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Access 2010 Database Concepts

What is a database?

A database is defined as an organized collection of data (information) on people or
things. In raw form, a sheet of paper divided into columns and rows or a table in
Microsoft Word or Excel is considered a simple database. Single table databases
are very limited in their uses and would not be considered as a business solution.

In Access this information is stored in tables. The information can be seen in tables
or through forms and reports. A database will be able to store data in a structured
manner across multiple tables, use queries to locate specific information according
to given criteria, produce detailed (on-screen or printed) reports, perform
calculations and much more.

An example of a multi-table database is a database of classes, which might consist
of tables showing information on several of these: classes, instructors, students,
and rooms.

NOTE: Access 2010 saves database files with an .accdb file name extension. The
data in the database is saved automatically when you enter it. However, changes
to an object such as a table, form or report need to be saved. When necessary,
Access will prompt for objects to be saved when switching views.

What is a table?

Tables are used to store the data in a structured and organized format. As
previously mentioned, tables are similar to those of Word and Excel, in that they
contain rows (records) and columns (fields).

B Students = B
Studentl ~ | First Name ~ | Last Name - Address - City - |Stal ~ | ZipCode ~ |Phone Numbt - |«
25 Richard Christian 2568 Trinity Mills | Carrollton ™ 75234-2345 {972) 418-8906
26 Mackenzie Smith 6200 Macarthur Irving TX 75038-3456 {972) 929-3556
27 Hugh McGeary 100 Belt Line Rd.  Grand Prairie TX 75051-2235 {972) 641-2333
28 Zach Roberts Lettermen 301 Dallas TX 75275-0000 (214) 768-0987
29 Miguel Gonzales 4567 Barnes Bridge Mesquite TX 75143-0258 (972) 279-1245 ||=
30 Kayla Roberson 890 Camp Wisdom Duncanville TX 75116-1002 (972) 283-5569
* (New) X A
Record: 14 1af30  » H P {< Mo Filter | Search 4 4

What is a record (row)?

A record applies to data entered into a single row of a table. All data in that row
would belong to an individual or item. A record would normally include a unique ID
number, name, description, plus other relevant information. With each new record,
a new row is created. For example, the figure above has all the information on
Peter in the row beginning with “1”.

What is a field (column)?

Each column (or field) is used to define what specific information is to be entered
into that particular column or “field”. A column titled ‘Class’ for example would
signify this to be the place in a record to enter the Class name when creating each
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new record. For example, the figure above has an email address for each row
in the column headed “Email”.

What is data?

e Data is the information entered into tables within the database. Databases are
used in businesses and in education, often without people realizing they are
using a database. Something as simple as entering contact details into the
‘Contact’ or ‘Address Book’ section of an email client, involves entering data into
a database.

e Data entered will generally be alphabetical (names, addresses) or numerical
(dates, currency), however Access is also able to store other forms of data, such
as links to websites, documents created in other programs such as files &
images.

e Data can be entered into the database manually, via the keyboard, imported
from or linked to external sources or even collected through email or an internet
form.

Data types

Data types define what type of data will be entered into each *field’ (column) in a
table. If you create a table by typing in the data in new fields, Access will
determine the data type for you based on what you type. If you type a name, it
sets the type for that field to ‘Text’. If you type a date either as *12/09/2010" or
“December 9, 2010” it will set the type to ‘Date/Time’. If you type a digit or digits
it will set the type to ‘Number’. If you also type $ as in $49.95 or a specific number
of decimal places “5.00” that will be included as the format for a numeric field.

Although you can enter data without setting up the fields first, you should create
the table and specify the data types for each field before entering data. You should
also set defaults, limits, and use Input Masks as needed.

Text - holds up to 255 characters; can be numbers, letters, or symbols
Memo - holds over 255 characters; can be numbers, letters, or symbols
Number - numbers only

Date/Time - valid dates or times

Currency - numbers displayed as currency
AutoNumber - a number is automatically input; you cannot type in this field

Yes/No - only two answers: yes or no [true or false] [on or off]

OLE Object - you can attach one document to the record

Hyperlink - you can put in a hyperlink

Attachment - attach multiple files to one record including digital photos
Look Up Wizard - allows you to input a list of choices for a text field

Calculated - displays a value calculated from other data in the table
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Field Properties

Field Properties should be set in order to: format numbers and dates; to limit
data entry to specific characters; to validate entries; to provide a mask for input; to
require data in a specific field; and/or to set default data. You can see the Field
Properties that have been set by viewing the table in Design View. Some of the
Field Properties are only available for Field Properties
specific Data Types. Below is a brief
description of some of the more popular

General [Lookup

Field Properties. Field 5ize 255 Fy
Format

Field Size allows the setting of the Input Mask

maximum number of characters that Caption

Default Value
Yalidation Rule

Format allows you to specify a Validation Text
“format” or appearance of a date, time, |R&quired

can be entered.

Mo

. Allow Zero Length ¥
or number. It has choices such as: g E .
short date, medium time, long date, Unicode Compression | Yes
currency, etc. IME Mode Ma Contral
I Mask icular f f IME 5entence Mode Mane
nput Mask uses a particular format of | ¢ 1., v

the data entered. Such as a phone
number (XXX) XXX-XXXX or social security number xxx-xx-xxxx. The Input Mask
puts in the parenthesis, dashes, slashes while the user just types the data.

Caption displays at the top of a column in a table. [It does not replace the field
name.]

Default Value is a value that is common, for example for a database with names
and addresses, the State field could have a Default Value of: TX

Validation Rule & Validation Text allow you to set limits, for example on a
Number or a Date field you could specify the number be less than or greater than a
specific number or that a Date be between specific dates.

Required can either be Yes or No. Required Yes means that it will not allow the
field to be empty.

Indexed has three choices: No, Yes (Duplicates OK), and Yes (No Duplicates).
Indexed Yes means that searches and sorts work faster.

Text Format ( Memo fields)has two choices: Plain Text ments - | Birthdate -

and Rich Text. (Rich Text allows the person entering data g

to use bold, italic, underline and a few other features.) 4 February, 2011

Su Mo Tu We Th Fr Sa
1 2 3 4 5

Show Date Picker is available for & 7 8 9 10 11 12

Date fields. The Date Picker looks Birthdate - 13 148 15 17 18 19

like a tiny calendar (small figure right). 021 22 23 28 25 8

When you click the Date Picker, the I &7 e

current month calendar pops up (larger

figure right).

Text Align is used to set the alignment of text in the field.
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A First Look at Access 2010

Opening Access 2010

e Click the Start button (bottom left of screen), then select All Programs. Scroll
up to locate the Microsoft Office folder button, click it. Click Microsoft Office
Access 2010. Open the Sample2011 database.

Microsoft Access o = 8

€ Create External Data Database Tools e

Available Templates Blank database

ﬁ Hame
GJ) -

A1) Training¥Pfe - 2010... "
A Blank Blank web Recent

Databasel.accdb database database templates

m &

Sample My templates
templates

Recent

Office.com Templates +

Help

i
ﬂj 8= # .
= File Name |4 l
Assets Centacts Issues &

s ]
=] Options Tasks Databasel.accdb =
@ Exit ChDocuments and Settings\cfs8262\ My Documents',

i
A s e
/Wj o j
Non-profit Projects

Create

Exploring the Access 2010 window

e Similar to other Microsoft Office 2010 applications, Access 2010 uses tabs which
display a ribbon. The Ribbon is designed to display the most appropriate tools /
functions according to the task at hand. Each ribbon is divided into Groups.

e The “biggest” change is the new (1) File tab in place of the Office Button.

e The Quick Access Toolbar in the top left corner of the screen has not changed
from Access 2010.

¢ (2) Recent Documents are listed on the File tab.
¢ (3) New Blank database is easy to access.
e (4) Type the New database name and select the folder it will be stored in.
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e Under the File tab in the top left corner is the Views group. There are also two
tiny View buttons in the bottom right corner of the screen.

e At the bottom, near the center are the Record Navigation buttons. Use the
navigation buttons to display the records in a table. In the “1 of 1” box the first
number represents the current record and the second number is the total

number of records.

@9 - |+

M AB 12 [@ [ED) Date & Time & Na ft bl
aD
== | Yes/Mo d \ Default Value o
View Text Number Currency Delete . R o
i More Fields - = Fiald Size

Properties

Databasel : Database (Access 2007) - Microsoft Access
. Create External Data Database Toals Fields Tahle

o B

@
B/
alldatljn

Formatting Field Validation

|=\ Add & Delete
= « || 55 Tablet

AHAcci Views ' @ L
Search. Fel ID

Tables 2 ||-f
B Tabler &3

Fieldl
2 Minnie
(New)

Field2
Mouse

~ | Click to Add  ~

Record Mavigation

Record: M 1afl L g Search

Datasheet| Design
Views

Datasheet View |

+ MNum Lock ‘ '3

e All commands are organized into groups on

the various Ribbons. Groups were designed
to help identify tools quickly.

e A Dialog Box Launcher button, bottom
right for the group (see figure on right) is
available only on the Clipboard and Text
Formatting groups on the Home tab
ribbon. When clicked, the Dialog Box

Calibri {Detail) 11 =

A&

Text Formatting ]

Launcher displays a dialog box for selecting

additional features.

Minimizing the Ribbon
e To minimize the Ribbon, click the small arrow on

the left side of the Help ? button (see figure on
right).

