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What Is Microsoft Office Access 2007?

Microsoft Office Access 2007, usually referred to as simply Access, is a database
management system. A database management system, such as Access, is a software tool
that allows you to use a computer to create a database; add, change, and delete data in the
database; sort the data in the database; retrieve data in the database; and create forms and
reports using the data in the database. The term database describes a collection of data
organized in a manner that allows access, retrieval, and use of that data. Some of the key
features in Access are:

¢ Data entry and update Access provides easy mechanisms for adding, changing, and
deleting data, including the capability of making mass changes in a single operation.

* Queries (questions) Access makes it possible to ask complex questions concerning
the data in the database and then receive instant answers.

* Forms Access allows the user to produce attractive and useful forms for viewing and
updating data.

* Reports Access includes report creation tools that make it easy to produce
sophisticated reports for presenting data.

* Web support Access allows you to save objects, reports, and tables in HI'ML format
so they can be viewed using a browser. You also can import and export documents in
XML format as well as share data with others using SharePoint Services.

This latest version of Access has many new features to help you be more productive. Like
the other Office applications, it features a new, improved interface utilizing the Ribbon.
The new Navigation pane makes navigating among the various objects in a database
easier and more intuitive than in the past. The new version includes several professionally
designed templates that you can use to quickly create a database. Sorting and filtering has
been enhanced in this version. The new Layout view allows you to make changes to the
design of forms and reports at the same time you are browsing the data. Datasheet view
also has been enhanced to make creating tables more intuitive. Split form, a new form
object, combines both a datasheet and a form as a single unit. Memo fields now support
rich text, and there is a new Attachment data type. Using the Attachment data type, a field
can contain an attached file, such as a document, image, or spreadsheet.

The process of developing a database that communicates specific information requires careful
analysis and planning. As a starting point, establish why the database is needed. Once the
purpose is determined, analyze the intended users of the database and their unique needs.
Then, gather information about the topic and decide what to include in the database.

Finally, determine the database design and style that will be most successful at delivering the
message. Details of these guidelines are provided in Appendix A. In addition, each project in
this book provides practical applications of these planning considerations.
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JSP Recruiters is a recruiting firm that specializes in job placement for health care
professionals. Because the recruiters at JSP have previous experience in the health care
industry, the firm is able to provide quality candidates for employment in hospitals, clinics,
medical laboratories, doctors’ offices, and other health care facilities.

JSP Recruiters works with clients in need of health care professionals. It assigns
each client to a specific recruiter. The recruiter works with the client to determine the
necessary qualifications for each job candidate. The recruiter then contacts and does a
preliminary review of the qualifications for each candidate before setting up a job inter-
view between the client and the candidate. If the candidate is hired, the client pays a per-
centage of the new employee’s annual salary to the recruiting firm, which then distributes
a percentage of that client fee to the recruiter.

To ensure that operations run smoothly, JSP Recruiters organizes data on its clients
and recruiters in a database, managed by Access. In this way, JSP keeps its data current
and accurate while the firm’s management can analyze the data for trends and produce a
variety of useful reports.

In Access, a database consists of a collection of tables, each of which contains infor-
mation on a specific subject. Figure 1-1 shows the database for JSP Recruiters. It consists
of two tables. The Client table (Figure 1-1a) contains information about the clients to
whom JSP provides services. The Recruiter table (Figure 1-1b) contains information
about the recruiters to whom these clients are assigned.
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The rows in the tables are called records. A record contains information about a
given person, product, or event. A row in the Client table, for example, contains information
about a specific client.

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

The first field in the Client table is the Client Number. JSP Recruiters assigns a
number to each client. As is common to the way in which many organizations format
client numbers, JSP Recruiters calls it a number, although it actually contains letters. The
JSP client numbers consist of two uppercase letters followed by a two-digit number.

These numbers are unique; that is, no two clients are assigned the same number.
Such a field can be used as a unique identifier. This simply means that a given client
number will appear only in a single record in the table. Only one record exists, for exam-
ple, in which the client number is BH72. A unique identifier also is called a primary key.
Thus, the Client Number field is the primary key for the Client table.

The next seven fields in the Client table are Client Name, Street, City, State, Postal
Code, Amount Paid, and Current Due. Note that the default width of the columns cuts
off the names of some of the columns. The Amount Paid column contains the amount
that the client has paid JSP Recruiters year to date (YTD) prior to the current period.
The Current Due column contains the amount due to JSP for the current period. For
example, client BL12 is Benton Labs. The address is 12 Mountain in Denton, Colorado.
The postal code is 80412. The client has paid $16,500 for recruiting services so far this
year. The amount due for the current period is $38,225.

JSP assigns each client a single recruiter. The last column in the Client table,
Recruiter Number, gives the number of the client’s recruiter.

The first field in the Recruiter table, Recruiter Number, is the number JSP Recruiters
assigns to the recruiter. These numbers are unique, so Recruiter Number is the primary key
of the Recruiter table.

The other fields in the Recruiter table are Last Name, First Name, Street, City,
State, Postal Code, Rate, and Commission. The Rate field contains the percentage of the
client fee that the recruiter earns, and the Commission field contains the total amount
that JSP has paid the recruiter so far this year. For example, Recruiter 27 is Jaime Fernan-
dez. His address is 265 Maxwell in Charleston, Colorado. The Postal Code is 80380. His
commission rate is .09 (9%), and his commission is $9,450.

The recruiter number appears in both the Client table and the Recruiter table. It
relates clients and recruiters. For example, in the Client table, you see that the recruiter
number for client BL12 is 24. "To find the name of this recruiter, look for the row in the
Recruiter table that contains 24 in the Recruiter Number column. After you have found
it, you know the client is assigned to Camden Reeves. To find all the clients assigned to
Camden Reeves, you must look through the Client table for all the clients that contain 24
in the Recruiter Number column. His clients are BH72 (Berls Hospital), BL12 (Benton
Labs), FH22 (Family Health), MHS56 (Maun Hospital), and WL56 (West Labs).

The last recruiter in the Recruiter table, Jan Lee, has not been assigned any clients
yet; therefore, her recruiter number, 34, does not appear on any row in the Client table.

Overview

As you read this chapter, you will learn how to create the database shown in Figure 1-1
on the previous page by performing these general tasks:
® Design the database.

e Create a new blank database.
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¢ Create a table and add the records.
* Preview and print the contents of a table.
e Create a second table and add the records.

* Create four reports.
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e Create a form.

Database design guidelines. Plan
Database design refers to the arrangement of data into tables and fields. In the example in Ahead
this chapter the design is specified, but in many cases, you will have to determine the design
based on what you want the system to accomplish.

When designing a database, the actions you take and the decisions you make will determine
the tables and fields that will be included in the database. As you create a database, such as the
project shown in Figure 1-1 on page AC 3, you should follow these general guidelines:

1. Identify the tables. Examine the requirements for the database in order to identify the
main objects that are involved. There will be a table for each object you identified.

In one database, for example, the main objects might be departments and employees.
Thus, there would be two tables: one for departments and the other for employees. In
another database, the main objects might be clients and recruiters. In this case, there
would also be two tables: one for clients and the other for recruiters. In still another
database, the main objects might be books, publishers, and authors. Here there would be
three tables: one for books, a second for publishers, and a third for authors.

2. 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, if there is one. For a
Department table, for example, the unique identifier might be the Department Code. For
a Book table, the unique identifier might be the ISBN number.

3. Determine the additional fields. The primary key will be a field or combination of fields
in a table. There typically will be 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, the additional fields might include such fields as Employee Name,
Street Address, City, State, Postal Code, Date Hired, Salary, and so on.

4. Determine relationships among the tables. Examine the list of tables you have created
to see which tables are related. When you determine two tables are related, include
matching fields in the two tables. For example, in a database containing employees and
departments, there is a relationship between the two tables because one department can
have many employees assigned to it. Department Code could be the matching field in the
two tables.

5. Determine data types for the fields. For each field, determine the type of data the field
can contain. One field, for example, might contain only numbers. Another field might
contain currency amounts, while a third field might contain only dates. Some fields con-
tain text data, meaning any combination of letters, numbers and special characters
(!, ;, ", & and so on). For example, in an Employee table, the Date Hired field would con-
tain dates, the Salary field would contain currency amounts, and the Hours Worked field
would contain numbers. The other fields in the Employee table would contain text data,
such as Employee Name and Department Code.

6. Identify and remove any unwanted redundancy. Redundancy is the storing of a piece of
data in more than one place. Redundancy usually, but not always, causes problems, such as
wasted space, difficulties with update, and possible data inconsistency. Examine each table
you have created to see if it contains redundancy and, if so, determine whether the redun-
dancy causes these problems. If it does, remove the redundancy by splitting the table into
two tables. For example, you may have a single table of employees. In addition to typical
employee data (name, address, earnings, and so on), the table might contain Department
Number and Department Name. If so, the Department Name could repeat multiple times.

(continued)
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Plan
Ahead

Database Design

For more information on
database design methods
and for techniques

for identifying and
eliminating redundancy,
visit the Access 2007
Database Design Web
page (scsite.com/ac2007/
dbdesign).

BTW

(a)

Client Address
Information
(Word Table)

(continued)

Every employee whose department number is 12, for example, would have the same
department name. It would be better to split the table into two tables, one for Employees
and one for Department. In the Department table, the Department Name is stored

only once.

7. Determine a location for the database. The database you have designed will be stored in
a single file. You need to determine a location in which to store the file.

When necessary, more specific details concerning the above guidelines are presented at
appropriate points in the chapter. The chapter also will identify the actions performed and
decisions made regarding these guidelines during the creation of the database shown in
Figure 1-1 on page AC 3.

Designing a Database

"This section illustrates the database design process by showing how you would design

the database for JSP Recruiters from a set of requirements. In this section, you will use a
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 columns. 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

JSP Recruiters needs to maintain information on both clients and recruiters. It
currently keeps this data in the two Word tables and two Excel workbooks shown in
Figure 1-2. They use Word tables for address information and Excel workbooks for
financial information.

Client Number Client Name Street City State Postal Code
AC34 Alys Clinic 134 Central Berridge co 80330
BH72 Berls Hospital 415 Main Berls Cco 80349
BL12 Benton Labs 12 Mountain Denton Cco 80412
EA45 ENT Assoc. 867 Ridge Fort Stewart | CO 80336
FD89 Ferb Dentistry 34 Crestview Berridge co 80330
FH22 Family Health 123 Second Tarleton Cco 80409
MH56 Maun Hospital 76 Dixon Mason co 80356
PR11 Peel Radiology 151 Valleyview | Fort Stewart | CO 80336
TC37 Tarleton Clinic 451 Hull Tarleton co 80409
WL56 West Labs 785 Main Berls co 80349

Figure 1-2
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Figure 1-2 (continued)

For clients, JSP needs to maintain address data. It currently keeps this address
data in a Word table (Figure 1-2a). It also maintains financial data for each client. This
includes the amount paid and the current due from the client. It keeps these amounts
along with the client name and number in the Excel workbook shown in Figure 1-2b.

JSP keeps recruiter address data in a Word table as shown in Figure 1-2c. Just as
with clients, it keeps financial data for recruiters, including their rate and commission, in a
separate Excel workbook, as shown in Figure 1-2d.

Finally, it keeps track of which clients are assigned to which recruiters. Currently,
for example, clients AC34 (Alys Clinic), FD89 (Ferb Dentistry), and PR11 (Peel
Radiology) are assigned to recruiter 21 (Alyssa Kerry). Clients BH72 (Berls Hospital),
BL12 (Benton Labs), FH22 (Family Health), MH56 (Maun Hospital), and WL56 (West
Labs) are assigned to recruiter 24 (Camden Reeves). Clients EA45 (ENT Assoc.) and
TC37 (Tarleton Clinic) are assigned to recruiter 27 (Jaime Fernandez). JSP has an addi-
tional recruiter, Jan Lee, whose number has been assigned as 34, but who has not yet been
assigned any clients.
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Naming Fields

Access 2007 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 Client
table to describe a client'’s
name. For a complete

list of reserved words

in Access 2007, consult
Access Help.

Database Design
Language (DBDL)
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.

Naming Tables and Fields

In designing your database, you must name the tables and fields. Thus, before
beginning the design process, you must understand the rules for table and field names,
which 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 (!), accent graves (*), or
square brackets ([ ]).

4. The same name cannot be used for two different fields in the same table.

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, Client Number). You should know that there are other approaches. Some people
omit the space (ClientNumber). Still others use an underscore in place of the space
(Client_Number). Finally, some use an underscore in place of a space, but use the same

case for all letters (CLIENT_NUMBER or client_number).

Identifying the Tables

Now that you know the rules for naming tables and fields, you are ready to begin
the design process. The first step is to identify the main objects involved in the require-
ments. For the JSP Recruiters database, the main objects are clients and recruiters. This
leads to two tables, which you must name. Reasonable names for these two tables are:

Client
Recruiter

Determining the Primary Keys

The next step is to identify the fields that will be the primary keys. Client numbers
uniquely identify clients, and recruiter numbers uniquely identify recruiters. Thus, the
primary key for the Client table is the client number, and the primary key for the Recruiter
table is the recruiter number. Reasonable names for these fields would be Client Number
and Recruiter Number, respectively. Adding these primary keys to the tables gives:

Client (Client Number)

Recruiter (Recruiter Number)

Determining Additional Fields

After identifying the primary keys, you need to determine and name the additional
fields. In addition to the client number, the Client Address Information shown in
Figure 1-2a contains the client name, street, city, state, and postal code. These would be
fields in the Client table. The Client Financial Information shown in Figure 1-2b on the
previous page also contains the client number and client name, which are already included
in the Client table. The financial information also contains the amount paid and the cur-
rent due. Adding the amount paid and current due fields to those already identified in the
Client table and assigning reasonable names gives:

Client (Client Number, Client Name, Street, City, State, Postal Code,
Amount Paid, Current Due)
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Similarly, examining the Recruiter Address Information in Figure 1-2c on page AC 7
adds the last name, first name, street, city, state, and postal code fields to the Recruiter table. In
addition to the recruiter number, last name, and first name, the Recruiter Financial Informa-
tion in Figure 1-2d would add the rate and commission. Adding these fields to the Recruiter
table and assigning reasonable names gives:

Recruiter (Recruiter Number, Last Name, First Name, Street, City,

State, Postal Code, Rate, Commission)

Determining and Implementing Relationships Between
the Tables

Determine relationships among the tables. Plan
The most common type of relationship you will encounter between tables is the one-to- Ahead
many relationship. This means that each row in the first table may be associated with many
rows in the second table, but each row in the second table is associated with only one row
in the first. The first table is called the “one” table and the second is called the “many”
table. For example, there may be a relationship between departments and employees, in
which each department can have many employees, but each employee is assigned to only
one department. In this relationship, there would be two tables, Department and Employee.
The Department table would be the “one” table in the relationship. The Employee table
would be the “many” table.

To determine relationships among tables, you can follow these general guidelines:

1. Identify the “one” table.
2. |dentify the “many” table.

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

According to the requirements, each client has one recruiter, but each recruiter can
have many clients. Thus, the Recruiter table is the “one” table, and the Client table is the
“many” table. To implement this one-to-many relationship between recruiters and clients,
add the Recruiter Number field (the primary key of the Recruiter table) to the Client
table. This produces:

Client (Client Number, Client Name, Street, City, State, Postal Code, Amount Paid,
Current Due, Recruiter Number)

Recruiter (Recruiter Number, Last Name, First Name, Street, City, State, Postal
Code, Rate, Commission)

H. H = | Currency Symbols
Determining Data Types for the Fields = | To show the symbol for
Each field has a data type. This indicates the type of data that can be stored in the the Euro ( €) instead
field. Three of the most commonly used data types are: of the dollar sign, change
the Format property for
1. Text — The field can contain any characters. A maximum number of the field whose data
255 characters is allowed in a field whose data type is Text. type is currency. To

. . change the default
2. Number — The field can contain only numbers. The numbers either can be symb%ls for currency,

positive or negative. Fields are assigned this type so they can be used in arithmetic | change the settings in
operations. Fields that contain numbers but will not be used for arithmetic the operating system
operations usually are assigned a data type of Text. using the Control Panel.

3. Currency — The field can contain only monetary data. The values will appear
with currency symbols, such as dollar signs, commas, and decimal points, and with
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Client Table

two digits following the decimal point. Like numeric fields, you can use currency
fields in arithmetic operations. Access assigns a size to currency fields automatically.

"Table 1-1 shows the other data types that are available.

Table 1-1 Additional Data Types

Data Type Description

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

Date/Time Field can store dates and times.

AutoNumber Field can store a unique sequential number that Access assigns to a record. Access
will increment the number by 1 as each new record is added.

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

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 so

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

In the Client table, because the Client Number, Client Name, Street, City, and
State can all contain letters, their data types should be Text. The data type for Postal Code
is Text instead of Number, because postal codes are not used in arithmetic operations. You
do not add postal codes or find an average postal code, for example. The Amount Paid and
Current Due fields both contain monetary data, so their data types should be Currency.

Similarly, in the Recruiter table, the data type for the Recruiter Number, Last Name,
First Name, Street, City, State, and Postal Code fields all should be Text. The Commission
field contains monetary amounts, so its data type should be Currency. The Rate field
contains a number that is not a currency amount, so its data type should be Number.

Identifying and Removing Redundancy

Redundancy means storing the same fact in more than one place. It usually results
from placing too many fields in a table — fields that really belong in separate tables —
and often causes serious problems. If you had not realized there were two objects, clients
and recruiters, for example, you might have placed all the data in a single Client table.
Figure 1-3 shows a portion of this table with some sample data. Notice that the data for a
given Recruiter (number, name, address, and so on) occurs on more than one record. The
data for Camden Reeves is repeated in the figure.

clients of name of recruiter 24
recruiter 24 appears more than once

AC34 Alys Clinic 134 Central 21 Kerry Alyssa
BH72 Berls Hospital & 41 5 Main 24 Reeves ’/ Camden
BL12 Benton Labs / 12 Mountain | ... 24 Reeves ¥ Camden

- ——— ! — 7 "+ 1 " -

Figure 1-3



Storing this data on multiple records is an example of redundancy, which causes
several problems, including:

1. Wasted storage space. The name of Recruiter 24 (Camden Reeves), for example,
should be stored only once. Storing this fact several times is wasteful.

2. More difficult database updates. If, for example, Camden Reeves’s name is spelled
wrong and needs to be changed in the database, his name would need to be
changed in several different places.

3. A possibility of inconsistent data. There is nothing to prohibit the recruiter’s
last name from being Reeves on client BH72’s record and Reed on client BL12’
record. The data would be inconsistent. In both cases, the recruiter number is 24,
but the last names are different.

"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 recruiters
in a separate table (Figure 1-4), the data for each recruiter will appear only once.

Client Table
Client Number Client Name Street Recruiter Number
AC34 Alys Clinic 134 Central 21
BH72 Berls Hospital 415 Main 2be—— [ ientsof
BL12 Benton Labs 12 Mountain Qe | recriter24

. | —=+ 4 —

Recruiter Table

Recruiter Number Last Name First Name ...

21 Kerry Alyssa
24 Reeves\\ Camden
name of
recruiter 24
appears only once
_/—\ \
Figure 1-4

Notice that you need to have the recruiter number in both tables. Without it, there
would be no way to tell which recruiter is associated with which client. The remaining
recruiter data, however, was removed from the Client table and placed in
the Recruiter table. This new arrangement corrects the problems of redundancy in the
following ways:

1. Because the data for each recruiter is stored only once, space is not wasted.

2. Changing the name of a recruiter is easy. You have only to change one row in the
Recruiter table.

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

Designing a Database AC 11
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= | Postal Codes If you examine your design, you’ll see that there is one area of redundancy (see the
@ | Some organizations data in Figure 1-1 on page AC 3). Cities and states are both repeated. Every client whose
with many customers . . .
spread throughout the postal code is 80330, for example, has Berridge as the city and CO as the state. To remove
country will, in fact, this redundancy, you would create a table whose primary key is Postal Code and that con-

have a separate table of tains City and State as additional fields. City and State would be removed from the Client
postal codes, cities, and table. Having City, State, and Postal Code in a table is very common, however, and usually

states. If you call such an . . .
organization to placean  YOU would not take such action. There is no other redundancy in your tables.

order, they typically will
ask you for your postal
code (or ZIP code), rather

than asking for your city, Sta rti ng Access

state, and postal code.

