Table 1-3, Bavant evidently decided allowing

15 characters was sufficient for last names. This field size can be changed later if it proves to be insufficient.

What is the purpose of the Format and Decimal Places properties?

The format guarantees that bonus rates will be displayed with a fixed number of decimal places. Setting the decimal places
property to 2 guarantees that the rates will be displayed with precisely two decimal places. Thus, a bonus rate of 0.2 will be
displayed as 0.20.
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1 CREATE FIRST TABLE ] 2 ADD RECORDS | 3 PRINT CONTENTS |8 IMPORT RECORDS | 5 MODIFY SECOND TABLE

TO MOd ify the Primal’y Key & CREATE QUERY | 7 CREATE FORM | 8 CREATE REPORT

When you first create your database, Access automatically creates a table for you. You can immediately
begin defining the fields. If, for any reason, you do not have this table or inadvertently delete it, you can
create the table by tapping or clicking CREATE on the ribbon and then tapping or clicking the Table button
(CREATE tab | Tables group). In either case, you are ready to define the fields.

The steps on the next page change the name, data type, and other properties of the first field to match the
Book Rep Number field in Table 1-3, which is the primary key. Why? Access has already created the first field as the
primary key field, which it has named ID. Book Rep Number is a more appropriate choice.
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¢ Press and hold or right-click
the column heading for the ID
field to display a shortcut menu
(Figure 1-3).

< Why does my shortcut menu look
O' different?
You displayed a shortcut menu for
the column instead of the column
heading. Be sure you press and
hald or right-click the column
heading.

12/

e Tap or click Rename Field on the
shortcut menu to highlight the
current name.

e Type Book Rep Number to
assign a name to the new field,

e Tap or click the white space
immediately below the field name
to complete the addition of the
field (Figure 1-4).

tt Why does the full name of the
0’ field not appear?
The default column size is not
large enough for Book Rep
Number to be displayed in its

= T.lhle1\

table appears
in list of tables

BES- 2-3- = TABLETOOLS  Bavant Publishing : Database- C:\Users|.
HOME  CREATE  EXTERMALDATA  DATABASETOOLS | FIELDS | TABLE et
== = [E] Mame & Cagtion = ’ = Data Type: |AutoMuml
¢ m 12 2 [eceaube A o BBl i i
B¢ Default Value i it F at
View  Short Number Curency — Delete " Modily Modify Meme | . o
- Text Esl More Fields - Lookups Expression Settings= | ¢ % * | il S8
Views Add & Delete D ﬁe_ld column | croperies Formatting
[ 2 heading
All Access Obje... © «
S fﬂek_&ﬁr‘d S
Search_ ¥l
Tables e

Sort Largest to Smallest

| A
B Copy shortcut menu
4 Paste

| Egy
| T3 Field Width
Hide Fields
Unhide Fields
B Freeze Fields
Unfrezze All Fields
# B
U fngert Fisld
a2 Ma

Rename Field

Rename Field -st—_
o fen command

Dielete Field

entirety. You will address this issue in later steps.

(3

® Because the data type needs to
be changed from AutoNumber to
Short Text, tap or click the Data
Type arrow (TABLE TOOLS FIELDS
tab | Formatting group) to display
a menu of available data types
(Figure 1-5).

Figure 1-3
BHS -8~ TABLE TOOLS Bavant Publishing : Database- C:\Usees\SC Safies\ Documed:
HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FELDS | TABLE
o = _ e
b AB = EDate s Time  LEJ . - [Gh[]  DataType [Autobumber _-| R “—
'ﬁ 12 - [ Yes/No X name changed to -B f:‘ | Formak  Formatmnng 4 -/ [ v
View | Short Mumber Currency Book Rep Number lediy  Moddy  Mems ; o 3
Tet Bl Mare Fields (portion of name  fokups Expression Setting: - $ % a 4% i In|
Wiewri Add B Delete does not appear} flies Formatting F|
All Access Obje... © «|| = Tkt
= il ok Rep NL- | Ciick 20 Add = Formatting data type
_T..;[. 4 group is currently
Auhes = AutoNumber
H noe
position to
tap or click
I Il
Figure 1-4
Data Type
TABLE FOOLS Bavant Publishing : Database- CAUsers]_ 0" ACIS 101\;!%
EXTERNAL DATA DATABASE TOOLS FIELDS TABLE
% Date & Time LB [E] Name & Caption ,,,6!\ f\ Required 4
¥ Yes/No B Default Value Jof shortText | s I [ Unique
noy . Delete | Medify  Medf data type i =3
B4l More Fislds ~ =3 Field Size Lookups E e g »|longTes [ Indesed
| Humber I
Propertiss R Fial
— —— e - e ——— |[’i£9'TII"IE —%) =3 T
Y cietice = menu of available
e — 1 ¥ data types
EM"U.A—dd = | Yes/Ma e
! Hyperlink

Figure 1-5
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e Tap or click Short Text to select
the data type for the field
(Figure 1-6).

e

e Tap or click the Field Size text
box (TABLE TOOLS FIELDS tab |
Properties group) to select the
current field size, use either the
DELETE or BACKSPACE keys to erase
the current field size, if necessary,
and then type 2 asthe new
field size.

e Tap or click the Name & Caption
button (TABLE TOOLS FIELDS tab
| Properties group) to display the
Enter Field Properties dialog box.

® Tap or click the Caption text box
(Enter Field Properties dialog box),
and then type BR # asthe
caption.

e Tap or click the Description text
box, and then type Unique
identifier of book rep
as the description (Figure 1-7).

6]

® Tap or click the OK button
(Enter Field Properties dialog
box) to change the caption and
description (Figure 1-8).

Databases and Database Objects: An Introduction
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e
=
1]
e
data type %
changed to e
Short Text
F Frald S foOoLS Bavant Publishing : Da ries\D) CIS 107 L%
ield Size v
EXTERMAL DATA DATABASE TO text box TABLE - v
ERDste&Time Lyl [ Name& topmen =8 fe B[] DT [shortTae =] CI Required o
[ Yes/No EL Default Value By Y " | Format: Formatting, [ Unique A
ency o P y Modify  Modify Memo ; ot 3 Vali <
Esl More Fields - P % 1255 Lookups Expression Settings - %+ W3 /] Indeszd
d & Delete rr:E:rtles ———Froperties Formatting Field Validatio
« || = Tavter, g
! Book Rep Nt = |Clickto Add. -
2 —
a~ L -
Figure 1-6
TABLETOOLS Bavant Publishing : Database- C:\Users\SC SeriasiDe
Name & ’ ’ )
Caption I\\D:.TABASETOOLS FIELDS  TABLE
button || & ™ ) e & Caption - f\‘ p]| DetaType [ShortTex ~]| I Requiired =
Py 2 i S o2
No X 51 Default Value 228 = Format:  [Formatting 1 Unique =
Delete: | g [ e field size Memo | . . o == Validation
e Fields - o Field Size | 2 ~———— changed to2 fings- $ %0 $ 3 < Indaxad =
P Formatting Field Validation
ook Rep NL - Click to Add -
s Enter Field

Properties
dialog box

fofe = | captio

Jent of book rep|

changed

n

Y

Lo ]

description
- changed

—

i Cancel

OK button

Figure 1-7

H - -8~ =  TABLETOOIS  Bavant Publishing : Database- C:\Users|
HOME CHREATE EXTERMAL DATA DATABASE TOOLS FELDS TABLE r
M AB 12 [ EDate&Time Lyt [E] Mame & Caption r_a f\‘ Tl Data Type: |Short Ted
= i B | 1
S Y T It Val Tt = F = Formattings
View = Short Number Cumrency __ e caption dau- s Modify  Mema orrﬂaj‘ : tl“n”
s Text 4 MoreFields~| changed [eldSke|2 | position for [opression Settings- | $ % % 3%
Views Add & Delets / next field - Formatting
| All Access Obje... ® « [= “""R' —
lseoren. olf SRSk o Add=s
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Tables 2 |f T r—
E mbier
e —— e
description of Book
Rep Number fisld
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To Define the Remaining
Fields in a Table

1 CREATE FIRST TABLE | 2 ADD RECORDS | 3 PRINT CONTENTS | 4 IMPORT RECORDS | 5 MODIFY SECOND TABLE

& CREATE QUERY | 7 CREATE FORM | 8 CREATE REPORT

To define an additional field, you tap or click the Click to Add column heading, select the data type, and
then type the field name. This is different from the process you used to modify the ID field. The following steps
define the remaining fields shown in Table 1-3 on page AC 11. These steps do not change the field size of the
Bonus Rate field, however. Why? You can only change the field size of « Number field in Design view. Later; you will use
Design view to change this field size and change the format and number of decimal places.

o Tap or click the ‘Click to Add’

column heading to display a
menu of available data types
(Figure 1-9).

12

Tap or click Short Text in the menu
of available data types to select
the Short Text data type.

® Type Last Name toentera

field name.

e Tap or click the blank space below

<
o3
(=4

the field name to complete the
change of the name. Tap or click
the blank space a second time to
select the field (Figure 1-10).

i After entering the field name,

'l realized that | selected the wrong
|data type. How can | correct it?

| Tap or click the Data Type arrow,
{and then select the correct type.

'I inadvertently clicked the blank
| space before entering the field
|name. How can | correct the
|name?

BR#
adi| |2

e

3

position to
tap or click

- LastName - ClicktoAdd ~

BHS &-4- = TASLE TOOLS Bavant Publishing : Database- c\Useu\r
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE
M AB 12 = ERDate&Time Ll peicllemsbacssuon —-'5 f\. |EE|—| Data Type:
i = @ Yesilo position for o il ) Formet Foimatt
View = Short Number Curency ) Delete § paxt field Modify Modify Memo . Tea a
- Text £4 More Fields - Lookups Expression Settings= | ¥ % by &
Views Add & Delete Froperties Farmatting
All Access Obje... ® « || i\ -
ISearch.. T D BRs- i~ [CicktoAdd -
e I o atlons— SRS
B e 12 Humber
& Currency
B Date & Time menu of
|2 YesMo r-—t gv::at;ﬂe
al
| l‘h Lookup £ Relatsonship —PES‘
| Ao Rich Text
| AB Long Test
1
! i El Attachmgnt
I ﬁ, Hyperlink
i ‘ Calculated Freld "
'__-%-Lﬁ-—_ | Paste as Erelds -
Figure 1-9
s To0IS Bavant Publishing : Database- C:\Users\SC Series\D ACIS 101
€ BXERNALDATA  paTasaseToo| field size || 7age
FlDate&aTime LI [E] Mame & Caption| '_.& f\, 'E‘TJII Data Type: |$hur;'!‘m e (f= Required
B YesiNo £ Default Value s oo Format | Farfting ] Unique i
ency Delete Y Modify Modiy  Memo Vali
B - §o4 Field Size | 255 Lookups Erpgacion Satiooe= % % ¢ | Tl 2B [l Indexed
name o : E
second fiald Properties DOSI"tI'OI"I for Field Validatics
e next field data type for
| L second field

Figure 1-10

| Press and hold or right-click the field name, tap or click Rename Field on the
'shortcut menu, and then type the new name.
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L Change the field TAELE TODLS Bavant Publishing : Database- C:\Usars\SC Series\ D

CIS T0MACe

Publishi g.acodh (Access 2007 - 201

H H EXTERNAL DATA DATABASE TOOLS FIELDS TABLE
size to 15 just as you e e — voe— datatype changed
changed the field IR [t s Type Homber =+ 5 Number
[ Ves/No X Defaiiit Value Format

= Dalate
[ii More Fields -

N 5% MAB | Cindond

Formatting

size of the Book Rep
Number field.
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technique, add the
remaining fields in
the Book Rep table.
For the First Name,
Street, City, State,
and Postal Code
fields, use the Short
Text data type, but
change the field
sizes to match Table 1-3 on page AC 11. For the Start Date field, change the data type to
Date & Time. For the Salary field, change the data type to Currency. For the Bonus Rate
field, change the data type to Number (Figure 1-11).

Figure 1-11

< || have an extra row between the row containing the field names and the row that

g begins with the asterisk. What happened? Is this a problem? If so, how do | fix it?

You inadvertently added a record to the table by pressing a key. Even pressing the
SPACEBAR would add a record. You now have an unwanted record. To fix it, press the Esc
key or tap or click the Undo button to undo the action. You may need to do this more
than once.

|When | try to move on to specify another field, | get an error message indicating that
|the primary key cannot contain a null value. How do | correct this?

First, tap or click the OK button to remove the error message. Next, press the ESC key or
I'tap or dlick the Undo button to undo the action. You may need to do this more than once.

. = PostalCode - StariDate ~| Sal
® Using the same g T O e e T S S e T

- 1
= | BonusRate - | Click ¢

0 )

BTW

Currency Symbols

To show the symbol for the
Euro ( € ) instead of the dollar
sign, change the Format
property for the field whose
data type is currency. To
change the default symbols
for currency, change the
settings in Windows.

Making Changes to the Structure

When creating a table, check the entries carefully to ensure they are correct.
If you discover a mistake while still typing the entry, you can correct the error by
repeatedly pressing the Backspack key until the incorrect characters are removed.
Then, type the correct characters. If you do not discover a mistake until later, you can
use the following techniques to make the necessary changes to the structure:

* To undo your most recent change, tap or click the Undo button on the Quick
Access Toolbar. If there is nothing that Access can undo, this button will be dim,
and tapping or clicking it will have no effect.

® To delete a field, press and hold or right-click the column heading for the field
(the position containing the field name), and then tap or click Delete Field on the
shortcut menu.

* To change the name of a field, press and hold or right-click the column heading

for the field, tap or click Rename Field on the shortcut menu, and then type the
desired field name.

* 'To insert a field as the last field, tap or click the ‘Click to Add’ column heading,
tap or click the appropriate data type on the menu of available data types, type the
desired field name, and, if necessary, change the field size.

® To insert a field between existing fields, press and hold or right-click the column
heading for the field that will follow the new field, and then tap or click Insert

BTW
Touch Screen

Differences

The Office and Windows
interfaces may vary if you are
using a touch screen. For this
reason, you might notice that
the function or appearance
of your touch screen differs
slightly from this chapter's
presentation.
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Field on the shortcut menu. Press and hold or right-click the column heading
for the field, tap or click Rename Field on the shortcut menu, and then type the
desired field name.

* To move a field, tap or click the column heading for the field to be moved to
select the field, and then drag the field to the desired position.

As an alternative to these steps, you might want to start over. To do so, tap
or click the Close button for the table, and then tap or click the No button in the
Microsoft Access dialog box. Tap or click CREATE on the ribbon, and then tap or
click the Table button to create a table. You then can repeat the process you used
earlier to define the fields in the table.

1 CREATE FIRST TABLE I 2 ADD RECORDS | 3 PRINT CONTENTS | 4 IMPORT RECORDS | 5 MODIFY SECOND TABLE

To Save a Table & CREATE QUERY I? CREATE FORM | 8 CREATE REPORT

The Book Rep table structure is complete. The final step is to save the table within the database. As part
of the process, you will give the table a name. The following steps save the table, giving it the name Book Rep.
Why? Bavant has decided that Book Rep is an appropriate name for the table.

o / Quick Access
Toolbar
e Tap or click the Save E 5. -4 & T Bcsist Pl s Databas: LAl S oE et
button on the Quick HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FELDS | TABLE B
" Date & Time LU Name & Caption o ", TRl DataT N_b T ] [ Requind
A‘ccessToolbarto AB 12 ::J B ] Elm ol f.\ b]] alypﬁl umber o s
display the Save o Short Number Curency e E i Modify Modify Mema Cusin T m =
As'diaiog box button | B More Fields = "I Field Size Lookups Expression Set] ‘Save A5 ) O
i g Views Add & Delets Froperties dialog box |ormatting Field vl
- T =
(Figure 1-12). All Access Obje... © | [ Table _ _ : : .
= : _l BR# | LastName - FirstName - -] dty | -] stata -|Postal Code - | i
\Seareh-. 0| S = 1 b o =L a1l N et bl
e || ] i i ===
Tables 2 | e e
B Tablet |
‘ position to enter
| table name

mw ' “w . Rl

Figure 1-12

(2]

» Type Book Rep BHS -4+ © TABLETODIS  Bavant Publishing: Database- C:\Users\SC Series\Documents\C
to change the name HOME  CREATE  D(TERNALDATA  DATABASETOOLS = FIELDS | TABLE _ |
assigned to the E{ Y B Dste&Time Lyl | [E]Name & Coption _,‘:J': fr B[] Dt Type [Short Tea -|' [ Required’
tabl Ay Ves/No 1 Default Value i o — | Formak  Farmatting - [ Unique

aple. Viey”” Short Number Currency Delete | —————— Modify Modify Memo =" o i
Text Ei More Fields = oma Field Size 2 JLookups Expression Settings- | $ % * [ %0 473 [ Indexed

e Tap or click the Views Add & Delete Properties Formatting Field V3

OK button (Save Al Access Obje... ® «|| = sokter\ : : '

5 BR#  -|lastName -|FirstName -| Street -| City. -| State - |PostalCode -| S§

&

As dialog box)
to save the table

Boaok Rep
(Figure 1-13). Eiews'gmup ‘II table name changed

!

Figure 1-13

‘ Other Ways

1. Tap or click FILE on the ribbon, tap 2. Press and hold or right-click tab for table, tap or 3. Press CTRL+S
or click Save in the Backstage view click Save on shortcut menu
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To View the Ta ble in Design View ECRE&TE QUERY [?CREM'I‘E rom]scn!n‘rs REPORT

Even when creating a table in Datasheet view, Design view can be helpful. Why? You easily can view the
frelds, data types, and properties to ensure you have entered them corvectly. It is also easier to determine the primary key
in Design view. The following steps display the structure of the Book Rep table in Design view so that you can
verify the design is correct.
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® Tap or click the View BHS & §- - © MBLETOOLS  Bavant Publishing; Database- CUsers\SC Series\D A Iﬁ

arrow (TABLE TOOLS _HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FELDS | TABLE -

FIELDS tab | Views ;s . Y B Date & Time I_I>|:<J [=] Name & Caption _& f\ ab]|  DataType [Short Tes «|| [ Required

P i::B Val f vl e . || & Uni

group) to display Shom Number Carrency EY”“:  Delee 21'" — Modiy bty Memo F:m;: ‘ fw:;t:;s 2 Uniue |
the View menu L Tt — MeoreFicks SiField Sze l:_ Loakups Exprassion Settings * IR b Indexed

1| D tasheet Vie -M"E‘D T Properties o Formatting Field Va

T Datasheet View eal matting

(Figure 1-14).

) t‘é i [ p] ~ BRE -] last Name -] :Fi'rs"tf_l\iame v| . Street
< | Could | just tap or e \ ~ |1l [T -
g click the View button || =fsoorrep _
rather than the SRsIgh Vi
arrow? View icons i
Yes. Tapping or |
clicking the button '
is equivalent to
tapping or clicking '
the comTac';g T et T ———
represente .
the icon curreit]y Figure 1-14
appearing on the
button. Because the icon on the button in Figure 1-14 is for Design view, tapping or
clicking the button would display the table in Design view. If you are uncertain, you can
always tap or click the arrow and select from the menu.

(2

e Tap or click Design
View on the View
menu to view the
table in Design view
(Figure 1-15).

City. -| State - Postal Code - | !i

—

TABLETOOLS  Bavant Publishing: D C\Users\SC Series\D 15 101\ Access\B E
EXTERNALDATA  DATABASETODLS | DESIGN

Create Data Rgnamd Relmmshlps Dh;ed

£ Mod key symbol indicates Macros= Delete M
Book Rep Number Field, Record & Tab tionsn| descriptions o
E;
¥

field is the primary key

Fisld Name | DataType | Y i TR
]Sh ort Text Unique identifier of hook | rep
3 ‘short Text -
BoakRen | |First Name ‘Short Text
_|Street Shart Text
| iCity Short Text
| istate Short Text S
|| Postal Code Short Text B
|| |start Date Date/Time S BT
— | leld properties {characteristics
R _qurency of fields that can be changed)

field names ‘ | data types b Field Properties
'Gufem i}goimp_'

e ce—— fieldsize | ) :
(Format L] S RS SE e,
[Input Mask B = o

R D S
[Detautt Value. e

Figure 1-15

Other Ways

1. Tap or click Design View button on status bar
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To Change a Field Size in De5ign View & CREATE QUERY | 7 CREATE FORM | 8 CREATE REPORT

Checking the Structure in Design View

You should use Design view to carefully check the entries you have made. In
Figure 1-15 on the previous page, for example, you can see that the Book Rep Number
field is the primary key of the Book Rep table by the key symbol in front of the field
name. If your table does not have a key symbol, you can tap or click the Primary Key
button (TABLE TOOLS DESIGN tab | Tools group) to designate the field as the
primary key. You also can check that the data type, description, field size, and caption
are all correct.

For the other fields, you can see the field name, data type, and description
without taking any special action. To see the field size and/or caption for a field, tap or
click the field’s row selector, the small box that precedes the field. Tapping or clicking
the row selector for the Last Name field, for example, displays the properties for the
field. You then can check to see that the field size is correct. In addition, if the field has
a caption, you can check to see if that is correct. If you find any mistakes, you can make
the necessary corrections on this screen. When you have finished, you would tap or
click the Save button to save your changes.

1 CREATE FIRST TABLE [ 2 ADD RECORDS |3 PRINT CONTENTS | 4 IMPORT RECORDS | 5 MODIFY SECOND TABLE

Most field size changes can be made in either Datasheet view or Design view. However, changing the
field size for Number fields, such as the Bonus Rate field, can only be made in Design view. Because the values
in the Bonus Rate field have decimal places, only Single, Double, or Decimal would be possible choices for the
field size. The difference between these choices concerns the amount of accuracy. Double is more accurate than
Single, for example, but requires more storage space. Because the rates are only two decimal places, Single is an

acceptable choice.

The following steps change the field size of the Bonus Rate field to Single, the format to Fixed, and the
number of decimal places to 2. Why change the format and number of decimal places? To ensure that each value
will appear with precisely two decimal places.

