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Quick reference: Access shortcut keys

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

Exit subform and move to next/previous field in next record Ctrl-Tab/Shift-Tab
Extend selection to next/previous record Shift-Dn/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 mode) Ctrl-Up/Dn

Move to first field in first record (Navigation mode) Ctrl-Home

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

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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Quick reference: Access shortcut keys

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
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Course Objectives

Create relational databases
Work with related tables
Define data entry rules

Use advanced query features
Create advanced queries
Create advanced form design
Use advanced report features
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Creating relational databases

Unit 1 objectives

* Normalize tables to reduce data
redundancy

» Set relationships between tables

» Implement referential integrity between
related tables

Your notes: Unit 1
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Your notes: Unit 1
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Visual summary: Unit 1 objectives

Normalization
First normal form:

= Break fields down into smallest parts.

7] sales_projects_details

] sales_projects_done
Employee_code v| First_name =~ | Last_name -~

Employes cofe. | TR - E-01 Malcolm Pingault
| E'ﬂll Malcolm Pingault E-01 Malcolm Pingault
E-02 Shannon Lee E-01 Malcolm Pingault
E-03 Melinda McGregor 01 Malcolm Pingault
E-04 James COvermire B2 shannon -ee
| |E-02 Shannon Lee
| |E-02 Shannon Lee
E-02 Shannon Lee

= Combine fields containing redundancy (Build tall not wide.)

| Sales_projects_details
Employee_code v| Name « | Region « | Project_number_1 - | Earnings_1 + | Project_number_2 -  Earnings_2 «
E-01 Malcolm Pingault  East 5L-99-01-01 520,000 5L-98-02-02 518,000
E-02 Shannan Lee South 5-98-01-01 521,000 S5L-99-02-02 520,000
E-03 Melinda McGregor  West 5L-99-01-03 525,000 G5L-95-02-01 523,750
E-04 lames Overmire North SL-99-01-03 532960 5L-99-02-01 526,250

| Sales_projects_done
Employee _code - | First_name - | Last_name - roject_numbe ~ | Earning -
| |E-01 Malcolm Pingault East 5L-99-01-01 520,000
| |E-01 Malcolm Pingault East SL-99-02-02 518,000
| |E-01 Malcolm Pingault East SL-99-03-01 519,000
| |E-01 Malcolm Pingault East SL-99-04-03 528,500
| |E-02 Shannon Les South  SL-99-01-01 521,000
| |E-02 Shannon Les South  SL-99-02-02 520,000
| |E-02 Shannon Les South  SL-99-03-03 520,500
E-02 Shannon Les South  SL-99-04-02 530,750
www.microsofttraining.net Tel: 0208 682 4973 Page 4
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Visual summary: Unit 1 objectives
Second normal form:

= Find all fields related to only part of composite primary key

] sales_projects done ",

Field Name Data Type
¥ Employee code Text

First_name Text
Last_name Text
Region Text

¥  Project_number Text
Earnings Mumber

=  Group these fields into another table

[ j Sales_pmjecls_dune\'\

Employee_code ~ @ First_name « | Last_name - | Region - | Project_number - | Earnings -

E-01 Malcolm Pingault East 5L-99-01-01 520,000
E-01 Malcolm Pingault East SL-959-02-02 518,000
E-01 Malcolm Pingault East 5L-959-03-01 $19,000
E-01 Malcolm Fingault East 5L-559-04-03 S28,500
E-O2 Shannon Lee South 51990101 521,000
E-O2 Shannon Lee South 5L-959-0202 520,000

E-02
E-02

Shannon Lee South 5L-95-03-03 520,500
Shannon Lee South 5L-959-04-02 530,750

Sales_empluyms\

Employee_code « | First_name - | Last_name « | Region o

E-D1 Malcolm Fingault East

E-02 Shannon Les South
E-03 Melinda McGregor West
E-D4 Crvermire MNaorth

j Sales_employees

Field Name Data Type
MEmployee codellREEEes

lames

First_name Text
Last_name Text
Region Text

= All remaining fields should directly relate to both of the fields of the composite
key and so forming a table which is in 2nd Normal Form.

www.microsofttraining.net Tel: 0208 682 4973 Page 5
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Visual summary: Unit 1 objectives
Third normal form:
= Table is in the first normal form

= All fields relate to the primary key

e
Employee_code - | First_name - | Last_name « | Region - Dept_name - | Dept code -
Malcolm Fingault East MNational =ales NSL
E-02 Shannon Lee South MNaticnal sales MNSL
E-03 Melinda McGregor West Mational =ales N5L
E-04 lames Crvermire North MNational sales MN3L
E-D5 Roger Williams West Human resgurces | HR
E-DB Annie Philips West Human resources  HR

Project_number « | Earnings -

-0 5L-99-01-01 520,000

E-D1 SL-99-02-02 518,000

E-D1 SL-89-02401 519,000
SL-55-04-403
5L-99-01-01 = s""*5-l"'‘i“‘5'5-""“5""-35-
£L-99-02-02 Field Name Data Type
3L-55-03-03 'l Employee code Text
il #  Project_number Text

Earnings Mumber

Eoos

Dept code -~ Dept name -

Accounting
CUST_SUPP Customer support

£ Eﬂ'llllll!ﬂl‘-'!_ HR Human resources

Employee_code « @ First_name « | Last name MKETG Marketing

-0 Malcolm Pingault H | MNSL Mational sales

E-O2 Shannon Lee South MN5L

E-03 Melinda McGregor West MN5L

E-04 lames Cwermire Marth M5L

E-05 Roger Williams West HR

E-D& Annie Philips West HR

www.microsofttraining.net
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Relating Tables

Database Tools

=
Relationships

§K‘§| % Property Sheet

. “_Qﬂbject Dependencies
Mes

Show/Hide

sage Bar

.= Relal:iomhips\

Employees
w7 Employee_code

Sales_employees
7 Employee_code

First_name First_name
Last_name Last_name
Region Region
Dept_code
Departrents Sales_payroll
7 Dept_code 7 Employee_code
Dept_name Compensation

Relationship Tools

Design

-"::I= = Ride Table E

Show | o B
Table |33 All Relationships

Relationships

Close

By dragging similar fields from different tables over each other a relationship can

be built.

