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Access 2003 (June 2006)

Introduction

Microsoft Access 2003 is a relational database management system (RDBMS) which
can be used for storing data, querying dataand producing reports.

In Access 2003, you relate tables of different information together. For example, you
can have one table which stores information on Customers, another table which has
information on Suppliers and a third table which contains Orders. You can produce
gueries which display the customers who ordered a particular product from a
particular supplier. You can then produce reports to display your results for
presentation.

Access 2003 is available via Windows NT on the Cardiff Network under Networked
Applications, General Software, Principal Applications.

Figure 1.1 Example of a database: Northwind Sample database.

Microsoft Access - [Morthwind - Database [Accesz 2002 file format]]
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Steps in creating a database

The main steps in designing a database are:

Plan the structure of your database, what information each table will contain and
then how they will be related.

Design tables
Create relationships

Enter data

Queries for combining information from different tables.

Forms can be used as an interface for entering data (an alternative to entering
data in tables)

Reports for presenting your data

To create a database in Access 2003, go to File New and choose Blank Database.
Click on Create and then give the database a name. An Access database has .MDB
extension which is added automatically. A blank database file will then be created for
you and the main database window will open. See Figure 2.1 below.

Figure 2.1 Main Database window

Microzoft Access
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Tables

Tables are mainly used to store all the information in Access 2003 and are normally
the first thing that you need to create in your database. In the main database
window, ensure that the tables tab is highlighted and click on New. You are then
presented with the New table window (Figure 2.2). In tables, you normally have 2
views, datasheet view where you enter or view your data and Design View where
you design the structure of your table. You should click on Design Viewfirst of all
and then click OK. You should then see a similar screen to that in Figure 2.3.

Figure 2.2 Creating a table

Mew Tahle |
' =

Des
Table \Wizard
Impart Table
Link Table

Create a new kable in Datashest
vie,

I I Zancel

Figure 2.3 Table Design

%, Microsoft Access

H File Edit Wiew Insert Tools ‘Window Help

B8 EERY | $ER 5§ == 0NEE D
g Tablel : Table =] E3
> Field Mame Data Tvpe Description -

Field Properties

General I Lookup |

A Field name can be up to &4 characters long,
including spaces, Press F1 For help on field names,

In Table design, you enter your fields and also the data type of each field. So for
example, you could have Customer ID, Company Name and City as fields for a
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Customers table. Customer ID could have the data type Text; City would be Text,
Customer Name would have data type Text. After defining each field, you have extra
options under Field Properties.

Figure 2.4 Defining Fields in Table Design

FY

Field Marne Data Type Description
|8 [ CustomerID Text Urique Five-character code based on customer name.
| ¥ | Companyhame Text
| |ContactMarne Text
| [ContactTitle Text
| |Address Texk Skreet or post-office box,
||k Text
| [Reqion Text Skate or province.
| |PostalCode Texk
| |Counkry Text
| {Phone Text Phone number includes country code or area code,

Field Properties

General | Lockup |
Field Size

Forrnak

Input Mask,

Caption

Def ault walue
Yalidation Rule
Walidation Text
Required

Allow Zero Length
Indexed

Unicode Comptession
IME Mode

IME Sentence Mode

40

Comnparny Marne

Yes

Mo

es (Duplicates OK)
Yes

Mo Conkrol

Mone

& field name can be up to 64 characters long, including
spaces, Press F1 for help on field names,

An example of the Customers table in the sample NWIND database is given in Table
2.4. In the table above, the current field selected is CompanyName with data type
Text and the extra field properties are also shown. So for example, the field size is
40 which limits the length of Company Name to 40 characters. When you have
defined your fields, you should save the table via File Save. To enter data, you go
into Datasheet view via View Datasheet View. In datasheet view, each row is called
a record and the field names you defined in design view should appear as column
headings. A sample of a table in datasheet view is shown in Figure 2.5.
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Figure 2.5 Datasheet View of Customers Table

Microsoft Access - [Customers : Table]