¢ To make selections from a minimized ribbon, click
on a ribbon tab. The ribbon expands for you to
make your selection.

e When you click on a command button, the Ribbon
minimizes again.

e To restore the Ribbon to a fixed state, click the
small arrow again.

e B

Calibri (Detail} |11 -l
B I U =5 :E b
A- - .| =

Text Formatting ]

|||||| 3
fll
H
4

Click to un-Minimize
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Tabs and Ribbons

@9 = Students - Microsoft Access ‘ e ‘

- Create External Data Database Tools Fields Table

- — a = . N

M’ N F zlAscendlng ‘lf/ o = Mew z [ﬁ pe [] g@ Calibri
[ _] L Rl 4 <

[EE] %] Descending V- =8 Save = B 7 U
WView Paste Filter Refresh Find Size to Switch
£ amAre S b
- 7 4o Remove Sort ¥ | ayw X Delete - B~ I - | Fit Form Windows = | &~ % ﬁ -
Views | Clipboard Sort & Filter Records Find Window Text Formatting [F]

Home - font formatting, record commands, sorting, filtering, & find

@“ ™ B R C M' |= Students - Microsoft Access | Table Tools ‘ e

“Jome External Data Database Tools Fields Tahle & e = B 2
= = kY H Wi S
2 EO D R B0 EHUTT™ R

|jNa\r|gat|0n = & Labels
Application Table Table SharePoint | Query Query Form Form Elank Report Report Blank Macro

Parts ~ Design  Lists Wizard Design Design Form 'EI More Forms ~ Design Report =
Templates Tables Queries Farms Reports Macros & Cade

Create - create tables, queries, forms, & reports

@Ee-e--|= Students - Microsoft Access | Table Tools ‘ o B O

“_Home Create External Data Database Tools Fields Table 4] e S
==l =] o= Text File "' [} XMLFile (A Access L i O B[R
7 ke x; @ E
- =] # KML File 'EFJ é} PDF or %P5 @ Word Merge = pi=2 bt s
Saved Linked Table Excel Access ODBC Saved Excel Text Create Manage Mork Synchronize
Imports Manager Database >;j More | Exports File @j E-mail -L'P More = E-mail Replies | Online 2]
Import & Link Export Collect Data Web Linked Lists

External Data - import & export records from/to Excel and various other file types

@| H9--- |~ Students - Microsoft Access | TableTools | = B o=

m_Home Create External Data Database Tools | Fields Table ) 6 = X
% o S ' . e

- 3 [=] Database Documenter @ 3 3 @I el

i - "
e —'! =3 _ , g =]

_:_-=,'_'|Anal},-ze Perfarmance
Compact and Yisual  Run Relationships Object . SQL Access  SharePoint | Add-ins
Repair Database | Basic Macro Dependencies 53 Analyze Table Server Database -

Tools Macro Relationships Analyze Move Data Add-Ins

Database Tools - relationships and compact & repair database

@Hﬂ { u - - | Students - Microsoft Access ‘ [ableiT | o B OER

Home Create External Data Database Tools Table & 9 = =P 2

M AB 12 ?.:) '#' ﬁ'NameaCaptlan _-jf|-:I-:|if,'|.-:|-:l|".l|:|: Text - ﬂ‘/

[+ oy Default Value J Modify Expression T C -

View Text MNumber Currency Field

- 55 T [f'j Field Size 15 ab| Memao Settings $ % v % 5" validation -
Views Add & Delete Properties Formatting
Table Tools Fields - views, insert, delete, or rename fields; set properties & data
formatting

Table Tools Table - (not shown) is for working with macros and programming
steps to run
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Customizing Access 2010

Quick Access Toolbar

e The Quick Access Toolbar offers an easy way to [z
access frequently used command buttons, such as Yotk tomize Quick Access Toolbar
Save, Undo and Redo that are already on the : New
Quick Access Toolbar. Other functions may be : . Open
added to the toolbar by selecting them from the ] save
Customize Quick Access Toolbar drop down Views | Clipboard el
list. All Access Objects Q_LHCk P”r_n
e Print Preview
e To customize the Quick Access Toolbar, click Spelling
the drop-down arrow to the right of the Toolbar. V] Undo
The list has commands that you may easily turn o) e
on or off. (A checkmark means they are on.) Actresh Al
¢ You may also click More Commands and add el
additional commands to your Quick Access R
Toolbar. Any command may be added to the show Belonthe Fbbon

Quick Access Toolbar.

The File Tab & Access Options

The File tab provides many of the options previously found under the File drop
down menu in earlier versions of Microsoft Access: New, Open, Save, Save

As, Print, and Close Database.

= |+ Databasel : Database (Access 2007) M., | ‘ o B 52

Database Toals Fields

e Also, on the File tab is
Recent documents,
Password protection,
Compact & Repair
Database and Access
Options.

e C(lick Recent. It lists the
documents that have
been opened recently.
You can specify how
many documents to
display in the Recent list
(by changing the number
at the bottom of the
Recent screen).

e You can also “pin”
documents to the
Recent list. Click on the

.ﬁu Home Create External Data

Table (2]

H Save

Save Object As

(8] save Database As
= Open

[ Close Database

(&) patabasel.acedb
Izﬂ Databasell.accdb
Eﬂ Caopy of Sample201...

] TrainingxPfe - 2010...,

Recent

MNew

Print

Save & Publish
Help

] Optians

& Esit

4

Information about Databasel

Ch\Documents and Settingsh cfsB262\Desktop\Work i...

Compact & Repair

Help prevent and correct
database file problems by
using Compact and Repair.

o
L'bbs”

Compact &
Repair Database

Encrypt with Password

View and edit database
properties

lj"? Use a password to restrict
access to your database. Files
Encrypt with that use the 2007 Microsoft
Password Access file format or later are

encrypted.

P

“pushpin” to the right of the Filename. The document is now “pinned” to the
Recent list. Click the “pin” again to “unpin” the file.

Page 11 of 44
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Access Options

e Click the File tab, Toomem |

then Options.

Datasheet

¢ On the General brosfing
Screen, YOU may Language
want to change Cient settings

the Default file Customize Ribbon
format (see the ST ST Default file farmat for Blank Databasd

figure). If thatis
the only change Trust center
click OK at the
bottom of the
Options window.

Current Database

Ohject Designers

Iy
_@ General options for working with Access.
User Interface options
Enable Live Preview
Always use ClearType
ScreenTip style: | Show feature descriptions in ScreenTips 4
Show shorteut keys in ScreenTips
Color scheme: Silver | %
Creating databases
Haciu '_C:"D-j(uments and Settings'cfs8262\My Documents’,
database folder: =

Mew database sort order: General - Legacy L3
Personalize your copy of Microsoft Office

User name:

Initials:

e Still on the
Options screen, click
Current Database on the
left. Locate Document
Window Options (across
from Quick Access
Toolbar).

e C(Click Tabbed Documents
to select it. This will
enable having tabs across
the top of open files within

Document Window Cptions
{:} Dwerlapping Windows

Add-ins (%) Tabbed Documents

Display Document Tabs

Quick Access Toolbar

Trust Center

T Campus List | T Class Schedule 2008-10- 1. 77 Students"i 7 Registrations

Registration -t | ClassID | StudentID - ClickioAdd -

An example of tabbed document windows

Access, as shown in the figure on the right.

¢ Click Object Designers, the fourth item in the Options menu. If you would
like to change the Default text field size, select 255 and type the number you

want. 50 is

suggested Datashest Table design view

unless you

think that is too [ Object Designers ] Default field type: Text A
low. Click OK Proafing Default text field size: -

if finished with -~ =
Options Language Default number field size: Long Integer

e You can also make changes to the Quick Access Toolbar, select the Quick
Access Toolbar in the menu on the left. To add buttons to your toolbar, select
a command in the list on the left, click the Add button and the command is
added to the Toolbar on the right side of the screen. Add as many commands

as desired.

e Click OK to keep the changes.

LeCroy Center
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Opening a Database & Security Issues

Opening a database

e The Access 2010 program and the Sample2011 database should already be
open, if they are not please open them. From the menu displayed on the left,
click the Open command. This will display the Open dialog box.

e By default the contents of the My Documents folder will be displayed. You
should see a folder containing the Access data files. Double click on this folder
to display the contents.

e Select a database file called Sample2011 and double click it. The database
may have a Security Warning like the one shown below.

Security warnings

e Similar to other Microsoft Office applications, Access 2010 warns users of
potential security threats when they arise and relate to macros within the
application.

e Macros contain

code written to

N | =
@I v | L

Faculty : Database (Access 2007) - Microsoft Access

Create

perform a task

within the & i Seenne = ; & -
i ; 33 i | Descend £ =8 save = B I U
application and wte R | einc U
dWIdel ¥ Remove Sort S XDEIEte'4 A »
are use Y Views | Clipboard Sort & Filter Records Find

External Data

Database Tools

in Excel, Word as

well as Access.

L Security Warning

Some active content has been disabled. Click for more details.

Enable Content

Because macros

use code designed to allow advanced users the opportunity to create their own
functions to enhance the functionality of a database, others can also write
malicious code intended to have the opposite effect. For this reason, Microsoft
Office applications prevent macros from running and displays a warning instead,

which is outlined in

the figure above.

