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Unit 1: Creating a relational database

In this unit you will learn how to:

» Set relationships between tables
» Create relationship types
= Set referential integrity between tables

Set relationships between tables

Why create relationships between tables?
Access is a relational database. It allows multiple tables to be linked with each other
via common fields. The links can be made from the relationship diagram (Database

Tools, Relationships) and the linking fields must have the same data type.

Quite often the Primary Key from one table is linked to the same filed in another

table (termed a foreign key).
But why is do we have to multiple tables in the first place?

The main reason for creating databases with several tables is to avoid duplication

of data and allow changes to be made most efficiently.
In this example suppose there are 300 employees and 10 departments. Without the

department table the name, location and floor would have to be input 300 times.

With the 2 tables only the DepartmentID needs to be entered.

www.MicrosoftTraining.net 0207 987 3777 @@@ 1



= Relationships

tbiDepartment thlEmployee

? DepartmentID ¥ EmployeelD
Mame
Location

Surname
Forename
Gender
DateOfBirth
Addressl
Address2
Address3
Addressd
PostCode
ManagerID
DepartmentID

Floor

And in the future if a department location and floor changes there is no need to

edit each employee record.

Relationship types

One to Many
When a primary key field is linked to a foreign field in a second table a one to many

relationship is created. For example

One employee has many orders.

One order has many order detail records.

One customer has many orders.

One to One

When a primary key field in one table is linked to a primary key field in another

then a One to One relationship is created. For example

Employee records linked to payroll records.
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= Relationships

thlEmployee
® EmployeelD

Surname _-_-_-_-_-_i'_'_‘_‘—‘*—-—._.____
Forename
Gender
DateOfBirth
Addressl
Address2
Address3
Addressd
PostCode
ManagerlD thiPayroll

DepartmentlD ? EmployeelD
NINumber
Salary

BankAccho

The reason herefor creatign a one to one relationship is to keep the payroll data
separate from the main employee data. It would make sence to have both cascade

update ans delete on for these tables.

Edit Relaticnships

il

Table/Query: Related Table/Query:

[toEmployee = tblpayrol - £

Cancel
Join Type..
FEnores Retorental Tntearity: [create . |
/| Cascade Update Related Fields
/| Cascade Delete Related Records

EmployeelD E| EmployeelD -

Relationship Type: One-To-One

Many to Many

A further type of relationship that occurs in a relational database is called many to
many.

For example,

Many customers can buy from one sales employee and many sales employee can

sell to one customer.
So there is a many to many relationship between tblCustomers and tbIEmployee.
However, there are no common fields between these tables so they can’t be linked

directly. What is needed is a third table called a conjunction table (or mapping
table).
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= Relationships - .

tbiCustomer

tblEmployes
1

Name

7 CustomeriD

Addresst
Address2
Address3
PostCade
Country

% EmployeelD
Surname

Farename
Gender
DateOfBirth
Addressl
Address2
Address3

Addressd
PastCode
ManagerD
DepartmentID

thiOrder
¥ ordenp
CustomerlD
EmployeelD
OrderDate
OrderComplete

The table tblOrder is the conjunction table that links between two tables in a many

to many relationship.

Queries or reports can then be set up to show customers for each employee:

Darcine
Goodwin
Goodwin

Grey
Grey
Hamsen
Hamsen
Hamsen
Hamsen
Hamsen
Thewliss
Thewliss

Surname -

Name -
Heckatt
MLK
James Lewis
MLE
James Lewis
VMH Industries
Cartoum
Heckatt
James Lewis
VMH Industries
WH Smythsons
Heckatt
WH Smythsons

or employees for each customer:

Narhe -
Heckatt
Heckatt
Heckatt
James Lewis
James Lewis
lames Lewis
MLK
MLK
VMH Industries
VMH Industries
WH Smythsons
WH Smythsons

¢ 900

surname -

Hamsen
Darcine
Hamsen
Thewliss
Goodwin
Grey
Hamsen
Darcine
Goodwin
Grey
Hamsen
Hamsen
Thewliss

0207 987 3777
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To make this data easier to read a query property called unique values is set to

yes. (no duplicate records).

Join Type

As well as there are different types of relationship there are also different types of
join.

The default join type is called an inner join where queries produce only data that is
matched by both tables. For example, when querying customers and orders a query

shows customers that have orders and not customers that haven't.

Join Type is covered in more detail in the next unit.

Referential integrity between tables

Edit Relationships L2 [
Table fQuery: Related Table /Query:
| thiEmployee - | thiOrder - |
Cancel
EmployeelD El EmployeelD -
Join Type..
1 —— J
< V| Enforce Beferential Integrity! \m
T

Cascade Update Related Fields
Cascade Delete Related Records

Relationship Type: One-To-Many

Once a relationship is cerated between 2 tables there futher options become

available for controlling how data is entered or removed from the tables.
Enforce Referential Integrity — Ticking this option prevents data being entered
into the secondary table (tblEmployee) if it the EmployeelD doesn’t exist in the

primary table (tblOrder).

In addition a record fom the Primarty tabel cannot be deleted if there are records

in the seconday table with that EmployeelD.
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Casecade Update - Ticking this option changes an EmployeelD in the seconday

table if the EmployeelD filed is changed in the seconday table.

Cascade Delete — Ticking this option deletes all related records if a record in the

primary table is deleted.

It would be prefereable to include both cascade update and casdade delete when
linking tblOrders to tblOrderDetails.

Relationships

| Relationships

tblOrder
¥ orderip

thlEmployee
‘8 EmployeelD

thiOrderDetails

CustomerD
EmployeelD
OrderDate
DateOfBirth OrderComplete
Addressl
Address2
Address3
Addressd
PostCode

ManageriD Edit Relationships -2 [
DepartmentiD
Table/Query: Related Table/Query:
[tblorder ~ |tolorderbetais ~|
Cancel
OrderlD [=]orderip
Join Type..
9] Enforce Referential Integrity [creste Nen..]
] Cascade Update Related Fields
] Cascade Delete Related Records
Relationship Type: One-To-Many

Supposing an order is cancelled then deleting the order record will in turn remove

related records for that order held in the secondary table (tblOrderDetails).

6 @@@ 0207 987 3777 www.MicrosoftTraining.net



Unit 2: Working with Related Tables

In this unit you will learn how to:

» Use the Lookup Wizard to create a lookup field list
= Use Design view to modify lookup field properties.

The Lookup Wizard

Lookup fields are very useful for data entry. They help to avoid invalid data being
entered into tables and forms. They can be set to lookup into a different table and
can even display several columns of data. The field that stores the data is called the

bound column.

For example, from the Orderingdb database open tbl[Employee in design view.
We can change the Gender field to a Lookup by right clicking on its Data Type and
choosing Lookup Wizard.

T tblEmployee

Field Name
¥ EmployeelD
Surname
Forename
Gender
DateOfBirth
Addressl
Address2
Address3
Address4
PostCode
DepartmentiD

General |Lookup

Field Size 1
Format

Input Mask

Caption

Default Value M

Validation Rule ="M OrF
Must be "M (Male) or "F" [Female).

Validation Text
Required Mo

Allow Zero Length Mo
Indexed No
Unicode Compression  Na

IME Mode Mo Control
IME Sentence Mode None

Text Align General

Data Type
AutoNumber
Short Text
Short Text
Shor‘tTexﬂ

Short Text
Long Text
Number
Date/Time
Currency
AutoNumber
Yes/No

OLE Object
Hyperlink
Attachment

Calculated

Lookup Wizard...

Emply

IDtoi

Access offers 2 choices; to look up from a different table or to create a lookup by

typing in the values. For the Gender field choose the second option.

www.MicrosoftTraining.net 0207 987 3777
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P

Lookup Wizard

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lockup field to getits
values?

(™) Twant the lookup field to get the values from another table or
query.

@ I will type in the values that I want.

k

You can then type M and F as the values to choose from and click Next.

-

Lookup Wizard

What label would you like for your lockup field?

|Gender
Do to limit entries to the choices?

[¥]Limit To List )

Do you want to store multiple values for this lookup?
[] Allow Multiple Values

Those are all the answers the wizard needs to create your lookup
field.

Cancel ] [ < Back

Select Limit to List if you want to prevent other values being typed (such as Male

or Female)

Click Finish and you will see the lookup field in Datasheet view.

Forename - |Gel » DateOfBirtt -

Knut
Bepe
Tam
Jenny
Margaret
Sosa
Ben
Henri
Jean
Francine
Charles

mE=E==ET=E

F
M

31/110/1974
12/10/1945
12/12/1965
16/04/1955
02/01/1968
12/07/1958

M [=]  12/02/1965
M 993
974

31/110/1970
31/110/1935

@@@ 0207 987 3777
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If you want to add other entries, then in Design view select the Gender field and
click the Lookup tab at the bottom of the screen.

Select the Row Source property and enter a new value:

General| Lookup

Display Control Combo Box
Ewpe Value List
< Row Source TMTFU
mn 1
Column Count 1
Caolumn Heads MNa
Column Widths 2.54cm

Lookups into another table

Lookup fields can just as easily be made to lookup data from another table or query.

The data must have the same data type but can be a different field name.

For example, in the Practice Linking database, Personal Details table you can create
a lookup for the Job Code field. Provided there are no relationships you can use
the Lookup Wizard.

TABLETOOLS

TERNAL DATA DATABASE TOOLS DESIGN

&= Insert Rows F ﬁ‘ Elg E

% Delete Rows
- Property Indexes  CreateData  Rensme/  Relationships  Object
EQ Modify Lookups  Shect Macros~  Delete Macro Dependencies

Show/Hide Field, Record & Table Events Relationships.
Lookup Wizard
This wizard creates a lookup field, which dispiays a st of values you
can choose from. How do you want your lockup field to getits
= choose fr lookup field
= values?
Field Name Data Type B

County short Text ¥ wiant the Tookup field o get the Valies From anather (bl

post Code short Text e e T e
Telephone short Text (©) Ewil type in the values that T want.

