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* Add, change, and delete records
Search for records

~ilter records

Update a table design

Use action queries to update records

Use delete queries to delete records

Specify validation rules, default values, and
formats




Create and use single-valued lookup fields
Create and use multivalued lookup fields

Add new fields to an existing report

Format a datasheet
Specify referential integrity
Use a subdatasheet

Sort records




Change the appearance
of a datasheet

Create single-
valued and multivalued
lookup fields
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Use update and
delete queries
Specify relationships Create validation rules
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Determine when it is necessary to add, change, or
delete records in a database

Determine whether you should filter records

Determine whether additional fields are necessary or
whether existing fields should be deleted

Determine whether validation rules, default values,
and formats are necessary

Determine whether change to the format of a
datasheet are desirable

ldentify related tables in order to implement
relationships between the tables
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Open the Navigation Pane

Select the table in the Navigation Pane you wish
to split

Click Create on the Ribbon to display the Create

tab

Click the More Forms button to display the More
Forms menu

Click Split Form to create a split form
Close the Navigation Pane
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Click the Form View button on the Access Status
bar to display the form in Form view

Click the Save button on the Quick Access Toolbar
to display the Save As dialog box

* Type the desired form name
* Click the OK button




' Creating a Split Form

Wiews Clipboard - Sort & Filker | Records

» || =] cient |

Postal Code 288
Bavant &Animal Hospital Amount Paid
134 Main Current Due
Burles Hrs ¥TD

MC

form appears
in Form view

Navigation Pane

l

CL# ~ Client Name | Street - City + | State - | Postal ct ~ |Busin -
B4S3  Bavant Animal Hospital 134 main Burles NC 28817 11
BB32  Babbage CPAFirm ell  Awustin SC 28796 14
: | Next record

BCT Brirla Crom button Buda MNC 27032 11
Previous CJ29| Current TZ3 STy Granger NC 27036 27
record Ga74 Record box ba Georgetown NC 2879 4

button GFS6 ;ii;icord Granger NC 2703

c10 d New (blank) 287
First record i record button

button \JQ“;H as i e, v P rarad
Record™H < Mo Filter

Client Number [two uppercase letters followed by a two-digit number Mum Lock | ETKE[ ke
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Using a Form to Add Records

Design : Database (Access 200

* Click the ‘New (blank) _
record’ button on the JEE et i e

%l Descending V) Advanced ~
View Filter . Refresh Find
5 " ' d ) Al X - B More ~ 3 Select =

Wews Clipboard . Sort & Filter Records Find

Navigation bar to enter a | ===

new record, and then | o B

200 Main Current Due §750.00

type the data for the

39

data for
new record

new record. Press the

Navigation Pane

Y cLy - Client Name + | Street - i - State - Postal Code - Amount Paid - Current]
TA B k KG0D4  Kyle Grocery Cooperative 421 First K sC 28798 $3,200.00 $0.00
ey a e r y p I n g e ME14  Mike's Electronic Stop 234 Gilham NC 28794 $2,500.00 51,500.0
PJ34 Patricia lean Florist 345 Magee /K SC 28798 50.00 65,200.
SL77 Navigation bar ociates 764 Main Burles NC 28817 $3,800.00 50,00
L L4 TB17 — ThE BifEshop n Buda 27032 $2,750.00 1,200,
d a ta I n e a C h fl e I d WwEDS  walbulg Energy Alternatives K ‘walburg NC 28819 $4,500.00 $1,450)
ws0l  Woody Sporting Goods sifCentral  Walburg MNC 28819 $2,250.00 S1,60
2 ko3 Kyle hpseun of Art 200Main  Kyle SC 28798 ' 50,00 $750.

New (blank)
record button

& (r—— .
Record: 4 4 160f16 » M K b b

Business Analyst Number (number of h%iness analyst for client]
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Open the Navigation Pane

Scroll as necessary and right-click the form to search,
and then click Open on the shortcut menu

Click the Find button on the Home tab to display the
Find and Replace dialog box

Type the desired search text in the Find What text
box

Click the Find Next button

Click the Find Next button again (as necessary) to
locate additional matches

Click the Cancel button
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' Searching for a Record

Home Create External Data Database Tools

& Cut ( 4 ) Ascending 7 Selection ~ ﬂ = Mew E Totals L?& 24 Replace
L

3 Copy % | Descending V) Advanced ~ @l save S Spelling = GoTo~
. . Filter i Refresh Find

; " Togale Filte al~ X Delete = B More ~ W Select =
Clipboard ‘ Sort & Filter Records Find

Client Split Form Find button
] Client

client GF56 found
Postal Code 27036

Grangerf Find and Replace Amount Paid | 50,00
dialog box
69 Simpson Current Due 56,500.00 Find Next

button

Granger ¢ ] click Replace tab

| Findand Replace A 1o change data

e | Find MP/ B
Find What: __g- GFS6 field in which to
value for which _/ / search (Current field)
(=]

to search

Look In: Current field

: whol F"d"_E— portion that must
ETTE T Mateh — match (Whole Field)

Search: all [=]
BAS3 Bavant] scope of / | Match Case (V] Search Fields as Formatted
b

BB32 Babha the search

BCIE  Buda (all records) s =

CJ29 23 Second Granger NC 53,000.00

Ga7a | Match Case check 78 Cat . 5,500.00
ey (i e e o) #1 Search Fields As Formatted >5,

GFs6 search will not be 655IM check box currently checked $0.00
HC10 | case sensitive t 216 Riy so formatting will be $3,100.00
considered in search 46,000.00
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ng the Contents of a Record