Create

External Data

Database Tools

Click the link “Click
for more details” for
additional

[l save Object As

(&) save Database As

Information about Faculty

Ch\Documents and SettingshcfsB262\My Documents\Facult...

Lj Cpen

d Close Database

information.

Click “Enable
Content” to
temporarily enable
the file (this time

Only). (&) Copy of Sample201...
“Click for more

IIﬂ Faculty.accdb
Eﬂ Databasel.accdb

(&) Database2l.accdb

9

Enable
Content =

viruses and other security hazards.

you trust the contents of the file,

Security Warning
Active content might contain

The fellowing content has been
disabled:

VBA Macros

‘fou should enable content only if

Trust Center Settings
Learn more about Active Content

details”, brings up

the screen shown on the right.

Page 13 of 44
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e You can also click Enable Content (as a temporary fix).

e Click Trust Center Settings to enable the contents of the file permanently.

e If you trust the source of this database file and the content, you can select
Enable content, to allow the macro to run, then click OK.

NOTE: Selecting Enable content is a temporary enabling of macros and warnings
will be displayed again the next time this database is opened.

Add a Trusted Location

e You can add a trusted location so you do not
get the security warning each time you open a

database.

e C(Click Trust Center Settings.

e C(Click the Enable Trust

Center logging checkbox (to

turn it on).

e C(Click Trusted
Locations.

e C(Click Add New
Location.

External Data Database Tools

Information about Faculty

Security Warning

@ Active content might contain

viruses and other security hazards,
Enable The following content has been
Content ~ disabled:

VBA Macros

You should enable content only if
yiou trust the contents of the file,

Trust Center Settings

Learn more about Active Content

Ch\Documents and Settings'cfs8262\My Documents\Facult...

Trust Center

R)%)

Trusted Publisher:
rusted Fublishers Message Bar Settings for all Office Applications

Trusted Locations .
Showing the Message Bar

@ Show the Message Bar in all applications when active content, such as
ActiveX controls and macros, has been blocked

O Mever show information about blocked content

Trusted Documents
Add-ins

ActiveX Settings
Macro Settings
DEP Settings
Message Bar

Privacy Options

able Trust Center logaging

Trusted Publishers
—————
oo

Trusted Documents

Add-ins

ActiveX Settings

Macro Settings

DEP Settings

Message Bar

Privacy Options

Trusted Locations

‘Warning: All these locations are treated as trusted sources for opening files. If you change or add a location, make sure that
the new location is secure,

Path Description Date Modified

C\...Files\Microsoft Office2010\Officel PACCWIZY  Access default location: Wizard Databases

Path: C\Program Files\Microsoft Office 20100 Officel4 ACCWIDY

Description: Access default location: Wizard Databases
Iadd mew\Rcation..‘] [ Remave ] [ Maodify...
Wy

Date Modified:

Sub Folders: Disallowed

D Allow Trusted Locations on my network {not recommended)
I:| Disable all Trusted Locations

= <
C_ox I [ cnee

LeCroy Center
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e C(Click the Browse button, locate and
click on the folder that you wish to
add to the Trusted Locations.

e Click Subfolders of this location
are also trusted.

e Click OK

e The “new” location should be in the
list of Trusted Locations.

Warning: This location will be treated as a trusted source for opening files. If you

change or add a location, make sure that the new location is secure.
Path:

C:\Documents and Settings\cfs8262\DesktopiWork in Progress

_ubfolders of this location are also trusted
Description:

Date and Time Created:  1/26/2011 11:16 AM

lg_ OK _)J[ Cancel ]

¢ Next time you open the database, you should not receive the security warning.

Navigating an existing database

e Still using the Sample2011 database (it should be open).

e Open the Students table in the Sample2011 database file. Scroll through the
records using the record navigation buttons at the bottom of the table window.
You can also scroll through fields with the Tab or arrow keys.

Student| = | First Name ~ LastName -~ Address - City » |Stal » | ZipCode =~ Phone Mumbi~- =
G 28 Zach Roberts Lettermen 301 Dallas TX 75275-0000 (214) 768-0987
Micah Parker 4567 Barnes Bridge Mesquite X 75149-0258 (972) 279-1245
Kayla Roberson 890 Camp Wisdom Duncanville TX 75116-1002 (972) 283-5569
M, Krista Roberson 890 Camp Wisdom Duncanville TX 75116-1002 {214) 123-4567 [0
* = -
Record: M 4« 310f31 | » M b [ | search |4 m | >
Navigating through records within a table
e The record navigation bar is located at the bottom
of the object window. When a table is open, you
will see these buttons. (see figure on right)
e To use the specific record option, click within the Record: 4 4 2 0f9 b Mo}

box and enter a record number, then press the

Enter key.
e Click below the last record.

Add a New Record

fi-

e Click under Kayla at the bottom of the list. Type Krista in the First name field
(once you type the name, 31 (or the next number) will show in the first
(Student ID) column) press Tab. [Press Ctrl and Quote to copy from the record

above.]

e For the Last name press Ctrl "

press Tab;

=3
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e For the Address press Ctrl ” press Tab;
e For City press Ctrl " press Tab twice to accept the State and in the Zip Code

field press Ctrl " then press Tab;

e Type the Phone Number shown - just type the digits 214 1234567 and the
Input Mask (already set up) will put in the parenthesis, space, and dash in the

correct places.
Closing a database

e Click the File tab to display the menu.
e Select the Close Database command. (This will close Sample2011 the open

database.)

e The database closes and returns to the Access 2010 “Available Templates”
screen. The database name is listed on the left of the screen with the Recent

Databases.
(Al = B v | Microsoft Access = B R
@ Home Create External Data Database Toals e
- e
) Available Templates Blank database
l fat Home
L'j Cpen
F | | .
® =
(&) copy of sample201... -
] Copy of sample Blank web Recent
II_I] Databasel.accdh database temnplates
(&) Databasel.accdb ¢ %
IE_l] Faculty.accdb LE\ g
Sample My templates =
termnplates
Recent ;
E Office.com Templat...
4 =]
ﬂ_,:l 8= # .
= File [Man
Assets Contacts [ssues & -
Tasks |Database.accdb E
Help Ch\Documents and Settings\cfs8262\My Documents'
2] Options N pEagoy
7 o
Ed Exit ﬂ
Mon-profit Projects

Refer to this figure for creating a new database.
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Creating a new blank database

e Start the Access 2010 program if it is not already open. (Refer to figure at
bottom of previous page.)

e Select the Blank Database icon, or if you are in Access, click the File tab and
select New then click the Blank Database button.

e Type Faculty in the File Name box (lower right). Set the folder location for
storing it in My Documents\Training (or wherever your instructor tells you to
store it).

¢ C(Click the Create button at the bottom of the screen.
e A screen similar (and much larger) to the one below is displayed:

Gl R A |

Home Create External Data Dratabase Tools Fields Tahle
%] Ascending  Ez- e =

B{_Z’ -] Y’ Zv R & Al = _Jlj

B3 Z|] Descending V- El Bsae
View Paste Filter , ) Refresh -
- - ¥ %7 Remove Sort All = )'(._e+'.+'E'
Views | Clipboard Sort & Filter Records Fi
Al Tables ® « | Faculty |,
SEGrCH. el ID ~ | Click to Add -
Faculty 2 || *

j Faculty : Table

Saving a table

e Before adding information to an Access database, the fields should be added to
a table. The fields should be named, given the correct Data Type and formatted
appropriately. Field Properties should be selected as needed. If necessary
you can put validations in the fields as well as defaults.

e Fields are used to organize data into specific fields or columns, for example a
FirstName field would store the first name for every individual record entered, as
would the LastName, BirthDate, and other
fields, etc.

e Click the Save button in the Quick Access

Toolbar. The Save As dialog box is Table Name:

displayed. Type the name Faculty. Click Faculty |
the OK button. [Each object: Form,

Query, Report, and Table has its own ok | [ cancel |
name]
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Creating a Table & Setting Field Properties
There are three main steps to creating the fields in a table.

(1) Type the Field Name (has to be unique in the table).

(2) Select the Field Type from the drop-down menu or by typing the first letter.
Text is the default Field Type. (see page 6 for Field Type descriptions)

(3) Set any Field Properties necessary. (see page 7 for Field Property info)

= Faculty x
Field Name

% | Faculty 1D
LastMame t1 }

Data Type
AutoNumber

Eo 2

Description

¢ Click the Design
View button- top left
to add to our table.

