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0 What is Microsoft Access?

Microsoft Access is a relational Examples of DBMS
database management system (DBMS
or RDBMS). « Oracle

= mySQL
At the very core, it is a software E%IQ ?fg"’\j)’ (Microsoft)
“engine” that provides an interface = Informix

between physical data and user
application queries.
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O Why choose MS-Access over MS-Excel?

Although there is always overlap, the following rules might help
when deciding when / when not to use MS Access:

v MS Access is best used for long-term data storage and/or data
sharing.

v' MS Excel is best used for minor data collection, manipulation, and
especially visualization.

v Itis easy to export data from MS Access to Excel
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O Why choose MS-Access over other DBMS systems?

o Microsoft Access is cheap, readily available (packaged with
MS-Office Premium).

o Easy to use (relative to other systems, Oracle may require
one FTE to maintain the server as a database administrator
and another FTE to serve as an application developer).

o Includes front-end tools for rapid application development
(RAD). This also makes MS-Access a good prototype
environment.
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I'MS-Access can handle a large number of records, but is
:somewhat slow compared to some of the high-end platforms.
1

: Multiple users may use the database simultaneously, but
 MS-Access is known to become unstable with greater than
13-5 users.

[}
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O MS-Access

MS-Access is a database creation and management program.
To understand MS-Access, you must first understand databases.
In this lesson, you will learn:

» About DATABASE and how they are used.

» You will familiarize yourself with the differences between data
management in MS. ACCESS and Microsoft EXCEL.

> Finally, you will get a look ahead at the rest of the Access course.
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A DATABASE:

-is an organized collection of data, facts about people, events,
things, or ideas related to a specific topic or purpose.

INFORMAITON:
-is data that is organized in a useful manner.

DATA:
-are the facts and statistics collected in the raw form for
reference or analysis whereas information is processed data.
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» Access 2007, 2010 and 2013 databases end
with .accdb file extension — for example,
sales.accdb

» Databases made in older versions of Access
have the file extension .mdb
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< What is a database?

= Adatabase is a collection of data that is stored in a computer
system.

= Databases allow their users to enter, access, and analyze their
data quickly and easily.

Example:
= doctor’s receptionist entered your personal information into a computer

= Or watched a store employee use a computer to see whether an item was in
stock?
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For instance, if you like to ]
bake you might decide to
keep a database containing

the types of cookies you
know how to make and the
friends you give those
cookies to. The simplest
databases contain two lists: a

list of your friends, and a list
of cookies.
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If you were a professional
baker you would have many Products
more lists to keep track of: @
H
é

= alist of customers, —
= alist of products sold,
= alist of prices, a list of

orders 5

Note:
The more lists you add, the more

complex the database will be.
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MS-Access stores its lists of data in tables, which allow you

to store even more detailed information. In the table below, the
“People” list in the amateur baker’s database has been expanded
to include other relevant information about the baker’s friends.

D - Name - | CellPhone - Birthday - NutAllergy?
1 Dad 555-0404 June 3 Yes
2 Aunt Aida 555-9890 July 8 No
3 Joakim 555-0462 September 19 No
4 Dwane 555-9975 January 5 No
5 Allegra 555-0099 January 14 Yes

A relational database is able to understand how lists and the objects within them
relate to one another.

14
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The simple database with

Chaciche two lists:

Aunt Aida Oat | .
Joakin names of your friends, and

the types of cookies you
know how to make. You
decide to create a third list to
keep track of the batches of
cookies you make and

who they're for.

Dwane Cinnamon
Allegra ‘ Lemon Bar
J

Batches
People Cookies
Dad Oatmeal
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The fact that relational databases can
handle information this way allows you
to enter, search, and analyze data in
more than one table at a time.
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+“ Guidelines for Designing Databases

 Determine the information you want to keep
track of to create a new database.

» Ask yourself, “What questions should this
database be able to answer for me?”

» The purpose of a database is to store data in
a manner that makes it easy for you to get
the information you need.
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Databases in Access are composed of four
objects: tables, queries, forms, and
reports.

Together, these objects allow you to enter,
store, analyze, and compile your data as
you wish.
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O What is Field?

Assingle characteristic or attribute of a person, place, object, event, or idea.

0 What is Record?

A set of related field values.

O What is Table?

A collection of records that identify a category of data, such as Customers,
Orders, or Inventory. Store the data in a database — similar to a spreadsheet, but
more organized. Contains records (rows) and fields (columns).
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Y
1D 4 First Na StreetAddress =] Ciy -
20 Barbara 29 North Luke Ct.  Raleigh
29 Bob lones 63-C Chapel Ct. Durham
30 Juanita Williams 123 Garden Plow Way Raleigh
31 Sara Thomas 127 South Pejulup Ln. Raleigh
32 Larry Binder 124 Heuristic Way  Raleigh
33 Samantha Ferguson 2380 New Cove Rd.  Garner
34 lamie Stone 131 WClinton St Raleigh
35 Patti Cheng 9 Atlantic Bivd Raleigh
36 Greg Newton 2520 Hopkins Rd. Raleigh
37 Carol Allenson 3201 Glenwood Ave. L Raleigh
38 Zoey Altman 817 Hilisborough St. A Raleigh
39 Danny Haverford 202 Cedar Ln. Raleigh
40 vig Aurelio 53 Pine 5t. Raleigh ‘)
41 Jeffery Bergman 1245 Ross Park Dr.
42 William Bittiman 1122 Glenwood Ave.
43 Megan Draper 311 Cook 5t.
44 Dick Whitman 105 David St
45 Marjan Jameson 202 CSt. Unit A A3
46 Colin Hankins A1F Fdentan St Ralsich
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ID = Ll.asl Name I- Street Address T- -

67 Joy Zachi Lee St.

68 Frances Tren(’c’)* Kenan Rd.

69 Latavia clver Ct

70 Kurtis Field Names Cobb Rd

71 Lashaunda Hinton St.

72 L il pencer Ave. ]
‘ 73 Sula Smart 56 Dey Rd.

74 Jude Smith 929 Greenlaw Dr.

75 Katharine Kellerman 76 Murphy Ave

76 Rulari O'Brien 100 Aycock St

77 Tyra Kirby 8700 Stacey Rd

78 Michiko Akiwana 901 Glenwood Ave.

79 Betty Potter 80 Greene St.

80 Elizabeth Loges 44 Steven Rd.
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o Forms, queries, and reports

Although tables store all of your data, the other
three objects offer you ways to work with it:
forms, queries, and reports. Each of these
objects interacts with the records stored in your
database’s tables.
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QOWhat is Form?

» Forms are used for entering data, displaying
data or for building a menu system.
0 Basic Forms,
o Split Forms,
o Multiple Item Forms,
o Sub-forms
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]  Add Record

Form m)

410195 b KK Search
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OWhat is Queries?

Queries are a way of searching for and compiling data from one
or more tables.