They then will indicate If you are using a computer to step through the project in this chapter, and you want your
the city and state that screen to match the figures in this book, you should change your screen’s resolution to
correspond to that postal ()24 X 768. For information about how to change a computer’s resolution, read

code and ask you if that .

. Appendix E.

is correct.

To Start Access

The following steps, which assume Windows is running, start Access based on a typical installation. You may
need to ask your instructor how to start Access for your computer.

e Click the Start button on the
Windows taskbar to display the
Start menu.

All
. Programs
— submenu

e Point to All Programs on the Start 1-' Shelly Casj

-
. 11 Set Py fit d Default
menu to display the All Programs ) LA W N P A DB L -~ L A
W5 windows Catalog
submenu. i
f’e Internet ‘ Windows Update
. . . Inkernet Explorer -
e Point to Microsoft Office on the B occsssorss R
I b displ | E-mail v
All Programs submenu to display | Micrasaft Office OUHll [ Games 4 .
the Microsoft Office submenu = B st Nl —— -, m
. *  Microsoft Office Acce B . .
Figure 1-5). Microsoft Microsoft Office
( g ) E!‘ 2007 @ Internet Explorer Office e .
“ ERE submenu command
M3M
Windows displays ) [4) Outlook Express

commands on the
Start menu above the
Start button

Femote Assistance Microsoft Office Tools

windows Media Playd &«

e Windows Media Player
6 Snaglt 7
3
&

. Microsoft Office Access 2007

Windows Messenger « Microsoft Office Excel 2007

Microsoft
Office
command

‘Windows Movie Maker Microsoft Office Outlook 2007

SWindows

Snaglt 7 kI Microsoft Office PowerPoint 2007

AYG Free Edition Microsoft Office Publisher 2007

‘indows Messenger

Microsoft Office Word 2007

B windows Defender
All Programs ation Viewer
——

ALY
All
@ | Turn C mpLker

Programs
command ==
Start i
o Windows
vg start
Figure 1-5
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Microsoft Access

e Click Microsoft Office @ FEEC L
Access 2007 to start = )

]

\WE"
o X
Open Recent Database

[ More...

some available
templates (your list

Access and display ' :‘:""‘”“““"

eaturing . & y 3
the Getting Started e Getting Started with Microsoft Office Access
with Microsoft s (el i S tewBlank Database| B|ank list of recently -
Office Access screen e = Database CEencdidatabases

. Personal == button (currently there
(Flgure 1-6). Sunla Bl Bormsace are none)
) Education Featured Online Templates
o If the Access window N =

. . . . HaiH
is not maximized, click available template .H_m\
the Maximize button v et [
next to the Close but- ‘ |
ton on its title bar to == Contadts Tesues
maximize the window.

may be different)

Q&A

What is a maximized ey i .
window? “ ,—"— 8
e b
A maximized window - —
. . Dig s . M Office Online:
f|”S the entlre screen. ;amonllne Tr:li:l:;|Te:|epla:elsn|eDownloads
When maximiz What's new in Access 20077
€N you ma €a
H H H i —at A 2007 tail Get the latest tent whil
window, the Maximize your screen may MEre povveitl 0l £ el you & warking n e 2007 Migrosort
i quickly track, report, and share Office system

bUttOn Cha ngES to a look different 1 ”"fm'"a““”g"‘la'"a"ageahée : » Guide to Access 2007 User Interface

b :I::\I;erlzgthr:?r:ngure S , Crganize all your objects using the
Restore Down button. ihe em e new, easy access Navigation Pane

L S pOTIE 1L CONTRTE ey Office Difemve_ [oat incwe |

links to additional
training, templates,
downloads, and
other information

Figure 1-6

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, before creating any of these objects, you first must create the
database that will hold them. You can use either the Blank Database option or a template
to create a new database. If you already know the tables and fields you want in your data-
base, you would use the Blank Database option. If not, you can use a template. Templates
can guide you by suggesting some commonly used databases. If you choose to create a
database using a template, you would use the following steps.

To CReaTE A DATABASE USING A TEMPLATE

1. If the template you wish to use is not already visible on the Getting Started with
Microsoft Office Access page, double-click the links in the Template Categories pane
to display the desired template.

2. Click the template you wish to use.
3. Enter a file name (or accept the suggested file name) and select a location for the database.

4. Click the Create button to create the database or the Download button to download
the database and create the database, if necessary.

When you create a database, the computer places it on a storage medium, such as a
USB flash drive, CD, or hard disk. A saved database is referred to as a file. A file name is
the name assigned to a file when it is saved.

BTW

Other Ways

1. Double-click Access icon
on desktop, if one is
present

2. Click Microsoft
Office Access 2007 on
Start menu

Naming Files

File names can be

a maximum of 255
characters including the
file extension. The file
extension for Access
2007 is .accdb. You can
use either uppercase or
lowercase letters in file
names.
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Plan Determine where to create the database.
Ahead When creating a database, you must decide which storage medium to use.

If you always work on the same computer and have no need to transport your database
to a different location, then your computer’s hard drive will suffice as a storage location. It is
a good idea, however, to save a backup copy of your database on a separate medium in case
the file becomes corrupted, or the computer’s hard drive fails.

If you plan to work on your database in various locations or on multiple computers, then
you can consider saving your projects on a portable medium, such as a USB flash drive or
CD. The projects in this book are stored on a USB flash drive, which saves files quickly and
reliably and can be reused. CDs are easily portable and serve as good backups for the final
versions of projects because they generally can save files only one time.

To Create a Database

Because you already know the tables and fields you want in the JSP Recruiters database, you would use the
Blank Database option rather than using a template. The following steps create a database, using the file name JSP
Recruiters, on a USB flash drive.

e With a USB flash drive connected
to one of the computer’s USB ports,
click Blank Database to create a |
new blank database (Figure 1-7).

Getting Startea wi

Blank
Database

Assets Contacts

Blank Database

J— Create a Microsoft Office
L not contain any existing dal

default file name

7 (your screen may show File Name:
Database1.accdb) \‘Tbatahasel
On Maore on Office Cnling: CHiDocuments and Settin
ik i : ! g5,
A—'dﬁ&eonllne Training | Templates | Downloads Diocuments),

What's new in Access 20077

__
- E S The news Access 2007 contains Get the latest content while
more powerful tools to help you % waorking in the 2007 Micrasoft
quickly track, report, and share Office system

information in a manageable ¢ Guide to Access 2007 User Interface
ernironment, Learn more about A jects using the

Figure 1-7
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e Repeatedly press the DELETE key
to delete the default name of
Database1.
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e Type JSP Recruiters in the File
Name text box to replace the
default file name of Database1
(your screen may show
Database1.accdb). Do not press
the ENTER key after typing the file
name (Figure 1-8).

< | What characters can | use in a L L
o3 ) Browse for a
o file name? location to put
. . your database
A file name can have a maximum < Blank Database button
Of 255 characters, mdUdlng spaces. W/— C.reét-e- aMlcrosoft (E)Ffli-c.év.f-\ccess détébasé th. dﬁas

The onIy invalid characters are the not contain any existing data or objects.
backslash (\), slash (/), colon (3),

asterisk (*), question mark (?), quo-

database name
entered

File Mame:
J5P Recruiters| |

. More on Office Online: Ci\Documents and Settingsishelly Cashman| My
tation mark ("), less than symbol r Training | Templates | Downloads Documents!,
(<), greater than symbol (>), and ss 20072 L ) o
vertical bar (l) & new Access 2007 containg Get the latest content while
re powverful tools to helpyou & sworking in the 2007 Microsoft
ickly track, report, and share Office system
formation in a manageable »  Guide to Access 2007 User Interface
reironment, Learn more about i 4 :
R e . ‘Organize all your ohjects using the
provements, hew, easy access Mavigation Pane

Figure 1-8

(3]

e Click the ‘Browse for
a location to put your

£ £ =Fa /)
database’ button to File New Database
: . ¢ File New Database dialog box
display the File New

Database d|a|og box Save in: |£} My Documents o \P| @-M X tuE-
(Flgure 1_9) Eaggi;?&i !EMY M_usic My Documents \

=311y Pictures is default folder Y

g Do | have to save to a [ Desktap |)5C5_Shats (your default omted
p-? USB flash drive? i .é:asharePolnt Drafts folder may differ)
B Cumients \_15naglt Catalog
No. You can save to =y
any device or folder. E Camputer
H s Ty Metwork

A folder is a specific o
location on a storage
medium. You can save
to the default folder
or a different folder.
You also can create
your own folders, file name for
which is explained ChIEIRES
later in this book. 7 ) — default file type i

Floname: [P Reciutars Microsoft Office

Save as bype! |MicrosoFt OFfice Access 2007 Databases <—  Access 2007

Databases

TOTE PO e TO01: 10 METD vor & WOrRING M TE ST TICrosanT
quickly track, report, and share Office system

information in a mag

2007 User Intes

Figure 1-9
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o

e Click the Save in box arrow to

display a list of available drives and . . . :
splaya lIst of aval able drives an Getting Started with Microsoft Office Access
folders (Figure 1-10).

< | Why is my list of files, folders, and
g drives arranged and named Save in: ||j!5h;IIyCCashn:ans Documents ,E @
. i [y Computer
differently from those shown in @ ) Elm—————— =
the figure? @ 2 Shared Dacuments list of available S [l (9
Dech A 3% Floppy (A1) drives and folders arrow
Your computer’s configuration My e Local Disk (C:) < isdisplayed in Save T
. . . o DYD-RAW Dri [=H in list
determines how the list of files and s o e e
. . . b =
folders is displayed and how drives 8 3 My NetworkPIacé\
) My D L e
are named. You can change the e
save location by clicking shortcuts database to be
saved on USB
on the My Places bar. \ flash drive
T My Places bar
5 Hc?w do | save the fl.le if  am not allows you 1o
o | using a USB flash drive? change save
location
Use the same process, but be
certain to select your device in the
Save in list. File: narne: |JSP Recruiters
e imscice 20117 Lol
Figure 1-10

5]

e Click UDISK 2.0 (E:) in the Save in

list to select the USB flash drive, R USB flash drive
Drive E in this case, as the new save BRI
location

location (Figure 1-11).

< | What if my USB flash drive has a
g different name or letter?
It is very likely that your USB flash
drive will have a different name no Access databases
X currently saved on
and drive letter and be connected USB flash drive, so
. . no file names are
to a different port. Verify that the displayed
device in your Save in list is correct.

File pame: |JSP Recruiters ’_.J_\
Save as bype; |M|crnsnft Office Access 2007 Databases | OK button

= JI Micrnsoff —

Figure 1-11

16/

e Click the OK button to select the
USB flash drive as the location for
the database and to return to the
Getting Started with Microsoft
Office Access screen (Figure 1-12).

Blank Database
ihe & Microsoft Office Access database that does
ankain any existing data or objects,
ile 4
2, e — o
|35p R edb | =

G Create button
‘ Create i/r Canicel J

hMore on Office Online:

Training | Templates - -
file location

Figure 1-12
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e Click the Create button to create
the database on the USB flash drive
with the file name, JSP Recruiters
(Figure 1-13).

How do | know that the JSP
Recruiters database is created?

Q&A

The name of the database appears
in the title bar.

8)

The Access Window AC 17
Table Tools ISP Recruiters : Databhase (Access 2007) - Microsoft Access - =X
| Datasheet | @
| name of database = __E
Fariatting appears in title bar =l
sl o Relationships Ohbject
? |||iE ag| Dependencies Field List
Data Type & Formatting Relationships
Field List w
i ew Field
Mo fields available to be added to the currept
wigw,
Close button
for Field List

Figure 1-13

e If a Field List appears,

click its Close button
to remove the Field

o

FEE L

Home  Create

g‘ B e

External Data  DatabaseTools

Data Type:

| Table Tools

| Data:heet |

_ | database name

ISP Recruiters : Database (Access 2007) -

is JSP Recruiters

Microsoft Access -

=

Farmat: |
List from the screen e ;Je}a; Adde‘(\dstmg lcuc‘lkup i Remame | (SNSRI (5 ng‘ Relationships _ Object|  Maximize button Close button
E B T e ‘ changed to a Restore
Fi 1-14 \iews Fields & Columns Data Type & Formatting | A\CCess work area | 9
igure . with one object Down button because
All Tables ~ < || = Tablet (Table1) open window is maximized
Tablel 2 [P D - | Add New Field

T Tabled:Table

*l (Mew)

table

Access automatically
creates a default

table appears in
Datasheet view (rows
and columns in the
table appear in a grid)

Windows taskbar
displays Access

program button,
indicating Access is
running

Datasheet View
button is selected
when you first

install Access

Recgsfd M\ Tofl |+ M1 | g biofiker | [search

Datasheet Wiew

Figure 1-14

Other Ways

The Access Window

The Access window consists of a variety

and documents more professional. These include the Navigation pane, Access work area,
Ribbon, Mini toolbar and shortcut menus, Quick Access Toolbar, and Office Button.

Some of these components are common
are unique to Access.

1. Click Office Button, click
Save, type file name,
select drive or folder,
click Save button

2. Press CTRL+S or press
SHIFT+F12 or press ALT
and then 1, type file
name, select drive or
folder, click Save button

of components to make your work more efficient

to other Microsoft Office 2007 programs; others
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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 1-14 on the previous page, a single table, Tablel, is open in the
work area. Figure 1-15 shows a work area with multiple objects open. Object tabs for the
open objects appear at the top of the work area. You can select one of the open objects by
clicking its tab. In the figure the Client Form is the selected object. 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.

i 1 = == 77 Selection - lﬁ 2 Repla
Access work area :
=" with multiple e & Spelling il | T3 advanced - =% GoTo -
g gl selected [ .o+ open A | Fittet ; Find
| | objects associated [ object tab ) p ete ~ EMore = || & | W Togale Filter lg Select~
with Client table = Rich et / Recards Sort & Filter Find
All Tables v« I%Lﬁﬂg% Client me\ﬁ_mmdmmmgm Recruit YIEE—;D iter Address Repart
Client ~ j Object tabs
|—= 4
= Client; Table e C||Eﬂt
-5 Client Farm T
. mouse pointer
Bl Client Address Report client Number; |ac34 J+—1 (-beam) | Code: 80330
E Client Financial Report |
Recruiter x Client Mame: Alys Clinic insertion|point Armount Paid: |SD.DD
:EI ecrbiter; Tatls Current Due; 1817,500.00
I8 Recruiter Address Repart Street: 134 Central
- Recruiter Number: |21
Ei Recruiter Financial Repart
City: Berricge
State: Co
4 m | »
| Client Mumk » | Client Name - | Street  ~|  City ~|  State - |Postal Code - |&maount Pai— Sg v gt
| A&C34 alys Clinic 134 Central Berridge Co 80330 50,00 e ]
|BH72 Berls Hospital 415 Wain Berls Co 80343 529,200.00 scroll box
;BL12 Benton Labs 12 Mountain  Denton (15} 80412 516,500.00 38,225.00
|E&45 EMT Assoc, 867 Ridge Fort Stewart CO 80336 512,750.00 515,000,00 /
|FDas Ferh Dentistry |34 Crestview  Berridge co 80330 571,000,00 ;
|FH22 Family Health 123 Second Tarleton CO an4n9 50,00 I, ]
jMHSE IWaun Hospital 76 Dixon Mason (e} 80356 50,00 543,025.00
|PR11 Peel Radiology 151 Walleyview Fort Stewart  CO 80336 e 50,00 3
-TIHQ Tarlat ~limi A51 Hull Tarlat i~ anAna View 231 5nn nn 1
__ Tarlatan Clinic T arl ot o -
Record; M Lofdn. | K M.k W blo Filter | [Search | 4 L e = »
Form e EIE
Figure 1-15

The Access work area in Figure 1-15 contains an insertion point, mouse pointer,
scroll bar, and status bar. Other elements that may appear in the work area are discussed
later in this and subsequent chapters.

Insertion Point The insertion point is a blinking vertical bar that indicates where
text, graphics, and other items will be inserted. As you type, the insertion point moves to

the right.

Mouse Pointer The mouse pointer becomes different shapes depending on the task
you are performing in Access and the pointer’s location on the screen. The mouse pointer
in Figure 1-15 is the shape of an I-beam.
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Scroll Bar  You use a scroll bar to display different portions of a database object in the
Access window. At the right edge of the window is a vertical scroll bar. If an object is too
wide to fit in the Access window, a horizontal scroll bar also appears at the bottom of the
window. On a scroll bar, the position of the scroll box reflects the location of the portion
of the database object that is displayed in the Access window. A scroll arrow is located at
each end of a scroll bar. To scroll through, or display different portions of the object in the
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Access window, you can click a scroll arrow or drag the scroll box.

Status Bar The status bar, located at the bottom of the Access window above the

Windows taskbar, 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 1-15 shows that the form object is open in

Form view. Toward the right edge are View buttons, which you can use to change the view

that is currently displayed.

Ribbon

The Ribbon, located near the top of the Access window, is the control center in
Access (Figure 1-16a). The Ribbon provides easy, central access to the tasks you perform
while creating a database object. The Ribbon consists of tabs, groups, and commands.
Each tab surrounds a collection of groups, and each group contains related commands.

When you start Access, the Ribbon displays four top-level tabs: Home, Create,
External Data, and Database Tools. The Home tab, called the primary tab, contains the
more frequently used commands. To display a different tab on the Ribbon, click the top-
level tab. That is, to display the Create tab, click Create on the Ribbon. To return to the
Home tab, click Home on the Ribbon. The tab currently displayed is called the active tab.

"To allow more space in the Access work area, some users prefer to minimize the
Ribbon, which hides the groups on the Ribbon and displays only the top-level tabs
(Figure 1-16b). To use commands on a minimized Ribbon, click the top-level tab.

Each time you start Access, the Ribbon appears the same way it did the last time you
used Access. The chapters in this book, however, begin with the Ribbon appearing as it did
at the initial installation of the software. If you are stepping through this chapter on a
computer and you want your Ribbon to match the figures in this book, read Appendix E.

BTW

Minimizing the Ribbon
If you want to minimize
the Ribbon, right-click
the Ribbon and then click
Minimize the Ribbon

on the shortcut menu,
double-click the active
tab, or press CTRL+F1.

To restore a minimized
Ribbon, right-click the
Ribbon and then click
Minimize the Ribbon

on the shortcut menu,
double-click any top-level
tab, or press CTRL+F1.

To use commands on a
minimized Ribbon, click
the top-level tab.

7 Selection -
T3 advanced ~

= Mew

{'p“‘ ] l ™ = ISP Recriptars Diababaca ddeeass 2007) - Microsoft Access
9[ top-level tabs
Home Create External Data Database Tools
=5

Z Totals ﬁl r
& speling | §

Siews || Clipboard ™ Fant s Rich Text Sort & Filter

Cﬁ 2ac Replate
Find

= GoTo~

(a) Ribbon at Initial Installation (Default Ribbon)

4l

H.“J-"‘.‘.

Home

15P

-

i

Ca
o top-level
tabs

inimized
Qlt;g?r:ze External Data

Create Database Tools T

(b) Minimized Ribbon

Figure 1-16
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In addition to the top-level tabs, Access displays other tabs, called contextual tabs,
when you perform certain tasks or work with objects such as datasheets. If you are work-
ing with a table in Datasheet view, for example, the Table Tools tab and its related subor-
dinate Datasheet tab appear (Figure 1-17). When you are finished working with the table,
the Table Tools and Datasheet tabs disappear from the Ribbon. Access determines when
contextual tabs should appear and disappear based on tasks you perform. Some contextual
tabs have more than one related subordinate tab.

