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Trademark and Copyright

Microsoft Word ® , Microsoft Excel ®, Microsoft Access ®, Microsoft Outlook ®, Microsoft PowerPoint
®, Microsoft Windows ® are trademarks or registered trademark of Microsoft Corporation. Adobe
Photoshop® and Acrobat® are trademarks or register trademarks of Adobe Corporation.

Limit of Liability/Disclaimer of Warranty:

The Publisher and Author make no representation or warranties with respect to the accuracy or
completeness of the contents of this work and specifically disclaim all warranties including without
limitations warranties of fitness for a particular purpose. The advice and strategies contained herein
may not be suitable for every situation. The fact that an organization is refereed to in this work as a
citation and/or potential source of further information does not mean that the authors or publisher
endorses the information that the organization or website may provide or recommendations it may
make. Readers should be aware that Internet websites listed in this work may have changed or
disappeared between when this work was written and when it is read.

Neither Comma Productions nor Author shall be liable for any loss of profit or any other commercial
damages including but not limited to special, incidental, consequential or other damages.
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OMicrosoft Office Specialist Certification

Microsoft*

oa.Office

What is the Microsoft Office
Specialist Certification?

The Microsoft Office Specialist certification
validates through the use of exams that
you have obtained specific skill sets within
the applicable Microsoft Office programs
and other Microsoft programs included in
the Microsoft Office Specialist Program.
The candidate can choose which exam(s)
they want to take according to which skills
they want to validate.

CertiPort is the premier provider for
validating technology skills.

The Microsoft Office Specialist tests are
offered at authorized testing centers.

For more information on the MOS exam
topics or to find a testing center near you
please contact: www.certiport.com

What is the Microsoft Office Specialist Certification Program?

The Microsoft Office Specialist (MOS) Certification Program enables candidates to show that they have something
exceptional to offer — proven expertise in Microsoft Office programs. Recognized by businesses and schools around the
world, millions of certifications have been obtained in over 100 different countries. The Microsoft Office Specialist
(MOS) Certification Program is the only Microsoft-approved certification program of its kind.

The Microsoft Office Specialist Certification Series

Core Certification: Pass any 1 test:
* Oﬁt‘ Word 2010 Core: Exam 77-881
ja.Jice Excel® 2010 Core: Exam 77-882

Specialist PowerPoint® 2010: Exam 77-883
Access® 2010: Exam 77-885
QOutlook® 2010: Exam 77-884

Expert Certification: Pass either test:
Word 2010 Expert: Exam 77-887
Excel® 2010 Expert: Exam 77-888

Master: Pass 3 required and 1 elective test:
Required

Word 2010 Expert: Exam 77-887
. Orrice Excel® 2010 Expert: Exam 77-888
Master PowerPoint® 2010: Exam 77-883
Elective

Access® 2010: Exam 77-885 or

Outlook® 2010: Exam 77-884
Please Note: Comma Productions, LLC. is independent from Microsoft Corporation, and not affiliated with Microsoft in any manner. While the
Complete Computer Guides may be used in assisting individuals to prepare for a Microsoft Office Specialist Certification exam, Microsoft, its

designated program administrator, and Comma Productions, LLC. do not warrant that use of these Complete Computer Guides will ensure
passing a Microsoft Office Specialist Certification exam.




O The Benefits of Certification

For More Information:
www.certiport.com

www.microsoft.com

Why Get Certified?

For employers, the certification provides skill-verification tools that not only help assess a person's skills in using
Microsoft Office programs but also the ability to quickly complete on-the-job tasks across multiple programs in the
Microsoft Office system. (http://www.microsoft.com/learning/en/us/certification/mos.aspx). Certification proves a certain
level of advanced competency with the programs in question. Employers don’t have to wonder if the skills stated on the
resume are honest and without exaggeration. This can lead to further employment opportunities and increased pay.

A person holding Microsoft Office Certification shows not just a level of skill, but an ability to quickly complete tasks, due
to familiarity with the program and it's many time-saving features. The hard work that goes into learning Microsoft Office
programs to the level of proficiency necessary for successful completion of the Certification Exams also indicates a
desire on behalf of the student to learn and succeed.

The Benefits: Earn More, Find Jobs Quicker

Research indicates that employees with Microsoft Certification earn more and find jobs quicker than those employees
without certification. Furthermore, employees with certification report a greater feeling of confidence. These things
translate into greater job satisfaction. (http://www.microsoft.com/learning/en/us/certification/mos.aspx)

Research also shows that individuals with certification make up to 12% more than those without certification. In addition,
82% of Microsoft Office Specialists report a salary increase after receiving certification. Managers like the skills proven
and the ability demonstrated by those with Microsoft Office Certifications.
http://www.certiport.com/Portal/desktopdefault.aspx?page=common/pagelibrary/mos2003.html




0 About Our Certification Program

A ——
Microsoft Aecass 2010

Books in this Series:
Beginning Guide to
Microsoft® Access 2010

Intermediate Guide to
Microsoft® Access 2010

Advanced Guide to
Microsoft® Access 2010

Microsoft Office Specialist (MOS) Certification for Access 2010

Overview: Our Microsoft Office Specialist certification program for Access 2010 covers all of the exam objectives for the
Access certification exam. Microsoft Office Specialist exam 77-85 for Access is an elective exam that demonstrates
expert knowledge of database programming and Microsoft Office automation. |t is not required for MOS certification.

Our Approach: In designing these Guides, we found that it made more sense to write the lessons based on the Ribbons
and Tasks. The beginning of each lesson provides an overview of the Ribbons and Tasks covered.

The Beginning Guide to Microsoft Access 2010 demonstrates the following Ribbons: Home, Create, Table Tools,
Form Layout Tools: Arrange and Format, Query Tools, and Report Layout Tools. The lesson activities focus on
basic database objects: Tables, Forms, Queries and Reports.

The Intermediate Guide to Microsoft Access 2010 demonstrates the following Ribbons: Table Tools, Form Design
Tools: Arrange and Format, Query Tools, Report Design Tools and the Macro Tools. The programming focuses on
representing one-to-many relationships: Form and Subform, Report and Subreport. The lessons show how to design for
Real Users that includes creating a Switchboard that opens when the database is launched.

The Advanced Guide to Microsoft Access 2010 begins with a discussion of how to design a database in Third Normal
Form to minimize repeat data and reduce errors. The programming focuses on using Key data to create relationships
between Tables. The projects include a Receipt Form that calculates the total amount owed and a Receipt Printout
formatted for a small Point of Sale (POS) printer.

Course Prerequisites: Students who enroll in the Microsoft Access 2010 program should have strong computer skills
including how to use an Internet browser and how to select commands from a menu. Students should know how to save
files and send attachments by email as well. In addition, students should have good skills with spreadsheets.
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Access Options, Pg 194
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2.3. Sort and Filter Records

Tables: Find Records, Pg 93
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Tables: Filter Records, Pg 95

2.4. Set Relationships

Table Relationships: The Primary Key, Pg 69

2.5. Import Data from a Single Data File
Import Data into a Table, Pg 85

3. Building Forms

3.1. Create Forms

Forms: Use the Forms Wizard, Pg 105
Forms: Use the Form Design Tools, Pg 134

3.2. Apply Form Design Options

Form Design: Apply a Theme, Pg 114

Form Design: Format the Header/Footer, Pg 138
Form Design: View Property Sheet, Pg 116

3.4. Apply Form Format Options
Form: Format Font, Pg 123




O Microsoft Access 2010 Study Guide
Microsoft Office Specialist (MOS): Exam 77-885 for Access 2010

4.1. Construct Queries
4.1.1. Create Select Query
Query: Create a Select Query, Pg 157

4.2. Manage Source Tables and Table Relationships
4.2.1. Use the Show Table command
Query: Use the Show Table Command, Pg 184

4.3. Manipulate Fields

Query Design: Add a Field, Pg 171

Query Design: Rearrange the Fields, Pg 169
Query Design: Remove a Field, Pg 172
Query Design: Show/Hide a Field, Pg 162
Query Design: Zoom into the Code, Pg 190

5. Designing Reports

5.1. Create Reports

Report Design: Use the Report Design Tools, Pg 249
Reports: Use the Report Wizard, Pg 210

5.2. Apply Report Design Options

Report Design: Apply a Theme, Pg 218

Report Design: Format the Header/Footer, Pg 219
Report Design: Insert a Logo, Pg 219

Report Design: Insert Page Numbers, Pg 222

5.3. Apply Report Arrange Options

Report Table Arrange: Move Cells, Pg 252

Report Table Arrange: Split Cells, Pg 253

Report Table Arrange: Use the Table Functions, Pg 250

5.6. Sort and Filter Records for Reporting.
Reports: Different Views, Pg 216

Reports: Filter, Pg 228

Reports: Find, Pg 225

Reports: Sort, Pg 227
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0 How To Use This Guide

Microsoft Office Specialist Certification Training

The Comma Method

Observation is a perceptual strategy that asks: why am |
doing this and which tools would be most effective? Each
lesson begins with a discussion of the purpose and the
objectives.

Lesson & : More Questions, More Queries
Craabe
1. Readings

Flesd Leszon € e Beginning Access
quite, page 178202

Project

Paramefer Quenes with caloulabed Farlds
from e customer and mose Tables

Orientation helps students start at the right place. The screen
shots in the Complete Compute Guides show the entire window as

well as a close up of the particular button or command. Downloads

E ".'!ICV_-:-:.'-:!--:- BPegni -.l_. [rir
Notation There are "breadcrumbs" above each screen
image. Like Hansel and Gretel, the breadcrumbs show the
pathway to a button or option. Our notation uses the

Menu Maps
Fromn the Create Ribbon

following convention: o ' 1
Ribbon->Group->Button->Options

o1 page 184

2. Practice Froen s Cuiiry Tools > Disign Ribbon
Do the Prachics Acihaly on page 203 2 Clusry a L page 14

1 page 187
3. Assessment

R o T Quason o0 pige 204

Menu Maps
The Comma Method recognizes that there is a difference in how
men and women navigate the menus. Men typically have the ability
to see the map first. This method of acquiring knowledge is called
Breadth-first. [1] Women tend to work with the details first. They
learn several commands, such as copy, cut, and paste, then they
put those concepts under the label, “edit.” This method of learning
is called Depth-first. Query Tools->Design
The Comma Method uses menu mapping to assist men and | ',j @
women to see both the Breadth and the Depth. An example of the @

Wiew  Run Select

menu map is can be seen here.
ke Table

Results

N AR

[1_1 Ford, Nigel, Sherry Chen, Matching/mismatching revisited: An Empirical
Study of Learning and Teaching Styles. British Journal of Educational
Technology v.32 no1 (Jan. 2001)

Query Type

Make Append Update Crosstab Delete

' D Union
e

i@ Pass-Through
. Data Definition

Show
Table



Excel 2010: Getting Started

Welcome!

7."’lre

One

Course Objectives
Students will be able to:

1. Log in to the online course

2. Navigate the outline and lessons
3. Take quizzes online

4. Submit assignments online

5. Participate in the Forums and Chat

© 2011 Comma Productions, LLC

Comma Training Page 11
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Y Welcome

This course presents a practical, hands-on
approach to computers. The lessons are based on
what you see on the screen, what you can do with
the options, and what works on the job. The goal is
to enable you to use Microsoft Windows and Office
2010 effectively, even creatively.

Use this Guide as part of your professional
development plan to prepare for the Microsoft
Business Certification exams, Microsoft Office
Specialist (MOS) or as a reference book to solve
problems as they come up.

This introduction provides information on;
* Navigation

* Practice

» Sample Documents

* Assessments

Comma Training Page 12
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Log into the course

This online course requires a User Name and
Password. You probably received an email with
your username and password when you
enrolled.

How to Login

Go to the website for your course.

1. Click on the (Login) link.

2. You will be prompted for your Username and
Password.

What If This Doesn't Work?
First, look at the keyboard and make sure the
Caps Lock is off (no light.) Passwords may

include both upper and lower case letters.

Second, check the spelling. Your user name may
not be exactly the same as your email address.

Third, you can click on the Live Chat and get
immediate assistance.

Memo to Self: It's OK if your computer does not
match exactly. The logon screen may show a
logo or it may be a different color.

Comma Training Page 13

My Course ->Login

Do v Beger Seeye Teehe @ N M D

BB -

e You are not logged in. (Login)

English (en) | ~ |

Courses bax on the lefi-handside of w student wobste Thes will take you 10 the

When you are ready 10 Begn, simply logn
n the wpper nght hand comes. Chick on Le

password. Once you are logged in, you ¢

MmN COUrse page

Questions If you have any quesSons, please contact us at
commapicommaprogect com at any bme We will answer student nquines
promptly Remember 10 ALWAYS nclude your full name when emadng about your

cournse

Course categories

19
oS0 13
Miscellanecus 2

2 Usemname gjizaheth

Login here using your username and password
(Cookies must be enabled in your browser) (3

s v

Password |

i Login i




The Topic Outline

When you log into your course, you should
see the Topic Outline. The Topic Outline is a
course syllabus: it lists your lessons, practice
and quizzes.

uary

Each Level has Lessons and Assessments.
The lesson links are short discussions that
demonstrate the options on a particular
Ribbon. The lessons links may also list the
page number where these pages can be
found in the print version of the computer
guides.

Many students prefer to read the lessons on
a second monitor or in print, rather than
switch from the lesson screens to Microsoft
Office to practice the options.

Memo to Self: It's OK if your computer does
not match exactly. The important part is
learning the steps. Please contact your
facilitator if you have any questions

Comma Training Page 14

My Course ->Topic Outline

ml“ s commmale com cune oo o - R f = O |

Boe - o e Semye Yoo @ N N D

Complete Guide to Microsoft Excel 2010

a » Complete Excel 2010 @ Sewcn

| mray o The Complete Guide to ki

Wk o ba Bne i rwnft § e ol Cotfie atimm Iraiming “Sa e o

et powr suastary of o ssfimave
o

L ) e

— .

O Level 1: Getting Started
Level 1 Checklist

Lessons

Beginning Excel

Getting Started (Beginning Excel, page 11)
Hellg, Excel (Beginning Excel, page 25)

Assessments

Quiz 1
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Lesson Links

When you click on a hyperlink to
read a lesson, a new window will
open.

What Do You See? On the left side
of each screen you should see the
white navigation arrows: Next,
Previous, and Home

What Else Do You See? When you
are done with a lesson, you can
close the browser window. Go to the
upper right corner of the lesson
window and click on the X to Exit.

The Topic Outline should be there,
the window was left open behind the
lesson screen.

Comma Training Page 15

My Course ->Topic Outline ->Lesson

Vape meiio

0 The Complete Guide to Microsoft® Excel 2010
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My Course ->Topic Outline -> Level Checklist

Level Checklists € |5 Ty e T XX Y kot ™ . -
Each Level has many lessons, RN SIS

sample files and practice sheets, Complete Guide to Microsoft Excel 2010

depending on which course you o G

are in. The Level Checklists
offer a complete list of the
lessons, download, practice and
quizzes.

=
4
3

o ¢ Compiety Eopl 3010 = Rawourtes = Leved F Chackint

eragatn ncel haid

Level 3 Checklist

Downloads

When you click on a link to a
Download, you will be prompted NOTE: You may read your lessons online or in the book.
to Open or Save this file.

Click on Save. 1. Readings

Browse to your Documents
folder. This will save a copy of
the file on your computer.

Read Lesson 5 in the Beginning Excel guide, page 103-138

Project

& sample spreadsheet that demonstrates the Chart Tools Design
Memo to Self: It's OK if your
Checklist does not match exactly.
Please contact your facilitator if
you have any questions

Downloads

Price List 97-2003.xls
Charts and Graphs 2010.x|=x
Maoney8.jpg

Moneyl5.jpg

2. Practice

Comma Training Page 16
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Take a Quiz Online

After you review the materials online or with
the Guides, you can log into the course online
and take a Quiz. This is an open book quiz.
You are allowed to look up the answers in
your notes, online, or in the computer Guides.

=
4
3

Review the Quiz Buttons
Submit: This button posts your answer for the
current question.

Save without submitting: This button saves
your answers. You can leave the quiz
and finish it later.

Save without submitting

Submit page: This button sends your
answers to all questions on the page.

Submit all and finish: Use this button to
finish the quiz and submit your quiz online.
When you Submit all and finish, you cannot
go back and print your answers. So, print first!

Submit all and finish

Comma Training Page 17

My Course -> Topic Outline -> Quiz

T

3 = B eiys Tk i A N D

Choose one @
answer.

Tip: Beginning Excel, page 85

Correct
Marks for this submission: 1/1.




Submit Your Work RGeS AR E
Most of our online courses ask you to upload a Complete Guide to Microsoft Excel 2010

document or a spreadsheet. Here are the steps you o (=)= ol
can take when you are ready to submit your work. BSs Shnvion Dk Rees £ Aot s RIVBAA SR e o e Avsgnert

E y
E My Course -> Topic Outline -> Upload a file

Review This: Upload a file
1. Go to the Topic Outline. .
Click on Beginning Excel Skill Test. gt o gt o S i

What Do You See? You will be taken to the Upload N

screen. The instructions should be available.

2. Click on Browse to select the file you want to i .
upload. Navigate to your file, then click Open. The Upload a file (Max size: 2MB)

path and file name will appear in the upload box.

3. Click Upload this file to submit your Skill Test
online. Your instructor will be notified automatically. Upload this file

3

Memo to Self: There may be a maximum size to
this assignment. Some examples, say your richly
illustrated PowerPoint slide shows, may be too
big. If so, please contact your instructor.

Comma Training Page 18
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Use the Forums

In an online class, a Forum is similar to
raising your hand and asking a question.
When you post a question to a Forum
anyone can reply with a suggestion or
comment. Some of the answers are very
creative and useful.

Your instructor may also post an
explanation or offer additional links.

Edit | Delete | Reply

Live Chats

Many instructors keep Office Hours. Chat
allows you to type questions online and
get an answer immediately from your
instructor when your instructor is in the
office.

Don't Explain and Don't Complain:
Please keep your posts professional and
on topic!

Comma Training Page 19

My Course ->Topic Outline -> Forums

=i
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Complete Guide to Microsoft Excel 2010 R e e

aa. Camplein Lanm 3343

0 The Complete Guide to Microsoft® Excel 2010

sy madnay o 18 mfars, T bl Ten s

The online instructor monitors several Forums s -

4 Mews forum

Frequently Asked Questions

4% Microsoft Office Certification
@ MOS Certification Study Guides



My Course -> Topic Outline -> Practice
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Practice _ Practice Activiti
This Guide offers additional reference ractice Aclivities
i i ifi i Lesson 62 Plctura the Data
mate”alsthand p[?(;ltlcehce_rtlflca_tlon teStZ' YkolllJ Before Tou Begin: Star Micros ol Escel 2010, You should see a new, Blank spreadshest
can use the multiple choice quizzes and ski o T o _—
teStS tO practlce |f yOU WISh. When you are 1 insert the phola Farm g (or a pholo foom yowr compuler] inda pour spreadshest
ready, please log into the course and do the 2. Apgiy Pickure Sirla 518 Edge s
assessments online | 4. Apply e arHSBE $ect Paint Brssh
b 4. Insart the phole Applebox 5 gl {or a phodo fnom pour compuier] ind jour speeadshest
5 Apply the Paciure EBsct Dissl Cifcle
The Microsoft certification tests are timed: 8. Apply e 30 Rotaton Ol e 1 Top
you have to perform the process steps very e e
quickly and efficiently in order to pass. ) 8 Crop 1o Shas win e Moo shase
That takes practice! WL A e Brightiess 1o be Dighiness +40% Coslras) «80%

11, Use Tw Change Pidune command and select Business 35 gif (or a phote froem your compuier]
ko your spraadshesl

More practice 12 Foemat ha pictuie Si2e 10 be 1.5 inches: by 1.5 inches

13 Apply a Dash border o T paciure

If you have a question about a document or B ————r

file you are working on you are always
welcome to email a copy of your work to your
instructor as an attachment.

Comma Training Page 20
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Microsoft Business Certification

The course prepares you to pass the Microsoft Office Specialist
(MOS) exams. This credential recognizes the business skills
needed to get the most out of Microsoft Office 2010.

Microsoft Certification Exams are available through authorized
testing centers. They are not included as part of the certification
training program in the same way that taking the Bar Exam is not
included with getting a degree in Law from a college or university.

More Information Online.

Certiport provides the official Microsoft certification tests.
You can download the Microsoft certification topics and study
guides. Here is their address: www.certiport.com

Please Note: Comma Productions, LLC. is independent from
Microsoft Corporation, and not affiliated with Microsoft in any
manner. While the Complete Computer Guides may be used in
assisting individuals to prepare for a Microsoft Business
Certification exam, Microsoft, its designated program
administrator, and Comma Productions, LLC. do not warrant that
use of these Complete Computer Guides will ensure passing a
Microsoft Business Certification exam.

Comma Training Page 21
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Can Microsoft Office 2010 Starter be B STt anr s msnm s YA 8T W
used for Microsoft Office certification P AW A K4 AR T e T
training? - [—
Yes and No. The Microsoft Excel 2010 Starter [y
software has all of the features required to practice Sk
and prepare for the Microsoft Excel 2010 CORE ST W
certification test. The Microsoft Word 2010 Starter i
software is missing several key features that are part R
of the Microsoft Office 2010 CORE certification i
) (- e e Bockl - Micmsstt Decel Sarter o B =

requrementS. | “ Harw bl Pagelayoed  Poemuin algod@n
Compare the MOS CORE certification topics - D G- ras ks mwwa| 8% E g TRV R
The Microsoft Word 2010 Starter: 1 M Ee a-A- R e ua T i e L LI S e
Word 2010 MOS CORE certification topics (PDF) { P " = - e — = a

| a ] c o E F & “ I B - cet Stacted
The Microsoft Excel 2010 Starter: l_. - L1 [ ooz
EXCEL 2010 MOS CORE certification topics (PDF) -t SR

a [ Hare
With the Office 2010 Starter evaluation: - ettty
Office 2010 Starter evaluation (PDF) 2
More information on Office Starter software: = ateremen
View an image of Word 2010 Starter 12 |
View an image of Excel 2010 Starter =

L3

ILt Bl | Learn How ¢

:E. b W | Sheetd - Sheatd - Shestd - Td s [F i

Fbaly 13 I e |
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Self-Assessment

Skill Level-Beginning Excel

Mastered

Needs Work

Required for my job

Select rows, columns, and cells

Edit text and numbers in a cell

AutoFill a series

Create a graph with the Chart Wizard

Add numbers with the AutoSum tool

Calculate a simple equation “by hand”

Sort data in a list

Print a spreadsheet

Beginning Excel is recommended if you selected “needs work” on three or more skills.