When you build a query in Access, you are defining specific
search conditions to find exactly the data you want.

= Allow you to ask questions (queries) about data in the database
to extract information.

= When have customers (placed orders)?

= What products in inventory haven't (sold well)?
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| 5 Customess that Ordered x
Orders Table
7o
Customers — Customer ID
. - 7 Paid
) " Pre Order
First Name Hotes
Last Name Pickup Date ™
Query =) Steet Aderess
State
Tip Code -
[l »
Fiela: |First Name (] Last Hame: Pickup Date =
Table: | Customers Customers Orders Table
Tatat: | Group By Group By Count
Sort
Show &) v 7
Criteria: Y
27
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UWhat is Report?

» Used to format and present the data in a professional,
logical and useful manner. Often intended for printing
and distribution. Can be built from tables or queries.

» Reports (output) in a system dictate what data must be
stored in the database.

» Report, Layout and Design view and Print Preview

» Access offers you the ability to create a report from any
table or query.
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ol Cakes and Pies Ordered
f S()nUBll D 12/19_12/2ﬁ

s BAKET
Report E> 2 :
Cakes Buche de Noel (Christmas Cake)- Winter 12
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Q Hlustration of Fields, records and a Table
T ] 1
implayertD) | Emp
o BeanTown Tours 105 State Stroet, Boson, MA 02109
s Binsen Harbor Excursiom 75 Atlantic Avenue, Boston, MA 02110
[{UF BaySicde Inn & Country Chebr | 154 Oceanside Drive, linewsder, MA 02611
e
E“ s The Briar Bone lon 105 Cews Stvwd, Charlonotems FE C1A BR4
(U1 Windsor Alpine fours 14 Longmeadow Road, Laconia, KH 01246
s Traded 5pa & Reson #) Rue Rivasd, North Hatley OC J0R 200
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| Putting it all together |

Every piece of data that a
query, form, or report uses is
stored in one of your database
tables.
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ects

Putting it all
together
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[—1
— [ .z//. .
] e
k K—.__//M
Takle:
Asan _ — \ﬁ _ Dooknumes
. Search for books by name,
example if % lacation, and status
b
you Search l i
for a book at . o
the library?
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3. GETTING
STARTED IN
ACCESS

34
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3. Getting Started in Access

@ Access 2013

. —
Double click on the —1
Microsoft Access icon
on the desktop.
' [ ]
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Create

External Da

Whenever you're learning a e N L‘”‘ (
new program, it's important ow | oty Fiter
to familiarize yourself with ¥
the program window and — .
the tools within it. All Access Objects ¥ <« | ) Categ
Seorch. 2
Tables rS
= | Categonies
o T customers
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This picture gives you the
option to:

1. Create a New Database from
scratch

2. Use the wizard to create a
New Database

3. Open an existing database
The white box gives you the most recent
databases you have used. If you do not see
the one you had created, choose the More
Files option and hit OK. Otherwise choose
the database you had previously used and
click OK.
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External Osts  Database Tools
Frankin Gothic Book € = 11
BIg EE i .

AY & EEE B

r 3 ascenaing ¢ 3
Howenans 73 &l 4 »
Piter Retrein

i S

" Contextual tools me gr will
Click a tab Eachubis S o QrOipe s

tabs appear when have an arrow that
to see more divided into

certain items or you can click for

commands groups

views are selected mare options

38
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To minimize and maximize the Ribbon:

a
sothic Book (C = 11 gl = iD}
U =i F - Minimize the Ribbon (Ctrl+F1)

Q- EEDN @‘ Show only the tab names on the

Text Formatting Ribbon,

Iress - Cty - State
. Raleigh NC
MNan: NS -

Data Management 2 MS... Access Training by MRRD/NORPLAN
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3. Getting Started in Access
Cont’d

= e Eﬂ:i'\HD!‘l Database Tools Fielas The QUICk ACCeSS
Q‘.! - t\B Iz _1 E)Date &Time & Name & Cap Toolbar
. W Evemo R\ Defautt Valu
View  Test Number Cumency Deiete

Fields ~

The Quick Access Toolbar is
located above the Ribbon. By
default, it shows the Save,

D« Prodt | Undo, and Repeat commands.

All Access Objects -
Search.

Tables

B3 Ccategories

Tl Custamare

) Menultems 3 Oic
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The Navigation
- —_— ____ senurau Pane

All Access Obje... @ < 2 "‘::"mm‘ e -

e i BT kjklje! The Navigation Pane is a
s QN - list containing every object
‘;‘*"‘:k — * in your database. For

- . easier viewing, the objects
@ rema are organized into groups
B e by type. You can open,
e : rename, and delete objects

using the Navigation Pane.
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To minimize and Maximize the Navigation Pane:

= ¥ Fo % Painte 3~ Remove Sort W To

Views Clipboard " Sort & Filter

All Access Objects ( Customers | E Customer Fol

Search.. D First
LShutt:r Bar Open/Close Buttunl
Tables 2T TToyd
T categories + 2 Lucinda
2 Customers & 3 Jerrod
. * 4 Brett
42
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Databases with navigation forms

Some databases include a navigation form
that opens automatically when the database
is opened. Navigation forms are designed
to be a user-friendly replacement for the
Navigation Pane.
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Navigation
Form
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4. Working with Tables

Table basics

If you're new to Microsoft Access, you'll need to learn the
basics of working with

tables so you can open, navigate, add information, and edit
them.

-

. Open your database, and locate the Navigation Pane.

2. In the Navigation Pane, locate the table you would like to open. Tables are
marked with the Zlicon.

. Double-click the name of the table. It will open and appear as a tab in the
Document Tabs bar.

w
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LastMame - Strest Address

7 €ast Walker Dr

4 Cypeess Cr
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>} - FirstName - LastName - [0SEeE) 8 Oy -
32 Larry Binder 124 Heuristic Way Raleigh
33 samantha Ferguson 2380 New Cove Rd. Gamar
Cheng 9 Atlantic Bivd Raleigh
Newton 2520 Hopkins Rd. Raleigh
Allenson 3201 Glenwood Ave. Unit A Raleigh
Altman B17 Hillsborough St. At EX4 Raleigh
Haverford 202 Codar Ln,
53 Pine St.
1245 Ross Park Dr.
42 William 1122 Glenwood Ave.
43 Megan 311 Cook St.
44 Dick 105 David St
PrEvI 2036 G tiain &
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D 2 ol [laslName I- Street Address I-

67 Joy Zachi Lee St
Afield is a way of 68 Frances T(ent';’ Kenan Rd.
organizing 69 Latavia Aciver Ct
information by type. O Field Names i

- 71 Lashaunda Hinton St.
Think of the field y
. 72 L pencer Ave. '

nameas a ques?lo_n, 73 Sula Smart 56 Dey Rd.
and every cell within 74 Jude Smith 929 Greenlaw Dr.
that field as a 75 Katharine Kellerman 76 Murphy Ave.
response to that 76 Ruiari O'Brien 100 Aycock St.
question. 77 Tyra Kirby 8700 Stacey Rd.