(1

o If necessary, tap or
click the vertical
scroll bar to display
the Bonus Rate field.
Tap or click the row
selector for the
Bonus Rate field
to select the field
(Figure 1-16).

Shawy/Hide il lamihips

BT
Field Mame | DataType | Description (Optional)
umber Short Text Unique identifier of book rep
row selector o et

[ [First Name short Text |

| [Street Bonus Rate Short Text

ety | field selected |ShortText
State Short Text

___ iPostal COV | Short Text

| ||start Date Date/Time
| Salary Currancy field properties for
 Bonus Rate Number Bonus Rate field

Fiald Properties

| :6‘e_‘c_|m_al_?|;cﬁ
H [Anpertbask

T Afied name can beup
including spaces, Press|

Figure 1-16
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® Tap or click the Field
Size box to display
the Field Size arrow.

® Tap or click the Field
Size arrow to display
the Field Size menu
(Figure 1-17).

< | What would happen
if | left the field size
set to Long Integer?
If the field size is

Q&

(3]
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| General [l gakup|

Field Properties

Field Size
arrow

Access Chapter 1

i Field Size
andl{ mMenu

1 refattonship, this setting

Single (single precision)
___——— | selected as the field size

Figure 1-17

Long Integer, Integer, or Byte, no decimal places can be stored. For example, a value
of .10 would be stored as 0. If you enter rates and the values all appear as 0, chances are
you did not change the field size property.

e Tap or click Singleto —— == == — 1
select single precision - | Formatbox |  ried properties
: ! Il = Format
as the field size. | o — __—/ arrow ;
- E = > ]
® Tap or click the | Formet T — G 35 :
[Captia gL |€3,456.7 i
Format box to |§‘§,“—,,,;“,7,m i (345879 T m——
- Validation Rule | Standard |3436.79 | defined format or eng™
display the Format e fpecent 12300 i
[Required Scientific |328803 | 3
arrow. Indexec Mo i =
:!.f'::ljdﬂﬂ._ - .:tntrll \\
e Tap or click the ozt :
Format arrow to — = —
open the Format Figure 1-18
menu (Figure 1-18).

° Tap or click Fixed to S -3~ = TRBLETOOLS Bwanl?uhlishing:l]uhb\ coess 2007 - 213 flefor. 2 = & X
select fixed as the : ;m; = m?h.m_::“ o “;‘ . Bg_ Sonin P
format. oN N kiin 4 ! 3 1

SHg Save button | Buider Tet Validation : ::‘m::n ,, Popery indewes | CresteDats Rename/ | Relationships 3
2 Rules o Modi US| Sheet Macros = Delete Macro 3
® Tap or click the T Took Show/Mide | Field, Record & Table Events:  Retati Close button -
Decimal Places box to | All Access Obje.. ® « | S Bkt - for Sook X
. i " = Field Name | DataType | Rep table =]
dlsplay the Decimal i S 0 9 Book Rep Number - Short Text Unique ident L]
Places arrow. g": - 2 - |Last Name Short Text
. ok Rep First Nama Short Text
svea shot Text
e Tap or click the iy o Tt j
i - State Short Text E
Decimal Places arrow  Postal Code short Text
/Time 3
to enter the number o Hrai o :
iy Currency i
of decimal places. fonuz Rtz Humber E — —

e Tap or click 2 to ol Fixed format -
assign the number of | - ieeed
decimal places. if,:‘;’:,’,:‘“”“"’i T ]

" { 2 decimal places

e Tap or click the 7 selected : =

Save button to B ———— __

save your changes
(Figure 1-19).

Options button
might appear

. Pr_'dpé V

< | Why did the Property Update Options button appear?

o You changed the number of decimal places. The Property Update Options button offers
a quick way of making the same change everywhere Bonus Rate appears. So far, you
have not added any data or created any forms or reports that use the Bonus Rate field,

so no such changes are necessary.

Figure 1-19
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To Close the Table

Once you are sure that your entries are correct and you have saved your changes, you can close the table.
The following step closes the table.

o Tap or click the Close button for the Book Rep table to close the table.

Other Ways

1. Press and hold or right-click tab for table, tap or click Close on shortcut menu

1 CREATE FIRST TABLE 1 2 ADD RECORDS | 3 PRINT CONTENTS | 4 IMPORT RECORDS | 5 MODIFY SECOND TABLE

To Add Records to a Table & CHERYR AR | T TS EOMA |5 O TS PRaRT

Creating a table by building the structure and saving the table is the first step in the two-step process of
using a table in a database. The second step is to add records to the table. To add records to a table, the table
must be open. When making changes to tables, you work in Datasheet view.

You often add records in phases. Why? You might not have enough time to add all the records in one session, or
you might not have all the records currently available. The following steps open the Book Rep table in Datasheet
view and then add the first two records in the Book Rep table (Figure 1-20).

BR# - | lastName - FirstName -|  Street -| City - |[State -|PostalCode -|StartDate -| Salary - | BonusRate -
53 Chm Robert 265 Maxwell St.  Gossett PA 19157 . &/1f2013 $26250.00 019
42 Perez Melina - 261PorterDr.  Adelphia  PA 19156 5/14/2012 $31,500.00
=i — Meling - ____ 1200 Boyes DI = fia = LAl e
Figure 1-20

e Press and hold or y Grwpointe | ] Shutter Bar Open/ WE’

right-click the Book Views Ciipbozrd 5] Close Button N N . N . Tet i
Rep table in the | All Access Obje... © «
Navigation Pane to 5’:’:; :’I
ables |
display the shortcut (= |
menu (Figure 1-21). || e QP"‘*—M
| g Design View
| Import b
Export 3
=l Rename

Hide in this Group shortcut menu

Delete

Figure 1-21
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e Tap or click Open on the shortcut
menu to open the table in
Datasheet view.

e Tap or click the Shutter Bar
Open/Close Button to close the
Navigation Pane (Figure 1-22).

3]

e Tap or click the first row in the
BR # field if necessary to display
an insertion point, and type 53
to enter the first book rep
number (Figure 1-23).
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Shutter Bar Open/
Close Button opens
Navigation Pane if
it is currently closed

pencil icon in the record selector
column indicates that the record
is being edited, but changes to
the record are not saved yet

REATE EXTERMNAL DATA DATABASE TOOLS
Y &l Ascending V7 Selection -
21 ‘a9 h Advanced =

| positioned on first record

record selector (box that,
when clicked, selects the
entire record) currently

bt T Toagle Filter
Fitter

TABLETOOLS Bavant Publishing : Database- C:\Users{:
FIELDS TABLE

|T_._‘ m New 3 Totals - 24c Replnce

1> £ "

S Spell % GoTo~
F.drﬁhpg i Sl R sl B
A= 2 Pel Datasheet view B Select-

Find

position to enter
book rep number
on first record

positioned on

‘ record 1 out of 1

City -] State y

|| Record: 4. < [1of 1

koMb | W Mo Eiger | [Search

Figure 1-22

[Postal Code - | start Datd:

[

BBS &-%--= ~ TABLETOOLS Bavant Publishing : Database- C:\Users\|
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE
E/‘ s O Cut Y 21 Ascending V7 Selection - =5 New > Totals 25 Replace dl
! U3 Copy il Descending Tl Advanced = o Save ffSpclIing 2 GoTor
View = Paste Fitter Refresh Find
= . Format Painter o RemoveSort 'V Togalefilter | py. X Delste ~ 5] More~ [ Select~
Views Clipboard ] Sort & Filter Records Find
» || = BookRep \,
BRE . e~ SsStrest | it -| State - Postal Code - | StartD:
- ;‘"Tl- book rep number -_-] e |~ ik ==t i b rFilemns
-*,—-j—-l-—‘ on first record =
|

for a new record

Access creates row

Mavigation Pane

=
e
@
=]
o
1]
=
|9
vy
()]
Q
o
o
<
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@

e Press the TAB key to BHS ¢ & - T MBIETOOLS  Bavant Publiching: Database- CAUser\SC Series\D \CIS 10T\ Access\Bavant P
move to the next [ HoMe | cheaTe e TR e
) : | Book Rep Number, ame, First -
field. M i, 36 Cu Name, Street, City, State, Postal G ET“’“ - McReplece  Top e T
Ve | Paie 2 P Code, and Start Date entered sove. Wispeling | 3 GoTo~ on
8 Format Painter S5 RETOES e Bl | . BIu A-Y-0-
™ Enter the Iast name = = Format Painte T# FETRGVE SOIT ¥ [Toyge File All= 7~ Delete More [ Setect
- ' Views Clipboard i Sort & Filter ‘L ngf:qrd; Find Text Formatting
first name, street, o | e =
it nd post (E=EE e R RN L e Ree State - [PostalCade - | StariDate -] Salary - BonusRate - |
city, stete, shd gesta) L e o L s see e
code by typing the o s0.00 0.00

following entries, :

pressing the TAB

: select date from
key after each one: calendar by

Chin asthe last . tapping or clicking
i Date Picker
name, Robert ol
. g
as the first name, 4 &

265 Maxwell
St . asthe street,
Gossett asthe Figure 1-24
cityy, PA asthe

state, and 19157 asthe postal code.

(

e If requested by your instructor, enter your address instead of 265 Maxwell St. as the
street. If your address is longer than 20 characters, enter the first 20 characters.

eType 6/1/2013 inthe Start Date field (Figure 1-24).

5]

e PresstheTABkeyand B E &- o &- - TABIETOOIS  Bavant Publishing: Database- CA\Users\SC SereAD S 10T Accesn\Bevant P
then type 26250 HOME | CREATE  EXTERNALDATA  DATABASETOOLS  FELDS  TABLE
in the Salary field. M X Cut Y #l Ascending V- Sedection - =MNew 2 Totals H e Replace [Gbapen <1 -] -
e== | B By Copy il Descending T3 Advanced - Howe  Plpaing  _  BGoTer T
View | Paste e e Ehu__q oSt W T M'““}r\o-» - . Find B L BT U A-PF-ba. ===
DO [ need tO type a P . Format Painter Z# Ramove Sort ‘eggle Filter All= lete ore Select
Views Clipboard ) Sort & Fitter Records Find Text Formatting

Q&A

dollar sign? » || =3 BookRep',
You do not need to BR® -] LastName -| FirstName - | Street | Gty -| State - PostalCode - | StariDatz -| Salary - BenusRatz - Cloh

19157 6/1/2013  526,250.00 pis
type dollar signs or TSI g e =N AT A
commas. In addition,

because the digits position to enter ﬁFS;_ ret-‘:ad entered
. book rep number and sav
to the right of the on second record

decimal point are B
both zeros, you do
not need to type || currently positioned
either the decimal || onirecord2 eut o2
point or the zeros.

|| Recordig A[20f2 s Mob | Wil Fiten | [Search |

e Press the TAB key to _ [
complete the entry e
F =
for the Salary field. AR e
e Type 0.19 inthe
Bonus Rate field, and then press the TAB key to complete the entry of the first record

(Figure 1-25).

< | Do | need to type the leading zero for the Bonus Rate?

g Typing the leading zero is not necessary. You could type .19 if you prefer. In addition,
you would not have to type any final zeros. For example, if you needed to enter 0.20,
you could simply type .2 as your entry.

How and when do | save the record?

As soon as you have entered or modified a record and moved to another record, Access
saves the original record. This is different from other applications. The rows entered in
an Excel worksheet, for example, are not saved until the entire worksheet is saved.
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—
=
Q
]
o
- m
; H ®- -8+ TABLE TOOLS Eavant Publishin db (Access 2007-2013.. 7 - & X l e
® Use the techniques HOME | CREATE  EXTERMALDATA  DATABASETOOLS, FIELDS  TABLE signin [CIf o
shown in Steps 3 Val i Y 8] Ascending e Selection ['-fﬂ aNew 3 Tomls i
=] il Descending TolAdvanced= | oo Bsae S spaling @
through 5 to enter the | v Fiter x o, | Refreh o]
i inter Lo RemoveSot W Togglefitter  pyj. 2% Dalete = B More- v
data for the second views n Sott & Fites Recards Ty N <
. [ ] ose buttonfor | _
rECord (FIQUTE 1_'26) ' BRE = | LastNama - [FirstName -1 Street -|  City = State Pos't?r_ Book Rep table
o [[£]s2 Chin Robert 265 Maxwell St Gossett PA 19157
g | Does it matter that | Bl Porer Malina 26LPorterDr. Adalphis  PA 15156)
| A :
o | entered book rep 42 =
after | entered book ,
| second record
rep 537 Should the ||  __—————— entered and saved
book rep numbers - - "
be in order? Figure 1-26

The order in which you enter the records is not important. When you close and later reopen the table, the records
will be in book rep number order, because the Book Rep Number field is the primary key.

When | entered the Salary field and changed the data type to Currency, | noticed that the word Currency appeared
twice. Why?

The second Currency is the format, which indicates how the data will be displayed. For the Currency data type,
Access automatically sets the format to Currency, which is usually what you would want. You could change it to
something else, if desired, by tapping or clicking the arrow and selecting the desired format.

@ Experiment

® Tap or click the Salary field on either of the records. Be sure the TABLE TOOLS FIELDS tab is selected. Tap or click the
Format arrow, and then tap or click each of the formats in the Format box menu to see the effect on the values in
the Salary field. When finished, tap or click Currency in the Format box menu.

Making Changés to the Data

As you enter data, check your entries carefully to ensure they are correct. If you
make a mistake and discover it before you press the Tas key, correct it by pressing the
BACKSPACE key until the incorrect characters are removed, and then type the correct
characters. If you do not discover a mistake until later, you can use the following
techniques to make the necessary corrections to the data:

BTW

AutoCorrect Feature
The AutoCorrect feature of
Access corrects common data
entry errors. AutoCorrect
corrects two capital letters by
changing the second letter
to lowercase and capitalizes
the first letter in the names
of days. It also corrects

more than 400 commonly
misspelled words.

® To undo your most recent change, tap or click the Undo button on the Quick
Access Toolbar. If there is nothing that Access can undo, this button will be
dimmed, and tapping or clicking it will have no effect.

* I add a record, tap or click the New (blank) record button, tap or click the
position for the Book Rep Number field on the first open record, and then add the
record. Do not worry about it being in the correct position in the table. Access will

reposition the record based on the primary key, in this case, the Book Rep Number, ~ BTW
® To delete a record, tap or click the record selector, shown in Figure 1-26, for the g;l:;:nAsutoCorrect

record to be deleted. Then press the DELETE key to delete the record, and tap or click

) Using the Office AutoCorrect
the Yes button when Access asks you to verify that you want to delete the record.

feature, you can create
entries that will replace
abbreviations with spelled-
out names and phrases
automatically. To specify
AutoCorrect rules, tap or
click FILE on the ribbon to
open the Backstage view, tap
or click Options, and then tap
or click Proofing in the Access
Options dialog box.

® To change the contents of one or more fields in a record, the record must be on the
screen. If it is not, use any appropriate technique, such as the ur ARRow and pownN
Arrow keys or the vertical scroll bar, to move to the record. If the field you want to
correct is not visible on the screen, use the horizontal scroll bar along the bottom
of the screen to shift all the fields until the one you want appears. If the value in the
field is currently highlighted, you can simply type the new value. If you would rather
edit the existing value, you must have an insertion point in the field. You can place
the insertion point by tapping or clicking in the field or by pressing the r2 key. You
then can use the arrow keys, the DELETE key, and the Backspack key for making the
correction. You also can use the ivserT key to switch between Insert and Overtype
mode. When you have made the change, press the T48 key to move to the next field.
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If you cannot determine how to correct the data, you may find that you are
“stuck” on the record, in which case Access neither allows you to move to another
record nor allows you to close the table until you have made the correction. If you
encounter this situation, simply press the esc key. Pressing the esc key will remove
from the screen the record you are trying to add. You then can move to any other
record, close the table, or take any other action you desire.

To Close a Table

Now that you have created and saved the Book Rep table, you can close it. The
following step closes the table.

o Tap or click the Close button for the Book Rep table, shown in Figure 1-26 on the
previous page, to close the table (Figure 1-27).

BHEH - - 8- = Bavant Publishing : Database- C:AUsess\SC Series\Documents\CIS 1071} 7 - B %
HOME | CREATE  EXTERNALDATA  DATARASE TOOLS Cisse buttori fanin F*
B S | R dcut WP bl ascending Vo Selection - T s ew 2 Totals
“; 9“5‘—'- 'L:m‘Cupy S '_1 Discanding  TlAdvanced- R;{—:;h Hiae 3 speliing
E ats g RemoveSort Y ToggleFilter  ay- 2% Delete = [ More -
Views clicking Shutter Sort & Filter Recards
- Bar Open/Close -
Button opens the
Navigation Pane Book Rep table

no longer appears

J

Figure 1-27

To Exit Access

The following steps exit Access. For a detailed example of the procedure
summarized below, refer to the Office and Windows chapter at the beginning of
this book.

o Tap or click the Close button on the right side of the title bar to exit Access.

e If a Microsoft Access dialog box appears, tap or click the Save button to save any
changes made to the object since the last save.

Break Point: If you wish to take a break, this is a good place to do so. To resume later, continue following the steps from this
location forward.

Starting Access and Opening a Database

Once you have created and later closed a database, you will need to open it in
the future in order to use it. Opening a database requires that Access is running on
your computer.
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To Run Access

o Scroll the Start screen for an Access 2013 tile. If your Start screen contains an Access
2013 tile, tap or click it to run Access. If the Start screen does not contain the Access
2013 tile, proceed to the next step to search for the Access app.

(2]

Swipe in from the right edge of the screen or point to the upper-right corner of
the screen to display the Charms bar, and then tap or click the Search charm on the
Charms bar to display the Search menu.

©

o Tap or click Access 2013 in the search results to run Access.

Type Access asthe search text in the Search text box and watch the search results
appear in the Apps list.

To Open a Database from Access

Earlier in this chapter, you created the Bavant Publishing database in an
appropriate storage location. The following steps open the database from the location
you specified when you first created it (for example, the Access folder in the CIS 101
folder). For a detailed example of the procedure summarized below, refer to the Office
2013 and Windows chapter at the beginning of this book.

o Tap or click FILE on the ribbon to open the Backstage view, if necessary.

e If the database you want to open is displayed in the Recent list, tap or click the file
name to open the database and display the opened database in the Access window;
then skip to Step 7. If the database you want to open is not displayed in the Recent
list or if the Recent list does not appear, tap or click ‘Open Other Files’ to display the
Open Gallery.

If the database you want to open is displayed in the Recent list in the Open gallery,
tap or click the file name to open the database and display the opened database in
the Access window; then skip to Step 7.

Tap or click Computer, SkyDrive, or another location in the left pane and then
navigate to the location of the database to be opened (for example, the Access folder
in the CIS 101 folder).

Tap or click Bavant Publishing to select the database to be opened.

Q0 O o

Tap or click the Open button (Open dialog box) to open the selected file and display
the opened database in the Access window (Figure 1-28).

o If a Security Warning appears, tap or click the Enable Content button.

E H 5- -3~ = Bavant ing : Database- C:\Users\SC Saries\Di CI% 107, 2B
HOME CREATE EXTERMAL DATA

%5 Replace

- =+ GaTe~

t\/\ T fscopting T Sefection - | = New 2 Totals
= | BavantPublishing Cocending  TojAdunced= | = Blog: % Spdiing

vew | database is currently open Refresty _ it
3 - —temoveSart T ToggleFiiter | p;. X Delete = 55l More - b Select -

Sort & Fifter

BIUY A-Z-O-. ==

Wirwn Chpboard & Records Text Formatting

1' SECURITY WARNING Some active content has been disabled. Click for more details.

indicates that some

|| SECURITY. content has been disabled
7| WARNING ——{ dueto security settings

Enable Content

| Enabte Content |-———
: = button

Figure 1-28
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BTW

Enabling Content

If the database is one that
you created, or if it comes
from a trusted source, you
can enable the content. You
should disable the content of
a database if you suspect that
your database might contain
harmful content or damaging
macros.
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To Add Records to a Table 1 CAEATE fiMST TARLE | 2 ADD RECORDS | 3 PRINT CONTENTS | 4 IMPORT RECORDS | 5 MODIFY SECOND TABLE
th at CO nta i n 5 Data 5 CREATE QUERY 1;;REA‘I’£ FORM I! CREATE REPORT I

You can add records to a table that already contains data using a process almost identical to that used to
add records to an empty table. The only difference is that you place the insertion point after the last record
before you enter the additional data. To position the insertion point after the last record, you can use the
Navigation buttons, which are buttons used to move within a table, found near the lower-left corner of the
screen when a table is open. Why not just tap or click the Book Rep Number (BR #) on the first open record?
You could do this, but it is a good habit to use the New (blank) record button. Once a table contains more records than will

fit on the screen, it is easier to tap or click the New (blank) record button. The purpose of each Navigation button is
described in Table 1-4.

Table 1-4 Navigation Buttons in Datasheet View

Button Purpose

First record Moves to the first record in the table

Previous record Moves to the previous record

Next record Moves to the next record

Last record Moves to the last record in the table

New (blank) record Moves to the end of the table to a position for entering a new record

The following steps add the remaining records (Figure 1-29) to the Book Rep table.

BR# -] LastName - ostal Code - | StartDate -| Salary - | BonusRate -

[FirstName -|  streest -] ity - |state - P

65  Rogers o 1827Maple Ave. Adelphia  PA 18158 7/1/2014 $7750.00 0.8
43 Statnik Michael 3135 Simpson Dr. Pleasantburg NJ 07025 1/15/2013 529,000.00 0.20
Figure 1-29

@

e If the Navigation

Pane is closed, tap or || navigation Basciodng Youuchon- | [0 Bmhies T | gg Betghn :
g Pane appears | il Dascending ) Advanced - == Bsave ¥ Spelling i e ~
Cllck the Shutter Bar — ToTinat Paintes oz 24 RemoveSait T Toggle Filter HT;:;J* X Delete ~ B More - e Iy Setect - BIU|A-Z-Q-|E==
Opeph‘{close Button, Views Clipboard 0 Sort & Fitter Records Find Text: Fomnatting
shown in Figure 1-27 | [l Access Obje... = «
[search.. A
on page AC 24, to 5 &

——

open the Navigation = eook e
Pane (Figure 1-30). .