Insert  Format  Records Tools  Window  Help

File Edit Yiew

E-Hn &kV

£l &l | Y

A = R

Type a question for help

| Custamner D | Company Name Contact Mame Contact Title Address

Ak ALFK Alfreds Futterkiste Maria Anders Sales Representative Obere Str. &7
| ANATR Ana Trujillo Emparedados y helados  Ana Trujillo Crwener Avda. de la Constitucidn 2222
| ANTON Antania Mareno Tagueria Antanio Mareno Crwiner Mataderos 2312
L |#AROUT Around the Horn Thornas Hardy Sales Representative 120 Hanover Sy,
_ |# BERGE Berglunds snabbkap Christina Berglund Order Administrator Berguvsvagen 8
_ |* BLAUS Blauer See Delikatessen Hanna Moos Sales Representative Farsterstr. 57
_ |*/BLONP Blondel pére et fils Frédérique Citeaux Marketing Manager 24, place Kléber
_ |® BOuUD Balido Comidas preparadas Martin Sommer Crwener Cf Araguil, B7
_|* BONAP Bon app’ Laurence Lebihan Crwener 12, rue des Bouchers
_ |* BOTTM Bottorm-Dollar Markets Elizabeth Lincaoln Accounting Manager 23 Tsawassen Blvd.
_ |* BSBEY B's Beverages Yictoria Ashwarth Sales Representative Fauntleroy Circus
L |® cACTU Cactus Comidas para llevar Patricio Simpson Sales Agent Cerrito 333
_ |# CENTC Centro comercial Moctezuma Francisco Chang Marketing Manager Sierras de Granada 9993
_ |# CHOPS Chop-suey Chinese Yang Wang Crwener Hauptstr. 29
| GO Comércio Mingeiro Pedro Afonso Sales Associate Ay dos Lusiadas, 23
_|# CONEH Consolidated Holdings Elizabeth Brown Sales Representative Berkeley Gardens
_ |# DRACD Drachenblut Delikatessen Sven Ottlieb Order Administratar Wyalzerwen 21
| DUKMON Du monde entier Janine Labrune Crwener 67, rue des Cinguante Otages
_ |# EASTC Eastern Connection Ann Devon Sales Agent 35 King George

+ ERMSH Ernst Handel Roland Mendel Sales Manager Kirchgasse B

When you close datasheet view, you are not prompted to save any changes, you are
only prompted to save when you make changes to design view. To close a
datasheet, choose File Close. You should then be back in the database window
(Figure 2.1).

You create each table similarly to the above procedure.

Relationships and Primary keys

When you have created tables, you can define relationships between tables. A
common type of relationship is a One-to-many relationship. In a One-to-many
relationship, you define a relationship between 2 tables. The One part of the
relationships is a table which contains unique records defined by a primary key. So
for example, the Customers table could be the One part in a relationship and the
Customer ID is the unique primary key. The Customers table would contain unique
details on the Customer such as their address, telephone number etc. You could
relate this to a table called Customer Orders which is the Many part and contains
orders made by customers. (The logic being that a single customer can make many
orders.)

The link between the 2 tables is the primary key Customer ID.

In a table, you set the primary key via clicking on the field you want as your primary
key in Table design view and click on Edit Set Primary Key. You set the Customer ID
as the primary key in the Customers table. In the Customer Orders table, Customer
ID is defined as a field but is not defined as a primary key. See Figure 2.6 for an
example of the related customer order data.
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Figure 2.6 Related Customer Orders table

%, Microsoft Access - [Orders : Table]