Date of Birth Date/Time

Start Date Date/Time

Telephone Extension Short Text

Picture OLE Object

Job Code Number

site Code Number [+]

salary Currency

Field Size Long Integer

Format

Decimal Places Auto

Input Mask

Caption

Choose the first option ‘I want the lookup field to get values from another table’.
On the next screen choose the Job Details table then choose the fields to display

in the lookup.

www.MicrosoftTraining.net 0207 987 3777 @@@ 9



r 5

Lookup Wizard
Which fields of Job Details contain the values you want induded in
wour lookup field? The fields you select become columns in your
lookup field.
Available Fields: Selected Fields:

Job Code

| Cancel | | < Back |[ Next =

Choose Job Code and Job Title.
On the next screen remove the tick for hiding the key field.
Click Finish to create the lookup.

After saving the table design you can view the lookup field in Datasheet view

Telephonel~| Picture - | JobCode -| SiteCode -| Salary - |Ciich
103 3 1 £22,000.00
205 picture 1 Receptionist |  £24,000.00
308 2 Clerical Officer  £16,000.00
202 3 Director £45,000.00
03 a administration  £14.000.00
=3 5 Sales Manager|  £17.000.00
203 5 salesperson £25,000.00
503 picture |7 Sales Support | £14 000,00
201 Z E”g'”ger £10,500.00
507 TOBTAMMET | £20,500.00
10 Help Desk Con:
403 o £14,000.00
1 Training Consu
309 Picture - £23,000.00
1 Trainer

3 Picture gy Training Manag

anad
o5 14 Project Manag:
414 Picture (45 saftware Supp

505

£20,500.00
£17,000.00
£14,000.00
£12,500.00

Changes such as the column widths or the number of columns in the lookup can

then be made in Table design view.

Using Design view to modify Lookup field properties

Lookup field properties can be altered from table design view. They can also be
created from scratch without the need for the Lookup Wizard. This is especially

convenient when the lookup field is already linked to another table in the database.

In this example a lookup to the Site Code is created in the Personal Details table.

10 @@@ 0207 987 3777 www.MicrosoftTraining.net



From Table design view select the Site Code field then click on the Lookup tab.

Job Code Number
Site Code Number |Z|
Salary Currency

Display Contral

Row Source Type
Row Source

EBound Column
Column Count
Column Heads
Column Widths

List Rows

List Width

Limit To List

Allow Multiple Values
Allow Value List Edits

Combo Box
Table/Query
Location Details
1

2

Mo

2empdcm

16

Gem

Mo

MNa

Mo

List Items Edit Form
Show Only Row Source ¥ Mo

Change the following properties:
Row Source: Location Details
Column Count: 2

Column Widths: 2cm;4cm

List Width:  6cm

The Site Code field now displays as follows:

Site Code - Salary -~ Clickfo Add ~
-]  £22,000.00

London Training Centre

Head Office

Morth Office

South Office

Midlands Office

West Office

1
2
3
a
]
6

5 £14,000.00

2 £10,500.00
5 £720 500 NN

If you ever want to hide a column such as the Site Code change its column width
to Ocm. Remember the field is only hidden and not deleted so the Column Count
is still 2 and the Bound Column (or the field storing the data for the lookup) still
remains 1.

Note that when you use the Lookup Wizard to lookup from another table then a
relationship is automatically created. If you create a lookup by changing lookup

properties a relationship is not created.

www.MicrosoftTraining.net 0207 987 3777
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Unit 3: Defining data entry rules

In this unit you will learn how to:

» Use the Input Mask wizard
= Setting field properties
» Setting a Validation rule

When data is entered into a table it often helps to add some control over what is
typed in.

Input masks are used to add additional characters or change the case of text.
Validation rules can be included to restrict the range of data entered. There are
further field properties that can be set to ensure a field is not left blank or that data
is automatically entered if left blank.

These data entry rules are set up from table design view.

Use the Input Mask wizard

When typing dates, it helps to have an input mask that types in the / symbols for

you. When typing telephone numbers, it might help to automatically add spaces

or brackets.

For example, for the Date of Birth field select the Input Mask property then click on

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box.

To change the Input Mask list, dick the Edit List button,

Input Mask: Data Look:
Long Time 13:12:00
Short Date
Short Time 1312
Medium Time 01:12PM
Medium Date 27-5ep-69
Tyl [/ |

Edit List Cancel Einish
h
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Choose Short Date. The Try It box shows how the Input mask will display.

Remove 2 zeros from the year then press Finish.

The Input Mask property then displays as

00/00/00;0;_

In the second part of the code 0 means the extra characters are stored in the

database. (1 means the / characters are display but not stored).

The third part is the character used as the place holder. By default Access uses the

underscore _.

After saving the input mask this is how it appears in Datasheet view after saving

the table and tabbing to the Date of Birth field.

- | Telephone - Date of Birtl ~
0171788 7352 21111959  21/07/1991 203
0171 345 9273 12/01/1967  01/03/1990 503
01392 345 694 31/03/1972  02/07/1992 201
01224 178 456 09/08/1971  14/07/1991 507
01195 458 873 02/02/1964  04/01/1930 403
0181 109 9823 16/07/1968  11/11/1993 309
01428 236 549 01/04/1970 08/09/1993 311
0181 487 9908 1/ _/_  11/04/1992 605
01442 774 773 05/10/1971  14/07/1993 414
0190 884 275 06/08/1969  04/01/19390 505

Start Date ~ |Telep|~

Input Mask Codes

Here is a list of codes that are used when setting input masks.

Character | Explanation

0 Can enter a digit (0 to 9).

9 Can enter a digit (0 to 9).

# Can enter a digit, space, plus or minus sign. If skipped, Access enters
a blank space.

L Must enter a letter.

www.MicrosoftTraining.net 0207 987 3777 @@@ 13




Character | Explanation
? Can enter a letter.
A Must enter a letter or a digit.
A Can enter a letter or a digit.
& Must enter either a character or a space.
C Can enter characters or spaces.
Y Decimal and thousands placeholders, date and time separators.
> Coverts all characters that follow to uppercase.
< Converts all characters that follow to lowercase.
\ Characters immediately following will be displayed literally.
Characters enclosed in double quotation marks will be displayed
literally.
Examples of Input Mask

This table shows a few examples of input masks.

Input mask Example Notes
(000) 000-0000 (206) 555-0199
(999) 000-0000 (206) 555-0199 | Extension is optional
or () 555-0199
> E4 9RU All letters upper case
SLnrnnnmmn Maria Proper case
ISBN 0- | ISBN 1-55615-507-7
JJ{J QK& &-0
>LL00000-0000 DB51392-0493 Start with 2 capital letters and
8 numbers
00/00/00 25/12/15
00\->L<LL\-00 25-Dec-15
\P000 P123 3 numbers starting with P
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Setting field properties

In Design view there are several properties that can be applied to each field. They
vary depending on the data type. For example, for the Surname in the tblIEmployee

table you can set the following:

Required
Required: Yes
Allow Zero Length: No
t - —_—'—— ——
| o Orderingdb : Database (Access 2007 - 2010) - Microsoft
rnal Data Database Tools Design
= 7 =77 = ;== =
—=Insert Rows EM £ Z = B %K:j 2
= Delete Rows = = — = B =z
[ ) Property Indexes = Create Data Rename/Delete  Relationships Object
3;.3 Modify Lookups | spaet Macros * Macro Dependenties
Showy/Hide Field, Record & Table Events Relationships
| = thlEmployeé"-.._
Field Name Data Type
%  EmployeelD AutoNumber Emplyees ID automatically generated,
Surname Tex't|
Forename Text
Gender Text
DateOfBirth Date/Time
Addressl Text
Address2 Text
Address3 Text
Address4 Text
PostCode Text
DepartmentID Mumber ID to indicate which department an emr

Field Prope

General |Lookup

Field Size 20
Format

Input Mask

Caption Surname

Default Value
Validation Rule
Validation Text

Required Mo

Allow Zero Length Yes
Indexed Mo
Unicode Compression Yes

IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

Setting these properties makes Surname a mandatory field. It cannot be left blank.
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Employe - Sumame

001 Hamsen Knut
002 Hamsen Bepe
003 Thewliss Tam
004 Chen Jenny
+ 005 De Mavarre Margarst
006 Andabe Sosa
007 Gray Ben
008 Darcine Henri
009 Walton Jean
010 Cartouche Francine
= 011 Goodwin Charles
£+ 012 Jules
& 015 Lockett Lucy
016 Simone Paulo
017 Jackson Maria
+ 018 Thackeray Charles
019 Friedland Pieter
090 Havarriahl Thar

Field Size

- | Forename -

Gel - | DateOfBirt - Address1

M 31/10/1974 5 rue Victor Hugo
f 12/10/1945 144 rue Des Arbres
M 12/12/1965 10 Dart Street

M 15/04/1955 24 Maison Citron
M 02/01/1968 Chateau Lismarine
F 12/07/1958 72 Old Mill House
M 12/02/1965 23 Bridge Lodge

M 30/06/1993 8 Les Invalides

Microsoft Access

Address2 - Address3 -
3 Amondisement  Paris
Lesoyare Parinteme
Yartney Kent
Ramaretre St. Sebastien L
St Quentin Portemace L
Fleur Crecy Exeter
Southwark London
4 Arrondisement  Paris
53 raintree E
aris
erts

! You must enter a value in the "thEmployee. Surname' field. hns

ndon
ndon
ndon

4 regon Street
M 12/06/1965 Kon-Tiki Close
m AUNLAORD 19 Maizan Narno

London
West Kensington  Witting N
Vanrara H

Radareas

Another property that can be set is Field Size. For Short Text fields the maximum

field size is 255 character. In the tblDepartment table set Floor to a field size or 2.

This prevents a number greater than 99 being entered.

If you need to type more than 255 characters, for example paragraphs of notes or

comments then change the data type to Long Text.

Format

As with the input mask property, the Format property can be set to display

additional characters or change text to upper case.

Here are some examples of how a Format setting changes the appearance of data.