Relationships '

Sales_payroll
% Employee_code
Compensation

Sales_employees
% Employee_code
First_name
Last_name
Region

Departments
7 Dept_code
Dept_name

Employees
7 Employee_code
First_name
Last_name
Region
Dept_code

F

Edit Relationships

Table/Query: Related Table/Query:
lDepartments - ]Employees - ]
Cancel
Dept_code E Dept_code =

| Join Type..

Create New..

-~

[ Enforce Referential Integrity

Cascade Update Related Fields

Cascade Delete Related Records

Relationship Type:

One-To-Many

www.microsofttraining.net
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Unit 1 Practice Activity

1. Open Relational Databases.accdb.
2. Open the Relationships window.

3. Create a one-to-many relationship between the Retailer and Transaction
tables. The relationship should include all of the records from Retailer and
only those records from Transaction where the joined fields are equal.

4. Create a many-to-many relationship between the Retailer and Product tables
by creating a one-to-many relationship between the Product and Transaction
tables.

Save the relationships.
Enforce cascading deletes between the Retailer and Transaction tables.
Update the Relationships.

© N o o

Test cascading deletes between the Retailer and Transaction tables.

9. Enforce Cascading updates between the Retailer and Transaction tables.
10. Update the relationship.

11. Test cascading updates between the Retailer and Transaction tables.
12.Close the database.

w Relationships\

] Fetailer_code L ] Transaction_ID L % Product ID
Retailer_name _\_ Product_ID E’/_ F'r-:uduct_name
Contact_first_name = Retailer_code Uni‘t_rjri_ce

Contact_last_name Oty _sold Oty_available
Phone_no Min_stock

Min_order

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft certified trainers.

@ ] Online support forum and knowledge base
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Working with related tables

Unit 2 objectives

* Use the Lookup Wizard to create a Lookup
list field

» Use Design view to modify Lookup field
properties

* Use a subdatasheet to add data to related
tables

Your notes: Unit 2
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Your notes: Unit 2
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Visual summary: Unit 2 objectives

Using the Lookup Wizard

| Order_details N

Field Mame Data Type
% order_ID AutoNumber
Customer_ID Text Same as Customer_ID in Customers table
Product_ID * Same as Product_ID in Products table
Quantity Text
Discount NMemao
Number
Date/Time
Currency
AutoMumber
Yes/Mo
OLE Object
Hyperlink
Attachment

Modifying Lookup Fields

E;n = - 7 Related Tables : Database (Acc.. | Table Tools e e
— Home Create External Data Database Tools Design L7
IE' Gl —,  Zansert Rows gl =7
[;; 2 —! = Delete Rows J =4
View Primary Euilder Test Validation Property Indexes
- Key Rules ‘:'“E Lookup Column Shest
Tools Show/Hide
» || =] Order_details |, x
Field Name Data Type Description -
# |order_ID AutoMumber =
Customer_ID Same as Customer_ID in Customers table
Product_ID * Same as Product_ID in Products table
Cuantity
Discount Mumber
-
Field Properties.
L]
E
£ || Geneal| Lookup
g Cisplay Contral Combo Box
(e Row Source Type Table/Query
5 Fow Saurce SELECT Products.Product_ID, Products.Proc
= Bound Column 1
= Column Count 2
Column Heads Mo The data type determines the kind of values
Column Widths Ocm;2,542cm that users can store in the field, Press FL for
List Rows 8 help on data types.
List Width 2.541em
Limit Ta List Ves
Allow Multiple Walues Ma
Allow Value List Edits Mo
List Iitems Edit Form
Show Cnly Row Source Values MNo v |
Dresign view, F6 = Switch panes, FL = Help. | i | |
|
www.microsofttraining.net Tel: 0208 682 4973 Page 11
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Visual summary: Unit 2 objectives

Adding Data to Related Tables

Using a subdatasheet.

| Hame |

= Mew E Tatals
=8 Save 7 spelling

Contact

Riﬁefh X Delete = EMDIE‘
Records | g | Add From Outlook
Save As Outlook
Row Height...
Subdatasheet

B} Subdatasheet...

| customers Hide Columns
_|Insert Subdatasheet
|Cu5tumer_ ~ | Customer_nat - ‘ Addr{ | YUnhide Calumns.. "ELE"WT"—I
Co01 Jim Collins 4691 Se Anf &l Freeze ~=| Collapse Al
Order ID - ProductID  ~|d_, oo Add New Field
H Galangal ] e
| * (New)
|| coo2 Jim Fins 1074 4th 5t Astoria Oregon | 97103
|| C003 Richard Lawson 2265 Exchange St Astoria Oregon 97103
|| Coo4 Joan Rogers 7791 Albus Rd Se Aumsville Oregon 97325
| |™ Coo5 James Wilson 915 Ne Schuyler 5t Portland Oregon 97212
= Coo6 Henry Drucker 8225 Se Clatsop 5t Portland Oregon 97266
www.microsofttraining.net Tel: 0208 682 4973 Page 12
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Unit 2 Practice Activity

1. Open Working_with_related_tables.accdb.

8.
9.
10. Compare the table with the example shown below.

In the Transaction table, create a Lookup list for Retailer_code by using the
Retailer_code field from the Retailer table.

In the Transaction table, create a Lookup list for Product_ID to display product
names from the Product table.

4. Update the table.
5. Add a record to the Transaction table by using the Lookup lists as shown

below:

Transaction_ID: TO11

Product_name: Cinnamon Ground

Retailer_code: R005

Qty_sold: 350

Update the table.

Change the caption of the Product_ID column in the Transaction table to

Product.
Update the table.

View the contents of the Transaction table.