Skill Level-Intermediate Excel

Mastered

Needs Work

Required for my job

AutoFill data and formulas

Link Spreadsheets

Use Relative and Absolute cell references

Use conditional formatting

Create a drop down list

Use the auditing toolbar

Intermediate Excel is recommended if you selected “needs work” on three or more skills.

Skill Level-Advanced

Mastered

Needs Work

Required for my job

Create a Pivot Table for data analysis

Format, group and graph Pivot Tables

Use the What If tool

Use Goal Seeking

Import from Access or another database

Use HLOOKUP and VLOOKUP

Advanced Excel is recommended if you selected “needs work” on three or more skills.
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Using an eReader

Now you can download our Microsoft Office certification
training books to your eReader. In addition to being
available online as a webpage we have included the
materials , within the course as Adobe PDF files for
download to your computer, eReader or Tablet of choice!
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eReaders provide full color pages, zoom control, search,
bookmarking and other great features. You can prop the
eReader beside your mighty desktop or laptop computer as
you read the lessons and practice the steps.

This is a simple, easy to use process. Our books work
best on the iPad or other similarly sized tablets because of
the large format of the pages. When a PDF is accessed
online, such as in our courses, the iPad automatically offers
to put that PDF file into the iBooks app.

Any Kindle with a web browser should be able to download
the PDF to the Kindle, then open it with either a PDF app or
in the Kindle App. Another option with the Kindle is to
download the files to a desktop, email them to your Kindle
account, then send them to the Kindle.

Getting Started: eReader Books

How Do You Practice?

(V)
806 /0 | have the book beside my
computer so | can look at both.

1 670/0 | read the lessons online on

the the same computer | am working on,
switching between screens.

Which way do you prefer

for reading the lessons? If your course did not include books you
0 can buy them on Amazon.com if you wish
54. 1 /0 In print (books)

37 80/0 Online (web pages) a mazoncomi

8.1 (yo eReader/Tablet (PDF pages)




Access 2010: Getting Started

Hello, Microsoft Access B

Beginning Access Objectives y
In this lesson, you will learn how to: Bl P
1. Create a new, blank Access database. e ,
2. Use the Navigation Pane to find Access Objects. | 3 o '
3. Create and modify Tables: Add a Text Field. r A -
. . . . | Front Row Video
4. Modify the Fields and test the Data Validation. m% Cushotiers

~

Phone: (#10) 3!

LatName: Alle~

Addressy: MWL Gryl

Oey: MyTow

Front Row Video

Customers

Phone: (810) 555-8945|

Recond 16 4 3470 & m»

et LastName: Allen
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Lesson 2 : Hello, Microsoft Access!

4

:1 1. Readings

Read Lesson 2 in the Beginning Access
guide, page 25-50.

Project

Introduction to Access database objects.
Create and modify a customer Table.

Downloads
There are no downloads for this lesson.

2. Practice

Complete the Practice Activity on page 51.

3. Assessment
Review the Test questions on page 52.
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Table Tools->Fields

M o8+] [ED Date & Time [ Mame & Caption ;|
AB ]2 = .x
il == [ Yes/No "oy Default Value -
WView Text  Mumber Currency __ ; Delete = e ) Modify
- £ More Fields - o Field Size 255 Lookups
Wicaneg Add & Delete Properties

A2 A 53

Table Tools->Fields (continued)

% Name & Caption ] j‘r "|h| Data Type: |Text = | Required =1,
o . (il F
ﬁ Default Yalue — L% Format: Formatting * [ Unigque
= o ) Modify  Modify Memo . 0D — Walidation
i, rield Size | 255 Lookups Expression Settings $ % * | 6o 50 Indexed -
Properties Field Validation

Formatting

i

Menu Maps

From the Table Tools->Fields Ribbon.

1. Table Tools->Fields, page 36

2. Table Tools->Fields-> Add & Delete, page 37

3. Table Tools->Fields->Properties->Name and Caption, page 38
4. Table Tools ->Fields->Add & Delete->More Fields, page 43

5. Table Tools ->Fields->Add & Delete->Delete, page 45

6. Table Tools ->Fields->Field Validation->Required, page 46

From the Home Ribbon.
1. Home ->Records->Delete, page 40




@ Who Bought What?

Every business needs to record and track the goods and services that they provide.
It is a fundamental question:

Who (our customers)

Bought (receipt)

What (our products)

Many offices manage this information with Microsoft Excel Spreadsheets.
For example, here is a list of customers in Excel. The data includes the name and address.

.- —HiCRAE ' Our Business

Home Insert Page Layout Formulas Data Review .
In this course, we will use a simple business
¥ _ model: a movie rental store. There will be three

o - - = |gamu =
T AN SE= 8 =1'Wra  rental prices: new movies, yesterday's movies
e T e | e i | e and old movies.
Paste ﬁ]f u - | L - | &vév E == £EisE @MEFE
g linboard Font o Alignment This business model uses the date the movie
was released to calculate the rental price. It
Al v J= | CustomeriD also uses the date on the receipt to determine
A | = C O if the movie rental is overdue.
1 Cmtumeri[]ﬂ FullName | CityStateZip Address1
‘ 770 Elizabeth MyTown, MI48116- 555 Main Street
769 Aaron Zeek MyTown, MI48507- 123 Oak Street

768 Elizabeth Young  MyTown, MI 48504- 4206 Woodrow

767 Cathee Young MyTown, MI48504- 4206 Woodrow
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Say What, Now?

Most offices enter customer and product
information separately. There may be a
spreadsheet for the customers (who) and
another spreadsheet for the products
(what). In our sample business the
customers rent movies, so there will be a
list of movies.

uary

Who Bought What?
A receipt lists who bought what.
Question: how do you show that in Excel?

A spreadsheet can record one-to-one
relationships. Picture the receipt
spreadsheet. Each row would have one
answer in each column: receipt no, date,
customer, movie, price. So far, so good.

However one customer may get many
movies, say 3 or 5 titles. At some point you
need to document that many customers
bought many products on many days.

Databases do many-to-many relationships.

Keep going, please.
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Microsoft Excel 2010: Sample Customer and Movie Data

= -
A T eI 1 - T __—— . . .
BER - o el feman | Gia Aeiew e -0 - ot
:. ¢ o A A ] e o g Tea [Eow— h; B - T | Eﬁ #( _f.}
Sute B s - Oy A I it - s Condbional Posmat O 1aft Dwirip Formad Lokt b Find &
ol " ) " 1 * EEE irie -gdm-. . E - 4 Formating * a0 Tabls - Shylm - T " Pl Seied
brasd Ford . hgrement Pty s g
Al - | Mowie -
A [ € o E : G H [ -
1 [Mdorvie C=lwear - Rating - Gears = Stas
2 LT Houes | M) 2510 L} Crara Lot Franoo, Amiber Tamdym e Was L
3 |21 P St | J0LL) 21 L1 Agh  sanah HIl, Chaieing Tatem, i Culbs
CRE L F X1 Li CinFbly MG Goal030: LiAATL S41h Ropes, Anful Kk
3 A SEEaninion (2011 11 SOl ¥ arfd P M. Ll Fae, Sad i By
& | Abest a Boy (2033}
¥ Abgral SOMTIIL | 2002 l,l':'l.' | B C D
8 Absslule BEfins |
- pr——— Cmtomerl[lﬂ_ FullName | CityStateZip Addressl
10 Accidental Towrht (1

L1 Adapt st | 02| 2
12 Adwitlfordd ol Odkei

11 Adwerforei ol Pifoo

14 | adflictson | 1997]

13 Afer Durk, by Saee

770 Elizabeth
769 Aaron Zeek

MyTown, MI 48116- 555 Main Street
MyTown, MI 48507- 123 Oak Street

14 Ags of lnnsgaece |19
17 Agency |1980]

4 Agneu browne |19 4
19 Ar Arrasrica [ L9904

768 Elizabeth Young  MyTown, MI 48504- 4206 Woodrow

R Inien ot e ool 767 Cathee Young MyTown, M1 48504- 4206 Woodrow
: A | B C D
E 1 |Movie '!\"Ear - |Rating | = | Genre |~ | Stars
= 2 127 Hours (2010) 2010 R Drama
z 3 |21 Jump Street (2011) 2012 R Action

4 |50/50 (2011) 2011 R Comedy

5 |A Separation (2011) 2011 PG13 Drama

6 Abouta Boy (2002) 2002 PG13 Comedy

7 |About Schmidt (2002) 2002 R Satire

James Francao, £
lonah Hill, Char
Joseph Gordon-
Peyman Moadi,
Hugh Grant

Jack Nicholson



Microsoft Access 2010: Sample Database Table
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H [ 1 £ Frtpensd fara s Tesh etk
Access Objects: Tables e g i G | o i Than | G o
What is a database? All databases begin with = e D Blesmes S 8 s Fuees TR e D e
the Tables. Data entry forms, queries, and e e s e e B el :
reports just use the information in the Tables. | s s soes s
Tabdey & Tyusjomes - Laviksme - FirndtMan - deddiren] - .
— Qoocwss  smer 3765 Ballanger All Access Objects |
Table Views: Design and Datasheet R e TR T Tables 7
The Datasheet View looks like an Excel [ v e o =
spreadsheet. The Header Row at the top of 0wy SalMn  veles 4300 Sherdan b thiCustomers
the Datasheet has_ﬁlte_rs that you can use ’Eo S B e E toiGenre
Sort, Select and Find if you wish. The Design | s ¥ 2o Do _Jothmess___
View lets you create the Table by adding '.;':,,_ s 11 argersins | Dipabteh 435 Al Qardns EH tbiMovieRented
Fields and defining what kind of data these T e e -
Fields will store. The Fields can be Text, Mareih  oaris | e = tolMovieTitles
Numbers, Date/Time, Yes/No. If u:.r;rm- Reandon ;}I?hlrlr. z E tblRating
14 Railey Rryan 1114 Dilgen Fd .
Table Options: Unique Information = e e = toReceipt
Each Table has a unique collection of data. ] :*; Paggy 1087 uhe Hepestog T tbiRental
For example, tbICustomers has customer T Bsseroft Patry  Ad§] Esnbowlane —— -
names and addresses...it does not include P T T e T
any information about movies. thiIMovieTitles
lists products... no customer phone numbers.
Customer ~ | LastName ~ FirstMan - Addressl
Keep going... — e 1 Accardo Jlames 976 S Ballenger
| 2 Adams lames 9380 Crafton Dr
[ | 3 Alexander Lisa 2478 Marjorie Lane
| 4 Allen Beverly 914 Mckeighan
5 Allen Timothy | 3015 Grandblanc Rd
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Database Objects: Queries

Queries ask questions. Queries can lookup information
as well as manipulate the data in the Tables. For
example, a query can search for and modify the rental
price for all the old movies.
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Query Views: Design and Datasheet

The Design View helps you select the tables and
working with the data. For example, the query on this
page looks at the Movies table and counts the movies
by the Genre. The Datasheet View displays the
records in the Movie Table.

Query Options: Query Types

Select Queries look for records that match your
criteria. Say you wanted to find the movies released
before 1999.

Action Queries change or update the data.
The Action queries include:

Make Table

Append (Add new records)

Update (Modify the records)

Crosstab (Analyze the records)

Delete

Keep going...
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Microsoft Access 2010: Sample Database Query

I Torale Fitesud Data [ T D - a
55 B | =9 { ] ." - e el L g T = S rpesy e
- = L.T: = i -.'H ! :. e [ i rE » EI e
Vi - 1»: Agpaned Updats Crorisd Dairia " Culn Dot 1:: S D K Raturs 2 = h Bumsrban
e ot it e
Al hoowria Dbty | sty
( [ - a
— e All Access Objects |«
B8 w LATale ‘
A Caindsuiamty IIL TahIE'S *
M Coomerimaty e -
B catcmamane = Queries -3
[ QLTS TR il .
QAP - B MoviesCrosstabQ
:p" 0 il e e G A
B oticslauty @ CalculateSumSsg
e 1L
1 Uptitenntd @ CustomerMames(} 1
B omm | B =
Boports ¥ =
4 CustomerPhones
| O ?
T 2 RecentMoviessQ
Lhier ') &
Crilgra
" @ rptCustomerReceiptsQ
CountOfRating - Genre -
— 127 Drama| re————
51 Thriller
50 Family
41 Comedy

30 Romance



@ Microsoft Access 2010: Sample Database Form

= LB — -
Database Objects: Forms a

[ELEV] T i TaaH
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=L r [T e = - Hrw ﬁ £, Replace . x R e

Forms put a pretty face on the Tables. =% ,; e ray Lbeormny Eisnscra- | ibten #w«-—« St o
Whatever is typed into a Form is “,'_ Y dimmsprom e e Sy e
saved in the Table that goes with the P — Il R R R i e e e
Form. — : All Access Objects v | «

T cutzaen ’ Front Row Video Tables ”
Forms can prompt Users to enter all of & zam Customers - -
the necessary information. In this S : Sle= ¥
example the Customer Form includes B smtiaien hone:  [ISEITRDE « Forms S
a phone number Field, which is - Rt ) reene | 2] Customers
required. Forms can also include o T == '
Command Buttons that save the data, E Genre
cszlc?rzz ;r.me Form and return to the Home » B2 Movies

@ Receipt

Form Views: Form, Layout, Design — :
The Design View is a wonderful form B Receiptsusom
editor with rich tools. The Layout View Front Row| = switchboard
is a quick and efficient form editor.

There are three Ribbons in the Design
View: Design, Arrange and Format.

Customers

The Normal View shows the Form as P
a User would see it when they are >

entering data. Each Table may have a Phone: (810) 555_3945|
Form for data entry.
Keep going... LastMame: Allen
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Microsoft Access 2010: Sample Database Report

S ———— -
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Database Objects: Reports e e e
A Report can be anything you want to = ; Z 1 I T ‘Q e e prr T Atg
print. A Report can be a little 2" receipt Tl (e e syt T == i e
that is printed and handed to the A4 Access Otyects == 1 comene e ———
customer. A report can also sort and =5 - All Access Objects bt I
group all of the movies that are currently | = =] Current Rentals Tables "
rented. L el ::':..m - E -

. — e s e | QUIETIES ’
Report Views and Report Design Tools | & wowm 'ff“,* — f:'.’_'_’,‘ e Forms ¥
There are four Report Views: Report, Wamses i Fors 2001) Reports %
Print Preview, Layout and Design View. B S
The Report Desién Tools incISde: Loty 20081 Current Rentals
Design, Arrange, Format and Page Setup. r B o rptCustomerRentals
Keep going... rptMovieTitle

rptOverdueRentals

Current Rentals

Name Movie

Allen, Timothly
Lord of the Rings: The Fellowship of the Ring (2001)
Lord of the Rings: The Return of the King (2003)
Lord of the Rings: The Two Towers (2002)
Women in Film (20021)

Guest, Kevin
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Database Programming

Every aspect of the Tables, Forms, Queries
and Reports can be programmed to make it
easier to enter data and print the results.
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Command Buttons can be added to Forms
and Reports for quick steps (Save, Print, Add
a Record) or navigation.

Macros can automatically update Forms and
Reports. Access uses Embedded Macros
that are easy to program. Macros can pretty
much automate anything in Microsoft Access!

Visual Basic for Applications (VBA) is the
legacy code for Microsoft Office applications.

Keep going...
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Microsoft Access 2010: Sample Database Property Sheet

e

EPrTEm
L)

View  Waemin (5] sy v

gy Themei

Tabies

e

tormn

W Caioman

s
Qe

i U]

s | TP
T Aemcrgcas
Rrpumitn

ﬁ._] B Gk

Al kooens Dbty

e
[T T Sttt Tigh [T deTnsge Forman = ﬂ
Hings “-e] o | 2g 5
- — Al A =
S ST Y s T R A e o = s
e "' B J}Wrﬂ-“—f "’15',',.““;.'}'? c-:. :.\-‘_H-'"'"'l:---uﬂ'nlq'-'wd Paist
g eader Vaslm Toshy
= m [H {wﬂhﬂ-ﬁ'j Kyl Frvymaty ot "
P - - . - . . . . | Bibi10A brest: Lo B
I [ rerm Cuntomeriomba -
I|____.........._."_ - . : . e | et ] tn | et [ trm |
| wems || Front Rgw Videos Customer Receipt Hams Cuntommomts
1! { i 4 Cenbrel Sowmn Cunfioemeril:
mescptin: RegsipsiD :-:-:n..-. i
S ! vtk Ty
_f. 5 Dgbe G iale | | Datesale Disturhart Cagton
" | Tobgme Ol i
- = ESav— 31 ida
Curioms Prene | SCusiomesiD - Choma Mkl Ha
I Livd Fmsy 5
Ll Weth LM
. 1 ] s : : ' | ' T — el prre—
E !u—-u r:":: ::E:'
- | | MovieTrie TRy =] (. 1amm-
: Baik Sty Hisa
| Peovietmncedidl] MovieRenbedl :::";:'" o
L EEtegum R pRID ey P
-1 Wl i MervialDe L==c=iadio= =
|t TutaRemiat fat alaana pIDPE-ﬂ}f Sheet
B Selection type: Combo Box
CustomerCombo |Z|
|Furmat| Data | Event I Other | All |
- Mame CustomerCombo
- Control Source CustomerID
Format
Decimal Places Auto
Visible Yes
Datasheet Caption
Column Count 2
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Database Relationships

The Tables in a database can be linked by key data.
For example, a receipt includes key data on who
(tblCustomers) bought (tbIReceipt) what (tbIMovies).
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Beginning Access Teaches One-to-One

The beginning lessons show how to create and
modify Tables. One Table will be used for each
Form.

Intermediate Access Teaches One-to-Many

The intermediate lessons teaches how to capture
one-to-many relationships. In our little video store,
one customer may rent many movies. In Access,
one-to-many is captured with a Form and Subform.

Advanced Access Teaches Many-to-Many

In a good business, many customers would return
many times and rent many movies. The Advanced
Access lessons show how to create Search Forms
and how to analyze the data.

OK, that's enough for the introduction.
Let's get started with Microsoft Access 2010.
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Microsoft Access 2010: Sample Database Relationships

' T —
“ Feipiliad: Tirale Folesnal Data = TRl

4

N p— n £d
ﬂ'llﬂl-::.:n-m b 1l:-:c‘; ¥ caeratnesrap e
P
&1 koo Qhpecty T etipaaas | T, Relebiig
Tabiry
e
[T
Eiparn - — , Bmleen
w— 0 oW 2t
o -
[rrs—. 1
D e lids 1
r:
tblReceipt
¥ Re ceiptlD
CustomerID
MavielD
Datesale
[
Eaazy

[y

p

tblCustomers

% CustomerlD
LastMame
FirstMame
Addressl
Address2

= City

City.Value
State
Zip
Phone

thifovieRented

¥ MovieRentedID
ReceiptlD
CustomerlD
MovielD
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Create a New Database

When you start Microsoft Access 2010, you will be
greeted by the Backstage and prompted to select
a database.
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The options include Available Templates as well
as database templates online through Office.com

1. Try It: Create a New, Blank Database
Go to Available Templates.
Select Blank database.

Look for the File Name on the far right side of the
Backstage. It is not immediately obvious because
of the division in the screen.

Enter a File Name: FrontRowVideo Begin1
"Begin1" is for numbering the different versions as
we complete the lessons.

What Do You See? The new database will be
saved to your Documents folder. You can choose
a different folder if you wish. This Guide will refer
to the default location, the Documents folder.

Click Create. Keep going...
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Start -> All Programs ->Microsoft Office-> Microsoft Office Access 2010

3 Seve m Adobe FOP

3 Open

4] Levetl? Prontiow
&] Leves PromtBow
T] Levesss Fromthown

&) Loves?_Poamtiowy

Recest

Dws

Avsisnie Templates

Available Templates

ﬁ Home

1

Blank
database

X

Blank web
database

~
" @&
File Mame

FrontRowVideo Beginl

ChUsers\ eBeth\Documents',

2
1

Slank fatabate

[V
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Microsoft Office Access 2010

e

Hello, Access Database o el 4 -
All databases begin with the data. Data is R b 12 B9 DT b UL W B =
Virm  Tart Fsmbar Cumesg 4 - - Veldaian
saved in Tables. Microsoft Access 2010 - B - R [n— 2
opens a new, blank database with a 3 scers Diject = o | T
Table. ik O
Ju R
2. Try it: Review the Ribbons
The Access Ribbons, from left to right are:
File
Home
Create
External Data
Database Tools Table Tools m

Create External Data

The Table Tools, Fields and Table, are

e ——
Home

Database Tools Fields | Table

available. A new Table, Table1, is open. % B 12 ED Date & Time I-| & Name & Caption ,IE';F'J
What Do You See? On the left side of th '=: [ Yes/No ~ EDefault\Ialue s

at Do You see < Un (he lelt side of the Text Number Currency Delete | Modify
database is the Navigation Pane. The - @ More Fields - £~ Field Size Lookups |
Navigation Pane is showing All Access Views Add & Delete i Properties

Objects. Table1 is in the Tables. i

All Access Objects ~ | « || =3 Table
Keep going...

Tables ~ || *|

B Tablel

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.2. Configure the Navigation Pane
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Click to Add a Field
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Field.