Data

Format Setting

Result

Numbe

r fields

000

001

\EO0O

EOO1

Text fields

London

>

LONDON

@;Unkonwn

Unknown

12345678

QE@-@@-
Q@@

123-45-6789

Date/Time fields

01/01/2016

ddd dd/mm/yy

Fri 01/01/16

Short Time

15:00

Medium Time

03:00 PM

16
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Unit 4: Use advanced query features

In this unit you will learn how to:

» Join tables in queries
» Create a calculated field
» Create action queries to add, delete, update and make tables.

Join tables in queries

Joining tables in design view

When creating a query by Query Design Access will automatically try to create
links between fields with the same name. For example, using the
OrderingPracitceLinking database create a query for the tables tbIEmployee and

tbIDepartment.

2 Quemt

thlEmployee tblDepartment

7 DepartmentID
Name
Location

7 EmployeelD
Surname
Farename
Gender Floor

DateOfBirth

Addressl

Address2

Address3

Addressd

PostCode

DepartmentID

Field: |Surname Forename Name Location
Table: |tblEmployee tblIEmployee tbiDrepartment tbiDepartment
Sort:
Show: V| o v v
Criteria:

Suppose you want to include the employee salary then add tblPayroll. This time
there is no automatic link so create a link manually from Emplloyeeld to

EmployeelD.

www.MicrosoftTraining.net 0207 987 3777 @@@ 17



tblEmployee

thlDepartment thlPa

ar

" ! froll
7 EmployeelD % DepartmentID ? EmployeelD
surname MName NIMumber
Forename Location Salary
Gender Floor BankAccho
DateOfBirth
Addressl
Address2
Address3
Address4
PostCode
DepartmentID
4 lm
Field: |Surname Forename MName Location [=]
Table: |tblIEmplayee thlEmployee tbiDepartment tblDepartment
Sort:
cs-ro?"" -
riteria:

Now add a link line by joining EmployeelD and include the Salary in the query.

5 Queryt

tblDepartment

Name

# DepartmentiD

thlEmployee

? EmployeelD
Surname

thiPayroll

7 EmployeelD
HNINumber

Location Forename salany
Floor Gender Bankiccho
DateOfBirth
Address1
Address2
Address3
Addressd
PostCode
DepartmentID
4w
Field: | Surname Forename Name Location Falang =l
Table: thiDep: thiDepartment thiPayrall
Sort:
Show:
Criteria:

Using the Query Wizard

When creating queries on multiple tables with the Query wizard links between

tables are not automatically created. The tables would need to be added and linked

in the Relationships diagram.

18
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@« I=

Home Create External Data Database Tools

Bf= X Clear Layout a=
= = .

Edit [25) Relationship Report | Show
Relationships

Table B3 All Relationships

- | OrderingPracticelinking : Database (Access 2007 - 2010) - Microsoft Access

Design

&3

Clase

Tools Relationships
All Access Objects ~ « || = Relationships .
\Search.. yel
Tables Fy
E ticustomer

tbiDepartment

tbiEmplayee

tbIDepartment

thlEmployee

tblOrderDetails

thiPayroll

=
=
EA toiorder
=]
=]
=

tblProduct

% DepartmentlD

MName
Location
Floor

¥ EmployeelD
Surname
Forename
Gender
DateOfBirth
Addressl
Address2

Address3
Addressd
PostCode
DepartmentID

tblPayroll

¥ EmployeelD
NINumber
Salary

BankAccNo

Adding tables to the relationships diagram allows 1 to many and 1 to 1

relationships to be created with Enforced Referential Integrity set.

Edit Relationships

7|

Table/Query: Related Table/Query:

[ﬁ:IDepartment - [ thiEmployee

DepartmentID E DepartmentID

»

—N
( %varce Referential Inteqrity:
|| cascade Update Related Fields
[ cascade Delete Related Records

Relationship Type: One-To-Many

This option prevents department id’s being added to tblEmployee that don't exist

in tbIDepartment (or delectated from if they exist in tblEmployee).

Once tables are added and linked in the relationship diagram then queries and

reports can be created with the query wizard and report wizard.
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Inner Joins

Products

Selected records (matching

values)

An inner join is a join that selects only selects records from two tables that have

matching values. It is sometime called a equi-join and it is the default join type in

Access.
tbIProduct tblOrderDetails
® ®
? ProdudtD ;__‘_\- OrderlD
ProductMame = ProductID
UnitCost CQuantity
QuantitylnStock
4 |m
Field: | ProdudtID ProductMame UnitCost OrderlD
Table: |thIProduct thIProduct tbIProduct tblOrderDetails
Sort:
Show:
Criteria:
ar

For example, an inner join shows only the products that match with those in order
details table (tblOrderDetails).

Outer Joins
An outer join displays all records from one table and only those records where
values match from the other table. For example, all products and matching records

in tblOrderDetails.
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To create an outer join double click on the join line and select ‘Include ALL records

from tblProducts...”

Join Properties l DS

Left Table Name Right Table Mame
thlProduct Iz‘ thiOrderDetails Iz‘
Left Column MName Right Calumn Mame

ProductlD Iz‘ ProductID Iz‘

) 1 Only indude rows where the joined fields from both tables are equal.

Indude ALL records from 'thlProduct’ and only those records from
'thlOrderDetails’ where the joined fields are equal.
Wl ) 3: Indude ALL records from 'tblOrderDetails’ and only those records from
'thiProduct’ where the joined fields are equal.

OK ] [ Cancel ] [ MNew

This is sometime called a left outer join because the primary table (or 1 table in a 1

to many relationship) is conventionally placed on the left in the query.

Selected records (All Products

and matching values)

All Access Objects ) « | Queryl"-._
Search. =]
thlProduct tblOrderDetails
Tables £ " "
B wicustomer % ProdudiD OrderlD
=] tbiDepartment ProductMame ProdudID
UnitCost Quantity
B tblEmployee Quantityinstock
E3 tolorder
EH tblOrderDetails
A | m
EH tblPayroll
B tbiProduct Field: | ProductiD ProductName UnitCost OrderID [=]
Table: |tblProduct thIProduct tbIProduct tblOrderDetails
Sort:
Show: B
Criteria:
on

Note that with the outer join query two extra product id’s 011 and 013 are

displayed. These products do not have order Ids.
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e

Productll ~ ProductName - |UnitCot - | OrderiD -

009 Tie £22.95 010
009 Tie £22.95 017
003 Tie £22.95 007
009 Tie £22.95 025
010 Radio £65.95 003
010 Radio £65.95 021
010 Radio £65.95 024
010 Radio £65.95 026
010 Radio £65.95 028
010 Radio £65.95 029
011 Blank CD's {10) £5.95

012 Socks £4.99 007,
012 Socks £4.99 025
013 Pencil Sharpeners (10) £1.95

014 Paper Ream £4.98 022
014 Paper Ream £4.98 023
015 MP3 Player £125.95 020
015 MP3 Player £125.95 021
015 MP3 Player £125.95 029
016 Pencils (25) £1.99 022
016 Pencils {25) £1.99 023
016 Pencils (25) £1.99 030
017 Fishing Vest £69.99 026
018 Thermos Flask £8.95 021
018 Thermos Flask £8.95 024

Record: 4 « 1of61 b b ki i Search

To display only these products, add Is Null as a Criteria for the Orderld field

A right outer join is the third join type option. ALL records from tblOderDetails and

only those that match from tblProducts.

This would show any records in tblOrderDetails where the product ids have been
left blank.

Self-Join Queries
A self-join is a join that relates data within a table itself. As with other joins the
fields that are

inter related must have the same data type.
For example, suppose an Employee table contains both an EmployeelD and a
ManagerID You then wish to create a query showing the Employee names with

their Manager’s name.

First create a query bases on tblEmployee adding the Surname and Forename
fields.
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thlEmployee thlEmployee 1
* *
% EmployeelD ? EmployeelD
Surname Surname
Forename Farename
Gender Gender
DateOfBirth DateOfBirth
Addressl Addressl
Address2 Address2
Address3 Address3
Address4 Address4
PostCode PostCode
ManagerlD ManagerlD
DepartmentID DepartmentID
4| m
Field: | Surname [=] Forename
Table: |tblEmployee thlEmployee
Sort:
Show: [
Criteria:

Now add tblEmployee again create a self-join between ManagerlD and
EmployeelD.

It makes it clearer to change the name of the second table from Employee_1.

To do that right click the tblEmployee_1 field list and choose Properties. Type
Managers for the Alias property.

Property Sheet x
Selection type: Field List Properties

General

g
Alias Managers
Source

Now add the query grid the Surname field from the Mangers field list.

Finally change the caption property of the Managers Surname field to Manager.

e g s e
| Selection type: Field Properties
tblEmployee Managers =| General |Lookup
= * Description
® EmployeelD ? EmployeelD Format
Surname Surname Input Mask
Forename Forename Caption Manager
Gender Gender Smart Tags
DateOfBirth DateOfBirth
Addresst Addresst
Address2 Address2
Address3 Address3
Addressd Addressd
PostCade PostCode
ManagerlD ManageriD
DepartmentiD DepartmentID
e — -
4 »
Field: | Surname Forename =
Table: | thiEmployee thiEmployee Managers
Sort:
Show: a a a a
Criteria:
or:

The result of this query shows employees together with their manager’'s name.
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e

2 Surname -~ |Forenam - Manager -

| Hamsen Knut Thewliss
Grey Ben Thewliss
Lockett Lucy Thewliss
Al-Sayeg Imani Thewliss
Hamsen Bepe Cartouche
Darcine Henri Cartouche
Simaone Paulo Cartouche
Reckitt Sandy Cartouche
Thewliss Tam Lockett

=~ Walton Jean Lockett
Jackson Maria Lockett
Jones David Lockett
Chen Jenny Jackson
Cartouche  Francine  Jackson
Thackeray  Charles Jackson
De Navarre Margaret  Heyerdahl
Goodwin Charles Heyerdahl
Friedland  Pieter Heyerdahl
Andabe Sosa Al-Sayeg
Marente Jules Al-Sayeg
Heyerdahl  Thor Al-Sayeg