“ File Edit View Insert Format Records Tools Window Help Show Me

8- BHaerny/izes|o|ea®tlilvayax Ba- 0

Order ID | Customer | Employee | Order Date | Required Date | Shipped Date |
|| 10692 Alfreds Futterkiste Peacock, Margaret 03-Mov-95 01-Dec-95 13-Mow-95
L 10952 Alfreds Futterkiste | Davalio, Mancy 15-Apr-96 27-May-06 23-Apr-96
|| 10643 Alfreds Futterkiste Suyama, Michael 25-Sep-95 23-Oct-95 03-Oct-95
|| 10835 Alfreds Futterkiste Davalia, Nancy 15-Feb-96 14-Mar-96 21-Feb-56
|| 11011 Alfreds Futterkiste Leverling, Janet 09-tay-06 06-Jun-96 13-May-96
|| 10702 Alfreds Futterkiste Peacock, Margaret 13-Mov-35 25-Dec-85 21-Mow-95
|| 10625 Ana Trujillo Ernparedados y hels | Lewerling, Janet 08-Sep-95 0B-Dict-95 14-Sep-95
|| 10308 Ana Trujilla Emparedados v hels | King, Robert 19-Oct-94 16-Mow-94 25-0Oct-94
|| 10926 Ana Trujillo Emparedados v hel:  Peacock, Margaret 03-Apr-96 01-hay-06 10-Apr-95
|| 107559 Ana Trujilla Emparedados y hels | Leverling, Janet 29-Dec-95 26-Jan-96 12-Jan-96

Once you have defined the primary key in a table, you can then link the table to the
other table which contains related records via Tools Relationships. The dialog box
shown in Figure 2.7 should appear. Click on each table you will be including in
relationships and click on Add.

Figure 2.7 Adding tables in relationships

Show Table

Tables |Queries I Eaoth I fdd

....................... T T o ey QDSE |

Custu:umer and Orders
Emplovees

To create a One-to-Many relationship, you click on the Primary key in the table with
unique records and drag the primary key field to the field in the other table which is
related to the primary key.

A relationships table should then appear (See Figure 2.8) and there should be a box
Enforce Referential Integrity and a One-to Many relationship type. Click on Enforce
Referential Integrity and click on Create and the One-to-Many relationship will be
created. (See Figure 2.9).

To save your relationships, click on File Save and then File Close.
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Figure 2.8 Creating a One-to-many relationship

Relationships E I

Tablef/Cuery: Related Table/Query:
Cuskomers | Customer Orders = —
CuskID | Custid Cancel |
= Jaoin Type... |
~I— Enforce Referential Integrityt——————
I | Gascade Wpdate Related Fields
" | Gascade pelete Belated|Records

Relationship Type:

One-To-Many

Figure 2.9 One-to-many relationship

Customer Orders
CuskId

Crder Amounk CuskMame
Crder Date
Prad ID
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Figure 2.10 Relationships in the sample NWIND database.

%, Microsoft Access - [Relationships]

“ File Edit W¥iew Relationships Tools Window Help Show Me

DR EEy |y % E 8 x| ea B
Suppliers . 2 . Order Detailz . X Customers
_E _|E OrderID == | OrderID = CustomesID
Compariy™am Productiame ProductiD oo |CustamerID Companyhtam
ConkactMame oo |5upplierID UnitPrice EmployeelD ContackMarme
ContactTithe CategoryID Quantity OrderDate ContackTitle
Address CQuantityPerUnit Discount RequiredDate Address
Ciky InitPrice e ShippedDate o City
Region =] UritsInStack Shipia Region =]
Unitsonorder Ernployess Freight —_—
= = ReorderLevel EmployeelD 2 ShipMarne
Lategories a Discontinued LasHhame ShipAddress
CategorylD - FirstMarne ShipCity 2
CakegoryMarme Title ShipFR.egion Compartyame
Description TitlefCourte: ShipPostalCoc » | Phane
Picture BirthDake -
HireCate
Address
Ciky LI

When setting up relationships, it is best to plan the structure of your database first,
defining what each table is going to contain and then how the tables are related.

Queries

Queries are used to combine information from tables so for example if you wanted
the customer’s contact details to appear on each order the customer makes, you
would create a query which combines information from the Customers’ table and the
Customer Orders table.

To create a query, go to the main database window (Fig 2.1). Click on the Query tab
and then click on New. You will then get the screen shown in Figure 3.1.

Figure 3.1 Creating a query.