I‘-/r'ﬂ H2-o ¥ Table Tools 5P e 1 - M
] text box 1 contextual tabs button
Home Create External Data Is Datashel:%A

Eé’ ‘:jj jﬂ TZEE J,flnsert DataType?'.I'ext . = |[@ Unigue ?Kaa '1;}

' Delete Format: Forratting Is Required
Relationships Ohject

=]l Rename | ||F§ S a0 [ Sa8 08 Dependencies
Data Type & Formatting Relationships

ey Mew Add Existing Lookup

“iews

d
button arrow "

Figure 1-17

Commands on the Ribbon include buttons, boxes (text boxes, check
boxes, etc.), and galleries (Figure 1-18). A gallery is a set of choices, often
graphical, arranged in a grid or in a list. You can scroll through choices on an
Gridlines: Both in-Ribbon gallery by clicking the gallery’s scroll arrows. Or, you can click a gal-
lery’s More button to view more gallery options on the screen at a time. Some
buttons and boxes have arrows that, when clicked, also display a gallery; others
always cause a gallery to be displayed when clicked. Many galleries support live
preview, which is a feature that allows you to point to a gallery choice and see
Gridlines: Vertical its effect in the database object — without actually selecting the choice.

Some commands on the Ribbon display an image to help you remember
their function. When you point to a command on the Ribbon, all or part of the
command glows in shades of yellow and orange, and an Enhanced ScreenTip
appears on the screen. An Enhanced ScreenTip is an on-screen note that pro-
vides the name of the command, available keyboard shortcut(s), a description
of the command, and sometimes instructions for how to obtain help about
the command (Figure 1-19). Enhanced ScreenTips are more detailed than a typical
ScreenTip, which usually only displays the name of the command.

The lower-right corner of some groups on the Ribbon has a small
arrow, called a Dialog Box Launcher, which, when clicked, displays a dia-
log box or a task pane with additional options for the group (Figure 1-20).

Gridlines: Haorizontal

Gridlines: Maone

Figure 1-18

= image of split form : When presented with a dialog box, you make selections and must close the
== | | 'S‘S:ﬁs;o",,f ey e dialog box before returning to the database object. A task pane, by con-
Split | Multiple ; trast, is a window that can remain open and visible while you work in the
FDI’M mouse pointer S Desi database ObjCCt.

on Split Form
button

| Split Form

Create a split form that shows a
datazheet in the upper section and
a form in the lower section for z

;' ¥ g nhanced
entering information about the ScreenTip
record selected in the datasheet,

& Press F1for more help.

Figure 1-19
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Figure 1-20

Mini Toolbar and Shortcut Menus

"The Mini toolbar, which appears automatically based on tasks you perform, contains
commands related to changing the appearance of text in a database object. All commands
on the Mini toolbar also exist on the Ribbon. The purpose of the Mini toolbar is to mini-
mize mouse movement. For example, if you want to use a command that currently is not
displayed on the active tab, you can use the command on the Mini toolbar — instead of
switching to a different tab to use the command.

When the Mini toolbar appears, it initially is transparent (Figure 1-21a). If you do
not use the transparent Mini toolbar, it disappears from the screen. To use the Mini toolbar,
move the mouse pointer into the toolbar, which causes the Mini toolbar to change from a
transparent to bright appearance (Figure 1-21b).

A shortcut menu, which appears when you right-click an object, is a list of frequently
used commands that relate to the right-clicked object. When you right-click a table, for
example, a shortcut menu appears with commands related to the table (Figure 1-21c).

bright Mini
toolbar

transparent it
Mini toolbar [~ = Calibti
£ B|I UA-2-=
srepresented | Biroa-2-B
(a) Transparent Mini (b) Bright Mini Toolbar
Toolbar

T Client: Table

Open

EE ClientFo

E Design Wiew
Bl Client fddres
Import b
i y ni
right-clicked Export '

]
=
ES
Ay
=
5 =

object 5 Collect and Update Data via E-mail
o

= Rename
Recruiter &dd
Hide in this Group
Recruiter Fina

Delete
& | cut
53| Copy
Ch | Faste
shortcut i | Faste
menu -z 3 T
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Figure 1-21
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Quick Access Toolbar

The Quick Access Toolbar, located by default above the Ribbon, provides easy
access to frequently used commands (Figure 1-22a). The commands on the Quick Access
Toolbar always are available, regardless of the task you are performing. Initially, the Quick
Access Toolbar contains the Save, Undo, and Redo commands. If you click the Customize
Quick Access Toolbar button, Access provides a list of commands you quickly can add to
and remove from the Quick Access Toolbar (Figure 1-22b).

You also can add other commands to or delete commands from the Quick Access
"Toolbar so that it contains the commands you use most often. As you add commands to the
Quick Access Toolbar, its commands may interfere with the title of the database object on
the title bar. For this reason, Access provides an option of displaying the Quick Access
"Toolbar below the Ribbon (Figure 1-22¢).

Undo button (Oa) = - ﬂ /
arrow oA 4 2
’ Save button ‘ ’ Undo button ‘ — pat| Custemire Quick Avvess Toolar
Customize M)
. v > Pew
A Quick Access
(a) !.:'“ d - A/‘ = = | Toolbar button Open
Quick k E H_J Quick Access Wigie Paste i [{ ¥ | save
Toolbar positioned : o E-mail
Access Toolbar above Ribbon Wiews || Clipboard = =
= = — Guuick Print commands you
above Ribbon All Tables quickly can);dd
Print Prewiew:
Client > to or delete
= Spellin from Quick
= Client ; Table el Access Toolbar
; B Clientr v | Unda
{ = ient Farm
. = ¥ | Redo
Home Create External Data Data [ Client Address Repa
(C) i & Maode
ick S | (b) {8 Client Financial Rep S EaiAE
uic e | = - 4
Q : ' 53 Customize | Recruiter AEERhS
Access Wiewn Faste ||| B Quick Access |;1' Quick B Recruiter: Table i CER N Quick Access
Toolbar ’ ; & Toolbar P05|tloned Show Below the Ribban Toolbar menu
Wiews ||Clipboard ™ below Ribbon Access B Recruiter sddress Re
below - - Toolbar Minimize the Ribbon
Ribbon z‘] ' et j Eﬂ Recruiter Financial R
.| I— menu
Figure 1-22

Each time you start Access, the Quick Access Toolbar appears the same way it did the
last time you used Access. The chapters in this book, however, begin with the Quick Access
"Toolbar appearing as it did at the initial installation of the software. If you are stepping
through this chapter on a computer, and you want your Quick Access Toolbar to match the
figures in this book, you should reset your Quick Access Toolbar. For more information
about how to reset the Quick Access Toolbar, read Appendix E.

Office Button

While the Ribbon is a control center for creating database objects, the Office Button
is a central location for managing and sharing database objects. When you click the Office
Button, located in the upper-left corner of the window, Access displays the Office Button
menu (Figure 1-23). A menu contains a list of commands.

When you click the New, Open, and Print commands on the Office Button menu,
Access displays a dialog box with additional options. The Save As, Print, Manage, and
Publish commands have an arrow to their right. If you point to this arrow, Access displays
a submenu, which is a list of additional commands associated with the selected command
(Figure 1-24). For the Save As, Print, Manage, and Publish commands that do not display
a dialog box when clicked, you can point either to the command or the arrow to display
the submenu.
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Key Tips

If you prefer using the keyboard instead of the mouse, you can press the ALT key on
the keyboard to display a Key Tip badge, or keyboard code icon, for certain commands
(Figure 1-25). To select a command using the keyboard, press its displayed code letter, or
Key Tip. When you press a Key Tip, additional Key Tips related to the selected command
may appear. For example, to select the New command on the Office Button menu, press
the ALT key, then press the F key, then press the N key.

To remove the Key Tip badges from the screen, press the ALT key or the ESC key
until all Key Tip badges disappear, or click the mouse anywhere in the Access window.

Key Tip badges appear
when you press ALT key

keyboard
| s

Figure 1-25

Creating a Table

When you first create your database, Access automatically creates a table for you. You can
immediately begin defining the fields. If, for whatever reason, you do not have this table
or inadvertently delete it, you can create the table by clicking Create on the Ribbon and
then clicking the Table button on the Create tab. In either case, you are ready to define
the fields.
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To Define the Fields in a Table

With the table already created, the next step is to define the fields in the table and to assign them data types.
The fields in the Client table are Client Number, Client Name, Street, City, State, Postal Code, Amount Paid,
Current Due, and Recruiter Number. The data type for the Amount Paid and Current Due fields is Currency. The
data type for all other fields is Text. The following steps define the fields in the table.

e Right-click Add New Field to
display a shortcut menu

(Figure 1-26).

Why don’t | delete the ID field first,
before adding other fields?

Q&A

You cannot delete the primary key
in Datasheet view; you only can
delete it in Design view. After add-
ing the other fields, you will move
to Design view, delete the ID field,
and then make the Client Number
the primary key.

Why does my shortcut menu look
different?

You right-clicked within the column
instead of right-clicking the column
heading.

Q&A

12)

e Click Rename Column on the
shortcut menu to display an
insertion point.

e Type Client Number to assign a
name to the new field.

e Press the DOWN ARROW key to
complete the addition of the field
(Figure 1-27).

Why doesn’t the whole name
appear?

Q&A

The default column size is not large
enough for Client Number to
appear in its entirety. Later in this
book, you will learn how to resize
columns so that the entire name
can appear.

Wigw

-

Field

Mewe  Add Existing Lookup

Fields

W Delete

Column = Rename

‘igwws | Fields & Columns

All Tables - |« ||

Tablel 2 (™
= Tablel:Table ék|

table appears in
list of tables

ot e

t
L

LT

| Copy

Paste

Lolumn Width...
Hide Columns
Unhide Columns...
Freeze Columns
Urnfreeze &ll Columns

Eind...

lepact Lakirm Rename Column

Lookup Column.| command

Delete Column /
Rename Columry

Figure 1-26
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| Table Tools

ISP Recruiters : Database (Access 20

1ol = R : T
¥ Home  Create External Data Database Tools | Datasheet | data type for Client
i = = Number field is
ﬁ | a Eﬂ =5 4 Insert || Data Type: Text-= T Text, which is the B
. E * W Delete Farmat: iF-'nr..al:r_i.--.g i correct type
Wiew Meww &dd Existing Lookup T ==
- Field  Fields  Column =0 Rename | [ 8 % o |5l S5
| Miews | Fields & Columns -r Data Type & Formatting anshipg
- | i " Tablel

Al Tables % | 4 el position to add

Table1 2 [ D ent Mumk » | Add few Fisld next field

= Table1:Table

Client Number field
added (only a portion of
the name appears due
to space limitations)

insertion point
indicates you could
enter data

Figure 1-27
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13)

e Right-click Add New Field to display a shortcut menu, click Rename Column on the shortcut
menu to display an insertion point, type Client Name to assign a name to the new field,
and then press the DOWN ARROW key to complete the addition of the field.

-
S
Q
]
Q
©
o=
Y
v
0
(]
[V
Y
<

Did | have to press the DOWN ARROW key? Couldn’t | have just moved to the next field or
pressed the ENTER key?

Q&A

You could have pressed the TAB key or the ENTER key to move to the column heading for the
next field. Pressing the DOWN
ARROW key, however, completes
the entry of the Client Number

data type is
currently Text
T TEEE TOOTE

SP Recruiters : Database (Access 2007) - Microsoft Access

I —
field and allows you to ensure that jals | fatasheet | Data Type
the column is assigned the correct e Tedt | Pox arow %
data type. | Text |77 15 Required = |
M;:mn Relationships Object _
i Dependencies ?’Tgunlt P:'g
E 3 leld selecte
e Using the same technique add the g oberu e o
. . . Currency
fields in the Client table up through d Yesihio na| CUrenty et .| city  «| state - |Postal Code + | Amount Paltx|2
and including the Amount Paid OLE Object data type ' ! ' ————
field Hpetink e
' Attachment menu of
. available
e Click the Data Type box arrow to data types

display the Data Type box menu

(Figure 1-28). Figure 1-28

e Click Currency to select Currency as . Table Tools | ISP Eacruiters : Database (Access 2007) - Microsoft Access
t_he dat_a type for the Amount Paid Database Tools 1 .Datash;t_”_ gﬁ;?\;izeto
field (Figure 1-29). =

uﬁu Insert

«— | Currency

Data Type: ?Currency

Why does Currency appear twice? et

Q&A

The second Currency is the format, iy
which indicates how the data will »n

ol g, % T
' Delete | Format: iCu_rIEth\"'f.IsRequired :

olumn Sl Rename | [ 8% 9% 8]
|

onships Ohbject

format automatically Dependencies

set to Currency

~ Data Type & Forn

Relationships

be displayed. For the Currency data
type, Access automatically sets the
format to Currency, which is usually right scroll
what you would want. You could

arrow
change it to something else, if {2 » b ] o Fiiter [[search Rl i =S

desired, by clicking the arrow and | !I’a&i

selecting the desired format.
Figure 1-29

5]

e Click the right scroll

Table Tools | ISP Recruiters : Databhase (Access 2007) - Microsoft Access - = X
arrow to shift the i Oudbas st '| TR @
fields to the left and S nsert [ Dete Type: [Carmens B0 Bt —— |
d|5p|ay the Add NeW ' Delete Format: mey : Ef_'; Is Required @ position to
Field column P Rename | (719100 %8 3 e i add next
(Figure 1-30).

Relationships

~ client Mumk - |Client Name - | Strest - | City ~| state - |Postal Code - |Amaunt Paic - |Add New Feld
fields have been
shifted to the left

Figure 1-30
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6]

e Make the remaining entries from

the Client table structure shown
in Figure 1-31 to complete the ;
1 Text - Unique = ayme,
structure. Be sure to select Currency | — e =5 E2ess)
as the data type for the Current TR Relationships  Object
. v || %68 | Dependencies
Due f|9|d- Data Type & Formatting Relationships

Datasheet

State » | Postal Code » | &mount Paic » |Cyrrent Dug » |Recruiter b « | Ad]

Figure 1-31

Table Tools ISP Recruiters : Database (Access 2007) - Microsoft Access

Recruiter Number
field added

Current Due field
added

BTW

Creating aTable: Table  ]aking Changes to the Structure

Templates

Access includes table When creating a table, check the entries carefully to ensure they are correct. If you
templates that assist discover a mistake while still typing the entry, you can correct the error by repeatedly

you in creating some
commonly used tables

pressing the BACKSPACE key until the incorrect characters are removed. Then, type the

and fields. To use a correct characters. If you do not discover a mistake until later, you can use the following
template, click Create techniques to make the necessary changes to the structure:

on the ribbon and then
click the Table Templates

* To undo your most recent change, click the Undo button on the Quick Access Toolbar.

button on the Create If there is nothing that Access can undo, this button will be dim, and clicking it will

tab. Click the desired have no effect.
template, make any
adjustments you wish

creates, and then save
the table.

* To delete a field, right-click the column heading for the field (the position containing

to the table that Access the field name), and then click Delete Column on the shortcut menu.

* To change the name of a field, right-click the column heading for the field, click
Rename Column on the shortcut menu, and then type the desired field name.

* To insert a field as the last field, right-click the Add New Field column heading, click
Rename Column on the shortcut menu, type the desired field name, click the down
arrow, and then ensure the correct data type is already selected.

* To insert a field between existing fields, right-click the column heading for the field
that will follow the new field, and then click Insert Column on the shortcut menu.
You then proceed just as you do when you insert a field as the last field.

As an alternative to these steps, you may want to start over. 1o do so, click the Close
button for the window containing the table, and then click the No button in the Microsoft
Office Access dialog box. Click Create on the Ribbon and then click the Table button

to create a table. You then can repeat the process you used earlier to define the fields in

the table.
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To Save a Table

The Client table structure now is complete. The final step is to save and close the table within the database.
At this time, you should give the table a name.

The following steps save the table, giving it the name, Client.

o Click the Save button
on the Quick Access
Toolbar to save the
structure of the table
(Figure 1-32).
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E Tablel: Table &3
Save As
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position to enter [Fablel |
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R
Figure 1-32
e Type Client to change the I ame ~
name to be assigned to the table 2= Save As
. dialog b "
(Figure 1-33). Elleg e Save As

Table Mame:

table name
entered

—I/‘ Ok i[ Cancel J
OK button

- lient| |

Figure 1-33

(3]

e Click the OK button

Tew Mew | table name [pkup AL EEfionships  Object
to save the structure - Field | changed lumn =0 Rename % % ||Ti!_ $QE| Dependencies
Wlth the name Client wies Ui Drata Type & Formatting Relationships
I
(Figure 1-34). Al Tables .
Client & .r— Client Mame - | Street v | City +| State = | Fostal Code - | Amount Pai
Z Client : Table *e|

-—/—-__—\

Other Ways

Design View
button

1. Click Office Button, cord: W [Lorl W o | Wl Filer | [search q " m »
click Save on the Office | S
Button menu

2. Right-click tab for table,
click Save on shortcut
menu

Figure 1-34
3. Press CTRL+S
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To Change the Primary Key

"To change the primary key, you must first delete the ID field that Access created automatically. You then can

designate the Client Number field as the primary key. To

delete the ID field, the table must appear in Design view

rather than Datasheet view. You also can designate the Client Number field as the primary key within Design view.
As you define or modify the fields, the row selector, the small box or bar that, when you click it, selects the entire
following steps move to Design view and then change the

row, indicates the field you currently are describing. The
primary key.

e Click the Design View

button on the status Al Tshiss MR
Client 2 Field Mame Data Type Description -
bar to move R client : Table hd Autobumber E
H H | Client Mumber Text
to DESIQn view. :ECI\ent Name Text
. | Street Text
e Confirm that your key symbol | city Text
indicates ID | state Text
data types matCh fie.ld is the EPnsta\ Code Taxt T
those ShOWn n the primary key | smount Paid Currency (charsctep:istics of
. 7§Curremt Due currency fields that b
flgure. Make any | Recruiter Number Text Clheansgeda) can be
necessary corrections 7i
to the data types :! I field names ' I data types '
(Flgure 1—35) . Field Properties
< | Did I have to save the ceeal ot :
“ Field Size |Long Integer
i Mew al 1 t
o| table before moving hmgia nuremen
i H 2 Caption
to DGSIgn view: ‘_Inqpexgq Yes (Mo Duplicates]
Smatt Tags | Afield name can be up to 64 characters long,
YeS. If yOU had not Text Align General including spaces. Press F1 for help on field
saved it yourself,
Access would have Design View
asked you to save it. button
Design view. F§ = Switch panes. F1= Help,

12

Figure 1-35

e Click the row selector for the ID

field to select the field. it

a
Sr=Insert Rows

e Press the DELETE key to delete the
field (Figure 1-36).
What if | click the row selector for

the wrong field before pressing the
DELETE key?

Click the No button in the Microsoft

stWalidation
Rules

Q&A

clicking the No button when asked if
you want to save your changes.

question asks if you

Database Toals

= Delete Rows
@Lookup Column

Office Access dialog box. If you ooy liEnt Name
inadvertently clicked the Yes button, for D field  freet

you have deleted the wrong field. .

You can fix this by clicking the Close — E,t::til code
button for the Client table, and then _ggmgunt Pai

B )4icrosoft Office Access

Table Tools | 5P Recruiters : Databyase (Access 2007) - Microsoft Access

oean S Design tab

Property Indexes
Sheet

ShowyHide

Data Type Description
AutoMurnber
Text

Text

Text

Text message indicates that

Text Microsoft Office Microsoft Office Access
Access dialog box will need to delete the

Texd primary key

d Currenc

Deleting field ‘ID" requires Microsoft Office Access to delete the primary key.

Do you wank to delete this Field anyway?