Click the field you wish to update

Type the updated text

Press the TAB key to complete the change and
move to the next field = == = L

23 copy % | Descending Vo) advanced ~ 7 Spelling =®GoTor B
Filter Refresh Find
all- X Delete = E More ~ lg selet~ | A

Record: Find

=] Client Split Form

"] Client

27036

$0.00

$6,500.00
Granger 5 0.00

NC 11

name change reflected
in datashee

Client Narhe - | Street - City State - Postal Code - AmountPaid -

Bavant Animal Hgspital 134 Main Burles NC 28817 50.00

Babbage CPA Firry 464 Linnell  Austin SC 28796 $1,500.00
Buda Community|Clinic 867Ridge  Buda NC 27032 $2,500.00
Catering by Jenn: 123Second Granger NC 27036 3,000.00
Grant Antigues 78 Catawba Georgetown NC 28794 $5,500.00
Granger Family Foundation 65 Simpson  Granger 27036 50.00

Hendley County Hospital 216 Rivard  Austin 28796 $3,100.00
KAl Design Studio 116 Pine Georgetown 28794 $6,000.00

Navigation Pane
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“Deletinga Record
 With the form displayed, click the record selector
in the datasheet next to the field you wish to
delete

* Press the DELETE key to delete the record
* Press the Yes button to complete the deletion




' Deleting a Record

Clipboard

=2] client Split Form
record selector

=] Client
on form

CL# GAT Postal Code 29794

Client Name Grant Antiques Amount Paid SS,SUUDU

ctreat 78 Catawha Current Due §3,200.00
Georgetown Hrs ¥TD 34.50

NC BA & 14

record to
be deleted

Navigation Pane

» | Street - City » State - | Postal Code - Amount Paid - Cur
134Main  Burles NC 8817 40,00 87,5
44 Linnell  Austin 56 28796 51,500.00 850
867 Ridge Buda MNC 27032 52,500.00 575
123 Second Granger NC 27036 $3,000.00 81,0

Grant Antiques 78 Catawba Georgetown NC 28794 £5,500.00 83,2

Grancocbamily Foundation 65 Simpson  Granger MNC 27036 50.00 56,5

H record bunty Hospital 216 Rivard  Austin SC 28796 $2,100.00 81,2

KD2 Zﬂfg:ﬁ;;? Studio 116 Pine Georgetown NC 28794 $6,000.00 83,2

10 s s imm i AN Cieed 1l m [l ) AN [k W Ta T a W an ] o

Record: W 35707 16 i Mo Filter Search

Client Number (thwo uppercase letters followed by a two-digit number)
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Open the table containing the field you wish to
filter

Click the a value in the field you wish to filter

Click the Selection button on the Home tab to
display the Selection menu

Click the desired selection option to select only
the matching records




Using Filter By Selection

Home Create External Data Database Tools Fields Tahle

X Totals
'fy Spelling
A EMore v

Contains “Burles” ok

. 5 i
’ . bscending | 7 selection
M include only records e
[ v . - 2 e -
View where the city is praresnding—- Equals "Burles

- " 7 equal to Burles o

}a dcReplace  Cali

= GoTo~r B
i Select~ | A

Find
jove Sort

Sort & Fil

Does Mot Equal "Burles”

Find
Selection menu

Clipboard

Wiews

» (I3 Client \
CL& -

Does Mot Contain "Burles”
City -

include only records
where the city is not

ostal Code - AmountPaid - | Cur

Navigation Pane

BAS3
BB32
BC76
CJ29
GF36
HC10
KD21
kKG04
K03
MEL14
PJ34
SL7T
TBL17
WEDS
Wsi0l

equal to Burles

Bay

Baky

BUS \where the city

Catl contains Burles

include only records

Gra TEET FAITITy FOUTTOEtTar

Hendley County Hospital
KaL Design Studio

Kyle Grocery Cooperative

Kyle Museum of &
Mike's Electronic Stop
Patricia Jean Florist
Smarter Law Associates
The Bikeshop

Walburg Energy Alternatives

Woody Sporting Goods

&4 Linnell
867 Ridge
123 Second
65 Simpson
216 Rivard
116 Pine
421 First
200 dMain
234 Gilham
345 Magee
764 Main
346 Austin
12 Polk
578 Central

Burles
Austin

Buda
Granger
Granger
Austin
Georgetown
Kyle

Kyle
Georgetown
Kyle

Burles

Buda
Walburg
Walburg

NC
SC
NC
NC
MNC
SC
MNC
5CE
SC
NC
SC
NC
NC
NC
MNC

include only records
where the city does
not contain Burles

53,000.00

50.00
§3,100.00
56,000.00
§3,200,00

50.00
52,500.00

50.00
£3,800.00
52,750.00
54,500.00
52,250.00

Maintaining a Database




1 Toggling a Filter

* Click the Toggle Filter button on the Home tab to

toggle the filter gai=

Home Create External Data 0{ button lelds Table

el
L7

¥ cut Ji' 4| Ascending 47 Selection ~ mNew I Totals } 25 Replace  Calibri [Detail)
ﬁl Descending 4 Advanced = = Save  spelling =S GoTo~ B I U