] Transaction ',

Transaction_ID -
TOO1
TOO2
TOO3
TOO4
TOOS
TOOG
TOO7
TOOE
TOO9
TO10
NT011

Product ID ~ | Retailer_code - | Qty_sold -

Annatto Seed ROO1
Cloves ROO2
Asafoetida Powder ROO2
Basil Leaf R0OO3
Anise Seeds ROO4
Cinnamon Ground ROOS
Lemon Grass ROOB
Italian Parsley ROO7
Anise Seeds ROOS
Basil Leaf ROO4
Cinnamon Ground ROO0S5

150
400
110
140
120
1o
100
321
200
250
350

Practice activity continues on the following page

www.microsofttraining.net
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Unit 2 Practice Activity continued

11.Close the table.
12.Insert the Transaction table as a subdatasheet in the Product table.

13.Add a record in the Transaction table for the Product_ID P005 in the product

table as shown below:
Transaction_ID: T012

Retailer_code: R0O07

Qty_sold: 400

14.Update and close the table.

15.View the record in the Transaction table that you entered in Step 13.
16.Close the table.
17.Close the database.

I = Fmdud\

—

Ty
Droduct 1D -

| POp4 Asafoetida Powder 5149 700
= POO5 Anise Seeds $1.49 900
Transaction ID - Retailer code - Gty sold ~ Add New Fielg
T0OS ROCA 120
TOOO ROOZ 200
TO12 ROO7 400
#
+ POOG Basil Leaf 51.89 1500
+ POO7 Carob Pods 52.49 800

www.microsofttraining.net/forum

@EI ] Online support forum and knowledge base

Visit our forum to have your questions answered by our Microsoft certified trainers.

www.microsofttraining.net
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Defining data entry rules

Unit 3 objectives

* Use the Input Mask Wizard to create input
masks for fields

» Use Design view to set properties for a
field

* Use Design view to set validation rules for
entering data in a field

Your notes: Unit 3

www.microsofttraining.net Tel: 0208 682 4973 Page 15
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Your notes: Unit 3

www.microsofttraining.net Tel: 0208 682 4973 Page 16
© Best Training 2007



Visual summary: Unit 3 objectives

Working with Input Masks

j Cu sl'omer;\

#» Customer_ID|
Customer_name
Address
City
state
Zip
Phone
Fax

Field Mame

Text
Text

Mhemao

Text
Text
Text
Text
Text

Data Type

Field Properties

General (Lookup
Field Size

50

LOO0:0=

Easemed
Input Mask
CapiroT

Default Value
Yalidation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
amart Tags

Yes
Mo

Yes (Mo Duplicates)

ias
Mo Contraol
Mane

www.microsofttraining.net
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Setting Properties
= Required
= AllowZeroLength

= Fijeld Size

j Customers ",

Field Name

# Customer_ID

Customer_name

Address

City

State

Zip

Phone

Fax

Text
Text
Mermo
Text
Text
Text
Text
Text

Data Type

Field Properties

General
arrmrart
Input Mask
Caption
Default Walue

Validation Rule

va =
Required
Allow Zero Length
Inde
Unicode Compression fes

IME Mode Mo Contraol
IME Sentence Mode Mone
Smart Tags |

www.microsofttraining.net
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Unit 3 Practice Activity

1. Open Defining_data_entry_rules.accdb.

2. Create an input mask for the Phone field in the Retailer table. The input mask
should ensure that only 10 numbers are entered in the field and should
resemble the input mask shown in the example below. Ensure that although
the input mask will display numbers in a specific format in the table, only the
numbers (not the literal characters) are stored in the table. Use an asterisk (*)
as a placeholder.

Field Mame Data Type Description =

% |Retailer_cade Text =
Retailer_name Text
Contact_first_name Text
Contact_last_name Text
Phone Text

Field Properties

General |Lookup

Field Size 15 ~
Faormat

Input Mask {000}-000-0000:1:4 ()
Caption

Default Value
Validation Rule

validation Text A pattern for all data to be entered in this field
Required Ma

Allow Zero Length Ma

Indexed Mo

Unicode Compression Mo

IME Mode Mo Cantrol

IME Sentence Mode Maone

Smart Tags Bt

3. Update the table.
4. Add a new record in the Retailer table with the following details:
Retailer_code: R013
Retailer_name: Spice Life
Contact_first_ name: Greg
Contact_last_ Name: Jefferson
Phone: 4156489301

Update and close the table.

6. Set the Required property for the Product_name field so the Product table to
Yes.

Practice activity continues on the following page

www.microsofttraining.net Tel: 0208 682 4973 Page 19
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Unit 3 Practice Activity continued

7. Set the Default Value property for the Min_order field of the Product table to
50.

8. Create an input mask for the Product_ID field of the Product table to ensure
that the data in the field always starts with a letter followed by three digits.
Use a placeholder of your choice.

9. Create a validation rule and the appropriate validation text in the Product table
to ensure that the Product_ID field contains only four characters with ‘P’ as the
first character.

10.Update the table.

11.Test the properties and validation rule by entering sample data.
12.Update and close the table.

13.Close the database.

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft certified trainers.

ﬁ’] ] Online support forum and knowledge base
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© Best Training 2007



Using advanced query features

Unit 4 objectives
» Use Design view to create join queries

» Create queries to add, delete, and modify
data in tables and to create new tables

Your notes: Unit 4

www.microsofttraining.net Tel: 0208 682 4973 Page 21
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Your notes: Unit 4
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Visual summary: Unit 4 objectives

Joining Tables in Queries

Simple Query Wizard
: = i’ ]
All Access Objects ‘_'|<< | Create |
Tables 2 | - '
Customers | I—?'ﬂ 1 | 8 !
| g B | §
'j Employees = —
||'Query | Query Macro
==z Mew_customers i‘-."'-."iZEFd Design -
B Order_details [ Othe
j COrder_shipping_dates
j Products
j Sales_representatives
j Suppliers
Queries &
'flj Customers Query
. . . . | Create
Creatmg ajoinin deS|gn view

|| =] Pmduds_and_Suppliﬂs: _;-.}_Q @ i

product: _____| el [, Macro
- - Wizard |Design -
¥ Product_ID =) F supplierID ‘
Froducl_ndme Supplier_nidme
Unit_price Address
Supplier_ID — City
State
Zip
Phaone
Fax
A [
Field: | Product_ID Product_name Supplier_name
Table: | Products Products Suppliers
Sort: [Ascending
Show:
Criteria:
ar:
4 [
www.microsofttraining.net Tel: 0208 682 4973 Page 23
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Visual summary: Unit 4 objectives