No button abandons

wish to delete the field, [
knowing that it will

h

the operation without
deleting the field

Yes button
deletes the field

involve deletion of the
primary key

Figure 1-36
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e With the Client Number field

—
S

[T}

]

o

e Save ©
. e button K=

e Click the Yes button to complete -. M- o= TableTools ISP ’ _ = x ()
the deletion of the field. i Creste  EBdemaiDats  DatabaseTools | Desion [I . @ n
9

<

=] @ lnsert R
;;\ Vg “r=Insert Rows | E = 7 |
. = =

? Delete Rows

SeIeCtedl click the Primary Key Fimang| Builder Test Walidation gL ot | Property Indexes Close ‘Client’
button to designate the Client 2 il e I Shs‘:: BT
| |
i i — ~ | IDfield has
Number field as the primary key. ﬂ H& I Primary I . 2 client been deleted
o Click the Save button to save the  Client Key button 2 o Tield Name A D
changes (Figure 1-37). B Client: Table /'—' T ‘\EMG. b
len umber
< | When | attempted to save the table key symbol indicates | | Streat Te_field selected
o Client Number field is City Text
o | got an error message that now the primary key [ o i
indicates index or primary key ' Postal Code Text
cannot contain a null value. What | amaount Paid Curran
did I do wrong and how do | fix it? L CLrrent DLrilE - Ehiren
Recruiter Mumber Text
You inadvertently added a record
to the table by pressing some key L]
after you pressed the DOWN ARROW -
key. To fix it, click the OK button — -
(you will need to do it twice) and
then click the Primary Key button | | General Lookup]
to remove the primary key. Click .Ei_e_l._d_ Stize :255
arma
the Save button to save the table | | [put Mask ]
and then click the View button i (=2ption '
Default Value |
near the upper-left corner of the Walidatian Rule — | loe up to g4 b=
screen to return to datasheet view.
Click the little box immediately to Figure 1-37
the left of the record you added and
press the DELETE key. Click the Yes button when Access asks if it is OK to delete the record.
Click the View button again and continue with these steps.
e Close the C”F‘nt table by diCking @!H L S JSP Recruiters : Database (Access 2007) - Microsoft Acce:
the Close ‘Client’ button [home | st Ewomiioen)  owsssmions

(Figure 1-38).
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Figure 1-38
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To Add Records to a Table

Creating a table by building the structure and saving the table is the first step in a two-step process. 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. In Datasheet view, the table is represented as a collection of rows and
columns called a datasheet.

You often add records in phases. You may, for example, not have enough time to add all the records in one

session. The following steps open the Client table in Datasheet view and then add the first two records in the Client
table (Figure 1-39).

Client Nurmb = |Client Mame - Street - City - State +| Postal Code - Amount Paic = | Current Due = Recruiter Mu -
AC34 AlysClinic 134 Central Berridge Co 50330 50.00 517,500.00 |21
BH72 BerlsHospital 415 Main Berls Co 50349 529,200.00 50.00 |24
Figure 1-39
° nght-dl_Ck the Client :table in the (= BC- B = ISP Recruiters : Datahase (Access 2007) - Microsoft Acce
Navigation pane .to display the ; [Tome || €rvie] Sbamsiona | osasmvons
shortcut menu (Figure 1-40). = =
B (e | [E= ) o i 2
: L =5 Save
P e o || | E- ;L||£_| | &| Riﬁe-m K Delete = =

Wiews || Clipboard & o

Records

] Shutter Bar
All Tables w0 Open/Close
Client 2« Button
Z Client Table [5o
| Open

g: Design Wiew
Import
Export ]

| Collect and Update Data via E-mail
lRenama
Hide in this Group
Delete menu

Cut

| Lopy

| Paste

Lirked Table Manager

e

Tahle Properties

Figure 1-40
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=
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i (9
e Click Open on the shortcut Shutter Bar Open/ = : S e T = Tois "
menu to open the Client Close Button shows Calibri i [T = ||@ Datasheet | 0
i X Navigation pane if it EF | | | omm———— —— '_aht‘ view &S Q
table in Datasheet view. is currently hidden e F |‘B T Q—HA -||ﬁ~|@7| = ;:|| By | Rifl"rivﬂ" TX7oente = EM 3
< | What if | want views [cipbosrd 5| ot 5] mertes | Records <
g to return to rﬁcord ;electhr k(ng ES ] client
Design view? :elaetc’t‘;vt;::nltcir: b ~ Client Numk | position to enter | Street - City ~| State - Postal Code - |Amou
record) currently *| - client number
There are two positioned on on first record
first record
ways to get to
Design view. You
could click Design View on the
shortcut menu. Alternatively, you e~ ey e~
could click Open on the shortcut |
menu to open the table in positioned on
Datasheet view and then click the record 1 out of 1
Design View button on the Access
status bar. Record: -?I_iofi L T | T bl Filter %_Search

e Click the Shutter Bar Open/Close
Button to hide the Navigation pane Figure 1-41
(Figure 1-41).

©

e Click in the Client Numbe}: ffld (e M ) | TableToals | JSP Recruiters : Database (Access 20
AV T B | |

arlmd type AC34 to enter the first : ™ P i o
client number. Be sure you type — m = =
the letters in uppercase so they are ﬁ o calib e -SE=| e i |||_7._’..'] : s

. pencil icon in the record selector E =5 save s
entered in the database correctly Wiews column indicates that the record || |F~ || = | [i= =2 Repeh | 5 Deete ~ WA
(Figure 1_42). is being edited but changes to

the record are not saved yet

il Rich Text Records

State - | Postal Code - IAmDun

client number
\ on first record

Microsoft Access
creates row for
a new record

Figure 1-42
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(4

® Press the TAB key to complete the
entry for the Client Number field.

e Enter the client name, street, city,
state, and postal code by typing the
following entries, pressing the TAB
key after each one: Alys Clinic
as the client name, 134 Central
as the street, Berridge as the city,
CO as the state, and 80330 as the
postal code.

e Type 0 to enter the amount paid
(Figure 1-43).

Do | need to type a dollar sign?

Q&A

You do not need to type dollar signs
or commas. In addition, because the
digits to the right of the decimal
point are both zeros, you do not
need to type either the decimal
point or the zeros.

(5

e Press the TAB key to complete the
entry for the Amount Paid field.

e Type 17500 to enter the current
due amount and then press the TAB
key to move to the next field.

e Type 21 as the Recruiter number to
complete data entry for the record
(Figure 1-44).
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. Table Toals
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k- Client Nwhe - | Street ~| city  «| State - |Postal Code - |Amount Paic - | Current D
alys Clinic 134 Central Berridge C(i Bﬂfﬂ D{
client street city state postal amount paid in
name entered entered entered code process of being
entered entered entered
Figure 1-43
ISP Recruiters : Database (Access 2007) - Microsoft Acces = o

| Table Tools
5 | P | you will not enter any data in the Add @

New Field column — column is only

l |‘$—H—| ”— = MNew ¥ Tutals LIRS used to add a new field to the table
== S| @ Ry ¥ gl :
== ; i lkuﬁ i Recuiter . o
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Vi 0| All= | 75 Delete - B More = || 3| Number field Jale Filter kg Select~
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- | Postal Code - |Am0unt Paii = ICurrent Due - _HE];&C_U_II_E_:J{_NI_.,—;_Mdd Mew Fleld

20330 50.00 /93?,500.00 zy\

recruiter number
in the process of
being entered

State

current due
amount entered

Figure 1-44
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=
L S
()
e
(6 S
e
e Press the TAB key to B Lo B R | Table Toals ISP Recruiters : Database (Access 2007) - Microsoft Access = & X v
complete the entry 2 tors Dl e Dorre Dl w| WA
. — T T = (V)
of the first record s S e | e =tew BTt 8] % Selection - 8 Replace =
(F' 1 45) |& & =iz oyt 7 ‘-;”ah—“ “@ = save "?swm‘ ) Y T Advanced = ﬁ = GoTo = (V]
Igure - . wa FoLs Client Number o’ @H@ivl = '_l i' “‘;ﬁ‘-ﬂ! X Delete = EMD« * &) o W Toggle Filter . [.a' Select - <
<« | How and when do | _Miews || field selected fx RichText || Records Sort & Filter
o E3 = Client | _ x
o save the record? | client Numk - Client Nibine - | sStrest | city -| State - |Postal Code - |Amount Pait - | Current Due - |Recruiter N - |Add Mew Feld
A h (et alys Clinic 134 Central Berridge ] 80330 50,00 417,500,000 21 J
s soon as you have *) — ~
entered or modi- \ T
fied a record and position to enter '
client number on first record
moved to another second record engered J
. and save
record, the original
record is saved. This
is different from 1
other applications.
The rows entered in
an Excel worksheet,
for example, are not
saved until the entire
worksheet is saved.
currently
positioned on
record 2 out of 2
Record: M 4 2otz | 0 M | feiio il | Search

Figure 1-45

o Use the teChniqUES z B L R | Table Tools ISP Recruiters : Database (Access 2007) - Microsoft Access - =2 x
shown in Steps 3 = | Home | Create  EdemalDats  DatabaseToals  Datasheet @
= ; == s = Mew X Totals W7 Selection = 24, Replace
through 6 to enter the |l R i L == g | :i N 4 émm‘_ #A o
data for the Second Vlsw a'ste F |B L ”‘_"Hg”@“%l ‘ a!)_‘l “‘;ﬁtm X Delete = E More = QJ s W Taggle Filter 158 [,} Select -
record in the Client iews Font Bl Rich Text Recards Sort & Fiter Find
table (Figure 1-46). il

| client Numk - |Client Naghe - | Street - | City -| state - |Postal Code - |Amaount Paii - | Current Due - |Recruiter NU - | Add New Fle)

<‘A634 Alys Clinic 134 Cantral Berridge co 80330 _SU‘UD 517,500,00 21
'_@-172 Berls Hospital 415 Main Berls (0] 80349 529,200,00 20,00 24 )
* | Y
\ Close ‘Client’
record button
selector second record

entered and saved

__/\_/\/\

New (blank)
record button

Record; M 430f3 |+ M/ | g bofilter | search

Figure 1-46
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Undo and Redo

You also can undo
multiple actions. To see

a list of recent actions
that you can undo, click
the down arrow next to
the Undo button on the
Quick Access Toolbar.

To redo the most recent
action, click the Redo
button on the Quick
Access Toolbar. You also
can redo multiple actions
by clicking the down
arrow next to the button.

AutoCorrect Options
Using the Office
AutoCorrect feature,

you can create entries
that will replace
abbreviations with
spelled-out names and
phrases automatically.
For example, you can
create the abbreviated
entry dbms for database
management system.
Whenever you type dbms
followed by a space or
punctuation mark, Access
automatically replaces
dbms with database
management system. To
specify AutoCorrect rules
and exceptions to the
rules, click Access Options
on the Office Button
menu and then click
Proofing in the Access
Options dialog box.
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Making Changes to the Data

Check your entries carefully to ensure they are correct. If you make a mistake and
discover it before you press the TaB key, correct it by pressing the BACKSPACE key until the
incorrect characters are removed and then typing 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:

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

* To add a record, click the New (blank) record button, shown in Figure 1-46 on the
previous page, 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 Client Number.

* To delete a record, click the Record selector, shown in Figure 1-46, for the record to
be deleted. Then press the DELETE key to delete the record, and click the Yes button
when Access asks you to verify that you do indeed wish to delete the record.

* 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 up ARROW and DOWN
ARROW keys or the vertical scroll bar, to move to it. 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 current-
ly 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 clicking in the field or by pressing F2. Once you have produced an insertion point,
you can use the arrow keys, the DELETE key, and the BACKSPACE key in making the cor-
rection. You also can use the INSERT key to switch between Insert and Overtype mode.
When you have made the change, press the TaB key to move to the next field.

If you cannot determine how to correct the data, you may find that you are “stuck”
on the record. Access neither allows you to move to any other record until you have made
the correction, nor allows you to close the table. 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.

AutoCorrect

Not visible in the Access window, the AutoCorrect feature of Access works
behind the scenes, correcting common mistakes when you complete a text entry in a cell.
AutoCorrect makes three types of corrections for you:

1. Corrects two initial capital letters by changing the second letter to lowercase.
2. Capitalizes the first letter in the names of days.

3. Replaces commonly misspelled words with their correct spelling. For example,
it changes the misspelled word recieve to receive when you complete the entry.
AutoCorrect will correct the spelling automatically of more than 400 commonly
misspelled words.
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To Close a Table

It is a good idea to close a table as soon as you have finished working with it. It keeps the screen from getting
cluttered and prevents you from making accidental changes to the data in the table. The following steps close the
Client table.

o Close button

o Click the Close ‘Client’ button, shown i 9 e 3 | _ m'x
in Figure 1-46 on page AC 33, to - | Home | Create  EdemaiDats  Dstabase Tog
close the table (Figure 1-47). % = f| - | —

Client table
no longer
appears

-
S
Q
]
Q
©
o=
Y
v
7]
(]
[V
Y
<

?‘ {7 Selection - a& &, Replace

l T Advanced - = GoTa -

Filter Fird i
" Togale Filter Ly Select -

Sort & Filter Find

clicking Shutter
Bar Open/Close
Button shows the
Navigation pane

Figure 1-47

Other Ways

1. Right-click tab for
table, click Close on
shortcut menu

Quitting Access

If you save the object on which you are currently working and then quit Access, all Access
windows close. If you have made changes to an object since the last time the object was
saved, Access displays a dialog box asking if you want to save the changes you made before
it closes that window. The dialog box contains three buttons with these resulting actions:

* Yes button — Saves the changes and then quits Access
* No button — Quits Access without saving changes

¢ Cancel button — Closes the dialog box and redisplays the database without saving
the changes

If no changes have been made to any object since the last time the object was saved,
Access will close all windows without displaying any dialog boxes.
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To Quit Access

You saved your changes to the table and did not make any additional changes. You
are ready to quit Access. The following step quits Access.

o Click the Close button on the right side of the Access title bar, shown in Figure 1-47 on the
previous page, to quit Access.

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.

To Start Access

The following steps, which assume Windows is running, start Access.
o Click the Start button on the Windows taskbar to display the Start menu.

Point to All Programs on the Start menu to display the All Programs submenu and then
point to Microsoft Office on the All Programs submenu to display the Microsoft Office
submenu.

9 Click Microsoft Office Access 2007 on the Microsoft Office submenu to start Access and
display the Getting Started with Microsoft Office Access window (Figure 1-48).

If the Access window is not maximized, click the Maximize button on its title bar to maxi-
mize the window.

Microsoft Access R

Getting Started with Microsoft Office Access

MNew Blank Database More - Open Recent Database
= button =
[ Moare...
E= X (v & .
Elark Database Recent Documents list £2] E:\JSP Recruiters
. displays names of recently 412312008
Featured Dnline Templates opened databases (currently
there is only one)
1l I
I ‘ | ' <
= f |
i
- |
y 4 Y
\

Assets Contacts Issues

—_— |
Figure 1-48
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To Open a Database from Access

Earlier in this chapter you created your database on a USB flash drive using the file name, JSP Recruiters.
There are two ways to open the file containing your database. If the file you created appears in the Recent
Documents list, you could click it to open the file. If not, you can use the More button to open the file. The
following steps use the More button to open the JSP Recruiters database from the USB flash drive.

e With your USB flash = <) Microsaft Access
drive connected to defn ]
one of the computer’s P9 20X

USB ports, click the / i
More button, shown —— selected device

in Figure 1-48, to

-
S
Q
]
Q
©
o=
Y
v
0
(]
[V
Y
<

X tockin: | UDIsk 2.0 (€9 &
display the Open preE—
dialog bOX mDncumenl:s

(& Desktop
e If necessary, click the am
. Documents
Look in box arrow my
and then click it

q My Metwork
Places

UDISK 2.0 (E:) to select
the USB flash drive,
Drive E in this case, in
the Look in list as the
new open location.

Click JSP Recruiters to
select the file name
(Figure 1-49).

Open
button

File name; ‘

Files of bypa: ‘Microsoft Cffice Access \

< | How do | open the
| £ - .
o/ fileif lam not using a = e
H 2 = _quickly trackc repott, and share Office system
USB flash drive? i ||| information in a manageable Guide to Access 2007 User Interface
. environment, Learn more about T ———
Use the same process, the i fe shutesand 53 Navigation Pane
but be certain to
select your device in Figure 1-49
the Look in list. You might
need to open multiple folders.

12)

Q&A

e Click the Open button to open the = N B 5P Recruiters : Database (Access 2007) - Microsoft Acce?
i _ Sk e -
database (Figure 1-50). &S
. (T — JSP Recruit

Why do | see the Access icon and 7 B ol dutabase is | g [ ¥ Tat
name on the Windows taskbar? ven || o 2 = curently open e . ’:" [ sae 5o

e || Peste | [0 ] A | | [T ] 2 P o et = s
When you open an Access -

Views || Clipboard Fant Il Pich Text Records
database, an Access program _ .
button is d|5p|ayed on the taskbar. |® Security Waming Certain content in the database has been disabled | COptions...
A x —— Options
If the contents of a button cannot = button
i tha allattad hittAan cnara an F— | Security message indicates
flt-ln _the allotted button _space, an Warning )
ellipsis appears. If you point to a has been disabled
program button, its entire |
contents appear in a ScreenTip,
which in this case would be the
rogram name followed by the "

prog y Figure 1-50
file name.
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Microsoft Office
e Security Options
dialog box
o If a Security Warning AT | I — T .

appears, as shown in
Figure 1-50 on the

‘@ Security Waming Certain content in the dat

previous page, click » @ T
. | SCLINI ar
the Options button to \ v
display the Microsoft vBA Matr: i o o o
. . Access has disabled potentially harmful content in this database.

Office Security Sy By

Opti d I b Open/Close IF wou trust the contents of this database and would like to enable it For this session

ptlons 1alog box Button only, click Enable this conkent,

(Flg ure 1-51 ) Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source,

o More information
option button to 5 o .
° ClICk the ‘Enable help protect from File Path:  E:\J5P Recruiters.accdb

unknown content
*) Help protect me from unknown content (recommended)

) Enable this content

this content’

option button. option button to

enable content

e Click the OK button to
enable the content.

When would | want to

Navigation Pane

Q&A

disable the content? Brissiihis T Eanbas C= ] [ cancel |
You would want to
disable the content )

Figure 1-51

if you suspected that
your database might

contain harmful content or damaging macros. Because you are the one who created the Other Ways
database and no one else has used it, you should have no such suspicions.

1. Click Office Button,
double-click file
name in Recent
Documents list

2. Press CTRL+O, select file
name, press ENTER

To Add Additional Records to a Table

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 data record before
you enter the additional data. To do so, 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. The purpose of each of the Navigation buttons
is described in Table 1-2.

Table 1-2 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
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=

S

Q

a

The following steps add the remaining records (Figure 1-52) to the Client table. ©

<=

(9

v

T 0

| Client (V)

(o]

Client Numnb - | Client Narme »|  Street - City »| State  -|Postal Code - Amount Paic - Current Due - |Recruiter Nu - &J
BL1Z |Benton Labs (12Mountain Denton |CO | 50412 | 516,500.00 | 538,2_25.00 |24
EA4S ENTAssoc.  867Ridge  FortStewart  CO 80336 | $12,750.00  $15,000.00 |27
FD&3 ‘Ferb Dertistry 34 Crestview  Berridge o 80330 | $2L,000.00 $12,500.00 21
FHZz2 |Family Health | 123 Second |Tarleton |CO | 80403 | 50.00 | 50.00 |24
WIHSG _Maun Hospital .?6 Dixan .Masnn _CO _80356 | 50.00 | 543,025.00 _24
PR11 |Peel Radiulugyé 151 Valleyview Fort Stewart | CO | 80336 | 531,750.00 $0.00 |21
TC37 Tarletan Clinic 451 Hull Tarletan =5 80403 . $13750.00  $31,500.00 27
WL56 West Labs 785 Main ‘Berls o 30343 | $14,000.00 $0.00 24

Figure 1-52

* If the Navigation pane is hidden, = L S S ISP Recruiters : Database (Access 2007) - Microsoft Acce
click the Shutter Bar Open/Close & ™ e T
Home [ m - | M. rnal Data - Database Tools
Button, shown in Figure 1-51, = — — ————
to show the Navigation pane ELZ: el - -| EEEESE ] g .
(Figure 1-53). viw || s Nevsator B8 ) | R 58 e~ =
Wiews || Font. Rich Text i Records

All Tables

ZH Client : Table

Client
table

Figure 1-53

12)

e Right-click the Client table in the
Navigation pane to display a short-
cut menu.