3 Copy

Filter Find

Refresh v P —
7 Togale Filts Al X Delete - EMore = ki Select - é > ﬂ | =

Clipboard 3 Sort & Filter Records Find Text Formatting

) Client ‘| Sort & Filter group E

cLy - Client Name -| Street - 2 = FPostal Code - | Amount Paid - | Current Due - | HrsYTD
E Bavant Animal Hospital 134 hain Burles NC ) 28817 20.00 $7,500.00 0.0
BB32 Babbage CPAFirm 464 Linnell  Austin 5C 28796 £1,500.00 $500.00 5.0
BC76  Buda Community Clinic 867 Ridge  Buda NC 27032 $2,500.00 $750.00 2.5
cJ2s Catering by Jenna 123 second Granger MNC 27036 $3,000.00 $1,000.00 15.5i
GFS6  Granger Family Foundation 65 Simpson  Granger 27036 $0.00 $6,500.00 0.0
HC10  Hendley County Hospital 216 Rivard  Austin sC 28796 $3,100.00 $1,200.00 12.0
KD21  KALDesign Studio 116 Pine Georgetown NC 28794 ———————""00.00 $3,200.00 30,5
KG04 Kyle Grocery Cooperative  421First  Kyle sC allrecords once |y, o $0.00 5.0
KMO3  Kyle Museum of Art 200 Main  Kyle 5C sg79e 222N APPEAT L g $750.00 0.0
MEL4  Mike's Electronic Stop 234 Gilham Georgetown 28794 $2,500.00 51,500.00 8.5
Pi34 Patricia Jean Florist 345 Magee  Kyle SC 28798 S0.00 §5,200.00 0.0
SLF7 Smarter Law Associates 764 Main Burles NC 28817 $3,800.00 50.00 10.5
TB17 The Bikeshop 346 Austin Buda 27032 $2,750.00 $1,200.00 14,0
WEDS ‘Walburg Energy Alternatives 12 Polk Walburg MNC 28019 $4,500.00 51,450.00 19.5
Ws01  Woody Sporting Goods 578 Central Walburg NC 28819 $2,250.00 $1,600.00 18.5

Navigation Pane

data is not
filtered

Record: M < lof15 » M b | K Unfiltered | Search
Client Number [bwo uppercase letters followed by a two-digit number)

Maintaining a Database




'Using a Common Filter

* Click the arrow next to the field name (column
heading) to filter

e Click the desired filter

City arrow

Sort & Filter Records Find Text Formatting

clear any existing filter

for th[s field (currently [0 o T vD - | Bas
there is none)

» Street - City - State - Postal Code

47,500.00 0.00 11

a00.00 5750.00 2,50 11
non nn 21 _nnn nn 15.50 27

sort the data in fHI1E3 5l sortatoz .
the column hustin Al sertztoa / e 450,00 S

867 Ridge  Buda &

S —ranger
display custom  |ranmap——" " EItEr N Equals... 0.00 11
text filters - 7] (Select All) Does Not Equal...

116 Pine  Georgetow 9] 1anks) Begins With... ——
- le él ’;u;tm Does Mot Begin With...
check box to uda 0.00 35

select or deselect ] Burles Contains...
all values eorgetow V] Georgetown Does Mot Contain... 8.50 27
a o

FHSEZEE TEYle J: Granger Ends With... 0.00 27
i V| Kyle

sociates 764 Main Burles & valb Does Not End With.. 10.50 11

check boxes to L] VWalburg - e 14.00 27

Alternatiy include specific 300.00 $1,450.00 19.50 14
values ok | [ cancet |3s0.00 $1,600.00 18.50 14

Clear filter from City

Begins
With filter

custom text filters
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Click the Advanced button on the Home tab to
display the Advanced menu

Click Clear All Filters on the Advanced menu to clear
any existing filters

Click the Advanced button to display the Advanced
menu

Click Filter By Form on the Advanced menu

Type the criteria in the blank row for the fields to
filter

Click the Toggle Filter button to apply the filter
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Using Filter By Form

Home Create Exter

$ Cut
43 Copy

i ews Clipboard

» | __] Client: Filter by Form
CL# Client Ma

Postal Code
"27036"

value for
Postal Code

Or tab allows you to enter
another criterion to be
combined with original
criterion using Or

Y
Lookfor { Or ?

Form ‘iew

- Amount Paid |

i

B 7 U | %
A~ tn o

Text Formatting

CurrentDue | Hrs YTD

Amount Paid

value for

Amount Paid

box arrow

Num Lock
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Clear the existing filters
Click the Advanced button to display the Advanced menu
Click Advanced Filter/Sort on the Advanced menu

If necessary, expand the size of the field list so all the fields
appear

Drag the desired fields to include in the advanced
filter/sort, and type the appropriate criteria in the Criteria
or ‘or’ row

Click the Toggle Filter button on the Home tab to toggle the
filter so that only records that satisfy the criteria will appear

Maintaining a Database




Home Create External Data Database Tools

V9 Advanced ~

"4 Toggle Filter
A

Clipboard . Sort & Filker

_j cmﬂi 11 ClientFilter1

Records Find

Toggle Filter

Client
= button

"

¥ Client Mumber
Client Name
Street
City
State
Postal Code
Amount Paid
Current Due
Contract Hours YTO
Business Analyst N

Client Name Postal Code Amount Paid
field field field

/ [

1 S :
Field: | Client Mame Postal Code Amount Paid
Sorti | Ascending
Criteria: 27036" 0
or: = 4000|

Navigation Pane

sort order
for Client criterion for

r P I criterion for
Name field ﬁ‘;?;a Code Amount Paid

field
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 Adding a New Field

Open the desired table in Design view

Click the row selector below where you wish to
insert the new field, and press the INSERT key to
insert a blank row above the selected field

Home  Create

| tamaln natay
—| Client table open
(3 in Design view

&0 Nodity Lookups
Tool
All Access Objects v « | 2 Client
Search.. 2| Field Name Data Type