Book Rep table

Figure 1-30

@ 2014 Cengage Learmning
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-
e
a
]
e Q
£
e Press and hold or right-click the BHS ¢ & - ]  TABLETOOLS | Bavant Publishing: Database- C. S (W]
Book Rep table in the Navigation | HOME:|| CREATE| ~BXTERNALDATA: DATABASETOLS: BFFIDSISTASIE . — th
: b | B Hcu 2| Ascending V- Selection - T EmNew 3 Touk e Replace [ o)
Pane to display a shortcut menu. By, Y S RE% B Doy BT cam mmn# S
: - . #romatf Book Rep Number | ¥ Toagiefiter  ay. X Delete = EMore~ B Select- | B T M = <L
» Tap or click Open on the shortcut Views cigbesrd A field on first record  rer Records _ ! Find _= i
menu to open the table in » || 2 sookner’ | currently selected
3 ~ BRe ¥ -1 7 z o] oy
Datasheet view. a2 Perez  Melina  26lPorterDr. Adelphia
53 Chin obert 265 Maxwell 5t Gossett
g Why do the records appear in a currently positioned
o | different order than the order in Sniecore g
which | entered them? e - —
When you open the table, they button i
i Previous -
are sorted in the ?rder of the il s T
primary key. In this case, that Biton ‘New (blank)
means they will appear in Book record: buton
T ATy —
Rep Number order. Record: Tof2 W T Filter | [Search
e Close the Navigation Pane by e Noligaton Figure 1-31

tapping or clicking the Shutter Bar button buttons
Open/Close Button (Figure 1-31).

e | EH S &3 = TABLE TOOLS Bavant Publishing : Detabase- CAUsers\SC Series\Documerl:

™ Tap or click the :New (blank) HOME CREATE EXTERMAL DATA DATABJ\SETODE .FIE'LD‘S TABLE

s O Cut %) Asconding W Selection = = New 2 Totsls % Raplace —F
' i | Calibri (Detaif
record’ button to move to a % B0 g oy I owendng Whdoncet= | (2 Hime  Fpaing IR g, RO
position to enter a new record z - Formt Painter 2o Remove Sort V¥ ToggleFiter | . X Delete = EMore~ Bseet= 2 T U A~
B Views. Clipboard Rer Recards Find
(Figure 1-32). r’[m\—r Book Rep Number = = =
~ ERs - fieldonthirdrecord e o7 @y o] site o rostaicode | Stanbae - sdan |
| |2 g currentlyselected |3 poraror. Adelphia  pa 19156 5/14/2012  $31.500
53 Chin Robert 265 Maxwell St Gossett PA 19157 6/1/2013 - 526,250,
* . s ST e e T T imetig s

position to type book rep
number for new record

|
{
Il

Pane

oo

: . s TETOOLS

e Add the records shown in | HOME | CREATE  EXTERNALDATA  DATABASETOOLS  FELDS  TABLE
Figure 1-29 using the same b | gy X W tlmian Wi B New 3 Totsls
5 =] = T Copy %) Descending Yol Advanced - Hsave P spellinf
technlques you used to add the | e | T 24 Remave Sort Y Toggle Fiter R:ﬁh X Delste = EEMore £
first two records (Figure 1-33). Views Cigboa sonadmer Records Close button for
# || 2 pookRep Book Rep table
~ BRE  -|lastName - FistName -| Street =] dty - state -
| |42 Persz Melina 261 Porter Dr.  Adelphia PA
153 chin Robert 265 Maxwell 5t Gossett PA
v_—" 65 Rogers Tracy 1827 Maple Av: Adelphia Pa
48 Statnik tichael 3135 Simpson [ Pleasantburg M)
o X = - e R et i 5
all records added
|
| =

Figure 1-33

Other Ways

1. Tap or dlick New button (HOME tab | Records group) 2. Press CTRL+PLUS SIGN (+)
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1 CREATE FIRST TABL

] 2 ADD RECORDS |3 PRINT CONTENTS | 4 IMPORT RECORDS |5 MODIFY SECOND TABLE

To Resize Columns in a Datasheet

& CREATE QUERY | 7 CREATE FORM | 8 CREATE REPORT

Access assigns default column sizes, which do not always provide space to display a

1l the data in the field.

In some cases, the data might appear but the entire field name will not. You can correct this problem by resizing
the column (changing its size) in the datasheet. In some instances, you may want to reduce the size of a column.
Why? Some fields, such as the State field, are short enough that they do not require all the space on the screen that is
allotted to them. Changing a column width changes the layout, or design, of a table. The following steps resize

the columns in the Book Rep table and save the changes to the layout.

@

® Point to the right BEHS -3~ TABLETOOLS Bavant Publishing : Database- CAUsers\SC Serh 15 101Ac
boundary of the HOME | CREATE  EXTERNALDATA  DATABASETOOLS  FIELDS  TABLE .
field selector for he | B Hom Ala Yoo Db EmNaw 3 Totals 8 Replace [bapen 0|
prvsie] o &| pointer shape indicates , B 3 Speling 2 GaTo~ F i
the Book Rep T T ¥ Format Paintes you can resize column by [ 3 petere + EIMore- Bodear B 7 U |A-Z-0-|=
. .. dragging or by double- o
Number (BR #) field WME m“'::n\mﬂ clfd?ing to best fit the data e Fnd e
(Figure 1-34) so that BRE  «plastName -| FirstNams -| Strest =| City  =| State - |PostalCoda - | StarlDate -| Salary - | BonusRate - |Cl
= Perez Mealina 261 Porter Dr.  Adelphia PA 19156 Sf14/2012  $31,500.00 0.20
the pOInter becomes Chin Robert 265 Manwell 5t Gossett Pa 19157 6/1f2013  526,250.00 0.19
a two-headed arrow. Rogers Tracy 1827 Maple Av: Adelphia PA 19159 7/1/2014  57,750.00 0.18
Statnik ~ Michael 3135 sImpsoanfeasantbq_rg_ NI 07025 1/15/2013 $29,000.00 0.20
J ; .00 0.00
< | I'am using touch s -
m —
fand I cannot see .
the pointer. Is this a Figure 1-34

problem?
It is not a problem. Remember that if you are using your finger on a touch screen, you
will not see the pointer.

)

e Dou ble-tap or 53] B -4 = TMBLETODIS  Bovant Publishing : Databiase- G 5 1S 101\Access\Bavant P{.
dou ble_click the right HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE
. * S b Cut #] Ascending ¥ Selection = D New = Totals i Replace m =
boundary of the field Eé oaces T Copy ;Y il Descending TS Advanced - pﬁ Hsave % spelling 2 GoTor | e
selector to resize the Py T romatbanter | SpRemoveson Y Toggla Filter mr: X Delete ~ ElMore~ Iy Select BrulA-¥-8-=
1 H Views Clipboard L] Sort & Filter H.!(_ul_di Find Text Formatting
f!eld so that it best TN :
fits the data. BR% -|LlastMame - FirstMame -]  Strset -[ ity - [state -| PostalCode -|StartDate -| Salary ~-| BonusRate - |Cick foAgd -
|42 Perez Mealina 261 Porter Dr. Adelphia Pa 19156 5/14/2012 531,500.00 0.20
e Use the same | |s3 chin Robert 265 Maxwell 5t.  Gossett PA 19157 6/1/2013 426,250.00 0.19
. . ! 65 Rogers Tracy 1827 Maple Ave.  Adelphia PA 19159 7/1/2004  57,750.00 0.18
technlq ue to resize Bl statnik Michael 3135 Simpson Dr. Pleasantburg NI 07025 11/15/2013 $29,000.00 0.20
all the other fields to % it oo
best fit the data. ¢
e Save the changes to BT
the layout by tapping | 2
or clicking the Save ~§
button on the Quick H
Access Toolbar ww e

(Figure 1-35).

(3]

e Tap or click the table’s Close button (shown in Figure 1-33 on the previous page) to close
the table.

Figure 1-35

1 What if | closed the table without saving the layout changes?
°-| You would be asked if you want to save the changes.

‘ Other Ways

‘ 1. Press and hold or right-click field name, tap or click Field Width
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What is the best method for distributing database objects?

The traditional method of distributing database objects such as tables, reports, and forms uses a printer to produce a hard
copy. A hard copy or printout is information that exists on a physical medium such as paper. Hard copies can be useful for the
following reasons:

* Some people prefer proofreading a hard copy of a document rather than viewing it on the screen to check for errors and
readability.

CONSIDER THIS

* Hard copies can serve as a backup reference if your storage medium is lost or becomes corrupted and you need to recreate
the document.

Instead of distributing a hard copy, users can distribute the document as an electronic image that mirrors the original
document’s appearance. The electronic image of the document can be emailed, posted on a website, or copied to a portable
storage medium such as a USB flash drive. Two popular electronic image formats, sometimes called fixed formats, are PDF by
Adobe Systems and XPS by Microsoft. In Access, you can create electronic image files through the EXTERNAL DATA tab on the

ribbon. Electronic images of documents, such as PDF and XPS, can be useful for the following reasons:

* Users can view electronic images of documents without the software that created the original document (e.g., Access).
Specifically, to view a PDF file, you use a program called Adobe Reader, which can be downloaded free from Adobe’s
website. Similarly, to view an XPS file, you use a program called XPS Viewer, which is included in the latest versions of

Windows and Internet Explorer.

* Sending electronic documents saves paper and printer supplies. Society encourages users to contribute to green computing,
which involves reducing the electricity consumed and environmental waste generated when using computers, mobile devices,

and related technologies.

Previewing and Printing the Contents of a Table

When working with a database, you often will need to print a copy of the table
contents. Figure 1-36 shows a printed copy of the contents of the Book Rep table.
(Yours may look slightly different, depending on your printer.) Because the Book

Rep table is substantially wider than the screen, it also will be wider than the normal
printed page in portrait orientation. Portrait orientation means the printout is

across the width of the page. Landscape orientation means the printout is across the
height of the page. To print the wide database table, you might prefer to use landscape
orientation. A convenient way to change to landscape orientation is to preview what
the printed copy will look like by using Print Preview. This allows you to determine
whether landscape orientation is necessary and, if it is, to change the orientation easily
to landscape. In addition, you also can use Print Preview to determine whether any
adjustments are necessary to the page margins.

BTW

Changing Printers

To change the default printer
that appears in the Print
dialog box, tap or click FILE
on the ribbon, tap or click
the Print tab in the Backstage
view, tap or click Print in the
Print gallery, then tap or click
the Name arrow and select
the desired printer.

Book Rep
BR# | lastName | FirstName Stteet |  City | State | PostalCode | StartDate | Salary
PlZ Perez Melina 261 Porter Dr. Adelphia PA 19156 5/14/2012 $31,500.00
a8 Statnik Michael 3135 Simpson Dr. Pleasantburg NI 07025 1/15/2013 $29,000.00
!53 Chin Robert 265 Maxwell St.  Gossett PA 19157 6/1/2013 526,250.00
65 Rogers Tracy 1827 Maple Ave, Adelphia PA 19159 7/1/2014 $7,750.00

9/15/2014

Bonus Rate I

o,zui
0.20
0.19
0.18

Figure 1-36
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To Preview and Print

the Contents of a Table

1 CREATE FIRST TABLE | 2 ADD RECORDS |3 PRINT CONTENTS | 4 IMPORT RECORDS | 5 MODIFY SECOND TABLE

& CREATE QUERY | 7 CREATE FORM | 8 CREATE REPORT

The following steps use Print Preview to preview and then print the contents of the Book Rep table. Why?
By previewing the contents of the table in Print Preview, you can make any necessary adjustments to the orientation or to
the margins before printing the contents.

1

o |f the Navigation Pane is closed,

15 T0Y\A Pushilichi

Bavant ishing : Datab

C\Users\SC Series\y

accdb (Access 2007 - E

open the Navigation Pane by
tapping or clicking the Shutter
Bar Open/Close Button.

® Be sure the Book Rep table is
selected.

Why do | have to be sure the
Book Rep table is selected? It is

Q&A

When the database contains
only one abject, you do not
have to worry about selecting

the only object in the database.

2

Quick Print
button (print
immediately)

Quick Print

Print button (before printing,
display a dialog box giving a
variety of printing options)

-3
B

king

Select a printer, number of copies, and other printing options

befare printing.

Print Preview
Preview and maks changes to pages bafore printing.

Print gallery

the object. Ensuring that the
correct object is selected is a

good habit to form, however,
to make sure that the object .
you print is the one you want.

button

Print Preview

e Tap or click FILE on the ribbon to open the Backstage view.

Figure 1-37

e Tap or click the Print tab in the Backstage view to display the Print gallery (Figure 1-37).

(2]

e Tap or click the
Print Preview
button in the Print
gallery to display
a preview of what
the table will look
like when printed
(Figure 1-38).

| cannot read the
table. Can | magnify
a portion of the
table?

Yes. Point the

| pointer, whose shape
will change to a
magnifying glass, at
the portion of the
table that you want
to magnify, and then
itap or click. You

can return to the

Q&A

PRINT PREVIEW
contextual tab

BH S § & - e
PRINT PREVIEW

[a @ Show Margins @

Print Size Margins

Print Data Only

X

Print Page Size

shing : Database- C:

Partrait Landscape Columns Page

Fage Layout

3

B QEI @

Zoom One Twe More

Page  Pages Pages=
Zoom

Setup \d

15 10T\AG

EEEELR

Refresh Excel  Tedt

Al

Publishing.accdb [Access 2007 - 2013 file farmat) - Acgs

PDF  Email Mare  Close Print
e a e

File orXPS o gt
Data approximate position to

click to magnify upper-

right portion of the report

group

All A4 i L YR\
g portrait orientation
e currently selected
it Page Layout

= rookRe il

Figure 1-38

; original view of the table by tapping or clicking a second time.

preview of report
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=
S
()
o
e Landscape E
" L Ta[\:.'l or C{Ick the -3 = bittton g : Database- C:\Users\SC Series\Di IS 10T\ Access\Bavant Publishing.acedb (Access 2007 - 2013 file format) - E v
pointer in the PREVIEW A
e = a
position shown e = [ EE] . =
in Fi 1-38 t E Show Margins e = & Q .. .. a ‘% g. 9@ L:I clicking magnifying o
In rigure 1- (o] argins Print Data Only Partrait Landscape Columns Page Zporn One Two  Mare R:f esh Excel Tet POF Email | glass pointera {
magnify the upper- L Sehup Page. Pages Pages~ | Al File orXps second time shows
: 2 Page Size Page Layout Zoom Data entire report.
right section of the dbje... © «|[F woarrer|
table (Figure 1-39). —ili Ject fied shova
i [ Book Rep | portrait orientation 9/15/2014
& iMitablswas siFead = i} |Pa9etayout9roup I is Postal Code é
[ w HEus==mna|E
;ma Aifiad ina ! — il BR# | LastName | FirstName |  Street | oty | state | postalCode |
=4 : 9 Margins e a2 Perez Melina 261 Porter Dr. Adelphia PA 19156
different area. How | button 48 statnik Michael 31355impson Dr. Pleasantburg NI 07025
53 Chin Robert 265 Maxwell 5t.  Gossett PA 19157
[can I se_e the a'_'ea i 65 Rogers Tracy 1827 Maple Ave.  Adelphia PA 19159
shown in the figure?
One way is to use report has been
the scroll bars to pisonfled
move to the desired l
portion of the table. —1 L T — S
You also can tap
. ; Figure 1-39
or click the pointer g
anywhere in the
table to produce a screen like the one shown in Figure 1-38,
and then tap or click in the location shown in the figure.
e Tap or click the BHS 2-48-= Bavant Publicl 2007 - 2013 file format) - Accass ? - 8 X
Landscape button | emNTRREVEW | A Signin
b (PRINT PREVIEW O B s | B = x| Clossfiot ...
tab | Page Layout Pint | Sze Mrgins | pyins Dota Oty | Portreit Landseape Cd Close Print
* - Ny Preview -
grc:up()j to Change Print Page Size %‘aﬂc Layo| Close Preview :2;-‘:;?5 Surcently »
t [ i orientation S T e :
0‘ an SFape print €SS Obje,h' changed to 4|
orientation. bl =4 Jandscape / 9/15/2014 =
T : - : _ '
e Tap or click the - — | e | wstha Close Preview Ny | mons Rate
. | 42 Peraz sl 0.00 0.20
Margins button 48 statnik 1/15/2013 $29,000.00 0.20
(PRINT PREVIEW tab 53 Chin 6/1/2013 $26,250.00 0.19
I Page Size group) B85 Rogers 7/1/2014 57,750.00 0. |
|
and then click !
Normal if necessary
to display all the |
fields (Figure 1-40). | 1| < \

(5]

e Tap or click the Print
button (PRINT PREVIEW tab | Print group) to display the Print dialog box.

Figure 1-40

e Tap or click the OK button (Print dialog box) to print the table.

e When the printer stops, retrieve the hard copy of the Book Rep table.

e Tap or click the Close Print Preview button (PRINT PREVIEW tab | Close Preview group) to
close the Print Preview window.

< | Do | have to select Print Preview before printing the table?

g\ No. If you wish to print without previewing, you would select either Print or Quick Print
| rather than Print Preview.

.! Other Ways

‘ 1. Press CTRL+P, tap or click OK button in Print dialog box
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BTW

Iimporting Data

in Other Formatis

You can import data into a
table from Excel workbooks,
Access databases, XML files,
ODBC databases such as
SQL Server, text files, HTML
documents, Outlook folders,
and SharePoint lists.

BTW

Linking Versus
importing

When you link to the data

in the worksheet, the data
appears as a table in the
Access database but it is
maintained in its original
form in Excel. Any changes to
the Excel data are reflected
when the linked table is
viewed in Access. In this
arrangement, Access would
typically be used as a vehicle
for querying and presenting
the data, with actual updates
being made in Excel.

Importing or Linking Data from Other
Applications to Access

If your data for a table is stored in an Excel worksheet, you can import the data, which
means to make a copy of the data as a table in the Access database. In this case, any
changes to the data made in Access would not be reflected in the Excel worksheet.

Figure 1-41, which contains the Customer data, is an example of the type of
worksheet that can be imported. In this type of worksheet, the data is stored as a list,
that is, a collection of rows and columns in which all the entries in a column represent
the same type of data. In this type of list, the first row contains column headings,
that is, descriptions of the contents of the column, rather than data. In the worksheet
in Figure 1-41, for example, the entry in the first column of the first row is Customer
Number. This indicates that all the other values in this column are customer numbers.
The fact that the entry in the second column of the first row is Customer Name
indicates that all the other values in the second column are customer names.

H S -3+
HOME INSERT

/Cuuarna Data - Excel

PAGE LAYOUT FORMULAS Dal Customer Data
= ;icm [caiba -1 -|a A == Excel workbook — 1 E ’:—?‘ T 2
L i % S h .. = B
pl.m ;Fa::sl Printes | B T M- |H- DA~ S== EE BMegetiCenter - $-% » W H ;‘:r':‘mrzl- Ft_lrl::lael:!s Snfnl!: | tnsert
Clipboard ] Fant & Alignment syles
— first row contains column
|cs ] ] £ | 725 Camellia st. headings that convert to
a . € 5 field names in table i z

1 !C_u!‘t_ﬂr_r_rer Number |Customer Name |Street (City ’_Stale |Postal Code Amount Paid Current Due Returns  |Book Rep Number|
2 |asua7 Applewood State University 300 University Ave, Greer PA_ 19158 $41,530.98  538,812.66 $12,008.02 42 |

3 !n_c_l_n_ Brodkin Junior College 4806 Park Dr. Grear PA 159158 $0.00  56,081.98 50,00 42

1 |C35D25 Cowpens 15D 1829 Woostar Ave.  Gossett PA 15157 $12,750.00  513,275.00 52,000.00 53

_!_!r.sum Camellia State University 725 Camelliast. [Pl N 07025 $63,246.88 |

6 \DCc3d Dartt Community College 3827 Burgess Dr. Chambers NI 07037 £21,345.50 52346775

T iFSC_lz First State Callege 7300 Cedar Rd. _Quaker DE 19719 $34,557.25 523,875.98 $7,234.93/65

8 [Fsu23 Farnham State University 1445 Hubert St. Gaston DE 19723 $13,268.00  $22,024.50 $3,496.23/42

9 |HsDOS Hammonds County 15D Ad6lincolnBlvd,  Chesnee  NJ 07053 $18,434.75 50.00 50.00 53

|u§_|<ct_:_zrs Key Community College System 7523 Penn Ave, Adelphia PA 19159 521,288.65 511,367.49) 52,256.9865

11/MCCas Mauldin Community College |72 Montrose St Chasnee NI 07053 59,500.00  55,000.00 50,0053

12 |MECSE |Mehitable Collegs (202 College St Gaston DE 19723 $9,111.19  $7,310.76  $574.25 42

13 !_PI.IZZ PrattLast Institute 236 Ashton Ave, Pleasantburg NJ 07025 $17,229.45  511,769.75 53,450.50 53

14 [5CCT7 stallone Community College 1200 Franklin Blvdl,  Adelphia PA 19156 57.525.98  51,515.78 $0.00 42

15 [sects seaborn College. 345 MatherRd.  Quaker DE 19718 59,225.33  510,496.89 $2,017.67 65

16 T5C02 Tri-5tate Consortium 13400 Metro Plwy.  Adelphia  PA 19156 $34,578.90  $9,432.56  $943.3465 |

17|

|s§

I')_r

20/ ! .-
21 | | i
22] | | | ! = |
23| — - " - i

Figure 1-41

appropriate format:

CONSIDER THIS %

Does it matter how the data in the Excel workbook is formatted? If so, how can you be sure the Excel
data is formatted in such a way you can import it?
The format of data in an Excel workbook is important when you want to import it into Access. To ensure the data is in an

1. Make sure the data is in the form of a list, a collection of rows and columns in which all the entries in a column represent
the same type of data.