*

Create calculated fields

Calculations can be performed within a query by typing the expression at the top
of a blank column. For example, suppose you wish to calculate the total cost of
orders made by each salesperson. Start by creating a query and save it as

gryOrdersbyEmployee including the fields shown below.

tblEmployee tbiOrder thlOrderDetails thiProduct
* * * =
% EmployeelD ¥ OrdenD OrderlD ¥ ProductiD
Surname CustomerlD ProductiD Productiame
Forename EmployeelD Quantity UnitCost
Gender OrderDate QuantitylnStock
DateQfBirth OrderComplete
Addressl
Address2
Address3
Addressd
PostCode
DepartmentID
LRI I
Field: |Forename Surname Producthame Quantity UnitCost =]
Table: |tbIEmployee tblIEmployee thiProduct thiOrderDetails tbIProduct
Sort:
show: |
Criteria:
on

At the top of the black column right click and choose Build...
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F =
Expression Builder

Enter an Expression to define the calculated query field:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

[Quantity] * [UnitCost]| K
Cancel

Help

JHiE g

<< Less

Expression Elements Expression Categories Expression Values
=3 sryOrdershyEmployee <Parameters:>

Functions ;orename
OrderingPracﬁceLinking.ac urname

L i
’g Constants
[}

Operators
EL Common Expressions

Double click on fields to select them and add a name for the calculated field as
follows:

TotalCost:[Quantity]*[UnitCost].
Combining fields (concatenation)

A second example of a calculated field is to create the FullName rather than
showing the employee names as separate columns. The calculated field combines
or concatenates the two fields into one by using the & symbol. As before use the
expression builder to avoid spelling errors:

u n

FullName:Forename & " “ & [Surname]

uon

The space " ” is added to separate the two names.

Now delete the Forename and Surname and view the query.
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31 sryOrdersbyEmployee
Fullname -

Henri Darcine
Henri Darcine
Henri Darcine
Henri Darcine
Henri Darcine
Henri Darcine
Knut Hamsen
Knut Hamsen
Ben Grey

Tam Thewliss
Henri Darcine
Ben Grey

Ben Grey

Ben Grey

Ben Grey

Tam Thewliss
Tam Thewliss
Tam Thewliss
Charles Goodwin
Charles Goodwin
Charles Goodwin
Charles Goodwin
Charles Goodwin
Bepe Hamsen
Bepe Hamsen

Record: M < 10f59 | »

ProductName - | Quantity ~ |UnitCos -
Socks 250 £4.99
Shirt 50 £42.95
Erasers (25) 100 £2.99
Printer Cartridge 50 £4.99
Cufflinks 125 £45.99
Radio 10 £65.95
Shirt 60 £42.95
Tie 40 £22.95
Cufflinks 100, £45.99
Tie 45 £22.95
Tie 50 £22.95
Alarm Clock 50 £12.99
Vacuum Cleaner 10 £111.50
Alarm Clock 10 £12.99
Toaster 15 £45.99
Alarm Clock 50 £12.99
Erasers (25) 50 £2.99
MP3 Player 10, £125.95
Cufflinks 10| £45.99
Radio 100 £65.95
Thermos Flask 50 £8.95
MP3 Player 5 £125.95
Toaster 50 £45.99
Binders 100 £3.99
Erasers (25) 500 £2.99

HoP i Mo Filter | /Search

TotalCost ~
£1,247.50
£2,147.50

£299.00
£249.50
£5,748.75
£659.50
£2,577.00
£918.00
£4,599.00
£1,032.75
£1,147.50
£649.50
£1,115.00
£129.90
£689.85
£649.50
£149.50
£1,259.50
£459.50
£6,595.00
£447.50
£629.75
£2,299.50
£399.00
£1,495.00

This query can then be saved for later use to create a report of sales by each

employee.

Using Functions in calculations

Functions can be included in query calculation. They can be selected with the

expression builder and included into a calculated field. For example, suppose a

discount is to be given for quantities above a certain amount.

To perform the discount calculation, use an IIF from Functions, built in Function

(the extra | stands for Immediate).

Expression Builder

Enter an Expression

Expression Elements

to define the calaulated query field:

IIf{sexpressions, «trueparts, «falseparts)

Expression Categories

Functions
() Built-In

-] Constants

. | ([l

j:‘ sryOrdersbyEmployee

;) OrderingPracticelir

] Operators

Conversion
Database
Date,/Time

Domain Aggregate
Error Handling
Financial

General

Functions

+ Math

{Examples of expressions indude [field1] + [fieldZ] and [field1] < 5)

Expression Values

m
=
o
o

IRR.
IsArray
~ | |IsCurrentWebUserInGro =

IIf{expression, truepart, falsepart)

Returns one of two parts, depending on the evaluation of an expression.
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After selecting the IIF function select the gryOrdersbyEmployee from the left

column and complete the calculation as follows, naming the expression Discount.

Expression Builder

Expression Elements

Enter an Expression to define the calculated query field:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

Discount: IIf([Quantity] =100, [TotalCost] *0.1,0)

Expression Categories

-] Operators

4| m

‘j:‘ sryOrdersbyEmployee

5--@- Common Expressions

. . . Surname
rderingPracticeLinking. ac| Quantity
] Constants UnitCost

|

Expression Values

OK
Cancel
Help

<< Less

iR

Finally select Properties and format the calculation as Currency.

Fullname ProductName - | Quantity - UnitCos~ | TotalCost - | Discount -~
Henri Darcine] Socks 250 £4.99 £1,247.50 £124.75
Henri Darcine Shirt 50 £42.95 £2,147.50 £0.00
Henri Darcine Erasers (25) 100 £2.99 £299.00 £29.90
Henri Darcine Printer Cartridge 50 £4.99 £249.50 £0.00
Henri Darcine Cufflinks 125 £45.99 £5,748.75 £574.88
Henri Darcine Radio 10 £65.95 £659.50 £0.00
Knut Hamsen Shirt 60 £42.95 £2,577.00 £0.00
Knut Hamsen Tie 40 £22.95 £918.00 £0.00
Ben Grey Cufflinks 100 £45.99 £4,599.00 £459.50
Tam Thewliss Tie 45 £22.95 £1,032.75 £0.00
Henri Darcine Tie 50 £22.95 £1,147.50 £0.00
Ben Grey Alarm Clock 50 £12.99 £649.50 £0.00
Ren Grev Vacuum Cleaner 0 F111.50 £1.115.00 £0.000

Create action queries

CQuery Tools

Design

@ Z! E'J:! a/! ﬁ )(" (D Union

. ﬂ Pass-Through

Select Append Update Crosstab Delete
i, Data Definition

Make
Table

The most common type of query is called a Select query. It is the default type used
when a query is created. Select queries display results but don't directly change

tables.

There are other types of queries called Action Queries that perform actions directly

in tables. There are four types of Action queries:
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Append query This type of query is used to append data from one table

to another.

Delete query This type of query is used to delete records from tables

based on specified criterion.

Update query This type of query is used to update data in different

tables at the same time.
Make-table query This type of query is used to create a table from the

result of a query.

Another difference between Action and Select queries is that you must click on the
Run (!) button rather than the Datasheet view. If you click only on Datasheet view

you see the data before the Action query is performed.

Example of action queries

Suppose you want to transfer completed orders from one table to another. This

can be done as follows using an Append and Delete query.

Creating an Append Query

First create a blank copy of the table tblOrders called tblOrdersCompleted.

Change the OrderID field data type to Number. This allows the value of the Order|D

to be retained.

Select Create, Query Design

Select tblOrders as the table to append from

Click Append Query

Choose tblOrdersCompleted as the table to append to.

Awn =
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5. Add all fields to the query grid.
6. Now typing Yes (or TRUE) into the OrderComplete criterion will tell the
query to only append completed records.

Tip: To select all fields in the field list double click the title of the list.

ate External Data Database Tools I Design

3
=1 P .A A @D union dbm  Zemsetrows % 2
= kﬂ:' ce E Mo @ PassThrough j Z ‘1

Make Append|Update Crosstab Delete Show Totals Parameters

Table w7, Data Definition | Tapla = % &0 Return: All
Query Type Query Setup Show
= « || 53 Queryr "
thlOrder
*
# Ordenn
CustomerlD
EmployeelD
OrderDate
£ OrderComplete
e
&
A |
Field: | OrderlD CustomerlD EmployeelD OrderDate OrderComplete
Table: | tblOrder tblOrder tblOrder thlOrder thlOrder
Sort:
Append To: | OrderlD CustomeriD EmployeelD OrderDate OrderComplete
2 Criteria: Yes
R or:

Now to run this Append query press the Run (!) button.

A message appears alerting you that a table will be modified.

Microsoft Access @

You are about to run an append query that will modify data in your table.

! AN Are you sure you want to run this type of action query?
For information on turning off confirmation messages for document deletions, dick Help.

Show Help ==

After selecting Yes a second message informs you how many records will be

appended.
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Microsoft Access ldh

You are about to append 1 row(s).

! %  Once you dick Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to append the selected rows?

[ Yes | | Mo |

Creating a Delete query

The append query in the previous example copied the completed orders to a
different table but didn’t actually move them. A delete action query can be set up

to remove the completed order records.

Follow these steps to create the delete query:

Select Create, Query Design

Select tblOrders as the table to delete from

Click Delete Query

Add all fields to the query grid.

Now typing Yes (or TRUE) into the OrderComplete criterion will tell the
query to only delete completed records.

iAW =

When you press the run button Access prompts twice to alert you that data is about

to be deleted.

Microsoft Access l&,l

You are about to delete 1 row(s) from the specified table.

! %  Once you dick Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to delete the selected records?