3. Try it: Click to Add a Field
Go to Click to Add.
Select a Field Type: Text

What Do You See? The Field Types are:

Text

Number
Currency

Date & Time
Yes/No

Lookup & Relationship
Rich Text
Memo
Attachment
Hyperlink
Calculated Field

At the bottom of the list is Paste as Fields.

Keep going...
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A Table in Access looks like a spreadsheet in
Microsoft Excel. At the top there is a Header
Row with the labels. The first Column in this
Table is the ID, an Autonumber, which we will
discuss in a minute. You can Click to Add a

Click to Add

g5 T

- -

Covate

Fitens Duts Satanae Yookt

Exam 77-885: Microsoft Access 2010

2. Building Tables

Fuiay

2.2. Create and Modify Fields: Add a Text Field

ez pBERES &

g i) i) 0wentme ¥ name . - = =
AL AR B i L B — A
\\:- Tast M—HCM:‘MM. - o " ',‘. y " " 2 2 3 ; “.?'—
Ve 484 & Driete osattissy AN ERNE TSSO Sheseeel ,  JRSRNS met \  Seu IMELMRINIIANIN
AR Access Obyests v o 130 v
— » 0 - CkkiboAd -

| Tabdes : 1® (New) a8 Tent
It 12 e
o e
D Dote s tee
B e
B e & Restsning % Tablel
Ar B g
- ID - | Click to Add  ~
B itoween ‘
Cacutared s * ( NeW) Text
Pacre 0 Dty
Number
Crirranme
Lurrengy
Date & Time
Yes/No

Lookup & Relationship
Rich Text

Memo

Attachment

Hyperlink

Calculated Field

Paste as Fields

4




@ Table Tools->Fields->Add & Delete->Text
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" i e
Add the Text Fields e il s = T T—— .
4. Try it: Edit the New Text Field “‘* = 32 P A Feal B S
Select the Field Name: Field1 ol S  n o S S8 2 Sy ity 4
Go to Table Tools->Fields->Properties. A4 Accens Cbects =
Click on Name and Caption. i T m————
Edit the Name: FirstName I 1

Try This, Too: Add Another Text Field

There are several ways to add Fields to a Table.
The previous page used Click to Add. The next
Field will be added with the Table Tools.

Go to Table Tools->Fields.

Edit the Field Name: LastName

Go to Add & Delete->Text. ﬂil H 9o Table Took s | it

Home Create External Data Database Tools Fields Table
Thoughts to Consider: Should the Field names M AB l 2 Ey Date & Time % Name & Caption —
include spaces? It is usually better to skip the = —H7
in a Field name. When Microsoft Access| Salean "B\ Defautt Value
spaces ”j‘ a e > Wiew Text MNumber Currency . Delete [=|] Mod
finds a Field name with spaces, the database will - Fij Mare Fields ~ Field Size |255 Looki
alter the name with an underscore like this: Views | Add & Delete | Properties
Last_Name.
All Access Objects v | « || 5] Tablet
[search.. I ID - | FirstName - LastName
Tables Py 9*| (New)
4 Tablel

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.2. Create and Modify Fields: Modify the Field Description (Name and Caption)
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Add a Couple of Records
5. Try it: Add a New Record

Go to Row 2 and Tab to the second
column. Add the following:
FirstName: Alpha

LastName: Beta
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Try This, Too: Add Another Record
Enter the following in Row 3.
FirstName: Deeter

LastName: Poohbah

What Do You See? There should be a
pencil on the Record Selector as you are
entering data. When you go to the next
record, your data will be saved
automatically and the pencil will be gone.

Please keep going.
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Table Tools->Fields

e Carale Fitrsnnd Data [-= T R Futidi Tadaw =

M AB -Iz @ e B R #-l A s & Caphipe ' ﬁ O] Ceeiee on Eagaserd ...-
Tast m..b.ut'ur--u-ar"‘"-‘mu bt boody  Uoddy  Lhims . e

T Mg g = P e 19 iy Fipsadion dng- F % v W deird %
Virw i B Drivie Fispesn ¥ Fori  pitat i
A2 hoorns Dot R =
p—, o o FirtMame - | LantName - Cliok i dod
T, E 1 Alpha Bala
i T ’ 2 Deeter Pohten

* (M)

Home Create External Data Database Tools
3 Date & Time (% Name & Caption —
AB ]2 =i L
== [ Yes/No Eﬁ Default Value
Text Mumber Currency Delete E:ﬂ Mod
- E Mare Fields = Field Size 255 Lookt
Views | Add & Delete | Properties
All Access Objects v | <« || &5 Tablel
i | SEarCh.. e ID ~ | FirstName - | LastName -~
Tables 2 1 Alpha Beta
5 Tablet N 2 Deeter Poohbah
* (New)
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Delete a Record
You can use the Record Selector to
delete a record from a table.

6. Try it: Delete a Record

Select Record 1, the sample customer
named Alpha Beta.

The row will be highlighted blue, the same
as it would be in Microsoft Excel.

Go to Home ->Records->Delete.
Note: You can also click Delete on your
keyboard if you wish.

What Do You See? A database has only
one job: Save the data. A database is
supposed to keep the data. You will be
prompted to confirm whether you really
wanted to delete this record.

Click Yes. Record 1 will be permanently
deleted from this Table. Keep going.

Memo to Self: There is NO undo after
you click Yes to delete a record!
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Home ->Records->Delete

v nm

Frtrsnnd Data

] FHE
B

[ T o how  E e AL
_..Iim _r ) & '}}- T et gt = BE= =R X I
w e e e e s "™ naa. BN AV 3 EEE E -
Wiy iphrad = 3o b Pl Reigeds Pl 1o Fpemalt
A2 hoows Dt ] =
freee i 0 - FirpiMame - | LaotNams - |Olckicddd -
Takies . 1 Alpha Bet
Ju R 1 Deter Bomshiba
* M)
= Tablel
D ~ | FirstName ~ | LastName -~ Click to Add
| 1 Alpha Beta
2 Deeter Poohbah
* (New)
© N
s e
You are about to delete 1 record(s).
LE. If you dick Yes, you won't be able to unda this Delete operation.
= barurm Are you sure you want to delete these records?

Pataiuir Tenh Futii

6
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File ->Save
E T [ rpnahahen Vol Ootabent e 100 OO Weiresii Lecen 5T
Save the Table — :~ - rate m-»..‘na ‘:......: g Tanie . o 0
h’{, | & Cn 2 centng o s hew K e ﬁ Caleniace o et T = e
So far so good. You can add and delete — |y o 11 Orcenany ¥3amarces ﬂ.;w- D | 0 mane |
. . . . pa e J o Lot ~ . . .
data in this little Table. It is always agood .. ... e fs 2 ata e ) e el 7
idea to saves things that work. A3 Access Obpects o v
oA » 0 - FeptName - LntName - OkkfoAdd -
Tabdes | 2 Deeter Pochbah
O teser . (Nege

7. Try it: Save the Table

Go to File->Save.

You will be prompted by a Save As box.
Enter a Table Name: tblICustomers
Click OK.

The tab at the top of the Table1 should
say tbICustomers, now.

Memo to Self: One key to working with
databases is naming objects consistently.
The Tables, Forms, Queries and Reports
should be named according to the object
they use. For example, tbICustomers has
customer data, not movie data.

Table Mame:
thlCustomers

- -

~ | Click to Add

LastMame
Poohbah

FirstMame

2 Deeter
(New)

Exam 77-885: Microsoft Access 2010

2. Building Tables
2.1. Create tables: Save a Table
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@ Table Tools ->Fields->Add & Delete->Text

=
4
3

= . Conate Fiteonn Duta Sutatsce Yook Fusa Tane - °
Edlt the Table . &t' AB |2 [.:} o Dete & Seme * X vame & Coptron j‘l b Dote Trpe et . Feomed fir7g
This Table will be designed for customer o Tt i Coeny 2T T 0ot Ve ‘ - Dusem 2
information. The demographic data will 0 PO e RS e 1
include name, address and phone number. A3 Access Otyests w5 e
SN » L] = FintName - LetName -  Addresms] - Crty - State - Dp - Phone - CkkioAdd -
Tabies " 2 Deeter Poshban
1. Try it: Add More Text Fields S — [ —
Go to Table Tools ->Fields->Add & Delete

Click on Text.
Edit the Name: Address1.

Please add the following Text fields:
City

State

Zip

Keep going...

LastMame -~ | Addressl -
Poohbah

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.2. Create and Modify Fields: Add a Text Field
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@ Table Tools ->Fields->Add & Delete->More Fields

uary

Fields: Number or Text? D B & S . S ———— ‘N
When you add a Field for the customer's 'i‘_* M ,li o P T et vere b B i
phone number you may be temptedtoadda . D e R e Ak s 2
Number Field. Indeed, there are many A4 Access Obyects » o [ e :
Number Formats (Currency, Percent, e e e e e e e I S
Decimals). But, a phone number is really a T mcromr " Oty
Text Field: it uses punctuation to separate the -
Area Code from the number. For example: % AB ] 2 H [ED Date & Time ;J [ Name & Caption
(810) 555-1212, where (810) is the Area = ]_' Yes/Mo i, 1. Default Value
Code. Can a Text Field be formatted for Text MNumber Currency —— 5 Delete | . _
phone numbers? - ._;I More Fields = ¢ _; Field 5ize

Views Add & Basic Types e
2. Try it: Find More Fields ) ,
Go to Table Tools ->Fields->Add & Delete. All Access Objects T | Aa RichTegt
Go to More Fields. |5mrch... | Il Attachment asi
What Do You See? The list includes: ables 1%, Hyperiink pot
Basic Types E thlCustomers AR Memao
Number B
Date and Time ﬂi Lookup & Relationship
Yes/No Number
Quick Start

12 General

Try This, Too: Add the Phone Fields B B currengy
Go to Table Tools ->Fields->Add & Delete. =
Go to More Fields-->Quick Start-> Phone. 53 Eure
Keep going. 12  Fixed

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.2. Create and Modify Fields: Add a Phone Field
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More Fields: Phone Numbers
3. What Do You See? The Quick Start
added four new Fields for the customer's
phone:

Business Phone

Home Phone

Mobile Phone

Fax Number

uary

Design Consideration: What is the purpose
of collecting this data? In our Front Row
Video store, a clerk can use the phone
number to look up a customer. How many
phone numbers are needed? And, how many
numbers are your customers willing to share?

Keep going...

Table Tools ->Fields->Add & Delete->More Fields->Quick Start->Phone

14" R . c a——
Mome  Oeate  Bdtews Data Sutabase Yook Pt T =@
(w4 o Date & Teme X Name & Coptron R Dot Yype: Tt Fegurrd
& 3

& A 12 S - fx

» i vesms St Vehse Umagat
Vi Tt  Number Cumvency Cewte T ad

T More Pk I he e ) , ndeird .
e 489 B Driere Mopene S rmatteg Poeid o el e
Al Access Otjests oo ] e
oo r LastName - Addressl - City - State - Dp - Butiness PRone - Home Phone - Mobile Phone - Fax Nember - Cick fo Add
Tobh - Pochbak
T e antomer .
Jrecsa v <301 mo

Ressty

Fax Number -

Zip - | Business Phone ~ | Home Phone - | Mobile Phone -

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.2. Create and Modify Fields: Add a Phone Field
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Fields: Delete a Field

A database has only one job: keep the data.
Microsoft Access is very emphatic when you
delete something. So, you will see some in-
your-face screens when you delete a Field.

4. Try it: Delete A Field
Select a Field: Fax Number.

Go to Table Tools ->Fields->Add & Delete.

Click on Delete.

What Do You See? Access will prompt you
that deleting a Field is permanent: no Undo.

Click Yes to delete the Field.

Try This, Too: Delete Another Field
Select a Field: Business Phone

Go to Table Tools ->Fields->Add & Delete.

Click on Delete.
Click Yes to delete the Field.

Keep going...

Table Tools ->Fields->Add & Delete->Delete

Hame Creme Teval Cats Datataie

» I T3 Date & Teme J Home & Cagteon P Dela Type: Tedt Srgumed
R a8 12 & 3 g« fe BB rg
- i reate o Dtfas Vabge Uregue
View Tt Mumber Comency Detete Mo ¢ . m_— vanastcn
. T3 Mase P - 1 fve e 29 N x ¢ $ % 43 rdeved .
vem A44 5 Deiete Mooty Promattong Prrsd Vordanon
AB Access Opects
P— p + FintName - LastName - Adcdeessl - Oty - State -
™ u 2 Deeter Pooroeh
T wunisme . (New)

; N
TETER

L_’k Do you want to permanently delete the selected field(s) and all the data in the field(s)?

To permanently delete the field(s), dick Yes.

2
|Zip v|Bu5ines5Phnne ~ | Home Phone - | Mobile Phone v|FaxNumber -

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.2. Create and Modify Fields: Delete a Field
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Field Properties: Required
Validation means the the right data is in
the right place. In Front Row Video, the
customer's phone number is essential to
our business. You can use the Table
Tools to make a Field Required.

5. Try it: Review the Data Validation
Go to Table Tools ->Fields and review

the Field Validation. The options include:

Required
Unique
Indexed
Validation

Try This: Make a Field Required
Select a Field: Home Phone

Go to Table Tools ->Fields.

Go to Field Validation->Required.

What Do You See? Selecting Required
changes the Field Property. Microsoft
Access will prompt you to confirm, again.

Please click on Yes. Keep going...

Table Tools ->Fields->Field Validation->Required

Bt Civate Etomnut Data  Sutatane Took

v

4 q I 0ete & e * 2 Mame & Coption R Dwta Yype: Tedt 7 Peowers =

aby vy
k. AB lz - i vevns e R ",I , u .
View  Tet  Number Cumency Dt jodty Modty  Me b Vesdanroe
T Mare Pty et Sue Dabie g $ %+ ¥ bedeard -

L 284 & Ochute L - ] formuting i PRAS lliution
M Access Otyests MR O
Saaron. 2 o FiritName LatName Addrenl City State p Horme Phone Mobule Phone - Cick fo Add

Tabsers. B
o men . (New)
o

Existing data viclates the new setting for the ‘Required’ property for field 'HomePhone.'

i Do you want to keep testing with the new setting?

*To keep the new setting and continue testing, didk Yes.
*To revert to the old setting and continue testing, dick No.
*To stop testing, dick Cancel.

| [ concel |

Data Type: |Text | & Required l-l.-:',r
Format: Formatting * [ Unique

Validation
$ % | %o M | Indexed -

Formatting Field Validation

Home Phone - | Mobile Phone

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.2. Create and Modify Fields: Data Validation
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Table Tools ->Fields->Field Validation->Validation

=
4
3

Test the Field Validation T e r———— .

Adding Fields and changing the Table Field ?,f_'f,ﬂvw b - tien R & B N &

Properties changes everything in a database. . MRS BN S teen 4%, 8. | 0 8 et 6
AL Accea Otyects MR

So, does it work? The only way you can tell if | 2001 " e o— "oy

it worked is to try it. Pretend you are a User, T —

not the Programmer, and add some data.

6. Try it: Test the Field Validation
tblCustomers is still open.

Selectan ID: 2

Enter Address1: 123 Main Street
Enter the City: Brighton

Enter the State: MI

Enter the Zip: 48116

Enter the Home Phone: 8105551212,
So far, so good.

Keep going...

[Em

1D ~ | FirstMame - | LastName -~ | Addressl -~ Zip ~ |Home Phont -
2 Deeter Poohbah 123 Main Stree Brighton Mi 48116 8105551212]
* (New)

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.2. Create and Modify Fields: Data Validation

Comma Training Page 47



Table Tools ->Fields->Field Validation->Validation
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" L R ' 1 v
Test the Validation % D s e o "8
A . L) S PIPUEE o Doty i cEE RE e
7. Try This: Add an Incomplete Record. e el L e _mﬂ.;u- Faan| L sen e |-
This will be a test of what happens when a el R oy R e T ™= i (o= il g 7
User does NOT add a phone number. Ak access Otpects o =
on. ) 0 - . LaeN - - City . State - o = Home Phorw - Mobile Pher -
"::.,—':“ 2 Deeter POCADAN 123 Main Stree Brighton i 25116 105851212
Create a new record. Click on (New). R [ ————— o

Enter the First Name: Mary.
Enter the Last Name: Contrary.
Enter Address1: 24 Elm Street. 1
Enter the City: Pinckney - - n
Enter the State: MI et

Enter the Zip: 48169

Do NOT enter the Home Phone.

ii ‘You must enter a value in the 'thiCustomers. HomePhone' field.

Click the pencil on the Record Selector to [
Save the new customer information.

What Do You See? Microsoft Access will
prompt you to enter a value in the
HomePhone Field, the one that is Required.

Click OK.
Enter the Hone Phone: 7345551212.

Save the record. e

That's gOOd enough. [ = | FirstName - | LastName - | Addressl - City *| State - Zip = | Home Phon =
2 Deeter Poohbah 123 Main Stree Brighton Ml 43116 3105551212
F 3 Mary Contrary 24Elm Street  Pinckney Wl 43169
* (New)

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.2. Create and Modify Fields: Data Validation
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Data, Data, Data

The purpose of a database is to
keep the data. The database has only
one job: the data, the data, the data.

uary

If you delete any record, the database
will ask you to confirm. If you change
or modify a Table Field, you will be
prompted to save your changes.

Data Validation is one method worth
considering when you design Tables.

This is a good start to understanding
Tables. But, it is just the beginning.

&

Home ->Records->Delete

[

Civate Fotesns Dars Datanaie ookt Yooow =
k& Y A Ca 7 asemang e - e I o Satephcr o = - T
- 43 Comy 1l Desnang ¥ anances - Ml Wi D lpenng . - Gates
- ~ . " . . .
b J Porme 3 temeve ¢ Togw a3 Detete = Ewnee - o Sdea - BJU A - EBE B 9
Vit Lipbeard . FTUTY, R TRy, DR | ] PR L NPRORSSIS | SRS
Al Access Otyects v 30 e
SR » o - FirtName - LetName - Okckfoddd -
Tabdes 3 1 Alpha Beta
It 2 Deeter Pochban
- (New)

~ | Click to Add -~

LastMame

FirstMame -

1 Alpha Beta
2 Deeter Poohbah
(New)

Il

— Mlcmsnft Access

bhe <

] =
You are about to delete 1 record(s).

m LE‘ If you dick Yes, you won't be able to undo this Delete operation.

Are you sure you want to delete these records?

EYE’S![

o _|

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.2. Create and Modify Fields: Data Validation
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" kil e o
mome  Cieste  DtewaiDats Dutinase Teok Fuelds | Taae =@
w4 G Doecntme X Name & Caption P ] Owelpe et © W Meowees D
. AB lz : - |v’7' ~e T S ek ‘fl = " Umezsr J
Summary M = B e o3 Mere Purtay < R 0o P tae 29 . P M vy s
Viewn Wh(\v\ﬁtii
This lesson focused on creating and A3 Access Oty - o [
H A H wora ) o
modifying a simple customer table, — 24,
tblICustomers. In the next two lessons we R . (New)

will look at options for managing data.

Well, you done good.
You can get two cookies if you wish!

[Emmm

D = | FirstMame =~ | LastMame =~ | Addressl -
2 Deeter FPoohbah 123 Main Stree Brighton MI
* (Mew)

Racors ¥ Sof) » e | g fewn
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Practice Activities

Lesson 2: Hello, Microsoft Access
Try This: Do the following steps

uary

2. Add the following Text Fields. Do NOT include spaces.
Company

FirstName

LastName

Address

City

State

Zip

Phone

3. Add a new Record with the following information:
Computer Zone, Jennifer Whittly, 987 Pontiac Trail, Wixom, MI, 48939, 248-555-9854

4. Add these additional records:

1. Open a new blank database. Name the database Brown Bag Lunch EAN database, where EAN is your initials.

Company FirstName LastName Address City State Zip Phone

Bright Futures Academy Consuelo Justice 123 Grand River Ave  Novi Mi 48734 248-555-3913
Rhino Paper Printing Dwain Coffey 5575 Michigan Ave Novi MI 48734 313-555-6589
Travel Pal Stefan Alonzo 1237 Main Street Milford Ml 48380 810-555-9172
Pixel Butter Web Design Valerie Carter 3211 Eight Mile Road  Novi MI 48734 248-555-6878

5. Use Data Validation to mark the Phone Number field as Required

6. Add the following record to test the Data Validation: Pest People, Andrew, June, 1258 Grand River Ave, Milford, MI, 48380

7. Add the following phone number for Pest People: 248-555-6882
8. Delete the Record for Travel Pal.
9. Save the Table as tblICustomers. Close the Brown Bag Lunch EAN database, where EAN is your initials.
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Test Yourself

1. Which of the following is true about Access
databases? (Give all correct answers.)

A. Access databases save the information in
Tables

B. Data entry Forms, Queries, and Reports all
use the information stored in Tables

C. Databases record a one-to-many
relationship

Tip: Beginning Access, page 29, 34

2. Which are Field options?
(Give all correct answers.)

A. Text

B. Numbers

C. Date/ Time

D. Yes/ No

Tip: Beginning Access, page 29

3. Which of the following are Access database
Objects?

(Give all correct answers.)

A. Spreadsheet

B. Table

C. Reports

D. Queries

E. Forms

Tip: Beginning Access, page 29
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4. Which of the following is true about
Queries? (Give all correct answers.)