Mew Query HE

e Simple Query \Wizard
E Crosskab Query Wizard
Find Duplicates Query \Wizard

Find L kched Wizard
Create a new query without ind Lnmatched Query Wizar

wsing a wizard,

Ik I Cancel
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You have a choice of using various query wizards or create a query yourself. Click
on Design Viewand click OK which will allow you to create a query yourself. You are
then presented with a box similar to that shown in Figure 3.2.

Figure 3.2 Selecting tables for the query

Show Table HE|

Tables | Queries | Bath |

e Cose_|

Cuskomers and Orders
Employees

Choose each table you want to include in your query via clicking on each one and
clicking on Add. Once you have finished choosing your tables, click on Close.

You should then obtain a screen similar to the one shown below in Figure 3.3

Figure 3.3 Query Design View

g2t Queryl : Select Query

*®
CustomerID

CornpanyMam
ConkactMName EmplowveeID

Customers and Orders

CustamerID

ContactTitle ;I OrderDate ;I
<]
Field:
Table:
Sork:
Shiaw; O ] [l [l ]

Crikeria:
ar:

|

In Query design view, once you have selected the tables to include in the query, you
then drag the table fields you want to include from the tables to the Field row in the
grid below. If you want all the fields in a table to be included, then double-click on the
table heading and all the table fields will become blue, you can then drag all fields at
once to the grid.
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Once you have dragged the fields you want into the grid, it should look similar to
what is illustrated in Figure 3.4.

Figure 3.4 Adding table fields to grid in Query Design View

gzt Queryl : Select Query

Customers and Orders
* -

OrderID =
CustomerID _I
Employeell

OrderDate

RequiredDate LI

1 oo
CustomerlD —

CompanyMam
ContactMame
ContactTitle ||

Figld: | CustomerID CompanyMame ContactMame ContackTitle OrderID CrderDate RequiredDate
Table! | Customers Cuskamners Cuskomners Customers Customers and Ordr [ Cuskomers and Ord | Cuskomers and Ords
Sart:
Shaw:
Criteria:
art

To view the data for the query you have created, click on View Datasheet View and
you should then see the query results. If the query results are what you want, then
save the query via File Save As.

Figure 3.5 Save as Query dialog box

Save As HE

Save Query 'Queryl’ To: O I
IQUEWI Cancel |

as

m

To save the query within the current database which is the default, give a name to
your query at that point. Click on File Close to close the query.

Forms

Forms in a database are used as an alternative to data entry in datasheet view of a
table. In a form, you can make data entry easier and show things that can’t be
displayed when entering data in table datasheet view. For example, you can display
staff photographs, company logos can be displayed and you can display information
from more than one table via the use of Forms and Subforms.

There are three types of Form views: Design View Form Viewand Datasheet View.
Design View is where you design your form; Form View displays each individual
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record, for example, information on each customer; Datasheet View displays all
records similar to that shown in Figure 2.5.

To create a form from the database window (Figure 2.1), click on the Forms tab and
click on New.

You are then given various options on which form you want to create using form
wizards. When creating the form, you usually specify which table/query contains the
data you want on the form via the dropdown arrow box. See Figure 4.1 for an
example.

Figure 4.1 Creating a new form

Mew Form I
Design Yiew
5 Farm Wizard
Lw AutoFarm: Columnar
=== AutoForm: Tabular

; AutaFarm: Datasheet
Crgate & It Form without AutoFarm: PivokTable
using & wizard. AutoFarm; PivabChart
Chart Wizard
PivokTable Wizard

Choose the table or query where CL=tomers j

the object's daka comes From:
Ik I Cancel |

In Figure 4.1, you are choosing to create a form based on the Customers table and
then click on Design Viewwhich will take you into design of the form. See Figure 4.2.

(Alternatively, you could choose the Form Wizard which would take you through the
process step by step.)

In Form Design View, there are 2 boxes available which you will need. One is the
Toolbox and the other is the Field List.

The toolbox is used to do many things on a form such as inserting images,
displaying photographs, placing command buttons on your form which can perform
various actions. A full description of the toolbox and each of the buttons is in
Appendix A. The Field list box displays the fields in the table on which the form is
based, in this example, the Customers table. You can drag fields from the field list
box onto the form detail section by clicking on each of them and placing them in the
detail section of the form. See Figure 4.3.