See figure below to Memo
locate the Design Number
View button. Date/Time
Currency
AutoNumber
Al @E-l+ Yes/No
“ OLE Object
Home Creat )
— - Hyperlink
EI .l?| Attachment
N Calculated
Pr;?;;ry Lookup Wizard...

r]j Datasheet View
o—

J+j' PivotTable View
iLﬂ PivotChart View

IIP\’Z Design View

General {Loakup
Field Size
Format

Input Mask
Caption

Default Value
Validation Rule
Validation Text

255

Field Properties

@) =

The data type determines the kind of values
that users can store in the field. Press F1 for

Required Mo help on data types.
Allow Zero Length fes

Indexed Mo

Unicode Compression fes

IME Maode Mo Contral

IME Sentence Mode Mane

Smart Tags bl

e The first field is automatically created and is called ID and it is an AutoNumber
Data Type. It is the Primary Key. Setting the field as the Primary Key causes
entries in the field to be unique. Change the Field Name to: Faculty ID

e Type the Field Name (1): LastName press the down-arrow key to go to the
next field. The third field should be FirstName, press the down arrow. (It will
automatically make the Data Type Text.)

e Text is the default Data Type. [If you want a different Data Type, click the
drop down arrow (2) in the figure above.] Leave the Data Type as Text for both
name fields.

e The area at the bottom of the screen is titled Field Properties (3). Set the
Field Size to 30 for both name fields (FirstName & LastName); these fields will
allow a maximum of 30 characters.
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e Create the following fields, give Field Properties where specified in []. You

have completed the first three.
e Faculty ID
o LastName
[Field Size, 30]
e FirstName
[Field Size, 30]
NOTE: Reducing the character length of a

AutoNumber
Text

Text

field after data has been entered can result in
loss of data in a field that had more text than

the new limit.

e Birthdate Date/Time
[Format, Short Date]

[Required, Yes] (Required will not allow

blank fields)

e Graduate Hrs Number
[Validation Rule, >=18]

[Validation Text, Must be equal to or

greater than 18] (this Validation Rule

says it must be 18 or more)

e PhD Yes/No
¢ Campus Text
¢ Comments Memo

] Faculty

Field Name

/ Faculty ID '\

LastMame
FirstName
Birthdate
Graduate Hrs
PhD

Campus

text

Comments
Phone

General [Lookup
Field Size
Format

Decimal Places
Input Mask
Caption

Default Value

Lang Integer

Auto

Validation Rule == =13

Data Type
AutoNumber
Text
Text
Date/Time
Number
Yes/No
Text
Memo
Text

Field Properties

Yalidation Text —t Must be equal to or greater than 13

Required
Indexed
Smart Tags
Text Align

Ma
Ma

General

[Text Format, Rich Text] (Turning on Rich Text means you can use bold, italic

& underline among other features)
e Phone Text

e Insert two new rows below
FirstName.

e Put the mouse on the left edge of
Birthdate, click once and drag down
to select both (1) Birthdate and
Graduate Hrs (see figure right).

e C(Click (2) Insert Rows in the Tools
group.

2 “vaInsert Rows
:3“' Delete Rows
-1_3 Modify Lookups
Toals
v <« || =5 Tablez
jo
> 1|® Faculty ID

>

LastMame
FirstName
1 irthdate

duate Hrs
D

Campus

Comments

Phone

A 7

Property Indexes

Sheet
Show/Hide

Field Name

q
=*

Create Data Rename/D
Macros = Macra
Field, Record & Table Ey

]

e

Data Type
AutoMumber
Text
Text
Date/Time
MNumber
Yes/No
Text
Memao
Text
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e Add the following two fields (on the new blank rows) below FirstName:
County Text

[Default value, Dallas]
e State Text
[Default Value, TX]
e Save the Faculty table again.

¢ Move the Comments field to the bottom, below Phone: click the selection box
on the far left to select it, then drag it to the bottom of the fields and let go]

e Click the Datasheet View button in the Views group on the left edge of the
Table Tools Design tab to view the new (empty) table.

j Faculty
FacultyID ~ | LastName =~ FirstName - Campus -~ Phone ~ Comments - | Birthdate - GraduateHr - PhD
1 Smith John Brookhaven  (214) 123-4567 Previous exper 11/26/1964 18
#* (New) O

e Input one record in the table (make up information; try leaving the Birthdate
field blank. Also try entering a number less than 18 in the Graduate Hrs field),
use the Tab key to move across from one field to another.

e Instead of having to enter the name of the Campus, change the Data Type for
Campus to Lookup Wizard. The Lookup Wizard will begin.

e On the first screen of the Lookup Wizard, select "I will type in the values that I
want.” Click Next.

e On the second screen (shown | Lookup wizard

rlg ht) ty pe the names Of the What values do you want to see in your lookup field? Enter the number of columns you want
seven cam p uses, one pe r in the list, and then type the values you want in each cell,

’
| | ne: Brookhaven’ Ceda r To adjust the width of a column, drag its right edge to the width you want, or double-dlick the

right edge of the column heading to get the best fit,

Valley, Eastfield, El

. . Number of columns: [1

Centro, Mountain View, —

Northlake, Richland. T =

(Press the down arrow to go Eed;r 'La"@r'

. astiel
down one line for each El Centro
Mountain View

cam p us. ) Morthlake L\\S

o CIle Next ﬁ Richland| -

Cancel l [ < Back " Mext = ][ Einish
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Attachments ﬁl
e The third and final screen has Lookup Wizard
two OptionS. See the ﬁgure What label would you like for your lookup field?
(right). -

. Type Campus for the |abe|. Do youwgnt to limit entries to the choices?
e Select either “Limit To List” “m

OR “Allow Multiple Values”.

. .. Do you want to store multiple values for this lookup? %
e Click Finish when complete. T low Muitple Valoas
NOTE: If you check “Limit To Those are all the answers the wizard needs to create your lookup

field.

List” then it will display a drop-

down list, but it will not allow you
to type an entry not in the list. If
you check “Allow Multiple [ concel ] [ <gex |

Values” then it will display the
list with a checkbox in front of each value. You can check the box for more than
one value. (For example if someone worked part time on two campuses.)

e In Design View; add a field at the bottom (below Comments) called
Documentation and select Attachment as the data type. Save the Table
again. (There are twelve fields in the table.)

e In Datasheet View, the Documentation column displays a paper clip symbol
at the top instead of the field name.

e In the figure on the right, the top /@\ Comments
paperclip is in place of a field name. The | U(2)
paperclip (2) means there are 2 o)
attachments in the first record. (0)
means there are no attachments in the o
second record. |

e In Design View, look at the }
Documentation Field Properties. For
the Caption, type Resume & Other
Documents. The Caption displays at d
the top of the field (column). Save the
Faculty Table.

Manage Attachments...

e The Attachment data type is useful for attaching images, resumes, descriptions
and other file types, etc.

e To attach documents and images, either double click on the cell containing the
paper clip image, or with the cell active, right-click on the Attachment field and
select Manage Attachments from the pop-up menu.

e In the Manage Attachments box, shown on the right, all the attachments for a
specific field are listed. Click Add to attach a file.

¢ Click Remove to remove a file already attached.
e Use Open to see the contents of an attached file.
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e Click OK when finished with the
Manage Attachments
window.

e Save and Close the table.

NOTE: When viewing the

Attachment field of a record (in a
form), click once on an attachment
and the scroll buttons shown here,

are visible.
@ % 0|

e Click Forward or Back to
scroll through the attachments.
Click the paperclip to bring up
the Manage Attachments
dialog box.

\ Faculty i §| Faculty .
Faculty An attached
photo is
displayed
aculty ID =3 Ot
First e
SR -
Dallas
r Doc
State TX
@@ 0
L5
Birthdate
Grad e Hr
(w]
oo H j An attached

bord: M 4 20f2 LI T

document
displays an icon

e In a form, attached photos are displayed, other documents are shown as an

icon.

Closing a database

e Click the File Tab to display the menu.

e Select the Close Database command.

e Save your changes. The database closes and it returns to the Blank Database
screen. The database named Faculty is in the Recent list.

Navigation Pane

The Navigation Pane is located on the left side of the screen and displays all
objects contained within the database, including all tables, forms, queries and

reports.

e Open the database Sample2011

—’ The Navigation Pane can be minimized by clicking on the (left pointing)
“ || arrows button, top right of the pane.

b

the top right of the pane.

To restore the Pane to normal view, click the right pointing arrows button at

¢ Object categories can be minimized / maximized using the upward/downward
pointing arrow buttons to the right of the object type.

LeCroy Center
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In the figure, All Access Objects are
displayed: Tables, Queries, Forms, and/or
Reports. Queries are also shown in the
figure. It may not be evident which Table
goes with each Query, because Tables and
Queries can be named anything.

A preferable way to view the Objects is by All
Tables set to Tables and Related Views.
This view shows the Table and its Objects
together.

To select the way you would like to view the
objects, click the (1) Menu button which is the
down pointing arrow in the top right corner of
the Navigation Pane (see figure on right).

Select Tables then Tables and Related Views.
In this way tables will be listed with all their
individual Forms, Queries, and Reports. [Each
object type has its own icon in front of the name.
See the figure lower right.]

Experiment with the views. Leave it displayed by
All Tables and Tables and Related views.
(See the figure on the right.)

The objects are shown listed with the Table. In
the example, the Class Schedule 2009-10
group shows one Table and four related objects.
The related objects include two Queries, one
Form, and one Report. This makes it easy to
know which table it is pulling information from.

@_&—\c_cess Ot:q—e@

Tables
eries
o Class Schedule 2009-10 Queryl

'n? Delete records 12-1-09 thru 2-23-10Queryl
_|T Class Schedule 2009-10 Query

'ﬁj Class Roster

'ﬁj Classes Query

'ﬁj Parameter Query

'ﬁj Registration Fees

'ﬁj Software&Dates Parameter Query

'ﬁj Student Names & Grades

Forms

8|«

Reports

1)

MNavigate To Category

Custom

| Opject Tun
» | Tables and Related Views

LCreated Date

"
||«

Madified Date
Filter By Group
Campus List

Registrations

|

Classes-incomplete

All Classes up to 2010

T
All Tables

Campus List

Registrations

Classes-incomplete
Schedule 2009-10
Class Schedule 2009-10: Table

| 4| < «@
.Y

Class Roster
Registration Fees
Class Schedule Form

Classes Report

Grades

Students

Archive Of Class Schedule

All Classes up to 2010

T ANl Classes up to 2010 : Table

ol | 40| &
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Primary Key

e A Primary Key is used as a unique identifier for each record in a table and is
essential when working with relational tables.

e To be effective, a Primary Key cannot have duplicate entries and must be set

on a field with a unique identifier.

e When creating a new table, Access automatically adds the ID field with an
AutoNumber data type. By default the ID field is also the Primary Key.

e Examples of other fields suitable to i f

be set as a Primary Key are:
passport, social security and driver’s
license numbers, military
identification, tax, workplace or
personal identification numbers,
unique to each individual.