A. Select Queries show records that match the
criteria

B. Action Queries show records that match the
criteria

C. Select Queries change or update data

D. Action Queries change or update data

E. None of the above

Tip: Beginning Access, page 30

5. Each Table may have a Form for data entry.
A. True

B. False

Tip: Beginning Access, page 31

6. What is displayed in the Navigation Pane?
(Give all correct answers.)

A. All Access Objects

B. The last Access Objects created

C. Objects formatted with a particular Theme
D. Text formatted with a Heading Styles

Tip: Beginning Access, page 36

7. Which is true about Field Names?

A. lItis not possible to have a space in a Field Name
B. Access with change spaces to an underscore
(such as First_Name)

C. Access will remove any spaces (changing First
Name to FirstName) automatically

D. Access allows spaces and doesn't change them
Tip: Beginning Access, page 38

8. Which type of Field is a Phone Number Field?

A. Numerical field just for phone numbers, allows only
numbers and provides the dashes

B. A Text field that includes text (numbers) and
punctuation

C. A generic field with no special meaning

Tip: Beginning Access, page 43




Access 2010: Working with Data

Table Design

ralre

One

Beginning Access Objectives
In this lesson, you will learn how to: 0o

1. Use the Table Design View to edit Field Properties.
2. Edit the Field Properties and add a Default Value.

3. Add an Input Mask to a Text Field: format the
Phone Number to include placeholders.

4. Review the purpose of the Primary Key.
5. Rename the Primary Key.

© 2012 Comma Productions, LLC

Test
LaitName Tent
Addressl Test

General Lnnkupl

Field 5ize
Mew Values
Format
Caption
Indexed
Smart Tags
Text Align

=)
S Insert Rows

g“ Delete Rows

Long Integer
Increment

Yes (Mo Duplicates)

General

A S name can be up 33 64 charsctin keng,
g e Pren P fer heig on besd
s

7 B D

Create Data Rename/Delete

View Primary|Euilder Test Validation i Property | Indexes
- Key Rules ﬂ Modify Lookups Macros ~ Macro
Views Tools Show/Hide Field, Record & Table Events

g
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Lesson 3 : Table Design

4

1. Readings
Read Lesson 3 in the Beginning Access
guide, page 53-72.

Project
Create and modify the Customer Table by
adding new Fields in Design View.

Downloads

tbIMovies.xlsx
FrontRowVideo Begin3.accdb
Brown Bag Lunch ver3.accdb
Lunch1.qif

Lunch2.gif

Lunch3.gif

Lunch4.gif

2. Practice
Complete the Practice Activity on page 73.

3. Assessment
Review the Test questions on page 74.
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Table Tools-> Fields

M’ =) 4 Cut f %lﬂscending “Q Selection = i =i New Z Totals
il _—l] =3 Copy 2 | Descending V9 Advanced - & 2B save 7 spelling
Wiew Paste ; Filter } Refresh

- - F Format Painter 77 Remove Sort 7 Toggle Filter All* /X Delete = Ehﬂnre ~
Views Clipboard P Sort & Filter Records

1)
Table Tools-> Design

iEE2 S oy ZSInsertRows 2 ‘; = B
Wl =as = Delete Rows W - =
View Primary | Euilder Test WValidation ) Property | Indexes Create Data Rename/Delete

- Rules £l Modify Lookups Macros ~ Macro
| 9 | 3 | Tools Show/Hide Field, Record & Table Events

J J sy FIX

Menu Maps

From the Home Ribbon.
1. Home ->Views->View->Design View, page 57

From the Table Tools-> Design Ribbon.
2. Table Tools->Design, page 59
3. Design->Tools->Primary Key, page 68




Tables and Table Design

Everything in Microsoft Access has several Views. Each object (Table, Form, or Report) has a View that displays the object as
a User would see it. For Tables, this is the Datasheet View. For Forms, it is the Form View, and for Reports, it is Print Preview.

In the first lesson, we created a simple customer table in Datasheet View. We used the Table Tools to add Fields to the Table.

So far, so good. All objects in Access also have a Design View. The Design View is how a programmer sees the objects. For
Tables, Design View lets the programmer define what data will be saved in a Table and how the information will be formatted.

Microsoft Access 2010: Example of a Table

Al -o_ﬁ':

Home Create External Data Database Tools | Fields Table

% AB 12 £y Date & Time ﬁ—‘ % Name & Caption L*"\

== [ Yes/No "\ Default Value
View Text Number Currency _ Delete . . Mod
. &y More Fields ~ ;.. Field Size 255 Lookt

Views Add & Delete Propert'
All Access Objects v « |3 Tauel-
\Search.. e ID » | FirstName -~ A
Tables 2 , 1 Alpha

&3 Tablel d 2 Deeter

* (New)
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E r
Start -> All Programs ->Microsoft Office-> Microsoft Office Access 2010
Before You Begin e - wr'%“""": S ;-.w o e T
This lesson uses the database that was created in |~ L e Htieete T et %:w;::-v e gAY EEE G -

the previous lesson, FrontRowVideo Ver1.accdb. ... ...

5 Sae] B Pl Brpsedn Pt Tre Fpemaltng
You can continue with the database that you 4 hccwia Otyacts R

= FirntMame - LeiNams - hddrel - (= = $este - HomsPhone - Mcobils Phone -~ Tip - Ckckdpddd -
saved or download the sample database at the = N e T e N K O s
beginning of this lesson if you wish. T weatean | e Cown MBmee tedmey W s w109

Before You Begin: Open the Sample Database
Go to Start -> All Programs ->Microsoft Office.
Click on Microsoft Office Access 2010.

Access will prompt you to open a database.

If you have been following with these lessons you
can continue with the database you have been
programming. Otherwise, please open the sample:
FrontRowVideo Begin3.accdb.

What Do You See? This database has one Table,
tbICustomers.

Double-click tblICustomers. The Table will open in All Access Objects | <« || &5] tblCustomers
Datasheet View. There should be two records. |5fmm" | 0 D .| FirstName - | LastName -

Keep going... Tables 2 || b Deeter Poohbah
=1 tbiCustomers 3 Mary Contrary
* (New)

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Use Open
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Home ->Views->View->Design View

uary

Table: Datasheet View B -
So far, we have been working with the Table itf_:i LB Uhoemars Piamunces S e P s ‘,ﬁ - ate- ‘."'ITA_ it ".";_ o
in Datasheet View. The Datasheet View 3 - Jhmahen | fpheener Fionrme | e Xoum- Bies | D fes . 1
looks like a spreadsheet. Many of the Table fumie L2 23 s
options are similar to the ones in Microsoft (3] Pontratie v f’ S ———— Wf:: e el
ExceL “ A o ““;M Contrary M Em Street  Pinchney M 48169 TRASSSAXI2
There are two Table Tools in the Datasheet —
View: Fields and Table. There is another
Table Tool Ribbon in the Design View.
Home Create External Data Database Tools l Fields

1. Try it: Change the View

C

Faste
- ch-rmat Painter

Go to Home ->Views->View.
Select a View: Design View.

4 Cut

53 Copy

Keep going...

g

%l Ascending i;’ Selection ~

il Descending E.ﬁ.d\ranced =

PZL_..J-' Remove Sort W Toggle Filter

Sort & Filter

Filter

b
E Datasheet View " = E«

-

PivotTable View

oy
s

ﬂ PivotChart View
% Design View

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.1.1. Create tables in Design View
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E r

o::" Home ->Views->View->Design View

Hello, Design View! -2 sy Srrale --iﬂl—\:"ﬂ:mr:ﬁhr“‘;' I|":r.1\:.'\| - — — _,._j = i

:1 2. Try it: Review the Design Ribbon B> & SO O B & =8 @

The Design View displays the Table — e eoe o1 s, 14 et 2
Fields as a List. The list includes the Field | s s soee = o [ s

Name, Data Type, and Description. = | N e a— . 5

Firgt hmie Test
. . Juii R T——— :-ul E

There are eleven Data Types including: . - -

Text, Memo, Date/Time, Currency, s Tent | & Field Name Data Type
AutoNumber, Yes/No, OLE Object, Fim— e B* D AutoMNumber
Eyplc(erlin\l;\}_Att%chment, Calculated and the o - | FirstName Text

OooKup V¥izard. | LastName Text

The Design Tools are: __ Address1 Text

Views ~|City Text

Tools State Text
Show/Hide — e

Field, Records & Table Events ;;:;:'mm e —— Zip Text
Relationships et ~ |HomePhone Text

o e MobilePhone Text
What Else Do You See? - o
When you select a Field Name from the

. . —
list on the top, Access will show the Haome Create External Data Database Tools | Design

General Field Properties on the bottom i =
the little reference pane. %} .9& ] 3 Insert Rows Ll
e g =5 Delete Rows

g
¢

i

Keep going... View  Primary Euilder Test Validation _ Property Indexes = Create Data Rename/Deleta
- Key Rules @ Muodify Lookups Sheet Macros * Macro
Views Tools Show/Hide Field, Record & Table Events

Exam 77-885: Microsoft Access 2010
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One Table Tools->Design

Sovate Feteons Data Sotansie Voot

Field Properties

=
4
3

. ) . . ) gy waes B O o ay &
3. Try it: Review the Field Properties RS WL L8
. . - « A Wedty Loetunr - . 23
Select a Field: HomePhone. el T ettt e heot & i oty hestoningn

Look at the General Field Properties listed on | s coe o 0 s
the bottom of the Table. s ) B

T meCustomers Fusthame
What Do You See? The Design View has a —
robust set of Field Properties: =
Field Size i srea
Format Moniehone
Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required =
Allow Zero Length :,..k,““" =
Indexed et v -
Unicode Compression gi.i‘::w =
IME Mode e —
IME Sentence Mode — —
Smart Tags T
Text Align e ———

What Else Else You See? The HomePhone
is a Text Field. It is Required. Go on...

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.1.1. Create tables in Design View
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General |Logokup

Otgect
Cesensent

Field Size

Format

Input Mask
Caption

Default Value
‘Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode

Smart Tags
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Home Phone

Yes

Mo

Mo

Yes

Mo Control
Phrase Predict
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Edit the Field Properties

Many of the Field Properties are simple...

Table Tools->Design

e

Poopety Indesss  Covats Dats BarameOwiete  Asisoschips  Object
Sheet Magron - Maos

and they make sense. Say the Front Row . ol M |t R | ma—
Video store was located in Michigan. How | s cons o ] 3 e N I )
many customers are going to drive in from |t T T
Texas or California? e — R -
Asdress] Tast
Oty Test o
You can edit the Field Properties for the —~a Tas =
State Field so that it automatically fills in Hemeshene
"MI" by default. There are only two letters — -
in the abbreviation for the State. You can
make the Field Size smaller as well.
4. Try it: Edit the Field Properties General |Lookup
Select a Field: State Field Size 2
Ganersi Lockup Format
Edit the following Field Properties: — - Input Mask
Default Value: Ml E:::: Default Value “MI”
o e Validation Rule
What Do You See? Microsoft Access will E’mww : . Validation Text
add the quote marks ("MI") as needed. e e B Required No
——————— Allow Zero Length Yes
Keep going... Indexed No
Unicode Compression  Yes
IME Mode No Control
IME Sentence Mode None
Smart Tags

Exam 77-885: Microsoft Access 2010
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@ Table Tools->Design->Tools->Builder->Input Mask Wizard

uary

—
Field Properties: Input Mask ﬁ- e S :

An Input Mask helps Users fill in the right numbers. o i - 1 o o e LT, . AR .

For example, you can use an Input Mask to show the ooy wmpil oo I ey 5
places for the Area Code and phone number. There is | s s o : eatenee X
an Input Mask Wizard that walks through the steps .- S —— — .
to select a format and write the code. 3 murivme r‘;’,‘.’:,':,‘ =

5. Try it: Find the Input Mask Wizard Input Mask Wizard SRS

The HomePhone Field is selected.

Select a Property: Input Mask.

Click on the three-dot Builder that is now available
on the right side. This will launch the Wizard.

Which input mask matches how you want data to look?

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

To change the Input Mask list, did: the Edit List button.

Field Size 355 p: Input Mask: Data Look:
Format (Hl Phone Mumber ( 555-1212
Input Mask ™ Sodal Security Number 831-86-7180 7l
Zip Code 98052-6399 |
What Do You See? The Wizard has several EXtE'-'IS'DQ EEE,,
templates including Phone Number, Social Security | |Passwor
. . ’ . Long Time 1:12:00 PM 5
Number, Zip Code. Extension, Password, Time and 1
Dates. —Tr— Trylt [ __-
Try This, Too: Add an Input Mask
Select an Input Mask: Phone Number. — —
Click Next. Keep going... i [ Edit List ] [ Cancel ] Mext = ] [ Einish ]

Exam 77-885: Microsoft Access 2010
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Table Tools->Design->Tools->Builder->Input Mask Wizard

Input Mask: Placeholders = e e -

The Input Mask Wizard will prompt you to Q J I F o QL .,

select a Placeholder. Placeholders help i e T S D s U S 6
Users by offering something visual that A8 access Clpects o[ e—

reminds them how many characters they - S ——— — T —
need to enter. The default Placeholder is bosed

a dash. You can choose an asterisk or an

underline if you wish.

6. Try it: Select a Placeholder
Select a Placeholder: Underscore.
Click Next. Keep going...
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|

Do you want to change the input mask?

(-5

Input Mask Mame: Phone Mumber
Input Mask: 1(339) 000-0000

What placeholder character do you want the field to display?
Placeholders are replaced as you enter data into the field.

Placeholder character: |:B

Try It |{_‘,l -

[ cancel | [ <Back || Next> | [ gnsh |

Exam 77-885: Microsoft Access 2010

2. Building Tables
2.1.1. Create tables in Design View: Modify the Field Properties
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Table Tools->Design->Tools->Builder->Input Mask Wizard
Input Mask: Store the Data - e
:1 Now, the Wizard will ask if you would like to L ¥ F L Sy 3. &8 6B o=
save (store) the data in tbiCustomers with or i = s o PO |yt et O oy 7
without the symbols in the mask. A8 Access Cepecs o o[ e
e —.: )')‘:i ) — A.t-m[:‘::vm —
This is a challenging question that the B wtene | Laname b .
Computer Mama has struggled with in many Ho ' (et Wizar-
database designs. Saving the symbols makes -
the data look like phone numbers in - weenolll Liow do you want to store the data?

tblCustomers.
() With the symbols in the mask, like this:

However, symbols make it difficult to look up a
phone number because you have to type it
exactly, with the parentheses and all that.

(264) 3165-8517

i@ g'uﬂi'iﬂ"mut the symbols in the mask, like this:

4442315281

The default programming is to store the data
without the symbols.

7. Try it: Store the Data
Select the Default Option: Without the symbols.
Click Next. Keep going...

Exam 77-885: Microsoft Access 2010
2. Building Tables
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Table Tools->Design->Tools->Builder->Input Mask Wizard

Trerva Cuty Datadaie Tosn Coinpn
< = - ~
i ~ s

Input Mask Wizard: Finish — =
:1 8. Try it: Finish the Input Mask Wizard e oy 2 & = 8

nes

The Input Mask Wizard displays a fl =l e O oy oo e e
checkered flag on the final step. A8 ccens Cepects R
Soace ") Floks Name Duts Type
o ML AmoNumte
FirstName Text

Descrigtion

T nuntsme

Click Finish. The Wizard will close. | Lianane e .
Please turn the page to review the results. | gﬁ:““ Input Mask Wizard_

- That's all the information the wizard needs to
- create your input mask,

Gemed Losiug
P Suze

Foemat

Yoa vea
Capton

Defoatt Vobue
B
vandatran fest
Begures o
Abow Zev Length
rdrerd

Uncinde Compreiipn el
B W30 "
DAL Sarterce Mece

Smert Togn
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Review the Input Mask Code
The Wizard created the Input Mask code:

\(999") "000\-000;;

Save the Table

All programming needs to be tested. Right
now, the Customer Table is in Design View.
This is how a programmer sees the Table
Properties. When you are ready to test the
Table, you will need to Save your changes
and return to the Datasheet View.

Before You Leave: Save the Table

Go to File->Save.

9. Try it: Return to the Datasheet View
Go to Home ->Views->View.
Click on Datasheet View.

Keep going, there is one more step...
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swate Dats Farame Ovwte  Aranorihg:
Macros - o9

Data Type
AutoNumber

Test
Tent
Test
Tent
Test
Tont
Text
Taut

w Your

Fecord B Tabie Lverty

Home ->Views->View->Datasheet View

Mo

General |Lookup

Field Size

Format

Input Mask
Caption

Default Value
Yalidation Rule
YValidation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME 5entence Mode

Smart Tags

255

I'[999°7] "000%-0000:: |
Home Phone

Yes

Mo

Mo

Yes

Mo Control
Phrase Predict



Test the Input Mask

Try it: Test the Input Mask

Create a new record. Click on (New).
Enter the First Name: Timothy.

Enter the Last Name: Allen.

Enter Address1: 789 Second Street.

Enter the City: Ann Arbor

Enter the State: MI

Enter the Zip: 48103

Enter the Home Phone: 3135551212

uary

Click the pencil on the Record Selector to
Save the new customer information.

What Do You See? The Home Phone

Field displayed the Placeholders as the
numbers were typed.

That worked.

Home ->Views->View->Datasheet View

B
- hew X touh Ln._nm —— =

- Gate
o Selent ¢

—— Covate Futeonn Dara Satenre Yoot LEC Tuooe
K A r 2} sseenang € Setection g]
2 Cony 1l Oenmang T aovmnces - Wi P spenng
Vew P Paer Ratrein
- J Format Pt § temeve 3ot 7 Togpie foter | age X Deiene = [ naaee ¢
WViews Lipbeerd . Sod & Py
Al Acceys Ctpects )
T » .
Tabdes " 2 Doster Poohben 123 Main Stree Beighnon
T meCuntomens 3 Mary Contrary M4 B Strewt  Pinchney
’, & Timothy Alles 89 Second S2e Ane Arber
. (New)

ID -~ | FirstName ~ | LastMName
2 Deeter Poohbah 123 Main Stree Brighton
3 Mary Contrary 24 Elm Street  Pinckney
4 Timothy Allen 789 Second Str Ann Arbor
# | (New)
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Home ->Views->View->Datasheet View
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Wanted: Unique Records A (LA | e e s e g e .

In the previous lesson we created a new customer e S 2 o B e L T O :TA- — "a- Sep

named Alpha Beta. This customer had D nurmber 1. |5 1

During our practice, we deleted the customer named | s s coen B S r— |

Alpha Beta. O.0 ‘:‘.‘: .p L "‘ :‘l’:"" ' “":N"‘:“ E L‘::'.'“:""&rf"v’ . :ﬂ- - :»“- :u':::-v- Mobile Phor - Clck b

T meCuntomens 3 Mary Contrary 24 Bl Street  Pincney 45165 (73a4) 5551212

1. Try it: Enter the Customer, Again P M"W' — o

tblICustomers is open in Datasheet View. !

Create a new record. Click on (New).

Enter the First Name: Alpha.

Enter the Last Name: Beta.

Enter Address1: 123 Practice Street.

Enter the City: MyTown

Enter the State: MI

Enter the Zip: 48103

Enter the Home Phone: 8102313211

What Do You See? The new record has ID 5.

It did not get ID 1, again.

Why? —] tbiCustomers

Custe = | FirstMame - | LastMame -~ | Addressl - City » | State - | Zip = | Home Phone -

| 2 Deeter Poohbah 123 Main Stree Brighton MI 48116 (810) 555-1212
| 3 Mary Contrary 24 Elm Street  Pinckney Ll 48169 (734) 555-1212
| 4 Timothy Allen 789 Second St Ann Arbor MI 48103 (313) 555-1212
¥ 5 Alpha Beta 123 Practice St MyTown M1 48103  (810) 231-3211
*| [New) MI
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g::° Home ->Views->View->Design View
Look For Clues in the Design R - e =—= = N
: 2. Try it: Return to the Design View 0 ,_'1, 2 omuse ,;j,,!,,_ B W B =
Go to Home ->Views->View. i e AR =0, e A L. 2
Select a View: Design View. Maccomotmts - o] :
‘v::. .» ® o — au«omo:;'-m

Try This, Too: Find the Primary Key
Select a Field: ID

LatName Text
Addressl Test

Home Create External Data Database Tools | Design |
- . — ZeaInsert R V4 .
% ﬁ\v r = Insert Rows "f %
' s =" Delete Rows
Qi P i View Primary |Euilder Test Validation Property Indexes Create Data Rename/Delete
Th'IS is thg Prlmary Key. The Prlmaw Key - Key Rules @ Modify Lookups Sheet Macros - Macro
uniquely identifies each record. It is an

What Do You See? The ID Field is different
from the Text Fields we have been editing.

Integer, a Whole Number. Views | Tools | Show/Hide | Field, Record & Table Events
A Primary K ‘b . i All Access Objects ~ « || 1] tbiCustomers
The value entered for the Primary Key |50 2] Field Name Data Type
cannot be duplicated. Tables % 3 1D AutoNumber
£ tbiCustomers __|FirstName Text
| |LastName Text
| |Addressl Text
City Text
|| State Text
| |Zip Text
| |HomePhone Text
MobilePhone Text

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.1.1. Create tables in Design View
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The Primary Key

Some organizations use a special numbering
system. For example, many medical databases
use the Social Security number to identify their
patients. Each of us has our own unique, social
security number. However, there are identity and
security concerns about using SS numbers.

In Microsoft Access the Primary Key should be
an AutoNumber. As you add new records,
Access will use the next number automatically.

Databases crunch numbers quickly. If the
Primary Key is text, such as a social security
number, then each character must be evaluated
by the database one at a time. This process is
slow.

3. Try it: Review the Field Properties
tbICustomers is still open in Design View.
The Table Tools are available.

Select the first Field: ID

What Do You See? The ID Field is indentified
with a Key. It is Indexed (No duplicates.) It is
also an AutoNumber. Keep going, please.