78 Michiko Akiwana 901 Glenwood Ave.

79 Betty Potter 80 Greene St.

80 Elizabeth Loges 44 Steven Rd.

49
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4. Working with Tables
Cont’d

Arecord is one unit of information. Each record has its own ID number.
ID number is unique to its record. The ID number for a record cannot be changed.

- 5 More - ® Rscea-| BT

o
37 Remove Sont ¥

] Customers | ] Qrder Rems ] MenuRems | ] Produds Table
Street Address - City -
98 Tyler St. Raleigh
1130 Jackson St. Raleigh

532 Chronicle Way  Raleigh

Wade

\

‘ ® Marais 53 Ada 5t. Raleigh
} * Haussman 918 Lonesome Dove R Raleigh
| Sterfing 49 Mockingbird Way Raleigh
‘ Achi 120 Baker St. Raleigh
| James 4221 Basil Ct Cary
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Navigating within tables

To navigate through records in a table, you can use the up and
down arrow keys, scroll up and down, or use the arrows in the
record navigation bar located at the bottom of your table.

You can also find any record in the currently open table by
searching for it using the record search box. Simply place your
cursor in the search box, type any word that appears in the
record you would like to find, and press Enter.

Data Management 2 MS... Access Training by MRRD/NORPLAN
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« | 3] emproyes 0atabase avigstion | ] Categones | TT) customens

Navigating within

r) D 4  FrstName + LlastName ~+  Stree
tables Cont’d - . 7 Alex Hinton 1011 Hodg
. Y- # B Nisha Hall 123 Huntir
To view additional . 9 Hillary Clayton 2516 New:
records that match : ooy o PR
your search, press ¢ 12 Beatrix Joslin 85 North V
B # 13 Mariah Aller 12 Jupe Dr

Enter again. z

M 4130019 & W ¥ Search

To navigate between - tioe ¥ h b

- Click the arrows e the search box
fields, you can use the % avigts search for any
left and right arrow keys through the re he
or scroll left and right. records

Data Management 2 MS... Access Training by MRRD/NORPLAN

9/26/2014

« Datasheet View — used to add, modify, delete and view records

* Design View — used to create and modify the fields in a table
53
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Datasheet
View
of Table

* Primary Key - a field that identifies each record as being

54
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Key symbol identifies primary key field
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E N
| cEC—
» Click F6 to -
switch between Ui —
the upper and prediaTe esign View
lower panes osere e

iemazerzm
Set field properties in the ==«
lower pane bea e s Dupbenteil

55
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F

Hancy Freanaser

« Forms, queries, and reports are all based upon data
contained in a table
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Anne Hellung Lanen
™ Company AA
$1,800.00

1/18/2008

56

4. Working with Tables
Cont’d

To add a new record:
There are three ways to add a new record to a table:

1. Inthe Records group on the Home tab, click the New command.

2] Employee Database Navigation | =] Menu Items
D ~ | Product ID - Sales Unit ID b Price - |Clickto Add ~
8 1 $22.00
7| 2 I $22.00
® 8 10 I $22.00
= 9 I 1 $22.00
25 27| 1 $24.00
26 28 1 $24.00
# 27 29 1 23400
Record: M« [Lof176 | » M » Search
57
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To add a new record Cont’d:

1. On the Record Navigation bar at the bottom of the window, click the New
Record button.

. 33 >amanma Ferguson Z

e 34 Jamie Stone 1

) 35 Patti Cheng g

® 36 Greg Newton 2
+| | Record: 4 10f194 » M » [t te Search 4

i New (blank) record

58
Data Management 2 MS... Access Training by MRRD/NORPLAN
Cont’d
To add a new record Cont’d:
111, Simply begin typing in the row below your last added record.
195 ks Ackerman 1311 Loretta Scott Way  Raleigh
B 196 Jordan Weller 8 Parks St Raleigh
+: 197 Regina Olivera 60 Glenwood Ave Apt A121 Durham
¥ 198 Alex Yuen 8 Marcus Ln Cary
199 Lia Richards 890 Garvey St. Durham
+ 200 Karla Nichols 981 DuBois Ct. Durham
# 201 Tyrese Hanlon 31 Crispus Ct. Apt B Cary
* 202 Juan Flores 122 Luna St Durham
. (New) | [
v | Record M 4 19501195 » M b Search 4
"
_— e teer——

Data Management 2 MS... Access Training by MRRD/NORPLAN 5
Cont’d
To add a new record Cont’d:
ello 198 Jackson St Raleigh NC
’nm d Microsoh Access e ===
man [
v I
rds
Is ! — =
n 31 Crispus CL. Apt B Cary NC
i 122 Luna St. Durham NC
' 34 Peace St. Raleigh North Carolina
Occasionally when you enter information into a record, a window will pop up to tell
you the information you've entered is invalid.
Click OK, then follow the instructions in the pop-up window to re-enter your data.
60
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To save a record:

»  Select the Home tab, and locate the Records group.
»  Click the Save command

Home Create External Data Database Tools Fields
4 4| Ascending ¥ i] & New z
FrY % | Descending V9~ ] | a8 Save ]
F 5 Refresh .
4 Remove Sort ¢ All~ X Delbte ~ 55~
clipboard Sort & Filter __Records
s Objects ¥ « | = EmployeeDaubisel Save |Sndt~Entenb

Note: Be sure to save any unsaved records before closing a table. Access will not prompt you
to save them when you close the table.

Data Management 2 MS... Access Training by MRRD/NORPLAN
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4. Working with Tables
Cont’d

To edita record :

To quickly edit any record within a table, simply
click on it and type in your changes. However,
Access also offers you the ability to find and
replace a word within multiple records and to
delete records entirely.

62
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To edit a record :Cont’d: | > To replace a word within a record: I

You can edit multiple occurrences of the same word by using Find and
Replace, which searches for a term and replaces it with another term.

command. The Find and [© Find

. Select the Home tab, and z ﬁ {1 Replace
locate the Find group. -fy spelling - = Go% . B 7/ U
Find
Il.  Select the Replace g Select ~ A

Replace dialog box will

appear. Replace (Ctri+H)

Data Management 2 MS... Access Training by MRRD/NORPLAN
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Click the Find What:
box, and type the word you would like to find.