E EEE

e The Primary Key will not allow
duplicate entries in the Primary
Key field for the table.

Tables

Campus List
Class Schedule
Grades
Registrations

Students

NOTE: A Primary Key field can never be empty.

e Open the Sample2011 database.
e Open the Class Schedule table.

-

=y

=2

—
Test Validation

Rules

“@

T

oals

= Insert Rows el E/
= Delete Rows =
N _ Property Indexes
-_-J)j Lookup Column Sheet
Show/Hide

FE=N

=

%

Class Schedule
Field Mame Datal

Class Number Text
Course Name Text
Subject Text

Date Date/Time
Day Text
StartTime Date/Time

e Switch to the Design View, by clicking on the View button.

e The Primary Key symbol identifies the Class Number field as being the

Primary Key.

NOTE: The Primary Key button is in the Tools group on the ribbon.

e To use another field as the primary key, select the field (Course Name) and
then click the Primary Key button on the ribbon. The Primary Key symbol is
now displayed beside the Course Name field.

NOTE: The Course Name field is NOT a suitable data type to become a primary

key, as data within this field is unlikely to be unique.

e Reset the Primary Key to the Class Number, before continuing.

e Close the Sample2011 database.
e Open the Faculty database again.
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Input Mask Wizard

e Input Masks are used to restrict how data is entered. By forcing users of the
database to enter data in a fixed format it greatly reduces the chances of data
input errors. There is usually less typing with an Input Mask because

parenthesis and dashes are put in for you.

NOTE: Input Masks only work with Text and
Date data types. When creating a field with
information such as phone numbers, social
security numbers, id numbers, etc. it needs
to be a Text field if you want to type
parenthesis, dashes, or spaces in the field.
(A Number field will only allow digits,
decimal points, or negative signs to be
typed.)

e The Faculty database is open, open the
Faculty Table in Design View.

¢ Click in the Phone field in the Field Properties. Notice the
the figure above) on the right end of the line

for Input Mask.

e Click the ... button. This will start the Input

Mask Wizard.
o [If prompted to save the table, click Yes.]

e The Input Mask Wizard dialog box is
displayed. (see figure on right)

¢ Select Phone Number under Input Mask.

e In the Try It: box, type 10 digits and see
how it fills in the parenthesis, space and
dash.

e C(Click the Next button.

e The second screen allows you to change the

Placeholder character. For example, you

could change from using underline _ to using

a pound sign #. (It is easier to see how
many characters you can type with #
because the _ run together as a line.)

e Change the Placeholder character and then

click in Try It: and type 10 digits to see it
work.

e C(Click the Next button.

General |Loakup
Field Size

Format

Input Mask
Captian

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Smart Tags

25

Ma
fes
Ma
fes

Ma Control

Mane

S

... button (circled in

Input Mask Wizard

Sodal Security Number
Zip Code

Extension

Password

Long Time

Try It:

Which input mask matches ho

w you want data to look?

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

331-86-7180
98052-6399
63215

1:12:00 PM L

Cancel

Input Mask Wizard

Input Mask MName:

Do you want to change the input mask?

Phone Mumber

Input Mask: 1{292) 000-0000

What placeholder character do you want the field to display?

Placeholders are replaced as you enter data into the field,

Placeholder character: [l L
! A
s by
%o
= v
Try It:
Cancel ] [ < Back " Mext = ] [ FEinish
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The last screen of the Input Mask Wizard asks if you wish to store the data
with or without the symbols in the Input Mask. In other words, store a phone
number like this: (972) 495-1234 or

Input Mask Wizard

9724951234 ? (with or without the symbols,
as ten digits or fourteen characters?)

How do you want to store the data?
(O With the symbols in the mask, like this:
(975) 472-3491

There are two questions you should ask
yourself — If I export this to a text file will it
matter whether the parenthesis, space, &
dash are there or not? And/or Does four concel ) [ <gocc [ net> ] [ fmish ]
more characters per record make that much
difference in storage space?

(®Without the symbols in the mask, like this:

63121454

Select the way you want it to store, then click the Finish button.

NOTE: The Input Mask has additional codes that can be used to create an Input
Mask without using the Input Mask Wizard.

Click the Datasheet View button to switch to Datasheet View.
When prompted, click the Yes button to save the changes.

Using the mouse pointer, select the next blank cell at the bottom of the Phone
column.

Notice the new Input Mask appears. Type in a phone number.

NOTE: If at any stage incomplete data has been entered into the field using an
input mask, you will not be able to move out of the field or select another function
until the data is either removed or completed.

Input Mask Details

An Input Mask can be typed instead of using
the Wizard. It is divided into three sections

1 mwy s - . .
separated by semi-colons (;). '\(9997) "000\-000; 0; #

The first section is mandatory. The sample consists of characters with special
meaning such as 9 means it is optional — you can leave it blank or type a digit,
but it will only accept digits. The character 0 means it is mandatory to type a
digit.

The second section will either be a 1(to store only what is typed) or a 0 (to store
all characters such as parenthesis or dash along with the typed data.

The # at the end indicates the chosen placeholder. Anything in quotes or
preceded by a backslash \ will appear as shown. The ! at the beginning means
if there are optional characters, it will fill from right to left.
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Manipulating Records

Using the Undo command

Like other Microsoft Office applications, the Undo button is located on the Quick
Access Toolbar. The Undo command (CTRL-2Z), allows the user to undo some
actions. You can Undo deleting or editing the contents of a field. However, it
will Undo all of the actions in the same record at one time.

Unlike other Office applications however, when working with tables, the Undo
function will only undo the actions on one record. You cannot UNDO the
deleting of an entire record. (It warns you accordingly.)

Open the Faculty table (in the Faculty database). Experiment with creating a
new record, making changes and then try clicking the Undo button. Access will
Undo sorting and some other changes.

Deleting data within a record

Deleting data in a record is similar to editing data in a record; however, there
are a number of considerations to take into account.

NOTE: Data cannot be deleted from fields where the required field property is set
to Yes, as this prevents the field from being left blank.

To remove data from a record, select the information in the field, press the F2
key to activate editing mode, then use either the Delete or the Backspace key
to delete the entry. Press the Enter key to commit the changes.

The pointer moves to the next column, leaving the field empty.

Deleting a single record

e Press the Delete key on the keyboard, or e

s Right-click the mouse, click Delete Record in the popup R tew Recors
menu displayed (bottom right figure). (=t Delete Record

e A warning is displayed. Click Yes to confirm deletion. & Cut

NOTE: As mentioned previously, Undo is not available when e

deleting records, therefore any record deletions will be final. 4 Paste

When deleting records from a table, the unique number in an [ RowHeight...

ID (AutoNumber) field is also deleted and will not be reused.

Occasionally you may need to remove a record from a

“n =i New Z Totals
table. There are several ways to do this. & Hsave 5 spelling
. . Refresh S
First select the record: move to the selection box to the All~ E“““
left of the first field, click to select the whole row (record). | X Delte
iurse Ma
Click the Delete button in the Records group of the ting in W ff T

Home ribbon, (top right figure) or click Delete Record in
the drop-down list
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Deleting multiple records

If a group of records needs to be deleted the records must be together in the
table. There are two ways to select the records:

Move the pointer to the selection box to the left of the first record, click and
drag down to highlight the block of records to be deleted, or

Click in the selection box of the first record to delete, move the pointer down (do
NOT DRAG); while pointing to the last record to select, hold the SHIFT key down
and click.

Once the records are selected, click Delete and respond Yes to the warning.

Find a Record

In a small table it is easy to find a specific record. However, if e b o
your table has hundreds or thousands of records you need help }} vag Replace
from Access. AT

Find
Open the Sample2011 database and Open the Class W Seledt -

Schedule 2009-10 table. Find

Click in the field you will be searching, for example click in Course Name if you
will be searching for a class with a
specific name.

Find and Replace @@

Click in Course Name. Find | Replace
Click the Find button, it is in the Find What:  Introduction v
Find group in the center of the
Home rlbbon Loak In: Current Field v

R . i Match: Any Part of Field s
A dialog box like the one shown in | ... 4 B
the f|gure on the r|ght IS [IMatch Case  [#] Search Fields s Formatted
displayed.

Find What: (type the text you want to find)

Look In: has Current Field (which means it is important to click IN the field
that you are searching first). The other choice is Current Document, in a Table
that means all fields are searched.

Match: chose from: Any Part of Field, Whole Field, or Start of Field; any
part of field means what you are searching for could be anywhere in the field,
whole field means it can only have what you're searching for; and start of field
means it will only be searching the beginning of the field for the text you typed.