Tables A |a|V|ClientNumber Client Number (two uppercase
| client Name Text

3 Business Analyst Table [street Text
= Client aity Text new field
Queries 2 State Text

c Postal Code Text

y
2 nrat N amount pard Currency
b i ;Z;’;’( o Current Due currency
& chzal0 | | contract Hours YTD Number

| BusinessAnalyst Number  Text Business Analyst Number (nu

General [Lookup,
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Click the Data Type column for the field you wish to

set as
dlr'row

a lookup field, and then click the Data Type box
to display the menu of available data types

Click the Lookup Wizard, and then click the ‘I will type

in the

Click t
Type t
Click t
Enter the label for the lookup field, and click the

‘Allow

values that | want” option button
ne Next button
ne list of values (one item per row)

ne Net button

Multiple Values’ check box if necessary

Click the Finish button

aintaining a Databa
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_iCreating a Lookup Field

—va Insert Rows S = 7 = Wy = .2(3
27 ». =2 =)

- ) Property Indexes = Create Data Rename/Delete  Relationships Object
“;.@M’Jdlfl‘ Lookups | sheet Macros ~ Macro Dependencies

= Delete Rows
ation

Lookup Wizard
N

What values do you want to see in your lookup field? Enter the number of columns you want scription
in the list, and then type the values you want in each cell,
|etters follow,

To adjust the width of a column, drag its right edge ko the width you want, or double-click the
right edge of the column heading to get the best Fit,

Number of columnns: Il_

Coll

WNON :[

RET values
# ser| entered
*

Next button ber of husines

Cancel | [ <Back | u;;t> | [ Einish

| Genera

| Field Size

| Format

| Input Mask

| Caption

| Default Value
| Validation Rule The data type d
| Validation Text that users can s
| Required hel
| Allg
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Insert a new field, and type the desired field name
in the Field Name column

Click the Data Type box, and then click Calculated
to select the Calculated data type and display the
Expression Builder dialog box

Create the desired expression, and then click the
OK button




' Adding a Calculated Field

ernal L'ata

L1, j’d Insert Rows

=

— = Delete Rows =

YWalidation 4 Property Indexes | Create Data Rename/Delete | Relationships Qbject
Rules i.m Mo

Tools

Expression Builder

Enter an Expression to calculate the value of the calculated column:
(Examples of expressions include [field1] + [field2] and [field1] < 5)

. . Amount Paid] + [Current Due
2 [cried| [ 1+ le\ '
expression
Clie P

entered
Stre

City
Stat
Post{ | Expression Elements Expression Categories Expression Yalues

o [ Clent Number

[-(f) Functions || Client Name
Serg 5 e || Street

&Y Constants |
Amal i

| | City
21 Operators || state
Cury | |Postal Code
Tota | | &mount Paid
| Currery Due
Cong | | Conkrae¥ Hours ¥TD
Busi | |Business Analyst Number

—| Cli

<< Less

Genera

Expresi
Result
Farmat
Caption

Smart Tags

Text Align General The data 1)
that users
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Create a new query for the desired table

Click the Update Query button on the Query Tools
Design tab

Double-click the field to update, and then type

the value to update the field to in the Update To
row

Click the Run button to run the query and update
the records

Click the Yes button to make the changes




Using an Update Query

Query Tools
2 : Design tab

i i = @D uni Q= S eI Hows "_,: Insert Columns
Y At HAE Qe e

l - "‘J. ¢ )'(. @ Pass-Through j ete Ro # Delete Columns

Wiewy Ru% Select Make Append |Update|Crosstab Delete 2 o Show N
-7 Table W, Data Definition | Taple =™ Builder

Home Create External Data Database Tools Design

Results Query Type Query Setup
T Run
[+ Queryl | button

Client
Results -
group W Client Number
Client Mame
Street
City
State —
Postal Code message Ir_\dlca‘tes

4 15 rows will be

Client Type / ok

Services Meeded Microsoft Access

Services Needed
Amount Paid You are about to update 15 row(s).
Current Due
Total Amount
Contract Hours YTC

Business Analyst N o

Microsoft Access
dialog box

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

o
=
]
o
=
g
2
T
D
=
]
=

-

Field: | Client Type Yes button
Table: | Client

Update To: | "NON"
Criteria:
ar:
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Create a new query for the desired table

Click the Delete button on the Query Tools Design tab
to make the query a delete query

Double-click the field containing the criteria for the

records to delete

Click the Criteria row and then type the desired
criteria

Run the query by clicking the Run button

Click the Yes button to acknowledge the number of
records to be deleted
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Using a Delete Query

Query Tools
Design tab

Home Create External Data Database Tools Design
j*«: Insert Rows "f Insert Columns

| @ Pass-Through =¥ Delete Rows A’ Delete Columns
| Show

View  Run Select  Make Append Update Crc-sstabéDelete . )
| 7/, Data Definition  Taple f-;\EiuHcier

- Table

Results Query Type u Query Setup
T Run y
3 queyl | putton

’

Client Delete
r 1 button

"

? Client Number
Client Name
Street Query Type group
City
State
Postal Code
Client Type
Services Needed

Services Needed
Amount Paid
Current Due
Total Amount
Contract Hours ¥TC
Business Analyst N

Postal Code
field added

Navigation Pane

Field: | Pastal Code’

Table: | Client

Delete: ['Where

Criteria: | 28619/ 4———Ff— postal code must
be 28819

or
-—

Delete row
added to
design grid

N\
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_iSpecifying a Required Field

* |[n Design View, click the Required property b
the Field Properties pane next to the desired field
to make required