Outer Joins
=
p=F Quewl\'\ 22
(producs N Order details | =
¥ Broduct 0 —1. Y Cirder I0
Product_name =" Product_ID
nit_price Unit_price
-
A Ll L4
Field: | Product_ID Product_rname Zrder_ID -
Table: [Products Products rder_details =
ot [ Ascending
shaow Join Properties
Criteria:
ar: Left Table Mame Right Table Mame
4 [ ﬂ |0ru:|er_u:|etails

Left Colurmn Mame

Right Column Marme

Product_ID
{1
i 2

ﬂ |F‘ru:u:|uu:t_ID

‘Order_details' where the joined fields are equal.

l.ﬁg:

‘Products’ where the joined fields are equal.

o |

Zancel W=

Only include rows where the joined fields from both tables are equal.

Include ALL records From 'Products' and only those records From

Include ALL records From 'Order_details' and only those records From

www.microsofttraining.net
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Visual summary: Unit 4 objectives

Inner Joins

Create an Inner Join by using an intermediate table/s. The results of the
matching records will be obtained first for this inner join and the results of the
outer joins will be calculated thereafter.

Inner Join
“H Queryl %
Order_shipping_dates Order_details ;
) . 11 . 1 7
§ Customer ID L % Order_ID # Order ID ? Product_ID
Customer_name 3 Customer_ID Pr':'_‘j“d_-[D '?:’/"— Praduct_name
Address Order_date Ur‘llt_p.I'ICE Unit_price
City Refqmre.:l_date Qluantlty Supplier 1D
State Shipped_date Discount
Zip
Phane
Fax
b
4 [ »
Field: | Customer_name % L
Table: |Customers =
Sort:
Showe ] FI [ ] [
Criteria: =
ar = - -
r Join Properties -
Left Table Mame Right Table Mame
Cirder i j |Order_5hipping_dates ﬂ
Left Column Mame Right Column Mame
COrder_ID j |Clr|:|er_ID ﬂ
(«# 1. Only include rows where the joined fields from both tables are equal,
" 2: Include ALL records from 'Order_details' and only those records From
‘Crder_shipping_dates' where the joined fields are equal.
" 3 Inclade ALL records from 'Crder_shipping_dates' and only those records
From 'Order_details' where the joined fields are equal,
(0] 4 | Cancel =]
www.microsofttraining.net Tel: 0208 682 4973 Page 25
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Visual summary: Unit 4 objectives
Self-join queries

You can create a self join by using two copies of the same table. A self-joinis a
query that displays matching records from the same table when there are
matching values in two fields.

rﬁ Employee Detaib;‘\ 52
B — rF.
mplo Employees 1 =
% Employes_ID —1 ¥ Employee_ID
Last_name f Last_name
First_name I|l First_name
Title [ Titie
Birth_date Birth_date
Address Address
City City
State State
Zip f Zip
Home_phone J Home_phone
Supervisor Supervisor
-
4 [ b
Field: |First_name Last_name Last_mame w

fii| »

Table: [Employees
Sort
Showr

e T,
Lreria.

Employees Employees_1

4

an

4 [ [

Creating calculated fields

Query Tools

Order_details Products -L::lj ::"': Insert Rows
7 Order D M F Productn Delete Rows
Product_ID = Product_name Showe
Unit_price Unit_price Table % Builder
Quantity Supplier_ID d =
Discount
4|
Figld: | Order_[D Product_ID Amount: [Order_details][Quantity]*[Praducs]i[Unit_prica] -
Table: | order_details Order_details =
Sart: | Ascending
Show:
Criteria:
ar hd
LR »

Amount: [Order_details]![Quantity]*[Products]![Unit_price]

www.microsofttraining.net Tel: 0208 682 4973 Page 26

© Best Training 2007



Visual summary: Unit 4 objectives

Modifying Formats

In query design view, right-click on the field that you want to format and choose

properties.
Order_details Products
¥ OrderID ¥ ProductID
Product_ID — Product_name
Unit_price Unit_price
CQuantity Supplier_ID
Misconnt
eld: | Crder ID Product_ID Amount: [Order_details]l[Quantity=rmes—rtortatittbeihomsing] 4
ble: [ Order_details Order_details Totals
ort: |&scending EE Table Names
- —
Eria: Cut
ar: i
s%  Build
,_,L Zoom...
'ﬁ; Properties...
4 L
Property Sheet o
Selection type: Field Properties
General |Laakup
r o Description
Order_ID =t | Product_name - Apgfunt - FE——— Currency
1 Galangal 5688 | Decimal Places 0
2 Lemon grass 5525 Input Mask
3 Turmeric 5600 Caption
4 Italian Parsley 5250 Smart Tags
5 Italian Parsley 5150
& Basil Leaves 5150
7 Italian Parsley S100
8 Cloves 5150
9 Lemon grass 5219
10 Star Anise $125
11 Star Anise 5188
12 Cloves 5400
* {Mew]
www.microsofttraining.net Tel: 0208 682 4973 Page 27
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Visual summary: Unit 4 objectives
The Expression Builder

Calculated fields can be built in the expression builder.

Expression Builder

Amount: [Order_details] [Quantity T*[Products ] [Unit_price]] Ok
Cancel

+ - *|a| == <=5 and or ot Like| ( 3 Help

T ey 1

[#] Tables

[#] Queries

[#] Forms

(¥ Reparts

(%] Functions

(7 Constants

8 | DOperators

(3 Commaon Expressions

www.microsofttraining.net Tel: 0208 682 4973 Page 28
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Visual summary: Unit 4 objectives
Using action queries

Action queries are queries that perform certain actions in tables. There are four
types:

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.