Search: chose from: All, Down, Up; All will search all records no matter
where you start the search, Down will start on the current record and search
Down (stopping on the last record), Up will search from the current record to
the top and then stop searching.

Match Case if checked it will only search for the exact case that you typed in
the Find What: box. If it is unchecked it does not look at the “case” only the
text typed.
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e Search Fields As Formatted if checked will only look for data entered in the
same format.

e For example, if a Time field is formatted like this: 4:30:00 PM it will NOT find
4:30 PM if Search Fields As Formatted is checked

¢ Find What: Introduction

e Look In: Current field
e Match: Any Part of Field
e Search: All

¢ Click the Find Next button on the right.

e When it has searched all the records,
it will display the message shown on R
the rlght. Clle OK and It Wl” end the \!4) Microsoft Access finished searching the records, The search item was not found,

Find.
e Close the Class Schedule table.

Microsoft Access

Editing data within a record
¢ The Sample2011 database should be open. Open the Students table.

e Use the Find command to find the student whose last name is McGeary

e Once you find him, click in his Address field, press F2 to edit, (or click and
type) change his address from 101 Belt Line Rd to 2005 Belt Line Rd with the
same city and zip code.

NOTE: By placing the pointer in any cell, then using the arrow keys to move to
another cell, automatically activates edit mode. Alternatively, you can also click
and drag to highlight data within a cell and replace it.

Find and Delete a Record
e Keep the Students table open.

¢ Click in the Last Name field, click the Find button

e Type the Last Name: Love in the Find What box

¢ Click Find Next

e It finds the only person whose last nhame is Love (Student ID 9). Close Find.

e Select the whole record by clicking the selection box at the far left edge of the
table

e Press the Delete key on the keyboard OR click Delete in the Records group of
the Home ribbon. Respond by clicking Yes to delete the record. (There is no
Undo on deleting records.)

e Close the tables and close the Sample2011 database.
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Manipulating Tables

Rename a Table
e Open the Faculty database.

 Right-click on the table (Faculty) in the ’::j:es _—
Navigation Pane on the left. =1 taculty:
|8 Qpen
e Select Rename E faculty |2 pesign view
e Type Faculty 2011 as the new name, press Import v
Enter. Export 3

} Collect and Update Data via E-mail

NOTE: Objects cannot be renamed while open, Gmup
so if you opened the Faculty table, you will -

need to close it to continue. To close a table,
click the x in the top right corner of the table window.

Delete

e Leave the Faculty database open.

Copy a table

e To copy an object, right-click on the name in the Navigation Pane, in the pop-
up menu, click Copy.

¢ Right-click in the Navigation Pane, click Paste

e In the dialog box that pops up, type the name for the copy

e Three choices (for what can be copied) are given. (see the figure below)

e Copy the Faculty 2011 table. Name the copy: Copy of Faculty 2011

Paste Options are:

Structure Only - copies fields, including defaults, validations, input masks, etc.
Structure and Data - copies the structure and the information typed in the table.
Append Data to Existing Table - will add the copied data to another, existing

table. _
Paste Table As |1| X

e Select Structure Only Tahle Mame:

Click OK Copy OF Faculy 2011 . |
o [

¢ Paste Options

e Open the copy of the table to & T ey

see what is in it. () Skructure and Data

() Append Data ko Existing Table
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Delete a table

e To delete an object, i.e. a table from a
database, that object must be closed so first
close any open tables

¢ In the Navigation Pane, right-click on the
name of the table. From the popup menu
select the Delete command (see figure on
right).

¢ Click Yes to confirm deletion on the warning
message. The table is deleted from the
database.

¢ Close the Copy of Faculty 2011 table.

e Delete the Copy of Faculty 2011 table

e Close the Faculty database.

]

: Tatla
4| Qpen

I% Design View

Import 4

Export 4
% Collect and Update Data via E-mail

Rename
. I:I g“is(}r-:.un
g
Copy

Paste

i B o

Table Properties
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Sorting and Filtering

Sorting by a single field

e Sorting arranges the data within a table into alphabetical or numerical order,
making it more effective and easier to use. Data is easier to find when we know
it is sorted in some order, for example, even a simple computerized address
book is sorted alphabetically from A - Z and calendars are sorted by date order.

e Open the Sample2011 database.
e Double-click the Students table to open it.

NOTE: A table, query, form, or report can be sorted on one or more fields, with the
exception of memo, attachment or OLE data type fields.

e To sort a single field, first select the field you want to sort. Click in the Last
Name field name to highlight the column.

entl - | First Mame -~ LastMame - Address - City ~ |5tai ~ | Zip Co
1 John Smith 100 Main 5t. Dallas TX 75201-1
2 Mary Johnson 301 Elm 5t. Richardson  TX 75080-7
3 Walter Brooks 1006 Willingham  Dallas TX 75085-4
4 Francisco Perez 434 Daniel Garland T 75040-2
5 William Burnett 1706 Buckingham  Garland TX  ,F5041-1
& Martha Matkin 3101 Fieldview Richardson  TX 75081-1

e Within the Home tab, in the Sort & Filter group, click on the AZ (Ascending)
button (top left in group)

e The table is now sorted in alphabetical order by Last Name. However, students
with the same last name should also be sorted by their First Name.

NOTE: A sort will remain active until removed; even when a table is closed and
reopened (if the table was saved prior to closing). There are some students with
the same last name, their first names should be sorted where the last name is the
same.

e To remove a sort, click the Remove Sort button in the Sort & Filter group
(bottom left in group). The table returns to the default (original) sort order.

Home Create External Data Database Tools
"—“"J £ cut 7 8] Ascending| 7 Selection ~
53 Copy il Descending ?j Advanced -
Paste Filter ry
- J 27 R-E-:we Sort| W
Clipboard ort & Filter
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Sorting by multiple fields

To sort on two or more fields, the fields need to be next to each other in the
order that they will be sorted.

In the table figure, the First Name and the Last Name fields are side by side,
with the First Name field to the left of the Last Name field. This positioning is
relevant when using a sort on multiple fields in a table, as the left most field in
the selected group of fields, takes priority over the fields to the right.

o oy
=ntl - )| First \lam%v Last Name - Address - City ~ |5tai ~ | Zip Co
Wiohmn 2% | Smith 100 Main 5t. Dallas TX 75201-1
Mary Johnson 301 Elm St. Richardson |TX 73080-7
Walter Brooks 1006 Willingham  Dallas TX 75085-4
Francisco Perez 434 Daniel Garland X 75040-2
William Burnett 1706 Buckingham | Garland TX 75041-1
Martha Matkin 3101 Fieldview Richardson |TX 75081-1
Elizabeth Holmes 7416 Meadow Dallas TX 75243-2

A multi-field sort is needed to organize the Last Name into alphabetical order
first, and then sort the First Name field so that names within that field are
alphabetical according to each different Last Name.

Move the Last Name field (column) in front of the First Name field. Select the
Last Name column, release the mouse. Point to the top of the Last Name
column, hold down the mouse and drag in front of First Name. Release the
mouse button when you see the black line in front of First Name column (as

seen in the figure e).
I igure above) Last Name ~ ame -
Place the pointer over the First Name field name (at | itk 10T

the top of the column) without clicking. When the

Johnson Mary
pointer changes to the down arrow shape (circled Brooks S -
in figure on right), click and drag (left) across the E— S
Last Name field in one movement, to highlight both 5 " willi
fields. Release the mouse button to complete this rf']“‘artr;?n r‘;;ﬁ'::

task. The two columns will be highlighted.

Click the Ascending button in the Sort & Filter group.

Click anywhere in the table to clear the highlighting from the two fields. If there
are two or more records with the same last name, the First names are sorted
within the Last Name field. [Look at your table, there are two each of
Johnsons, Perrys, and Smiths, they should all be sorted by first name within the
same last name.]

Notice the tiny arrows (circled in the | Students
figure). These indicate which Student | -
columns have been sorted; arrows
pointing up mean Ascending
(arrows pointing down are
Descending).

Last MName -t JFirst Mamg -t
10 Bedford Joseph B
3 Brooks Walter 1
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e To put the table back in the order the records
were in originally, click the Remove Sort
button in the Sort & Filter group.

NOTE: When sorting text fields that contain null
or zero-length strings, the null values are listed
first (ascending order A-Z) and last (descending

order Z-A).
Text Filters

Filter

‘El Ascending

il Descending ?j Advanced -

‘5-“__/ Remove Sort | W

Sort & Filter

\l-'f/’ Selection -

e Text Filters provide a means to find one or more specific records in a table or
form or print specific records in a report, table, or query.

e By using criteria in a filter, you effectively display only those records matching
the criteria. Records not matching the criteria disappear from view, hence the
term ‘filter’. For example, if you only want to display records that fall between
the first day of a month and the last day of a month, you can apply a filter,
specifying the oldest date and the newest date - only records matching the

criteria remain visible in the table.

e Filters remain in place until they are removed or until the object is closed.

e More than one filter may be active at one time, although only one filter per field
is possible. Setting a new filter on a field will effectively remove the previous
filter for that field before applying the new filter.

Applying a single filter

e The Sample2011 database is already open, open the Class Schedule table.

e A ssingle filter is one that is applied to a single field, using the quick filter options

made available in Access 2010.

e Click anywhere in the Subject
field.

e Click the Filter button in the Sort
& Filter group on the Home
ribbon.

e A Filter popup menu is displayed.

e The menu is divided by lines, into
three sections; however, only the
second and third areas of the
menu apply to filtering.

e For now, ignore the A-Z sort
section as this will be covered in a
subsequent section.