* Click the down arrow that appears, and then click
Yes -

Field NAme Data Type Description
¥ client Number, Text Client Number (two uppercase letters followed by a two-di
Client Name Text
tF row selector |Text

City for Client Text
state Name field | raxt

Postal Code Text

client Type Text

Services Needed Text

Amount Paid Currency

Current Due Currency

Tatal Amount Calculated

Contract Hours YTD Number

Business Analyst Number Text Business Analyst Number (number of business analyst for cli

Field Properties
Required property

General Lookup B
ield si OX arrow

Field Size 35 field size

Format changed to 35

Input Mask Required property
box

Navigation Pane

Caption
Default Value
Walidation Rule

Validation Text
Required value changed
Allow Zero Length Yes to Yes

Nao

Indexed

Maintaining a Database




In Design View, click the desired field for which
you want to specify a range, and then click the
Validation Rule property box

Type the desired range

Type the desired validation text in the Validation
Text property box




iSpecifying a Range

rTotate

Postal Code Current Due
Client Type field selected

Services Needed Text

Amount Paid
Current Due
Total Amount

Currency
Currency
Calculated

Contract Hours ¥TD Number

Business Analyst Number Text Business Analyst Mumber (number of business analyst for cli

Field Properties

General

Navigation Pane

Access automatically
Format talized "and”™
Decimal | C@Pitalized “an

Input Mask

Caption

Default Value

“Walidation Rule ==0And <=30000
“Walidation Text Must be at least $0.00 and at most $31],IJUU.[IU| I
Required Mo \

Indexed Mo validation
Smark Tags text

Text Align General

validation
rule

Design view. F6 = Switch panes, F1= Help,
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_iSpecifying the Default Value

* With the field selected in Design View, click the
Default Value property box and then type the
desired default value

Client Type field
selected

City
State Text

Postal Code Text

Client Type Text

Services Needed Text

Amount Paid Currency

Current Due Currency

Tatal Amaunt Calculated

Contract Hours YTD MNumber

Business Analyst Number Text Business Analyst Number (number of business analyst for cli

Field Properties

Navigation Pane

General |Lookup

Field Size

Format

Input Mask default value
Caption

Default Value =NON|
“Walidation Rule

Walidation Text

Required No

Allow Zero Length Yes
Indexed Na
Unicode Compression  Yes

IME Mode Mo Contral
IME Sentence Made Nane
Smart Tags

Design view. F6 = Switch panes. F1 = Help.
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With the desired field selected in Design view, click the
Validation Rule property and type the desired legal
values, each preceded by an equal sign

Type the desired validation text

Client Type field
selected

City
State Text

Postal Code Text

Client Type Text

services Needed Text

Amount Paid Currency

Current Due Currency

Total Amount Calculated

Contract Hours YTD Number

Business Analyst Number Text Business Analyst Number (number of business analyst for cli

Field Properties

Mavigation Pane

General Lookup| | Quotation marks
Field Size and capi_tal O added
automatically by Access

Format

Caption

Default Value ="pon"

Walidation Rule ="MON" Or ="RET" Or ="SER"

Walidation Text Must be NON, RET, or SER] I

Required Mo

Allow Zera Length Yes

Indexed Mo = -
Unicode Compression  Yes validation text

IME Mode Mo Contral
IME Sentence Mode None
Smart Tags

Design view, F6 = Switch panes, F1= Help.
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iSpecifying a Format

e Select the desired field for which you want to
specify a format

* Click the Format property box and then type the
desired format

Client Number
field selected

= Client

Fﬁld Name Data Type Description
¥ Client Number Text Client Number (two uppercase letters followed by a two-digit number)
Client Name Text
Street Text
City Text
State Text
Postal Code Text
Client Type Text
Services Needed Text
Amount Paid Currency
Current Due Currency
Total Amount Calculated
Contract Hours ¥TD MNumber
Business Analyst Number Text Business Analyst Mumber (number of business analyst for client)

Field Properties

Navigation Pane

General lnnkup.
Field Size 4
Format I

Input Mask
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' Changing the Contents of a Field

Open the desired field in Datasheet view

Click the value for the field you wish to update
Type the new field contents

Click the Save button on the Quick Access Toolbar

Home Create External Data Database Tools

& Ccut Jf 41 scending 7 Selection ~ A= New X Totals ﬁ 2ac Replace
L

& c 4lo ding ¥ Spell = GoTo~
Wiew acer . &l Descending ¥ right boundary of e speling Find ore
- ¥ Forma Remove Sort field selector for Client lete = 55 Mare - lg Select -

Views Clipboard sort & Filtef | Name field kcords Find

» || 1 client -
CL# - Client Name - street - City ~ | State - Postal Code - | Client Type
A58 Bavant Animal Haspital % 134 Main Burles MNC 28817 NOMN
BB32 Babhage CPA Firm 464 Linnell  Austin SC 28796 NOMN
BC76  Buda Community Clinic 867Ridge  Buda 27032 MNOM
CJ23 Catering by Jenna 123 Second  Granger MC 27036 NON
GFSe  Granger Family Foundation 65 Simpson  Granger MC 27036 NOM
[a[e U Hendley C ElgEEalel 216 Rivard  Austin SC 28796 NON
KD21 AL Design Studio 116 Pine Georgetown 28794 NOM
KG04 [Kyle Grocery Cooperative 421 First Kyle SC 28798 NON
Km0z [ Kyle Museum of Art 200 Main Kyle SC 28798 NON
MEL4 | Mike's Electronic Stop 234 Gilham Georgetown NC 28794 NON
PJ34 | PatricialeanFlorist 345 Magee Kyle SC 28798 NON
SL77 Smarter Law Associates 764 Main Burles NC 28817 NOMN
TB17 The Bikeshop 346 Austin - Buda 27032 NOMN
NOMN