- quylms

I Design H
. .g = |=:|! g! ;;!! -2=== f{! (dD Union
. ! ! . _ . . E— . -ﬂ Pas=-Through
| -flf-fﬂ Fun || Select uelukf Append Update Crosstab Delete S
| || Tdidie IL_.l
| ] |
www.microsofttraining.net Tel: 0208 682 4973 Page 29
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Unit 4 Practice Activity

1. Open Advanced_query_features.accdb.

2. Using the Product and Transaction tables, create an outer join where all
records from the Product table and the Transaction_ID appear in the query
results.

3. Create a query that displays the Product_name and the difference between
Qty_available and Min_stock for each product from the Product table.

4. Create a query to append all data from the New_products table to the Product
table.

5. Use an update query to increase the discount percent of all transactions in the
Transactions table that have Qty_sold greater than 250 by 5%.

6. Create a new table by using a make-table query to include the Transaction_ID
from the Transaction Table, Product_name from the Product table, and the
value of each transaction. Be sure all of the records form the Transaction
table and only the matching records from the Product table appear in the new
table.

7. Close the database.

E‘j Online support forum and knowledge base
www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft certified trainers.
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Creating advanced queries

Unit 5 objectives

» Use queries to join fields, and find unmatched
records different tables

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

+ Create single and multiple-field indexes to
quickly sort and filter data in a table

Your notes: Unit 5
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Your notes: Unit 5
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Visual summary: Unit 5 objectives

Summarising and grouping values

Summary functions

A summary function is used to calculate the aggregate value (e.g. sum, average)
of data which has been grouped, e.g. the total sales of a particular product.

Turmeric

Lemon grass

italian Parsley
Italian Parsley
Basil Leaues

W

Product mame - Total Discount -

£618.75
£325.00
£370.00
£225.00

£150.00
£127 50

Order_details

Italian
Cloves 7 OrderID
Product_ID
nit_price
Cuantity
Discount
4 [
Field: | Product_ID Total Discount: [unit_price]*[quantity]*{1-[discount])
Table: | Order_details
Total: | Group By E m|
Sort:
Show:
Criteria:

www.microsofttraining.net
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Visual summary: Unit 5 objectives

Concatenation

You can combine values from different fields into one field.

Employee ID - Title - Mame
EOO1 Customer Service Representative | Kim Leong
ECO2 Market Analyst Solena Hernanadez
E0O3 IT Consultant Thomas Boorman
EQO4 Senior Buyer Ron Timmomns
EQOS Project Management Consultant | Kathy Sinclair
E00G VP Financial Services Ann Salinski
E0O7 VP Sales Jack Thomas
EOOB Manager, IT Elise Sethan
EOQO9 Business Consulatnt (External) Susan Gianni
*
B=F Quewl\
7 Employee_ID
Last_name
First_name
Title
Birth_date
Address
ity
State
Zip
Home_pphaone
Supervisor
A
Field: |Emplayee_ID Title Mame: [First_name]+" "=[last_name]
Table: |Employees Emplayees
Sort:
Show

Name: [First name] +

+ [Last name]

www.microsofttraining.net
© Best Training 2007

Tel: 0208 682 4973

Page 34



Visual summary: Unit 5 objectives

Find unmatched queries

You can use find unmatched query, to view records that don’t have a matching
record in another table. For example which customers from the customers table
haven’t placed any orders in the orders table.

r
| Create |

|| B | e F.

[ES 5

|| Query | Query Macro

i Wizard Design =

New Query

Simple Query Wizard
Crosstab Query Wizard
lFinu:I Duplicates Query Wizard

This wizard creates a guery that
finds records {rows) in one table
that have no related records in
another table.

O l [ Cancel

&

¥ Customer ID
Customer_name
Address
City
State
Zip
Phone
Fax

ﬂj Customers Without Matching Order_shipping_dates

Customers

=

Order_shipping_dates

¥ Order ID
Customer_ID
Crder_date
Required_date
Shipped_date

LT

Field:
Table:
Sort:
Shows
Criteria:
or:

Customer_ID
Customers

L AT

Customer_name
Customers

Customer_ID
Crder_shipping_dates

4l

Is Mull

Il »

Customer_ID -

Coos
C010
*

Customer_name -
James Wilson
Martha Richardson

www.microsofttraining.net
© Best Training 2007
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Visual summary: Unit 5 objectives

Creating cross-tab queries

You can display a summary of values based on two different types of information

by creating a cross-tab query.

Simple Query \wizard

iCrosstab Query Wizard

This wizard creates a crosstab
query that displays data in a
compact, spreadsheet-like format.

Find Duplicates Query Wizard
Find Unmatched Query Wizard

I K ] [ Cancel

Crosstab Query Wizard

Which table or query contains the
fields you want for the crosstab query
results?

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

Query: Customers Without Matching Order _shipping
Query: Customers_and_Products

View

{:}Iables (%) Queries I Both

Headerl | Header2 | Header3

TOTAL

www.microsofttraining.net
© Best Training 2007
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Visual summary: Unit 5 objectives

Crosstab Query Wizard

Which fields' values do you want as Available Fields: Selected Fields:
row headings?

Customer _name

You can select up to three fields. Amount
=

Total Discount

Select fields in the order you want
information sorted. For example, you
could sort and group values by
Country and then Region.

Product_Nam| Customer_n:| Customer_nz| Customer_nz
Product_Mame 1|Avg({Order_ID)
Product_Mame2

Product_Mame3
Product_Mame4

Cancel ] [ « Back “ Mext =

Crosstab Query Wizard

Which field's values do you want as
column headings?

Amount
Total Discount

For example, you would select
Employee Mame to see each
employee’s name as a column heading.

Product_Nam| Customer_nz| Customer_nz| Customer_nz
Product_Mame 1{Avg(Order_ID)
Product_Mame2

Product_Mame3
Product_Mame4

Cancel ] I « Back “ Mext =
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Visual summary: Unit 5 objectives

r

Crosstab Query Wizard

What number do you want calculated for Fields: Functions;
EEIC"I l:l:llLIITII'I Ell'll:l row intersection? _ :

Amount Count

Total Discount First
For example, you could calculate the sum Last
of the field Order Amount for each M
employee {column) by country and region Min
(row). |
v StDev

Sum

Do you want to summarize each row? Var
Yes, incude row sums.