Table Tools->Design->Tools->Primary Key

@
- ot Owate  Btewa Data  Sutatase Tooh Orsgn =&
D> & ;ZC Op ® 2 =
».o- ﬁ:’.' Tee ;;-'a‘nm ~; odly lootups h'::’; e Cv‘::;:‘ld'n lvm&vﬂl Aranaringt 5 Otgpect - 3
Viewy Ty Aew Mde Faedd Bevond & Tabde Lverty Fetotsrvihgy
Al Access Copects RER B,
— Y Freld Nara Data Type Description
- - L) AutoNumber
e | Fusthame Test
LntName Text
| Addressl Test
| oty Taxt
: State Test
% Tt
HomePhone Tt
! Motdledhone Teat
i
\
tblCustomers
=== 3
| v Field Name Data Type
— D AutoNumber
| | Smont Tage . %
—— Firsthame Text B
LastName Text
Addressl Text
Wu-u-mo—n's--;o Cit‘!l" TExt LA
State Text
Zip Text
HomePhone Text
MobilePhone Text

Exam 77-885: Microsoft Access 2010
2. Building Tables
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Table Tools->Design->Tools->Primary Key

. . F|Ie Home Create External Data Database Tools Design
Primary Key Properties |

=
4
3

The definition of a Primary Key can be ~+a Insert Rows @ =/7 =
seen in the Field Properties at the bottom o 23X Delete Rows E =/ J
of the Table Design window. View anary Builder Test Valldatlon Property Indexes Create Data Rer e
K Rules = Modify Lookups  ~ Sheet Macros~ e -
4. Try it: Review the Field Properties Views Tools Show/Hide Field
Field Size: Long Integer, a whole number* -
for Counting_ All Access Objects i K E tbiCustomers
New Values: Increment Field Name
Index: Yes (No Duplicates) == L D
Tables A |—
So, when a record is deleted from the =3 tblCustomers FirstName
Table, it is deleted permanently by design |LastName
and by default in an Access database. Address1
The ID number is deleted as well. It | City
cannot be reassigned to another customer —
or product. | |State
Zip

Keep going... Momabhono
* The Computer Mama sez: Last time we G,enm,' Lookup
looked, we only had whole customers, Field Size Long integer
although some may be half crazy. Others New Values Increment
may be totally crazy. Fotmt

Caption

Indexed Yes (No Duplicates)

Smart Tags

Text Align General

Exam 77-885: Microsoft Access 2010
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E Table Tools->Design->Tools->Primary Key

Rename the Primary Key N U P oF B S .
The Primary Key creates unique numbers [; ,,i, 2 ,...:.J'... # Dette o ,;if__ s R
that are indexed (no duplicates). The N A Mot B R 1 S v 5
Primary Key should have a unique name. | s s coes o
By default, Microsoft Access just enters |7 e — —— C
"ID" for the Field Name. We can do better. | = s oy s
City Text
5. Try it: Rename the Primary Key e T
Select the Field: ID nemeonzoe Tost
Edit the Field Name: CustomerID — -

Try this, Too: Save the Table
Go to File->Save.

Done and done. Keep going...

Field Mame Data Type
Memo to Self: Naming should conform to ¥ CustomerlD AutoNumber
rules. The Primary Key Field Name FirstMame Text
should match the type of content the I|tt|§ o | ens LastName Text
Table stores. For example, CustomerlD is > o a4 L Y —
the Primary Key for the customer Table, e o . |Addressl Text
tblICustomers. ; | City Text
| State Text
_|Zip Text
~ |HomePhone Text
MobilePhone Text

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.4.1. Set Relationships: Define Primary Keys
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Take —
O,,o g - Eetens Dara Satunrie Yeshi Furai |.w~
r _ K Die Tt gam Im A e
Summary: Table Design ) g == = A
: This discussion introduced the Table A4 access Obyects o |2 e——
Design View. We modified the Field = B e ecthan iMantweten  Aa e pmsseias
Properties to fit the data and the user's T mutomen R N ———
needs. The Default Value for the State 7 sapm beta ibrcticest MyTown M 48103 (3.0
simplifies data entry and the Input Mask iy ot =
for the Phone field fills in the punctuation.
The introduction of the Primary Key is the
most important concept in this lesson. All
databases use the Primary Key to keep
track of unique values.
Allez Allez in free. You done good.
You get the cookie.
All Access Objects v <« || _] tbiCustomers
|_ffm._-n,, |p Custt - | FirstName - | LastMame - | Addressl -

. _ Tables

AN : ’ 1 tbiCustomers
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2 Deeter Poohbah 123 Main Stree

3 Mary Contrary 24 Elm Street

4 Timothy Allen 789 Second Stn

5 Alpha Beta 123 Practice 5t
(New)



Try This: Do the following steps

uary

Practice Activities

Lesson 3: Table Design

1. Open the Brown Bag Lunch database you have been programming.

1. Go to All Access Objects->Tables.
2. Open tblICustomers in Design View.
3. Apply an Input Mask to the Phone Field.

Use the phone number input mask, with asterisks (*) for the placeholder. Also store the data without symbols.

Or you may download the sample database Brown Bag Lunch ver3.accdb online.

4. Set a default value for the State column. Enter Ml for the default value.
5. Rename the Primary Key as CustomeriD.

6. Save tblCustomers.

7. Return to the Datasheet View and add the following customer data to the Table.
Check that the Input Mask and Default Value work.

Company FirstName | LastName | Address City State | Zip Phone

Buzz Luv Marketing Daryl McGuire | 4456 Wixom Road Wixom | M | 48303 [B10-555-4793
Wire Spin Network Solutions | Selena Sullivan 5575 Novi Road Novi Mi 48374 517-555-5486
Moon Labs Gaming Chester Morrison | 8945 W. Twelve Mile Road | Novi | MI | 48374 [248-555-7511

8. Close the Brown Bag Lunch database.
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Test Yourself

1. Which are Table Views?
(Give all correct answers)

A. PivotTable View

B. Datasheet View

C. Design View

D. Normal View

Tip: Beginning Access, page 58

2. Which are available Input Masks?
(Give all correct answers.)

A. Phone

B. Social Security Number

C. Zip Code

D. Extension

E. Password

F. Time

G. Dates

Tip: Beginning Access, page 61

3. What does clicking the pencil icon on a
Record do?

A. Opens the Record for editing

B. Saves the Record

C. Selects the Record

Tip: Beginning Access, page 66
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4. Which is true about the Primary Key?
(Give all correct answers.)

A. Uniquely identifies each record

B. It is an Integer, a whole number

C. It cannot be empty or null

D. The value entered for the Primary Key
cannot be duplicated

Tip: Beginning Access, page 68

5. When a Record is deleted from Access,
the ID number is also permanently deleted
and can never be reassigned.

A. True

B. False

Tip: Beginning Access, page 70




Take
Two

Beginning Access Objectives
In this lesson, you will learn how to:

1. Import a Microsoft Excel spreadsheet into a new
Table in an Access database.

2. Use the Design View to edit the Field Properties.
3. Sort and Filter Records in Access.

© 2012 Comma Productions, LLC

Access 2010: Working with Data

More Data, More Tables

e

% &

. L =
Pl € £ ; .
f - -

=

=
—HEInsert Rows

Fl
= Delete Rows |:—|

; =8 =
7 | S =

5 Lt ' . i -

A “U:;;“v”‘:,— (m;.” ‘J.ITEW !Pr:{r::rF!E.ul.l-l Test‘uRfaulllé:Isatlon @Mndif}r Lookups Prsohp:air;cy In.dexes (:.;;:1;;[:3'1:3 Renahr?:éfﬂlel

PIRBTLD “an® , E - e iews Tools Show/Hide Field, Record & Table Eve

Ty m‘ All Access Objects + «|| 2 toiMovies |
v S ' [Search. o Field Name Data Type
ol N Tables 7 #» MovielD AutoNumber
M j thlCustomers Movie Text
: Year Mumber

T tbiMavies Rating Text
Genre Text
Stars Text
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Lesson 4 : More Data, More Tables

4

1. Readings
Read Lesson 4 in the Beginning Access
guide, page 75-99.

Project
Import an Excel spreadsheet into Microsoft
Access. Create and modify a product table.

Downloads
FrontRowVideo Begin4.accdb.
tbIMovies.xlIsx.

Brown Bag Lunch ver4.accdb
Brown Bag Products.xlsx

2. Practice
Complete Practice Activity on page 100.

3. Assessment
Review the Test questions on page 100.
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The External Data Ribbon

:‘;‘j wuj @ el | Text File

57 S S0 S3 3

£X #®4 XML File
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF
Imports  Manager Database a;ﬂ More ™ | Eyports File File  orXPs
Import & Link [ Export
1)

The Home Ribbon (continued)

M =E % Cut Y 4| ascending "7 Selection - = New X Totals

==m _—l] 23 Copy Z | Descending ¥ Advanced - = B save & Spelling

Wiew Paste Filter Refresh

- # Format Painter 37 Remove Sort 7 Toggle Filter Al X Delete = EMnre "
Records

Views liJ Clipboard | iJ
Menu Maps

From the External Data Ribbon.
1. External Data ->Import & Link->Excel, page 85

Sort & Filter 1J iJ | iJ

From the Home Ribbon.

2. Home ->Find ->Find, page 93

3. Home ->Sort & Filter-> Descending, page 94
4. Home ->Sort & Filter-> Filter, page 95

5. Home ->Sort & Filter-> Selection, page 96

6. Home ->Views->View->Design View, page 97




Top: Microsoft Excel, Bottom: Microsoft Access

About a Boy (2002)

All Access Objects

w

44

|5£arm..

|2

Tables
:E tblCustomers

EH tbiMovies
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MovielD - Movie
1 127 Hours (2010}
2 21 Jump Street (2011}
3 50/50 (2011)
4 A Separation (2011)
5 About a Boy (2002)
6 About Schmidt (2002)
7 Absolute Beginners (1986)

A B c D
1 |Movie lear ~ |Rating | ~ |Genre |~
2 127 Hours (2010) 2010 R Drama
3 21 Jump Street (2011) 2012 R Action
4 50/50(2011) 2011 R Comedy
5 |A Separation (2011) 2011 PG13 Drama
6 2002 PG13

Comedy

Year -

2010

2012
2011
2011
2002
2002
1986

The information that we need for the Front Row Video database is in Microsoft Excel. It is a spreadsheet with
hundreds of movie titles. The information includes the name of the movie, the year the movie was released, and
even the rating. Question: how do we get the data from here to there? The answer is rather easy: there is a Wizard
that will guide you through the process of selecting and importing the spreadsheet data into a new Microsoft Access
table.

Stars
James Franco, £
Jonah Hill, Char
Joseph Gordon-
Peyman Moadi,
Hugh Grant
Jack Nicholsor;
ii Davicd




Before You Begin

We will begin by reviewing the
information in the Microsoft Excel
spreadsheet. It is useful to see the
original data so that you can compare it
with the data after it is imported into a
Microsoft Access table.

=
4
3

1. Try it: Download the Sample File
Go online to this course.

Go to the Downloads.

Find the sample file: tbIMovies.xlsx.

Right click the sample spreadsheet.
Select: Save (not Open!)

Browse to your Documents Folder
Save, Save, Save!

Keep going...
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1. Readings

Read Lesson 4 in the Beginning Access
guide, page 75-99.

mla] Project
[ Import an Excel spreadsheet into Microsoft
Access. Create and modify a product table.

Downloads
FrontRowVideo Begin4.accdb.
tbIMovies xIsx.

2. Practice
There is no Practice Activity for this le g

3. Assessment
Review the Test questions on pagef g



Microsoft Excel 2010

G b
Review the Product Data
2. Try it: Review the Product Data -
Go to the Documents folder.
Open the spreadsheet: tbiMovies.xlIsx.

Cantn it} AN "mg »

uary

5 g Tea

oA EER EE e s oo -

Lhgrmert

What Do You See? This spreadsheet has
the product data. It is a list of movies that is
sorted alphabetically on Column A, the name
of the movie. The first Row is the Header
Row. The labels are Bold and each one has a
Filter.

Miictson (1997)

13 After Durk, My Sweet {1990)
18 Age cf isnccence (1991)

17 Agency (1980}

18 Agres Browne (1979

Keep going...

A | B c
1 |Movie '!\'Ear - |Rating |~
2 127 Hours (2010) 2010 R
3 |21 Jump Street (2011) 2012 R
4 |50/50 (2011) 2011 R
5 |ASeparation (2011) 2011 PE13
6  Abouta Boy (2002) 2002 PG13
7 |About Schmidt (2002} 2002 R
8 Absolute Beginners (1986) 1986 MR
9 |Absolute Power (1997) 1957 R
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Genre |~
Drama
Action
Comedy
Drama
Comedy
Satire

Rock Musi David Bowie

Thriller

Stars
James Franco, £
Jonah Hill, Char
Joseph Gordon-
Peyman Moadi,
Hugh Grant

Jack Nicholson

Clint Eastwood



Home ->Editing-> Find & Select->Find

beien Ve

Formatn L

Fupe Layout

Find a Record

uary

. . . . LA < . Y W L o Wiap et - . 4

This movie list includes the names of the . - :", . § h.AA. ;;; - ;...:..4.... :.."‘ Y- c--!‘:« E‘-
stars. If your customers enjoyed one el ey . it EB i i
movie by a favorite actor, perhaps they » - £ Move
would like another movie by the same : : e [l loare [l . ek
actor. 21027 Hours (2090) X0 & Drama  James Franco, Amber Tambiyn, Kate Mara

3 21 )emp Street (2011) »12 Rl Action  Jonah HIll Chansing Tatem, ke Cube

4 50/50(2011) 21 L) Comedy Joseph GOrdon Levat, Seth Rogan, Aana Kendnick
3 Try it' Find a Record S A Separation (2011) w1 PG13 Orama  Peyman Moadi, Leska Matamy, Sareh Bayat

. . 6 About a Boy (2002) 2002 PG13 Comedy Hugh Grase
: 7 About Schmidt (2002) % v G Nechadecn

The sample spreadsheet is open. St

Go to Home ->Editing-> Find & Select. 3 Absohute Power (1997)

. . 30 Acodental Touns (1988)
Click on Find. 13 Adageation (2082)
12 Adventures of Ociee Nash,
13 Adventures of Pnoccheo, 1

What Do You See? You will be prompted  ** #™= =

15 Afver Dark, My Sweet (19%0)

to enter the Find criteria. 16 Age of Insocence (199%)
Find What: Depp Pl -
Click on Find All. Keep going... | e

Alan and Moo (199,
Alve (1993)
All the King's Men (]
All the Ltzhe Animat

Find what: |Dep1:|
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Home ->Editing-> Find & Select->Find

AR

uary

P R T TR g T Wepryot Erel S T T . T |
Flnd AII, Flnd Next “j‘ Hamr bt Faa# Linyiral !r.r:-. Bats Fresa vien r - - —— - ?rﬂj}.‘ =]
. . . i £unpay oK -y B S g Tast abrtinl iy B B 5 T |- =
This list has 10 movies that have Johnny e P e P O Constors Tomst G ot O Tomat 5 a8 pmss
Depp as one of the Stars. L - , R o e A i R 1] 4
£ - £ | iohooy Depp =
. . & 8 4 o E F L] M i -
4. Try it: Review the Results 33 Whysuc River | 2003 et R Tariller  Clovt EasTocd )
Go to results and select one. = i B e

1% Weaning Grate | 2008)

Microsoft Excel will highlight the Cell that I
includes "Depp" in the Value. T -

B8 Wirth Gabe, The |19
B4 Hotebaok, The | 2004]

160 O Brather, Vtsne AP Thow? | X
Keep going... 261 Goectof ey Allection, The 2
I OF Wtied e N { 1992)
T8 Dlrid Twidl (2008

i Ot igaads i Tirm i Adadbadia |
35 Open Range |2001]

I8 Ordinary Pecphe | 1980]

J8T Oust of Alrica (1383

68 Paridage bo indes, A [1984]

129 Patricf Game [T

I70 Pary 1t Forwaed | 7000

[ Find Al ][ Find Mext ] [ Close ]

- Book Sheet Mame  Cell Value i

E:. tbiMovies. xlsx  thiMovieTites 8E5253  Johnmy Depp

T

MMEE thiMaovies. xlsx  thiMovieTites SEL2TT

Johnny Depp

o ::r:uq:::‘?:l‘w| ::: “ | thiMovies.xlsx  thiMovieTites 8E5273  Johnny Depp
- ey peasierd | thIMovies.xlsx  thiMovieTitles £E£279  Johnny Depp L
e @ DDIMovies.xdsx  thiMovieTitles §E£318  Johmny Depp 1
;;::::::::m:;m;‘ﬂ " thlMovies. xlsx  thiMovieTitles 8E£331  Johnny Depp
m 2:‘:;’_?:;:‘?;}“‘““*';?? ::' thiMovies. xlsx  thiMovieTites 8E5386  Leonardo DiCaprio, Johnny De =
= :f?::.'w;;w oo |14 [ i | b
- ER— 10 cel(s) found

276|Pianist, The (2002) 2002 R Drama

EI Pirates of the Caribbean: At World' 2007 PE13 Comedy IJI::rhnnyr Depp

278|Pirates of the Caribbean: Curse of t 2003 PG13 Comedy Jlohnny Depp

279|Pirates of the Caribbean: Dead Mar 2006 PG13

Comedy Johnny Depp
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Data ->Sort & Filter->Sort

L e O R g Whcrosot el ) g

uary

Sort the Data e e e e
Microsoft Excel has data tools to analyze & * & = % g A (S0 BC 53 R N e

data. What does our product inventory L S, ot S i 1 i . 5
look like? How many movies are new? w > £ | 2010 =

L]
. Yew

c £
ing - _Gene ~ Stansy

5. Try it: Sort the Data
Select the entire spreadsheet.
Go to Data ->Sort & Filter->Sort.

Al H Y & Clear
Filter

w082
w1

Action  Jonah ML, Channing Tatum, e Cube

Rat
2010 R Drama  James Frando, Amber Tambiyn, Kate Mara
R
R Comedy  Joseph Gordon Levitt, Seth Rogan, Anna Kendnck

HEESECECREE @ e velvwswne-

Zz Sort
Al ? \'E’ Advanced
| Sort & Filter |
What Do You See? You will be prompted | n | )
to select the Sort criteria. a 4] Add Level ] ’ X Delete Level ” =5 Copy Level ] ¥ || Options... My data has headers
Sort by: Year = | Column Sort On Order
Sort on: Values » = :
Order: Largest to Smallest o [Sortby | vear [+] Walues [=] |Largest to Smallest (=]
n
Click OK. Keep going... ~

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.2. Sort data
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Filter the Data

Each field in the Header Row has a Filter.
You can use the filters to show the records
that meet your criteria, say only the new
movies released in 2012.

6. Try it: Filter the Data

The sample spreadsheet is open.

Go to Cell B1: Year.

Click on Filter.

Clear all of the check marks EXCEPT: 2012

What Do You See? There are three movies
in this list that were released in 2012. The
filter Hides the other movies that do not
match the criteria for the year.

Try This, Too: Remove the Filters
Go to Data ->Sort & Filter->Filter
The Filters should be gone.

Do This: Save the Spreadsheet.
Go to File->Save.
Close Microsoft Excel, please.

Let's start our work with Microsoft Access.

Data ->Sort & Filter->Filter

402

Exam 77-882: Microsoft Excel 2010 Core
8. Analyzing and Organizing Data
8.2. Sort data
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AT T (et s Wt oo (ot o P v -
n mome Wit Pogelast  Formets  Oits  Resew  View =48
:_ Cosman H AN ey @ Bwastes Geaen " h, B 5 > . 2 }( ~
s B0 B » A EER BE® Huwspwscmn- $-% + WA "-‘o;»; ' .;: 9;:" e format 2- ’,,-':. :\'a
ot - - tanng

LH - £ Yo
A B c o 3 F "
1 Movie Fres 'l"'"" * Genwe + Stany .
2 131 Sent Smatentto Lagen R Drama e Fra Amber Tambiyn, Cate Mara “'!
3 2%1 M Larget 1o Lmaten R Action Sl ning Tatum, ice Cube 1
45 b R om evitt, Seth Rogan, Anng Kendnck
5 A PG13 Drama Peyman Moadi, Leila Hatan, Sareh Bayat
A PG13
7 A R
: A Nt
A P L
10 A 2 e ,
1A 0 L Satve Nocokas Cage
12 A :"‘ Family  Skyler Duy
13 A :“‘ Family  Aremated
14 A 2007 " Drama  Nock Nome
5 A T L] Orama Naon Patrv
15 A L "G Romance MaTin Scoriese
17 A Y " Theiller  Robert Macthum
18 A em = In Drama  Anpelics Huston
A - " Comedy Mel Gibson
o Lave
20 A Family  Anemated
21 AR NS 112 oL a— Drama  Vanedss Zesul
22 Alve (199))
23 All the King's A B C D
24 AN e Lttle 1
25| AN the Pror Movie ~I|Year |-T|Rating ~ | Genre -~
2 ong Ca L [ ]
@ amease 3121 Jump Street (2011) 2012 R Action
2 Ambasader, - -
o amen e, 204 Kahaani (2012) 2012 Thriller
L thior 1 -
wa 5 349 The Hunger Games [2012) 2012 PG13 Action



Start Microsoft Access

This demonstration uses the Front Row
Video database that was created in the
previous lesson. You can open the mighty
Access database that you programmed or
download the sample database if you
wish.

uary

1. Try it: Open the Sample Database
Go to the Documents folder.

Open the sample database:
FrontRowVideo Begin4.accdb.

What Do You See? There is one Table.
Go to All Access Objects->Tables.
Double click to open tbiICustomers.

What Do You See Now: tbiICustomers
has four Records.

Click the small "X" to the far right of the
tab that says tbICustomers to Close the
Table.