Show Help >>

Creating an Update query

Another type of action query is an Update query. An Update query is used to
directly change data held within a table.
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For example, suppose you have a table containing salaries and you wish to increate
all values by a given percentage. First create a query (in the Orderingdb) and
choose the table tblPayroll.
Click the Update query type and in the Update To option type:

[Salary]*1.05

I |
Home Create 5 a Database Tools Design

. EN
‘]j l’ @ f(' D Union -,_‘,:j;l @ lnser
@ = LI Delet
@ Pass-Through = Dele
View  Run Select Append |Update|Crosgfib Delete Show o
= 7, Data Definition | Taple 5 Build
Results Query Type
All Access Objects D « |3 Qllﬂ!l"'-\
rapies w
S
&3] tbiCompletedCrders
B toicustomer
53] tbiDepartment
ez tblIEmployee tblPayroll
EH tblorder 2 Emploeed
j tblOrderDetails MIMumber
Salary
2 toipayroll BankAcG
B toiProduct
Queries 3

4'? gappCompletedCrders
'n? qdelCompletedOrders
‘j:‘ qryQrdersByEmployee
=j:| qryOrdersub 4w
D Union query

Field: | salary
~
Forms £ Table: |tblPayroll
% frmEmployee Update To: |[Salary]*1.05
Criteria:

% frmOrder
or

=5| frmOrdersub

To see the original values before running the update query click View.

To update and increase all salaries by 5% click Run.

Next you will be prompted to confirm that you want to update the salaries of all 20

records.

Microsoft Access @

You are about to update 20 row(s).

i l %  Once you dick Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to update these records?

(e ()
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Open tblPayroll to see that the salaries have changed. Take care not to press run a

second timel!

An alternative and perhaps safer method is to create a new field in the tblPayroll

called NewSalary. First insert the NewSalary field in tblPayroll table.

Exercise

N =

increase.

W

EmployeelC - | NINumber - Salary  ~ | BankAccNo -
! 1B125678Z £63,000.00 345346346
2 HI092376P £33,000.00 567457567
3 TY763476L £250,000.00 347457546
4 DF121212P £25,000.00 436346340
5 FR151515U £15,000.00 789345678
6 YH230938) £34,000.00 978346856
7 P0O123306) £55,000.00 346734367
8 UI046574K £22,000.00 342354436
9 11874309 £33,000.00 894367856

10 01239576M £240,000.00 234573985
11 PO234234C £12,000.00 978345686
12 DZ450012G £18,000.00 345231412
15/TY¥293957M £127,000.00 345678743
16 WE545445V £33,000.00 785874428
17 FGA435677H £186,000.00 546434564
18 TT346523P £25,000.00 897423654
19/ PL373839H £36,000.00 354354354
20 KJ484509P £152,000.00 656525435
21/1M233856P £185,000.00 546987968
22 KL998872R £89,000.00 874525641

NewsSalary -
£66,150.00
£34,650.00

£262,500.00
£26,250.00
£15,750.00
£35,700.00
£57,750.00
£23,100.00
£34,650.00
£252,000.00
£12,600.00
£18,900.00
£133,350.00
£34,650.00
£195,300.00
£26,250.00
£37,800.00
£159,600.00
£194,250.00
£93,450.00

Run you query to view the new salary values.
Save the query as gryCreateNewSalaries.

Insert a new field called NewSalary at the end of the tblPayroll table.
Create an update query to update the NewSalary field with the 5% salary

Repeat the above exercise but this time use a MakeTable query to create a new

table called tbIPayRolINew. (Hint: create a select query first and then a calculated

field called NewSalary).
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Unit 5: Create advanced queries

In this unit you will learn how to:

» Find duplicate records

* Find unmatched records in different table

» Create cross-tab queries

» Use parameter queries to view results based on criteria entered while
running a query

= Create indexes to speed up sorting and filtering data in tables

Find duplicate records

The Query wizard offers additional queries for perform specific operations.

[ MNew Query l ? J—Jiz-

Crosstab Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.

oK ] | Cancel

The find duplicates wizard can be useful for displays duplicate records and allowing

you to choose which to remove from a table.

For example, suppose you wish to find duplicate records accidentally entered into
the tblIEmployee table. (For example copy and paste employee 004 and 007 as new

duplicate records). They have the same details but different employee ids.

Select Create, Query Wizard
Choose Find Duplicate Query Wizard and select tblEmployee
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Click Next and then select the fields that contain duplicate values.

Select Forename, Surname and DateofBirth

F 5

Find Duplicates Query Wizard

Which fields might contain duplicate information?

For example, if you are looking for dties with more than one customer, you
would choose City and Region fields here.

Available fields: Duplicate-value fields:
EmployeelD - Surname

Gender Farename

Address2

Address3

Address4

PostCode <

ManagerID 57 -

Cancel H < Back J[ Next > H Finiish

Click Next and choose to view all fields in the result.

Click Finish to see the duplicate records.

|3‘.| Find duplicates for tbIEmployae
Sumame - Forename - DateOfBirth ~ Employee v |Ger » |  Addressl  ~ Address2 - | Address3 - | Addresst - PostCode »| ManagerlD - DepartmentlD +

Chen Tenny 15-Apr5 025M  24MaisonCitron  Ramaretre St Sebastien  Loire 20048 17 002

Chen Tenny 15-Apr-55 004M 24 MaisonCitron  Ramaretre St Sebastien  Loire 20048 17 002

Grey Ben 12Feb 65 024M  23Bridgelodge  Southwark London GU3 6YH 3 009

Grey Ben 12-Feb-63 007M  23Bridgelodge  Southwark London GU3 6YH 3 009
* (New) M

From the resulting query you can see the duplicate records and choose which one
to delete. The records deleted from this query will delete them from tblEmployee

table.
Find unmatched records in different tables

The unmatched query wizard finds records from one table that no longer exit in

another.
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F |

Find Unmatched Query Wizard

The query you create will list records in the table you select below that have
no related records in the table you select on the next screen. For example,
you can find customers that have no orders.

Which table or query contains records you want in the guery results?

Table: Copy Of thiProduct
Table: thlCustomer
Table: thiDepartment
Table: thlEmployee
Table: thlOrder
Table: thlOrderDetails

: thlPayroll

View

i@ Tables Queries Both

Supose you create a copy tblProducts and delete two products that are no longer
available (011 and 013).

e

After selecting Create, Query wizard, Find Unmatched query wizard

Select the original table that contains those products (tbIProducts).

On the next screen select the new table (Copy of tbIProducts).

On the next screen select the ProductlD as the common field between the two

tables and press the <> button.

2 ~

Find Unmatched Query Wizard

What piece of information is in both tables?

For example, a Customers and an Orders table may both have a
CustomerID field. Matching fields may have different names.

Select the matching field in each table and then dick the <=2 button.

1
2
3 Fields in 'thlProduct’ : Fields in 'Copy Of tblProduct’ :
a 1 e ———
2 ProductMame ProductMame
4 UnitCost UnitCost
QuantityInstock QuantityInstock

Matching fields:

Cancel ‘ ‘ < Back Mext =

Click Finish to see the unmatch recods.
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| “31 tbiProduct Without Matching Copy OF tbiProduct

Productll - ProductName - |UnitCo: - | QuantitylnStock -
011 Blank CD's (10) £5.95 16789
013 Pencil Sharpeners (10) £1.95 3565

* (New)

The unmatched query wizard also can be used to show recods in the copied table
that are not in the original tblProduct table. To do that reverse the order of the

tables selected.

Create cross-tab queries

Cross-tab queries have similarities with PivotTables. They can be used summarize
either tables of queries by arranging the data into row and column headings. A
numerical value can then be either summed, averaged or counted for each

row/column category.

F N

Crosstab Query Wizard

Which table or query contains the Query: qryOrdersByEmployee
fields you want for the crosstab query Query: gryOrdersByEmployee_Crosstab
results? Query: qryOrdersub

To indude fields from mare than one
table, create a query containing all the
fields you need and then use this
query to make the crosstab query,

View

() Tables @

Headerl Header2 Header3
TOTAL

For example for qryOrdersbyEmployee choose the following:

Row heading: ProductName
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Column Heading: Fullname

TotalCost: Sum

T

4| Ascending 7 Selection ~ n 3 Totals a 2 .
% | Descending ¥ Advanced ~ g == 7 ﬁ = GoTo~ coten " !
Filter 7 sz‘r‘evsh B More - Find s B LU A-wo B ==
Sort & Filter Records Find Text Formatting
51 aryOrdersByEmployee Crosstabl |
ProductName ~ Total Of Tot ~ | BenGrey - BepeHamse - | CharlesGoo - HenriDarcir ~ KnutHamse - Tam Thewli: -

jAlarm Clocky £3,442.35 £1,428.90 £1,299.00 £64.95 £649.50
Binders £1,197.00 £798.00 £399.00
Blank CD's (10) £3,599.75 £2,975.00 £29.75 £595.00
Cufflinks £33,802.65 £4,599.00 £459.90 £28,743.75
Erasers (25) £4,186.00 £2,242.50 £299.00 £1,644.50
Fishing Vest £13,998.00 £13,998.00
Iron £4,425.00 £737.50 £2,550.00 £737.50
MP3 Player £8,186.75 £629.75 £6,297.50 £1,259.50
Paper Ream £5,473.00 £493.00 £4,980.00
Pencil Sharpeners (10) £633.75 £585.00 £48.75
Pencils (25) £3,482.50 £1,492.50 £1,990.00
Printer Cartridge £4,491.00 £3,243.50 £439.00 £243.50 £439.00
Radio £33,634.50 £16,4387.50 £659.50 £6,595.00 £9,892.50
Shirt £19,757.00 £12,885.00 £2,577.00 £4,295.00
Socks £3,742.50 £3,742.50
Tennis Shoes £2,749.50 £2,749.50
Thermaos Flask £4,922.50 £4,922.50
Tie £19,163.25 £12,622.50 £918.00 £5,622.75
Toaster £8,508.15 £2,989.35 £5,518.80
Vacuum Cleaner £16,167.50 £1,115.00 £15,052.50

Included in the cross-tab table is an overall total of the row headings, in this case
each Product.

Swap row and column headings and a total for each employyee will be calculated.

Use the Totals button to see the overal total for the table.