Product_Nam| Customer_nz| Customer_nz| Customer_nz
Product_Mame 1|Avg{Qrder_ID)
Product_Mame2

Product_Mame3
Product_Mame4

Cancel ] ’ < Back ” Mext =

r

Crosstab Query Wizard

What do you want to name your query?

|Cutu:umers_DiscDunts_Crnsstab |

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

Do you want to view the query, or maodify the query design?

@®iview the query.
(") Modify the design.

s22 Customers_discounts_Crosstab : Crosstab Query

Froduct_name Total Of Discou| Greg Huns Harry Wilking | Henry Drucke
Basil Leaves] 22500000594 22.5000005854
| |Cloves 28.750000149 20.000000233
|| Galangal B3.750001024) B3.750001024
| |Italian Parsley 15.000000224
| |Lemon grass 0
|| Star Anise 20.312500852 12500000136
Turmeric 30.000000447
Pecord: 14l 4 I 7 plmlielofs |
www.microsofttraining.net Tel: 0208 682 4973 Page 38
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Visual summary: Unit 5 objectives

Using parameter queries

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

query.

Single-criterion parameter queries

= et ]
L_zF e " \ =3
! ":? = i !
I LInit_price I
| Supplier_ICx |
i i u
A 2
Field: |Product_name | Unit_price Supplier_ID =
Table: |Products Praducts Producks =
Sort:
Show:
Criteria: =[Price is greater than]
4l Enter Parameter Value [‘S__cl
Price is greater than
L5
QK Cancel |
[F
B=F Queryl\
Product name - | Unit_price - Supplier ID -
Orcgano £3.00 S001
Galangal $2.75 5004
Lemon grass $1.75 5002
Turmeric $4.00 5003
Italian Parsley $2.00 5001
Carcamom Fowder 53.55 S005
Cloves 52.00 5003
#*
www.microsofttraining.net Tel: 0208 682 4973 Page 39

© Best Training 2007



Visual summary: Unit 5 objectives
Multiple criteria parameter queries

Using “Between” and “And”.

Between [Lower Value] And [Higher Value] (eg Between 21/10/2006 And
31/10/2006)

Wildcards in parameter queries

Like [First letter of name]+™*” (eg Like “S*”)

Using indexes

= Emplo}.ree-s\ =
Field Name Data Type Description -
¥ Employee_ID Text =
Last name Text
First_name Text
Title Text Employee's title
Birth_date Date/Time -
Field Froperties
General |Lookup
Field 5ize 540 P
Farmat
Input Mask
Caption Last_name
Default Walue An index speeds up searches and sorting on
Yalidation Rule the field, but may slow updates. Seleding
validation Text Yes - Mo Duplicates” prohibits duplicate
Required Yes values in the field. Press F1 for help on
Allow Zero Length Mo ndexed fields.
Indexed Mo bl
Unicode Compression
IME Mode Yes (Duplicates OK}
IME Sentence Maode Yes (Mo Duplicates]
Smart Tags bl
www.microsofttraining.net Tel: 0208 682 4973 Page 40
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Unit 5 Practice Activity

1. Open Advanced_queries.accdb.

2. Create a query that displays the Retailer_code and the Total Sales_value for
each Retailer from the Transaction and the Product tables.

3. Create a sum of the Sale_values and group the query based on the
Retailer_codes.

4. Compare the result of the query that you created in Step 2, with the following.

Retailer_code | Total_sales
AIR001 £187 .50
RO02 £96R5.00
RO03 £280.00
RO04 £955.00
RO0S £250.00
RO0G £200.00
ROOY £451.50
FO05 £500.00

5. Create a query called Retailer_details that displays the Retailer_code and
both Retailer_name columns. The Contact_name column should contain the
values from the Contact_first hame and Contact_last_name fields of the
retailer table (hint: concatenate the two fields).

6. Create a cross-tab query from the Transaction table that displays the total
quantity of each product sold to each Retailer.

7. Create a parameter query from the Transaction table that displays the
Product_ID and Qty_sold fields for all products that have a Qty_sold value
that’s less than a specified value.

8. Create a parameter query from the Product table that displays the
Product_ name, Qty_available, and Min_stock fields for all products that have
the Min_stock value between two specified values.

9. Close the database.

www.microsofttraining.net Tel: 0208 682 4973 Page 41
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Creating advanced form design

Unit 6 objectives
» Use controls to add graphics to a form

Use controls to add calculated fields to
a form

Add a combo box to a form
Add unbound controls to a form

Your notes: Unit 6

www.microsofttraining.net Tel: 0208 682 4973
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Your notes: Unit 6
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Visual summary: Unit 6 objectives
Adding graphics
Control Types

Unbound Controls  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.

Bound Controls 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.

Calculated Controls These are used to display a calculated value based on one
or more fields in a table or a query.

Image controls & Unbound object frame controls

Form Design Tools

Arrange
o NYE __‘
abl] Aq [ew] 2 NUF
ER [] [« . | =
Text Label Button

Box @ @ @ § =

Controls

=
=

Form Design Tools

Arrange

’H_hl Aﬂf IEI =B~ [ = f_ I':'I"’IL.& Select|

EE [ [« CE] R I:?\Llse Control Wizards
Eox E| 9 & - EL 3¢ ActiveX Controls

Text Label Button

Controls Unbound Object Frame
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Visual summary: Unit 6 objectives
Adding calculations

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

Form Design Tools o Desgn doak

Arrange

. NI
mAa@ﬂmpJﬂ%

Text | Label Button .
EEgEe =@

Box
Controls

EIEE =[] =
-
EEIE =[] =]
Tabular Stacked |[Remowe|| Control  Control

Margins = Padding =
Control Layout

#h  Cut

==2| Order_details .