Keep going...
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Microsoft Access

A A4 TN TFaieaVebes Begrl | Duisbere (Accer 3907 - JU0HT Uinrrsa Acqesd WTIINN T - -
N L L T =@
&" r 31‘~.r\"~¢ €7 Sasection + 3 = hew I toah j} oL P, -8 . ZiE o~
N-‘ 48 cony - 1l Ootenang ¥ asvnces - a4 Wi Jspenng ~y 000" — = ) = }
” ™ . . ) ¢ o B nore - 4 Seen * ua 2 EEmE B W
Vi Cipboed . Sont & Pober Peroren (] Ted Fpematting 5
AL Acceys Otpects v o L) eCae—
saorcn £ Custi. FntName - LatNeme - Addressl - Gty - State - Dp - MomePhone - Mobile PRor - Clck foAdd -
Tabies § oeeter Poohbah  13ManSwee Brighton M 48116 (810) 3351202
T wecushomens 3 Mary Connrary 24 Elm Street  Pinchney v 45169 (734 555-1212
4 Twmonhy Allen P9 Second $1n Ann Arber M1 45103 (513) 8851212
S Alpha Beta 125 Practice S MyTows v 45108 (810) 2533211

i

Home Create External Data Database Tools

Fields

% = K Cut Y # | Ascending W7 Selection ~
= 3 Copy Z | Descending V) Advanced -
View Paste Filter
- - ormat Fainter EMOove 30 oggle rifer
Fr t Paint 7R sort W Togagle Filt
Views | Clipboard | Sort & Filter |
All Access Objects - « || ﬂl“fiﬂﬁliﬂmlﬂfi_
|Search.. |;:I Custt ~ | FirstName -~ | LastName
Tables 2 E Deeter Poohbah
= tbiCustomers 3 Mary Contrary
4 Timothy Allen
5 Alpha Beta
* | [Mew)




External Data ->Import & Link->Excel

uary

Get External Data = T e T e M
Microsoft Access can import records from - :f: ;" ﬁ oare &7 W0 ¥ 93 %3 = g —

almost any data source including big IBM P9S80 Wiswe e o e M. | vats o G g 000 i =y e 2
mainframe systems and small QuickBooks A access Coets =

financial records. Of course, Microsoft —_ 2

Access can import data from Excel. R

2. Try it: Get External Data

The sample database is open.

Go to External Data ->Import & Link.
Click on Excel.

There is a wizard that walks you through the
process. Keep going...

Home Create External Data Database Tools

S 5 M| TextFile m==
5 E 6 a7 57
ad 9] 43 XML File 2/ Sl
Saved Linked Table BExcel Access QDBC Saved Excel

Imports Manager Database 'LFMU“" | Exports
Import & Link ‘

All Access Objects | %
|5far-:h... | Fe

Tables %
= tblCustomers

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.5. Import data from a single data file: Import into a New Table
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External Data ->Import & Link->Excel

uary

A v T R oA odes Ves? - Outsbane thccem 2000 - 2001~ Wicrosslt At cess P INIT NIRRT MRS T
External Data: Find the Source ™ = - oo v L
The Import Wizard asks questions. The first e W gun WY)W ) g DT
step in the Wizard asks you to find the data o LU e 7§ Bt 0 SMTS L M R  S Bi 3
that you wish to import. The Wizard also asks A8 Access Otyects -
asks you where you would like to store the e A et e sousce ond desmranon of he dota
data in your current database. =

Soecty P wasce of Te e

3. Try it: Browse for the Data Source e e e T Bpae
The database is still open.
The Import Wizard is on step 1.

Soechy bow ard where po et Yo shre B dels 1 e curent detsbane

@ prport the e data e & sew Lable 1 the current database.

Place your cursor to the right of the File Name. e e e L
Browse to your Documents folder. Append  copy of the recinds to the tabl: <
Select: tbIMovies.xIsx e e e eSS M B, S

Lk 10 the dats source by creatmg o bnbed Lable

R S — St Cuoss mak = S st duts 5 St alte

Try This, Too: Specify How to Store the i ———————————— |
Data Spedify the source of the data.

The three import options include:
Import into a new table - . :
Append (add) records to a table cig name. | \Uzers\eBeth \DocumentsitbiMovies. xdsx

Link to an external table

Select: Import the source data into a new table. Spedfy how and where you want to store the data in the current database.

Click OK. Keep going...
@ Import the source data into a new table in the current database.

If the spedified table does not exist, Access will create it. If the spedified table
with the imported data. Changes made to the source data will not be reflected

7/ Append a copy of the records to the table: | thiCustomer

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.5. Import data from a single data file: Import into a New Table
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External Data ->Import & Link->Excel

External Data: Show Worksheets
A spreadsheet may have many Worksheets or
Named Ranges. The Wizard will ask you to
select which Worksheet you wish to import.

uary

4. Try it: Show the Worksheet
The database is still open.
The Import Wizard is on step 2.

cazs _-_j
Panes Frasco, Asber Tem
onan Kill, Chenning Te
Posegh Gordom-levize, §
eyman Moadi, Leils Mat

There is one Worksheet and it is selected. The
sample data is displayed below in the preview.

CiAnt Bastwood
illiam Mozt

Click Next. Keep going...

@ Show Worksheets
(7 Show Named Ranges

» Sample data for worksheet 'thiMovieTites'.

1 Movie ear Rating [Genre tars
|2 027 Hours (2010) 010 rama ames
3 1 Jump Street (2011) 012 ction onahl

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.5. Import data from a single data file: Import into a New Table
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External Data: Column Headings
This sample spreadsheet has a Header Row. The
Header Row contains all of the data field names.
This step lets you identify the Column Headings.

5. Try it: Use Column Headings for Field
Names

The database is still open.

The Import Wizard is on step 3.

Select: First Row Contains Column Headings.

What Do You See? The first Row is now selected
for the Field Names.

External Data ->Import & Link->Excel

MOTR ACohe Can e your Cobumn headings as Sekd names fr your bl Doss e frat

A Acceis Obects
row wpeched contan cokumn Neadnge’

Sacron.
-

T 7 Pyet Aow Cortawrn Cohamn readergs

T e uomer

row spedfied contain column headings?

:F_rst Row Contains Column Headings

Microsoft Access can use your column headings as field names for your table, Does the first

Exam 77-885: Microsoft Access 2010

2. Building Tables
2.5. Import data from a single data file: Import into a New Table
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1127 Hours (2010} 2010 R Drama
?21 Jump Street (2011) F0l2 R Bction
?5{],.-"5{! (2011) 011 R Comedy



External Data: Field Options

The Import Wizard will prompt you to review the
Field Options for each Column in the
spreadsheet.

uary

6. Try it: Review the Field Options
The Import Wizard is on step 4.
The First Column, Movie, is selected.

What Do You See? The Field Options include:
File Name

Indexed: No (Duplicates are allowed)

Data Type: Text

Please accept the default answers for File Name,

Indexed and Data Type.

Click Next. Keep going...

External Data ->Import & Link->Excel

(a]

Field Name:

Indexed:

v R T FrpothemVetes Vo2 Outobare thecens 200 - 20TV ¥ Mecromodt A cers RPN NS W P I)

w & 3

Eacet

Field Options

Mavie|

Mo

of

Tou Can el rdormaton about sach of e fekd Yo Ie EOIING. Seect Sk I e wea below. T3 Can T modfy Sk 6
rAmaton v e Vet Conory wes

i Cptire
Pkd Nape: Mol Oote De:  Teur

S vt gt e (S

You can spedfy information about each of the fields you are importing. Select fields in the area below.
information in the 'Field Options' area.

Data Type: [Text E|
E| [] Do not import field (Skip)

Exam 77-885: Microsoft Access 2010

2. Building Tables
2.5. Import data from a single data file: Import into a New Table

Comma Training Page 89

N (och
Rating |(Genre
[ Drama
[ Betion
24 Comedy




External Data ->Import & Link->Excel

uary

v . Fanntlowtoden Ves? Detabase (Actess X87 - 2000) + WMicreaest A cews TS RN IR R
External Data: Primary Key B e o e e .
The original data in the Excel spreadsheet did - = ar gl A TR RIS L
not have a unique number for each record. It is i N 7
not indexed, yet. This step creates a Primary s — 1 = e ol et ¥ . 1 ko Yo s e o e sty
Key. aisl )| 5555 e ——

3 SOutoner == Qrooee my swn ramary ey -]

7. Try it: Create a Primary Key I

The Import Wizard is on step 5.
There is a new First Column, ID.

What Do You See? The Import Wizard offers
three choices for the Primary Key:
Let Access add primary key

Choo'se T ey P ey Microsoft Access recommends that you define a primary key for your new table.
No primary key. P uriquely identify each record in your table, It allows you to retrieve data more ¢
LRE ]
Select an option: Let Access add primary key pATp——
Fonun nwE nEe . )
Click Next. K i ] P (@) Let Access add primary key.
ick Next. Keep going... & o w ann e El
(71 No primary key.

ID Movie ¥Year |[Rating |(Genre
1 27 Hours (2010) F010 R Drama
2 1 Jump Street (2011) 012 R Bction
3 0/50 (2011 011 R Comedy

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.5. Import data from a single data file: Import into a New Table
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@ External Data ->Import & Link->Excel

uary

Tl W~
External Data: Name the Table g e I T T T ~a
The little checkered flag is a good clue that we ,_’,f 8 E' ,,A" & s } h — -

have come to the finish line. The last step in the
Import Wizard asks you to name the new table.

8. Try it: Name the Table
The Import Wizard is on step 6.
Import to Table: tbIMovies.

Click Finish to complete the Import Wizard.
You will be prompted to Save the choices that
you made as you answered the Wizard's
questions. You do not have to save these steps.

4% gratyae my Sie M PoorIng T data

Spreadsheet Wiza

Click Done. Keep going...

That's all the information the wizard needs to impart your data.

Impart to Table:
|ﬂ::IMu'u'ies

Exam 77-885: Microsoft Access 2010

2. Building Tables
2.5. Import data from a single data file: Import into a New Table
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Hello, Movie Table

There are now two Tables in the
Navigation Pane on the left side of the
database: tblICustomers and tbIMovies.

1. Try it: Open the Movie Table
Double-click tbIMovies.

The Table should open in Datasheet
View.

What Do You See? The Field Names in
the Table match the Header Fields in the
Microsoft Excel spreadsheet. This Table
has the following Fields: Movie, Year,
Rating, Genre and Stars. There is a
unique ID number for each record.

What Else Do You See? (Look at the
Bottom of the Table) There are 400
records in tbiIMovies.

So far, so good...
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Microsoft Access: All Access Objects

A T - P o eles Ve s Wetes T T e e WO -
] Cerle Fotesnnd Data [-C R Futh Tt = 'u
M im r E:l:-:rnd-\-g Emd-«n- = ;m— ;'-m e Repace [ Ta | e e
4 Gy L S R T e v teeteg - G e =
.,\_... Saata R L By P S 3T Tapple P hﬂ’-“ﬂh‘rﬁ"aurr' Frd [ B S0 A‘d:_- ﬂ" EFS ﬁ. ot
Virany Tlpbaacd 5 S4B Pl LT Frdd e Fpsmaly .
o coetn = | 3 e
frey r - Woreie - | Pesr - Rafing - Gewe - Star - Okl doddd - =
Crakdes = | 1 1V Hovers | 210) it R = E] Ak Francs, Amber Tamidhyn, Eane Wa
i T o v— 2 H jump Steeet {3011) miR Ation sonah Hil, Chasming Tatem, los Cute
o § 54750 | Hrid) il A CiTdy saaph Gt Lisver, Sath hegas, Annd
4 A leparation (2911} il ALY [T Bt s, L P, L By,
§ Abeast § Bevy | 2003) 00T B CinFandy Hasih Grst
& Abcaul Sl | 2000 aaz R Litide Ak Nechetsen
T Absciute Bagirtad | 1388 1358 NE Rk Wudetdl  Duresd Bowss
8 Absclute Powi (LT3} 1mIR Thriller Clint Lastweosd
Y Accidestal T ool | 1965) 1353 MR Drart Wil bt
b2 Adaptation | 3002] IR Sitire Migla Cage
Ll Adwestured of Ooes Kiih, The | 3001] G Family Sogler Day
L} Adwestures ol Pisowchis, Tha [ 1998} 17 G Famuby Animatasd
11 AMletion {1997 1T R D arra Mick Kiale
14 AfSer Dk, daby Sweeat | 15901] 175 R Crama Amaon Patric
LY Age of innccenor | 1901] 171 PG Romance Martin Scorueie
B8 Apancy | 1980) 1980 R Tariller Aozt Milchum
E7 dgres Browme | 1599] 17 R Drara Anpelica Hupion
BN Air Asarica |17 17 R Comady Fel Gabiuen
EF Alacidin [ L83} 19712 & Family Animated
20 Alan and Kecml (1990 1902 PG Crama W Taoesl
U Aliwe | 15703 1591 R Diignbar doah Hamilton
23 All thas King's s | J005] T G Crama Brndenick Crasford
23 Al the LRthe Ardmaly | 1558] L] Crama Cheittegn Bale
24 All the Presty Horses | 1000) 0 PG Ewarra Bt Darran
25 Alnne fame 8 Soicer [3T00L] Jraih PGA Cuanuamantara  Rdasue fabharis
All Access Objects v o«
|5£'arch... |;J D - | Movie -
__ Tobles 7 1 127 Hours (2010)

2 21 Jump Street (2011)
3 50/50 (2011)

4 A Separation (2011}
5 About a Boy (2002)

@ tblCustomers
1 tbiMovies -




Review the Data: Find
Let's Find the same records that we did in
Excel. The steps are similar.

uary

2. Try it: Find a Record

tbIMovies is open in Datasheet View.
Select a Field: Stars.

Go to Home ->Find ->Find.

Find What: Depp.

Look In: Current field.

Match: Any Part of Field.

Click Find Next.

What Do You See? Microsoft Access will
highlight each Field that contains "Depp."

Close the Find and Replace window.
Keep going, please.

Memo to Self: The default selection in
Microsoft Access is to Match the Whole
Field. When you select Match Any Part
of the Field, Access will look for anything
the matches the criteria in the Find box.

Home ->Find ->Find

Bitadiir Test L Fiteit

LELEr
M ::‘I A . r | astmgny 0 Srirtigs - "y mmew  E et ﬁ LA - - I
- Sh ey L] riiradeny P maaraird = 5] afiaore T gy L X - o
Virs | Pada Fir Rrfreik Find FSEOAY S EERE R -
- v i feme Yo tamanr fon o Togpe s | g M Conne = [ e - of desen -
Wireri T . 19 i Pl LT Frl Terl Famating .
FryS—— .- ]
frey ] i - Wi - | Wear - Raling - Genre - =ar - | ok hpddd - -
Tables r 50 Batrnan Bagin | 2005) 2005 PG1E Bemin Chistian Babs, Machabe SR, Ken Wites
T st urigemrr 51 Bedatetal Misd, A [2000) 2001 PGLY Do Sl Creent
- . 52 Beang Julia | 2004) Foo BrOE

51 Belervirs, Tha (19T

1T G T L= Lo

54 Bicdril il Mo (& L5 B LT sk W s
45 g ol Find ancl Raplace o
56 Billy

Find R_e-place
Find What: |Depp [+] | Findhext |
Cancel
Lock In: | Current field |E||
vatch: | i ]
Search: All E
Match Case Search Fields As Formatted
7T Cleawr gnd Pragasst Danges [1934) 1 BG1E Thealgs Harrisea Ford
T Comon | 583 1585 PG1E Corapily Don Ameche
| 69 Catin the Hat (2003) 2003 PG Family Mike Meyers
ARwT
70 Cheaper by the Dozen (2003) 2003 PG Family Steve Martin
71 Children of the Corn (1984) 1984 R Horror
72 Chocolat (2000) 2000 PG13 Romance Johnny Depp|
73 Christine (1983) 1983 R Thriller

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.3. Sort and filter records: Find a Record
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E r
U, . .
7‘;,°° Home ->Sort & Filter-> Descending
Review the Data: Sort b Mt e o
: Access can Sort the recorsds aswell. = O ¥ ity toem- | @ S g | A SO e Ay
<2 Cony | . .
: Vo | P pumatrutes | ™ Dmeveson 7 tegperne | "t omee-Blwens | ™ Rime- P HIAYV- -2 BEE () .-
Viewy Lepbead S & Fer Betordn Pt Tent » 3
H A Accens Ctpects > .
3. Try it: Sort the Records sase n Y — e —— - — =
Select a Field: Year. Tobles . 338 The Husger Games (2012) M2 P613 Actien Jenniler Lawrence, JOSh Hatecherson, Li s
. . Inn Strewt (2011 2002+ Action Jomah Wil, Channing Tatum, ice Cube
= . 200 un::mu] ' 012 Theilber Visya Balas, u.-umu::a-.«,m
Go to Home ->Sort & Filter E—
Click on Descending 296 Rise of the Planet of the Apes (2011) 3011 #613 Actien James Franco, Andy Seviis, Fresda imo
. 179 Mugo (2011) 011 v Famy Asa Buttertield, Chloe Grace Movetz, Ch
157 Warry Potter and the Deathly Hallows 2001 #G13 Dr Darvel Radchiffe, £ Watsen, Rupten
. 263 Once up::. Time in Anstoha (2011) | 3001 w0 o WVuhammet me’v',’:m: ::o.m Tar
What Do You See? The Movies are 349 The lescuchable (2011) 2o
S50 Werrior (2011) :u:mu

sorted by Year from the newest (2012)

to the oldest (1953).

One more comparison to the Microsoft

Excel spreadsheet....
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28 Drive (2021)

388 The Girl with the Dragen Tattos (2011

352 We Need 1o Talk About Kevin (2011)

3123 Sharme (2001)

347 The Help (2011)

238 Mdnight in Parn (3011)

38 X-Mer: First Class (2011)

242 Meneyball (2031)

3 The Artsst (2011)

3 50/30 (2013)

323 Sherlock Molmes: A Gameg
4 A Separation (2011)

D - | Movie - Year -/ Rating -
| 348 The Hunger Games (2012) 2012 PG13
] 2 21 Jump Street (2011) 2012 R
s | 203 Kahaani (2012) 2012
| 296 Rise of the Planet of the Apes (2011) 2011 PG13
| 179 Hugo (2011) 2011 PG
157 Harry Potter and the Deathly Hallows 2011 PG13

Exam 77-885: Microsoft Access 2010

2. Building Tables

2.3. Sort and filter records: Sort the Records



Home ->Sort & Filter-> Filter

uary

Review the Data: Filter % bl T T e : = -
This Table has Filters in the Column i ¥ mieas Biamcia: 2 i P secnng e e D e
Headings. The Filters can Sort and T Ny g e T s v e . 4
Select. The default option is Select All. 4 donis Chiwcts o
L o - Mowie - Year - PRati - Genre - Stan « Chck fioddd - -
Tades :P 328 im:- Husger Games | 2012 4 :c::-.-i.":ul.'.-.'. pTEnE. H.l--:"i--.-:-'.l.-
4. Try it: Filter the Records g e o Ehmp St ::: St Largrt o Smakent iy
Go to the Column Heading: Year gy PR * Fe Cooe v e €
Se|eCt a Number Filter: 2012 u-.rh-n-*-"..umlelluume Deathdy Hallews 3 o Barbeck £ = Hifte, Ermesma Watsen, Repten
2EY Chece Lipen o Tima in Ara ol | 101) 0 ¥ Blaskil Bl bupsner, Tivnaz Endogan, Far
555 This isncistabbe | 3001) ] :_ ;::_': .h'l‘ Lie Wy
What Do You See? There are 3 movies Fleeet g B i
that were released in 2012 in this Table. Mt Made i e e e . e
131 Shases | 3011) Com & i i\l.-.fll'ﬂrl.l\'..i:'r -,.'u-'-:,.v-..-l-
What Else Do You See? The Navigation 258 gt s ) = m— = | N
Buttons at the bottom of tbIMovies sez o e i ——": L Pt o
there are 1 OUt Of 3. The Other 397 B W & awean e AN - Afrid re 1w Fore—. P e -...._.-....:.....
records are still in the Table. Those Rows | Maovie ~ Year -l Rating - | Genre -~
are just hidden, as they were in Excel. The Hunger Games (2012) 20 4| sort Smallest to Largest
21 Jump Street (2011 Z
Try This, Too: Remove the Filter p [ ) sort Largest to Smallest
Go to the Column Heading: Year Kahaani (2012) Y Clear filter from Yea
Select a Number Filter: Select All Rise of the Planet of the Apes (2011) k
MNumber Filters k
_ Hugo (2011)
Keep going... - Harry Potter and the Deathly Hallows [Select All |~
Once Upon a Time in Anatolia (2011) (Blanks) H
The Intouchable {2011} 1953
h 1971
Warrior (2011} 1972

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.3. Sort and filter records: Filter the Records
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Home ->Sort & Filter-> Selection

uary

ﬁ‘u A s
H H Wome  Crewe  DoenaiButs  DatadeieTosh  fis  Teble =@
Fllter SeIeCtlon . i -“! A r 11 doeneng 07 Setemien - ) - e E ot ﬂ o Peplace P - - S I
There are several options for Filtering the — L S et T DAt
records. The Selection tool offers: e UL gt e g . 5
Cesh v - Drﬂ“- Greamer Tan o Fgnat To 2011
Equal :“ i y[ D« tengren Rating - Gesre - Stary - OkcktoAdd -
Does Not Equal — = DT WD Dams temestrance Ambes Tamblyn, Kate Ms
LeSS Than or Equa| TO B wunenen | 2 21 durvp Sareet (2011) 2002 R Action Jonah Mil, Channing Tatum, ice Cube
g | 3 S0/%0 (2011) P O3y ) Comedy Joseph Gordon-Lewitt, Seth Rogan, Aned
Greater Than or Equal To - ‘ & A Separation (2011) 2011 PGLY Orame Peyman Mosdi, Leila Hatami, Sareh Bays
Between [T] 6 Aot Schema o =
I ° ::. ute Beyg "";0: ‘]'.m- ic:;d :' :':h Muscal Dnl:!i'.-a'—
¥ 1n Theiller Ot Lastwood
5. Try it: Use the Filter Selection s (O WY
. Aaptation |2 2 tre ol C
Go to the Column Heading: Year | | 11 acvertures of Ociee Nash, The (003 20036 — T
Select an example in the records: 2011 T — T
Go to Home ->Sort & Filter. | 34 After Dark W':wlhlt'.ll'rxl mi R Orame .:y Pasric
- 13 e of Innocence (1991 199 PG Romance artin Scorese
Make a Selection: Less Than or Equal to 2001 e 1900 B Tiller  Bobert Machum
| 17 Agres eowne (1979 19 R Drama Argelica Murton
. | A - Z =
What Do You See? There are 397 movies that H | r % | Ascending |7 Selection - [y =i MNew X Totals
match the criteria. ] Z | Descending Equals 2011 spelling
. Filter -
Try This, Too: Toggle (Turn Off) the Filter ; . Remove Sort Does Not Equal 2011 bioe g
Go to Home ->Sort & Filter-> Toggle Filter | sort & Fil Less Than or Equal To 2011
] thiMovies Greater Than or Equal To 2011
What Do You See, Now? There are 400 [ = q
movies in tbIMovies. Pr——— = iD *T| Between...
1 127 Hours [2010] ! 2010 R
Keep going... 2 21 Jump Street (2011) 2012 R
3 50/50 (2011) 11 R
4 A Separation (2011) 2011 PG13

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.3. Sort and filter records: Filter Selection
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Last But Not Least...