Orderingdb : Database (Access 2007 - 2010) - Micresoft Access | = | @ |t
&rnal Data Database Tools o @
?.l‘\mnqu il 5‘3 S Calibri M T m
%) Descending Vo) Advanced - ] = GoTo~
. P 3 ot - Eare | ™ RITA-Y-aE =
Sort & Filter Records Find Text Formatting
-3] qryOrdersByEmployee_Crosstabl x

FullName - | Total Of TotalCost - AlarmClock - Binders - BlankCD's (10) - | Cufflinks - | Erasers(25) - | FishingVest »| Iron - | MP3Player - | PaperReam - - Per
Ben Grey £14,642.75 £1,428.90 £798.00 £2,975.00 £4,599.00 £737.50
Bepe Hamsen £8,460.50 £399.00 £2,242.50 £498.00 ¢
Charles Goodwin £47,818.95 £1,299.00 £459.90 £2,950.00 £629.75
Henri Darcine £61,951.25 £28,743.75 £299.00
Knut Hamsen £23,951.20 £64.95 £29.75 £6,297.50 £4,930.00
Tam Thewliss £38,743.00 £649.50 £595.00 £1,644.50 £13,998.00 £737.50 £1,259.50 {

Total £195,567.65

Use parameter queries

A parameter query displays results based on criteria specified when you run the

query.

For example, in the CheckOrders database a parameter query can be set up to ask

for a Required Date to be entered.
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Set up the query design as below entering the criteria for Required as

[Required after?]

~H Queryl "

thiCheckOrders
Total

Enter Parameter Value |- 8| meom|

Criteria:
or:

Ordered
Required Required after?
Sent
Delivery 1/1/98
OrderlD
A | m
Field: | OrderlD Producthiame UnitPrice Quantity Required Customer
Table: |tbiCheckOrders tbiCheckOrders tbiCheckOrders tbiCheckOrders tbiCheckOrders tbiCheckOrders
Sort:
figss

> [Required after?]

Query Perametess

me

Tip: Click on Parameters to check and validate the date | ==

entered. This allows dates in other formats to be entered (eg

31-dec-97, 31.12.97).

Multiple criteria

Data Type

El

More than one Parameter can be added. For example

Between [Required after?] And [Required until?]

-+ Queryl

thiCheckOrders

or

A fm

Total Enter Parameter Value (o S|
Ordered
Required Required unti?
Sent
Delivery 31/1/98|
QOrderlD
Al
Field: | OrderID ProductName UnitPrice Quantity Required Customer
Table: | tbiCheckOrders thiCheckOrders thiCheckOrders thiCheckOrders thiCheckOrders thiCheckOrders
sort:
Show:
Criteria:

Between [Required after’] And [Required until?]

Using indexes to speed up sorting and filtering data in tables

With large database tables you can speed up filtering and sorting by adding an

Index for the field you are sorting by.

* 900
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An Index is a file that is not visible but acts as an aid with searching for values in
field. Indexes are created in table design view. For example, use set up an index for
the Customer field in tblIChechOrders (CheckOrders database).

All Access Objects v <« || = thiCheckOrders

search.. ) Field Nama Data Type

T = LIk AutoNumber

E tbicheckOrders ProductName Text
UnitPrice Number
Quantity Number
Discount Number
Total Number
Ordered Date/Time
Required Date/Time
Sent Date/Time
Delivery Number
OrderiD Number
Customer Text

=====
Field Size
Format @
Input Mask

Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed fres
Unicode Compression | No

IME Mode Na Control
I de Nane

Design view. F6 = Switch panes. FL = Help.

Choose the option Yes (Duplicates OK).
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Unit 6: Creating advanced form design

In this unit you will learn how to:

= Adding graphics to a form
» Add calculations to a form
» Aligning controls

» Changing the tab order

» Adding a combo box

Use contros to add graphics to a form

Control Type

Adding graphics

Unbound Controls

Bound Controls

Calculated Controls

Use the graphics control to add an image or logo to a form.

These controls are not linked to any field in a table or a
query. They are used to enhance the appearance of a form
or to display information that isn't linked to any field in a
table or a query. Graphics are unbound controls because

they aren’t linked to any table or query.

These controls are linked to a field in a table or a query. They
are used to display a field value, to accept a value in a field
in a table or a query, or to modify the value of a field in a
table or a query.

These are used to display a calculated value based on one or

more fields in a table or a query.
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Image controls & unbound object frame controls
Click the Unbound object frame control to add an image to the form header. Click

Browse and choose the Outlander logo.

AlH9- &= orm Desig CheckOrder : Database (Access 2007 - 2010) - Microsoft Access
Home Creats Extzrnal Data Database Tools Design ‘ Arrange Format

3 Bl e [[J60 A QB E B\ Fm D 0 A=
A u@ L

View  Themes = nsert Add Existing Property Tab
: wmes [4] Fonts mlrd g D (a =0 i g image - EpDateandTme  Fields  Sheet Orde
Views Themes NS 7 = hd Header / Footer
All Access Objects (¥ setControl Defaults
Sewcn. BN Use Control wizares T D T TR TR AR I
hables | X AdiveX Controls [
3 toicheckorders =T L_:I pblCheckUrder;
1
2
:
# Detail
1, ! N Y B
by - [ip |-
- [ | [ [ [ [ | | [ [ [ [ | [ | [ [
B ij oductName H ProductName }
- [ [ [ [ | | [ [ [ [ | [ | [ [
TPk [ uniterice |
o S S S S EY N W
4 [Cfpantit || Quantity r
B |
1

Adding calculations in a form

Use the ab Text box control to create a calculated field.

Type Amount as the label

=[Quantity]*[Unit_price] in the text box.

Creating a calculated control in a form, use the Arrange tab to align boxes.

Form Design Tools
Form Design Tools I g =

Design Arrange

BB]) Ao =l 0O 20 =D

Text | Label Button .
Box EREe s@0 Margins ~ Padding ~

Text Box Controls Control Layout

Tabular Stacked |[Remowe|| Control  Control
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D|---|---1---|---2---|---3---|---4---|

# Form Header
# Detail

der_ID

or

b|scount

Unit_price

Quantiby ]*[unit_price] g
Z:Z:ZZZZZZ:Z:Z:Z:Z:Z:::lZZZ:Z:Z:Z:Z:Z:Z:ZZZZZZ: :Z:Z:Z:Z:EE

=[

Selection type: Text Box
|Text13 v|
Format| Data | Event | Other | an |
Contral Source =[Quantity]*[unit_price] (% [w]
Text Format Plain Text
Input Mask
Default Value
Validation Rule Right-click on field box and tab
Validation Text
Filter Lookup Database Default
Enabled Yes
Locked Q]
Smart Tags
& cut
E3 Copy
Paste
’-:, Paste Formatting
Align 3
Size 3
Pasition ]
Layout b
X Delete
Iﬂ Anchaoring 3
4 Fill/Back Color | b
& Font/Fore Colar | »
= Special Effect 3
,ﬁ' Properties
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Aligning controls in a form

Select all the controls (CTRL + A), choose Stacked.

EEEED [ rompesiontoos
I R R R R R | :

& Form Header

Arrange

Tabular [Stacked|Femove

=2| Order_details Arrange

& To Grid TH Top

|;||---|---1---|---2---|---3---|---4---|-

|| ¥ Form Header
# Detail |= Left ili Bottom

S| Right

:|Quantity

JUnit_price
.i:::::::ZZZZZZZZZZZZZZZ|::::::'::::::::::::ZZZZ Ll
[Quantity*[unit_price]

J # Farm Foater
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Adding a combo box to search records

-

values?

T guery.

Combo Box Wizard

This wizard creates a combo box, which displays a list of values you
can choose from. How do you want your combo box to get its

7 I want the combo box to get the values from another table or

() T will type in the values that T want,

mbo box,

d a record on my form based on the value I selected in my

EE— T T W

Cancel

The combo box control offers a third option to search for data within a field.

For example, use this option to create search box for the OrderID.

2] thiCheckOrders

"] tblCheckOrders

Find OrderiD

~|

D 1

ProductMame | Mozzarella di Giovanni

UnitPrice 34.80
Quantity 5
Discount 0%
Tota 174.00

“ 900

Ordered 27/03/1996

Required 24/04/1996

Sent 08/04/1996

Delivery 7.50

OrderlD 10248

Customer VINET
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Tab order

This is the order in which controls receive focus as the user presses the tab key

| “=| Order_Shipping_Dates
I:”-|-1-|-2-|-3-|-4-|-5-|-E-|-?-|-8-|-E|-|-1
n Build Event...
|| |ofder 1D: =
! ' =1 Tab Order...
) |C!!5tDITIlEr|D [, Paste
-| [ofder_date: | | & FilvBack Color K
3 EH : |
: Réquirell_daté: Alternate Fill/Back Color | »
| 1 Ruler -
4 shitpped date
R [ i =  Gid
] "1} Page Header/Footer
z = Form Header/Footer
E ’ .
- % Properties
Tab Order B[S
Custom Order:
Order_ID
Order_date
Required_date
Shipped_date
Combo20
Click to select a row, or
dick and drag to select
multiple rows. Drag
selected row(s) to move
them to desired tab
order.
[ 0K ] [ Cancel ] [ Auto Order
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Unit 7: Use advanced report features

In this unit you will learn how to:

= Customize headers and footers

» Set properties to group data

= Use functions and calculated fields in reports
= Embed a sub-report in a main report

Creating customised headers and footers

Report Header

# Page Header

Customers by City

Build Event...

# City Header

Serting and Grouping
Tap Order...

City e

Custo|Custoiner name |."-1E Pacte

# Detail

Fill/Back Color | y
Custon|Customgr_namg |A:I

Alternate Fill/Back =:|:I|:|'| 3
# Page Footer

Ruler

Grid

HI ¢ o W

=Nowy)

& Toolbox

I, Page Header/Footer
H. Report Header/Footer

Properties
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Report Footer

Design
# Report Footer Er;,!

Amount|  [=Sum([Amount])| Conditional
Conditional Chinese Star Avise (Whale) 19 $125.00
Formatting

Chives 20 5300.00
Attention can be drawn | Cilantro Flakes 12 $400.00
to specific data in a o

Cilewitro Flakes 16 $800.00
report by using
conditional formatting. | Cil@wro Flakes 2 $400.00
This feature only applies

Amount §7,115.00

formatting to the value

of a field if a specified criterion is met.