" Find and Replace F— -0
| Fnd | Replace |
Frdwhat  |[vandel] Bl T

| Replace With: | - v—
| Look In: Current document | = )
Match: Any Partof Field [ . — f
| Search: Al - Replace Al |
Match Case
8 — —u

Data Management 2 MS... Access Training by MRRD/NORPLAN

4. Working with Tables
Cont’d

To edit a record: Cont’d:

Find and Replace —— | |

Fnd_| Reglace
FndWhet: | vania (=] [ Fndnex |
Replace with:|[french vanial] ~ ][ =
Look In: Clrrent document | v

- Replace
Match: sy Partoffied [v] - :
Search: a4 [ pr—

Match Case

_____________________ 65
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4. Working with Tables
Cont’d

¢ Once records have been added to a table, they can be
deleted or modified:
— In Datasheet view, click the row selector for the record(s) you want to
delete and then click the Delete Record button on the toolbar
« To change or modify a record:
— Place your cursor on the record and then on the field you want to change
— You can then edit the field's value as you wish by typing in new data
« You can switch from navigation mode to editing mode
depending on what you want to do at the time.
— When you are editing a record, you are in editing mode, Otherwise you
are in navigation mode
— Editing mode is indicated by a pencil symbol in the left margin of the
datasheet view

Data Management 2 MS... Access Training by MRRD/NORPLAN

To Delete a Record:
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4. Working with Tables
Cont’d

re record by clicking the To Delete a Record Cont’d:
gray border at the left side of the record.

%l Descending ¥ Advanced - : ] gHsae W Spelling ‘:‘: = GoTo -
atresn n =
45 Remove Sot ¥ A~ X Delete - 55 More - It Select - BIU A

t . R

) Proguas Tavie | ) Customers

L2} o First Name +  lastName - Street Address . City
® 32 Lamy Binder 124 Heuristic Way Raleigh
& 33 Samantha Ferguson 2380 New Cove Rd Garner

34 Jamie Stone 131 W Clinton St. Raleigh

35 Patti Cheng 9 Atlantic Blvd Raleigh

& 36 Greg Newton 2520 Hopkins Rd. Raleigh
67
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4. Working with Tables
Cont’d

* Select the Home tab, and locate the Records group. To Delete a Record Cont’d:
Click the Delete command. The record will be
permanently deleted.

Home Create External Data Database Tools Fields
% 8 | Ascending € S New z
2 % | Descending V- | B save 7
t A Refresh
' 4 % Remove Sort 7 All~ X Delete - B~
[lipboard s Sort & Filter Record
is Objects % « ||Z2] Employee Database Delete (Del)
0 First Name Deiete this item,
D ]
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4. Working with Tables
Cont’d

To Delete a Record Cont’d:

The ID numbers assigned to records stay the same even after
you delete a record. For example, if you delete the 34th

record in a table, the sequence of record ID numbers will read
"...32,33, 35, 36..." rather than "...32, 33, 34, 35, 36...".
= = = —T
U 3 0cscendng Tgaomncea- | (8] scme 2 spemng | 0B
Finter fres in
" 4 Remove Sort 7 =
!Eeu;d
euristic '
| New Cov
| Cheng 9 Atlantic Bivd
‘ Newton 2520 Hopkins
| = 37 Carol Allenson 3201 Glenwoo
‘ * 38 Zoey Altman 817 Hillsborou
69
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9/26/2014

To Delete a Record Cont’d:

| » An alternate method for deleting a record |

Foution Tew | Esplsye ) | Wigs | HouraMWsh
Hestiostess

Aatress 10162 1025

= 2
| click here to delete the selected record|

Data Management 2 MS... Access Training by MRRD/NORPLAN

Working with Tables
Cont’d

» To resize a field: Place your cursor over the right gridline
in the field title. Your mouse will become a double arrow

ermaiData DatabaseTools | Fields  Table
% | Ascenan ¢s Selection ~ tew s &, Repiace

r 3| ascenang ¥ selection g e T gy S
% | Descending ¥ advanced - M| g swe ¥ speling = GoTo -

Fitter - Refresh Find B I

X - B More - & select -

Filte Re

) Products Table | ] Customers

D + CategoryID «  Product Name I
+ 2 2 Easter Creme Cake- 5§, a Chocolate Créme Egg, exo|
# 24 2 Lemon Blueberry - Sum{Summer sunshine, ripe blueben
& s 2 Triple Berry Shortcake - | Strawberries, raspberries, and b
2 26 2 Hummingbird - Summed Made out of actual hummingbirc
+ 2 2 Pumpkin Spice - Autum{ Spicy and sweet-- the best thing
- 28 2 Apple Spice - Autumn | Much easier to eat than bobbing
= 2 2 Gingerbread - winter | A bite of this cake will give vou ¢
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4. Working with Tables
Cont’d

fmalDta  Database ool | Fieids  Tabie
§ Ascending & Selection = n] - New E Totahs L Replace |
£ Descending V) Advanced - 2 Hswve ¥ Speling = GaTo~
Fittes et 3 Finy
e B B More - * hseear| B 7
& Fier Record Fing
l:] Producis Table | ] Customers
i ] - Category (D - Product Name -
| = EE] 2 Easter Creme Cake- Spring Like a Chacola
@ 4 2 Lemon Blueberry - Summer Summer sunsi
| F3] 2 Triple Berry Shortcake - Summer strawberries,
“ 2% 2 Hummingbird - Summer Made out of a
(ML 27 2 Pumpkin Spice - Autumn Spicy and swe
# 8 2 Apple Spice - Autumn Much easier t
# » 2 Gingerbread - Winter A bite of thisc
» Click and drag the gridline to the right to increase the field width or to the left to decrease the
field width. Release the mouse. The field width will be changed.
72
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Cont’d
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Resizing Fields and Rows Cont’d: | Click and drag the gridline downward to

increase the row height or upward to dec

>
| area to the left of the row. Your mouse will become a

Place your cursor over the bottom gridline in the gray

height will be changed.

rease

the row height. Release the mouse. The row

double arrow
Ol ascending O Setection = = New otal 2, Replace !
 S—— . g) =M Erews gy SlRebe o pesn 1
£ Descenaing T aavancea « =l Wswe T spelling - GoTe~ :

Filter Refresh = Find
e X + Bl More - g seear B 7 U 4
1 & Fine 1
1
| 2 proguces Tavte | = customers ]
| D - Product Name Description :
# 20 Italian Rum Try as we might, it's impassible to get drunk from ouy
# 21 Cheesecake Moist, rich and dreamily creamy. Every biteful is sinf]
* heesecake, strawberry Our NY-style classic, but now you can count ‘I
Easter Creme Cake- Spring £

i amon Blueberry - Summer e "

# 25 Triple Berry Shortcake - Summer  Strawberries, raspberries, and blueberries. M“erI
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5. DEALING WITH EXISTING
DATABASE

&

5. Dealing with Existing Database

= Dealing with existing Database

» You will deal with an
first.

» You are not required to

existing database in this section

create a new database file at first.

» You will be provided with a prepared database file.