If the toolbox is not available, then go to the form menu and click on View Toolbox.
Similarly for the field list, you choose View Field List.
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Figure 4.2 Form Design View

“ File Edit Yiew Insert Formak Tools window Help Show Me

=R AR - A Y A= == ==

“Fu:urrn - - 'BIE|§§E|ﬁvév£vé .....
CompanyMame
ConkactMarme

l:' + Detail Esgtziﬂtle

Ezyion

BIES =

Az abl

[ & Field

List

OBk L E

Toolbox Detail Section

Figure 4.3 Form Design View with fields in detail section

B Forml : Form

D e I
] & Detail
. [ [ [ | |
N Custofner ID: | IE'-‘St':':'“E”D : : Postal Code: | PostalCode

I 1 I 1 1
1 [Cormpmy Marfe: | |Eu:um|:uan_l,lN arve Countn) | Country
- 1 1 1

\Contaget Mamg: | |Eu:untau:tName Phone:| Phone I I
e ' : : |
- || |Contact Title: ContactTitl
: ||:|na|: itle: ||:|na||: IEI | m‘ Fan
; | aings] T —
- BT
4 — I .I L L
| WL |F|eg|u:un

In a form, the detail section shown in Figure 4.3 is where you place most field

information. There are 2 other optional form sections, page header/footer and form
header/footer which are available via clicking on View on the main menu bar.
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Figure 4.4 Form View of Form

Access Menu Bar

- —

” File Edit Wiew Insert Format Records Tools Window Help Show Me

|- H SRy |sBR | - | 2@ 4 YE Y MR Bz 0
B MwIND gtabasze

E Forml : Form M=l E3

’—
Customer |D: LLFK) Postal Code: [12205
Carmpary Marne: |.t'-‘~|freds Futterkiste Courtry: |Eierrnan_l,l
Contact Mame: |Maria Anders Fhone: Iggg_gumgm
Contact Title: |SaIE$ Feprezentative Fau |D3EI-DIJ?E545
Address: |Dbere Sk &7
City: |Eerlin
Fiegion: |

Record: 14 4 || 1k |en|r] of 21 2

Record selector

To view the data in a form, you can view each record in Form View via clicking on
View Form View from the main Access menu bar. (See Figure 4.4). Form View
shows each record individually. To move onto the next record, use the record
selector. In the example in Figure 4.4, record 1 out of 91 customer records is
currently displayed. You can view all records in DataSheet View via View Datasheet
View.

A more advanced form is shown in Figure 4.5 from the Northwind sample database.
This is an example of a main form and 2 subforms which shows the orders made by
a customer and then details on each specific order.
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Figure 4.5 Advanced form showing Customer Orders information

“ File Edit %iew Insert Format Records Tools Window Help Show Me
|- " el 2e s o e®(slilYavy a % da- 0

g=NWIND : Database I [=] 3
B Customer Orders =] E3

Cormpany Mame |Alfreds Futterkiste | Country
Click an order...
Order 1D | Order Date | Required Date | Shipped Date =
i 25-Sep-95 23-Oct-95 03-Oct-95 j
| 10652 03-Mov-945 01-Dec-55 13-Mov-55
| 10702 13-Mov-95 25-Dec-85 21-Nov-95
10835 15-Feb-36 14-Mar-96 21-Feb-56 -
FIE o
..o see order details,
Product Name | Unit Price| Quantity | Discount | Extended Price
| ¥ | Spegesild §12.00 2 5% £18.00
| |Chartreuse verte §18.00 M 5% £283.50
— | |__|Rissle Sauerkraut §45.60 14 25% £513.00
. Record: | [ 1 e palpk]| of 9

Reports

Reports are used for presenting your data. To create a report, go to the database
window, (Fig. 2.1), and click on the Reports Tab and click on New and you will be
presented with the screenshot in Figure 5.1

Once again, you have the choice of using a wizard to assist you such as the report
wizard or creating a report yourself.