2. Make sure there are no blank rows within the list. If there are, remove them prior to importing or linking.

3. Make sure there are no blank columns within the list. If there are, remove them prior to importing or linking.

4. Determine whether the first row contains column headings that will make appropriate field names in the resulting table.
If not, you might consider adding such a row. In general, the process is simpler if the first row in the worksheet contains
appropriate column headings.
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The Import process will create a table. In this table, the column headings in the
first row of the worksheet become the field names. The rows of the worksheet, other than
the first row, become the records in the table. In the process, each field will be assigned
the data type that seems the most reasonable, given the data currently in the worksheet.
When the Import process is finished, you can use Datasheet or Design view to modify
these data types or to make any other changes to the structure you feel are necessary.
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| CREATE FIRST TABLE | 2 ADD RECOADS | 3 PRINT CONTENTS | 4 IMPORT RECORDS | 5 MODIFY SECOND TABLE

To Import an Excel Worksheet © CREATE QUERY | 7 CREATE FORM | 8 CREATE REPORT

You import a worksheet by using the Import Spreadsheet Wizard. In the process, you will indicate that the
first row in the worksheet contains the column headings. Why? You are indicating that Access is to use those columm
headings as the field names in the Access table. In addition, you will indicate the primary key for the table. As part of the
process, you could, if appropriate, choose not to include all the fields from the worksheet in the resulting table.

The following steps import the Customer worksheet.

EXTERNAL
o DATA tab
Access button (import —
e Tap or click EXTERNAL DATA B Houisce Galab)  Bavant Publishing : Database- C:\Users\SC Series\D \CIS 101\ Accass\Bavant Publish
on the ribbon to display HOME &sgt mnm'q}m DATABASE TOOLS -
the EXTERNAL DATA tab === =] Y G TedFiley, T, R FR (U FlAcces
H Eﬁ, M ﬂ m’ E‘? @?}CMLHE Fﬂ““ m Q EﬁWnrdMer &
(Figure 1-42). Saved Linked Tsble Exceccess ODBC ‘o Seveq TextFilebutton Email 2
imnciti . Mavag Database 7 More~ (import from text file) 5% Mare =

| Import & Link group Export

&
Excel button XML File button

(import from (import from XML file)
- Excel workbook)

Figure 1-42

Get External Data - Excel
e Spreadsheet dialog box
e Tap or click the Excel button e e e —
i ;== === s =3 ¥ B Access
(EXTERNAL DATA tab | Import & S BB
Link group) to display the Get o
; Moo B g
External Data - Excel Spreadsheet N Seietttile soirce antl dectingtion oF tha dater RN
diaiog box, - : Customer Data ==
e Tap or click the Browse button [ecation selecedys [N = T e BN A e ot / il on
in the Get Extema| Data _ Filz nam | CilUsensiSC Series\ Documents\.Cis I07Access\Customer Datalsx ) Browse...
Excel Spreadsheet option button 1
d ia Iog box. ‘it:‘t:;“apz;t\l\?taatgle \io:dt;how and where you want to store the data in the current dmhasg
selected Browse
A . = Import the source data into a new table in the current database.
. Na‘”gate to the Iocat|0n l If the spaafiad table does not exist, Access will create it. If the specified table already edsts, Access might button
co ntai!‘l | ng the Workbook option i contents with the imported data. Changes made to the source data will not be refiected in the database.
(for example, the Access [[AEOItdetainte IO Aposada copy ot sesords o it bl scoifep 7]
K : an existing table If the specified table sxists, Access will add the records to the table. If the table does not exist; Access will create it
folder in the CIS 101 Changes made to the source data will not be reflected in the database.
folder). For a detailed example of ) Link to the data source by creating a linked table.
o Access will create a table that will maintain @ ink to the source data in Excel. Changes made to the source data in Excal will
this procedure, refer to Steps be refiected in the finked table: Howerer, the source data cannot be changed from within Access, |
43 —4b in the To Save a File in
2 Folder section in the Office option button to | OK button I
. link table to the |
and Windows chapter at the workbook data i
beginning of this book.
* Tzp or click the Customer Data
workbook, and then tap or click

the Open button to select the
workbook (Figure 1-43). Figure 1-43
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13

e With the option button to import
the data to a new table selected,
tap or click the OK

First Row Contains
Column Headings
check box (should
be checked)

button to display the
Import Spreadsheet

Wizard dialog box
(Figure 1-44).

What happens if | select the
option button to append records
to an existing table?

Instead of the records being
placed in a new table, they will
be added to an existing table that
you specify, provided the value

in the primary key field does not
duplicate that on an existing
record.

Q&A

data in worksheet

(4

e If necessary, tap or click First Row
Contains Column Headings to
select it.

e Tap or click the Next button
(Figure 1-45).

When would | use the
Field Options on the

Import Spreadsheet Wizard?

You would use these options if

you wanted to change properties
for one or more fields. You can
change the name, the data type,
and whether the field is indexed.
You also can indicate that some
fields should not be imported.

Q&A

Import Spreadsheet
Wizard dialog box

—ruTEd g ¢ Uaas O ACkess Havant Fos

DATABASE TOOLS

Microsoft Access can wse your column headings as field names For your table. Does the first
rows spacified contain column headings?

]First Row Contains Column Headings |‘
|

| |Customer Number |[Customer Name |Stteer. City
1 |SU37 ipplevood State Universicy B00 Universicy Ave. [Greer ~
EBCJZI EGrodkin Junior College 1806 Park Dr. IGreer
3 CSp2s Cowpens ISD 529 Vooster Ave. jFossett
2 ksu10 Camellis State University (725 Came=llia St. P leasanthury
EDCCS‘I Darcc Communicy College 3627 Burgess Dr. Charbers
_irscn First State College (7300 Cedar Rd. uaker
j_qrsuzs Farnham State University 1445 Hubert St. Zaston
‘_a_|H.‘3DEIS Hammonds Councy ISD 46 Lincoln Blvd. Cheanee
9 KCcTe Hey Community College Syatem 7523 Penn Ave. tidelphia
EHCC%S fauldin Community College 12 Hontrose St. Chesnee
|11MECSE Hehitable College 202 College St. [Faston
12 PLI22 Prattlast Institute D36 A=hton Ave. Fleasantburg
ESCC?? Stallone Community College 1200 Franklin Blvd. [idelphia
14[EC1S Seaborn College 345 Macher Rd. Quaker W
b |
| concel [t | [ mwn |

DATABASE TOOLS

You can specify information about sach of the fields you are importing. Select, fields in the area balow. You can then modify field

information in the Field Cptions’ area,
~Field Options = =
Fedtione: SENUSTONNE | Oastalype: [ShotTest &
Indexed:  WNo T [ Donotimport field (Skip)
Street cicy &
pplewood Sctate Universicy 00 Universicy Ave. [Greer i
[Brodkin Junior College 806 Park Dr. breer i i
owpens ISD 29 Wooster hve. Iossect A 1
amellia Stacte Universicy 25 Camellia St. Fleasantburg NJ ]
Partt Community College 827 Burgess Dr. Chambers J ]
[First State College 300 Cedar Rd. Duaker E n
[Farnham Stace Universicy 445 Hubert St. Gaston E 18
Hammonds County ISD 46 Lincoln Blvd. Chesnee J ]
[ley Community College System [7523 Penn Ave. hdelphia 'k L
Pauldin Communicy College 2 Moncrose St. Chesnee J ]
plehitable College 0z College St. [Faston E 13
Pracclast Institute 36 Ashton Ave. FPleasantburg NJ 1]
Fcallone Community College 1200 Franklin Blvd. [Adelphia A [
Beaborn College 45 Hacher Rd. Quaker E n
>

i >

[ oood | [ <ok |

Figure 1-45

Hext
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® Because the Field Options need

Databases and Database Objects: An Introduction

not be specified, tap or click the | | DAIARASETO0

Next button (Figure 1-46).

option button to
let Access add a

Access Chapter 1 AC 35

Wrosoft Access recommends that you define a primary key for your new table. A primary key Is used to
uniqueldy identiy each racard in your table, Tt alows you ta retrieve data more quickly,
Oy e
o:tion button ti —
choose primary key =]
Mo primary key,
option button to /O
omit primary key  ["umner [custoner Name Street city
BER: E ihppievood State University [BO0 University Ave. Greer
x Brodkin Junior College @806 Park Dr. Greer
Cowpens ISD E29 Wooster Ave. Gossect
Camellia State Universicy 25 Camellia St. Pleasantburg
Darct Community College @827 Burges=s Dr. Chambers
First State College [300 Cedar Rd. Quaker
Farnham State University 1445 Hubert St. Gaston
Hammonds County ISD @46 Lincoln Blvd.
ey Community College Syscem [7523 Penn hve. fid=lphia
Mauldin Community College 72 Montrose St. Chesnea
flehitable College P02 College St. Gaston
PrattLast Insticutes £36 Ashton Ave. Pleazanchurg
Grallone Communicy College 1200 Franklin Blvd. [Adelphia
Fesborn College 345 Mather Rd, [Quaker

-
S
(]
-
o
(i1 ]
L=
o
v
v
<]
=}
J
<

Figure 1-46
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@ Tap or click the ‘Choose my own
primary key’ option button
(Figure 1-47).

ishing : DiTres —TITAccess\Brvant Foe

DATABASE TOOLS

option button to
choose primary
key selected

< i How do | decide which option ficcess recommends that you define a primary key for your new table, & orimary kev is ysed b

. 5 iniquely identify each record inyour table. It allows you to retrieve data md tap or click arrow if you
o | button to select? need to select a different
| If one of the fields is an (Let Access add primary key, /| field as the primary key
appropriate primary key, choose oS Ty WM pnery Y. [Custoner e
your own primary key from the
list of fields. If you are sure you do correct field already
¥ Cuscomer Number |Customer Name selected for primary key Cit: Stace |Py
|n0t want a primary key, choose No T pplevood State = ity Ave. sreer PA S
| . . 2 rodkin Junior College 14806 Park Dr. Greer PL (5
pr‘mar?' key OtherWISE, iEt ACCESS =) owpens ISD 529 Wooster Ave. Gossett PL L
i 1 El smellia State University (125 Capsllia St. Pleasantburg NJ u}
add the pl’lmary key 5 artt Communicy College 5827 Burgess Dr. Fhambers pig o
5 irst State College [1300 Cedar Rd. Duaker OE L
i arnham Scate University 1445 Hubert St. Gaston pE i
] nds Councy ISD f46 Lincoln Blvd. Fhesnee NJ ]
2 ¥ Community College System [?523 FPenn Ave. tidelphia £ 5 L
10 uldin Community College [f2 Montrose St. Chesnee il u}
11 ahicable College g02 College St. Gaston OE 18
12 ratctlast Inscitute P36 Ashton Ave. Pleasantbhurg NJ a]
13 tallone Communicy College 1200 Franklin Blvd. Adelphim PA 1
14 eaborn College 45 Hather Rd. Ruaksr DE 1| v
<l =

| |

| [ <eek

Figure

1-47
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(7]

e Because the Customer Number
field, which is the correct field, is
already selected as the primary
key, tap or click the Next button.

o Use the DELETE or BACKSPACE keys
as necessary to erase the current
entry, and then type Customer
in the Import to Table text box.

e Tap or click the Finish button to
import the data (Figure 1-48).

(8]

e Tap or click the ‘Save import steps’
check box to display the Save
import steps options.

e If necessary, type Import-
Customer Data inthe Save
as text box.

==ant Publiching : TiTes

DATABASE TOOLS

| message indicates
that import
process is complete

Finished importing file 'C:\Users\SC Series\Documentsi IS 107 Access' Customer Dataxlsx’ to table ‘Customer,

Do you want to save these import steps? This will _ﬂlw you to quickly repeat the operation without using the wizard,

[f Save mport steps

check box to
save import steps

Close button (closes
without saving
import steps)

2

Save ImportStzps.

Finished g file "C\UsersiSC €15 101\ Accessi Customer Dataxlsx’ to table 'Customer’,

Do you want to save theseimport st'q:i?‘lhd_s will allow you to quickly repeat the operation without using the wizard,

e Type Import data
from Customer

‘Save import
steps’ check box

Data workbook
into Customer table
in the Description text box
(Figure 1-49).

< | When would | create an

g Outlook task?

If the import operation is one
you will repeat on a regular basis,
you can create and schedule the

7] Save import steps name of saved description of
/ import steps saved import steps
, —7
Saveas: | Import-Customer Data /
Resaiption: |rrnpnlt data from Custamer Data workbook into Customer tabld I
Create an Qutlook Task

If you regularly repe=at this saved operation, you can create an Gutlook task that reminds vou when it is time to repeat this
operation. The Outlook task will Include a Run Import buttan that runs the import operation in Access.

Create Outlook Task

Hint: To create a recurring task, open the task in Outlook and dick the Recurrence button on the Task tab.,

import process just as you can

check this box to
create an Outlook task

| Save Import button |

schedule any other Outlook task.

l Save Import i | Cancel

Figure 1-49




19

e Tap or click the Save Import
button to save the import steps
(Figure 1-50).

| saved the table as Customer
Data. How can | change the
name?

Press and hold or right-click the
table name in the Navigation
Pane. Click Rename on the
shortcut menu and change the
table name to Customer.

Q&A
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EXTERMAL DATA DATABASE TOOLS | m

% Text File qm @ T j E‘ FR Access 8

FB %ML File 9‘ 9 Efy Word Merge v

Ssved Linked Table Excel Access QDBC Saved Ewcel Ted XML PDF  Email <L
Database SFMore™  Brpars Fle  File orXpS i More - :
Export \

Import & Link

Sesrch
Tables
20 BoskRep

D

E3

All Access Obje... © «|

i

ust imported

E Cuilm‘n-&r ‘—1 table

Figure 1-50
Modifying the Table
The import process has created the Customer table. The table has the correct BTW
fields and records. There are some details the process cannot handle, however. These Creating a Table

include field sizes, descriptions, and captions. You will use Design view to make the
necessary changes. The information you need is shown in Table 1-5.

Table 1-5 Structure of Customer Table

in Design View

To create a table in Design
view, display the CREATE
tab, and then tap or click the

tab | Tables group). You will

Field Name Data Type Field Size Notes

Customer Short Text
Number

Customer Name  Short Text
Street Short Text
City Short Text
State Short Text
Postal Code Short Text
Amount Paid Currency
Current Due Currency
Returns Currency

Book Rep Number Short Text

To Modify a Table in Design View

5

Primary Key

then see the same screen
as in Figure 1-51 on the
following page, except that

Description: Customer Number (three uppercase letters there will be no entries. Make

followed by 2-digit number)

all the necessary entries for

Caption: CU # the fields in your table, save
the table, and assign the
table a name.

g

=

3

g

o

Description: Book Rep Number (number of book rep for 5
customer) =
= [=1
Caption: BR # g

1 CREATE FIRST TABLE | 2 AbD RECORDS | 3 FRINT Cﬂ'\lT-tIlS] IMPORT RECORDS | 5 MODIFY SECOND TABLE

6 CREATE QUERY | 7 CREATE FORM | 8 CREATE REPORT

You will usually need to modify the design of a table created during the import process. Why? Somze
properties of a table are not specified during the import process, such as descriptions, captions, and field sizes. You also might
need to change a data type. The steps on the next page make the necessary modifications to the design of the

Customer table.
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o

e Open the Navigation

I3 Dalaia D,

. =0 Hhnd == Bk Detighvi
Pane, if necessary. Customer Number  juyps ’;‘P;ty lagee cm::' - D;f;":;w Relrbonsiies mp,ne,nf: Ll
field is BIimary key ShowH| nts Relationships
e Press and hold « [T customer, Customer Number - e
or right-click the 5 Fieldiame | lﬂe'd Saieclen Z Daseiption (Optional]
] Short Text
Customer table B ;:___Cuslome:- Name " Short Text
- . . || |Street Short Text
in the Navigation || ity Short Text
. | hort Text
Pane to dlsp{ay the 5:::; Code :h::*r::r
shortcut menu and _IAmoumPaId Currenc;.l
5 ' . | | Current Due Currancy
then tap or click ||| Retumns Currency
E Y Book Rep Number Short Text
Design View on | ]
the shortcut menu |
to open the table column to enter column to enter column to enter | Fisld Properties
in Design view field names data types descriptions
— — S—
(Figure 1-51). e -3
= including spaces. Preshe
nany

12

TA

DATABASE TOOLS DESIGM

® Tap or click the e = =
ipti b i =7 | By e 5
Descrtp‘tton :3 faL Property Indexes  CresteData  Rerame/| Description H
(Optional) box jas  EA Modify Lockups | ghast Macros - Delete Macd (Optional) box [pcies
Took Show/Hide Field, Record & Table Eves
for the Customer @ «|| 3 comtomer
i 5 Field Name S DataType Ny wesuriptioRTOpHoRY
Number fleld' 5 *H Customer Number Short Text | Customer Number {three uppercase letters followed by 2-digit number)
and the | Customer Name Short Text
c t'_h n type H] ) street Short Text
ustcomer - 2 Short Text
row selector Short Text
Number (three j?_ﬂ!ﬂflnde Short Text
_____ Amount Paid Currancy
uppercase . |Current Due Cumrency
letters . |Retums Currengy
f 1 l d Book Rep Number Short Text
ollowe |
by 2-digit B
number) asthe Field Fropeties
wiin | EPoPen i field si
description. | ————§
iEF_orma_t Q
i input Mask I — -
o With the 'CUStOmer : E"fp%n“—— 1 |‘_j caption changed !
Number field — ——————F  Ldonaviewr
. 1| vandation Teet — A fHle rmEl
selected, tap or click | requngt s T ——— — for help o

the Field Size box, - . .
erase the current igure 1-

field size, and type 5 asthe new field size.

e Tap or click the Caption box, and type CU # as the caption (Figure 1-52).

o

e Make the other changes shown in Table 1-5 on the previous page. To select a field to be changed, tap or click the

field's row selector. For most fields, you only need to change the field size. For the Book Rep Number field, you also
need to change the description and caption.

@ Tap or click the Save button on the Quick Access Toolbar to save your changes.

e Because you know the data will satisfy the new field sizes, click the Yes button when given a message about the
possibility of data loss.

‘ Other Ways

‘ 1. Press F6 to move between upper and lower panes in Table Design window
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Correcting Errors in the Structure

Whenever you create or modify a table in Design view, you should check the
entries carefully to ensure they are correct. If you make a mistake and discover it
before you press the TaB key, you can correct the error by repeatedly pressing the
BACKSPACE key until the incorrect characters are removed. Then, type the correct
characters. If you do not discover a mistake until later, you can tap or click the entry,
type the correct value, and then press the ENTER key. You can use the following
techniques to make changes to the structure:

* If you accidentally add an extra field to the structure, select the field by tapping or
clicking the row selector (the leftmost column on the row that contains the field
to be deleted). Once you have selected the field, press the peLeTE key. This will
remove the field from the structure.

* If you forget to include a field, select the field that will follow the one you want
to add by tapping or clicking the row selector, and then press the inserT key. The
remaining fields move down one row, making room for the missing field. Make
the entries for the new field in the usual manner.

* If you made the wrong field a primary key field, tap or click the correct primary
key entry for the field and then tap or click the Primary Key button (TABLE
TOOLS DESIGN tab | Tools group).

* To move a field, tap or click the row selector for the field to be moved to select
the field, and then drag the field to the desired position.

As an alternative to these steps, you may want to start over. To do so, tap or click
the Close button for the window containing the table, and then tap or click the No
button in the Microsoft Access dialog box. You then can repeat the process you used
earlier to define the fields in the table.

To Close the Table

Now that you have completed and saved the Customer table, you can close it.
The following step closes the table.

o Tap or click the Close button for the Customer table (see Figure 1-52) to close the
table.

To Resize Columns in a Datasheet

You can resize the columns in the datasheet for the Customer table just as you
resized the columns in the datasheet for the Book Rep table. The following steps resize
the columns in the Customer table to best fit the data.

Open the Customer table in Datasheet view.

Double-tap or double-click the right boundary of the field selectors of each of the
fields to resize the columns so that they best fit the data.

Save the changes to the layout by tapping or clicking the Save button on the Quick
Access Toolbar.

©O © 00

Close the table.
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BTW

Importing Data to an
Existing Table

When you create a new
table in Design view, you

can import data from other
sources into the table using
the EXTERNAL DATA tab.

BTW

Resizing Columns

To resize all columns in

a datasheet to best fit
simultaneously, select the
column heading for the
first column, hold down the
sHIFT key and select the last
column in the datasheet.
Then, double-tap or double-
click the right boundary of
any field selector.
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Break Point: If you wish to take a break, this is a good place to do so. You can exit Access now. To resume at a later time, run
Access, open the database called Bavant Publishing, and continue following the steps from this location forward.

BTW
Tabbed Documents
Versus Overlapping

Windows

By default, Access 2013
displays database objects in
tabbed documents instead
of in overlapping windows.
If your database is in
overlapping windows mode,
tap or click FILE on the
ribbon, tap or click Options
in the Backstage view, tap
or click Current Database in
the Access Options dialog
box, and select the Display
Document Tabs check box
and the Tabbed Documents
option button.

To Use the Simple Query Wizard
to Create a Query

Additional Database Objects

A database contains many types of objects. Tables are the objects you use to store and
manipulate data. Access supports other important types of objects as well; each object
has a specific purpose that helps maximize the benefits of a database. Through queries
(questions), Access makes it possible to ask complex questions concerning the data in
the database and then receive instant answers. Access also allows the user to produce
attractive and useful forms for viewing and updating data. Additionally, Access
includes report creation tools that make it easy to produce sophisticated reports for
presenting data.

Creating Queries

Queries are simply questions, the answers to which are in the database. Access
contains a powerful query feature that helps you find the answers to a wide variety of
questions. Once you have examined the question you want to ask to determine the
fields involved in the question, you can begin creating the query. If the query involves
no special sort order, restrictions, or calculations, you can use the Simple Query
Wizard.