Each of the simple steps in the previous
pages confirmed that the Microsoft Excel
spreadsheet was successfully imported
into a new Table in Microsoft Access.

There is one more task to complete. This
is the Movies Table. The Movies Table
should have a MovielD that matches.

6. Try it: Change the Table View
tbIMovies is open in Datasheet View.
Go to Home ->Views->View.
Select: Design View.

Keep going...

Home->Views->View->Design View

futosnn Dura Datunuie Yool

r 2} dstmtng O Selection -

N - New E totn
1) Devienang ¥ avances - ol
u

7,---w W Toppe e u: X Devere « T nnere +

ﬁ S tepioce o “ |1 . EE o
- Gets s
™ ma- B0 AV EEEE W

b BinL Sont & Fler Fevordy P Ter! P ormatng
M v
D« Movie = Your ¥ Rating - Gerve - Stary - CkktoAdd - -
1127 Wours (2010) B ~ Orama e France, Amber Tambhyn, Kate Ma
2 21 jump Street (2011) 02N Achion Jonsh Hill, Chasning Tatum, ke Cube
3 30/% (2013) e Comedy Joseph Gordon-Lew Rogen, Anry
4 A Separation (2011) 2011 PGLY Orame Peyman Moadi, Leils Matarmy, Sareh Bay
9% Black Swan (2020 2010 R Drama Natalie Portman, Mils Kusis, Vincent Ca
82 Confesuon (2010) 2010 Drama Tokabo Matuy, YOuMno Cumurs, Masak)
98 Orive (2011) 011 R Crame Ryan Gorling, Catey Mulligan, Bryan Cra
102 Ehite Squad: The Enemy Within (2010 2010 UR Crama Wagner Moura, irandber Santon, Andre F
157 Marry Potter and the Desthly Mallows 011 PG Crama Deniel RadchMe Tmums Wation, Ruptert
your Dragon (2050} G Famuly Jary Raruched, Geraed Rutier, Ch
179 M 3) 11 Family Asa Butterfield, Chice Grace Moretz, O
3 {3010} W0 R Orama Lubna Azabal. Melnsas Desormesus-Pou
i ] .
% =N ¥ cut Y "*lhscendlng 7 Selection ~
" .
< =3 Copy J,. Descending Erj Advanced =
Wiew Paste } Filter
| F Format Painter Ei? Remove Sort | W Toggle Filter ||
I Sort & Filter
|
{—| Datasheet View T
= v <« || ] tbiMovies
— 0 ID 1| Movie
PivotTable View
] Pve B 1 127 Hours (2010)
2 21 Jump Street (2011)
ii PivotChart View 3 50/50 (2011)

M Design View
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4 A Separation (2011)
59 Black Swan (2010)
82 Confessions (2010}




Table Tools ->Design
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Edit the Field Name B @ = M % B 2 o -
The first Field in tbIMovies is the Primary ' ,.f; X e OV 2 Q85
Key. The Data Type for the Primary Key ... e 2 v e 7
is AutoNumber, which means that it is 8 dccw st B
an Integer (a Whole Number) and that it == e :
increments automatically. It is indexed I micictomen it e
so that there are no duplicate numbers. e ranng o
ars Taan
7. Try it: Rename the ID Field
Select the Field: ID
Type a New Name: MovielD
Do This: Save the Table i — a -
Go to File->Save. ? PN % == Insert Rows Eﬂ g"—j % %
Eaa = Delete Rows = -
fas : Primary|Euilder Test Validation ) Property Indexes Create Data Rename/Del
e wies " Gwostytoorns "SR " G T
Select a View: Datasheet View. ' Views Tools Show/Hide Field, Record & Table Eve
b dd All Access Objects v « || ] tbiMovies
ne an ne.
onea one |5emm,, |;J Field Name Data Type
Tables ~ E MovielD AutoNumber
Eapin E thlCustomers Movie Text
= : Year Mumber
tbiMovies Rating Text
Genre Text
Stars Text

Exam 77-885: Microsoft Access 2010
2. Building Tables
2.2. Create and Modify Fields: Rename a Field
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Summary
This lesson demonstrated a common
business task: importing data into Microsoft

uary

" L Kl
Mome  Oeate  Bdtee Data

Vo Tast M«um-q

Vi 40 b Driete

Al Acoess Ctpects

Tty

Access. We looked at the options available in | = s

the Import Wizard.

It was also interesting to compare how
Access and Excel work with data.

OK, you done good. You get two cookies.
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Saarcn 2l

Sutansce Yook Py

3 Dote & Teme X Name & Caption =
-ty fr A
g Mare Purkay + niosa
spene By
B 7
Movie®D - - - J

22 All the ing's Men (2005
73 Alithe

Utsle Animaly

24 Al the Pretty Horses (2000

2% Alena (

ame 3 Soider (200

All Access Objects

v

\search..

Tables
j tbiCustomers

EH tbIMovies

MovielD ~ Movie
1 127 Hours (2010)
2 21 Jump Street (2011)
3 50/50 (2011)
4 A Separation (2011)
5 About a Boy (2002)
6 About Schmidt (2002)
7 Absolute Beginners (1986)
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Practice Activities

Lesson 4: More Data, More Tables
Try This: Do the following steps

1. Open the Excel Spreadsheet: Brown Bag Products.xlsx

2. Use the Filter function to show only the records with the
Specialty Gluten Free. How many Records do you see?
Remove the Filter and close Excel.

3. Open the Brown Bag Lunch database you have been
programming. Or you may download the sample database
online:

Brown Bag Lunch ver4.accdb

4. Import External Data from Excel. Select the spreadsheet
Brown Bag Lunch Products.xIsx.

5. Import the data into a new Table in the Current Database.
6. Select the Worksheet named Products.

7. Select that the first Row contains Column Headings.

8. Accept default settings for Field Options.

9. Name the table tbIProducts. Finish the Wizard.

10. Use the Find command to find the Records with Ham.

11. Use the Filter to show only the items with the Specialty
Gluten Free. How many Records do you see?

12. Remove the Filter.
13. Rename the ID field to. ProductID
14. Save the changes to tbIProducts.
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Test Yourself

1. Which types of files can Access import?
(Give all correct answers.)

A. IBM Mainframe system files

B. QuickBooks financial records

C. Microsoft Excel files

Tip: Beginning Access, page 85

2. Which are options for imported data?
(Give all correct answers.)

A. Import into a new Table

B. Append (add) records to an existing
Table

C. Link to an external table

Tip: Beginning Access, page 86

3. Which are options for adding a Primary
Key to imported data?

(Give all correct answers.)

A. Choose my own Primary Key

B. Let Access add the Primary Key
C. No Primary Key

Tip: Beginning Access, page 90

4. Access column headings have
Filters by default.

A. True

B. False

Tip: Beginning Access, page 95

5. Which functions does an Access
Table share with a spreadsheet?
(Give all correct answers.)

A. Find

B. Sort

C. Filter

Tip: Beginning Access, page 94, 95




Access 2010: Presenting Data Visually

Ta .
8 Forms and Form Design

One

Beginning Access Objectives B - — wm..

In this lesson, you will learn how to: j . Pueen
] - s [ EK Al | , ¥ Sam j Tk

1. Create a Form with the Form Wizard. A Q& BmM 0 Ea ) e, =

2. Modify the Forms in Layout View with A2 s Copects |3 e

the Form Design Tools. = 2l Customers
3. Apply a Theme to a Form. g o

4. View the Property Sheet and use the o
Properties to resize and position a picture.

5. Use the Design Ribbon to Format the
Header.

Form Layout Tools

Arrange Format

Create External Data Database Tools Design

== | H Colors =
-5 IIIIII e = =
© 2012 Comma Productions, LLC ] - Aﬂ - m Q‘l ﬂ =~ ==

Wiew Themes A Fonts =

Views | Themes Controls
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Lesson 5 : Forms and Form Design

4

1. Readings
Read Lesson 5 in the Beginning Access
guide, page 101-126.

Project
Create two Forms with the Form Wizard.

Downloads
FrontRowVideo Begin5.accdb
popcorn1.qgif, popcorn2.gif,
popcorn3.gif,

popcorn4.gif

Brown Bag Lunch ver5.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpg

Lunch1.qif, Lunch2.qif, Lunch3.qif,

Lunch4.qif

2. Practice

Complete the Practice Activity on page 127.

3. Assessment
Review the Test questions on page 128.
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Form Design Tools: Arrange

M == ¥ cut Y 2| Ascending "7 Selection - Ay = New Z Totals
il _—l] =3 Copy 2 | Descending V9 Advanced - & 2B save 7 spelling
Wiew Paste Filter Refresh

- - # Format Painter 77 Remove Sort 7 Toggle Filter All* /X Delete = Ehﬂnre ~
Views | Clipboard | Sort & Filter i Records
2] ( "\a wr 1

N b -
Form Design Tools: Format é,, oy A

= nCnInrs e XYZ E
‘n.-"iew Themes A Fonts = l_ Aﬂ @ EI Q) | j| Iﬁ [ ] - IIn“rt
mage =

_J _JThemes _J
Menu Maps

From the Home Ribbon
1. Home ->Records->New, page 110
2. Home ->View-> Layout View, page 112

From the Form Design Tools: Design.

3. Form Design Tools, page 113

4. Form Design Tools ->Design->Themes, page 114

5. Form Design Tools ->Design->Controls, page 115

6. Form Design Tools ->Design-> Tools->Property Sheet, page 116
7. Form Design Tools ->Design->Views, page 125

Controls iJ EJ
More Menu Maps

From the Create Ribbon
Create ->Forms->Form Wizard, page 105




E 71,,(o

r & Forms and Form Design

The first time | tried to create a form in Microsoft Access was the longest week | ever wasted. | cussed and ranted for 40
: hours straight. | couldn’t figure out how to put the “blanks” on the form so people could enter and review their data. | was not

aware that a Form is just a pretty face on a Table. You need to have Tables, first. Then, the Form can help users fill in the
blanks.

Forms can be simple: showing one record at a time. Forms can be complex as well: filtering records and updating data
automatically every time it is opened. In general, forms are built from Tables or Queries. The Table, or Record Source,
presents the data. The Table also provides the Form Fields. The Front Row Video database has two tables: tbiICustomers
and tbIMovies. This lesson will create a Form using the Form Wizard.

Sample Microsoft Office Access 2010 Form

All Access Objects et
|5£arm.. |P H
= —| Movies
E thlCustomers
EH tbIiMovies 3 ovielD
Forms *
E Customers Mavie
E2l Movies Aladdin (1992)
Year
1992
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Before You Begin

This demonstration uses the Front Row
Video database that we programmed in
the previous lessons. You can continue
with the database you have been working
on. You can also download the sample
Access database at the beginning of this
lesson.

uary

1. Try it: Open the Sample Database
Go to the Documents folder.

Open the sample database.
FrontRowVideo Begin5.accdb

What Do You See? There are two tables
in the mighty Access database:
tbICustomers

tbIMovies

What Else Do You See? This database
has a Security Warning. In order to edit
the objects and save your work, you need
to click on Enable Content.

2. Do This, Now: Enable Content
Click on Enable Content.
Keep going...
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Microsoft Access 2010

(Al ™™ Fuentbraidee Verd Ot sbase A (et 2000 - XOT)+ Mt remast £ (eap T

1) Socusty Muming  5ome actior (SOLARt Nt Bean Scabhed. Chok 1o mase Setads frasie Cortem

Al Actess Cbgects
oA r
Tabhen

| meCeatomen

! Security Warning

All Access Objects

qQ ~

X Detete

Some active content has been disabled. Click for more details.

# \Search...

Tables
] tbiCustomers

EH  tbIMovies

Enable Content

2
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Create a Customer Form
There are three ways to create a Form in
Microsoft Access: templates, design from
scratch (begin with a blank form) and the
Form Wizard. This lesson will walk
through creating a Form with the Form
Wizard.

=
4
3

In the next lesson, we will create another
Form using Form Design.

1. Try it: Create a Form with the Wizard
The sample database is open and
enabled.

Select a Table: tbICustomers

Go to Create ->Forms->Form Wizard.

What Do You See? The Form Wizard will
open and guide you through the process.

Click Next. Keep going...

Create ->Forms->Form Wizard

(B e Frnrd Rt Vo] Cirt st e 00 - B0+ Nt ey s G=alTa |
_ Ht farale Hulrsanl Data Sttt Tast =] ﬂ
- — — " r o e b e s e ] 3 IR mepent W S Moy
v s rAN~E = - al { ] R
. b ¥ Tlnssmigatsen - d s ==IF I Gt Mulr
dpphobion  Teol Tl ShauPoint  Guary Gy Tom  Sask root Rrpost Blank (R
[ Dmign  Lish = WeME [Mge e — L Drepn Rrport Y et e
Tamplaler Tadies Twesri Frmry Eapaets Mpiriry da § nat
P
r— I
Tabirs ® |
T i abimmgrs L
Jaii [, PR b il 6. e il gyt g

i g e e e e e,

Mme Create External Data Database Tools
Perm wawa '"
\;E-Ej Eﬁ_:.. E j @ @ '@:' —= E @Fnrm Wizard
e e : ] =] Navigation =
Application | Table Table SharePoint | Query CQuery Form  Form  Blank
Parts~ | Design  Lists~ | Wizard Design | Design Form %Mnre Forms ~ _
Templates | Tables | Queries | Forms

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Use the Form Wizard
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Create ->Forms->Form Wizard
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H H . Bome  Ceste  DteeaiDots Outadase Tools @
Form Wizard Design: 5 o e e I Tl
Select the Record Source toguanen T e St oy Gy fm Bk S G e meee SIS
The Form is just a pretty face on a Table N ™ Sy oum I Aeoeas L mowdce 2
or Query. The Form Wizard asks which Miomoms =
Table or Query you wish to use for this Yot
Form. S pa

T weatoves

Which fields ?
2. Try it: Select a Record Source do you want on your form?

Select a Table/Query: tblICustomers

You can choose from more than one table or query.

What Do You See? When you select a

Record Source, you should see all of the Tables/Queries
Fields that are available in that Table or
Query on the left side of the screen. [Table: thiCustomers
Try This, Too: Choose the Fields s
Use the Right Double Arrow to move all of 1 1 orID
the Available Fields to the Selected L FirstName
Fields on the right side of the screen. [~ | |LastName
Address1
Click Next. Keep going... City
State
— HomePhone
MobilePhone

[ ext>

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Use the Form Wizard
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Form Wizard Design: = e TSRS SR - -8
9 8O0 D RS BEoO 0@ LV Qe
Select a Form Layout g T e = e g B Gemas
There are four different Form Layouts in this =~ e towes Overes toums reosts Mo 8 Coe 3

little Wizard. The options are:

@ Create ->Forms->Form Wizard

Columnar: organizes the Fields in columns. -
This option is good for data entry. What layout would you like for your form?

Tabular: organize the Fields in a Table.

|
u

Datasheet: creates a Form with Rows and
Record Selectors like an Excel spreadsheet.
This layout is good for forms that show a list
of the products or customer names.

\

Justified: organizes the Fields evenly across
the Form.

3. Try it: Select a Form Layout
Select a Layout; Columnar

Click Next. Keep going...

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Use the Form Wizard
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Create ->Forms->Form Wizard

1

Form Wizard Design: S — . . XL
. 9 A D@0 AP EFOT @@L Bim.
Edit the Form Title togicnen T e et Gomy oy T Tum Sk S G et e e S
The Form Title is the label that Users will see e oy Gueres ] nevats Mooss & Cose 4

when they open the Form. Labels help Users
navigate to the right place. If you open the
Customer Form, it should say Customers.

The default text is simply the name of the
Record Source. In this example, that would
be tblCustomers. We can do better.

4. Try it: Edit the Form Title
Edit the Title: Customers.

What Else Do You See? There are two
options when you complete the Wizard:
Open the form to view or enter information
Modify the form's design.

Let's Open the Form as a User would and
see how it works.

Click Finish. Keep going...

What title do you want for your form?

\Customers

Do you want to open the form or modify the form's design?

(@ Open the form to view or enter information.
() Modify the form's design.

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Use the Form Wizard
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Hello, Customer Form

5. Try it: Review the New Form

When you finish the Form Wizard, you will
see a new Form. The Customers Form is
shown in the Navigation Pane on the left
side of the database.

The Form tab includes the Title we
entered on the previous page. The label
at the top of the Form has the same Title
as well.

What Else Do You See? Look at the
bottom of the Form at the Records. There
are four Records in tbiICustomer, the
Record Source for this Form.

Keep going...

All Access Objects

Larale itrennd iata [ T

= TRk 8l 0 daction = £ e e - o
3 Das  ( Them e @ar so, e o mE e
el [ ISS— B henret ot T Tanatt it | g s = Pl i {3 Suvn - . e EEE OB W
Wipari £ bl - So1 b Py Bryged L] et | gt 5
8 koo Sty -« |3
freer r
" Customers
T it ubimgrs
Jan [Q SRS,
formn ®
I {micmen B I
Beshbu
All Access Objects v | <« || =] customers
|Search.. |2
Customers
Tables #
E thlCustomers
B tbiMovies b
Forms £ CustomerlD E
Customers )
FirstName |Deeter

L.uom Mo el

TR T

| Sawmn

Record: M 4 1 of4

L

& Mo Filter

Search

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Use the Form Wizard
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Home ->Records->New

Test the Customer Form g W

=
4
3

r 2l ascengng 7 Setection ) & [r—
The best way to learn how the new Form At g 13Oy Vlaanaces- o i ’*-* oy N—————————
works is to enter some data. el ..’.... b e £ B, 3 e »-‘-W_ St e it 6
A3 Acoess Copets * 0 T G
6. Try it: Add a New Record — £] Customers
The Customer Form is open. g s
Go to Home ->Records->New. — : .
B cCertemen =
“__ = New X Totals s5thame veurg
=5 save ?Spelling
Refresh
= Delete - More ~
Al S CustomerlD 6
Records
FirstName Sage

A new, blank record will open.
Try This, Too: Edit the New Record LastName Young
Enter the following information:
FirstName: Sage
LastName: Young Address1 123 Brighton Road
Address1: 123 Brighton Road
Clty: Brighton —

State: M e : :
Zip: 48116 City Brighton

Home Phone: (810) 231-1111

Keep going...
Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Use the Form Wizard
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Design Considerations

7. Design Considerations

What should you look for when you test a
Form? Here are some thoughts you might
consider. Most people TAB to the next
Form Field as they type in the information.
Did your Form automatically TAB to the
next logical Field, or did it bounce around
the Form like a ping pong ball?

People like similar objects to be grouped
together. Are all of the Form Fields for the
Address in the same area? In the
example on this page, the Zip Field is not
located near the rest of the Address
Fields.

Did the Home Phone Field use the Input
Mask that you added in tbICustomer?

The Form Wizard is a good start, but it is
just a start. The next pages introduce the
wonderful programming options that are
available in a different View.

Home ->Records->New

(] ol e N o /uion Vo] | Gt ot 000 - U001 Witrosoi L cory M ...
“ Fisjiing Tirale Frlesnn Dara Pl abirit Taad
=] -] §l asemarg ' fatcien T hes ¥ ¥, Faplce e
< oy . ( L] Drsiongerg P sdvancea - - -u' afdee T ipeieg }" Gy Fa =
Fes T " Ia.“-'- W Ceetene = Pined ; Son - B S0
A3 Aroe Dot i.:-"-"ﬂ""'-
— = Customers
[
E +
City Brighton
State M
Home Phone (810) 231—1!
Mobile Phone
o RENT EE fip 48116

Feim viem
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o::" Home->Views->View-> Layout View
Form Views: Layout BRE = w tamdne | S == e -
. . . E _-ull"-"‘ f:- 2 =-m- j‘}' " T
Each object in Access has several Views. = e e S e Fuees TR s
The Form View is the one we have been = & e e L i
using to test the functionality. There are N
two more Views that can be used to edit | £l w1 Customers
the Form: Layout View and Design View. [V
Tormm # e—— P

Layout View is a simple editor. A cmizman g
Design View is a more detailed editor.
1. Try it: Go to t.he Layo.Ut View Home Create External Data Database Tools
Go to Home ->Views->View.
Select a View: Layout View. % # Cut f % | Ascending 7 Selection
Keep going Paste = Copy Filter il Descending Y] Advanced -

- | - # Format Fainter % Remove Sort 7 Toggle Filter

M Sort & Filter

—=|| Form View

—= »

poutiew ——"|  Customers

— % Design View e
Forms e CustomeriD
@ Customers
FirstName
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One Form Layout Tools
E WO e Vol | Dk DA 7 - SUPTIEr e Aot WO
Hello, Form Layout Tools B v e Mehe. fmerhe ] ome [ e Tem T e
: 2. Try it: Review the Form Layout Tools ,f'_:: o Aa =l Q[ ™MBmbd 0 EHed o am mﬂ,_,,;b
There are three Form Layout Ribbons: I s T v D Bl 2
Design, Arrange and Format. JEpe—— : _mﬂ:w .
= _'" Custnmers ——— -
The Design Ribbon includes: N oomal i T = |
Views R : — . caren e
Themes e —
Controls
Header/Footer o o
Tools rk 123 Brighion Aosd
The Arrange Ribbon includes: E
Table L
Rows & Columns o i
Merge/Spilt
Move -
Position -
The Format Ribbon includes:
Selection Al & - @7
Font
Number Home Create External Data Database Tools i Format

in

Background

Control Formatting = | B colors - —
So far, so good. Keep going, please... i ah Aﬂ - E] QJ e F %@ EE'

Wiew Themes A Fonts =

-

Views | Themes i Controls
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Choose a Theme

Color and Fonts are important in Form Design.
You can use the Form Layout Tools to apply a
Theme to this Form.