Figure 5.1 Creating a report

“ Eile Edit Wiew Insert Tools Window Help Show Me

[EEEIEFANEL RIS & ==E e
g NWIND : Database O] x|
Tahles I Queries | Forms B Reports | 72 Macros I 2 Modules |
Alphabetical List of Producks B Summary of Sales by Quarker Prewview |

Catalog B Summary of Sales by Year

Design |

Customer Labels

HNew Report
Emplovee Sales by Country
Irvaice _ Desian i
Products by Categary Lﬂ;ﬂ AutoRepart: Columnar
Sales by Categary = AutoReport: Tabular

. Chart Wizard
Sales by Category Subrepol Create a new repart withouk Lahel Wizard
using a wizard.
Sales by Year

Sales by Year Subreport

Sales Totals by Amount

Chaoose the kable or query where I j
the object's data comes from:

- - — |
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To create a report without using the wizard, click on Design Viewand then choose
the table or query which contains the data you want in the report as shown in Figure
5.2. Click OK and you will be presented with the screenshot in Figure 5.3.

Figure 5.2 Creating a report based on Customers table in Nwind database

Mew Report EH |

Diesign Wiew

— Report Wizard
M ] AutoReport: Columnar
= AutoReport: Tabular
; Chart Wizard
Crgate a new report without Label Wizard
using a wizard.

Choose the table or query where
the object's data comes Fram:

Custonmers

Of I Cancel |

In Figure 5.3, you see the report in design view. Similarly to form design view, you
have a field list to choose from, a toolbox and a detail section as well as page
header/footer and a report header/footer.

You can place a report header/footer and page header/footer via clicking on View
from the main menu bar. The page header section of a report is useful, for example,
if you wanted a company logo or today’s date to appear at the top of every page.
The report header could contain the main heading for your report.

The detail section of design view is where you place most of the data for the report.
You click on the fields you want from the field list and drag them to the detail section.
Figure 5.4 shows a report with fields in design view.

Before printing your report, it is useful to view it in Print Preview first via clicking on
View Print Preview. An example is shown in Figure 5.5.
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Figure 5.3 Design View of report

&, Microsoft Access - [Report] : Report]

Eile Edit | Wiew Insert Format Tools window Help Show Me

R-EESRY | 2e v v aeBRETalEND a3
"Report - o S H|§§E|ﬁv &v i" L
I R R R R R N R R R R - R - RO R -

]l # Page Header

/

/

/

Detail
Section

Figure 5.4 Report Design View with fields in detail section

CustomerID
CompanyMane
Contacthlame

Toolbox

Field List

Customer 1D ALFKI City: Betin
Company Hame  Alfreds Futterkiste Region
Contact Hame Maria Anders Postal Code 12209
Contact Title Sales Representative Country Gemmany
Address Obere Str. 57 Phone: 030-0074321
Fax: 030-0076545
Customer 1D AP ATR City: Mexico D F.
Cormpany Hame  Ana Trujillo Empareda Region
ComtactHame  Anas Trujilo Postal Code 05021
Contact Tite Craner Country Mexico
Address Auta. de la Conaituga  Phones (3)555-4729
Fax: (51555-3745
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Figure 5.5 Sample basic report in Print Preview

@, Microsoft Access - [Report] : Report]
Eile Edit Yiew Insert Format Tools Window Help Show Me

B-HERY imeay - |a®BRET GENNDa- |2
Repart - - Zllm r g|§§§|£' &. i' —

E|-|-1-|-2-|-3-|-4-|-5-|-s-|-?-|-3-|-9-|-1D-|-n-|-12-|-13-|-14-|-15-|
] & Page Header
||| ¢ Detail

B I
- [|[Customer I[| |CustomerID
- I

1 ||cempqmy-Name—{Companyhame
I [
Contagt Hamme  [Contactiame
I I
Contact Title] | [ContactTitle
I I

Addregs| [Adorass

J # Page Footer
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Grouping in Reports

In a report, you may often want to group a report by certain criteria, for example, to
show customers within each country as shown in the sample report in Figure 5.6. In
Figure 5.6, the grouping level is country and there is a group header for each
country. Within each country, the data is sorted in ascending ader of Company

Name.