CREATE FIRST TARLE I 2 ADD RECORDS lJ PRINT CONTENTS | 4 IMPORT RECORDS | 5 MODIFY SECOND TAHLE

& CREATE QUERY | 7 CREATE FORM | 8 CREATE REPORT

The following steps use the Simple Query Wizard to create a query that Bavant Publishing might use
to obtain financial information on its customers. Why? The Simple Query Wizard is the quickest and easiest way to
create a query. This query displays the number, name, amount paid, current due, returns, and book rep number

of all customers.

1

e |f the Navigation
Pane is closed, tap
or click the Shutter
Bar Open/Close
Button to open the
Navigation Pane.

@ Be sure the Customer

table is selected.

e Tap or click CREATE
on the ribbon to
display the CREATE
tab.

e Tap or click the
Query Wizard
button (CREATE tab |
Queries group) to
display the New
Query dialog box
(Figure 1-53).

| CREATE tab I

BH S &-%y- I c i A ant Pubishing aced
HOME REATE EXTERMAL DATA DATABASE TOOLS
- ==z ,':E' | E& @ = &_1—5] ™= ERrom\ pew Query ] j FReportWizard | [ 4 Module

Shutter Bar Open/ |ble SharePeint Query | Form Form Blamk 2P| dialogbox [, o Eltbd simple Query = Module
Close Button 79\ Lists= | Wizshi Design Design Form = More Famms™ Design Report Wizard already [sal Basic
T ——— _.___\ CQueries Forms Reporty selected Code

|All Access Obje.. & “ﬂ
sem' Query Wizard
Tables button =
5 tookRep || additional
=1 cuseomer | | query wizards i Query Wizard
l | = — e
Customer FRr A e il
table selected This woard cestes a selsct query
From the fieids you pick.

Figure 1-53
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e Be sure Simple Query Wizard is
selected, and then tap or click the
OK button (New Query dialog
box) to display the Simple Query
Wizard dialog box (Figure 1-54).

< | What would happen if the Book
o R .

o | Rep table were selected instead of
the Customer table?

The list of available fields would
contain fields from the Book Rep
table rather than the Customer
table.

If the list contained Book Rep table
fields, how could | make it contain

| Customer table fields?

Tap or click the arrow in the Tables /
Queries box, and then tap or click
the Customer table in the list that
appears.

©

® With the Customer Number field
selected, tap or click the Add Field
button to add the field to the
query.

e With the Customer Name field
selected, tap or click the Add Field
button a second time to add the
field.

e Tap or click the Amount Paid field,
and then tap or click the Add Field
button to add the field.

e In a similar fashion, add the
Current Due, Returns, and Book
Rep Number fields (Figure 1-55).

@

e Tap or click the Next button to
move to the next screen.

e Ensure that the Detail (shows
every field of every record) option
button is selected (Figure 1-56).

< | What is the difference between
g Detail and Summary?
Detail shows all the records
and fields. Summary only shows
computations (for example, the
total amount paid).
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fields listed
are in the
Customer table

Eign Design  Fosga

z You can chaose from more than one table or quary,

Simple Query
Wizard
dialog box

~ | AddField
ToblesjQueries button
| Tabler Cutomer | =
/ Availsble Fields: Selected Fields:

selected fields
s {currently there
are none)

available fields

- ' You can chooss from maore than one table or query,

Figure 1-54

Which fields do you want in your query?

selected fields
are included

in query

Blank —
= Mor=Forme -
A
Detail option
button selected

H = ==
.
Sl

S| Would you ke 2 detail or summary query?

= .:.?-; |
E}%l:"i: | ummary

Figure 1-55

Macro

Pstal(ﬂme\guy.»...’ofm-mw)

Summary Options - i

Summary
|| option button

Figure 1-56
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e

e Tap or click the Next
button to move to
the next screen.

e Confirm that the
title of the query
is Customer Query
(Figure 1-57).

What should | do if
the title is incorrect?
Click the box
containing the

title to produce

an insertion point.
Erase the current
title and then type
Customer Query.

(6]

e Tap or click the Finish
button to create the
query (Figure 1-58).

@

e Tap or click the
Close button for the
Customer Query to
remove the query
results from the
screen.

Q&A

If 1 want to use this
query in the future,
do | need to save the
query?

Normally you would.
The one exception is a
query created by the
wizard. The wizard
automatically saves
the query it creates.

Q&A

What title do you want For your query?

{Customer Query -<—— name of query
=

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

| Do you wank to open the query or modfy the query's design?

(@) Gpen the query to view information, ]
(C) Modiy the query design.

Finish button

oo J[amn ] ey (o]

Figure 1-57
Bavant Publishing : Datab C:\Users\SC S D \CIS 10T\ Access\Bavant Publishing.accdb (Acg: ?

O

Form Form Blank
Design Form [=| More Form
Looima

arePoint | Query Query
Lists= | Wizard Design
Cueries

L"'j D {7 Report Wizard
= El Labels
Report Blank
Design Report
Reports

Macro o

8 x
Sign in

Close button for
Customer Query

= = =

" ]

\ Customer Name - | Amount Paid - | CurrentDue - Retums - | BR# -
{Applewood State University  $41530.98  $38,812.60 $12,008.02 42
| B2l Brodkin Junior College 50.00 56,081.98 50.00 42
| _|CSD25 | CowpensisD 512,?5.1_30 | $13,275.00  $2,000.00/53
| |csu10 Camellia state Univer_s"v $63,246.88 $69,847.76 514,967.983/53
| |DCC34  Dartt Community College $21,345.50 $23,467.75  $4,496.80 65
| [FSC12  First State College $34,557.25 $23,875.98  $7,234,99 65
| FSU23 Farnham State University 518,268.00 $22,024.50  53,496.23 42
| |HSD05  Hammonds County ISD 518,434.75 $0.00 S_Aj_,n_n 53
KCC78  Key Community College System | $21,288.65 $11,367.49) $2,256.98 65
| |McC45 Mauldin Community College $9,500.00 55,000.00 50,0053
| |MECS6  Mehitable College $9,111.19 5§7,310.76 55742542
__{PLI22  PrattLast Institute 517,229.45| S11,769.75  $3,450.50 53
~1SCC77  stallone Community College $7,525.98 $2,515.78 50.00/42
[SEC19  Seaborn Collage $9,225.34  $10.496.89  $2,017.67 65
| Tri-state Consortium $34,578.90 $9,432.56  $943.34 65

Figure 1-58

BTW

Access Help

At any time while using

Access, you can find answers

to questions and display
information about various topics
through Access Help. Used
properly, this form of assistance
can increase your productivity
and reduce your frustrations by
minimizing the time you spend
learning how to use Access, For
instruction about Access Help
and exercises that will help you
gain confidence in using it, read
the Office and Windows chapter
at the beginning of this book.

Using Queries

After you have created and saved a query, Access stores it as a database object and

makes it available for use in a variety of ways:

* If you want to change the design of the query, press and hold or right-click the
query in the Navigation Pane and then tap or click Design View on the shortcut

menu to open the query in Design view.

* To view the results of the query from Design view, tap or click the Run button
to instruct Access to run the query, that is, to perform the necessary actions to

produce and display the results in Datasheet view.

* To view the results of the query from the Navigation Pane, open it by pressing

and holding or right-clicking the query and tapping or clicking Open on the
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shortcut menu. Access automatically runs the query and displays the results in
Datasheet view.

® To print the results with the query open in either Design view or Datasheet view,
tap or click FILE on the ribbon, tap or click the Print tab, and then tap or click
either Print or Quick Print.

* To print the query without first opening it, be sure the query is selected in the
Navigation Pane and tap or click FILE on the ribbon, tap or click the Print tab,
and then tap or click either Print or Quick Print.

BTW
You can switch between views of a query using the View button (HOME tab | Creating Queries
Views group). Tapping or clicking the arrow in the bottom of the button produces the  Ajthough the Simple Query

View button menu. You then tap or click the desired view in the menu. The two query =~ Wizard is a convenient way

views you will use in this chapter are Datasheet view (which displays the query results) ;?j;:ea;eyf:;aﬁnt;z?;aﬂt
and Design view (for changing the query design). You also can tap or click the top part  many of the queries you
of the View button, in which case, you will switch to the view identified by the icon on  create require more control
the button. In the figure, the button contains the icon for Design view, so tapping or HR e wazeed plovioes,
Kolinprhet ubd s Desi tonr B oy - o In Chapter 2, you will
clicking the button would change to Design view. For the most part, the icon on the S8 Design view-to cresite

button represents the view you want, so you can usually simply tap or click the button.  customized queries.

1 CREATE FIRST TABLE | 2 ADD RECORDS | 3 PRINT CONTENTS i-l IMPORT RECORDS l 5 MODIFY

To Use a criterion in a Query éCIlEA‘I'E QUERY [?CREATE FORM | 8 CREATE REPORT —— -

After you have determined the fields to be included in a query, you will determine whether you need to
further restrict the results of the query. For example, you might want to include only those customers whose
book rep number is 53. In such a case, you need to enter the number 53 as a criterion for the book rep field.
Why? A criterion is a condition that the records must satisfy in ovder to be included in the query results. To do so, you
will open the query in Design view, enter the criterion below the appropriate field, and then view the results of

the query. The following steps enter a criterion to include only the customers of book rep 53 and then view the
query results.

® Press and hold or right-click the

& BE&E

EN b

Customer Query in the Navigation  |[appication Table Table ShorePoint Query Query | Form Form Blank g;’ﬁg:ﬁ“' Report Report Blank
Parts ~ Design  Lists~ Wizard Design Design Form ore Forms ~ Design Report
Pane to produce a shortcut menu =i i ‘Queiet Fois Reports
(Figure 1-59). All Access Obje... ® « .
Searcn. P
Tables 2
B3 BookRep

H customer Customer Query I
Queries g |I

S clstomer sy = Open opens guery in
S W gpen Datasheet view and
bZ Design View displays query results
Export 3 .
& Design View opens
B Rerame "™\ queryin Design
Hide in this Group view so you can
Ditet make modifications
elete
& Cut

By Copy shortcut menu

E Object Propertias

=

Figure 1-59
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e Customer query
open in Design view

e Tap or click Design
View on the shortcut

menu to open the
query in Design view
(Figure 1-60).

Query Type

. pery Setug
« || 3 customer query

Customer

.

1]

¥ Customer Huml

Customer Name — field list |
Street

[y included fields [ designignd 1

| \ .
i Field: m@;;@«'mme |AmountPald Ic : ]
Table: | Customer Customer | Customer
Sort: |
e Shiw, M M | ] o
Criteria row - Criteria:
or
! 1
= = = 1 position to enter _"’ﬁ"-[
o criterion for Book
Figure 1-60 Rep Number field

(3

e Tap or click the
Criteria row in the

QUERYTOOLS  Bavant Publishing : Database- C:\Users\SC Series\Documents\CIS 107\ A«
ERMAL DATA DATABASE TOOLS DESIGN

Book Rep Number 1 g — = ' 5"-' ER D Union §= Insert Rows | "R Insert Columns F E:T!Pr
H % i ‘ﬁ ta +' =Y ) Pass-Through E% 3% Delete Rows | X Delete Columns z il 'BTI
column of the grld, View Run | Select Make Append Update Crosstab Delete ————— | Totals Parameters” .
+ s b4 Data Definition | Tapje | 5N Builder FE Return: |All -
and thEI‘I type 53 Results Results group Query Type S | o CuerySetup . ShowHide |
as the criterion All Access Obje... © «|[ = customer sy
(Figure 1-61). ;,15,::7 1P e
ables 2 | T =
5 The BOOk‘REp 53 BookRep | 9 CunumuNum:E
o Number field is a 2 customer Customer Nam
. Queries 2 Street
text field. Do | need ST ay 5
to enclose the value L =
for a text field in
quotation marks?
You could, but it
is not necessary, 1]
because Access Field: | Customer Number | Customer Name | Amount Paiel i.m.rrm.t.l?.u.e iiksw.m.s.
insef‘tﬁ the qUOtation 1‘;:: Customer Customer Customer :'Cusmmec ]ICummu
marks for you | o] —HA 1B o ®
automatically.

1 po criterion (book rep
FIgIJI'E 1-61 number must be 53)

(4]

® Tap or click the Run
button (QUERY

= Refresh
7# Remove Sort T Toggle Filter All- X Delete ~ gMom'

s} |

Sort & Filter Records Find ~
TOOLS DESIGN tab = TR =1 ¥ Close button for | —
3'!. e:ua.om_ouen\ Customer Query [T
| Results gl’OUp) to | e Customer Name: - | Amount paid - | CurrentDue - Returns -| BR= -
run the query and B | cowpensisD | SI275000  SI13275.00 $2.000.00 53 I
: _CSUL0 | Camellia State University g $63,246.88  $69,847.76 $14,967.98 53 T 5
display the results ~ |HSDOS5 | Hammonds County ISD | $18,434.75 $0.00 $0.00 53 - a:a]fesg"'""" £
in Datasheet view | MCCa5  Mauldin Community College ~ $9,500,00 £5,000.00 $0.00 53
. I __EPL!ZZ PrattLast Institute $17,229.45 $11,769.75  $3,450.50 53
(Figure 1-62). i i i

Figure 1-62
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e Tap or click the Close button for the Customer Query to close the query.

e When asked if you want to save your changes, tap or click the No button.

-—
S
(]
e
Qo
©
L=
o
v
w0
1]
wJ
o
<

< | If | saved the query, what would happen the next time | ran the query?
g You would see only customers of book rep 53.

Could | save a query with another name?

Yes. To save a query with a different name, tap or click FILE on the ribbon, tap or click the
Save As tab, tap or click Save Object As, tap or click the Save As button, enter a new file
name in the Save As dialog box, and then tap or click the OK button (Save As dialog box).

Other Ways

1. Tap or click View button (QUERY TOOLS DESIGN tab | Results group) 2. Tap or click Datasheet View button on status bar

To Print the Results of a Query

The following steps print the results of a saved query.

o With the Customer Query selected in the Navigation Pane, tap or click FILE on the
ribbon to open the Backstage view.

e Tap or click the Print tab in the Backstage view to display the Print gallery.
9 Tap or click the Quick Print button to print the query.

Creating and Using Forms

In Datasheet view, you can view many records at once. If there are many fields,
however, only some of the fields in each record might be visible at a time. In Form

view, where data is displayed in a form on the screen, you usually can see all the fields,
but only for one record.

To Create a Form

Like a paper form, a form in a database is a formatted document with fields that contain data. Forms allow
you to view and maintain data. Forms also can be used to print data, but reports are more commonly used for that
purpose. The simplest type of form in Access is one that includes all the fields in a table stacked one above the
other. The following steps use the Form button to create a form. Why? Using the Form button is the simplest way to
create this type of form. The steps then use the form to view records and then save the form.

o

CREATE tab
. Vs 2
e Select the Customer table in the B H S o-3-« Lo e P i EN N et T T
Navigation Pane. _HOME | ¢ | EXTERNALDATA  DATABASETOOLS B
iy =L === 2 —~= [ Form Wizard 1A Report Wizard|
e If necessary, tap or click CREATE =] = M RE E&ED B tisation- i
on the ribbon to display the s | i e e i B | T e ek
CREATE tab (Figu re 1-63). Templatas Tables . Queries Farms ) Reports |
All Access Obje... @ «|| :
| Form button |
Search. . P

Tables

| | Forms group |
| Forms group
! | Customer

= table selected

Queries 2

i Customer Curery

M == .
Figure 1-63
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©

e Tap or click the Form button (CREATE tab | Forms group) to create a simple form (Figure 1-64).

A Field list appeared on my screen. What should | do?
Tap or click the Add Existing Fields button (FORM LAYOUT TOOLS DESIGN tab | Tools group) to remove the Field list

from the screen.

g
o
=4

BH® &-8- = FORM LAYOUT TOOLS Bavant Publishing : Database- C:\Users\SC Seried\D 15 101 —eesagacedb. 7 - & X[
HOME  CREATE  EXTERMALDATA  DATABASETOOLS | DESIGN | ARRANGE  FORMAT ] / 2‘:&:’3:‘:09“ signin JOUl

= A e g S ——— — | @ |8 Gzl

=Sl NasereEsR=Y i BE |2 ow 2B

= Z [Efents~ == iy Immage - [ Date and Time Fields  Sheet

Wiews Themes Contrals __Header / Footer Taols e

| All Access Obje... ® «| form ] — 2

'“ _ = = 3 iTooIs group
o ;
.’,_‘ﬁﬁ(!r-.' SEST e N —_~ i
Queries % { Customer Name |applewoed State University |
P customer Qusry H N —
i Straet |30cl Unlversity Ave. \ 1
i by i
City |Gleer \ |

 state PA N L
| form appears
{postal code [19158 | in Layout view

mount Faid i 541,530.98 |

rrent Due | 438,812.66

|
tums [s12,008.02 i
.
|

| BR2 [22

Recordi K11 ot 15 | % Wb | o i | Search

Figure 1-64

e Tap or click the Form View button on the Access status bar to display the form in Form view rather than Layout
view.

What is the difference between Layout view and Form view?
Layout view allows you to make changes to the look of the form. Form view is the view you use to examine or
make changes to the data.

Q&A

How can | tell when | am in Layout view?

Access identifies Layout view in three ways. The left side of the status bar will contain the words Layout View;
shading will appear around the outside of the selected field in the form; and the Layout View button will be
selected on the right side of the status bar.

e Tap or click the Next record button three times to move to record 4 (Figure 1-65).
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B ® | 3

Next record button

Mok

Record: M4 dof 15 | ¥ He Fijter | [Search

[

e Tap or click the Save button

Figure 1-65

e
p 5
Q
)
o
N ©
L
B
cus i
§ouis | I
: - \ i n
Customer Name ramellia State University \ | a4
| / == Ne— o
i Strast 725 Camellia st. X | q<
PR = \ S ;:
I City |Pleasantburg \ i
AN
State N \ |
N 2
[ Postal Code (07025 N I
- : \\ form appears
Amaunt P | $63,246.88 in Form view
Curentffue  [$59,347.76 |
fourth record p14,967.98 |
appears in form

fiavant Publishing : Database- C\Users\SC Series\DocumensiCIS 10T Accas\ Bavant Publishing.acedb (Accass
on the Quick Access Toolbar to EXTERMALDATA: _ DRTABASE TO01S =
. . == T . £ Ascending Vi Sedection - EMew X Totah 35 Replace
Pt b = e
<(:1F|splay ':hzss}ave As dlaloQ box ' oo 1 Cany I %! Descending T Advanced + fetreap, B Se U Speling Ly > GeTor A b
igure 1- . o | TR o Fenmat et ™ &y Remové Sort Y Toggle Filtes A:Ils. X Delete ~+ 5 More 8 ry "B
; _\ﬂ_(w:i_ - U'EE“M QI - Sort & Fitter Records zla:l.:);sbox
g Do | have to tap or click the Next All Access Obje... ® «/| = cunomar’\ -
¢r| record button before saving? e, sl =l chstomer = =
Tables z ()l
| No. The only reason you were B sookrep i . = n ==
asked to tap or click the button AP pedition to anter —— —
. & tustomzr N4 form name reity '!—— —
was so that you could experience B valainiy . - : e
% 2 & ' Straat | 725 Camellia 5t = A
navigation within the form. s
| City !_Pleasan'(burg
e State | Ny I OK button l
e Type Customer Form asthe eRtie. I
form name, and then tap or click

the OK button to save the form.

e Tap or click the Close button for the form to close the form.

‘ Other Ways
‘ 1. Tap or click View button (FORM LAYOUT TOOLS DESIGN tab | Views group)

Using a Form

After you have saved a form, you can use it at any time by pressing and holding or
right-clicking the form in the Navigation Pane and then tapping or clicking Open on the
shortcut menu. In addition to viewing data in the form, you also can use it to enter or update
data, a process that is very similar to updating data using a datasheet. If you plan to use the
form to enter or revise data, you must ensure you are viewing the form in Form view.

Break Point: If you wish to take a break, this is a good place to do so. You can exit Access now. To resume at a later time, run
Access, open the database called Bavant Publishing, and continue following the steps from this location forward.
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Creating and Printing Reports

Bavant Publishing wants to create the Customer Financial Report shown in
Figure 1-67. To create this report, you will first create a simple report containing all
records. Then, you will modify the report to match the one shown in Figure 1-67.

Customer
MNumber

Customer Name

- Financial Report

Amount Paid  Current Due

Monday, September 15, 2014

Returns Book Rep
Number

ASU37

Applewood State University

 $41,530.98| $38,812.66

BC21
csp2s

csuto |

_. Cowpens ISD

: Brodkin Junior College , _

$12,750.00|| $13,275.00

$0.00  $608198

mellia State University | $63,46.88  $69,847.76 | $14967.98/ 53
DCC34 | Dartt Community College | $21,345.50| $23,467.75| $4,496.80| 65
FSC‘12 | FirstState College | $34,557.25  $23,875.98  $7,234.99 65
FsU23 || Farnham State University | $18,268.00 $22,024.50| $3,49623 42
HSDOS | Hammonds County ISD | $1843475 5000,  $0.00) 53
:kccvs | Key Community College System $21,288.65 $11367.49 52,2698 65
mccas __|i.l.'u".l-au.[din.Curnlflu_l'litvE]It_ag_e 59_,500.00';'_ $5,000.00 sn.uq__s_s ' =
'MECS6 | Mehitable College | $9,11119 | $7,310.76|  $574.25 42
PLI22 I_IEPiattLa;tlnstimte | $17,229.45| $11,769.75  $3,450.50 53
Scc77 ||stallone Community College || $7,525.98|  $2,51578  $0.00 42
'SEC19 || Seaborn College | $9,225.34 | $10,496.89  52,017.67 65
TSC02 || Tri-State Consortium $34,578.90 |  $9,432.56/  $943.34| 65

| $318,592.87 | $255,278.86 | $53,446.76

To Create a Report

Figure 1-67

1 CREATE FIRST TABLE | 2 ADD RECORDS | 3 PRINT CONTENTS | 4 IMPORT RECORDS ] 5 MODIFY SECOND TABLE

& CREATE QUERY | 7 CREATE FORM IB CREATE REFORT

You will first create a report containing all fields. Why? It is easiest to create a report with all the fields and
then delete the fields you do not want. The following steps create and save the initial report. They also modify the
report title.