Data Management 2 MS... Access Training by MRRD/NORPLAN
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5. Dealing with Existing Database
Cont’d

9/26/2014

* When Access is launched you will see the Access window, with
the task pane on the right side

1
|
1
» From the task pane you can open an existing database by: .
— Selecting the database you want from the list of Recently opened :
databases 1

— Selecting “Look in™ list arrow to choose a database you want to open :
from a storage location :

1

1

1

1

1

If you choose the Look in list arrow, you will browse to the correct location
of your database, click on it, and then click on Open to open the database

Data Management 2 MS... Access Training by MRRD/NORPLAN

5. Dealing with Existing Database
Cont’d

Fa

= Dealing with existing Database Cont’d (The MS-Access Window):

* When a database is opened, the Access window and the Database window
will be displayed.
* The Access window contains a menu bar, a toolbar, a task pane, and a status
bar.
« In the Access window, use the task pane to create a new database or to open
an existing database.
— To create a new database, make a selection from the New section of the
task pane
— To open an existing database, select from the list of Recently opened
databases or from the More files option

Data Management 2 MS... Access Training by MRRD/NORPLAN

5. Dealing with Existing Database
Cont’d
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5. Dealing with Existing Database
Cont’d

N
s
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=~ <

9/26/2014

= Dealing with existing Database Cont’d (The Database Window):

« The Database window is the main control center for working
with an Access database.

« The Database window contains a menu bar, an objects bar, and a
groups bar.

— The Objects bar lists all the objects available in the database

— The list of objects consists of tables, queries, forms, reports, pages,
macros, and modules

— You can click on any of the objects in the Objects bar to obtain a list of
objects of that type

Data Management 2 MS... Access Training by MRRD/NORPLAN

5. Dealing with Existing Database
Cont’d

=~ T

= Dealing with existing Database Cont’d
(Open an Access database table):

» To open a table you must first open a database:

— In the database window, select Tables on the objects bar

— Inthe list of tables, select the table you want to open and click on the
Open button

— When a table is open it is in Datasheet view, which shows the table's data
as a collection of rows and columns

— Each row in the Datasheet view represents a record in the table

Data Management 2 MS... Access Training by MRRD/NORPLAN

5. Dealing with Existing Database
Cont’d

B
Dealing with existing Database Cont’d
(Navigate a database table):

* You can navigate through the records by using the
navigation buttons displayed at the bottom of the
Datasheet view window.

» The navigation bar allows you to:
— Go to the first record in the table
— Go to the previous record in the table
— Go to the next record in the table
— Go to the last record in the table
— Create a new record for the table (sometimes called an append record)

81
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5. Dealing with Existing Database
Cont’d
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5. Dealing with Existing Database
Cont’d

s

L
= Dealing with existing Database Cont’d
(The Navigation bar buttons):

Navigation Button Record Selected Navigation Button Record Selected
[14] First rocord 1] Last recoed

{ Previous record [r%] New record

13 Next record

Data Management 2 MS... Access Training by MRRD/NORPLAN

5. Dealing with Existing Database
Cont’d

= Dealing with existing Database Cont’d
(Learn how Ms-Access saves a database):

« The Save button in Access differs from the Save button in other !
Windows programs.

« When you press the Save button in Access, you are saving the
design of the Access objects and NOT the data itself.
— Access saves data as it is entered

« For this reason, the location at which you are storing your
database must always be accessible while working with a
particular database.

— If the database is located on a diskette, the diskette must be in the diskette

1
1
1
1
1
1
1
1
1
1
1
1
1
i
drive at all times while working with this particular database !

1

1

Y g4 — 1
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Data Type Description Field Size

Taxt Allows fieedt wal, digits, spaces, and h 0 1o 255 50
Una for nsmes, addressen. deacriptiom, and fields comaining dighs that e defautt
rat uved in calculatisns.

M Yy —— dlights, wpaces, and 1 ta 65,535 ch rp—
s for lang comments and expianation. detarmined by sntry

Humber Allowes positive and negative numbsers s fieid valus. Numbees can contsin 110 15 dighs
cligins, 8 decimal pona, Comimas,  us sign, snd & e iign. e far
Fieldhs that you wil use al

DiateTime Allorwes fiedd viahoes contaming valid dates seed times from Janusey 1, 10010 8 bytes

December 31, 5959, Dates can be ensred i ey (month, day, yes)
fermat, several other date fermats, o & variety of time foemata, sk

. 1035 PM. Yo e pevfiarm caleulitions om dutes snd times, and you can
ncrt them, Far sxample, you can detarmive the rumber of days beteesn

s it

Currency. Al ek values s 10 Those for the number duta type. Unline Accurate s 15 digits o the i
Ealendations with meriber data type decimal values, calculition pevformed  vide of the decimal senarator and
taing the curancy data trps mw not wabivet £ round-o8 wror 15 4 chigita on e right side
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5. Dealing with Existing Database
Cont’d

Fa

= Dealing with existing Database Cont’d (Ms-Access Field Types):

[ o o Actess. Access 9 dighs
Intests 3 walu in The Tl as wach rew record i comated, You can specily
AT THATIDE I 7 AR P ). which s anabes 8 uniks Tield
walue, 40 1hat such & field can verve 35 a tabie's primary hey.

Yoo Lomits felel valis 18 yos 5 na, 0 and off, of tros and false, Use for fields 1 charsctar
tha indiicate the presence or stwence of a condition, such 2s whether an
rder hay been filled cr whether an smaiopre is sligible for the company
chental plan

OLE Dbjesct Aliews field values a1 ave crested in other oblects, such as 1 “
phateiy i, vides images, graphics, drmengs, swund eeordings, vokemsd  dependh 80 object als
mevsages, spresdshests. and word-procening decuments. Thess objects can
ol 0 wmbedibest.

ypseriivk Comuints of tnxt wsed s & hyperirih ackbewnn. A hyperlish sirens can haee o U 12 64,000 chasacters tatal for
10 thres parts: the test that appsers in o lield or control: the pash 10.a fle or  the thres parts of a fyperlink
age; ancd & lncation within the fe or page. Hyperinks help yos 1o connect  data type.
e application mavdy 1 the lnserne or an miraret

Loohup Wissrd  Creates o Tl that bets you bissh 1) & v i arcther Labbe o1 in & Same sire g the primary key fiokd

pewdelioed list of walue ubed 1 et the loako
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6. Creating New Database

9/26/2014

« You can create a new database by using a
Database Wizard or by creating a new, blank
database.

* When you create a new database, you will need to
create all the tables, queries, forms, and reports for
the database.