Navigation Pane

name changed
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Using a Lookup Field

Open the table containing the lookup field in Datasheet
view

Click the arrow next to the lookup field to display a list of
choices

Select the desired choice

amashaly Design : Database (A

Database Toals Fields Table

I,Ascending f, Selection = = New X Totals Oac Replace  Calibri [Detail)
v ]
7

=8 Save & spelling = GoTor B I U
Refresh Find -
'S € PR, te = 5 More ~ R Sele] A

l Descending Vo] Advanced ~

Sort & Filter Records Find

~| Street - City ~ | State - | Postal Code - ClientType ¢ Services Net¢ - Amount Paid -~ Current D)
134Main  Burles NC 28817 $0.00 87,5
4c4Linnell  Austin SC 28796 | $1,500.00 &5
B67Ridge  Buda N 27032 $2,500.00 47

123 Second Granger NC 27036 ::II:cet?S)ER) $3,000.00 51,0

65 Simpson  Granger NC 27036 $0.00 56,5

216 Rivard  Austin SC 28796 $3,100.00 £1,2

116 Pine Georgetown NC 28794 56,000.00 53,2

421 First Kyle sC 28798 list of available $3,200.00

200 Main  Kyle SC 28798 values 50.00 57

234Gilham Georgetown NC 28794 $2,500.00 $1,5

345 Magee  Kyle SC 28798 $0.00 85,2
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Using a Multivalued Lookup Field

* Click the arrow next to a multivalued lookup field
value to display a list of available options

* Click the desired options
. mh.yg
* Click the OK button el Yo

=8 Save = GoTo~

- Find - p
XD ~ B More ~ lg select~ A~ - Dy~
Records Find Text Formatting

X

City - State - Postal Code - | Client Type - ServicesNet~ Amount Paid - | Current Of
Burles MC 28817 SER [~] 40.00 47,5
Austin sC 28736 SER i ad £1,500.00 25
Buda W[4 27032 NON V| Ban $2,500.00 87
Granger 2700 octed |3 —? Bill £3,000.00 51,0
Granger 2709 services 0N Bus 50.00 56,5
Austin 28798 MO | Enews £3,100.00 81,2
Georgetown 28734 SER [Z Host $6,000.00 3,2
Kyle 28798 RET Logo §3,200.00
Kyle 28798 NON [ nake 40.00 47!
Georgetown 28794 RET EiNews $2,500.00 81,5
Kyle 28738 RET Fod £0.00 45,2
Burles 28817 SER SE $3,800.00

Sh
Buda 27032 RET op $2,750.00 41,2
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iUpdating a Form to Reflect the Changes
_in the Table

Delete the existing form by right-clicking the form in
the Navigation Pane, and then clicking Delete on the
shortcut menu. Click the Yes button to confirm the
deletion

Click the desired table in the Navigation Pane to
select the table

ick Create on the Ribbon to display the Create tab

ick the Form button to create a simple form

ick the Save button on the Quick Access Toolbar,
and then type the desired form name

Close the form




iUpdating a Form to Reflect the Changes
_in the Table

newly created
form

hemes Contrals Header / Foot

jects

Analyst Table

Client Name Bavant Animal Hospital
Street 134 Main

Burles
State

Postal Code

Client Type Client Type field

i services Needed | Ad, Ban, Bill, Logo <—| Services Needed field

Amount Paid 50,00

Current Due $7,500.00

Total Amount

Total a&mount $7,500.00 —— field

0,01
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Updating a Report to Reflect the
_ Changes in the Table

Open the report you want to modify in Layout View

Resize columns as necessary by pointing to the right-
hand border of the column heading so that the
mouse pointer becomes a two-headed arrow , and
then drag the pointer to resize the field

To add fields to the report, click the Add Existing
Fields button on the Report Layout Tools Design tab

to display a field list

Point to the field you want to add, press and hold the
left mouse button, and then drag the mouse pointer
until the line to the left of the mouse pointer is at the
location where you want to add the field

aintaining a Database




Updating a Report to Reflect the
_ Changes in the Table

* Repeat the previous steps as necessary to add
additional fields

* To change the orientation of the report to
Landscape, click the Landscape button on the
Report Layout Tools Page Setup tab




Updating a Report to Reflect the
2 Changes in the Table

Add Existing
Fields button

Home Create External Data Database Tools Design Arrange Format Page Setup

j ] Ao S | | g
L\? abl Aq = [ ) () Q B - =] e = | =
o) —| Insert Page = . Add Existing| Property

™| Image * Numbers (39 Date and Time Fields Sheet

Wiews Themes Grouping & Totals Controls Header / Footer Tools

» | I8 Client Financial Repost position to | Field List

place field i+ Show all tables

2 2 % ﬂ;ldd ld'JElF‘Ig ields available for this views
g Client Financial Repo aade Cllent Number

= Client Name

X . Street

; s i City
line and pointer shape |n= State
indicate you are placing |um Pastal Code
a field by dragging Client Type

Bavant &nimal Hospital 50.00 =l Services Needed

24
Eciors- 2 =
LI

iew  Themes [A]Fonts »  Group {55 Hide Details
= = & Sort

ent Client Mame

Services Needed Value
Babbage CPA Firm $1,500.00 §500.00 3 Amount Paid

Current Due

Total Amount

Contract Hours YTD
Business Analyst Number

Buda Community Clinic $2,500.00 50,00

Catering by Jenna $3,000.00

40.00 sop.od @dditional
’ field to add

Granger Family Foundation

Hendley County Regional Hospital $3,100.00

Navigation Pane

KAL Design Studio $6,000.00 $3,200.00
Kyle Grocery Cooperative $3,200.00 50.00
Mike's Electranic Stop $2,500.00 $1,500.00