® Be sure the Customer table is

selected in the Navigation Pane.

e Tap or click CREATE on the

Q&A

ribbon to display the CREATE tab
(Figure 1-68).

Do | need to select the Customer
table prior to tapping or clicking
CREATE on the ribbon?

You do not need to select the
table at that point. You do need
to select a table prior to tapping
or clicking the Report button,
because Access will include all the
fields in whichever table or query
is currently selected.

CREATE tab

[Report button |

BH S - i{ = Bavant Publishing : Datsbase- C:\Users\SC Series\D: 1510104 B i vﬂ*hmamt
HOME CRE4 EXTERNAL DATA DATABASE TOOLS
@ @ @ r@:q R Foem Wizard j E_] {71, Report Wizard 4 Mag
| == ‘g =) o} ¢
= = = . il B E ! B psvigation - ] Labets % Clad
AppHeation Table Table SharePoint Cuery Query Form Form  Blank Report Report Blank a
Parts - Design Lists=  Waard Design Design Form 2] Mot Forms - Design Report sy
Tempiates Tables Ouenes Forms Reparts Macros &
All Access Obje... @ «
St -
Tables 2 Reports
B pookr group
i Customer
N— - table selected
Queries ES

Forms

ﬂ Customer Juery

@ Customer Form

Figure 1-68
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—
G
S
o
m
e newly created =
e Tap or click the report U
roup 75 o 2 y =i Ins P Add Biisting Propf. [T,)
Report button oo, 18 Hide Detais | imaoes | Numpes EbDsteandTine | Fots B a
(CREATE tab | Grouping STotals Controls ) Header / Footer Toals v
(¥
Reports group) to <<
create the report report titleis z
(Figure 1-69). - O i = —
. cu# Customer Name Straat City State
g Why.is the report SU37 I]: lewood State University |[300 university A I T PA
. AsU pplewoo: e Universy nivarsi ve. || Greer
itl er?
gyt Custormier . B2l [Brodkin junior College || 3306 Parkr. | Grear PA
Access automatically e . — | :
. | CsD2S lCowpens 150 H 829 Wooster Ava. [ Gossett Hipa
assigns the name — R : .
|csute  [cameliia state University || 725 cameltia st. |[Preasantburg HIE
of the table or : ot :
. |Dcc34 Dartt Community College || 3827 Burgess Dr. || Chambers HILT]
QuSLy-as the title F5C12 First State College _Jtﬁl:lu Cedar Rd. { Quaker
of the report. It
P . FsuU23 Farnham State University 1445 Hubert st. | Gaston
also aUtomatlca”y HSDO5 Hammeonds County 15D 446 Lincoln Blvd. ”chzsnae
includes the date. KCC78 | Key Community College System || 7523 Penn Ave. [[adetphia
You can Change tMCOGS Mauldin Community Collaga 1‘!2 Montrose St. | Chesnee
either of these later. [MEcss  [mehitable College [202 cottege st. |[ saston
[puzz— [prattast institute ~ |[238Ashton ave, || Pleasantburg I
5. cammunity College 1200 Eraatlinnid Adelphia —= E

Figure 1-69

(3]

® Tap or click the Save
button on the Quick
Access Toolbar to
display the Save As
dialog box, and then
type Customer
Financial
Report asthe
name of the report
(Figure 1-70).

Insert 9 -
Image~  Numbers B Date and Time Fields  Sh

Header / Footer Tools

Save As
Cantrols dialog box

Customer Financial Repert] name of report | State H
P | I

cue Customar Name

AsU37 | Applewood State University
BCi2L Brodkin Junior Collage
| cspas

Figure 1-70

0 name of report
has been changed
e Tap or C[|Ck the Themes Grouping & Totals — Contrals 3 Close button e
OK button (Save All Access Obje « || 8 Customer Financial Report E Jor report =
As dialog box) to isearen E— -
Tabl o report title was
save the report i 5 not changed
(Flgure 1“71)' ! b = e -_-;;Het | - tastal Code Amount Paid  Cuy
< | The name of the . i * || Tasus | Applevoodstate University _ |[200universit)  |9158 sasss] s
g report changed_ Why Forms % BOIZL | Brodkin Junior Colleg= |§4auapa:tnr, ] \9153 $0.00
did the report title RM Customer Farm {cspas | cowpensisD || 529 wooster a{ b.157 si750.00 S
eports ® = |
not change? 8 oibmechinmiiliopme [csuto  [amellia state University 725 Cameliia st| Vs |
The report title is [pccas  [Dantt Community College 3827 Burgess D, 37 [ s23a5.50] s
assigned the same i s Fsciz First State College 7300 CedarRd. | Es____}lm—.ss;-zsl]_s'_
name as the report N;;igéﬁgf.l Fane {Fsu2s  [Famham state University 1445 Hubert St. | stsass0nf s
— = T I — Tt = = =
by default. Changing
the name of the Figure 1-71
report does not
change the report title. You can change the title at any time to anything you like.

(5]

® Close the report by tapping or clicking its Close button.
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To Modify Report Column Headings

Using Layout View in a Report

Access has four different ways to view reports: Report view, Print Preview,
Layout view, and Design view. Report view shows the report on the screen. Print
Preview shows the report as it will appear when printed. Layout view is similar to
Report view in that it shows the report on the screen, but also allows you to make
changes to the report. Layout view is usually the easiest way to make such changes.
Design view also allows you to make changes, but does not show you the actual report.
Design view is most useful when the changes you need to make are especially complex.
In this chapter, you will use Layout view to modify the report.

and Resize Columns

1 CRE

ATE FIRST TABLE i 2 ADD RECORDS | 3 PRIN

T CON

'Lms_i-: i

MPORT RECORDS

5 MODIFY SECOND TABLE

& CREATE QUERY | 7 CREATE FORM

i | 8 CREATE REPORT

"To make the report match the one shown in Figure 1-67 on page AC 48, you need to change the title,
remove some columns, modify the column headings, and also resize the columns. The following steps use
Layout view to make the necessary modifications to the report. Why? Warking in Layout view gives you all the tools
you need to make the desived modifications. You can view the results of the modifications immediately.

e Press and hold or
right-click Customer
Financial Report in

the Navigation Pane,

and then tap or click
Layout View on the
shortcut menu to
open the report in

LR -

RE

Publishing : Databas|

I | Ll

Views
I8 customer Financial Report
1

HOME

CREATE EXTERNAL DATA

Aa B colors - fLE Z Totals~

View Themu [&] Fonts =

Themes

'-'Customek

Group i85 Lide Details
& Sort

Grouping & Totals

DATABASE TOOLS DESIGN

ARRANGE

FORMAT

PAGE SETUP

._.j%j’Aa[j 2 E=EV 0 EJH_

b &

D Tit
P.ugz
EZ D

| title selected

Contrals

Image -
Header/ F|b

Layout view. = <] insertion — ;
i cl# Customer Name point Streat City i State
e If a Field list appears, _E[nsuar || Applewood state university — |[300university Ave. [Greer [ea
tap or click the Add {8021 |[Brodkin Junior College [3a06 Park Dr. [[oreer [pa
Existing Fields button | {[cspas || cowpensisp 829 Wooster Ava.  |[cossett i|[pa
(REPORT LAYOUT ' CsUL0 ]jCamelilaState University 725 Camellia St. | Pleasantburg NJ =
TOOLS DESIGN tab I é ;Inccsd HDam Community College ” 3827 Burgess Dr. !__Egan-\-hers il
I Tools group) to | § FSC12 |Firsl State Collage “ 7300 Cedar Rd. | Quaker i DE
remove the Field list _E, , Fsuzs [Famham state university |[1a35 Hubert st. |[aston HIES
from the screen. Z i HSD05 || Hammaonds County ISD ! 446 Lincoln Blvd. Chasnee NJ |
i ) i |-KCC?3 ” Key Community College System ] 7523 Penn A\.’e o Adelphia PJ; E
e Close the Navigation i MCC35 || Mauldin Community College |[72montrose st. Chesnee = F
Pane. i |MECS6  |[mehitable College 202College st. | Gaston DE i
e Tap or click the i{puzz |[prattiast institute 236 Ashton Ave. | Pieasantburg [ |
report title once to i sca7 | Slallofe (:oTnunit-,r College [51100 Franklin Blvd. [adelphia PA !
select it. E sECls | seaborn Collage J 345 Mather Rd. = || Quaker = — DE E
] : Tscoz___ll7ni- tate Consortium 3400 Metro Pluny || Adelphia PA B E
e Tap or click the _,_.Ei'f — g—— — — . _
r:eport title a second Figure 1-72
time to produce
an insertion point
(Figure 1-72).
< | My insertion point is in the middle of Customer. How do | produce an insertion point at
g the position shown in the figure?

You can use the RIGHT ARROW key to move the insertion point to the position in the
figure, or you can tap or click the desired position.
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to insert a space, Have

DATABASE TOOLS DESIGN ART%NEE FORMAT PAGE SETUP

—
kS

Q

)

o

e REPORT LAYOUT TOOLS (1]
/| ARRANGE tab =

® Press the SPACEBAR B H 9 @ & select Column REGART LAYOLT TOOLS Bavant Publiching : Databiase- C:\Users\SC Series\] L~
I

Q

(v}

o

<

and then type Naviosticn B (B K EEE e el =2 = fal EE
Financial Pl [ R e T, R B ] e
Report to oo P_‘“"&c‘"“"‘"‘-ﬁ-..____ Rows & Mawe P :

P . ¥ || 18 customer Financial Report Columns group A
complete the title. T

— title changed

e Tap or click the o _ | S =
column heading for Cu_'—'- . Customar Name Street : city | stat; Pastal Code | )
the Street field to ASU37 _'; Applewood State University || 300 University ave, [Greer I[pa 19158 I
select it. BLI2L ﬁrud_ki_ruuniurto[lega 4806 Park Dr, |G(aal | Pa 13158 E_

CSD2S | Cowpens 15D || 823 Wooster Ave, Gossett HIETY 19157

e Hold the SHIFT key CsU10 | Camellia Stats Univarsity |[725 camellia st. Pleasantburg i 07025
dOWr‘l and then tap ; DCc3d | Dartt Community Ecl_[ega __I 3827 Burgess Dr. ) Chambers HIET) 07037 1
or click the column 5 FSC12 l[ First State Collage || 7300 Cadar rd, Quakar [0 |_19719
headings for the City, T Smluntate Uniy amama TR . —
State, and Postal Figure 1-73

Code fields to select
multiple column
headings.

< | What happens if | do not hold down the SHIFT key?
g When you tap or click another column heading, it will be the only one that is selected. To select multiple objects,
you need to hold the SHIFT key down for every object after the first selection.

| selected the wrong collection of objects. What should | do?

You can tap or click somewhere else on the report so that the objects you want are not selected, and then begin
the process again. Alternatively, you can repeatedly tap or click the Undo button on the Quick Access Toolbar to
undo your selections. Once you have done so, you can select the objects you want.

® Tap or click ARRANGE on the ribbon to display the REPORT LAYOUT TOOLS ARRANGE tab (Figure 1-73).

©

o Tap orclick theSelect B @ &- ¢ &- - RERORT LAYOUT 10015 Bavant Publishing : Database- CAUsers\SC Series\].
Column button HOME  CREATE EXTERWALUATA  DATABASETOOLS DENENT) ARNANGE: [EORMETINNPAGESETURS

7 e = oy o ]
(REPORT LAYOUT A B B o | B [ =2 =y [a] B
Gridli Stacked Tabulsr Inset Insert Insert lnsert Marge  Split Split M M Contral  Contral
TOOLS ARRANGE I TRETT pove Beow Lt Might B Select Row " Vescaly Horontally | Up Down | Maegine Padding~
tab | Rows & Columns | = Merpe/ spit iome. Foaties
) ¢ lect » || 18 customer Fmand insertion point in
group) 1o selec 1 column heading for ® T
. Customer Number field f- Street, City, State, and | __ =i
the entire co’u mns : /| Postal Code columns  bn
di t =13 e | have been removed :
corresponding to — - 3
h ? hg d' | ke stomer hama nount Pald  Current Due Returns BR2 ! |
the column ‘ea ings { asuly || applewood State University || sassose| s3ssizes|| si200802 42 | :
you selected in the HEETTAN e I s0.00|| 5608198 <0,00][42 i
i L] l = e - $
previous step. {|cspas cgn‘tai:s :aptia?ﬁ For || s12,750.00] $13,275.00 52,000.00|[ 53 !
o h [ Gulo | Customer Number field | smasess|[ sesawas| siaseres||s :
ress the DELETE g {[pccas |[Dartt community College 321,345_5” $23,467.75)  $4,496.80 |ss
key to delete the ; i F5C12 First State College - | 534.557.25 523.875.98 £7,234,99 || 65
selected columns. g [Fsuzz || Famham state Univarsity [ ss26000]] s22.02450  s3.496.23][az
bt N i | %560
. | {HSDOS Hammends County 150 518,434.75 | 20.00 ! 50.00 [53
= Tﬁp or click ‘tl:\@ {[keers Key Commiunity Collage System s21.28865| S1L367.89) 5225698 65
column heading {mccss |[auldin Community College ||~ s9sc000]  ss.000.00] s000[53 =7
for the Customer m—=c__|[Mehitable College I = [ snas|a : —
Number field twice, . R — -
once to select it and Figure 1-74
the second

time to produce an insertion point (Figure 1-74).

| selected the wrong field. What should | do?
Tap or click somewhere outside the various fields to deselect the one you have selected. Then, tap or click the
Customer Number field twice.

Q&A
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e Use the DELETE or BACKSPACE keys

BHS © % -

Bavant Publishing :

REPORT LAYOUT TOOLS
as necessary to erase the current HOME  CREATE  EXTERNALDATA  DATABASETOOLS  DESGN | ARRANGE | FORMAT  PAGESETUP
entry, and then type Customer 4 B e @:z;:: =) Lgﬁ = = A
Number asthe new En‘tl’y. Glldjlms Stacked Tabular ‘ir:l ;1;:: tan;:t Inn:}:: B Sefect Row Marge hi:l:"y Hor;:‘:mb T g::': Mclu';ihnosl- pE::ﬁ:l-
e Tap or click the heading for the B0 e mlu:: :;'d'::g M == - = s
Book Rep Number field twice, A changed I
erase the current entry, and then | merFnancial Report
type Book Rep Number as !1 Custarner [ customer name AmountPaid  Curre
the new entry. | Nﬂmwf__ pointer shape indicates |
g [ you can resize column 530,98 5.812.66]]  512.008.02| "]
e Tap or click the Customer Number | pasuat I Headings by draoging. et SBRGS]| 124 i _i]
3 : ' i |BCi2t | Bl - $0.00| $6,081.93 | $0.00 |42 i
field heading to select it, point | [cso2s |[cowpensisp I s1z7s000][  siams.00 IE
to the lower boundary of the . - —
h_eadlng for the Cu§tomer Number Figure 1-75
field so that the pointer changes
to a two-headed arrow, and then
drag the lower boundary to the approximate position
shown in Figure 1-75 to expand the column headings.
< | | did something wrong when | dragged and now my report looks strange. What should | do?
g Tap or click the Undo button on the Quick Access Toolbar to undo the change. Depending on the specific action

| you took, you may need to tap or click it more than once.

My screen displays Book Rep Number on one line not two. Is this a problem?
No. You will adjust the column heading in a later step.

5/

e Point to the right boundary of the
heading for the Customer Number
field so that the pointer changes
to a two-headed arrow, and then
drag the right boundary to the
approximate position shown in
Figure 1-76 to reduce the width of
the column.

6]

e Using the same technique, resize
the other columns to the sizes
shown in Figure 1-77.

Figure 1-76
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to display the DESIGN tab.

: Fi -
@ Tap or click the Totals button e 1-78

(REPORT LAYOUT TOOLS DESIGN
tab | Grouping & Totals group) to display the Totals menu containing a list of available calculations (Figure 1-78).

?

e Tap or click Sum to calculate the B o & - REPORT LAYOUT TO0LS Bevant Publizhing
\_ sum of the amount of pa|d values. HOME  CREATE  EXTERNALDATA  DATABASETOOLS | 'nmu_:im_m FORMAT  PAGESETUP
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No. In fact, if you do tap or click it,
you will remove the check mark, —
| which will remove the total from Figure 1-7
|the column.

_______| bydragging : == ‘

e Scroll down to the bottom of the report to verify that the totals are included. If necessary, expand the size of |
the total controls so they appear completely by dragging the lower boundary of the controls to the approximate ‘
position shown in Figure 1-79.

» Tap or click the page number to select it, and then drag it to the approximate position shown in Figure 1-79.

< Why did | need to move the page number?

o 1he dotted line near the right-hand edge of the screen indicates the right-hand border of the available space
on the printed page, based on whatever margins and orientation are currently selected. A portion of the page
number extends beyond this border. By moving the page number, it no longer extends beyond the border.

3]

h # Tzo or click the Save button on the Quick Access Toolbar to save your changes to the report layout.
* Oose the report.
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BTW

Exporting a Report
as a PDF or XPS File
To export a report as a

PDF or XPS file, display the
EXTERNAL DATA tab, and
then tap or click the PDF or
XPS button (EXTERNAL DATA
tab | Export group). Enter
the appropriate information
in the Publish to PDF or XPS
dialog box and tap or click
the Publish button.

BTW

Report Navigation
When previewing a report,
you can use the Navigation
buttons on the status bar
to move from one page to
another.

To Print a Report

The following steps print the report.

o Open the Navigation Pane if necessary, confirm that the Customer Financial Report is

selected, and then tap or click FILE on the ribbon to open the Backstage view.

e Tap or click the Print tab in the Backstage view to display the Print gallery.

e Tap or click the Quick Print button to print the report.

g
o3
o

When | print the report, | have pound signs (####) rather than numbers where the totals
should be for the Amount Paid and Current Due columns. The report looked fine on the
screen. How can | correct it?

The columns are not wide enough to display the complete number. Open the report

in Layout view and slightly increase the width of the Amount Paid and Current Due
columns by dragging the right boundary of the column headings.

How can | print multiple copies of my report?

Tap or click FILE on the ribbon to open the Backstage view. Tap or click the Print tab, tap
or click Print in the Print gallery to display the Print dialog box, increase the number in
the Number of Copies box, and then tap or click the OK button (Print dialog box).

How can | print a range of pages rather than printing the whole report?

Tap or click FILE on the ribbon to open the Backstage view. Tap or click the Print tab, tap
or click Print in the Print gallery to display the Print dialog box, tap or click the Pages
option button in the Print Range area, enter the desired page range, and then tap or
click the OK button (Print dialog box).

Database Properties

Access helps you organize and identify your databases by using database properties,
which are the details about a file. Database properties, also known as metadata, can
include such information as the project author, title, or subject. Keywords are words or
phrases that further describe the database. For example, a class name or database topic
can describe the file’s purpose or content.

Five different types of database properties exist, but the more common ones used
in this book are standard and automatically updated properties. Standard properties
are associated with all Microsoft Office documents and include author, title, and
subject. Automatically updated properties include file system properties, such as the
date you create or change a file, and statistics, such as the file size.

Why would you want to assign database properties to a database?

Database properties are valuable for a variety of reasons:

* Users can save time locating a particular file because they can view a file's database properties without opening the database.
* By creating consistent properties for files having similar content, users can better organize their databases.

® Some organizations require Access users to add database properties so that other employees can view details about these
files.

CONSIDER THIS %
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To CHANGE DATABASE PROPERTIES
To change database properties, you would follow these steps.

1. Tap or click FILE on the ribbon to open the Backstage view and then, if necessary,
tap or click the Info tab in the Backstage view to display the Info gallery.

2. Click the “View and edit database properties’ link in the right pane of the Info
gallery to display the Bavant Publishing Properties dialog box.
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< ‘ Why are some of the database properties already filled in?
g The person who installed Office 2013 on your computer or network might have set or
lc1.|s't0rni.7_e~d the properties.

3. If the property you want to change is displayed in the Properties dialog box,
click the text box for the property and make the desired change. Skip the

remaining steps.

4. If the property you want to change is not displayed in the Properties dialog
box, click the appropriate tab so the property is displayed and then make the
desired change.

5. Click the OK button in the Properties dialog box to save your changes and
remove the dialog box from the screen.

To Sign Out of a Microsoft Account

If you are signed in to a Microsoft account and are using a public computer
or otherwise wish to sign out of your Microsoft account, you should sign out of
the account from the Account gallery in the Backstage view before exiting Access.
Signing out of the account is the safest way to make sure that nobody else can
access SkyDrive files or settings stored in your Microsoft account. The following
steps sign out of a Microsoft account from Access. For a detailed example of the
procedure summarized below, refer to the Office and Windows chapter at the
beginning of this book.

o If you wish to sign out of your Microsoft account, tap or click FILE on the ribbon to
open the Backstage view and then tap or click the Account tab to display the Account
gallery.

e Tap or click the Sign out link, which displays the Remove Account dialog box. If a Can’t
remove Windows accounts dialog box appears instead of the Remove Account dialog
box, click the OK button and skip the remaining steps.

< | Why does a Can’t remove Windows accounts dialog box appear?

o | If you signed in to Windows using your Microsoft account, then you also must sign out
| from Windows, rather than signing out from within Access. When you are finished using
| Windows, be sure to sign out at that time.