Client Number
| field on first record
currently selected

Ak - L street el Gty + | Postal Code - |&mou
. Alys Clinic 134 Central Berricdge (le] 80330
° :
Click Open on the shortcut menu Berls Hospital 415 Main Berls co 80343 529

to open the Client table in %
Datasheet view.

e Hide the Navigation pane by
clicking the Shutter Bar Open/Close
button (Figure 1-54). iy

positioned on

— record 1 outof 2 —~ Next Record || Last Record
button button
Previous
Record
button
First Record New (blank)
button record button

RBWE:“ A" ,101_’ a1 l" H"* Tﬁ IlocFilter |§.S_éarch
Datashest View

Navigation
buttons

Figure 1-54
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External Data

Database Taals

| Table Toals

Datasheet

ISP Recruiters ; Database (Access 27

e Click the New (blank) record N
button to move to a position to L |_ T '[ i
enter a new record (Figure 1-55). ﬁ ;_,1 ol

< | Why click the New (blank) record e || oo
g button? Could you just click the - -

Client Number on the first open Views |
record and then add the record? 2

You could click the Client Number

alys Clinic

Berls Hospital

on the first open record, provided | |pHT2

that record appears on the screen. ¥|

With only two records in the table, \

this is not a problem. Once a table position to type

client number
for new record

contains more records than will fit

on the screen, it is easier to click the
New (blank) record button.

b‘mm

14

Street

134 Central
415 Main

EE ERINE

leru*h

City
Berridge
Berls

Figure 1-55

8033
8034

- | Post:

=i Mewy Z Tot
=Hsave 9 spe

al Code ~ |Amuun
]
3 529,

e Add the records shown -
in Figure 1-52, using Ghemsitiote  Daabaicteol | Ga

Table Tools

ISP Recruiters : Database (Access 2007) -

Microsoft Access

the same techniques
you used to add the
first two records
(Figure 1-56).

R |Client Mame » ! Streat v City
6 Alys Clinic 134 Central Berridge
Berls Hospital 415 Main Berls
4 Clld( the ClOSE lClient' Benton Labs 12 Mountain  Denton
button to close ENT Assac, 867 Ridge Fort Stewart
Ferb Dentistry 34 Crestview  Berridge
the table. Family Health 123 Second Tarleton
fdaun Hospital 76 Dixon hdason
Peel Radiology 151 walleyview Fort Stewart
Tarleton Clinic 451 Hull Tarleton
Weast Lahs 783 Main Bers

L e s

State

Refresh
an-

=y e

20330
20249
a0412
80336
a0330
80409
80356
80336
20409
20249

=Hsave 9 spelling I
M Delete = EMW!'

X Totals

i&

40,00
429,200.00
416,500,00
412,750.00
421,000,00

40,00

40,00
431, 750.00
418,750.00
414,000.00

s

(r “f; Selection =

mﬁd‘aﬂmﬂ ®
o Togole Filker
Sort & Filter

417,500,00
40,00
438, 225,00
415,000.00
412,500,00
40.00
443,025.00
40.00
431,500,00
40,00

21

Close ‘Cl

- | Postal Code + IAmDunt Pait - Icurrent Due - IRecruwter ML - Iﬂ.dd New Field

ient’ |

—

additional
records
added

Figure 1-56
Other Ways
1. Click New button on
Ribbon
2. Press CTRL+PLUS . . . .
SiGN (4 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 1-57 shows a printed copy of the contents of the Client table. (Yours may look
slightly different, depending on your printer.) Because the Client table is wider substan-
tially 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.
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-

—

Q

]

Q.

©

o=

Client 4/23/2008 (@)

v

7]

Client Number | Client Name Street City State Postal Code | Amount Paid | Current Due |Recruiter Numb 8

AC34 Alys Clinic 134 Central Berridge CcO 80330 $0.00 $17,500.00 21 &J
BH72 Berls Hospital 415 Main Berls CcO 80349 $29,200.00 $0.00 24
BL12 Benton Labs 12 Mountain  Denton CO 80412 $16,500.00 $38,225.00 24
EA45 ENT Assoc. 867 Ridge Fort Stewart CO 80336 $12,750.00 $15,000.00 27
FD89 Ferb Dentistry 34 Crestview Berridge cO 80330 $21,000.00 $12,500.00 21
FH22 Family Health 123 Second Tarleton CcO 80409 $0.00 $0.00 24
MH56 Maun Hospital 76 Dixon Mason cO 80356 $0.00 $43,025.00 24
PR11 Peel Radiology 151 Valleyview Fort Stewart CO 80336 $31,750.00 $0.00 21
TCc37 Tarleton Clinic 451 Hull Tarleton co 80409 $18,750.00 $31,500.00 27
WL56 West Labs 785 Main Berls CO 80349 $14,000.00 $0.00 24

Figure 1-57

Landscape orientation means the printout is across the length (height) of the page.
Thus, to print the wide database table, use landscape orientation. If you are printing the
contents of a table that fit on the screen, you will not need landscape orientation. A conve-
nient 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.

To Preview and Print the Contents of a Table

The following steps use Print Preview to preview and then print the Client table.

e If the NaV|gat|on @é g:ftitcsn ISP Recruiters : Database (Access 2007) - Microsoft Access
i i )~ —
pane is hidden, | Home'TcresE—  EdemalDate  Datsbase Toals
show the Navigation lﬁ’.&)‘ “‘J & = ‘E = §| |§ EHF" i.l = Mew X Totals | 3l o Selection -
pane by CIICkIng the r;\;'l Paste Iq'a : (A | ] T— == éb_I Ré%:sh S ﬁsﬂlﬂ E$ Filter “rjAduancec:i )
Shutter Bar Open/ i s B_“J.HA_H&”@ = = e | X Delete ~ = Mo - ‘ 8, P Tog 516 Fiitar
CIose Button Views || Cliphoard Font Te Rich Text Records Sort & Filter
’ AiTables v«
. Client 2 Navigation
e Be sure the Client ’gﬁf‘c“e,nt T pane is visible
table is selected
(Flgure 1_58) Client table
selected
g Why do | have to be
sure the Client table .
o Figure 1-58

is selected? It is the
only object in the
database.

There is no issue when the database contains only one 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.
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e Click the Office Button to display
the Office Button menu.

e Point to the Print command arrow
to display the Print submenu
(Figure 1-59).

JSP Recruiters : Database (Access 2007) - Microsoft Acce r

Send the object directly to the default

printer without making changes.

Print Preyview <«——

without dialog box

Print Preview

Preview and make changes to pages before

printing.

S Y
w % | a

|1': Manage ]

Print
command
arrow

UE'ﬁ E-mail
f Publish »

o]
Close Database

command

Print
submenu

\

| 2] Access Options --]X Exit Access [

Figure 1-59

Print command produces a
D New m-‘m“"m dialog box that allowsyouto | ., 5 Tot
specify options before printing ? #
=) = Save Spi
~ = i Select a printer, number of copies, and I| I Ay . ||| Refresh | g .
. Qpen other printing options before printing. N i * Delete ~ E Mo
Quick Print command
Quick Print < sends report to printer Records

J&P Recruiters : Database (Access 2007) - Microsoft Access

=

Page | Pages Pages~
Zoom

Wi Mo Filter

Refresh
Al

E Ly Word &3
: |'%
2o o
Excel SharePaint Close Print
lst  GMore | preiew
Close Preview

Ajzizma

position to click to

magnify report

preview
of report

. . portrait
(3) Eé'n"t‘e'i'ii!'ﬁ“!b i
e Click Print Preview CEFCEDE selecte
on the Print submenu | — | Firtpmie | e
to display a preview kAl (A [ gi“:“DMniw ="
of the report b | il A ookl
(Figure 1-60). pnt_ Vs B
All Tables v e
< | | can't read the report. | Gient A
o3 . = Client; Table
o/| Canlmagnify a
portion of the report?
Yes. Point the mouse
pointer, whose shape
will change to a
magnifying glass, at
the portion of the
report that you wish
to magnify, and then
click. You can return
the view of the report
to the one shown in
the figure by clicking
a second time.
Restly
+ start

Figure 1-60
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4]

e Click the mouse pointer in the

Landscape
button

position shown in Figure 1-60 to
magnify the upper-right section of
the report (Figure 1-61).

R i e |

D Shiow hargins % Q
[ Print Data Only : : i
Page || Zoom

Setup T

clicking magnifying glass
mouse pointer a second

£ Columns

.ps . ti h il rt
< | My report was already magnified in [me shows e epo
g a different area. How can | see the last field shown in
B ; portrait orientation
area shown in the figure? is Postal Code
There are two ways. You can use
the scroll bars to move to the Mumber | Client Mame: Street City | Paostal Code
desired portion of the report Alys Clinic 134 Central Berridze Cco 80330
Y | P lick th P o t ) Berls Hospital 415 Main Berls (58] 20349
ou also can click the mouse pointer Bentorlabs 12 Mountain  Derton co 80412
anywhere in the report to produce S EMT fssoc, 867 Ridge Fort Stewart  CO 80336
a screen like the one in Figure 1-60, magnified Ferb Dentistry 34 Crestview  Berridge co 80330
and then click in the location shown Family Health 123 Second Tarletan co 80403
in the figure haun Hospital 76 Dixon hazon Co 80356
. \, Pesl Radiclogy 151 Walleyview Faort Stewart  CO 20336
Figure 1-61
o Cli
Click the Landscape but.ton tq T Wi Ko e
change to landscape orientation @
(Figure 1-62). E = -
1w L
EENN I e e &
e E !ﬂ] x _u-_f_! Dfﬂ'ﬁ. .
Refresh | Excel SharePoint Close Print
. . Al list G More - Preview
e Click the Print button on the Data

Print Preview tab to print

Close Prewiew

all fields

the report.

B client: Table

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

e Click the Close ‘Client’ button to
close the Print Preview window.

How can | print multiple copies of
my document other than clicking
the Print button multiple times?

Click the Office Button, point to the
arrow next to Print on the Office
Button menu, click Print on the
Print submenu, increase the number
in the Number of Copies: box, and
then click the OK button.

Q&A

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

Q&A

desired page range, and then click the OK button.

currently

Postal Code | Arrnount Paicl | Current Due

[ais] 50330 50,00 517,500.00 21
co 80343 529,200.00 50,00 24
o 20412 %16,500.00 %38,225.00 24
Co BO336 %12,750.00 §15,000.00 27
o 20230 %21,000.00 §12,500.00 21
Co 20409 40.00 40,00 24
o 80356 40.00 443,025.00 24 ) |
(als] 50336 531,750.00 000 21 1
co 80409 418,750.00  $31,500.00 27
80349 514,000.00 50,00 24
orientation
changed to
landscape

Figure 1-62

Click the Office Button, point to the arrow next to Print on the Office Button menu, click
Print on the Print submenu, click the Pages option button in the Print Range box, enter the

Other Ways

1. Press CTRL+P,
press ENTER
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To Create an Additional Table

The JSP Recruiters database contains two tables, the Client table and the Recruiter table. You need to create
the Recruiter table and add records to it. Because you already used the default table that Access created when you
created the database, you will need to first create the table. You can then add fields as you did with the Client table.
The fields to be added are Recruiter Number, Last Name, First Name, Street, City, State, Postal Code, Rate, and
Commission. The data type for the Rate field is Number, and the data type for the Commission field is Currency.
The data type for all other fields is Text. The following steps create the Recruiter table.

e Click Create on the Ribbon to
display the Create tab
(Figure 1-63).

Table
button

12)

e Click the Table button on the
Create tab to create a new table
(Figure 1-64).

Could I save the table now so | can
assign it the name | want, rather
than Table1?

You certainly can. Be aware, how-
ever, that you will still need to save
it again once you have added all
your fields.

Q&A

\ Q ‘0 i) 5 . . ISP Recruiters : Database (Access 2007) - Microsoft Acces
.M ( Ernt% ‘Exfernal Dat  Database Toals
=D o REany o oa
etank Form . LI Blank Report
Table SharePoint Table Form  Split Multiple
‘ramm;' Lists~  Design Form  Items o2l More Farms - I:vesban HMNW Ded
Tables Forms Reports
- | “%
Figure 1-63
1= I B R | TableTanls | ISP Recruiters : Database (Access 20,
Home  Creste  EtemaiDats  OstabaseToohs | Datashert
BN
‘ W Defete Format |anuuhlnt = |[C] DNRequired = ﬂ
Vle Mewe  Add Existing Lookup - Relationships O
| Field Fields  Column I@Rename i M 'ﬂ“ql | Depen
[ Views || Fields & Columns - DutaTsepe & Formatting ] Relationships
e B =
 Client ¥ 2 |l b - |Addiew Field,
T Client; Table | */ (Mew)
Tablel A |
5 Tablel:Table new table open position to
in Datasheet view add new field

Figure 1-64
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e Right-click Add New Field to
display a shortcut menu.

e Click Rename Column on the short-
cut menu to display an
insertion point.

e Type Recruiter Number to assign
a name to the new field.

® Press the DOWN ARROW key to com-
plete the addition of the field.

e Using the same technique, add the
Last Name, First Name, Street, City,
State, Postal Code, and Rate fields.

4]
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Table Tools ISP Recruiters : Databhase (Access 2007) - Microsoft Access - 8 X

3 | [atasheet I Data Type @
Pa— box arrow g —
'F&Zé [ Unique

Text " Is Reauired =

Memo Number Relationships  Object Rate field

Number data type S PRl ETICNE selected

Relationships

(| DatesTime
Currency

e Click Number on the
Data Type box menu
to select the Number

Vesiho ame «| Street < | city ~| state - |PostalCode - Rate - |Ad]
COLE Ohject
Hypetlink
Attachment
additional
fields entered
Data Type
box menu
Figure 1-65
o Click the Data Type box arrow to display the Data Type box menu (Figure 1-65).
Table Toals ISP Recruiters : Database (fAccess 2007) - Microsoft Access =X
}iﬁ!ﬂﬂﬁ@7 D-;m'mmmf" Datasheet '7” | I By 7]
%' nsert || Data Type: | Currency = [F] Unique e ——
=: # Delete || Format: fgurrequj = [ 1s Required e =

data type and assign pi 2

Field

Mew Add Existing Lookup
Fields

Relationships

Column =] Rename ||| § %% 9 H'SE..EE‘

the Number data type Views Fieldls & Calumns Data Type & Formatting
. All Tables = 4|l ] Tabler
to the Rate fIEId' Client 2 ||} LastName - | FirstName -| Street -] City i fate -|Posta\ Code - |  Rate - Commissian - Ad)
= client  Table | #|
e Add the Commission Table1 % Save As
: H H ZH Tablel: Table }
field and assign it the wable name Teble Hame:
Currency data type.
| okbutton "o ] [ cel ]
e Click the Save button
to display the Save As L—"
dlralog box Figure 1-66
(Figure 1-66).
e Type Recruiter to assign a name === =
4 S = W Delete Format:
to the table. Wiewy Mew Add Existing Lookup v
- Field  Fields  Column =0 Rename . | %
o Click the OK button (Figure 1-67). Views || Fields & Columns i
All Tables v <« || = Reauiter
Client 2 || |fLastName - Postal Code - | Rate - |Commission - | Ad
T Client: Table *
Recruiter table name
FH Recruiter ; Table=——— changed to
Recruiter
/—_
Design
View
button
Recard; W 1]
meetvew —  [Easx

% 115FM

Figure 1-67
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To Modify the Primary Key and Field Properties

Fields whose data type is Number often require you to change the field size. Table 1-3 shows the possible field

sizes for Number fields.

Table 1-3 Field Sizes for Number Fields

Field Size Description

Byte Integer value in the range of 0 to 255.
Integer value in the range of -32,768 to 32,767.
Integer value in the range of -2,147,483,648 to 2,147,483,647.

Integer

Long Integer

Single Numeric values with decimal places to seven significant digits — requires four bytes of storage.
Double Numeric values with decimal places to more accuracy than Single — requires eight bytes of storage.
Replication ID Special identifier required for replication.

Decimal Numeric values with decimal places to more accuracy than Single — requires 12 bytes of storage.

Because the values in the Rate field have decimal places, only Single, Double, or Decimal would be possible
choices. 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 a perfectly

acceptable choice.

In addition to changing the field size, you should also change the format to Fixed (a fixed number of decimal

places) and the number of decimal places to 2.

The following steps move to Design view, delete the ID field, and make the Recruiter Number field the
primary key. They then change the field size of the Rate field to Single, the format to Fixed, and the number of

decimal places to 2.

e Click the DeSIQn View button on _gj e} ¥ Table Tools | ISP Recruiters : Database (Access 200
the sta’Fus bar to move to Design e Gnie | iaiow! Onuamteas’ | Devan
view (Figure 1-68). = = == e '
j\ 1 Vg SraInsert Rows E
Y = == Delete Rows =
- Primary| Builder Test Walidation Property Indexes
Primary Key Rules ol Lookup Column || speet
button s Tools ShowH  Recruiter table
Simmmmm———— inDesignview
All Tables = < || ] Recruiter-
Client 2 (Pl Field Mame | Data Type
E3 Client Table ’2 Autohumber
Resrditer | Recruiter Mumber Text
il
Z Recruiter: Table / —t LSt NAmE Sk
;  |First Mame Text
;g\:\/léeﬂe;;or | Streset Text
_|City Text
 state Text
_! Postal Code Text
_iRate MNumber
!Commission currency
i
=
Field Properties
General || ookup)
[Field size Long Integer
[News Values Increment.
\Format
|Caption. | IS -
Indexed (Yes (Mo Duplicates)
| ——— ] |3mart Tags

Figure 1-68
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e Click the row selector for the ID
field to select the field.

® Press the DELETE key to delete
the field.

e Click the Yes button to complete
the deletion of the field.

o With the Recruiter Number field se-
lected, click the Primary Key button
to designate the Recruiter Number
field as the primary key.

e Click the row selector for the
Rate field to select the field
(Figure 1-69).

(3]

e Click the Field Size box to display
the Field Size box arrow.

e Click the Field Size box arrow to
display the Field Size box menu
(Figure 1-70).

What would happen if | left the
field size set to Integer?

Q&A

If the field size is Integer, no decimal
places can be stored. Thus a value
of .10 would be stored as 0. If you
enter your rates and the values all
appear as 0, chances are you did not
change the field size.

Previewing and Printing the Contents of a Table AC 47
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Description

~|Last Mame

~ |First Name

| Street

|| City

| State
Postal Code

Ejﬂate

commission

I \__1' |Recruiter Mumber

Text
Text
Text
Text
Text
Text
Text

Recruiter Up Calumm
Number field .
is primary key Showi/Hide
= o |\ 2] Recruiter
2 [y Field Mame Data Type
L fRecruiter MNurn ber Text
7o I ILast Mame Text
LFirst Mame Text
Ralte ﬁfjld Street Text
selecte ”
ity Text
| State Text
Y!Postal Code Text
@ Rate Murnber
| Commission currency
U
| field properties
_i for Rate field
Field Size I
ropert;
PIEpE Field Size Field Properties
———= box
General |Lookup! WA
Field Size Long Integer
Format |
Decimal Places |Auto
Input Mask
Caption
Drefault Walue
walidation Rule
Walidation Text |
Required |Na
Indexed Mo
Smart Tags !
Text Aligh |General

--‘_—'_‘*\__/_——‘*\__/
Figure 1-69

urrber

Curr

ency

A field name
including 3

Field Properties

Field Size

General |L00kup|

box arrow

/

[Field Size
|Format
|Decimal Places

[Default \alue
[validation Rule
Ivalidation Text

.Long Inte_ger{

Sl

| Bwte
|Integer

Single field size I——- Single

| Double
| replication I
| Decimal

The size and typ
field, The most o
and Long Intege
AutoMumber

relationship, this

[Required Mo \

Indexed Na

\Smart Tags . Field Size

Text Align | General box menu
1= Help. |

Figure 1-70
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o Single (single
precisio_n) sel_ected
e Click Single to select single }/ Es i ifilid i . —
precision as the field size. General Loakup| / box
. . rormat | ||| e 4 Forma
e Click the Format box to display property ™ | _ f{%"‘ box arrow
| Places [ General Mumber 3456769
the Format box arrow _ 1 P
Figure 1-71). Ega 1| Eura
(Fig ) [Default Value. | fixed The display
. Malidation Rule [ >Landlard defined fo
e Click the Format box arrow to open Eerce?_; : Pres
- | ZCIentitic =4
1 ek *
the Format box menu. Fired |1 N |
Smart Tags Format '
Text &lign | General box menu
. F1=Help,
Figure 1-71
Save
e button
e Click Fixed to select fixed as @ ﬂ_’g )3 FHbiey
) S : = i ———
the format. < . sesnssetosts |
e Click the Decimal Places box to | 822 | 'IL'-_l BN @y TIvetow
H H = L - — =8 Cielete Rows —
dlsplay the DeCImaI Places Wiewn Primiary Builder Test Walidation ~ Property In
box arrow. - Key Rules 20 Lockup Column || sheet
| iews | Tools : Showi/Hi =
- - ose
e Click the Decimal Places box All Tables - % 1.Emeuuitm. ;)Recruiter’
—— = o i utton
arrow to enter the number of Client z |F] ~ Field Name
decimal pIaces. T Client s Table ‘17_ Recruiter Mumber
R iter = 0| Last Mame
e Click 2 to select 2 as the number of B Recruiter: Table i ;'t”t Tame
) | [5tree
decimal places. Gy
) | State
e Click the Save button to save your Postal Code
changes (Figure 1-72). | Rate
. Commission
g What is the purpose of the error
o | checking button? | ]
You changed the number of decimal = ok
R error checking
places. The error checking button i options button -

may appear

gives you a quick way of making
the same change everywhere Rate

General |lookup|

Fixed format

appears. So far, you have not added selected
any data, nor have you created any I
two decimal
forms or reports that use the Rate ; places selected
field, so no such changes are | De W
necessary.