Conditional Formatting m
Default Formatting
Coinone et 1 Ragbcenz: | B mi@-lA-=
Condition 1
Field Yalue Is IZ' greater than IZ‘ 400
oo | | = /U@ A
| add>> | | Deete.. | | ok || cancel |
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Set properties to group data

Keep together property

This can be used to ensure that a complete section of a report is always printed on

the same page.

Build Event...

'I-IMI

“E I ¢ & e

Serting and Grouping
Tab Crder...

Paste

Fil/Back Color | b

Alternate Fill/Back Cu:lu:|'| r
Ruler

Grid

Toolbox

Page Header/Footer

Report Header/Footer

# Page Footer % Properties

Selection type: Section

Detail E

Format | Data | Event | Other | AN |

Visible Yes
Height 2125
Back Color £FFFFFF
Alternate Back Color Mo Calor
Special Effect Flat
Auto Height Ma

Can Grow Mo

Can shrink Ma
Display When Always
Keep Together Mo
Force Mew Page

Mew Row Or Col
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Group Footers

Report Design Tools

When reports are grouped based on a given field you can use .
. . ) ) EE’J % Totals
the group footer section to add information particular to that | "5 55 ige petails

group, such as the group total for example.

| Ordeis\

# Report Header

Ovrders

# Page Header

b
Ll i | 3
Group, Sort, and Total x
Group on Product_name ™ with Aontop ™ r by entire value ™ » with no totals ™ » o K
with title dlick to add , with a header section ™ r with a footer section ™
keep whole group together on one page ™ Le4 with a footer section
| without a footer section |
Sort by Order_ID
------- = Add a group H‘El Add a sort |
4
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Forcing a new page

L 3 Page Header

4 Cut
53 Copy
4 o oo G
[ Paste
% PasteF
Align [ 3
Size 3
Pasition 3
- Layout [ 3
» Delete
......... !@]* Ancharing 3
— | FilvBack Color | v
& Font/Fore Color | »
| = Special Effect | »
- ’_?f' Properties
| Selection type: Sedtion
Detail [=]
Format | Data | Event | Other | ANl |
Visible Yes
Height 2.125°
Back Color #FFFFFF
Alternate Back Color  MNo Colaor
Special Effect Flat
Auto Height Mo
Can Grow Mo
Can Shrink Mo
Display When Always
Keep Together Mo
Force Mew Page Mone |I|
Mew Row Or Col Mone
Before Section

o000

Eefore & After
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Hide duplicate property

Report Design Tools

# Report Header

Orders

# Page Header
Productname:

# Product_name Header
# Detail

Productname |E|
Format | Data | Event | Other | AN |
Gridline Width Bottomr 1 pt -
Gridline Width Left 1pt
Gridline Width Right 1 pt
Top Margin a°
....................... Bottom Margin 0"
Left Margin 0"
Right Margin -
Top Padding 0.0208"
Bottom Padding 0.0208"
Left Padding 0.0208"
Right Padding 0.0208"
Hide Duplicates Yes
Can Grow
Can Shrink Mo
Display When Always
Reading Order Context
Scroll Bar Align System |_|
Mumeral Shapes System Ji
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Use functions and calculated fields in reports
DateDiff function
DateDiff(“interval”, [date1],[date2])
For interval — y for difference between years.
m for difference between months.
d for difference between days.

[IF function

lIf( condition, value if true, value if false)
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Working with SubReports

You can use a SubReport to display data from two reports.

Embedding a SubReport

~ O Subfarm)subreport

IJse existing Tables and Queries

IUse an existing report or form

Customers_bw_city Report
Crder_details Repart

Orders Fepart
‘Products '
Order_details Form

:Show Products For each record in Supp lier ID
Mone

liers using Supp
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Example Report
Create the following report using the Orderingdb database. Use the Report wizard

and base the report on all fields from gryOrdersByEmployee.

Eﬂ qryOrdersByEmployee

Employee Sales

FullMame ProductName Quantity UnitCost TotalCost
Ben Grey

BlankCO's [10) 500 £5.5  E2975.00

Binders 100 £33 £399.00

Cuffiinks 100 £45.m  £4.585.00

Alarm Clock 50 £12.3 £543.50

vacuum Cleaner 10 £11150  ELLIS.00

alarm Clock 10 £12.2 £133.20

Toaster 15 £45.3 £669.55

Iron EE £12.50 £737.50

Binders 100 £33 £399.00

Toaster 50 £45.m  £2,299.30

Alarm Clock 50 £12.3 £543.50

Totzl Sold ByEmployee £14542.75

Bepe Homsen
Paper Ream 100 £4.% £498.00

Erazers (15) 500 £2.9 £1,495.00

The report is grouped by FullName and there is a summary total for the TotalCost
field.

From the report properties record source add a parameter that asks to enter an
employee Fullname when the report is opened. (Pressing enter should show all
employees). Use:

II*II

Like [Enter employee fullname]&

Calculate a bonus award of £1000 if the Total sales for an employee is greater than

£4.OIOOO‘ FullName ProductName Quantity UnitCost TotalCost

Charles Goodwin
H- . U h Ab | d Vacuum Cianer 1 sms im0
int: Use the tool and create a .
calculated field and including the e -
IIFfunc‘Uon [ 1 m smoo
* Radic 50 £65.95 £3,297.50
Bonus swarded £1,000.00

Henri Darcine
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Unit 8: Importing, Exporting and Linking Objects

In this unit you will learn how to:

» Importing from Excel

* Importing Objects from Access
» Exporting Objects to Access

» Linking Access Tables

Importing from Excel

Instead of creating tables from scratch you may want to import already existing

data in Excel into your Accees database.

To import all of the data from a worksheet ensure the first row of the data contains

unique column headings.

Then in your database select External Data.

In the Import & Link group of the ribbon choose Excel.

Get External Data - Excel Spreadsheet |iléJ

Select the source and destination of the data

Specify the source of the definition of the objects.
Eile name: | G:\BEST STL\Access\Access\Access 2000 Profartists.ds

Specify how and where you want to store the data in the current database,

@ Import the source data into a new table in the current database.
If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data. Changes made to the source data will not be reflected in the database.
Append a copy of the records to the table: | thiCustomer
If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it.

Changes made to the source data will not be reflected in the database.

Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table, However, the source data cannot be changed from within Access,
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Click the Browse button and select the Excel workbook to import.

On the next screen choose the sheet that contains the data.
Note that if you want to import a selection of records than all the Excel data create

a Named Range first in Excel for the records rquired.

==| Import Spreadsheet Wizard ld?-J

Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?

@ Show Worksheets e

Show Mamed Ranges

0
i
3

le data for worksheet 'Sheet1',

1 prtist fitle Format [Price Cat no Frock Dat | =
Taeatles Revolver Tape [10.99 Bpp 54 5 s/
?EEatles, the Rubber Soul Vinyl [12.99 ParlSg 12 ns/
zilondie [Paralell Lines Tape 2.99 VRT14 3 ns/
i}owie, David Piamond Dogs Tape 6.99 pijlkl2 E3 Ls/
6 [Cash, Johnny [fhe Man in Black cD [5.99 [kjg34 &3 s/
[7 focteau Twins [freasure cD [10.99 CRD413 5 s/
?Cncteau Twins ilk and Kisses cD [L3.99 [POLYg52 (£ 1s/
?Conen, Leonard [peath of a Ladies Man 7inyl [12.99 pms36 3 ns/
EDJrutti Column, the [The Guitar and Cther Machines CD [L2.99 [FACdZ5e 3 ns/
[11pvlan, Bob Highway 61 Revisited 7inyl [6.99 [FGR1 23 L5/
12[Edvard Grieg [Peer Gvnt 7inyl [10.99 wfgS2 12 s/
[13fave, Marvin hat's Goin' On £D l4.99 £fyl4 o s/
HGaye, Marvin frouble Man 7inyl [12.99 MG25p 1o ns/ |+
< r

Cancel Mext = ] | Einish

On the next screen ensure First Row contains Field Headings is selected

On the next screen you have the option to format columns or even not include a

column in the imported table.

The next screen allows you to choose a Primary Key, let Access create one or choose

not to have one for the imported table.
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ZE| Import Spreadsheet Wizard [&J

Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
= uniguely identify each record in your table. It allows you to retrieve data more quickly.

L REETE I
2 an wEE AR
3 unn oy
2 an wEE AR
A unn ooy

Choose my own primary key. | =]

Mo primary key.

Title Format |Price [Cat no Stoc
Fevolver Tape [10.29 Ppp 54 25 -
=atles, the Fubber Soul Finyl [12.99 [ParlSs Lz
Paralell Lines Tape .99 /RT14 &
owie, David Piamond Dogs Tape 6.99 pijlklz 12
ash, Johnny [he Man in Black Co F.929 |[kjg34 <3
octeau Iwins [reasure cD [10.93%9 CRD413 =]
octeau Iwins Milk and Kisses cD [13.99 FOLYQg32 14
ohen, Leonard Death of a Ladies Man finyl [12.99 jams36 6
Durutti Column, the The Guitar and Cther Machines o [l2.99 [FACHZ56 =
Dylan, Bob Highway 61 Revisited Jinyl [6.99 [FGR1 2
Edvard Grieg Peer Gynt FJinyl [10.99 pfg52 L2
, Marvin What's Goin' Cn CD 14.99 [tfyl4 Lo
, Marvin frouble Man Ffinyl [12.99 MG25p Lo
ackson, Michael Cff the Wall Finyl [11.99 EP12a = -
4 r
Cancel | | < Back | [ Mext > ] | Finish

Finally name the imported table (Artists)

You now have a new table withing the database.

Importing objects from Access

When creating a database, you can import objects (tables, forms, reports, queries)

from an already existing database.

As with importing from Excel start by clicking the External Data tab.

Now click Access from the Import & Link group.
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Get External Data - Access Database @Iﬂ—hj

Select the source and destination of the data

Specify the source of the definition of the objects.