— This is the most flexible approach, since you will create
all objects yourself

Data Management 2 MS... Access Training by MRRD/NORPLAN

6. Creating New Database
Cont’d

U Create a database without using the Database Wizard

« To create a new, blank database without using the Database
Wizard:

« Start Access

«¢ Click Blank Database in the task pane

<+ In the dialog box, navigate to the location where you will save
your database

«+ Enter the name of the database in the File name text box

« Click the Create button

Data Management 2 MS... Access Training by MRRD/NORPLAN

6. Creating New Database
Cont’d
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6. Creating New Database
Cont’d

9/26/2014

O Define fields, and specify Table’s primary key

* When you create a table, you name the fields and define
the properties for the fields.
— The table structure is set up and modified in Design View
— In Design View, you will define each field that will be included in
the table
« When all the fields have been defined, you will then
specify which field(s) will be the primary key.
— The primary key is not mandatory, but it is a good idea to assign
one

Data Management 2 MS... Access Training by MRRD/NORPLAN

6. Creating New Database
Cont’d

U Client’s Data requirements and Determining Database Fields

EmployeriD ContactFirstName
PositionID ContactLastName
FositionTitle Fosition
Employeriame Wage
Address HoursFerWeek
City NAICSCode
StateFrov HAICSDesc

Code StartDate
Country EndDate
Phone ReferredBy
Cpenings Website

Data Management 2 MS... Access Training by MRRD/NORPLAN

6. Creating New Database
Cont’d
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6. Creating New Database
Cont’d
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» Create Tables:

There are several ways to create a table, the
following are two ways to do that.

+«+Create Table in Design View

+«»Create Table in DataSheet View

Data Management 2 MS... Access Training by MRRD/NORPLAN

6. Creating New Database
Cont’d

» Create Tables Cont’d (choose a primary key):

« Choose a field or fields to serve as the primary key
for the table.

e A primary key must uniquely identify each record in
the table.

 Primary keys can consist of more than one field.

« Primary keys with more than one field are called
composite keys

Data Management 2 MS... Access Training by MRRD/NORPLAN

6. Creating New Database
Cont’d

» Create Tables Cont’d (create tables in Design View):

S

frimary Key

Field's
Name

Data Management 2 MS... Access Training by MRRD/NORPLAN
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6. Creating New Database
Cont’d

e i

Datavase Tools

Tanie

Fielg
= == S Fom wizsrd
£ 2
b

Design

3 Haws

v T Move Paams «

5

Click to Add -
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6. Creating New Database
Cont’d

o £
» Create Tables Cont’d (filling field’s information):
s e — n .

Data Management 2 MS... Access Training by MRRD/NORPLAN

6. Creating New Database
Cont’d

After you fill the fields’ information, it is

» Create Tables Cont’d:
the time to give your table a name.
Click the x in the corner.

[
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6. Creating New Database
Cont’d

9/26/2014

ey

Data Management 2 MS... Access Training by MRRD/NORPLAN

100

6. Creating New Database
Cont’d

Click a row selector for the field you want to use
as the primary key, and then click the Primary
Key button on the toolbar.

B Table! : Table

After clicking the Primary Key
button, a key symbol appears in the
row selector to indicate the key field.

Data Management 2 MS... Access Training by MRRD/NORPLAN

Cont’d

L 3 N 1 SR
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Cont’d

s
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» Create Tables Cont’d
(modify the structure of a table by deleting, moving, and adding fields):

« The structure of a table can be modified after it has been created.

« To delete a field, enter Design View, right-click on the field, and then
click Delete Rows on the drop down menu.

« To move a field, (you also do this in Design View) click on the field
you want to move, and while holding your mouse button down, move
the field to the desired location.

« To add a field in Design View, right-click the field where you want to
insert the new field and then click Insert Rows on the dropdown menu.

103
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Cont’d
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6. Creating New Database
- Cont’d

» Create Tables Cont’d (adding a new field in Design View):

1. Right-click the row selector for the 2. Select Insert Rows from the
field you want to insert the new field shortcut menu, and a new, blank
in front of Start Date in this figure. row will be inserted before the

row you selected, as shown below.

- “! 3. Enter the
information for
the new field.

105
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: Cont’d
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» Create Tables Cont’d (change field properties in Design View):

 You can make additional modifications to the structure of a
table by changing the properties of the table's fields.
o For example, if you have a field that represents a currency value
but you do not want to display dollar signs, you could change the
format to a standard format

o In the Design View, you will find a list of all formats available to
you. You can make a selection from the list of options

o Each data type has a separate set of options available in the Field
Properties portion of the Table Design Window

106
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6. Creating New Database
Cont’d

Field properties
are changed in

.|| the Design View
window.

107
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6. Creating New Database
- Cont’d

» Create Tables Cont’d (Some useful Data Type information):

Byte 0TO 255 No fractions, no decimals, no negative
numbers, data is rounded

Integer -/+32786 no fractions, data is rounded

Long Integer -/+2147483648 no fractions, data is rounded

Single -+ 3.4x10% up to seven decimal places

Double -+ 1.797x10%% up to fifteen decimal places, the largest
field size

Replication ID | Globally unique no decimal places available

identifier

108
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> Create Tables Cont’d (copy records from another Access database):

« If the data you want in your database already exists in
another Access database, you can copy the records from
that database into your database.

* You can use cut and paste to do this:

— Open the database that contains the records you want to copy

— Select the records you want to copy and then press the Copy button. This
places the records onto the Windows clipboard

— Open the database to which you want to copy the records and open the
desired table to receive the copied records

— Place your cursor on the next available row in the table and press the Paste
button

109
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6. Creating New Database
- Cont’d
== ‘

» Create Tables Cont’d (import a table from another Access database):

 You can also import an entire table, including its
structure, into another database.
» To import a database table:
— Click the File menu
— Point to Get External Data, and then Import
— Locate and select the database and the table you want to
import
« This differs from the cut and paste method
because you actually import the entire table, its
structure, and its data.

Data Management 2 MS... Access Training by MRRD/NORPLAN

6. Creating New Database
Cont’d

Tables | Gueries | Porms | Reports | Pages | Macros | Modues

table objects
in the Seasonal
database

Enphier
NS

m
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6. Creating New Database
- Cont’d

» Create Tables Cont’d (copy and import considerations):

« If you choose to copy records from one table to
another, it is very important that you first
determine that the two tables have the exact same
data structure.

— If the two data structures differ in any way, the copy will cause an error

« When you import, you are importing an entire
table, including its data and its structure.