Subject - Beginnin~t| Day ~ | StartTime ~ | EndTime ~
MS Word 8/5/2009 Wed 1:30:00 PM 4:30:00 PM
MS Excel 8/6/2009 Thu 1:30:00 PM 4:30:00 PM
‘.-‘.."indo}c-;s 8/7/2009 Fri 1:30:00 PM 4:30:00 PM
4| sortAtoz 9:00:00 AM  12:00:00 PM
Z} sotztaa 9:00:00 AM  12:00:00 PM
® 9:00:00 AM 12:00:00 PM

» Equals...

{Select All) ~ Does Nat Equal...
{Blanks) Begins With...

Email Daes Mot Begin With...
Internet

M5 Access Contains...

M5 Excel Does Mot Contain...

M5 PowerPoint
MS Publisher
Ms Ward

[w] Web Authar

Ends With...

1:30:00 PM

J |

[ oK

Cancel

9:00:00 AM

Does Mot End With...

4:30:00 PM
12:00:00 PM

LeCroy Center
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In the lower section of the popup menu, you will notice a group of check boxes.
These check boxes represent all the available (unique) subjects entered into the
Subject field (or whatever field you clicked in).

At the top of the check box group is one labeled (Select All).
Click the (Select All) check box to un-check all the boxes.

To locate all records for those with the subject "Email”, click the Email check
box.

Click the OK button. Six records are displayed with Email in the Subject field.

A button is displayed to the right of the field name Subject or any field which
has a filter applied. Click the button and select a different Subject to filter.

Within the ribbon Sort & Filter group, the Toggle Filter button is now active.
Toggle Filter effectively

X C [E] EZ
turns the filter on and off, | — (128 Schedule Vi
switching between the Class Number =  Course Name - Sub_ie:@eginning Da;
filtered view and normal 0308-01 GroupWise 8 Email 8/11/
view (unﬁ|tered)_ 0308-02 GroupWise 8 Email 9/17/
. 0908-03 GroupWise 8 Email 10/27)
The _Flltelred butson,t . 0908-04 GroupWise 8 Email 11/18)
previously grayed out Is 0908-05 GroupWise 8 Email 12/10/
now active in the record _ . . -
i i 1008-01 GroupWise 8 Email 1/74
navigation bar at the %
bottom of the table (see m
. . Record: W (/1 ofé [ Filtered ) Search 1 »
figure on right). ot w (o) e filiereds lscarc

The Filtered button works in exactly the same way as the Toggle Filter button
in the Sort & Filter group in the ribbon. Click on the Filtered button once.
The table is temporarily unfiltered and ALL records are visible.

Click the Unfiltered button (or the Toggle Filter button) to revert back to the
filtered view.

Clearing a single filter

e To clear a single filter, you will need to either place Subject -7 Beginnin -1 | Day - | &
the pointer in any row of the appropriate column or  |ms word 8/5/2009 Wed
click on the field name at the top of the column to Al sortatoz
highlight the whole column. Zl| sortztoa

e Select and highlight the Subject column by clicking | % qea"f”“"f"‘%“mm
on the field name. v | TextHilters ’

« In the Sort & Filter group, click the large Filter E :;f;‘;fs;”] -
button. [ Email

" .. . - D Internet

NOTE: Only when a filter is in use, will the Clear filter [ M5 Access

from [Field] option be available in the list, otherwise [ Ms Excel

the option will be grayed out. Click the Clear filter [ M PowerPaint

. ; . . ] Ms Publisher
from Subject option from the list to remove the filter. e Word
The table again displays all records. 7] Web Author v
[ QK ] [ Cancel ]
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Creating other types of filters

Creating Text Filters

e Using a filter on one field helps reduce the list of records to those that meet the
criteria set, however there may be occasions when you want to be even more
specific about the records you wish to display. This can be accomplished by
setting different filters across multiple fields.

NOTE: Only one filter can be specified per field, however multiple criteria can be
included in one filter.

e To set filters on multiple fields, you simply follow the steps used for creating a
simple filter and repeat the process across additional fields. The only subtle
difference is in the process of clearing multiple field filters, covered later in this
section.

e With the Class Schedule table open, select the Subject field.

. Subject C?@irvr Day -|StartTime -| EndTime - |#Hours -
e Click on the (1) down arrow Sword 8] ShAtoz 430:00PM 3
button to the right of the Subject |sexcel 2] uze0s 430:00PM 3
field name. (top left in the figure)  |ndows | = 4:30:00PM 3
nail * e
e In the popup menu click the (2) s word SEHES | | cauats.
- s powerPoi {Select Al ~ Does MNat Equal
Text Filters command. - e ok
. . [¥] Email i
e From the submenu displayed, click [sAcess - Does Not Begin With...
(3) Begins With. emet MS Access S
eb Author MS Excel Does Mot Contain..,
5 Excel IS PowerPoint Ends With...
i”do'"’“'s :E z?:rl;her Does Mot End With...
indows o TZOOTET 3
i [#] web Authar b
s Word 12:00:00PM 3
s Word [ ol J [_cncet || s:30:000m 3

NOTE: Text Filters are custom filters that allow you to specify criteria without
having to use operators such as <, >, =, etc.

e The Custom Filter dialog box is displayed.
e Type MS into the Subject begins with box. Subject begins wi_
e Click the OK button. e Lo ][ coneel

¢ Only records matching the criteria, “begins with MS” in the Subject field remain
displayed. [76 of the 110 records match this criteria]

LeCroy Center Page 36 of 44



Access 2010 Basics

Date & Number Filters

Click within the # Sessions field #895567‘1\1 per Hot - | Campus Location - | Instructor - |Add |
column. 5 ?&*—én Smallest to Largest Cynthia
A 5 | %) sortlargest to Smallest Ami
Click the (1) down arrow button to the 4 g Jody
right of the # Sessions field name. 2 = P
When the Filter popup menu is 5 I;;e;f;lﬂ E’-JESTthEq?:a'---
displayed, click (2) Number Filters : Ms '
Command. 5 ; ."= WEEn..,
: . 5 7 Cynthia
From the sub menu displayed, click (3) . 25 =T
Greater Than. - —
4 Jody
8 [ ] ’ ] Cynthia
. OK Cancel 3
Type 5 in the box. . Ami
Click on the OK button. Custom Filter Waltay
Only records matching a Subject beginning ssesossgester tanoreaelnls |
with *‘MS’ and “# Sessions greater than or I Loc J [ concel |

equal to 5” remain displayed.

Select and highlight the
Beginning Date field.

Click on the down arrow
button to the right of the (1)
Beginning Date field name.

When the filter dialog box is
displayed, select the (2) Date
Filters command.

From the submenu displayed,
click (3) Between ...

The Custom Filter dialog box
is displayed.

Into the Oldest section, type
in1/1/2010.

Into the Newest section type
in3/31/2010.

Click on the OK button. Now

;inn@ *'*qy ~ | 5tariTime - | EndTime - |#Hours ~ #5essic

520 fart Oldest to Mewest M 3 3
Zz
/6/200% | sort Mewest to Oldest M3 5
12/20 % Wl 3 4
12/20 @ 2 . = =
Equals...

13/20 . =R
/8,20 [Select Allj - Does Not Equal...
10,20 (Elanks) Befaore...
16/20 8/5/2008 After

8/6/2009 s 3
lﬁ,"r2EI 2/12/2009 @
17/20 2/13/2009 Tomarraw
22/20) 9/5/2009 Todar
23/20 9/10/2009 -
24;2[' a/16/2009 TEStEFQB],"

[v] 9/17/2009 b’ Mext Week
25,20 S
28/20 [ oK ] l Cancel This Week
/51 20— I re— Last Week
/6/2008 Tue 1:30:00 PM 4:30:00 P Mext Month

the number of records matching the three

filters is reduced even further.

(Only 23 records match the three filters:
Subject, # Sessions, and Beginning Date.)

Between Dates E|E|

Lo | |

Qldest:

Mewest:

Cancel l
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Clearing multiple filters

Subject @eginning Da’[@[ﬁlay - | StariTime - EndTime - #Hours - #Session@
M5 Access 1/14/2 Thu 9:00:00 AM 12:00:00 PM 3 B
M5 Access 3/4/2010/ Thu 1:30:00 PM 4:30:00 FM 3 B
M5 Access 1/12/2010 Tue 9:00:00 AM 12:00:00 PM 3 B
M5 Access 2/25/2010 Thu 1:30:00 PM 4:30:00 PM 3 B

It is possible to clear each filter, one at a time,
by clicking the filter button at the top of the
column and clicking Clear filter from <field>.

To clear all filters at once, click (1) Advanced
button on the Home ribbon, in the Sort & Filter
group. From the list, select the (2) Clear All
Filters option. The filters will be removed and all

records will once again be displayed.

Using Advanced Filter/Sort

Advanced Filter/Sort makes it possible to easily do multi-column sorting or
advanced multi-column filtering or to combine filtering and sorting in one

operation.