Figure 1-72

6]

e Close the Recruiter table by —1 .
clicking the Close ‘Recruiter’ All Tables =i
button (Figure 1-73). ;" ER E;C;l:rt:; ;aelglfsno
“Recruiter 2
A Recruiter : Table w—_| Recruiter table in

Navigation pane

_/_
Figure 1-73




To Add Records to an Additional Table
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The following steps add the records shown in Figure 1-74 to the Recruiter table.

i-' Recruiter
Recruiter Mu - | Last Name
21 Kerry

24 Reeves

27 |Fernandez

24 Lee

-

| Alyssa
| Camden
Jaime

Street
261 Fointer
| 3135Brill
| 265 Maxwell
1527 Oak

First Name -

lan

Tourin

:Charlestnn

City

Denton

Denton

o

‘o

~| Postal Code -
80416
30412
30380
E0413

Rate

0.10
0.09
0.08

(010

Cco

- Commission =

$17,600.00
$19,500.00
53,450.00
50.00

e Open the Recruiter
table in Datasheet
view by right-clicking
the Recruiter table in
the Navigation pane
and then clicking
Open on the
shortcut menu.

e Enter the Recruiter
data from Figure 1-74
(Figure 1-75).

Experiment

e Click in the Rate field
on any of the records.
Be sure the Datasheet
tab is selected. Click
the Format box arrow
and then click each
of the formats in the
Format box menu to
see the effect on the
values in the Rate
field. When finished,
click Fixed in the
Format box menu.

12)

Figure 1-74

79"!'("- s

| Table Toals

ISP Recruiters ; Database (Access 2007) - Microsoft Access

<= % |
=
asie
e
|Clipboard

21 Kerry
24 Reeves
27 gH

WES Lee Jan
*

&lyssa

Fernandez laime

Calibri N EET— |

(B 7 ullA-|&|E=-

| Recruiterhu - | LastName - | Firsthame - Strest - |

Camdlen

< | Home | Greate  ExemaiDat:  DatabaseTools  Datasheet

261 Pointer
3135 Brill
265 Mawwel|
1827 Qak

= Rich Text

*C; Selection ~

T Advanced -
W Toggle Filter
Sort & Filker

= Mew Z Totals || QL
=Hsawe  Fspeling || £l
K Delete ~ EHMore - || 4

Records

Ca|
(B2

r

Filter

i
Refresh
Al

City =| state Rate
Tourin co
Denton [o0]
Charleston co

Denton Cco

~ | Postal Code - |
0416
80412
80380
80413

0,10
0.10
0.03
0.08

Close
‘Recruiter’
button

- | Commission - | Add New Fisid
S17,600,00
513,900,00
£9,450,00
SU‘UUJ

Navigation Pane

Y

\

all records
added

Record: M 4 505

b Wb [ Wb Filter, [ [Search

Datasheet Wiew

Figure 1-75

e Click the Close ‘Recruiter’ button to close the table and remove the datasheet from the screen.
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Creating a Report

JSP Recruiters needs the following reports. You will create the four reports shown in
Figure 1-76 in this section.

Client Financial Report
AC34 Alys Clinic $0.00 $17,500.00 21
BH72 Berls Hospital $29,200.00 $0.00 24
BLiz Benton Labs $16,500.00 $38,225.00 24
EA4s ENT Assoc. $12,750.00 $15,000.00 27
FD8&g Ferb Dentistry $21,000.00 $12,500.00 21
FHz22 Family Health $0.00 $0.00 24
MHs6 Maun Hospital $0.00 $43,025.00 24
PR11 Peel Radiology $31,750.00 $0.00 21
TC37 Tarleton Clinic $18,750.00 $31,500.00 27
WLs6 West Labs $14,000.00 $0.00 24
Client Address Report

AC34 Alys Clinic 134 Central Berridge co 80330

BH72 Berls Hospital 415 Main Berls co 80349

BLiz Benton Labs 12 Mountain Denton co Bo412

EAs4s ENT Assoc. 867 Ridge Fort Stewart co 80336

FD8&g Ferb Dentistry 34 Crestview Berridge co 8o330

FHzz Family Health 123 Second Tarleton co Bo409

MHs56 Maun Hospital 76 Dixon Mason co 80356

PR11 Peel Radiology 151 Valleyview Fort Stewart co 80336

TC37 Tarleton Clinic 451 Hull Tarleton co 80409

(b) WLs6 West Labs 785 Main Berls co 80349

Recruiter Financial Report

21 Kerry Alyssa 010 $17,600.00
24 Reeves Camden ©0.10 $19,900.00
27 Fernandez laime 0.09 $9,450.00
ED Lee lan 0.08 $0.00

(c)

1 Kerry Alyssa 261 Peinter Tourin co 80426
24 Reeves Camden 3136 Brill Denton co 80412
27 Fernandez laime 265 Maxwell Charleston co 80380
34 Lee Jan 1827 Qak Denton <o 80413

Figure 1-76
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To Create a Report

You will first create the report shown in Figure 1-76a. The records in the report are sorted (ordered) by
Client Number. To ensure that the records appear in this order, you will specify that the records are to be sorted on
the Client Number field. The following steps create the report in Figure 1-76a.

e Be sure the Client table is selected
in the Navigation pane.
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ISP Recruiters | Diatabase (Access 20071 - Microsoft Access

|

Fd o Database Tools
§::1| [l PiwotChart @ l__ %Labels g
= Tleienk fom, == || = |l

Split  Multiple 4 Repaort
Form  Items %Mﬂnfarm‘i' Design

e Click Create on the Ribbon to
display the Create tab.

SharePoint Table Form

~  Lists~ Design

e Click the Report Wizard button to ables B Report Wizard Report
display the Report Wizard dialog Wizard
box (Figure 1 77) = ‘which fields do wou wank on your report?|  button
. ‘¥ou can choose From more than one table or query.
< | What would have happened if
g the Recruiter table were selected available fields are i area
H H in the Client table S Add Fie utton moves
instead of the Client table? Tabl: Client highlighted field to list
. . . of selected fields Add All Fields button
The list of available fields would Report Wizard available Fiskds Selocted Felds) moves all fields to st
have contained fields from the dialog box - of selected fields
Recruiter table rather than the Mamme .
: -->> Remove Field button moves
Client table. list of highlighted fields in list of
available « selected fields back to list
3 ) ; fields Fostal Codg of available fields
< | If the list contained Recruiter table gmwn: Ea'd =
) ) 3 urrent Due
3 fields, how could | make it contain \ AN

Client table fields?

Click the arrow in the Tables/
Queries box and then click the
Client table in the list that appears.

Cancel button
terminates the
process without
creating a report

AN
< Baick i Mext >\i [ Einish ]

list of fields selected
for report (currently
there are none)

Remove All Fields button
moves all fields back to
list of available fields

Figure 1-77

12)

e Click the Add Field button to add
the Client Number field.

‘wehich Fields do wou wank on vour report?

e Click the Add Field button to add 1 3 Yfou can chaose fram mare than one table or query,
the Client Name field. '
Tables/Queries
e Click the Amount Paid field, and [Table: Client v|
then click the Add Field button to fvailable Fields: Selected Fislds:
add the Amount Paid field. GlIREENTTREER
fad ™ | Clignt Mame
e Click the Add Field button to add Shiartdian
K urrent Due
the Current Due field. criiter Number

e Click the Add Field button to add
the Recruiter Number field selected

field
(Figure 1—78) Cancel rle fqm.n i ek = i [ Finish J

Figure 1-78
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e Click the Next bUtt_on to dISPIay ISP Recruiters | Database (Access 2007 - Microsoft Access
th.e next Report Wizard screen e oo o
(Figure 1-79). =
% il FivotChart @ je= = Labels: E
< | What is grouping? ~ | ]Blank Form —— []Blank Report
oa Table Form Split Multiple Farm Repart Report Query
©| Grouping means creating separate question concerning |1 EyMore Forms ~ Design K Report Wizard Design | wizaed U?;’:“ >
. . i i r
collections of records sharing grouping levels Wizard
- - | &
some common characteristic. For ~ Do you want ko add any grouping
example, you might want to ) i Sl e el
roup clients in the same Posta available fields
group cli in th P I 2 i
or grouping
code or that have the same P
. Client Marme report
recruiter. Armount Paid 3 2
Current Due g Add Field
i i Recruiter Mumber button
< | What if | realize that | have selected +*
g the wrong fields? Fiey
. *
You can click the Back button to
return to the previous screen and
then correct the list of fields. You |
also could click the Cancel button
and start over. Grouping Options ... [ Cancel ] [ = Back J[ Mext ] [ Einish ]
Back button returns Next
to previous screen button

4]

Figure 1-79

e Because you will not specify any
grouping, click the Next button in

Database Tools

ISP Recruiters | Database (Access 2007) - Microsoft Access

the Report Wizard dialog box
to display the next Report

Wizard screen. Table

Design

Fatrm

Farm

il 5] FivatChart @ = Labels. g B“E @ =
= D“"“ Farm = u Blank Report AN ".._g
Split Multiple Faorm Repaort . port | Quen Query e

Re
trems U More Forms = Design i\ Reportwizard pesign | Wizard Design -

e Click the box arrow in the text
box labeled 1 to display a list of
available fields for sorting
(Figure 1-80).

question about
sort order

Wehat sort order do you want For your recordsy 4|

You can sork records by up to four Fields, in eib
ascending or descending order,
|_ﬂ_
(Mone)

|
Client Mumber «—— |

Clignt MName
Arnount Paid
Current Due
Recruiter Nurnber

\

list of
available
fields

1

Client Number field
is to be sort key

Ascending

LAAARRRAAAARAARAAARAR,

][ = Back. ]I Mext =

I [ Firish

]

Figure 1-80
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e Click the Client Number field to
select the field as the sort key
(Figure 1-81).

What if | want Descending order?

Q&A

Click the Ascending button next to
the sort key to change Ascending
order to Descending. If you decide
you want Ascending after all, click
the button a second time.

(6

o Click the Next button to display
the next Report Wizard screen
(Figure 1-82).

Experiment

e Click different layouts and
orientations and observe the effect
on the sample report. When you
have finished experimenting, click
the Tabular option button for
the layout and the Portrait option
button for the orientation.

Creating a Report AC 53

= 151 FivotChart @ | i= 12| Labels _ ."':
== D!lﬁr’!l\‘crrn‘i £ £ | Blark F "t E E.é\ % :_J

Split - Multiple Forr Report Repart Query Query Macro
Farm — Items %W“ Farms * pesign ﬂkﬂmmm Design || Wizard Design  ~

Report Wizard ¥

wWhat sort order do vau want For your records?

Client Number
Yiou can sork records by up to four figlds, in field selected
ascending or descending order,

as sort key
B - §

= U= N .
can select - — clicking

additional : changes
sort keys 3 | | Ascending Ascending
= order to
Descending

— 4 | | fscending

LAMAAAAALARAAMAARAARS

[ Cancel J[ < Back " Mext = I[ Finish J

Figure 1-81

e,

i3} RivatChart @ f=a| 3 Labels a |
DHIH&F«JH‘I == f_| Blank Report  —2F || o

: lit  Multiple Farm Report Renart || Ciie
questionon  [F r = r = ; : -
report layout 211 T By More Forms ~ pesign Layout WIS | Orientation

options options

o would wou like to lay out your report?

Layout Orientation

- — () Calumnar Partrait
- ® () Landscape
- / ) Justified
-

- Tabular Portrait

e layout orientation

- selected selected

=

-

-

-

-

-

Adjust the Field width so all fields fit on
apage.

sample of what report
would look like with

selected layout and [ Cancel J [ < Back " et =
orientation

[ Finish

Next
button

J

Figure 1-82
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* Make sure that Tajbylar IS Se_IeCted O ™ WL T A ISP Recruiters | Database (Access 2007) - Microsoft Adce
as the LayomIJt. (If it is not, click the = l ey s e
Tabular option button to select : - =T
_ i @ |ﬂ {({T{n} a @ ’LT = apeis
Tabular layout.) E n I = RS it Pt o - Rt
. Tahle SharePoint Table Farm  Split Multiple = Fu#_rn vEEbR Vo Re
e Make sure Portrait is selected as T“"’Pm; = ity = Basign Form _ttems (GaMore Forms - Design || £ ™¢ PO br
. . . . . apbles I 4
the Orientation. (If it is not, click question || Report Wizared
f B All Tables concerning ) Module style
the Portrait option button to select - style Yehat style would you like? Selocted a5 shyle
Portrait orientation.) - for report
T Client ; Table T
CCESS ~
e Click the Next button to display i : - B Apex E
H E Recruiter: Table - P._spect =
the next Report Wizard screen L Civic =
. i
(Figure 1-83). - Che
Flowy
N Foundry
Experiment Median
Metro
e Click different styles and observe i
jone
the effect on the sample report. | Control fram Detail Northwind
When you have finished experi- - Sl -
menting, click the Module style. :
preview of
selected style
[ Cancel ] [ < Back. ]i Mext = I
Next
button
f—____
Figure 1-83
° Bel Suredthef Module StIyIT(IS dul 18P Recruiters | Database (Access 20071 - Microsoft Access
selected. (If it is not, click Module to
( ! Edternal Data  Database Tools

select the Module style.)

2=zl = = i PivotChark E c=m| 3 Labels E @ 2
: = = E
H H Blank Form ~ —— f_| Blank Report N
¢ Click the Next button to dlsplay Table Form  Split  Multiple D Farm Repart Query Query Macro
the next Report Wizard screen Design Form  trems T2 Mere Forms ~ pegign | Il Report Wizard Defign |Wt:arrt Design -
(Figure 1-84). | Report Wizard
question
‘What kitle do you want For your report? concerning
J/JCI' ; report title
ien

position to
enter title

That's all the infarmation the wizard needs to create wour
repatk,

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

» (%) Preview the report,

option button to
preview the report
when finished is
currently selected

(%\[ﬂodify the report's design,

option button to modify
the report’s design is
not currently selected

[ Cancel ][ = Back J Tt

Figure 1-84
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e Erase the current title, and then
type Client Financial Report
as the new title (Figure 1-85).

How do | erase the title?

Q&A

You can highlight the existing title
and then press the DELETE key. You
can click at the end of the title and
repeatedly press the BACKSPACE key.
You can click at the beginning of
the title and repeatedly press the
DELETE key.

Could 1 just click after the word,
Client, press the Spacebar, and then
type Financial Report?

Q&A

Yes. In general, you can edit the
current title to produce the new
title using the method with which
you are most comfortable.

Creating a Report AC 55

I Report wizard Basign
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‘What title do vou want For yaur repart?

|Client Financial Repart] \ T

title
entered

That's all the infarmation the wizard needs to create your
repart,

Do ywou want to preview the report or maodify the report's
design?

(3) Preview the report,
() Modify the report's design.

Finish
button
1

X

Cancel J[ < Back J Mext =

Figure 1-85

e Click the Finish button to produce the report (Figure 1-86).

10

Print button

e Click the Close ‘Client

,n-'l J'® JSP Recruiters | Database (Access 2007) - Microsoft Access - X
. . , S ——
Financial Report /| print preview | @
= Al L] show b4 e =NiEEE o Ol W M| word
button to remove (& Al (A e | | NEENN G & g,,:,.i,
the report from | Print ‘ Size. Portralf Landscape: Marging _ s?n!l:: Zoom F?a;ee p:;:! p::;;- s | S A | u;:lmm |
the screen. | print_ Page Layout & Zoom | bata i
All Tables v« || Id Client Finandal Report Close ‘Client
Why didn‘t | have to Chent 2 |

=1 Client; Table

Q&A

save the report?

Client Financial Report

Financial Report’
button

Recruiter
B2 Recruiter: Table

The Report Wizard
saves the report
automatically.

Client Financial Report

Client Mumb

Alys Clinie $0.00 $17,500.00

BerlsHospital $29,200.00 $0.00 24

Benton Labs $16,500.00 $38,22500 24

ENT Assoc $12,750.00 $1500000 27

clicking magnifying
glass mouse pointer will
switch between entire
report and magnified

portion of report

Ferb Dentistry $21,000.00 $12,500.00 21

$43,025.00 24

Farmnily Health $0.00

Maun Hospital $0.00

Peel Radiology $0.00 21

$31,750.00

Tarletan Clinic $18,750.00 $31,50000 27

West Labs $14,000.00

completed
report

$0.00 24

[ i Fier. |

Figure 1-86
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Quick Reference

For a table that lists how
to complete the tasks
covered in this book
using the mouse, Ribbon,
shortcut menu, and
keyboard, see the Quick
Reference Summary at
the back of this book,

or visit the Access 2007
Quick Reference Web
page (scsite.com/
ac2007/qr).

To Print a Report

Once you have created a report, you can print it at any time. The printed layout will

reflect the layout you created. The data in the report will always reflect current data. The
following step prints the Client Financial Report.

o

e With the Client Financial Report selected in the Navigation pane, click the Office Button.

e Point to the arrow next to Print on the Office Button menu and then click Quick Print on the
Print submenu to print the report.

To Create Additional Reports

The following steps produce the reports shown in Figure 1-76b, Figure 1-76¢, and

Figure 1-76d on page AC 50.

o
12

00 00 ® 0 O

10

11

If necessary, click Create on the Ribbon to display the Create tab, and then click the Report
Wizard button to display the Report Wizard dialog box.

Add the Client Number, Client Name, Street, City, State, and Postal Code fields by clicking
each field and then clicking the Add Field button.

Click the Next button to move to the screen asking about grouping, and then click the
Next button a second time to move to the screen asking about sort order.

Click the box arrow in the text box labeled 1, click the Client Number field to select the
field as the sort key, and then click the Next button.

Make sure that Tabular is selected as the Layout and that Portrait is selected as the
Orientation, and then click the Next button.

Make sure the Module style is selected, and then click the Next button.

Enter Client Address Report as the title and click the Finish button to produce
the report.

Click the Close ‘Client Address Report’ button to close the Print Preview window.

Click the Recruiter table in the Navigation pane, and then use the techniques shown in
Steps 1 through 8 to produce the Recruiter Financial Report. The report is to contain the
Recruiter Number, Last Name, First Name, Rate, and Commission fields. It is to be sorted by
Recruiter Number. It is to have tabular layout, portrait orientation, and the Module Style.
The title is to be Recruiter Financial Report.

With the Recruiter table selected in the Navigation pane, use the techniques shown in
Steps 1 through 8 to produce the Recruiter Address Report. The report is to contain the
Recruiter Number, Last Name, First Name, Street, City, State, and Postal Code fields. It is to
be sorted by Recruiter Number. It is to have tabular layout, landscape orientation, and the
Module Style. The title is to be Recruiter Address Report.