9 Tap or click the Yes button (Remove Account dialog box) to sign out of your Microsoft
account on this computer.

< | Should | sign out of Windows after signing out of my Microsoft account? [End Q]
| When you are finished using the computer, you should sign out of your account for
I maximum security.

o Tap or click the Back button in the upper-left corner of the Backstage view to return
to the database.
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To Exit Access

The following steps exit Access.

o Tap or click the Close button on the right side of the title bar to close the open
database, if there is one, and exit Access.

e If a Microsoft Access dialog box appears, tap or click the Save button to save any
changes made to the database since the last save.

Special Database Operations

Additional operations involved in maintaining a database are backup, recovery,
compacting, and repairing.

Backup and Recovery

[t is possible to damage or destroy a database. Users can enter data that is
incorrect; programs that are updating the database can end abnormally during an
update; a hardware problem can occur; and so on. After any such event has occurred,
the database may contain invalid data or it might be totally destroyed.

Obviously, you cannot allow a situation in which data has been damaged or
destroyed to go uncorrected. You must somehow return the database to a correct state.
This process is called recovery; that is, you recover the database.

The simplest approach to recovery involves periodically making a copy of the
database (called a backup copy or a save copy). This is referred to as backing up
the database. If a problem occurs, you correct the problem by overwriting the actual
database — often referred to as the live database — with the backup copy.

To back up the database that is currently open, you use the Back Up Database
command on the Save As tab in the Backstage view. In the process, Access suggests a
name that is a combination of the database name and the current date. For example, if
you back up the Bavant Publishing database on October 20, 2014, Access will suggest
the name, Bavant Publishing_2014-10-20. You can change this name if you desire,
although it is a good idea to use this name. By doing so, it will be easy to distinguish
between all the backup copies you have made to determine which is the most recent.
In addition, if you discover that a critical problem occurred on October 18, 2014, you
may want to go back to the most recent backup before October 18. If, for example,
the database was not backed up on October 17 but was backed up on October 16, you
would use Bavant Publishing_2014-10-16.

To Back Up A DATABASE

You would use the following steps to back up a database to a file on a hard disk
or high-capacity removable disk.

1. Open the database to be backed up.

2. Tap or click FILE on the ribbon to open the Backstage view, and then tap or click
the Save As tab.

3. With Save Database As selected in the File Types area, tap or click ‘Back Up Data-
base’ in the Save Database As area, and then tap or click the Save As button.

4. Navigate to the desired location in the Save As box. If you do not want the name
Access has suggested, enter the desired name in the File name text box.

5. Tap or click the Save button to back up the database.
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Access creates a backup copy with the desired name in the desired location.
Should you ever need to recover the database using this backup copy, you can simply
copy it over the live version. '
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Compacting and Repairing a Database

As you add more data to a database, it naturally grows larger. When you delete
an object (records, tables, forms, or queries), the space previously occupied by the
object does not become available for additional objects. Instead, the additional objects
are given new space; that is, space that was not already allocated. To remove this
empty space from the database, you must compact the database. The same option
that compacts the database also repairs problems that might have occurred in the
database.

To CompACT AND REPAIR A DATABASE
You would use the following steps to compact and repair a database.
1. Open the database to be compacted.

2. Tap or click FILE on the ribbon to open the Backstage view, and then, if necessary,
select the Info tab.
3. Tap or click the Compact & Repair Database button in the Info gallery to compact
and repair the database.
The database now is the compacted form of the original.

Additional Opefations

Additional special operations include opening another database, closing
a database without exiting Access, and saving a database with another name.
They also include deleting a table (or other object) as well as renaming an
object.

When you open another database, Access will automatically close the database
that previously was open. Before deleting or renaming an object, you should ensure
that the object has no dependent objects; that is, other objects that depend on the
object you want to delete.

To CLose A DATABASE WITHOUT EXITING ACCESS

You would use the following steps to close a database without exiting Access.
1. Tap or click FILE on the ribbon to open the Backstage view.
2. Tap or click Close.

To Save A DATABASE WITH ANOTHER NAME
1o save a database with another name, you would use the following steps.
1. Tap or click FILE on the ribbon to open the Backstage view, and then select the
Save As mb.
. With Save Database As selected in the Database File Types area and Access Data-
base selected in the Save Database As area, tap or click the Save As button.

[ ]

. Enter 2 name and select a location for the new version.

\obd

<. Tap or click the Save button.
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i you want to make a backup, could you just save the database with another name?
You could certainly do that. Using the backup procedure discussed earlier has the advantage that it automatically includes the
current database name and the date in the name of the file it creates.

CONSIDER THIS *

BTW

Database Design
Language (DBDL)
Database Design Language
(DBDL) is a commonly
accepted shorthand
representation for showing
the structure of a relational
database. You write the
name of the table and then
within parentheses you list
all the columns in the table.
If the columns continue
beyond one line, indent the
subsequent lines.

BTW
Determining
Database

Requirements

The determination of
database requirements is
part of a process known as
systems analysis. A systems
analyst examines existing
and proposed documents,
and examines organizational
policies to determine exactly
the type of data needs the
database must support.

To DEeLETE A TABLE OR OTHER OBJECT IN THE DATABASE

You would use the following steps to delete a database object.
1. Press and hold or right-click the object in the Navigation Pane.
2. Tap or click Delete on the shortcut menu.
3. Tap or click the Yes button in the Microsoft Access dialog box.

To RENAME AN OBJECT IN THE DATABASE
You would use the following steps to rename a database object.
L. Press and hold or right-click the object in the Navigation Pane.
2. Tap or click Rename on the shortcut menu.
3. Type the new name and press the ENTER key.

Database Design

This section illustrates the database design process, that is, the process of determining
the tables and fields that make up the database. It does so by showing how you would
design the database for Bavant Publishing from a set of requirements. In this section,
you will use commonly accepted shorthand to represent the tables and fields that make
up the database as well as the primary keys for the tables. For each table, you give the
name of the table followed by a set of parentheses. Within the parentheses is a list
of the fields in the table separated by commas. You underline the primary key. For
example,

Product (Product Code, Description, On Hand, Price) represents a table called
Product. The Product table contains four fields: Product Code, Description, On Hand,
and Price. The Product Code field is the primary key.

Database Requirements

The Bavant Publishing database must maintain information on both customers
and book reps. The business currently keeps this data in two Word tables and
two Excel workbooks, as shown in Figure 1-80. They use Word tables for address
information and Excel workbooks for financial information.
* For customers, Bavant needs to maintain address data. It currently keeps this data
in a Word table (Figure 1-80a).

® Bavant also maintains financial data for each customer. This includes the amount
paid, current amount due, and return amount for the customer. It keeps these
amounts, along with the customer name and number, in the Excel worksheet
shown in Figure 1-80b.

* Bavant keeps book rep address data in a Word table, as shown in Figure 1-80c.

® Just as with customers, it keeps financial data for book reps, including their start date,
salary, and bonus rate, in a separate Excel worksheet, as shown in Figure 1-80d.
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Customer Number | Customer Name Street City State Postal Code E
ASU37 Applewood State University 300 University Ave. | Greer PA 19158 v
w
BCJ21 Brodkin Junior College 4806 Park Dr. Greer PA 19158 o
w
CsD25 Cowpens ISD 829 Wooster Ave. Gossett PA 19157 &4‘
Ccsu10 Camellia State University 725 Camellia St. Pleasantburg NJ 07025
DCC34 Dartt Community College 3827 Burgess Dr. Chambers NJ 07037
FSC12 First State College 7300 Cedar Rd. Quaker DE 19719
FSU23 Farnham State University 1445 Hubert 5t. Gaston DE 19723
HSDO5 Hammonds County ISD 446 Lincoln Blvd. Chesnee NJ 07053
KCC78 Key Community College 7523 Penn Ave. Adelphia PA 19159
System
MCC45 Mauldin Community College | 72 Montrose St. Chesnee NJ 07053
MEC56 Mehitable College 202 College St. Gaston DE 19723 o
PLI22 Prattlast Institute 236 Ashton Ave, Pleasantburg NJ 07025 ;E
SCC77 Stallone Community College 1200 Franklin Blvd. | Adelphia PA 19156 %
=
SEC19 Seaborn College 345 Mather Rd. Quaker DE 19719 E
TSCO02 Tri-State Consortium 3400 Metro Pkwy. | Adelphia PA 19156 g
Figure 1-80 (a) Customer Address Information (Word Table)
| — = - —_— _f
4 A b B < D E F G H
1 [Customer Number 1I:ustomer Name Amount Paid | Current Due Returns |
2 |asus7? |Applewood State University $41,530.98  $38,812.66 $12,008.02
3 |pC21 \Brodkin Junior College | 50.00)  56,081.98 $0.00
1 |csp2s Cowipens ISD $12,750.00 513,275.00 $2,000.00
5 |csuLo Camellia State University $63,246.88  $69,847.76 514,967.98
6 [DCC34 ‘Dartt Community College $21,345.50 $23,467.75 $4,496.80
7 |FsC12 _Firs! State College ‘534,‘_157._2_5_ _$23,8?5.93 £7,234.99
8 |Fsu23 Farnham State University $18,263.00) $22,024.50 $3,495.23| -
9 |HSDOS _ Hammonds County ISD | 51843475 50.00 5000 -
10 |[KCC78 (Key Community College System | $21,288.65 $11,367.49 $2,256.98
11 MCCas. Mauldin Community College $9,500.00/  $5,000.00 $0.00
12 |MECS6 Mehitable College $9,111.19  57.310.76  $574.25
13 |PLIZZ I Prattlast lnsh'tule_ 517,2294!5 511.?6‘].?5_ $3,450.50
14 |SCC77 Stallone Community College $7,525.98 5251578 $0.00
15 |SEC19 - Seaborn College 35,225.34_1 _ 510,496.39 sz,nr;'_s?_
16 |T5C02 Tri-State Consortium 53457890  59,432.56  $943.34 »
Figure 1-80 (b) Customer Financial Information (Excel Worksheet)
Book Rep Number | Last Name | First Name Street City State | Postal Code =
42 Perez Melina 261 Porter Dr. Adelphia PA 19156 E
48 Statnik Michael 3135 Simpson Dr. | Pleasantburg | NJ 07025 %
1=
53 Chin Robert 265 Maxwell 5t. Gossett PA 19157 s
65 Rogers Tracy 1827 Maple Ave. | Adelphia PA 19159 g

Figure 1-80 (c) Book Rep Address Information (Word Table)

- A B C D E F G H [
1 |BookRep Numb__er_-_as?r_lam?ﬁm Name |Start Date |Salary Bonus Rate
2 | 53 Chin |Robert _8/1/2013]  $26,250 0.19
3| 42 Perez Melina 5/14/2012]  $31,500 0.20
4| 65 Rogers Tracy 7/1/2014 57,750/ 0.18
5 | 48 Statnik Michaal 1/15/2013 529,000 0.20
6

Figure 1-80 (d) Book Rep Financial Information (Excel Worksheet)
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* Finally, Bavant keeps track of which customers are assigned to which book reps.
Fach customer is assigned to a single book rep, but each book rep might be assigned
many customers. Currently, for example, customers ASU37 (Applewood State
University), BCJ21 (Brodkin Junior College), FSU23 (Farnham State University),
MECS56 (Mehitable College), and SCC77 (Stallone Community College) are
assigned to book rep 42 (Melina Perez). Customers CSD25 (Cowpens ISD),
CSU10 (Camellia State University), HSDO05 (Hammonds County ISD), MCC45
(Mauldin Community College), and PLI22 (PrattLast Institute) are assigned to
book rep 53 (Robert Chin). Customers DCC34 (Dartt Community College),
FSC12 (First State College), KCC78 (Key Community College System), SEC19
(Seaborn College), and TSCO02 (Tri-State Consortium) are assigned to book rep 65
(Tracy Rogers). Bavant has an additional book rep, Michael Statnik, whose number
has been assigned as 48, but who has not yet been assigned any customers.

Database Design Process

The database design process involves several steps.

What is the first step in the process?
Identify the tables. Examine the requirements for the database to identify the main objects that are involved. There will be a
table for each object you identify.

In a database for one organization, for example, the main objects might be departments and employees. This would re-
quire two tables: one for departments and the other for employees. In the database for another organization, the main objects
might be customers and.book reps. In this case, there also would be two tables: one for customers and the other for book reps.
In still another organization's database, the main objects might be books, publishers, and authors. This database would require
three tables: one for books, a second for publishers, and a third for authors.

Identifying the Tables

For the Bavant Publishing database, the main objects are customers and book
reps. This leads to two tables, which you must name. Reasonable names for these two
tables are:

Customer
Book Rep

After identifying the tables, what is the second step in the database design process?

Determine the primary keys. Recall that the primary key is the unique identifier for records in the table. For each table,
determine the unique identifier. In a Department table, for example, the unique identifier might be the Department Code. For a
Book table, the unique identifier might be the ISBN (International Standard Book Number).

Determining the Primary Keys

The next step is to identify the fields that will be the unique identifiers, or
primary keys. Customer numbers uniquely identify customers, and book rep numbers
uniquely identify book reps. Thus, the primary key for the Customer table is the
customer number, and the primary key for the Book Rep table is the book rep number.
Reasonable names for these fields would be Customer Number and Book Rep
Number, respectively. Adding these primary keys to the tables gives:

Customer (Customer Number)
Book Rep (Book Rep Number)
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What is the third step in the database design process after determining the primary keys?

Determine the additional fields. The primary key will be a field or combination of fields in a table. A table typically will
contain many additional fields, each of which contains a type of data. Examine the project requirements to determine these
additional fields. For example, in an Employee table, additional fields might include Employee Name, Street Address, City, State,

Postal Code, Date Hired, and Salary.

Determining Additional Fields

After identifying the primary keys, you need to determine and name the
additional fields. In addition to the customer number, the Customer Address
Information shown in Figure 1-80a on page AC 59 contains the customer name,
street, city, state, and postal code. These would be fields in the Customer table. The
Customer Financial Information shown in Figure 1-80b on page AC 59 also contains
the customer number and customer name, which are already included in the Customer
table. The financial information also contains the amount paid, current due, and
returns. Adding the amount paid, current due, and returns fields to those already
identified in the Customer table and assigning reasonable names gives:

Customer (Customer Number, Customer Name, Street, City, State, Postal Code,
Amount Paid, Current Due, Returns)

Similarly, examining the Book Rep Address Information in Figure 1-80c on
page AC 59 adds the last name, first name, street, city, state, and postal code fields to
the Book Rep table. In addition to the book rep number, last name, and first name, the
Book Rep Financial Information in Figure 1-80d on page AC 59 would add the start
date, salary, and bonus rate. Adding these fields to the Book Rep table and assigning
reasonable names gives:

Book Rep (Book Rep Number, Last Name, First Name, Street, City, State, Postal
Code, Start Date, Salary, Bonus Rate)

CONSIDER THIS

BTW
Additional Data for

Bavant Publishing
Bavant could include other

types of data in the database.

The Customer table could
include data on a contact
person at each organization,
such as, name, telephone
number, and email address.
The Book Rep table could
include the mobile telephone
number, email address,

and emergency contact
information for the book rep.

What happens as the fourth step, after determining additional fields?

Determine relationships between the tables. A relationship is an association between objects. In a database containing
information about departments and employees, there is an association between the departments and the employees. A depart-
ment is associated with all the employees in the department, and an employee is associated with the department to which he
or she is assigned. Technically, you say that a department is related to all the employees in the department, and an employee is

related to his or her department.

The relationship between department and employees is an example of a one-to-many relationship because one

CONSIDER THIS *

employee is associated with one department, but each department can be associated with many employees. The Department
table would be the “one” table in the relationship. The Employee table would be the “many" table in the relationship.

When you have determined that two tables are related, follow these general guidelines:
Identify the “one” table.

Identify the “many” table.

Include the primary key from the “one” table as a field in the “many” table.
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BTW

Certification

The Microsoft Office Specialist
(MQOS) program provides an
opportunity for you to obtain a
valuable industry credential —
proof that you have the Access
2013 skills required by employers.
For more information, visit the
Certification resource on the
Student Companion Site located
on www.cengagebrain.com.

For detailed instructions about
accessing available resources,
visit www.cengage.com/ct/
studentdownload or contact your
instructor for information about
accessing the required files.

Determining and Implementing Relationships
Between the Tables -

According to the requirements, each customer has one book rep, but each book
rep can have many customers. Thus, the Book Rep table is the “one” table, and the
Customer table is the “many” table. To implement this one-to-many relationship
between book reps and customers, add the Book Rep Number field (the primary key of
the Book Rep table) to the Customer table. This produces:

Customer (Customer Number, Customer Name, Street, City, State, Postal Code,
Amount Paid, Current Due, Returns, Book Rep Number)

Book Rep (Book Rep Number, Last Name, First Name, Street, City, State, Postal
Code, Start Date, Salary, Bonus Rate)

wn After creating relationships between tables, what is the fifth step in the database design process?
T Determine data types for the fields, that is, the type of data that can be stored in the field.
=
=
w
=
m - = -
2 Determining Data Types for the Fields
vl . . .
See Pages AC 9 through AC 10 for a discussion of the available data types and
their use in the Bavant Publishing database. That section also discusses other properties
that can be assigned, such as captions, field size, and the number of decimal places.
-/
Identifying and Removing Redundancy
BTW Redundancy means storing the same fact in more than one place. It usually results
Quick Reference from placing too many fields in a table — fields that really belong in separate tables —
For a table that lists how and often causes serious problems. If you had not realized there were two objects, such
to complete the tasks K ioht b taced gl the ditad ;
covered in this book using S customers and book reps, you might have place all the dataina single Customer
touch gestures, the mouse,  table. Figure 1-81 shows an example of a table that includes both customer and book rep
ribbon, shortcut menu, and  jnformation. Notice that the data for a given book rep (number, name, address, and so
keyboard, see the Quick . th 3 The daes £ 47 Melina P i A
Reference Sumimary at on) occurs on more than one record. The ata for rep 42, Melina Perez, is repeated in
the back of this book, or the figure. Storing this data on multiple records is an example of redundancy.
visit the Quick Reference name of Book Rep 42
resource on the Student appears more than once
Companion Site located Customer Number | Customer Name | Street Book Rep Number | Last Nam%ﬁ:irst Name
on www.cengagebrain.
com. For detailed ASU37 Applewood State | 300 University | ... | 42 perez#” / | Melina
instructions about accessing University Ave. \
available resolirces, visit BCJ21 Brodkin Junior | 4806 Park Dr. 42 pere? | Melina
www.cengage.com/ct/ Collége
studentdownload or 9 Soot B
contact your instructor for CsD25 Cowpens ISD 829 Wooster .. |53 numbe,f Chin Robert
information about accessing Ave. are 42
h ired files.
i gy csu10 Camellia State | 725 Camellia | ... |53 Chin Robert | g
University St. %
DCC34 Dartt Community | 3827 Burgess | ... | 65 Rogers Tracy g
College Dr. & -
"\ P °

Figure 1-81
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What problems does this redundancy cause?
Redundancy results in several problems, including:

1. Wasted storage space. The name of book rep 42, Melina Perez, for example, should be stored only once. Storing this fact
several times is wasteful.
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2. More complex database updates. If, for example, Melina Perez's name is spelled incorrectly and needs to be changed in
the database, her name would need to be changed in several different places.

CONSIDER THIS %

3. Possible inconsistent data. Nothing prohibits the book rep’s last name from being Perez on customer ASU37's record and
Perret on customer BCJ21’s record. The data would be inconsistent. In both cases, the book rep number is 42, but the last
names are different.

How do you eliminate redundancy? xm
The solution to the problem is to place the redundant data in a separate table, one in which the data no longer will be =
redundant. If, for example, you place the data for book reps in a separate table (Figure 1-82), the data for each book rep will ';
appear only once. g
-
Customer Number Customer Name Street Book Rep Number o
o
ASU37 Applewood State University 300 University Ave, 2.
BCJ21 Brodkin Junior College 4806 Park Dr. 42 Book Rep
b
csD25 Cowpens ISD 829 Wooster Ave. 53 l:l"""’ ShRies
Ccsu10 Camellia State University 725 Camellia St. 53
DCC34 Dartt Community College 3827 Burgess Dr. 65
Book Rep Number Last Name First Name o
42 _—tPerez Melina 5
48 Statnik Michael %‘
name of Book Rep | c
42 appearsonly once | | 53 Chin Robert Y
65 Rogers Tracy E
Figure 1-82

Notice that you need to have the book rep number in both tables. Without it, there would be no way to tell which book
rep is associated with which customer. The remaining book rep data, however, was removed from the Customer table and
placed in the Book Rep table. This new arrangement corrects the problems of redundancy in the following ways;

1. Because the data for each book rep is stored only once, space is not wasted.
2. Changing the name of a book rep is easy. You need to change only one row in the Book Rep table.

3. Because the data for a book rep is stored only once, inconsistent data cannot occur.

BTW

Postal Codes

Some organizations with
customers throughout the
country have a separate
table of postal codes, cities,
and states. When placing an
order, you typically are asked
for your postal code (or ZIP
code), rather than city, state,
and postal code. You then
are asked to confirm that the
city and state correspond to
that postal code.

Designing to omit redundancy will help you to produce good and valid database
designs. You should always examine your design to see if it contains redundancy. If it does,
you should decide whether you need to remove the redundancy by creating a separate table.

If you examine your design, you will see that there is one area of redundancy
(see the data in Figure 1-1 on page AC 3). Cities and states are both repeated. Every
customer whose postal code is 19158, for example, has Greer as the city and PA as the
state. 1o remove this redundancy, you would create a table with the primary key Postal
Code and City and State as additional fields. City and State would be removed from the
Customer wmble. Having City, State, and Postal Code in a table is very common, however,
and wsually you would not take such action. No other redundancy exists in your tables.
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Chapter Summary

In this chapter you have learned to create an Access database, create tables and add records to a database, print
the contents of tables, import data, create queries, create forms, create reports, and change database properties.
You also have learned how to design a database. The items listed below include all the new Access skills you have

learned in this chapter, with tasks grouped by activity.