— This is a good way to include a table in your database that was previously
designed in a different database

112
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Create Tables in
Data Sheet View

113
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Cont’d
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6. Creating New Database
Cont’d

» Create Tables by Datasheet View Cont’d
(renaming fields and changing data types):
= L
|
= = P 116
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6. Creating New Database
Cont’d

Create
4 cane 3 Create Tables by Datasheet
il = View Cont’d
il el (switch between different
[ Datasheet View ] modes);
ijg PivotTable View
ﬂ PivotChart View
", o
| [_;\1 Design View
u7
Data Management 2 MS... Access Training by MRRD/NORPLAN

39



6. Creating New Database
Cont’d

9/26/2014

To Move the Selection in

Press MNavigation Mode

= o S Pkl a4 8t

- Right ene field value at a time

Home Left to the first field value in the record To the left of the first character in the field value

E'nd Ri_ghl to thae Last fiold value il_l the rocord  To the fwﬂ 0' the lﬂ'_(_'\ﬁﬂ_l.f in IN_ ] Ud-l-

Tl Up o down one record at a time Up or down ane record at o thme and switch to
navigation mode

Tab or Enter  Right one field value at a time Right ane field value at a time and switch to
navigation mods

Crrl+ Home Ta the first field value in the first recard  To the left of the first charscter in the field value

Ctri+End To the last field value in the last record Ta the right of the Last character in the field value
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Cont’d

119
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6. Creating New Database
- Cont’d

» Relationship between Tables Cont’d :

7 (2) Click
the Join

120
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(2) Close the relationship
Jand Save the changes

(1) Make sure
that it is 1-%0

relationship

121
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While you can always enter
data directly into database
tables, you might find it easier to - -
use forms. Using a form to enter ||| o
data lets you be certain that| [l = customers
you're entering the right data in ||| = wenuems
the right location and format. T orderems

All Access Objects

ZEl Qrder tems subform

123
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Cont’d
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“ Why use Forms?:

Many of us fill out forms.

= Forms are so popular because they

iy EmBloyes Time i are useful for both the person
fn-w.-«:::%‘?—_:jm.ﬁ, asking for the information and the
[ e D e person providing it.
/ '?m-; L

They are a way of requiring
information in a specific format,
which means the person filling out
the form knows exactly which

information to include and where
to putit.

124
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7. Working with Forms
Cont’d

« Toopenan
existing form:

« Locate Navigation
Pane.

« In the Navigation

Pane, locate the form

you would like to

open.

Forms are marked

with the =& icon.

Double-click

.

125
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7. Working with Forms
Cont’d

< Form vs. Datasheet View:

_—Form
fricrinuing Traders Beed
Anna Hatiung-Lirsen
“—First record from table

* Company A .
a0 visible.in form Underlying table
113/2008 /

« Forms allow us to create an interface that can be more user
friendly and attractive than Datasheet View.

126
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< Creating Form:

« Aform allows you to view your data one record at a
time.

» Forms are useful for maintaining, viewing, and printing
records in a database.

* You can create your own form in the Forms Design
window or you can use the Forms Wizard to create a
form.

» The easiest way to create a form is to use the
AutoForm Wizard.

127
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7. Working with Forms
. Cont’d

% Use the AutoForm Wizard to Create a form:

¢ The AutoForm Wizard uses a table (or query) you
select as the basis to create a form that displays all the
fields of the table (or query).

¢ Once you have created your form, you can view the
records one record at a time.

¢ The form has a navigation bar just like the navigation
bar you have already used in the Table or Query
Datasheet view.
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7. Working with Forms
Cont’d

SRR — ) DL
Data Management 2 MS... Access Training by MRRD/NORPLAN

129

43



9/26/2014

8. SORTING AND
FILTERING
RECORDS

130
Data Management 2 MS... Access Training

» Introduction:

Ms-Access gives you the ability to work
1al Data Database Tools Field with enormous amounts of data, which
means it can be difficult to learn anything

A 7
r 4| Ascending & selection | o0 your database just by glancing at it.

%1 Denendrrb V9 Advanced .
itter . o Sorting and
#» Remove Sort i

o filtering
Sort & Filter
| I ; are two tools that let you customize how
oy A d \ M . . .
. °"mf“""°°"°“ j you organize and view your data, making
ID » | CustomerID ~ it more convenient to

\ 7 131 / work with.
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8. Sorting and Filtering Records

"

» Introduction (to sort record):

There are many ways records can be sorted. For example, the information in
a database belonging to a bakery could be sorted in several ways:

Orders could be sorted:
* by order date

«  orby the last name of the customers | | Products could be sorted:
who placed the orders. + byname,
« category (pies, cakes,
Customers could be sorted: cupcakes, etc.),
* by name or * orprice.

« by the city or zip code where
customers live.

132
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8. Sorting and Filtering Records

9/26/2014

» Introduction (to sort records) Cont’d:

I.  inascending order
I1.  or descending order.

from smallest to largest and text from A to Z.

Z to Afor text.

Data Management 2 MS... Access Training by MRRD/NORPLAN

You can sort both text and numbers in two ways:

"Ascending" means "going up," so an ascending sort will arrange numbers

“Descending" means “going down," or largest to smallest for numbers and

133

- ,P"

» To sort records an example: [
se Navigation | ] Customers
" " -1 First Name
Select a field in the cell 1 Tracey : b
you wish to sort by. In 2 Lucinda George 78
this example, we will 3 Jerrod Smith 21
sort by customers" last 4 Brett BRI =
names 5 Chloe lones 23
N 6 Quinton Boyd 41
7 Alex Hinton 10
8 Nisha Hall 12
9 Hillary Clayton 25
10 Kiara Williams 90
11 Katy lones 45
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8. Sorting and Filtering Records

» To sort records an example Cont’d:

o Click the Home tab on the Ribbon, and locate the Sort & Filter group.
o Sort the field by selecting the Ascending or Descending command.

Home  Creste  ExtemalData  DatabaseTooks  Fields  Table
% cut ‘}iir(rndmvt‘_ W7 Selection - o = New
4a copy %) pescending’ [¥] Advanced = =2 i save
Filte Refresh -
= Remove Sort Al X Delete + §
is Objects = « | =) Empon Ascencing Navigation| 7). Customess
T iD -l First Name - [LastName
% = 1 Tracey Beckham 7
eganes 3 2 Lucinda George 7€
= ® 3 Jerrod Smith 2
= 4 Brett Newkirk 47
nu Rems - roruie. Seoooo ~
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Sort & Filter Records
sase Navigation | ] Customers

4 First Name - [iSSEName -1

102 Theodore Achi =

» To sort records an L Ackerman,
) 78 Michiko Akiwana £
example COI’lt_ d . 188 Nathan Albee 1
(result of Ascending sorting): 13 Mariah Allen

37 Carol Allenson :
38 Zoey Altman {

163 Franz Angelou
87 Robert Armisen .
47 Hakim Auden :
129 Yann Augerot i
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8. Sorting and Filtering Records

» To sort records an example Cont’d (saving and removing sorting):

. After you save the sort, the records will stay
To save the new sort, click the Save sorted that way until you perform another sort

command on the Quick Access or remove the current one.
toolbar. To remove a sort, simply click the Remove
Sort command.
smnal Data Database Tools Fields Tat
{ |8} Ascending| €7 Selection - 3
i z ng_ ¥ Advanced - =
Filte Refres

4 Remaove Sort

L aite:

F_mplnyl Clear All Sorts figation ‘ 7] Customers
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» Filtering Records:

UFilters allow you to view only the data you want
to see. When you create a filter, you set criteria
for the data you want to display.