Click the Close ‘Recruiter Address Report’ button to close the Print Preview window.
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Using a Form to View Data

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 get the advantages from both, many database management systems allow you
to easily switch between Datasheet view and Form view while maintaining position within
the database. In Access 2007, you can view both a datasheet and a form simultaneously
using a split form.
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To Create a Split Form

A split form combines both a datasheet and a form, thus giving the advantages of both views. The following

steps create a split form.
o Create tab
selected
= Cre LI m —

e Select the Client
table in the

" G = PiyatChart S| | § 2 Labels =k —
en D BB e FIEGE
Navigation pane. - _ [ Itank Form % [] Blank Report ; oy &
Table  Table  SharePoint Table Form  Split Multiple Form | Repott j Repart | Query Query Macro
Templates~  Lists~  Design Form  ftems 2 More Farms ~ besign I, Report wizard pesign || wWizara
o If necessary, click Tables Farms ! Reports
Create on the Ribbon il
to display the Create L 2 buton
tab (Flgure 1_87) i Cl;entAcid-n.as.s Report

Client table
selected

Navigation
pane

Client Financial Report
Recriiter i
T Recruiter: Table

ﬂ Recruiter Address Report

E Recruiter Financial Repart

Figure 1-87

12)

e Click the Split Form e split form |_fgnt rormEG §r_i-ﬂn_:_ S ———  AutoFormst i
button to create a Al Tables = || = crent’
lit form. If a Fiel Client 2 | =
s_p tto a X eld 3 Client: Table .f:g Client
List appears, click B Client Address Report e
its Close button to Bl client Financial Report | dient Number; |acas | Postal Code: 80330
remove the Field Besiutier 8 5 :

. EH Recrutter: Table Client Name:  |&lys Clinic |SU.DU
LISt from the Screen ﬂ Recruiter Address Report |517 500,00
(Figure 1-88). B Recruiter Financial Repart Street: 134 Central ‘ !

Is the form automati- "' ity Berridge ‘
cally saved the way -
ate:

Q&A

the report was cre-
ated when | used the

co ‘

form appears ———
. 1 /- 7 P »
Report Wizard? ’Ec\ient Mumk - ‘Client Mame - i Steagt o~ i City State - |Postal Co m.ILaYOUt \IIIEW rfurrent Due - il‘
NO. YOU must take o Acsd Alys Clinic 134 Central Eerridge co 80330 40,00 417,500.00
. i i _BHT2 Berls Hospital 415 Main Berls co 80349 $29,200.00 =
specn‘lc action if | |BL12 Bentonlabs 12 Mountain - Denton co 80412 $16,500.00
B > EAdS ENT Assoc, 867 Riclge Fort Stewart  CO 80336 512,750.00
yOU WISh to save : FDB39 Ferb Dentistry 34 Crestview  Berridge co 80330 $21,000.00
the form. | |FH22 Family Health 123Second  Tarleton co 80409 50,00
[ MHSE Maun Hospital 76 Dixon Mason co 80356 30.00
__[PRI1 Peel Radiology 151 Walleyview Fort Stewart  CO 80336 531,750.00 3
T Tarlaton Clinic A51 byl Tarlaton N anana 212 750 nn ..
[Record 0+ T1of10 | » b [ EMoFiter [[Search | |4 M |

Layout iew |

Figure 1-88
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o Click the Save button to display the

Save As dialog box (Figure 1-89).

14)

e Type Client Form as
the form name, and

=T Client: Table I

Client Address Repart 3

Client Financial Repart
Recruiter 3
E Recruiter : Table

e e i

Save As
dialog box

Save
() button | Farm Layout Tools | ISP Recruiters | Database (
ety T
p Home  Create  External Data  DatabaseTools | Format | Arange

Save As

Farm Mame!

| Clisrt

Client Mame,

Fy
|

E Recruiter &ddress Report

E Recruiter Finandial Report form name

position to enter

Cancel ]

L ¥ J |

City:

134 Central

Figure 1-89

|
RichText || -

||
|

then click the OK but-
ton to save the form.

If the form appears in
Layout view, click the
Form View button on
the Access status bar
to display the form

in Form view

(Figure 1-90).

How can | recognize
Layout view?

Q&A

There are three ways.
The left end of the
Status bar will contain
the words Layout
View. There will be
shading around the
outside of the select-
ed field in the form.
The Layout View but-

=2| Client Form

3 Client

X Delete » =
Records

Client Mumber: m
AN

Client Mame: ‘Alys Clinic

W Taggle Filter
Sort & Filter il

Close ‘Client

Form’ button

lg Select = T
Find

Pastal Cade: ‘auaau
Amount Paid: |su.un
current Due: |51?,snn.nn
Recruiter Mumber: |21

currently positioned

Street: ‘134 Central
City: Berridge |
State: 0] on first record

| »

ton will be selected in
the right end of the
Status bar.

Figure 1-90

1 [ —

':ICIientMent Mame - | Street - | City Tl State | Postal Code ~ |Amount Paitc » | Current Due ~ || &
_:Acaa Alys Clinic 134 Central Berricge co 80330 S0.00 517,500.00
7'BH?2 Berls Hospital 415 Main Berls Co 20349 529,200.00 S0.00 =
__;BL12 Benton Labs 12 Mountain  Denton [la] 80412 S16,500.00 538,225.00
_|EA4S EMNT 5500, 867 Ridge Fort Stewart  CO 80336 £12,750.00 215,000,00
_;FDBS Ferb Dentistry 34 Crestview  Berridge Co 80330 521,000.00 512,500.00
_|FH22 Family Health 123 Second Tarletan (98] an409 50,00 40,00
__:MHSS Iaun Hospital 76 Dixon Iason (8] 80356 30,00 Form View
___jPRll Peel Radiology 151 walleyview Fort Stewart  CO 30336 331,750.00 button

I T Tarlaton Clinic A51 Hull Tarlaton [a(m) anAng 218 TR0 AN 221 8500\ Ji

Recordi 4 1of10 | » M b | boFiter | [Search [ 4] m J »

| B
@< 1:3 P

To Use a Split Form

After you have saved a form, you can use it at any time by right-clicking the form in the Navigation pane and
then clicking Open in the shortcut menu. If you plan to use the form to enter data, you must ensure you are viewing

the form in Form view.



e Click the Next Record
button four times
to move to record 5
(Figure 1-91).

| inadvertently closed
the form at the end
of the previous steps.
What should | do?

Right-click the form in
the Navigation pane
and then click Open
on the shortcut menu.

Q&A

Do | have to take any
special action for the

form to be positioned
on the same record as
the datasheet?

No. The advantage to
the split form is that
changing the position
on either the datasheet

Q&A

12)

e Click the Postal Code
field on the second
record in the data-
sheet to select the
second record in both
the datasheet and the
form (Figure 1-92).

Experiment

o Click several fields in
various records in the
datasheet and observe
the effect on
the form.

13

e Click the Close ‘Client
Form’ button to
remove the form from
the screen.

iews || Cliphaard ™%
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\ &l Tables - «J[= m
Client 2 3 =
1 Client : Table ¢ — Chent
Client Form T
[ Client Address Report Client Mumber: ‘ Postal Cade: 80330
E Client Financial Report
ter 2 Client Mame: Ferb Dentistry ‘ Amount Paid: ‘521,000‘00
B Recruita: Table Currant Due: [s12,500.00
Recruiter Address Report Streat: 34 Crestview
E Recruiter Number: |21
Recruiter Finandial Report
Cityl Berridge ‘
State: co ‘
1 )2
| ~ client Numk - iCIiEnt Mame - Street - City State = | Postal Code - iAmD_unt Paic - {Current Due - H‘-
;‘:}'S'ifi':nid | acaa AlysClinic  |134Central | Berridge co 80320 40,00 £17,500.00
onirecordic = BH72 Berls Hozpital 415 Main Berls co 80349 529,200,00 50,00 =
il BL1Z Benton Labs 12 Mountain Denton co 80412 %16,500,00 %38,225.00
\:x E&4S5 ENT &s50c, 867 Ridge Fort Stewart  CO 80336 612, 750,00 G15,000,00
xm Ferb Dentistry 34 Crestview  Berridge co 80330 £21,000.00 £12,500,00
- Rd22 Family Health 123 Second Tarletan co 80409 50,00 50,00
- NGB IWlaun Hospital | 76 Dixon Mason co 80356 50,00 543,025,000
| |PR11 Peel Radialogy 151 valleyview Fort Stewart  CO 80336 531,750.00 50,00
e \Tarlgtan clin cn anang d1o 70 nn ¢a1 &nn nn *
Record; 4 4 Sof 10 | k- | NextRecord [*]4[ m ] -
- - b button clicked ==
four times

Figure 1-91

or the form automatically changes the position on the other.

Font

Records

W Toggle Filter
Sort & Filter

« < || =] client Form
Client 2 E G e
= client: Table = Chent
= clientForm 3
Client Address Repart Client Mumber: p—i?z ‘ Postal Code: 80249
E Client Financial Report
e 2 i /" |Berls Hospital ‘ Amount Paig: ‘529,200‘00
ZH Recruiter: Table Blirrant Dias ‘SU‘UD
Bl Recruiter Address Repart 415 Main
Recruiter Number: |24
ﬂ Recruiter Financial Report
Berls ‘
currently
positioned  fate: co |
on record 2 i )
clicked field on
second record
4\ \ J
\ - = \
- Xlient Numk - | Client Mame - Street - City v| State leﬂSta\ Code "AmDth Faic - ‘Current Due - ‘\
|ad Alys Clinic 124 Central Berridge co 80330 50,00 $17,500,00
:‘BHTQ Berls Hospital 415 Main Berls co 80343 1 529,200.00 50,00
9 BL1Z Benton Labs 12 Mountain Denton co 80412 %16,500,00 %38,225.00
| |EAdS ENT &s50c, 8967 Ridge Fort Stewart  CO 80336 612,750.00 G15,000,00 5
7!FDEB Ferb Dentistry 34 Crestview  Berridge co 80330 %21,000,00 %12,500,00
_!FHQZ Farnily Health 123 Second Tarleton co 80409 50,00 50,00
7|MH56 IWaun Hospital | 76 Dixon Mason co 80356 S0.00 543,025,000
_|PR11 Peel Radiology 151 valleyview Fort Stewart  CO 80336 631,750.00 50,00
lre _ Tadetonclinic Asiudoll Tarlaton [ anana ¢1e 750 00 ¢21 san n 1
Record: 4 4 2of10 | b M b | & Mo Filter | Search |41 m ]

Figure 1-92
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The Microsoft Certified
Application Specialist
(MCAS) program provides

you have the Access
2007 skills required by
employers. For more

To Change Database Properties

Certification Changing Document Properties

Access helps you organize and identify your databases by using database properties,

an opportunity foryouto  which are the details about a file. Database properties, also known as metadata, can

obtain avaluable industry  include such information as the project author, title, or subject. Keywords are words or

credential — proof that 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 document properties exist, but the more common ones used

information see in this book are standard and automatically updated properties. Standard properties
Appendix F or visit the are associated with all Microsoft Office documents and include author, title, and subject.
Access 2007 Certification A icall dated ies include fil . h he d

Web page (scsite.com/ utomatically updated properties include file system properties, such as the date you
ac2007/cert). create or change a file, and statistics, such as the file size.

The Database Properties dialog box contains areas where you can view and enter document properties. You
can view and change information in this dialog box at any time while you are working on your database. It is a good
idea to add your name and class name as database properties. The following steps use the Properties dialog box to

change database properties.

e Click the Office Button to display
the Office Button menu.

e Point to Manage on the Office
Button menu to display the
Manage submenu (Figure 1-93).

What other types of actions besides
changing properties can you

take to prepare a database for
distribution?

The Manage submenu provides
commands to compact and repair

a database as well as to back up a
database.

Q&A

12

e Click Database Properties on the
Manage submenu to display the JSP
Recruiters.accdb Properties dialog
box (Figure 1-94).

Why are some of the document
properties in my Properties dialog
box already filled in?

Q&A

The person who installed Microsoft
Office 2007 on your computer

or network may have set or
customized the properties.

I Back Up Database

Back up important databases regularly to
prevent data loss,
Datahase Pr, b ~

L rrop

Review and set the basic properties of the

manage a database

= s T ISP Recruiters : Database (Access 2007) - Microsoft Acce
- Office
i Button - I
D L Manage this database | =
34 z i “1l Manage submenu
o, Eommect md le'“,r B | displays a list of tasks | & 5p
Perform routine maintenance on the |ay that can be used to
Open database to ensure data integrity. — r E It

wt

1T RETOTT

clicking Database Properties

command opens the JSP

Recruiters.accdb Properties

database, including the name and owner, dialog box
peei| Print
Manage
Manage "'_%P—'_ command
Office Button H
ment Figure 1-93
== ¥l | ?
e | oo T JSP Recruiters.accdb Spaliing || W
i\ 4 o 3= S A H ==
CaEY Hé H-d__”@ =) i»— —H Properties dialog box e = e -+ 0
Font ] Rich Text Records =

General ISlemar‘r' |Statistics || Contents || Cust0m|

Title:

course and section J

Subject text box —

student name

o %
Manager: will be typed in

Author text box

|

Figure 1-94

g

v To
Sort&F

Filter
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o If necessary, click the Summary tab. i g

. | JSP Recruiters.accdh Properties g

o Click the Author text box and then &
type your name as the Author prop- | General | Summary [ Statistics | Conterts | Custom | &J

erty. If a name already is displayed _— ; Close button for

. Y y P y Title: 3P Recruters JSP Recruiters.accdb

in the Author text box, delete it i Im course and Properties dialog box
s — section entered

before typlng your name. Author: Jessica Martin;

e Click the Subject text box, if Managory Set:tifgcti name
necessary delete any existing text, : Company;
and.then type your course and e ceymords
section as the Subject property. it (T entfred
o Click the Keywords text box, if Corments:
necessary delete any existing text,
and then type Healthcare, Hyperlink

base:

Recruiter as the Keywords
property (Figure 1-95).

Template:

< | What types of properties does
g Access collect automatically? e ) [ cone )

Access records such details as when
the database was created, when

it was last modified, total editing
time, and the various objects
contained in the database.

(4

o Click the OK button to save your changes and remove the JSP Recruiters.accdb Properties
dialog box from the screen.

Figure 1-95

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 assis-
tance can increase your productivity and reduce your frustrations by minimizing the time
you spend learning how to use Access.

This section introduces you to Access Help. Additional information about using
Access Help is available in Appendix C.
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To Search for Access Help

Using Access Help, you can search for information based on phrases, such as create a form or change a data
type, or key terms, such as copy, save, or format. Access Help responds with a list of search results displayed as links
to a variety of resources. The following steps, which use Access Help to search for information about creating a
form, assume you are connected to the Internet.

o Click the Microsoft
Office Access Help
button near the
upper-right cor-
ner of the Access
window to open the
Access Help window.

e Type create a
form in the "Type
words to search
for’ text box at the
top of the Access
Help window
(Figure 1-96).

12)

e Press the ENTER
key to display the
search results.

Click the Maximize
button on the
Access Help win-
dow title bar to
maximize the Help
window unless it is
already maximized
(Figure 1-97).

Where is the Access
window with the JSP
Recruiters database?

Q&A

Access is open in the
background, but the
Access Help window
sits on top of the
Microsoft

Access window.
When the Access
Help window is
closed, the database
will reappear.

on phrases or key terms Maximize

Access Help allows you to tabase (Access 2007) - Microsoft Access
search for information based
button

Microsoft Office =
Access Help button — @

| — Ty
EEE ) o =t FRE

@AccessHelp =
Lo EGd RAE Q

: Sort & Filter Find

. .‘create a Forml I - P S_e:a__r_c}_q_ =

Type words to
search for text box

Browse Access Help
What's new Getting started
Data collection Activating Access

Getling help

T advanced - “ GoTo -
W Toaale Fitker

o1 Selection - LB Hae Replace
Fird

Filker
L Select =

Figure 1-96
) Access Help
g first25 results | o AL @& & . clicking these links
are displayed R displays other pages
cregre g rurrr\ - P Search i fiacd] with links about
creating a form

Aress Home: \

Searchad for: "create a form"

Results 1-25 of top 100

@ Create a form
Help > Forms

@ Up to speed with Access 2007
Traifing

Create a split

@ Create a split form «—— J
form link

Help * Forms

lﬂ Create a form that contains a subform

Help > Forms search results

display different

@‘mr TEeITE, GIEREGling
Help » Access Demy on type of link
@ ontacts

Templates

@ Insert a logo into a form or report
Help = Forms

arameters in gueries a P

Help > Queries Microsoft Access

window in

\

Page: [1] 2 3 4 & pext =

- Rl

background

Al Scress |

Figure 1-97
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Q&A

o Click the Create a split form link

to display information regarding

creating a split form (Figure 1-98).

What is the purpose of the
buttons at the top of the Access
Help window?

Use the buttons in the upper-left
corner of the Access Help window
to navigate through the Help

Print

Chapter Summary AC 63

&) Access Help
CCeea aNes

button

:reateaf&& + B search - ,

#ccess Home = Forms
: Back, Forward,
Stop, Refresh, and
Home buttons

Create a split form

& split form is a new feature in Microsoft Office Access 2007 that gives you fwo views of you
connected to the same data source and are synchronized with each ofher at all imes Sele
can add, edit. or delete data from either par (provided the record source is updateable and y)

Warking with split forms oives you the benefits of both types of forms in a single form. For ex
use the form portion I[,\\Xriewared\tme record. The form portion can serve as an atfractive an

je' and a Datasheet view. The two views are

Close
button

elects the same field in the other par of the farm. You
prevent these actions)

ortion of the form to quickly locate a record. and then
et portion. This technigue is used in many of the
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template databases that are available for Office Access 2007

system, change the display, show
the Access Help table of contents,
and print the contents of the
window.

o

o Click the Close button on the
Access Help window title bar to
close the Access Help window and
make the database active.

What do you want to do?

% Create a new spiitform by using the Split Form tool
< Turn your existing form into a spiit form -

Help topic links to
information on the
indicated topic

+ Fine-une your split form

This procedure creates a new splil form from scratch. The form is based en a lable or query| Pane or have open in Datasheet view.

1 Inthe Navigation Pane, dick the table or query that contains the data that you want on y

in Datasheet view.

2 Onthe Create tab. in the Forms group. click Split Form %

Figure 1-98

Other Ways

1. Press F1

To Quit Access

You saved all your changes and are ready to quit Access. The following step quits
Access.

o Click the Close button on the right side of the Access title bar to quit Access.

Chapter Summary

In this chapter you have learned to design a database, create an Access database, create tables and add records to
them, print the contents of tables, create reports, and create forms. The items listed below include all the new
Access skills you have learned in this chapter.

1. Start Access (AC 12) 11. Start Access (AC 36)
2. Create a Database Using a Template (AC 13) 12. Open a Database from Access (AC 37)
3. Create a Database (AC 14) 13. Add Additional Records to a Table (AC 38)
4. Define the Fields in a Table (AC 24) 14. Preview and Print the Contents of a Table (AC 41)
5. Create a Table Using a Template (AC 26) 15. Create an Additional Table (AC 44)
6. Save a Table (AC 27) 16. Modify the Primary Key and Field
7. Change the Primary Key (AC 28) Properties (AC 46)
8. Add Records to a Table (AC 30) 17. Add Records to an Additional Table (AC 49)
9. Close a Table (AC 35) 18. Create a Report (AC 51)
10. Quit Access (AC 36) 19. Print a Report (AC 56)
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20. Create Additional Reports (AC 56) 23. Change Database Properties (AC 60)
21. Create a Split Form (AC 57) 24. Search for Access Help (AC 62)
22. Use a Split Form (AC 58) 25. Quit Access (AC 63)

If you have a SAM user profile, you may have access to hands-on instruction, practice, and
‘S\ assessment. Log in to your SAM account (http://sam2007.course.com) to launch any assigned
AM training activities or exams that relate to the skills covered in this chapter.

Learn It Online

Test your knowledge of chapter content and key terms.

Instructions: "To complete the Learn It Online exercises, start your browser, click the Address bar, and
then enter the Web address scsite.com/ac2007/learn. When the Access 2007 Learn It Online
page is displayed, click the link for the exercise you want to complete and then read the instructions.