Database Object Management
Delete a Table or Other Object in the Database
(AC 58)
Rename an Object in the Database (AC 58)

Database Properties
Change Database Properties (AC 55)

File Management
Run Access (AC 5)
Create a Database (AC 6)
Create a Database Using a Template (AC 7)
Exit Access (AC 24)
Open a Database from Access (AC 25)
Back Up a Database (AC 56)
Compact and Repair a Database (AC 57)
Close a Database without Exiting Access (AC 57)
Save a Database with Another Name (AC 57)

Form Creation
Create a Form (AC 45)

Import Data
Import an Excel Worksheet (AC 33)

Print Objects
Preview and Print the Contents of a Table (AC 30)

Print the Results of a Query (AC 45)
Print a Report (AC 54)

Query Creation
Use the Simple Query Wizard to Create a Query (AC 40)
Use a Criterion in a Query (AC 43)

Report Creation
Create a Report (AC 48)
Modify Report Column Headings and Resize
Columns (AC 50)
Add Totals to a Report (AC 53)

Table Creation
Modify the Primary Key (AC 11)
Define the Remaining Fields in a Table (AC 14)
Save a Table (AC 16)
View the Table in Design View (AC 17)
Change a Field Size in Design View (AC 18)
Close the Table (AC 20)
Resize Columns in a Datasheet (AC 28)
Modify a Table in Design View (AC 37)

Table Update
Add Records to a Table (AC 20)
Add Records to a Table that Contains Data (AC 26)

What decisions will you need to make when creating your next database?
Use these guidelines as you complete the assignments in this chapter and create your own databases outside of this class.

1. Identify the tables that will be included in the database.

. Determine the primary keys for each of the tables.

2
3. Determine the additional fields that should be included in each of the tables.
4

. Determine relationships between the tables.

a) Identify the “one" table.
b) Identify the “many” table.

CONSIDER THIS &3

0) Include the primary key of the “one” table as a field in the “many” table.

5. Determine data types for the fields in the tables.
6. Determine additional properties for fields.

a) Determine if a special caption is warranted.
b) Determine if a special description is warranted.
) Determine field sizes.
d) Determine formats.
7. Identify and remove any unwanted redundancy.

8. Determine a storage location for the database.

9. Determine the best method for distributing the database objects.
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How should you submit solutions to questions in the assignments identified with

a 7 symbol?

Every assignment in this book contains one or more questions identified with a % symbol. These questions require
you to think beyond the assigned database. Present your solutions to the questions in the format required by your
instructor. Possible formats may include one or more of these options: write the answer; create a document that
contains the answer; present your answer to the class; discuss your answer in a group; record the answer as audio
or video using a webcam, smartphone, or portable media player; or post answers on a blog, wiki, or website.

CONSIDER THIS %

Apply Your Knowledge

Reinforce the skills and apply the concepts you learned in this chapter.

Adding a Caption, Changing a Data Type, Creating a Query, a Form, and a Report
Note: 'To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for infor-
mation about accessing the required files.

Instructions: ~ Cosmetics Naturally Inc. manufactures and sells beauty and skin care products made
with only natural ingredients. The company’s products do not contain any synthetic chemicals, arti-
ficial fragrances, or chemical preservatives. Cosmetics Naturally has a database that keeps track of its
sales representatives and customers. Each customer is assigned to a single sales rep, but each sales rep
may be assigned to many customers. The database has two tables. The Customer table contains data
on the customers who purchase Cosmetics Naturally products. The Sales Rep table contains data on
the sales reps. You will add a caption, change a data type, create two queries, a form, and a report, as
shown in Figure 1-83 on the next page.

Perform the following tasks:
1. Start Access, open the Apply Cosmetics Naturally database from the Data Files for Students, and
enable the content.

2. Open the Sales Rep table in Datasheet view, add SR # as the caption for the Sales Rep Number
field, and resize all columns to best fit the data. Save the changes to the layout of the table and
close the table.

3. Open the Customer table in Design view and change the data type for the Postal Code field to Short
"Text. Change the field size for the field to 5. Save the changes to the table and close the table,

4. Use the Simple Query Wizard to create a query for the Customer table that contains the
Customer Number, Customer Name, Amount Paid, Balance, and Sales Rep Number. The query
is a detail query. Use the name Customer Query for the query and close the query.

L

- Create a simple form for the Sales Rep table. Save the form and use the name Sales Rep for the
form. Close the form.

6. Create the report shown in Figure 1-83 for the Customer table. The report includes totals for
both the Amount Paid and Balance fields. Be sure the totals appear completely. You might need
to expand the size of the total controls. Move the page number so that it is within the margins.
Save the report as Customer Financial Report.

-1

- If requested by your instructor, add your last name to the title of the report, that is, change the title
to Customer Financial Report LastName where LastName is your actual last name.

8. Compact and repair the database.
9. Submit the revised database in the format specified by your instructor.

10. €5 How would you change the field name of the Balance field in the Customer table to
Current Balance?

Continued >
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Apply Your Knowledge contintied

5] Customer Financial Report Mosiday, Septemlics w5 201

_ 9:24:56 PM |
Customer Customer Name Amount Paid Balance Sales Rep i
Number Number 3
AS24 Ashley's Salen $1,789.65

523699 |34

UR23 | UR Beautiful "~ 5000 | $123500 39

| $14,786.17 ||  $5,617.78

Figure 1-83

Extend Your Knowledge

Extend the skills you learned in this chapter and experiment with new skills. You may
need to use Help to complete the assignment.

Using a Database Template to Create a Contacts Database

Note: To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for
information about accessing the required files.

Instructions:  Access includes both desktop database templates and web-based templates. You can use a
template to create a beginning database that can be modified to meet your specific needs. You will use
a template to create a Contacts database. The database template includes sample tables, queries, forms,
and reports. You will modify the database and create the Contacts Query shown in Figure 1-84.

Perform the following tasks:
1. Start Access.

2. Select the Desktop contacts template in the template gallery and create a new database with the
file name Extend Contacts.

3. Enable the content. If requested to do so by your instructor, watch the videos in the Getting
Started with Contacts dialog box. Close the Getting Started with Contacts dialog box.

4. Close the Contact List form.

5. Open the Contacts table in Datasheet view and delete the Fax Number field and the
Attachments field in the table. The Attachments field has a paperclip as the column heading.

6. Change the data type for the ID field to Short Text, change the field name to Contact ID,
and change the field size to 4. Change the column width so that the complete field name is
displayed.

7. Save the changes to the Contacts table and close the table.

8. Use the Simple Query Wizard to create the Contacts Query shown in Figure 1-84. Close the
query.

ps - ¥ Format Pamte Delate ~

Views Clipboard = Sort & Filter Records Find Text Formatting

All Access Obje... ® « [| 2 Contacstuer\ _ . _
o | e S R I LA S e e S RS TS L U i
Tables 2 i

B contacs

Figure 1-84
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9. Open the Phone Book report in Layout view. Delete the control containing the date. Change
the title of the report to Contact Phone List.

10. Save the changes to the report.
11. If requested to do so by your instructor, add your first and last names to the end of the title and
save the changes to the report.

12. Submit the revised database in the format specified by your instructor.

13. €3 a. Why would you use a template instead of creating a database from scratch with just the
fields you need?

b. The Attachment data type allows you to attach files to a database record. If you were using

this database for a job search, what specific documents might you attach to a Contacts
record?
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Analyze, Correct, Improve

Analyze a database, correct all errors, and improve the design.

Correcting Errors in the Table Structure

Note: To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for
information about accessing the required files.

Instructions: ~ Analyze SciFi Movies is a database containing information on classic science
fiction movies that your film professor would like to use for teaching. The Movie table shown in
Figure 1-85 contains errors to the table structure. Your professor has asked you to correct the
errors and make some improvements to the database. Start Access and open the Analyze SciFi
Movies database from the Data Files for Students.

- ,i“. 7% Delete ~ E'Mnl‘e'
Views Clipboard 1 Sort & Filter Records Find Text Formatting
[ T movie’
|All Access Obje... ® «|| 3 Movie\ = == _—
= ye 1D -anwe Number - [Movie Name ~ | Year Mads - |Studio - DirectorNumber - | Rating - | Awards - | tength (Minutes - | Click td,
ren I : i ! = - . -

¥ Format Painter TOGGIE Filler

Figure 1-85

1. Correct Movie Number should be the primary key for the Movie table. The ID field should
not be a field in the table. The Rating field represents a numerical rating system of one to four to
indicate the quality of the movie. Your instructor wants to be able to find the average rating for
films directed by a particular director. Only integers should be stored in both the Rating and the
Length (Minutes) fields.

2. Improve The default field size for Short Text fields is 255. Changing the field size to more
accurately represent the maximum number of characters that can be stored in a field is one way to
improve the accuracy of the data. The Movie Number, Director Number, and Awards fields should
have a maximum size of 3 characters. The Year Made field should have a maximum field size of 4.
The Movie Name and Studio fields should have a maximum field size of 50. If instructed to do

so by your instructor, rename the Movie table as Movie Last Name where Last Name is your last
name. Submit the revised database in the format specified by your instructor.

3. € The Awards field currently has a data type of Short Text, but the only values that will be
stored in that field are Yes and No to indicate whether the movie won any awards. What would be a
more appropriate data type for this field?
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In the Labs

Design, create, modify, and/or use a database following the guidelines, concepts, and
skills presented in this chapter. Labs are listed in order of increasing difficulty. Labs 1

and 2, which increase in difficulty, require you to create solutions based on what you
learned in the chapter; Lab 3 requires you to create a solution, which uses cloud and web
technologies, by learning and investigating on your own from general guidance.
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Lab 1: Creating Objects for the Dartt Offsite Services
Database

Problem: Dartt Offsite Services is a local company that provides offsite data services and solutions.
The company provides remote data backup, disaster recovery planning and services, website backup,
and offsite storage of paper documents for small businesses and nonprofit organizations. Service rep-
resentatives are responsible for communicating data solutions to the client, scheduling backups and
other tasks, and resolving any conflicts. The company recently decided to store its client and service
rep data in a database. Each client is assigned to a single service rep, but each service rep may be
assigned many clients. The database and the Service Rep table have been created, but the Monthly
Salary field needs to be added to the table. The records shown in Table 1-6 must be added to the
Service Rep table. The company plans to import the Client table from the Excel worksheet shown in
Figure 1-86. Dartt would like to finish storing this data in a database and has asked you to help.

== B [§ D |E| F | 6 | H [ Y | K 1%

1 ECIienlﬂumbe__r_l:lient Name |Straat | City State Postal Code Ameount Paid Balance Due:Ser\'i:iﬁepNumbal‘
2 |BBF32 Babbags CPAFirm 464 Linnell Dr. Austin s5C 28796 53,524.00 5567.85 24
} - . kil oo c i

‘l‘_'r_"'._\fﬁgps WalburgEnergy Company 12 PolkSt. (Walburg  |NC 28813 51,567.45, 51,100.50 24

r
l6‘w5cn1 WoodSports Complax 578 Central Ave.  Walburg NC 28819 52,250.00 51,600.00 24
PP m— - : . - : S=
Figure 1-86

Note: To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for
information about accessing the required files.

Instructions: Perform the following tasks:
1. Start Access and open the Lab 1 Dartt Offsite Services database from the Data Files for Students.

2. Open the Service Rep table in Datasheet view and add the Monthly Salary field to the end of
the table. The field has the Currency data type. Assign the caption SR # to the Service Rep
Number field.

3. Add the records shown in Table 1-6.
4. Resize the columns to best fit the data. Save the changes to the layout of the table.

Table 1-6 Data for Service Rep Table

Service

Rep Postal Start Monthly

Number Street Code Date Salary g
21 Kelly Jenna 25 Paint St. Kyle SC 28797 5/14/2012 5$3,862.45 g
45 Scott Josh 1925 Pine Rd.  Byron SC 28795 4/28/2014 $3,062.08 g‘
24 Liu Mia 265 Marble Dr. ~ Kyle SC 28797 1/7/2013  $3,666.67 g
37 Martinez  Mike 31 Steel St. Georgetown  5C 28794 5/13/2013 $3,285.00 3



Databases and Database Objects: An Introduction Access Chapter 1 AC 69

5. Import the Lab 1-1 Client Data workbook shown in Figure 1-86 into the database. The first
row of the workbook contains the column headings. Client Number is the primary key for
the new table. Assign the name Client to the table. Save the Import steps, and assign the name
Import-Client Data to the steps. Assign Import Client Data as the description.

6. Open the Client table in Design view and make the following changes:

a. Change the field size for the Client Number field to 5. Change the field size for the Client
Name field to 30. Change the field size for the Street and City fields to 20. Change the
field size for the State field to 2 and the field size for the Postal Code field to 5. Change the
field size for the Service Rep Number field to 2.

b. Add the caption CL # to the Client Number field.

c. Add the caption SR # to the Service Rep Number field.

- Save the changes to the Client table. If a Microsoft Access dialog box appears with the ‘Some
data may be lost’ message, click the Yes button.
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8. Open the Client table in Datasheet view and resize all columns to best fit the data. Save the
changes to the layout of the table.

9. Create a query using the Simple Query Wizard for the Client table that displays the Client Number,
Client Name, Amount Paid, Balance Due, and Service Rep Number. Save the query as Client Query.

Create the report shown in Figure 1-87 for the Client table. The report should include the
Client Number, Client Name, Amount Paid, Balance Due, and Service Rep Number fields.
Include totals for the Amount Paid and Balance Due fields. Be sure to change the column
headings to those shown in Figure 1-87. Save the report as Client Financial Report.

10.

L1. If requested to do so by your instructor, change the address for Jenna Kelly in the Service Rep

table to your address: If your address is longer than 20 characters, simply enter as much as you can.

12. Submit the revised database in the format specified by your instructor.
13. €3 You entered
;he r.ec";{ds for}f‘e | Client Financial Report Manddyispiembe s 2ute
ervice Rep table - 9:09:35 PM
m th& Order ShOW’D Client Client Name Amount Paid Balance Due Service Rep
in Table 1-6 on the | Number Number
previous page, that | B8F32 | BabbageCPAFrm | $352400  $567.85 24
is service reps 21, 45, I — . - p—

24, 37. What order
will the records be in
after you close and
reopen the Service

Rep table? Why?

S $2,250.00]  $1,600.00 24

$31,820.85  $21,923.97

—— e

Figure 1-87

Lab 2: Creating the Tennis Logos Database

Problem: Tennis Logos supplies customized tennis clothing and accessories for clubs and tourna-
ments. The company purchases these items from suppliers at wholesale prices and adds the custom-
er’s logo. The final item price is determined by marking up the wholesale price and adding a fee that
is based on the complexity of the logo. Tennis Logos also does graphic design work for customers.
Currently, the information about the items and the suppliers is stored in two Excel workbooks. Each
item is assigned to a single supplier, but each supplier may be assigned many items. You are to create
a database that will store the item and supplier information. You already have determined that you
need two tables, a Supplier table and an Ttem table, in which to store the information.

Note: "To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for

information about accessing the required files. Continued >
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In the Labs continited

Instructions: Perform the following tasks:
1. Use the Blank desktop database option to create a new database in which to store all objects
related to the items for sale. Call the database Lab 2 Tennis Logos.

. Import the Lab 1-2 Supplier Data Excel workbook into the database. The first row of the
workbook contains the column headings. Supplier Code is the primary key for the new table.
Assign the name Supplier to the table. Do not save the Import steps.

(5]

3. Open the Supplier table in Datasheet view. Change the field size for the Supplier Code field to 2; the
field size for the Supplier Name field to 30; and the field size for the Telephone Number field to 12.

4. Import the Lab 1-2 Item Data Excel workbook into the database. The first row of the
workbook contains the column headings. Item Number is the primary key for this table. Assign
the name Item to the table. Save the Import steps, and assign the name Import-Ttem Data to
the steps. You do not need a description.

5. Open the Item table in Design view. Change the field size for the Item Number field to 4.
Change the field size for the Description field to 30. Add the caption Wholesale for the
Wholesale Price field. The On Hand field should be an Integer field. Be sure that the field size
for the Supplier Code in the Item table is identical to the field size for the Supplier Code in the
Supplier table. Save the changes to the table and close the table.

6. Open the Item table in Datasheet view and resize the columns to best fit the data. Save the
changes to the layout of the table and close the table.

7. Create a query for the Item table. Include the Item Number, Description, Wholesale Price,
Base Cost, and Supplier Code. Save the query as Item Query.

8. Create a simple form for the Item table. Use the name Item for the form.

9. Create the report shown in Figure 1-88 for the Item table. Do not add any totals. Save the
report as Inventory Status Report.

10. If requested to do so by your instructor, change the telephone number for Last Merchandisers
to your telephone number.

4583

11. Submit the
= = st database in the format
1;1 Inventory Status Report Monday, Septemh;r;;;:tllr;} e Byt
item Number Description On Hand Wholesale ~ instructor.
o
: — S L2 12. €31Ifyou had
3363 Baseball Cap 110 $4.87 ; 5
] e -. = designed this database,
3673 Cotton Visor 150 $4.59
= : could you have used
4543

| Crew Sweatshirt s $7.29 che feld riarie: Name
= = z 3 3

- - for the Supplier Name?
Figure 1-88 If not, why not?

Lab 3: Expand Your World: Cloud and Web Technologies
Exporting Query Results and Reports

Problem: You and two of your friends have started a pet sitting business. You want to be able
to share query results and reports, so you have decided to store the items on the SkyDrive. You
are still learning Access, so you are going to create a sample query and the report shown in
Figure 1-89, export the results, and save to the SkyDrive.

Note: To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for
information about accessing the required files.
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2| Customer Balance Report R
- ; Sl - e 19:39:02 PM
Customer  Last Mame First Name Balance Sitter
Number Number
| AB10 Alvarez || Frances _ S45.00 103

|isras__ | s .

e e siooo 105
19.00
p—— S —— '___g — B )
Figure 1-89
Instructions:
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1. Open the Lab 3 Pet Sitters database from the Data Files for Students.

2. Use the Simple Query Wizard to create a query that includes the Customer Number, First
Name, Last Name, Balance, and Sitter Number. Save the query as Customer Query.

3. Export the Customer Query as an XPS document to your SkyDrive in the Access folder.
4. Create the report shown in Figure 1-89. Save the report as Customer Balance Report.

5. Export the Customer Balance Report as a PDF document to your Sky Drive in the Access
folder. For information about how to use the Sky Drive, refer to the Office and Windows
chapter at the beginning of this book.

6. If requested to do so by your instructor, open the Sitter table and change the last name and first
name for sitter 103 to your last name and your first name.

7. Submit the assignment in the format specified by your instructor.

8. €3 Based on your current knowledge of XPS and PDF documents, which one do you think you
would use most frequently? Why?

€3 Consider This: Your Turn

Apply your creative thinking and problem solving skills to design and implement a solution.

1. Creating the Craft Database

Note: "To complete this assignment, you will be required to use the Data Files for Students. Visit
www.cengage.com/ct/studentdownload for detailed instructions or contact your instructor for in-
formation about accessing the required files.

Personal/Academic

Part 1: You attend a college that is renowned for its school of arts and crafts. Students who major
in arts and crafts can sell their designs online through the college bookstore. The bookstore has
used an Excel workbook to store data on wood-crafted items as well as the students who created
the items. Because you are a major in computer science and also are studying woodworking, your
senior project is to create a database of these wood-crafted items. The database must keep track of
the wood-crafted items for sale and maintain data on the students who created the items. Each item
is created by a single student, but each student may have created several items.

Based on the information in the Your Turn 1-1 Craft workbook, use the concepts and tech-
niques presented in this chapter to design and create a database to store the craft data. Create a
Wood Crafts for Sale report that lists the item number, description, price, and student code. Submit
your assignment in the format specified by your instructor.

Part2: € You made several decisions while determining the table structures and adding data to
the tables in this assignment. What method did you use to add the data to each table? Are there any

other methods that also would have worked?
Continued >
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SAM

Consider This: Your Turn continued

2. Creating the Mums Landscaping Database
Professional

Part 1: Mums Landscaping is a local company that provides landscaping and lawn maintenance
services to commercial customers, such as businesses, housing subdivisions, and schools. You
worked for Mums part-time in both high school and in college. Mums has used an Excel workbook
to store financial data on its customers but now would like to create a database that includes infor-
mation on its customers and crew supervisors. Each customer is assigned to a single crew supervi-
sor, but each supervisor may be assigned many customers.

Based on the information in the Your Turn 1-2 Mums Landscaping workbook, use the con-
cepts and techniques presented in this chapter to design and create a database to store the data that
Mums needs. Submit your assignment in the format specified by your instructor.

Part2: €7 You made several decisions while creating the Mums Landscaping database in this
assignment. What did you decide to use as the primary key for each table? Why?

3. Creating an Electronic Assets Database
Research and Collaboration

Part 1: In today’s world, most college students will own at least one electronic device, such as a cell
phone. Many students have multiple electronic devices. Microsoft Access includes a desktop Asset
tracking template that you can modify to keep track of your electronic devices, such as cell phone,
MP3 player, and computer. Get together with your group and make a list of the electronic devices
that each of you own. Use the desktop Asset tracking template to create an Electronic Assets
database. Watch the video to learn how the database works. As a team, review the fields in the
Assets table and decide which fields to include in the database. Delete any unwanted fields. Decide
how you will describe each device, for example, will you use the term cell phone, smartphone, or
mobile phone? Have each team member enter at least two devices. Create a query to find one type
of device, such as cell phone. Submit your assignment in the format specified by your instructor.

Part2: €7 You made several decisions while creating the Electronic Assets database. Which fields
did you decide to delete from the Assets table? What terms did you use to describe each device?
What was the rationale for these decisions?

Learn Online

Reinforce what you learned in this chapter with games, exercises, training, and many
other online activities and resources.

Student Companion Site Reinforcement activities and resources are available at no additional
cost on www.cengagebrain.com. Visit www.cengage.com/ct/studentdownload for detailed
instructions about accessing the resources available at the Student Companion Site.

SAM Put your skills into practice with SAM! If you have a SAM account, go to www.cengage.com/
sam2013 to access SAM assignments for this chapter.
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