'El Ascending
Y .
i,l, Descending f__‘_].t_dvanced 1

]7 Tz Selection -

Filter

B Clear All Filters
Sort &Filt| Vg Filter By Form
Class Mumk W apply Filter/Sort
1040-01 T Advanced Filter/Sort...
1040-02 :
1040-03 -
1040-04 =
1045-01
104502 | X
1050-01 s

The Sample2011 database should be open. The Class Schedule table should
also be open. All previously set filters should be cleared.

Multi-column sorting:

In the Sort & Filter group, click (1)
Advanced.

Select (2) Advanced Filter/Sort from
the pop-up menu.

The Advanced Filter window opens.

Since sorting needs to be set up so that
the columns to be sorted should be in
order of importance from left to right,
the columns need to be added to the
bottom grid in that order.

‘El Ascending ‘“lgf Selection = .

| Fal
7 .
Z | Descending | V=] Advanced ~ 1

Filter ==

Sort & Filt ‘@ E||tE| E],"F':ll'n'l

Class Numk ¥_  apply Filter/sort (9
‘7 Advanced Filter/Sort...
0902-02
0902-03 .
0902-04
0902-05
0904-01 x
I 0904-02 N

LeCroy Center
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To place a field in the grid you = Class ScheduleFitter1
can (1) double click it in the

field list OR (2) click the drop- lass Schectle
down arrow in the column grid ¥ Class lumber
and click once on the field Subject
name in the drop-down list. o Q
Put the following fields in the =
grid in this order: Date, J e perclass
Subject, Campus Location, Cast per Hour

= Campus Location
and StartTime. Istructor

Under each field, on the Sort:
line select (3) Ascending from

the drop_down IISt' I:SleznlliI Dcal:; Schedule.* §SUhjEd E::;EE?:;CB“D” e 3
. Criteria: || Class Humber Ascending
Select Advanced in the Sort & "o | course tame
Filter group. M inot sarted)
Cay
i StartTi
Select Apply Filter/Sort. StartTime
= Hours per class
Look at the 8/13/2009 Start = Sessions
- . Cost per Hour
TlmeS, they are nOt N Order. Campus Location
Instructor

Because StartTime is the last
field to be sorted, it is not working correctly. The StartTime field should be
between Date and Subject.

Click Advanced.
Select Advanced Filter/Sort. The grid is re-displayed.

Select the StartTime field by clicking at the top of the column with the black
down arrow.

Release the mouse button, move the mouse to the top of the selected column,
when you see a small
white arrow, hold down Field: | Date Subject Campus Location
the mouse button and .S'j.m Ascending Ascending scending
drag the column to the |~™™
left. Release the
mouse button when the
vertical black line is
between Date and
Subject.

Click Advanced. |

Select Apply Filter/Sort. The Dates with two Start Times are in order by
Start Time now. [Look at 8/13, 9/16, and 10/1 to verify.]

Select Advanced Filter/Sort to display the grid.
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Adding Criteria to the Advanced Filter/Sort:

Click on the Criteria line of the Date column.

Type this: BETWEEN 12/15/2009 AND
3/15/2010 (see the figure on the right)

Click Advanced. Select Apply Filter/Sort.
Look at the table, instead of 110 records, you
see 33 Filtered records

Click Advanced. Select Advanced Filter/Sort.
Click on the Criteria line of the Subject column.
Type this: MS* (ms* works the same)

Click Advanced. Select Apply Filter/Sort.

Look over the results of the additional Filter.

NOTE: The asterisk * is used as a wildcard. By

putting MS* that means we are searching for records that start with MS and may

or may not have text after the MS.

Click Advanced. Select Advanced Filter/Sort.

Class Schedule
®

% Class Mumber

Course Mame
Subject

Date

Day

StartTime
EndTime

= Hours per class
= Sessions

Cost per Hour
Campus Location
Instructar

Field:
Sart:
Criteria:
ar:

Date

Ascending

b

Between #12/15/2009# And #3/15/2010=

4| m

Click on the Criteria line of the Campus Location column.

Type this: “CVC” OR “EFC"”
Click Advanced. Select Apply Filter/Sort.
Look over the results of the additional Filter.

All three filters are shown below.

Field: || Date StartTime Subject
Sort: || Ascending Ascending Ascending
Criteria: || Between £12/15/2009 And £3/15/2010= Like "m15*

on

Campus Location
Ascending
CWC or EFC

LeCroy Center
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NOTE: Unaffected fields (columns) in the above

£ Class Schedule
Course Name - Subject W Beginning ™| Day ~ | StartTime -t EndTime - Campus Locat™’

Excel 2007 Charts MS Excel 12/15/2009 Tue 1:30 PM A4:30 PM CWC
Access 2007 Advanced MS Access 12/16/2009 Wed 9:00 AM 12:00 PM EFC
Introduction to Powerpoint 2007 | MS PowerPoint 1/6/2010 Wed 9:00 AM 12:00 BM EFC
Intro to Excel 2007 MS Excel 1/12/2010 Tue 9:00 AM 12:00 PM CWC
Mail Merge - Word 2007 MS Word 1/21/2010 Thu 1:30 PM 4:30 PM EFC
Excel 2007 Charts MS Excel 1/22/2010  Fri 9:00 AM 12:00 PM EFC
Intraduction to Powerpoint 2007 | MS PowerPoint 2/2/2010 Tue 1:30 PM A:30 PM CWC
Intro to Excel 2007 MS Excel 2/5/2010 Fri 1:30 PM A4:30 PM EFC
Fine Tuning Powerpoint 2007 M5 PowerPoint 2/9/2010 Tue 9:00 AM 12:00 PM CWC
Word 2007 Introduction Ms wWord 2/11/2010 Thu 9:00 AM 12:00 PM CWC
Access 2007 Introduction MS Access 2/25/2010 Thu 1:30 PM A4:30 PM EFC
Access 2007 Advanced M5 Access 3/5/2010 Fri 9:00 AM 12:00 PM CcvC

*

Record: M 10f12 LN @earch

——

Above is the filtered Class Schedule Table. Twelve records met all the criteria.

[? A 1.-] = H <
figure are hidden. LJAdNanced™ | =S
e To Hide/Unhide a field, right-click the selected - _
column(s) in the table, select Hide Field(s) (or | ¥ Fitter By Form
Unhide Fields). i Y_ Lpply Filter/Sort

e If you would like to use this same filter again in | ¥ Advanced Filter/Sort...
the future, you must save it as a query. (& Load from Query...

e First display the grid, click Advanced then click 9 Gave 25 Quen
Advanced Filter/Sort. : an W

e In the grid, click Advanced, Save As Query in i K Clear Grid
the pop-up menu. | @S | Close

e The Save As Query box pops up, asking for the
Query Name.

e Type a meaningful name that will help you remember what the filters do.

e Click OK.

e To use the saved Query in the future, [EaklaAlLN
just double click to open it and it will Quary Name!
display the current records that meet Filtered Dec0S-1an10 M5 classes at C¥C & EFC| |
the criteria. If new records have been
added to the table, they will show in [ ok ] [ Carel ]
the Query if they meet all of the
criteria.

e Click Advanced, Close (to leave Advanced Filter/Sort grid).

e To clear the filter/sort, select Advanced then Clear All Filters.

e Close the table. Close all tables and other objects.
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Backup your databases

e With your database open, be sure all tables and other objects are closed.
e Click the File tab.

e C(lick (1) Save & Publish.

e C(lick (2) Back Up Database.

e C(Click (3) Save As

e Select the drive and folder in which you wish to store your backups. [You might
want to make a new folder called Access Backups to store all of your backups.]

e The backup file will be given a name with the date in the name like this:
Classes_2011-01-28.accdb

@&l o« - | Faculty : Database (Access 2007) - Microsoft Access o B 2
Home Create External Data Database Tools @ @

= ’

File Types Save Database As
=
Database File Types
) Save Database 4s I (BL)  save Database 45 J £
(8] Access Database (*.accdb) Access 2002-2002 Database (*.mdb)
[EF Open Default database format. ill be compatible with

|

o
4’ Close Database : Access 2000 Database (*.mdb) Template (*.accdt)

a ) . by that will be compatible with Save the current database as 5 database
(&) Faculty.accdb Publish template (ACCDT).

(3] Copyofsample2011.... A

a @I Publish to Access Services pacanced -

@) TrainingxPre - 2010... (8] Package and Sign & Make ACCDE

Package the database and apply a digital File will be compiled into an executable
it only file.

2TTTE.
[ Back Up Database 2
Back up \mphiﬂnt [\QEEE regularly tg

prevent data Iz,

#] patabasel.accdb
(&) Queries.accdb
& Forms.accdb

cill SharePeint
Share the database by saving it to a
document management server.

@] copy of Advanced2...
Copy of Sampl200...
Copy of Practice200...

@] sample2011 accdb

Info
Recent

Mew

SO

Save & Publish

Help

2 Optians

B et

You can change the filename and/or the location of the backup.
e C(Click Save

e Close the database

o Close Access.
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Class registration and schedule:
http://helpdesk.dcccd.edu

or

www.dcccd.edu

Employees > Training and Development > Software Training and
Support

Dallas TeleCollege at the R. Jan LeCroy Center for Educational
Telecommunications

District Software Training & Support
9596 Walnut St. Dallas, TX 75243

STAFF Helpdesk Phone: 972-669-6477
STUDENT Helpdesk Phone: 972-669-6402
E-mail: softwaresupport@dcccd.edu
Web Site: http://helpdesk.dcccd.edu
Training Web Site: http://employeetraining.dcccd.edu
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