Chapter Reinforcement TF, MC, and SA Who Wants To Be a Computer Genius?

A series of true/false, multiple choice, and short An interactive game that challenges your

answer questions that test your knowledge of the =~ knowledge of chapter content in the style of a
chapter content. television quiz show.

Flash Cards Wheel of Terms

An interactive learning environment where An interactive game that challenges your

you identify chapter key terms associated with knowledge of chapter key terms in the style of the
displayed definitions. television show Wheel of Fortune.

Practice Test Crossword Puzzle Challenge

A series of multiple choice questions that test your A crossword puzzle that challenges your
knowledge of chapter content and key terms. knowledge of key terms presented in the chapter.

Apply Your Knowledge

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

Changing Data, Creating a Form, and Creating a Report
Instructions: ~ Start Access. Open the The Bike Delivers database. See the inside back cover of this book
for instructions for downloading the Data Files for Students, or see your instructor for information on
accessing the files required in this book.

The Bike Delivers uses motorbikes to provide courier services for local businesses. The Bike
Delivers has a database that keeps track of its couriers and customers. The database has two tables.
The Customer table (Figure 1-99a) contains data on the customers who use the services of The Bike
Delivers. The Courier table (Figure 1-99b) contains data on the individuals employed by The Bike
Delivers.
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| =1 customer
i t"" Custarmer b - | Customer [ - Strest - iTeIephone F»| Balance - |C0urier Murr ~ | Add Mew Field
| |AS36 asterman Ind. 200 Bard 5535-2050 5185.00 102
| Auss Author Books 142 Birchwood 555-7410 550,00 109
| |BLS2 Blossom Shop 433 Chester 555-0704 240,00 109
| |CI76 Cinderton Co. 73 Fleming 555-0504 50.00 113
| |cis ) Gallery 277 Fordhar  555-1304 5195.00 102
| [Joe2 dordan Place 250 Bard 555-0213 211400 109
| |KL35 Klingon Toys 215 Scott 5535-5061 5105.00 109
| |ME¥L fentor Group 543 Fleming 595-4110 —mmmres 290102
| |mo13 Moor, || = courier '
RO32 1:?_’_’! Courier Nur = | Last Name - | First hlame - | Street - | Telephone - |HDurIy Rate - |Add New Field
| [102 Dang Chou 764 Clay 555-7641 $8,50
. _I 103 Hyde michelle 65 Parkwood  555-8743 58,75
112 Lopez lavier 245 Morton 555-1122 G865
(a) Customer Table e Varter Chris 111 Maple  555-5656 48,25

*

(b) Courier Table

Figure 1-99

Perform the following tasks:
1. Open the Customer table and change the Courier Number for customer KL55 to 113.
Close the Customer table.
Create a split form for the Courier table. Use the name Courier for the form.
Open the form you created and change the street address for Michelle Hyde to 65 Park.

Close the Courier form.

Create the report shown in Figure 1-100 for the Customer table. The report uses the Module style.

SN A

Change the database properties, as specified by your instructor. Submit the revised database in the
format specified by your instructor.

Balance Due Report

Customer Number Customer Name Balance
AS36 Asterman Ind. $185.00
AUs4 Author Books $50.00

W\f—

Figure 1-100

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.

Changing Formats and Creating Grouped and Sorted Reports
Instructions: ~ Start Access. Open the Camden Scott College database. See the inside back cover of
this book for instructions for downloading the Data Files for Students, or see your instructor for

information on accessing the files required in this book.
Continued >
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Extend Your Knowledge continued

Camden Scott College is a small liberal arts college. The Human Resources Director has created
an Access database in which to store information about candidates applying for faculty positions. You
will make some changes to the Candidate table so that it looks like that shown in Figure 1-101 and
create a report that both groups records and sorts them in ascending order.

Filter

W Toggle Filter
_ Sort&fFiter

X Belete =

Records

!’V_ Candidate IC = | Last hlame - | First hlame = | Telephone - ‘ AppDate - |D|:||:umentat - |Depar‘[ment « |Add New Fiefld
1 &lvarez Francine B17-555-4312 10-lan-02 CHEM

2 Breeton Alex 215-555-1234 09-1an-08 Cls

3 Ferber lane 610-555-7896 15-1an-08 IaTH

4 Ferber Anne 871-5553-4563 11-lan-08 BIOL

5 Gammaon Fred 671-5553-0030 158-1an-08 FHYS

& Chuy Feter 512-555-3423 29-lan-08 BIOL

7 Praston Mike 254-555-8970 3l-lan-02 CHEM

8 Wanchester Liz B10-555-4534 31-lan-08 Cls

9 Heijer Bill 512-555-4365 01-Feh-08 IaTH

10 Klinger Sarah 254-555-0789 01-Fek-08 IWaTH

! 12 Klinger Eclward 610-555-1111 01-Feb-08 IaTH

2| (Mew)

i /—\M

Figure 1-101
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Perform the following tasks:
1. Open the Candidate table in Datasheet view and change the column heading for the ID field to
Candidate ID.

. Save the change and open the table in Design view.
. Select a format for the App Date field that will produce the look shown in Figure 1-101.
. Change the data type for the Documentation field so that it will match that shown in Figure 1-101.

. Save the changes.

= NV R UVI

. Open the table in Datasheet view. The Human Resources department has received an application
from Edward Klinger. Edward applied for the same position as Sarah Klinger on the same date
as Sarah. Edward’s phone number is 610-555-1111. He did submit all his documentation with his
application. Add this record.

7. Add the Quick Print button to the Quick Access Toolbar.

8. Create a report for the Candidate table that lists the Department Code, App Date, Last Name, and
First Name. Group the report by Department Code. Sort the report by App Date, Last Name, and then
First Name. Choose your own report style and use Candidate by Department as the title of the report.

9. Remove the Quick Print button from the Quick Access Toolbar.

10. Change the database properties, as specified by your instructor. Submit the revised database in the
format specified by your instructor.

Make It Right

Analyze a database and correct all errors and/or improve the design.

Correcting Errors in the Table Structure

Instructions: ~ Start Access. Open the SciFi Scene database. See the inside back cover of this book for
instructions for downloading the Data Files for Students, or see your instructor for information on
accessing the files required in this book.



SciFi Scene is a database containing information on science fiction books. The Book table shown
in Figure 1-102 contains a number of errors in the table structure. You are to correct these errors before
any additional records can be added to the table. Book Code, not ID, is the primary key for the Book
table. The column heading Titel is misspelled. The On Hand field represents the number of books on
hand. The field will be used in arithmetic operations. Only whole numbers should be stored in the field.
The Price field represents the price of the book. The current data type does not reflect this information.

Change the database properties, as specified by your instructor. Submit the revised database in the

format specified by your instructor.

» % Book
Al s} +| BookcCode -|  Titel «| oOnHand - | Price - |YearPublish - | Publisher Cc - | Add New Flejd
1 0488 Robot Wars i 6 1997 Sl
% (Mew)

Figure 1-102

Design, create, modify, and/or use a database using the guidelines, concepts, and skills

presented in this chapter. Labs are listed in order of increasing difficulty.

In the Lab AC 67
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Lab 1: Creating the JMS TechWizards Database

Problem: JMS TechWizards is a local company that provides technical services to several small

businesses in the area. The company currently keeps its records in two Excel workbooks. One Excel
workbook (Figure 1-103a) contains information on the clients that JMS TechWizards serves. The
other Excel workbook (Figure 1-103b) contains information on the technicians that JMS employs. JMS

would like to store this data in a database and has asked for your help.

m
P R —] T— D o F e e ke b e B e e i
Client Postal Telephone Technician

| 1 [Number Client Name  Street City State Code Number Billed Paid Number ‘

| 2 |AM53  Ashton-Mills 216 Rivard  Anderson = 78077 512-555-4070 $31550  $255 00 22

| 3 |ARTE The Artshop 722 Fisher  Liberty Comer | TX 78080 254-555-0200 §53500 556500 23

| 4 |BE29 Bert's Supply 5752 Maumee Liberty Comer |TX 78080 254-555-2024 $229.50 5000 23

| 5 |DET6 D & E Grocery 484 Linnell  Anderson T 8077 512-555-5050 $485 70 | $40000 29

| 6 |GR56 Grant Cleaners 737 Allard Kingston iES 8084 512-555-1231 521500 | $22500 "22

| 7 [GU21 Grand Unizn 247 Fuller Kingston = 78084 512-556-5431 $228.00 5000 23

| 8 |JET7 Jones Electric 57 Giddings | Anderson T 8077 512-555-6895 50.00 S0.00 23

| 9 [ME17  Merry Café 665 Whittier  Kingston T® Ta0a4 512-555-9780 §31250 | $32350 22

| 10 |SASE Sawyer Ind 31 Lafayette  Anderson X 78077 512-555-4567 §372.25 535000 29

| 11 |sT21 Steed's 752 Cadieux Liberty Comer |TX 8080 254-555-9080 50.00 5000 23

12
| B T - D | & B Jeith oo | b B
. Technician First Postal Hourl Y1D

(a) Client Data (Excel WOI'kbOOk) 1 |Number LastName Name Street City State Code Rate y Earnings
2 22 Levin Jos 26 Cotton Anderson X 78077 52500 58.245.00
33 Rogers Brad 79 Marsden Liberty Comer TX 78080 53000 $9,143.30
4 29 Rodriguez  Maria 263 Topper  Kingston ™ "7a084 §35.00 | §9.745.50
5 32 Tomes Lee 34 Red Poppy  Liberty Comer |TX fra0a0 523.00 50.00
6
T
8

(b) Technician Data (Excel Workbook)
Figure 1-103

Continued >
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In the Lab continued

Instructions: Perform the following tasks:

1. Create a new database in which to store all the objects related to the technical services data. Call
the database JMS TechWizards.

2. Create a table in which to store the data related to clients. Use the name Client for the table. The
fields for the Client table are: Client Number, Client Name, Street, City, State, Postal Code,
Telephone Number, Billed, Paid, and Technician Number. Client Number is the primary key. The
Billed and Paid fields are currency data type.

3. Create a table in which to store the data related to technicians. Use the name Technician for the
table. The fields for the Technician table are: Technician Number, Last Name, First Name, Street,
City, State, Postal Code, Hourly Rate, and YT'D Earnings. The primary key for the Technician
table is Technician Number. Hourly rate and YT'D Earnings are currency data type.

4. Add the data from the Client workbook in Figure 1-103a to the Client table.

5. Add the data from the Technician workbook in Figure 1-103b to the Technician table.

6. Create and save the reports shown in Figure 1-104a for the Client table and Figure 1-104b for the
Technician table.
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7. Change the database properties, as specified by your instructor. Submit the revised database in the
format specified by your instructor.

Billing Summary Report

Client Number Client Name Billed

AMs3 Ashton-Mills $315.50 $255.00

AR76 The Artshop $535.00 $865.00

(a) Billing Summary Report Salary Report

Technician Number First Name Last Name Hourly Rate YTD Earnings

22 Joe Levin $25.00 $8,245.00

23 Brad Rogers $30.00 $9,143.30

W
(b) Salary Report

Figure 1-104

Lab 2: Creating the Hockey Fan Zone Database
Problem: Your town has a minor league hockey team. The team store sells a variety of items with the
team logo. The store purchases the items from suppliers that deal in specialty items for sports teams.
Currently, the information about the items and suppliers is stored in the Excel workbook shown in
Figure 1-105. You work part-time at the store, and your boss has asked you to create a database that
will store the item and supplier information. You have already determined that you need two tables: an
Item table and a Supplier table in which to store the information.
Instructions: Perform the following tasks:

1. Design a new database in which to store all the objects related to the items for sale. Call the

database Hockey Fan Zone.
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—
S
()
o
2. Use the information shown in T . S \ K
Fi 1-105 to d . h . 4 | 8 i D E | G H L} E=
igure 1- to determine the primary - — releglione (W]
keys and determine additional ﬁelds' L'!tem Number Description OnHand Cost Price Code Supplier Name  Number &
Th d . h lati i | 2 3663 Ball cap 30 %1115 $1895/16G Loge Goods 517-355-3853 ()
en, determine the relationships | 2 (3082 Bumper Sticker 50 3035  $1.50 MN Wary's Novelties 317-555-4747 =
among tables and the data types. ER 21363 Earrings 10 %450  $7.00L6 Logo Goods 517-555-3853 <
| 5 [4593 Foam Finger o $255  $5.00 LG Logo Goods 517-555-3832
3. Create the Item table using the __6_:5923 Jersey 12 52145/ S24.75|AC Ace Clothes 616-555-9228
. . . . i 6189 Hoozies 35 $2.00 $4.00 MN Mary's Novelties 317-355-4747
information shown in Flgur e 1-105. | 8 5343 Note Cube 7 8575  $8.00/MN Mary's Novelties |317-555-4747
4. Create the Supplier table using the | 8 [7810 Tee shirt 32 59.5? $14.55 AC Ace Clothes 616-355-5228
) . . ) | 10 (7930 Visor 3 $11.95 $17.00LG Logo Goods 517-555-3853
information shown in Figure 1-105. ETS

5. Add the appropriate data to the
Item table.

Figure 1-105

. Add the appropriate data to the Supplier table.
. Create a split form for the Item table. Use the name Item for the form.

. Create the report shown in Figure 1-106 for the Item table.
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. Change the database properties, as specified by your instructor. Submit the database in the format
specified by your instructor.

Inventory Status Report

Item Number Description On Hand
3663 Ball Cap 30 $11.15
3683 Bumper Sticker 50 $0.95

W
Figure 1-106

Lab 3: Creating the Ada Beauty Supply Database

Problem: A distribution company supplies local beauty salons with items needed in the beauty
industry. The distributor employs sales representatives who receive a base salary as well as a
commission on sales. Currently, the distributor keeps data on customers and sales reps in two Word
documents and two Excel workbooks.

Instructions: Using the data shown in Figure 1-107, design the Ada Beauty Supply database. Use the
database design guidelines in this chapter to help you in the design process.

Continued >
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In the Lab continued

@ e ‘ \
Fustomer | Customer Street Telephone PR TR Y - D E )
. M Customer Mame Balance Amount Paid
AM23 Amy's Salon 223 Johnson 555-2150 Amy's Salon §195.00 $1,695.00
8834 |Bob the Barber | 1539 Jackson '555.1533 Bob the Barber $150 00 s0.00
T z T Blendie's 855500 §1,350.00
suis Blondie's 3294 Devon 555-7510 Pt i STRE T e an
cMD9 .CutMane 3140 Halsted .555-0604 Curl n Sty|E' 314500 5710.00
o 512 Curln Style 1632 Clark 555-0804 Elegante 50.00 §1,700.00
E 2607 Elegante 1805 Boardway | 555-1404 Just Cuts $360.00 §700.00
T i Le Beauty 5200 00 5125000
1534 JustCuts 2200 Lawr 555-0313
w oo i iz B Mancy's Place $240.00 $550.00
E LB20 Le Beauty 13 Devon 555-5161 Rose's Day Spa 50.00 5975.00
5 NC25 Nancy'sPlace 1027 wells 555-4210 Tan and Tone 3160 00 872500
- RDO3 | Rose's Day Spa | 787 Monroe 1555.7657
2 21 |Tanand Tone 1939 Congress | 555-6554
=
=1 (a) Customer Address Information (Word table) (c) Customer Financial Information (Excel Workbook)
=]
=
) |
Sales Rep Last Name First Name Street City State Postal Code
Number

44 Jones Pat 43 Third Lawncrest WA 98084
49 Gupta Pinn 578 Hillcrest | Manton WA 98085
31 Ortiz Gabe 982 Victoria Lawncrest WA 98084

33 Sinsan 45 Elm Manton W, 98084

F

— —
A I B | c | D E | F [
. | 1 |Sales Rep Number Last Name First Name Salary Comm Rate Commission

(b) Sales Rep Address Information (Word table) |2 " Jones Pat § 2300000 0.05 561350

1 3 [49 Gupta Pinn 5 24.000.00 0.06 $616.60

| 4 (51 Ortiz Gabe §  22,500.00 0.05 548275

| 5 [55 Sinson Terry $  20,000.00 0.05 §0.00

i

(d) Sales Rep Financial Information (Excel Workbook)

Figure 1-107

When you have completed the database design, create the database, create the tables, and add the
data to the appropriate tables. Be sure to determine the correct data types.

Finally, prepare the Customer Status Report shown in Figure 1-108a and the Sales Rep Salary
Report shown in Figure 1-108b. Change the database properties, as specified by your instructor.
Submit the database in the format specified by your instructor.

Customer Status Report

Customer Name Telephone Balance Amount Paid Sales Rep Number
Amy's Salon 555-2150 $195.00 $1,605.00 44
Blondie's 555-7510 $555.00 $1,350.00 49

(a) Customer Status Report
Sales Rep Salary Report

Last Name First Name Salary mm Rate Commission
Gupta Pinn $24,000.00 0.06 $616.60
Jones Pat $23,000.00 0.05 $613.50

M
(b) Sales Rep Salary Report
Figure 1-108
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Cases and Places

Apply your creative thinking and problem solving skills to design and implement a solution.

Access Chapter 1

® EasieR  ®® More DirricuLt

® 1: Design and Create an E-Commerce Database

Students often have very little money to furnish dorm rooms and apartments. You and two of your
friends have decided to use the skills you learned in your e-Commerce class to create a Web site
specifically for college students to buy and sell used household furnishings.

Design and create a database to store the data that you need to manage this new business. Then
create the necessary tables and enter the data from the Case 1-1 Second-Hand Goods document. See
the inside back cover of this book for instructions for downloading the Data Files for Students, or see
your instructor for information on accessing the files required in this book. Submit your assignment in
the format specified by your instructor.
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e 2: Design and Create a Rental Database

You are a part-time employee of BeachCondo Rentals. BeachCondo Rentals provides a rental service
for condo owners who want to rent their units. The company rents units by the week. Currently, the
company keeps information about its rentals in an Excel workbook.

Design and create a database to store the rental data. Then create the necessary tables and enter
the data from the Case 1-2 BeachCondo Rentals workbook. See the inside back cover of this book for
instructions for downloading the Data Files for Students, or see your instructor for information on
accessing the files required in this book. Create an Available Rentals Report that lists the unit number,
weekly rate, and owner number. Submit your assignment in the format specified by your instructor.

e¢ 3: Design and Create a Restaurant Database
Your school is sponsoring a conference that will draw participants from a wide geographical area. The
conference director has asked for your help in preparing a database of restaurants that might be of
interest to the participants. At a minimum, she needs to know the following: the type of restaurant
(vegetarian, fast-food, fine dining, and so on), street address, telephone number, and opening and
closing times and days. Because most of the participants will stay on campus, she also would like to
know the approximate distance from campus. Additionally, she would like to know about any unique or
special features the restaurants may have.

Design and create a database to meet the conference director’s needs. Create the necessary tables,
determine the necessary fields, enter some sample data, and prepare a sample report to show the direc-
tor. Submit your assignment in the format specified by your instructor.

ee 4: Design and Create a Database to Help You Find a Job

Make It Personal
Conducting a job search requires careful preparation. In addition to preparing a resume and cover
letter, you will need to research the companies for which you are interested in working and contact
these companies to let them know of your interest and qualifications.

Microsoft Access includes a Contacts table template that can create a table that will help you
keep track of your job contacts. Create a database to keep track of the companies that are of interest to
you. Submit your assignment in the format specified by your instructor.

Continued >
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ee 5: Design a Database that Tracks Student Data

Working Together

Keeping track of students is an enormous task for school administrators. Microsoft Access can help
school administrators manage student data. The Database Wizard includes a Students template that
can create a database that will maintain many different types of data on students, such as allergies,
medications, and emergency contact information.

Have each member of your team explore the features of the Database Wizard and determine
individually which tables and fields should be included in a Students database. As a group, review your
choices and decide on one common design. Prepare a short paper for your instructor that explains why
your team chose the particular database design.

After agreeing on the database design, assign one member to create the database using the
Database Wizard. Every other team member should contribute data and add the data to the database.
Submit your assignment in the format specified by your instructor.
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