Patricia Jean Florist 50,00 §5,200.00

Smarter Law Associates $3,800.00 S0.00

The Bikeshop $2,750.00 $1,200.00

Kyle Museum of art 40,00 4750.00

Layout Wiew Mum Lock | E (3 Bl ¥
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Open the desired table in Datasheet view

Click the Totals button on the Home tab to include
the Total row in the data sheet

Click the Total row in the desired column

Click the arrow to display a menu of available
calculations

Click the Desired calculation




Including Totals in a Datasheet

| Home tab I

Home Create External Data Database Tools Fields
?_IAscending o r Hiemr—=| X Totals Lﬁ 23 Replace  Calibri [Detail)
& | Descending T Advanced v  le— e Y Spelling % GoTor B T U

B . 0 . EMore' Fimd ﬁ' -

Clipboard A Business Records Text Formatting

m‘__./ Analyst Table L
usiness

Ba# - | Last Name - | First Name - Street - City - ode - 54 Total row arrow [ve¥YTD - Cfickto 4
11 Kerry Cordelia 251 Painter Georgetown | Records group ; %3,450.00

14 Martinez Manuel 3125 Steel  Kyle SC 4 $2,430.00
27 Liu Jan 265 Marble  Byron 3?95 . 42,280.00
a5 Scott Jeff 1925Pine  Georgerow q %4 , S0.00

#*
calculate sum

T . T

Total row javerage Total row for
added Count Incentive YTD field
Maximum

Iinimum

Standard Deviation
Variance T~ calculate standard

find smallest value T_ deviation

&
£
o

2
[

2
>
]

=

available calculate variance
calculations

|| Record: M 4 Totals &N ter | Search
Datasheet View
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Open the table in Datasheet view

Click the box in the upper-left corner of the
Datasheet selector to select the entire datasheet

Click the Gridlines button on the Home tab to

display the Gridlines gallery

Click the desired command in the Gridlines gallery




1 Changing Gridlines

Gridlines
ata Database Tools Fields Table button

‘-21. Ascending L7 Selection O e Z Totals a2 Replace

%] Descending ¥ Advanced ~ = 2B save ‘& Spelling = GoTo~
I Refresh Find .
v Remove Sort W Toggle Filte All - X Delete = EMore ¥ b Select - é > %

Sort & Filter Records Find ext A
Text Formatting |

ame - Street - City = State - Postal Code - 5Salg group iveYTD - &
ia 251 Painter Georgetown NC 28794 §3,200.00 63,450.00
I 3125 Steel  Kyle SC 28797 §3,100.00 52,430.00
265 Marble Byron SC 28795 $3,400.00
1925 Pine  Georgetown 28794 5500.00

Gridlines: None

Horizontal command
{only horizontal
gridlines)

Gridlines gallery
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Changing the Colors and Font
- in a Datasheet P

With the datasheet selected, click the Alternate Row
Color button arrow on the Home tab to display the
color palette

Click the desired color

Click the Font Color button arrow, and then click the
desired font color

Click the Font box arrow, and then scroll and click the
desired font

Click the Font Size box arrow, and click the desired
font size




iChanging the Colors and Font

'in a Datasheet

Home Create
& Cut

& o

External Data

Database Tools Fields

% l Ascending

font
changed

% | Descending Vo] Advanced ~
fontsize | pemove sort P 7
changed

Sort & Filter

Re

Mavigation Pane

] Business Anglyst Table

Ba# - Lgt Name
11 Kerry
Martinez

font color
changed

F*ct Name o)) cene) Cny :
Cordelia
Iarmael 3125 Steel Kyle

Jan 26! R Eij_rr-:-n

251 Painter ';e-ul'get-uwn

alternate fill
color changed

Font Size
box arrow

r!

‘ font size changed l y
AH_Y_L -
e ol ol

$3,450.00
 $2,43000
$2,280.00

Text Formatting
arrow (brings
up Datasheet
| Formatting
$0.00 dialog box)
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iQuerying a Multivalued Field Showing i
- Multiple Values on a Single Row

* Create a query for the desired table

* |Include fields you want in the query, includi
multivalued field e~ Nan—

j S8 Insert Rows
* @ pass-Through # Dpelete Columns
View  Run Select | Make Append Update Crosstab Delete ) Show | .

5 Table W7, Data Definition | Taple 2o Builder 3 Return: Al

Result: Query Type Query Setup

3 query1

Client
"
7 Client Number
Client Name
Street
City
State
Postal Code
Client Type
Services Npeded
ServiceTNeeded
Amount Paid
Current Due
Total Amount
Contract Hourd single-valued fields
Business Analy| (on each record, there
is only one value)

.

r 5

R F g Y .
Fleld: | Client Number Client Name: Client Type Services Neededjis)
Client Client Client

multivalued field (on
any record, there may
be more than one value)

Mavigation Pane
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iQuerying a Multivalued Field Showing i
- Multiple Values on Multiple Rows

* Create a query in Design view containing a
multivalued field containing multiple values

* Click the multivalued field name in the design
grid, position the insertion point at the end, and
then type .value to use the Value property