U The filter then searches all of the records in the
table, finds the ones that meet your search
criteria, and temporarily hides the ones that
don't.
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Tabie

o wHew K Totahs

L e P ]

et 5 etete « Bl Wore - PIUA-Y-2
T Comomens

LastName -+ Strest Address m

Beckham 7 East Walker Dr. £hc
George 789 Brewer St Cary N
Smith 211 5t. George Ave. Raleigh NC
Newkirk 47 Hillshorough St Raleigh NC
lones 23 5ol L. Raleigh N
Boyd 4 Cypress Cr Durham NC
Hinton 1011 Hodge Ln. Cary Ne
Hall 123 Hurtington St Raleigh N
Clayton 2516 Newman Raleigh NC
Wiliams 9014 Miller Ln Durham NC
Jones 456 Denver Rd. Cary NC
Joslin 85 North West 5t Raleigh NC
Allen 12 Jupe Ralelgh NC

» To create a simple Filter:

Click the drop-down arrow
next to the field you would
like to filter by. We will filter
by city, as we want to see a
list of customers who live in a
certain city.
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8. Sorting a

nd Filtering Records

» To create a simple Filter:

Select and deselect items one at a time by
clicking their check boxes.

We will deselect all of the options except
for Cary.

Click Select All to include every item in the
filter.

Clicking Select All a second time will
deselect all items.

Click Blank to set the filter to find only the
records with no data in the selected field.
Click OK.
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o State - Iy
Raleigh : 5
Cary £l sen *l o
Raleigh % b
Raleigh 6
Raleigh (N
Durham [Select A1 7
Cary 5| o
Raleigh 5
Raleigh 5|l o
Durham Gamer 7
Cary  Raieigh 5o
Raleigh - B
Raleigh 5l o
Raleigh 6
Gamer Lo | Cancel 6
Raleigh - -6
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s
» Tocreateasimple | ™
. o New  E Total &% -
Filter Cont’d i el ] | u
e o | e ) " rne - EE
(result of filtering): | 4~ % ooee - Hwore ‘ =
0| 2] Customens
Last Name Street Address Cij A State

George 789 Brewer St. = line:

The filter will be Hinton 1011 Hodge Ln. Cary iy equals “Ca
B Jones 456 Denver Rd. Cary NC
applied. Our customers Kellerman 76 Murphy Ave. Cary Ne
table now displays only Hamm 1221 Coretta Scott Way | Cary N
customers who live in NC
Slobodowski 7 Greene St. Cary NC
Cary. White 911 Oregon Tr Cary NC
Sigrudsdatter 55 Cameron Ct. Cary NC
Yuen 8 Marcus Ln, Cary NC
Hanlon 31 Crispus Ct. Apt 8 Cary NC
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Data Management 2 MS... Access Training by MRRD/NORPLAN

47



9/26/2014

8. Sorting and Filtering Records

i N s
> To create a simple Filter Cont’d (Toggle Filter):

« Toopingyouriter | [

allows you to turn it on

External Data Database Tools Fields Table
and off.
= To view records without ( 2| ascending s selection - - New
LY

the filter, simply click P % | Descending ¥o idancad s 3 =M Save
N ter fres

the Toggle Filter = V7 Toggle fiter] s X Delete

command. t R

= To restore the filter,
simply click it again.

3 Empioyee Database Nawig Remove Fiiter istomers
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8. Sorting and Filtering Records

¥ &
» Creating a filter from a selection

Filtering by{selection|allows you to select specific data from

your table and find data that is similar or dissimilar to it. For
instance, if you were working with a bakery's database and
wanted to search for all products whose names contained the

word you could select that word in one product
name and create a filter with that selection. Creating a filter with
a selection can be morehan setting up a simple
filter if the field you're working wi contain
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8. Sorting and Filtering Records

s
- =
> Creating a filter from TCtemaronts DetivareToon | Paies | Taoie
a selection Cont’d 2 ascenaing G setection -
: % | Descending V4
7 Toggle Fi
a. Select the cell or data. il
b.  All products that contain ) Products Table
the word “chocolate"” in o - Product Name .
i # ] rudge- Sor
the" names. 9 Fudge Marble The
c. Select the Home tab on the gy vy
Ribbon. + 11 Strawberry Swirl Ad
d. locate the Sort & Filter . 12 Cookies ' Cream Uks
group NE— .
e. Click the Selection drop- - CrTTEEa ~
down arrow . 16 Carrot Cake ora
. 17 Coconut Eve

144
Data Management 2 MS... Access Training by MRRD/NORPLAN

48



8. Sorting and Filtering Records

!'-.; - P

» Creating a filter from
a selection Cont’d

External Data Database Tools Fields Table
Al & 7
5 scendin lection
g isscnans 3
ﬁl Descending ¥ Advanced "
Filter Refresh
] W Toggle Fitter  aj~
- Sort & Filter
7] Products Table | selection |
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8. Sorting and Filtering Records

Externsi Dats  Database Tools Fields  Table
( # | Ascendin {7 Selection ~ Oy = New Totall
1 Descenai Contains "Chocolate Spell
> creating a filter o DRoes Not Contain “Chocolate Mor
from a selection ort & Ends With “Chocolate
Cont’d | ) Products Table Does Not End With “Chocolate
b - sl
¥ 8 Fudge TSI So
® 9 Fudge Marble Thel
# 10 French Vanilla Oo
® 11 Strawberry Swirl Ad
] 12 Cookies n' Cream Lik
Data Management 2 MS... Access Training by MRRD/NORPLAN 16

8. Sorting and Filtering Records

P
» To create a simple Filter Cont’d (to Filter Number):
| Z1 Mena tems
D - ProductID - |Sales UnitiD m
- . 3 - —
) - 7 9 1 $22.00
v Click the drop-down ® s 0 - e
arrow next to the field = s 1 1 522,00
you would like to filter by. % i‘j i; ; :22:
v We want to filter the_ : = i 1 200
records in our menu items * 1 15 1 $22.00
table by price, so we'll B 1 16 1 $22.00
click the arrow in the : - - o
Price field. @ 7 19 1 s22.00
B 18 20 1 $22.00
= 19 1 1 $26.00
® 20 2 1 ;g.gnn
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> To create a simple Filter Cont’d (to Filter Number):

The Custom Filter dialog box
will appear. Type in the

3 - [Pricel 5 Cick toAdd -

A
b number or numbers you would
: like to use in your filter. We'll

1 type "'5" so the filter will

j show us only menu items that

1 cost $5 or less. Click OK

f

1

1 s2.0 v g0 Custom Fiter

- o e

: Seq  Viow

1 280 oK Cangel

B 52" ' om
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8. Sorting and Filtering Records

"

» To create a simple Filter Cont’d (to Filter Number):
) Menu Rems.
(] + ProductiD - SalesUnitiD - Price T Cick fo Add -
30 a6 1
n a7 1 s1.50 2" A
5 s T The filter
= & T result will be
0 p : displayed as
= - i the this figure.
;J ::I 1
y N - . o 149
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9. DESIGNING A
QUERY
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