I:H"""""'""2"'l"'3"-|---4---| =2 Copy

: # Form Header [ Ppaste

= .fDﬂa“ | 311 Paste Formatting

Or Align 3

Size 3
Position ]
Layout ]
Delete
Ancharing 3

Fill/Back Caolor 3

Font/Fore Colar | »

Special Effect 3

ig 0 bk & X

J # Form Footer Properties

Right-click on field box and
choose Properties, type in

Selection type: Text Box

the formula under Data tab | Tet13 vl

- Control Source Format| Data | Event || other | an |
Caontrol Source =[Quantity]*[unit_price] % [===]
Text Format Plain Text

Input Mask
Default Value
Yalidation Rule
Yalidation Text

Filter Lookup Database Default
Enabled Yes
Locked Ma
Smart Tags
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Visual summary: Unit 6 objectives
Aligning controls in a form

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

—=| Order_details Form Dresign Tools

e

# Form Header

# Detail =3
G =0
==

l...| ........ ETTTSIIIIITETS - -
1Quantity

]
rDiscount

JUnit_price
Z:ZZZZZZZZZZZZZZZZZZZZ|ZZZZZZ'ZZZZZZZZZZZZZZZZZZZZZZZZZ
Quantity]*[unit_price ] :

==| Order_details

-

# Form Header
# Detail

Arrange

 To Grid 17 Top
|= Left il Bottom

=] Right

# Form Footer
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Visual summary: Unit 6 objectives

Adding combo boxes

Form Design Tools

abll Aa

Text Label
Box

List Box Wizard

List Box (Form Control
[ ] This wizard creates a list box, which displays a list of values you

can choose from. How do you want your list box to getits values?

1 want the list box to look up the values in a table or query.

() Iwill type in the values that I want.

(") Find a record on my form based on the value I selected in my
list bax.

List Box Wizard

Which table or query should provide the values for your list box?

Lormer

Table er_details

Table: Products

Table: Suppliers

View

@ Tables (™) Queries ) Both

List Box Wizard

Which fields contain the values you want induded in your list box?

The fields you select become columns in your list box.
Cancel

Available Fields: Selected Fields:

[ Cancel ] [ < Back I Mext =
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Visual summary: Unit 6 objectives

Lizt Box Wizard

How wide would you like the columns in your list box?

To adjust the width of a column, drag its right edge to the width you want, or double-dick the
right edge of the column heading to get the best fit.

Customer_ID
Caol
cooz2
C003
Coo4
C005
Coog
Coo7

[ | »

Cancel l [ < Back I Mext = ][ Finish

List Box Wizard

Microsoft Office Access can store the selected value from your list
box in your database, or remember the value so you can use it
later to perform a task. When you select a value in your list box,
what do you want Microsoft Office Access to do?

() Remember the value for later use.
(@) Store that value in this field: | ST [=]

Cancel ] l < Back l Mext = J[ Finish

List Box Wizard

What label would you like for your list box?

Customer_ID|

Those are all the answers the wizard needs to create your list box.

www.microsofttraining.net Tel: 0208 682 4973 Page 48
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Visual summary: Unit 6 objectives

Order_ID:

CustomerlD Greg Huns

Order_date:
Required_date:

Shipped_date:

Record: M 4 |1 of 25 F MK

Modifying the properties of a combo box

In design view right-click on control and select properties.

Adding unbound controls

Form Design Tools

bl BN ™M 2l S| = =

Rectangle ont

Form Design Tools

A N
o oo BB A

Box @@@ _1@@

Controls

Label [Form Control)

www.microsofttraining.net Tel: 0208 682 4973
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Visual summary: Unit 6 objectives

Tab Order

“=| Order_Shipping_Dates

|:||-|-1-|-2-|-3-|-4-|-5-|-s-|-?-|-3-|-3-|-1

Bl ¥ Detail
n Build Event...
|| |otder 1p: HiTe Zven
! ' _3"5 Tab Order...
5 !Custnmlarl[} [, Paste
~|  [ofder date: | | & FilvBack Color K
3 BEH :
: Required_date: Alternate Fill/Back Color| 3
| 1 Ruler
4 shipped_date FH Grid
5 "7 Page Header/Footer
- E|: Form Header/Footer
% Properties
Tab Order
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.
[ Ok ] [ Cancel l [ Auto Order
www.microsofttraining.net Tel: 0208 682 4973 Page 50
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Unit 6 Practice Activity

1. Open Forms.accdb.

2. Modify the Sales_by_retailer form by adding the following to the Header
section, as shown the example below:

A label control with ‘Outlander Spices’ as the caption.
An image control using the Spice_picture graphic.
A rectangle around the label and image controls.

3. Change the tab order of the controls in the Detail section to Sales,
Retailer_code and Retailer_name.

4. Update the form and switch to the form view
5. Close the form.
6. Close the database.

Epres

Outlander Spices

@ Online support forum and knowledge base
www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft certified trainers.
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Using advanced report features

Unit 7 objectives

» Customise headers and footers, and set
properties to group data and modify a
report’s appearance

» Use functions to add calculated values in a
report

* Embed a subreport in a main report

Your notes: Unit 7

www.microsofttraining.net Tel: 0208 682 4973 Page 52
© Best Training 2007



Your notes: Unit 7
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Visual summary: Unit 7 objectives
Creating Customised Headers and Footers

Report Header

Customers pv L1y
- -
Build Event
F City Header _
- I Sorting and Grouping
— i s o b=
L Lany
i v -_3"5 Tab Crder...
T mrersllf wertatse b | Al _
T Bl L '\_F'I.Llw1fﬂh.rl e L o= J.Ill I‘n Easte