Figure 5.6 Report showing grouping levels

Customers

Couatry  Compaay  Car Cowecr Cownct A dderr

Ciy Rp St Dlowe Bes

Argendng
Cxiotoml T Faism ™ Tamfige
Ociono Manl O “vorm M Tamfge

Fadopord FA'M TEpoGu TamFm

Cn3dHwded CFY Foad M Tambh

Foooundm FIOC Caop Fp Tamkb

Aaoon Owen KMAT: Silmim Tamfge

Tupadmo dd) HF FoolsT Scooanikn

Cmilo I3 Eimn
Ing. Gusiaso KMoncad  Bumn
Ay, el Ubwixie 30 Eumn

FJichypoom B Ciar
Gl 14 Talrh

Fus Jomph-Esm 3 B

Bouewad faou, 28 Chal

Brxld
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To create this report, you would place the customer fields in the detail section and
specify country as a group using the Sorting and Grouping menu. If creating a report
as shown earlier in report design view in Figure 5.3, you can get grouping from the
menu bar by clicking on View Sorting and Grouping and you will get the box shown

in Figure 5.7.
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In Figure 5.7, the grouping field specified is Country and within each country, the
data is sorted in ascending order of CompanyName. For each field in the Grouping
box, you also have various Group properties so for example, Country has the Group
Header property set to Yes.

Alternatively, you can also specify the fields you want to group by when using the
report wizard to create a report.

Figure 5.7 Sorting/Grouping in Report Design View.

Sorting and Grouping
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Closing a database and exiting Access

In the main database window Figure 2.1, choose File Close to close the database.
To exit Microsoft Access completely, choose File Exit.

Opening a database

Choose File Open to open a database, then browse to the directory where your
database is located and click on the database and then click on Open.

Backing up your database

To backup your database, you should use Windows Explorer or via My Computer.

Compacting/Repairing a database

Microsoft Access databases can get quite large in size especially if you have a lot of
photographs or images in your database in forms. Also, if you delete large amounts
of information from your database, then that space may not be recovered
automatically. To reduce the size of a database, first of all open the database and
then you go to Tools Database Utilities Compact and Repair Database. You should
do this on regular basis, at least once a month.

Sometimes a database can become corrupted which tends to happen most often if
you are low on filespace on the drive you are working on, for example, H:. Access
will usually inform you if the database is corrupted and give you the option to repair
it.
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Inserting photographs/images in your database

If you want to store images in your database, for example, a photo of each member
of staff, then the steps are:

Open the table (Employees table, for example) in design view
Create a new field named Photo and set the field type to OLE object.
Save the table as you have made a change to the table design.

Open the form which you have based on the table, in design view, and from the
field list box, select the Photo field and drag to the detail section of the form.

In form view, you then click on the Photo field and choose Insert Object and click
on the option Create from file and then browse to the location of the file which
contains the image via clicking on Browse.

Click on OK twice.

Use the record selector on the form to move onto the next record or member of
staff and repeat the process.

When inserting images or photographs from files, it is recommended to use (.JPEG)
or (.GIF) graphics as they do not tend to use as much space as (.BMP) files.

Data Access Pages

A Data Access page is a web page that is connected directly to the data in your
database. You can create Data Access pages that are stored as objects in your
database similar to form and report objects. You can create a Data Access page via
clicking on Pages and then New. Click on Design Viewand choose the Table/Query
which contains the data you want to display. Then click OK. A sample is shown in
Figure 6.2 where the data source is the Customers table in the Northwind sample
database.
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Figure 6.2 Creating a Data Access Page
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Once you have indicated the Data source for the Data Access Page, you will be
taken into Data Access Page design as shown in Figure 6.3.