 View the results




iQuerying a Multivalued Field Showing i

- Multiple Values on Multiple Rows

Client
[ -
¥ Client Number
Client Name
Street
City
State
Postal Code
Client Type
Services Needed
Services Meedeg
Amount Paid
Current Due only final
Total Amount portion of field

Contract Hours Y70 name appears
Business Analyst M

Navigation Pane

Field: | Client Number Client Name Client Type &3 gleeded.\faluel]]zl
Table: | Client Client Client Client

Sort:
Shows il W]

Criteria:

or

Value property

Maintaining a Database




Click Database Tools on the Ribbon to display the Database
Tools tab

Click the Relationships button to open the Relationships
window and display the Show Table dialog box

Add the tables with associated primary and foreign keys

Drag the primary key from the first table to the foreign key

in the second table to display the Edit Relationships dialog
box to create a relationship

ick the Enforce Referential Integrity check box
ick the Cascade Update Related Fields check box

ick the Create button to complete the creation of the
relationship

Maintaining a Database




Home

Edit
Relationships

External Data

\=

Show
Table

Create

K Clear Layout
28 Relationship Report

Tools

Database Tools

= Hide Tahle

Design

2

@3, Edit Relationships

B dialog box

Relationships

Business Analyst
Number fields used
to relate tables

_ESpecifying Referential Integrity

Create

— . Relationships

Edit Relationships

Business Analyst Tahle Client

W Business Analyst N|

Table/Query:

Business Analyst T Client

Query:

¥y . Cancel
Business:&nalyE Business Analyst
Join Type.. |1

L

ril Enforce Referential
sy Integrity check box
cil selected

State |

Join Type
button

™
Cascade Update a :
> Lt#(:ascade Update Related Fields

V|Enforce Referential Inkearity

Related Fields check
box selected

Cascade Delete Related Records

.

Relationship Type: One-To-Many

e

Cascade Delete Related
Records not selected

Navigation Pane
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iUsing a Subdatasheet

* Open the table related another table in Datasheet
view

* Click the plus sign in front of the row for a record
to display the subdatasheet

Home Create External Data Database Tools Fields Table
X Totals 3. Replace  Calibri Detail)

Al ing 7 = Nev
& cut ( 4} Ascending @ =Y
z sBsave  F Spelling =»GoTor B I U

: Copy % Descending V) Advanced + B save =
+ sign changed Filter . Refresh F —
& gslgn 9 v All- X Delete ~ B More - kg select~ | A~ - Oy~
ard Filter Records Find Text Formattin

» |3
City State ~ Postal Code - SalaryYTD -« IncentiveYTD - Click to

Street - .
Kerry Cordali 251 Painter Georgetown NC 28794 £3,200,00 $3,450.00

14 Martinez Manuel 3125 Steel  Kyle He 28797 $3,100.00 $2,430.00
CL# - Client Name ~| Street - City - | State - | Postal Code - | Client Type - Services Neel
B832  Babbage CPAFirm 464Linnell  Austin sC 28796 SER Ad, Bus, Enews

KD21  Kal Design Studio 116 Pine Georgetown NC 28734 SER Host, Mkt, SE
NOM

$3,400.00 $2,280.00
$500.00 $0.00

27 Liu 265 Marble Byron sC 28795
35 Scott 1325Pine  Georgetown NC 28794

ick to hide
bdatasheet

w
es

Navigation Par|
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iUsing the Ascending Button to Order
- Records -~ -

Open the desired table in Datasheet view
Click in the first record on the field to sort

Click the Ascending button on the Home tab to
sort the records in ascending order




iUsing the Ascending Button to Order

Ascending button

Create External Data 3 Fields Table

4 Cut J7 _il.&scen@g W7 Selection ~ = New % Totals % 2. Replace  Calibr
53 copy il Descending f_.'.lAdu records sorted | =8 Save 7 Spelling = GoTor B 4

Paste Filter alphabeticall ind
) J Format Painter %J Rempve Sort W Tog P ety X Delete ~ E Mare * by Select ~ A 2

Wiews Clipboard Sprt & Filter Records Find

» | e | Descending button
CL# ~ Client Nanfe wreet - i State - Postal Code - Client Type

HC10  Hendley County Regional Hospital 216 Rivard  Siiadly SE 28796 NON
BB32 Babbage CPA Firm 464 Linnell  Austin S 28796 SER
TB17  TheBikeshop 346 Austin . Buda MNC 27032 RET
BC76  Buda Community Clinic 867Ridge  Buda [ 27032 MNON
SL77  Smarter Law Associates 764 Main Burles MC 28817 SER
BAS3  Bavant &nimal Hospital 134 Main Burles MNC 28817 SER
MEL4  Mike's Electronic Stop 234 Gilham  Georgetown NC 28734 RET
KD21 KalL Design Studio 116 Pine Georgetown MNC 28734 SER
GF56  Granger Family Foundation 65 Simpson  Granger MNC 27036 MNOMN
CJ29 Catering by Jenna 123 Second Granger MC 27036 SER
KMO3  Kyle Museum of Art 200 Main Kyle 5C 28798 MNON
PJ34 Patricia Jean Florist 345 Magee Kyle 5C 28798 RET
KG04  Kyle Grocery Cooperative 421 First Kyle 5C 28798 RET
MNOMN

Mavigation Pane
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* Add, change, and delete records
Search for records

~ilter records

Update a table design

Use action queries to update records

Use delete queries to delete records

Specify validation rules, default values, and
formats




Create and use single-valued lookup fields
Create and use multivalued lookup fields

Add new fields to an existing report

Format a datasheet
Specify referential integrity
Use a subdatasheet

Sort records




Microsoft
~1Access 2010

Chapter 3 Complete
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