# Detail

Fill/Back Color | v

|
Ll

4 of B8 T L?E

[l T N I n
.—I'[EII'IE.'IE Fllly @K OO | 4

# Page Footer

i

=

;
e

|, Page Header/Footer
W, Report Header/Footer

ﬁ' Properties

Report Design Tools Form Design Tools

abl Aa [ooont] E- I L=

bl Ag Dol _E\[flr:lil'
Text | Label Buﬁnnﬂmr_‘lﬁ% L =8

Bos ® 5@ 0 Text Label Button = [ﬁ ®

Box

{ Label (Form Control)

www.microsofttraining.net Tel: 0208 682 4973 Page 54
© Best Training 2007



Visual summary: Unit 7 objectives

Report Footer

Form Design Tools

R YT __-l
abll| Ag Do) B\ 02 a2
—E |:I |F ;II ﬂ % # Report Footer

Text | Label Button __ . - T
Box EEghe &0 Amount,  |=Sun([Amount])|
Text Box

Chinese Star Avise (Whole) 19 5125.00

Chives 20 £300.00

Cilartro Flales 12 540000

Cileowtro Flakes 16 S800.00

Cilootro Flakes 2 £400.00
Amount §7,115.00

Conditional Formatting [—]'
Design

Attention can be drawn to specific data in a report by using -

conditional formatting. This feature only applies formatting to the <%
value of a field if a specified criterion is met. Conditional
Conditicnal Formatting M
Default Formatting
This format will be used if no <A =
conditions are met: AzBbCcYyZz ‘ B I U|-| =
Condition 1
Field Value Is IZ' .greater than IZ' 400
Preview of format to use when y [ - A~ =
conditon s rue: S e
| add>> | | peete.. | [ ok || cance |
=
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Visual summary: Unit 7 objectives

The 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...

Sorting and Grouping
Tab Order...

Paste

Fill/Back Color | v

Alternate Fill/Back =Cn::|n:|'| b

Buler

Grid

Toolbox

Page Header/Footer

Report Header/Footer

Properties
Selection type: Section
Detail (=]
Format | Data | Event | Other | AN |
Visible Yes
Height 21257
Back Color #FFFFFF
Alternate Back Color Mo Color
Special Effect Flat
Auto Height Mo
Zan arow Mo
Can Shrink Mo
Display When Abways
Keep Together Mo
Force Mew Page i
Mew Row Or Col
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Visual summary: Unit 7 objectives

Group Footers

Report Design Tools

When reports are grouped based on a given field you can use
the group footer section to add information particular to that
group, such as the group total for example. Sy ¥ Tolals

“E {5 Hide Details
Group
& Sort

Design

| OIHEIS\ 2

# Report E—teader -

Orders

# Page Header

# Product_name Header
# Detail

1| il 4
Group, Sort, and Total x

Group on Product_name ™ with Aontop ™ r byentire value ™ » with no totals ™ « akoF M
with title dick to add , with a header section ™ » with a footer section ™ «

keep whole group together on one page ™+ Les With a footer section

L___B Sortby Order_ID | without a footer section |
|62 Adda group ”‘H Add a sort |
D L
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Visual summary: Unit 7 objectives

Forcing a new page

+ Page Header

5 oo

T

|

Pasition

Layout

Delete

Anchoring

Fill/Back Colar
Font/Fore Calor

Special Effect

ip 0 bk @ X

" Properties

- [Ehipped data =[]

Selection type: Sedion

Dretail

[=]

Format | Data | Event | Other | Al |

Visible
Height
Back Color

Alternate Back Colar

Special Effect
Auto Height
Can Grow

Can Shrink
Display When
Keep Together
Force Mew Page
Mew Row Or Col

Yes
2125°
#FFFFFF
Mo Color
Flat

Mo

Mo

Mo
Always
Mo

Mone |I|

MNone

EBefore Section

Before & After

www.microsofttraining.net
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Visual summary: Unit 7 objectives

The hide duplicate property

Report Design Tools

| Sheet |

# Report Header

Orders

# Page Header

Productmame:

# Product_name Header
 Detail

Productname

Format | Data | Event | Other | ANl |

# Page Foot

w{? ..........

Top Margin
EBottom Margin
Left Margin
Right Margin
Top Padding
Eottom Padding
Left Padding
Right Padding
Hide Duplicates
Can Grow

Can Shrink
Display When
Reading Crder
Scroll Bar Align
Mumeral Shapes

Gridline Width Bottomr|1 pt P
Gridline Width Left
Gridline Width Right

1pt
1pt
0

Mo

Always

Context
System [l
System

www.microsofttraining.net Tel: 0208 682 4973

© Best Training 2007

Page 59



Visual summary: Unit 7 objectives
Adding calculated fields
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

[If( condition, value if true, value if false)
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Visual summary: Unit 7 objectives
Working with SubReports
You can use a SubReport to display data from two reports.

Embedding a SubReport

Report Design Tools

[ 3| G] Aq =g FNO12 0

B 1M (G489

Logo Text Label Butto .
.E:. Box j

SubReport Wizard

You can use an existing form to create your subform or subreport, or
create your own using tables andfor queries,

What data would you like to use for your subform or subreport?

() Use existing Tables and Queries

@l UUse an existing report or form

Customers_by_city
Crder_details

Suppliers
Order_details

Would you like to define which fields link your main form to this
subform yourself, or choose from the list below?

Cancel

(=) Choose from a list. () Define my own,

Nc-ne

Show Products for each record in Order_amount using Product_name

Cancel l [ < Back “ Mext = ] [ Finish
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Unit 7 Practice Activity

Open Advanced_reports.accdb.

2. Display the total quantity sold for each product in the Transaction_ details
report by adding a group footer based on Product_ID.

3. Display the data in a different format whenever the Qty _sold is greater than
200 by adding conditional formatting to the Qty_sold field.

Update the report. (1 vnsacton o O

Switch to Print Preview.

Transaction details
6. Close the Report. ransaction details

ProductlD TransactionlD Kiosk code Qtysold Requireddate Orderdate Discount
01 R001 150 1202001 127132000
Total Seold 150
006 ROOS 100 132000 12/32000
Total Seold 100
002 RO02 400 12272000 11242000 0.15
Total Sold 400

7. In the Transaction_dates report, add a text box control to display the
difference between Order_date and Required_date.

Update the report. [@ e <
Switch to the Print Preview to view the | s
report. ‘Transaction_dates‘

10.Close the report.

# Page Header
# Detail

11.Close the database.

-| [Transaction_ID| [Transaction ID |

-||Product_name | [Product_ID v

i Order_date | [Order_date |

Required_date | [Required_date |

. |No_ of Days | |=[Requ1'1‘ed_date]-[Order_date] |

# Page Footer

|=_\'0W0 | | ="Pa
# Report Footer

I@ Online support forum and knowledge base

www.microsofttraining.net/forum
Visit our forum to have your questions answered by our Microsoft certified trainers.
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