Figure 6.3 Data Access Page Design View
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In Figure 6.3, you can drag the fields from the field list on the right-hand side to the
relevant section on the Data Access Page on the left hand side. You can drag all the
Customers table fields by dragging the Customers table title. You will then be
prompted with a layout wizard where you can choose different layouts as shown in
Figure 6.4. Click OK. The result of the default layout Columnar is shown in Figure
6.5.
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Figure 6.4 Layout wizard for Data Access Pages
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Figure 6.5 Data Access page

Microsoft Access - [Page3 : Data Access Page]

@ File Edit “ew Insert Format Tools Window Help Show Me

Marmal + | Tahoma - 10 B F U =

-l 2 & il o-o- ¢4 = [E]E

Customers

Header: Custamers =

Customer ID: I—
Compary Namel—
I'Cuntact Mame: I—
Contack Title: I—
fddress: I—
Ciby: |—
Region: I—
Postal Code: I—
Counkry: I—
Phone: I—

Fan: I—

Navigafion: Cu-stomers

M 4 Customers |0 of |2 POM b K B A 2] T T3

To Save the Data Access page, choose File Save As as shown in Figue 6.6. You
will then be asked to save the file as a HTML file as shown in Figure 6.7.
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Figure 6.6 Saving Data Access page
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Figure 6.7 Saving Data Access page as html file
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Click on Save in Figure 6.7. Then click on File Close and you should see the
Customers Data Access Page is now an object in the database as shown in Figure
6.8. There is also a corresponding htm file in the location you specified in Figure 6.7.
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Figure 6.8 Database Window containing the Customers Data Access Page
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If you choose to Open the Customers Data Access page in Figure 6.8, you should
see the first individual Customer record as shown in Figure 6.9.

Figure 6.9 Data Access Page containing Customer records
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More information on creating Data Access pages in Access can be found via Help
Microsoft Access Help, Contents and choose Data on the Web.

Favorites

You can copy any database object to a Favorites folder in the main Database
window which will create a shortcut to that database object. The example in Figure
6.10 shows a shortcut to the Employees form in the Favorites folder. This feature
could be useful if you have many database objects and want to easily find certain
objects quickly. If you delete the shortcut in favorites, this will not delete the original
object.

Figure 6.10 Favorites folder
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Macros and Modules in Access

As well as the five database objects introduced so far, there are two further database
objects: Macros and Modules.

Macros

Macros are used to carry out a series of actions. You can create a macro via clicking
on Macros and click on New. You then specify the action or series of actions you
wish the macro to perform. Each action has Action Arguments which you specify. An
example is shown in Figure 7.1. The simple macro shown in Figure 7.1 has one
action which opens the Customers form.

Figure 7.1 Example of a simple macro

Microsoft Access - [Macrol : Macio]
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To save a macro, choose File Save As and then give it a name as shown in Figure
7.2. Click on File Close to close the macro. The macro should then appear in the
main Database Window.
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Figure 7.2 Saving a macro
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Once you have created macros, you can run them directly from the main Database
Window as shown in Figure 7.3. To run the macro, click on the Run icon on the
toolbar. You can also run macros from within forms and reports via Command
Buttons for example.

Figure 7.3 Running a macro
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Modules are an alternative to macros and also can be used to perform various
actions automatically in response to a user’'s actions. Modules are written within
Access using Microsoft Visual Basic. You can write various functions in Modules
which can then be called from Forms and Reports.

Getting Help

You can get help within Microsoft Access 2003 via clicking on Help Microsoft Access
help which will bring up a menu to guide you through using Access and various tips.
Within Microsoft Access Help, you can click on three tabs: Contents, Answer Wizard
or Index. The sample database Northwind.MDB referred to in the screenshots
previously is available on the Cardiff University network via Help Sample Databases
and Northwind Sample Database.
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Appendix A: Toolbox

The toolbox is used in form or report design.

Select Objects

Label

Option Group
Option Button
Combo Box

Command button
Unbound Object

Page break
Subform/subreport

Rectangle

my

A

LR

Ax ab| <

MR

A

L

A

A

45 [

=

A

EN

A

Control Wizards
Text box

Toggle button
Check box

List box

Image

Bound Object Frame
Tab Control

Draw line

More controls
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