Specify how and where you want to store the data in the current database,

@ Import tables, queries, forms, reports, macros, and modules into the current database.

If the specified object does not exist, Access will create it, If the specified object already exists, Access will append a
number to the name of the imported object. Changes made to source objects (including data in tables} will not be
reflected in the current database.

(7) Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data, Changes made to the data in Access will be reflected
in the source and vice versa, NOTE: If the source database requires a password, the unencrypted password will be stored
with the linked table.

Cancel

Choose the first option then click Browse to select the Access database from which

you want to import objects.

Press OK then you can choose the tables to import.

-

Import Objects

Tables | Queries | Forms | Reports | Macros | Modules |

{thiCustomer
thiDepartment
thiEmployee
thlOrder
thlorderDetails
oo Select Al
thiProduct

Cancel

Deselect All

i §

Options >

If you want to import other objects click and select them from the other tabs before
pressing OK.

Use the Ctrl key for multiple selection.

Now click OK and all the objects selected will now be imported into the current

database.

Exporting objects to Access
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@ Orderingdb for Manual : Database- C:\Users\Admin\Desktop\Access Intro new handbook\Ord
FILE HOME CREATE EXTERNALDATA | DATABASE TOOLS

=z T T ] fRTedFle M 1 @
Er B B FaMLAle P g g‘J -.)rlé gé ge
Saved Excel Access ODBC Saved

Excel Text XML PDF  Email
Exports File  File orXpS 5 More~
Export

eringdb for Manual.accdb (Access

Imports Database 17 More ™
Import & Link Web Linked Lists

All Access Obje... @ «

Tables %

B thicustomer

B tbiDepartment

I wiEmployee

B wiorder

You may wish to export a table or another object to either an Access database or
to Excel.

To do this:

Select the table (or other object) from the Navigation pane.
Choose External Data, then choose Access from the Export group.

Click Browse then select the Access file to export into
Press Save.

On the next screen choose whether the export the whole table or just the table
definition.

m

HOME  CREATE  EXTERNALDATA | DATABASE TOOLS

7 Text File 1 5 [ Access
B 0 B9 ponre o0 o 50 55 Eb &2 4
Access ODBC Save

£ XML File

i Word Mer
Saved Excel Access oD - aved Excel Tet XML PDF  Email
Imports Database "2 More™  Eyparts File  File orXps 5% More~
Import & Link Export
All Access Obje... @ «
Tables 2 [= o 2 e
B thicust
[T Export thiEmployee to:
thlEmployee
= toiEmployee in Practice.mdb
B twiorer Export Tables
B thiorderDetails @ Defirition and Data
B tbirayroll 7 Definition Orly
B thiProduct
= oar mployee
= qOrdersul

Forms ~

Click OK and then the Close button.

Repeat the process to export other object.

To Export to Excel do the same but choose External Data, Excel from the Export
group.

Linking Access Tables

As well as importing and exporting object Access allows you to link to a table in

another database (or to a sheet of an Excel workbook). This can be advantageeus
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when many users wish to use the same data but to create their own reports, queries

and forms.

To link to a table of another daatabase select the External Data tab

Choose Acces from the Import & Link group

Select the second option — Link to data source by creatinf a linked tabel.

Get External Data - Access Database &Iéj

Select the source and destination of the data

Specify the source of the definition of the objects.

Eile name: | c:\Users\Admin\Desktop\Access Intro new handbook\Orderingdb.accdb

Specify how and where you want to store the data in the current database.

_ Import tables, queries, forms, reports, macros, and modules into the current database.

If the specified object does not exist, Access will create it. If the specified object already exists, Access will append a
number to the name of the imported object. Changes made to source objects (including data in tables) will not be
reflected in the current database.

@ Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected
in the source and vice versa. NOTE: If the source database requires a password, the unencrypted password will be stored
with the linked table.

OK l I Cancel
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Click Browse to choose the database to link to, then OK.

-

-
Link Tables )
Tables
ithiCustomer oK ]
thiDepartment
oty
thiOrder Eagcsl
thiOrderDetails
tpayrol
thlProduct

Now choose the table or tables to link to and press OK.

Note that linked tables display a small blue arrow next to the table icon in the
Navigatiopn pane.
® :

FILE HOME CREATE EXTERN

o 1B ) 57

Saved Linked Table Excel Access ODBC

Imports  Manager Database
Import & Link -

All Access Obje... ® «

Search. yol

Tables *

*F tblOrder

*E] tblOrderDetails

When you open a linked table the data displayed is coming from the other databse.
Any data added or deleted will be added or deleted in the table of the source
databse.

However you cannot make changes to the table design.

Microsoft Access @

Table ‘tblOrder’ is a linked table whose design can't be modified. If you want to add or remove fields or change their properties or data types, you
! ) must do so in the source database.
o

Do youwant to open it anyway?

Was this information helpful?

Changes tyo the table design must be made by opening the source table.

www.MicrosoftTraining.net 0207 987 3777 @@@ 61



Linking to Excel

In a similar way you can link to a worksheet in an Exce lworkbook.
Choose External Data

Click Excel from the Import & Link group

Choose Link to data source by creatign a linked table.

r

Get External Data - Excel Spreadsheet @Iéj

Select the source and destination of the data

Specify the source of the definition of the objects.

Eile name: | C:\Users\Admin\Desktop\Access Intro new handbook\artists.xls Browse...

Specify how and where you want to store the data in the current database.

Import the source data into a new table in the current database.
If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its
contents with the imported data, Changes made to the source data will not be reflected in the database.

Append a copy of the records to the table: | tp|Crder

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it,
Changes made to the source data will not be reflected in the database.

@ Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel will
be reflected in the linked table. However, the source data cannot be changed from within Access.

OK l | Cancel

Hint: Click Append data to an existing table if you want to copy and append data

instead of linking it.

Browse and select the Excel file and choose the worksheet to link to.
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FILE HOME CREATE EXT

— r
» T o O

Saved Linked Table Excel Access 0D

Imports  Manager Data
Import & Link -

All Access Obje... ®@ «

Search.. yol

Tables &

*EH  tblOrder

*EH tblorderDetails

*[x Artists

Unlike with linking to an Access table, when linking to Excel changes cannot be

made to data.

You must open the source Excel worksheet to make changes to data or to its

design.

Linked Table Manger

Changes to data are will normally update automatically.
Use the Linked Table Manager if locations to tables have been changed and to view

all the linked tables at once.

Select External Data

Linked Table Manager.

NewQrd: : Database- Z:\NewOrderil db (Access 2007 - 2013 file format) - Access.
CREATE EXTERNAL DATA DATABASE TOOLS

— R TetFile MM ), U TR Access
| O E? @:XMLF.\E d E‘ @ E@ = Efy Word Merge

pred Linked Table Exgfl Access ODBC Seved Beel Ted XML PDF  Email
ot Database 17 More~  Bports File  File orXPS i More =
Import & Link Exnat
- . 2] Linked Table Manager ==
All Access Obje... @ «
Select the finked tables to be updated
Tabl . r +[H Artists (C\Users\admin\Desktop\Access Intro new handbook\artists xis\Sheet15)
ables * [CE | biorder (C:\Users\admin\Deskiopaccess Intro new handbock\Orderingdb for Manualaccdt]
*7 tblOrder [ 47 tbiOrderDetais (C\Users\AdminiDeskiop\Access intro new handbooklOrderingdb for Manual

*E thlorderDetails

Select Al
" s (=TI
Deselect Al

< = :

] Aiways prompt for new location

Click OK to update a link location of a selected table.
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Breaking a link

If you no longer need to link to a table then:
Right click the linked table in the Navigation pane

Select Delete

r ~
Microsoft Access [iE-J
Do you want to remove the link to the table ‘tbiOrder?
_ If you delete the link, you delete anly the information Microsoft Access uses to open the table, not the table itself.
Show Help ==
Yes Mo

The dialog confirms that the link is being deleted and not the actual data in the

source table.

Quick Reference: Acccess Shortcuts

Command Keystroke
Add new record Ctrl +
Builder Ctrl-F2
Check/uncheck box or option button spacebar
Close Ctrl-w
Copy Ctrl-C

Cut Ctrl-X

Cut current line and copy to Clipboard Ctrl-Y
Cycle through sections F6/Shift-F6
Cycle through tab of each object's type (toggle) Ctrl-Tab/Shift-Ctrl-Tab
Database window F11

Delete current record Ctrl -
Edit/Navigation mode (toggle) F2
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Command

Keystroke

Exit subform and move to next/previous field in next

record

Ctrl-Tab/Shift-Tab

Extend selection to next/previous record

Shift-Down/Up

File/Save As F12
Find Ctrl-F
Find Next Shift-F4
Find Previous Shift-F3
GoTo Ctrl-G
Insert current date Ctrl ;
Insert current time Ctrl :

Insert default value

Ctrl-Alt-spacebar

Insert new line Ctrl-Enter
Insert value from same field in previous record Ctrl
Menu bar F10

Move to beginning/end of multiple-line field

Ctrl-Home/End

Move to current field in first/last record (Navigation

Ctrl-Up/Down

mode)

Move to first field in first record (Navigation mode) Ctrl-Home
Move to first/last field in current record (Navigation | Home/End
mode)

Move to last field in last record (Navigation mode) Ctrl-End

Move to left edge of page

Home or Ctrl-Left

Move to page number/record number box

F5

Move to right edge of page

End or Ctrl-Right

Next window

Ctrl-F6

Open combo box

F4

Open in Design view

Ctrl-Enter
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Command Keystroke
Paste Ctrl-v
Print Ctrl-P
Property sheet Alt-Enter
Refresh combo box F9
Replace Ctrl-H
Requery underlying tables in subform Shift-F9
Save current record Shift-Enter

Screen left/right

Ctrl-PgUp/PgDn

Select/unselect column (Navigation mode)

Ctrl-spacebar

Switch to Form view F5

Turn on Move mode Ctrl-F8
Undo Ctrl-Z
Undo previous extension Shift-F8
Zoom box Shift-F2

E&OE

STL Training reserves the right to revise this publication and make changes from

time to time in its content without notice.
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