=
4
3

3. Try it: Select Theme

The Customer Form is open.

It is still in Layout View.

Go to Form Layout Tools ->Design-
>Themes.

Click on Themes.

Select a Theme: Essential

What Do You See? As you run your mouse

over the Theme Library, you should see a Live
Preview of the formatting. The Theme specifies
the formatting for the Colors and Fonts.

Keep going...

Form Layout Tools ->Design->Themes->Themes
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| Vebien e
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| = w| A2 ] Aa A I Ax I | Racond Sowie e usteme(nlm) =
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@ Form Layout Tools ->Design->Controls->Image

R o
Add an Image to a Form Mome  Ceste Do Dets  Dstabase Toalt | ODesgn  Avange Fomat - -Q
jCoon s 7] wrz, Hueor M = R
People use pictures to confirm that they are in 3 [Ms | Ly @b] Ag =] 7 NI e | S :—j e A ___j. = & view Cose
" iage - et

uary

the right place. The following pages will show :: —",::-
how to add an image Control. We will also use 44 Access Ctcts -
the Property Sheet to edit the size and position. ==

Tt
I weustomen

T3 massves

4. Try it: Add an Image o
The Customers Form is open in Layout View. ; —
Go to Form Layout Tools ->Design->Controls. o
Select a Control: Image

"o s

H
i3cE

i

B

i

i

i
LALLH

it
i
i}%

Browse to the Documents folder.
Select an Image: popcorn1.gif.
Click OK, Keep going...

g§
i
A

§
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& Covprnn
& osicy
o DATA D)

z

:

7
FgEsgd 15

i

o | Wab-Resdy Image Fies g @)

Shittles Sgttles N
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Controls
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Review the Image Properties

Every object in a database has Properties. The
Property Sheet lists all of the options that can
be edited. The numerous options are grouped by
purpose: Format, Data, Event, etc.

We will use the Property Sheet to resize the
Image and place it in a corner of the Form.

Before You Begin: Find the Properties
The Customers Form is open in Layout View.
Go to Form Layout Tools ->Design->Tools.
Click on Property Sheet.

What Do You See? The Property Sheet should
be available on the right side.

5. Try it: Review the Image Properties

Click on the Image to see the Properties.
Go to the All tab.

The Property Sheet now shows all of the options
for the Image, popcorn1.gif.

Keep going...

Form Layout Tools ->Design-> Tools->Property Sheet

@
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Property Sheet x
Selection type: Image
Image37 |E|
] {! l ' |Fnrm.a.t| Data | Event | D’therl All |
"ﬂ'{lﬂ%?{i MName Image37 -
Control Source |:|
Visible Yes
Picture Type Shared
Picture popcornl
Picture Tiling Mo
frecoa w Tias 1o e = Size Mode Zoom
Picture Alignment Center
Width 663547
Height 41657
Top 0.0417"
Left 02917
Back Style Transparent
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Resize the Image

6. Try it: Edit the Image Properties
Name: popcorn1

Width: 2"

Height: 1.25"

Top: 4.3 (Access may align the image to
the grid, hence the odd number)

Left: 0.5"

Try This, Too: Save Your Form
Go to File-> Save.
Close the Customers Form.

Very well. We have a simple customer
form. And it has a picture of popcorn.

Exam 77-885: Microsoft Access 2010
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Create Another Form

uary

1. Try it: Create a Form
Go to the Access Objects.
Select: tbIMovies

Go to Create ->Forms->Form Wizard.
Select a Record Source: tbIMoveis

Select All Available Fields.

Keep going...

Comma Training Page 118

Please use the Form Wizard to create a Form
for the movie Table. Here are the steps.

Create ->Forms->Form Wizard

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Use the Form Wizard




@ Create ->Forms->Form Wizard
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-~ ' -
Form Wizard: Layout E R T ST 2
2. Try it: Select a Form Layout & i 5 g W ae _!_ L3 e
Select a Layout: Justified A 4 S e, e B 1 s S Lt 2
AS Access

So, what does the Justified Form Layout
look like? Click Next. Keep going..

Zarag

EPrr e —
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@ Create ->Forms->Form Wizard
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Fd -5 . i v,
Finish the Form Wizard E e L L =
3. Try it: Finish the Form Wizard A I 0 N BS0I5° @8 LST™ @i,
Enter the Title: Movies. uagx U008 S| W o | sty o, S M . o A i 3
Select an option: Open the form to view or

enter information.

Click Finish. Keep going, let's see it.

What title do you want for your form?

Movies|

That's all
form.

Do you want to open the form or modify the form's design?

e information the wizard needs to create vour

@ Open the form to view or enter information.
() Modify the form's design.

Foom weme

Exam 77-885: Microsoft Access 2010
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HeIIo_,_ Movies _ B g b Yimam o ww T g G S
4. Try it: Review the Movies Form el el e Jioumes Drssns: | 5 St Duame| L wtene) =
The Movies Form is a Single Form: it L2 S e e L e r M S sk SO G
shows one Movie per form. The Form A4 Access Cbyects SR =T
Fields are Justified which means the b 2l Movies
Fields are all the same width. The Fields I wuromens
are formatted with an outline as well. s - :

B cartome s
What Else Do You See? Look at the I i MovielD
bottom of the Form at the Records. There
are 400 Records in tbIMovies, the Record .
Source for this Form. R Movie

127 Hours (2010}

Keep going... Dreme

James Franco, Amber Tambiyn Kate Uara Year

Rating
R
Bacoed ¥ Jof400 » W & Untiered  Semcn
" wemist T
Record: 4 ¢ 10f400 | » M ¥ | ‘i Unfiltersd | Search K

T—
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o,,:" Home-> Views-> View
Change the View | - y lms Yama- | T
: The following pages will use the Layout — <a cony v, Aloomseny Pasances % Wiwe Doy B @it . - Rt
View to format the Movie Form. - foe ot S s g 1
=] twm e [ B -
1. Try it: Change the View. Bl v 4 Movies
Go to Home-> Views-> View. B cenvien -
Select a View: Layout View. — i
= | -
K . A wowe 127 Hours (2015
eep going... Home Create External Data Database Tools
[==] == ¥ cut N r % | Ascending 7 Selection ~
53 Copy 2 | Descending V= Advanced ~
View || Paste | Filter A
- || ¥ Format Fainter 77 Remove Sort 7 Toggle Filter
I Sort & Filter
—={| Form View
=): SRErS
— i i
Layout View Movies
| 2
% Design View |
MovielD
Forms #*
-3] Cust -
ustomers Movic
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Format the Form Fields

Look again at the Movies Form. Some of the
data is aligned to the right, which makes it

difficult to read.

The Form Design Tools include a Format
Ribbon that looks very similar to the one in

Microsoft Word.

2, Try it: Format the Form Field
Select the Year Field.

Go to Form Layout Tools ->Format->Font

Select: Align Left

Keep going...

Lalistl

< g waett BED
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Form Layout Tools ->Format->Font
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@ Form Layout Tools ->Design->Property Sheet
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Al A e T SR TSSO I ¥ oo Srs Yl Omabess (Access 2087 JO00TT Whirenst Accend T g 3
Edit the Form Header E A~ -t wte DlomuDus  CotbeseTosls | Cengn | Asange  Fomt —— — -
The Header is the banner at the top of the ,,;_‘i :A W0 As =i QTR el 0 [E b X = —
Form. The Header can include a Title, Logo S T e e e
and the Date and Time. a8 Access Obyects T X by e x
o —i Movies Formrasn -
The Form Header has Properties, as well. S L = VA
The example will use the Property Sheet to == R G ==
change the Background Color. = Pt ove ey s
o S EEEmsmmn

3. Try it: Edit the Form Header B
The Movies Form is open in Layout View. = Pmpe_m-" Sheef - x
Select the Header. - Lo lEE Db e SRl
Go to Form Layout Tools ->Design. FormHeader E|
Click on Property Sheet. =2
The Property Sheet should show the options Format | Data | Event | Other [ AN |
for the FormHeader. T —— Visible Ves

. e Height 0.75"
it el S
Click on Back Color. The Three-dot Builder izi;'i:g;r;:t Automatic
should be available. Theme Colors
Click on the Three-dot Builder. oo T T T 1
Select a color: Gold, Accent 2. Lighter 40%. S, YR AT T ‘ Display When
K . Keep Together

eep going...

Farce Mew Page
Mew Row Or Col

| Gold, Accent 2, Lighter 40%:

Standard Colors
H EEENEN
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Form Layout Tools ->Design->Views->View->Form View
Save and View B ;e b o T gy e , 4
: Even a simple Form should be tested as a T | " bt - ™ Qe | # S HIA D . B
User would see it. P —— i
A Mowies
Before You Begin: Save the Form 2 mae
Go to File->Save. g 11
A iy Titarsr 3

Still Before You Begin: Change the View
Go to Form Layout Tools ->Design-

- Fwowes
>Views. | |

Go to View->Form View.

Movies

4. Try it: Test the Movies Form

The Movies Form is open.

Go to Home ->Records->New. 7

A new, blank record will open. | (MovielD

Try This, Too: Edit the New Record .

Enter the following information: o Movie

Movie: Titanic 3D Titanic 3D

Year: 2012

Rating: PG13

Genre: Romance

Stars: Leonardo DiCaprio, Kate Winslet Year
2012
Rating
PG13

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms
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Summary -
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Form Wizard: Customers and Movies. W
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Practice Activities

Lesson 5: Form Design

Try This: Do the following steps
1. Open the Brown Bag Lunch database you have been programming. Or you may download the sample database

Brown Bag Lunch ver5.accdb online.

uary

2. Create a New Form with the Form Wizard. Use tbiCustomers as the Record Source.

3. Select all available Fields for the Form.

4. Select the Columnar Layout.

5. Name the Title Customers. Select the option to open the Form to view or enter info. Finish the Wizard.
6. Add a new record to verify that the Form works.

Wordnation, Andrea Carter, 1275 Grand River Ave., Milford, MI, 48380, 248-555-6100

7. Go to Layout View. Select the Theme Hardcover.

8. Save the Form as Customers.

9. Create a second Form with the Form Wizard. Use tbIProducts as the Record Source.

10. Select all available Fields. Select the Justified Layout.

11. Name the title Products. Select the option to open and enter information then finish the Wizard.
12. Add a new Record to test the Form.

Sandwich, Peanut Butter and Honey, Vegetarian, Peanut butter and Michigan honey on fresh bread.

13. Return to the Layout View. Select all of the Controls in the Detail Section and resize them so that the Width is 3".

A _adl
‘ )
’
ot

Add the image Lunch1.gif Resize the image to 2" x 1.5" and place it in the lower right corner of the Form.

14. Save the Form as Products.
15. Close the Brown Bag database and get some cookies.
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Test Yourself

1. Which are ways to create a Form in
Access? (Give all correct answers.)
A. Templates

B. Design from Scratch

C. Form Wizard

D. Import from Word

Tip: Beginning Access, page 105

2. Which are Form Layouts available in the
Form Wizard? (Give all correct answers.)
A. Columnar

B. Tabular

C. Data Sheet

D. Justified

Tip: Beginning Access, page 107

3. Which is are options for finishing the Form
Wizard? (Give all correct answers.)

A. No action, which returns you to the Table
B. Modify the Form opens it for editing

C. Open the Form to show it as a user would
see it

Tip: Beginning Access, page 108

4. The TAB key, when pressed, should
advance the cursor to the next logical field.
A. True

B. False

Tip: Beginning Access, page 171
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5. Which are Form Views available?
(Give all correct answers.)

A. Form (to use and to enter data)
B. Layout (a simple editor)

C. Design (a detailed editor)

Tip: Beginning Access, page 112

6. Which are the Layout Tools Ribbons?
(Give all correct answers.)

A. Layout

B. Design

C. Format

D. Arrange

E. Advanced

Tip: Beginning Access, page 113

7. The part at the top of Form that can include the
title, logo, date and time, etc is called what?

A. Heading

B. Branding

C. Header

D. Title Space

Tip: Beginning Access, page 124

8. Any Form created should be tested as User
would see it.

A. True

B. False

Tip: Beginning Access, page 125

9. The Form Wizard always arranges Fields
ideally, making sure related fields stay together.
A. True

B. False

Tip: Beginning Access, page 111




Access 2010: Presenting Data Visually

Talre

i) Designing Forms for Real Users

uary

Beginning Access Objectives
In this lesson, you will learn how to:

1. Go'o the Design View and use he = T

Form Design Tools to edit the Form _ T —
Fields. ) ' o s : »

2. View the Property Sheet for the Form
and the individual Form Controls.

3. Add a picture to the Form Header and = v
use the Property Sheet to resize the . L b o AR, A0
picture. ¢

4. Arrange the Form Fields
and edit the Tab Order.

© 2012 Comma Productions, LLC
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Lesson 6 : Designing Forms for Real Users

4

1. Readings

Read Lesson 6 in the Beginning Access
guide, page 129-150.

Project
Edit the Form Controls with the Form
Design Tools and the Property Sheet.

Downloads

FrontRowVideo Begin6.accdb
popcorn1.qif, popcorn2.gif,
popcorn3.qif, popcorn4.qif, movies1.qif.

Brown Bag Lunch ver6.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpg

Lunch1.gif, Lunch2.gif, Lunch3.gif,

Lunch4.qif

2. Practice

Complete the Practice Activity on page 151.

3. Assessment
Review the Test questions on page 152.
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Form Design Tools: Design

= HCﬂInrs XYZ - D
= l_ 1 - Ijl Q 9 :;l;_-l_-‘ |' ] =

Wiew Themes ﬁ Fonts = =] - IIr1s»;-r‘c
- mage ™

Views Themes Controls

1 4

Form Design Tools: Design

dLogo ia

i j-‘ Subform in Mew Window

; =y
5] Title —E ) view Code
Add Existing |Property| Tab -
EDate and Time Fialds Sheet | Order %Cnnver’c Form's Macros to Visual Basic

Tools

Header / Footer 1]
Menu Maps

From the Home Ribbon.
Home ->Views->View->Design View, page 133

275

From the Form Design Tools: Design Ribbon.

1. Form Design Tools, page 134

2. Form Design Tools ->Design->Tools->Property Sheet, page 136
3. Form Design Tools ->Design->Header/Footer->Logo, page 138
4. Form Design Tools ->Format->Font, page 144

5. Form Design Tools ->Design->Tools->Tab Order, page 146




@ Forms: Designing for Real Users

A Real User is the person who has to use your database to get their job done. If your Forms are easy to enter information,

then the data will get typed in. If not,...images of playing whack-a-programmer come to mind. Real Users get real frustrated if
the Form does not behave as expected. Each time the Form is changed, we will test it to see if it still works.

=
4
3

Futesns Dara Satansie Yookt

j - 4 r 2l ascenang O Setection - - New i ﬂ & Paplace - - p »
]

el T lonmans Pirsmncs: S s P seeneg wtome| — . This lesson looks at Form Design

. - ‘ Tt S moupi i | P2 ot e~ Ml e Rseear P4 U MEA L from the User's perspective and

View phrerd Son & P Peterdn L) Tedt Fpemaltng
= D a— corrects two common Form errors:
- 2 Customers = Tab Order and Cycle (how the Form
— ree— S acts when you Tab to the end of the
= g— ~ Form Fields.)

e T

e

Home Phone (810) 58851212

Poohbah 4 Deetee
123 Man Street

Boghton M 48118

Lightning 33, s 2
McQueen ¥ g -
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Microsoft Access 2010

L Y i ek e T VR e - .-
- Covste Bt Dams  Outansse Took =0

A Ca 21 ‘ - b3

Before You Begin

L Hi

This demonstration uses the Front Row 2acom Brwt: | D e Do I A brhA
Video database that we programmed in T gl K v Lilee - 1
the previous lessons. You can continue §) Socusty Warming  Some ctve contunt has Boem dabind ok for move Sats. | Gnabie Comns x
with the database you have been working | # s oneas o
on. You can also download the sample -
Access database at the beginning of this D wcuromn
lesson.
T Contemmens
1. Try it: Open the Sample Database o Vi
Go to the Documents folder.
Open the sample database:

FrontRowVideo Begin6.accdb

y Security Warning Some active content has been disabled. Click for more details. ’ Enable Content }

What Do You See? There are two tables:

tblCustomers All Access Objects v«

tbIMovies lSearch... |,D
Tables 2

There are two forms as well: -

Customers g tbiCustomers

Movies E tbIMovies

What Else Do You See? This database Forms A

may have a Security Warning. In orderto ™ =] Customers
edit the objects and save your work, you
need to click on Enable Content.

@ Movies
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Home ->Views->View->Design View

uary

Change the View %:L H--r.* Creuns I‘“““;J“::;':"r;:mm_ . . — & g
The previous lesson considered the — . ,,,{ Utousmany Casamies= 5 e P tneney 'ﬂ st [P
options available when a Form is in . e e e e i e Ty 2
Layout View. This lesson uses the R R
Design View. B e | 21 Customers
B v vem g
2, Try it: Go to the Design View — i
Go to the Access Navigation Panel. 3 s . Dester
Double-click the Customer Form to open
Home Create External Data Database Tools
Go to Home ->Views->View. = "
- . A =] et C i ¥4 ion -
Click on Design View. == do Cut Y 2| Ascending 7 Selection
. 53 Copy il Descending Tjﬁ.dvanced ~
: View || Paste | Filter
Keep going, please... ., | # Format Painter ‘-}_/ Remove Sort W Toggle Filter
| P Sort & Filter

| —=|| Form View

= 2l Cust

== Layout View | = usiomers

o

Forms b3 CustomerlD
Customers )

- FirstName
Movies

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Use Form Design Tools

Comma Training Page 133



Form Design Tools

R
Hello, Design View = —— e T - T —————
3. Try it: Review the Form Design Tools :-—_l :::' [ L BBT Aa =1 @ (] ™ (™) - ; oo mi:l_flf_“_j; T’E p——
There are three Form Design Ribbons: o i et M B il e 3
Design, Arrange and Format. 3 Asceas Oiect 2 ff
The Design Ribbon includes: D mcma
Views i .
Themes T coteman
Controls i
Header/Footer
Tools

The Arrange Ribbon includes:

- ,

Table e— : '

Rows & Columns All d 9 - P_ Form Design Tools |

merge/SP"t Home Create External Data Database Tools Design Arrange Format
ove

Sizing & Ordering

= 3 I:l alors = — -
The Format Ribbon includes: - . @ Aﬂ [j % @ H [m] "% \

View | Themes |E| Fonts =

Selection -

Font WViews | Themes Controls
Number

Background | All Access Objects + « || z2] Customers

Control Formatting

|E||---|---1---|---2---|---3---|

J # Form Header

|5fﬂr-:n.. |f-'|

bl

Keep going, please... Tables
% thiCustomers

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Use Form Design Tools
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Form Headers and Detail

4. Try This: Find the Sections

A Microsoft Access Form may have many
sections. Each section has a purpose. The
Form Header is used for navigation and
corporate logos. Users look for clues or signs
that they are on the right page. Color and
images are part of good form design.

uary

The Detail section is used for the Form
Fields. This is the data from the Customer
Table, tblICustomer.

Here are the changes we will make to the
Customer Form:

1. Edit the Label on the Form Header

2. Insert a picture

3. Change the Layout

4. Fix the Tab Order

5. Change the Form Properties

Form Design Tools

J(‘rﬁv'

- Conate

—
] [A] Mo |
Vew  Temes Alrous s |

Viewy Thame)

Satanace Yook

Futeons Dara

] Aa ==l Q[ 9]

[

Ad Accers Comcts

Saaron.

Ty

OD wecusmomens
T matpver
form

T Cestomen

N

() o o S

Format . =@
- e I )
0 [EREL 2

Add Lotng Propedty  Tab
* mmager O and e T | Dheet | Order 75 Comwot Form s Mot 1o Vs |
~eoder Poster Toady

Z2| Customers

1 | i 1

3 O EaxaEas

# Form Header

| CustomerlD

FirstName

LastName

Exam 77-885: Microsoft Access 2010
3. Building Forms

3.1. Create forms: Use Form Design Tools
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Form Controls: Labels

A Label is a simple box to display your
descriptions. This step edits the Label in the
Form Header by editing the Property Sheet.

5. Try it: Find the Property Sheet

The Customer Form is open in Design View.
Go to the Form Header.

Select a Label: Customers.

Go to Form Design Tools ->Design->Tools.

Click on Property Sheet.

What Do You See? The Property Sheet for
the Label shows the following:

Name: Label18

Caption: Customers

Visible: Yes

And more...keep going.

Memo to Self: The name in your Property
Sheet may or may not match the example on
this page. That is OK.

Form Design Tools ->Design->Tools->Property Sheet

® G :
mome  Owate  Butewmu Data Cutsnise Teeh Cesgn |~ Awange crman =g
A — ‘ ) : Alege - e I
J ,::.]' <o L¢ 5] Ag (=) Q‘ @ ""| l:) v & e w(ﬂ = T,} & Vew Cote
View  Tnemes (A Fonts - Bomemenne ““hiam o] ouder T8 Convon Porms Moo o veust|
Viewn Thame iif H CE G RS S e e 1 T § st et Yool
A3 Access Otyects BRI [ = Propenty Shest
~— r ! s o Jhechion e Label
Tabbes . ! | @ Poom Honser Laters o
" 1 1
It Cuslorrlers I l | ‘ mnelamlaalonal =
I wateves l e Latetd
] Capton Cumtomeny
= i . .
"B Certomen @ Detas aaan L5
B ssewer gt ane
: _ Tep Qs
" f CustomenD ™ soar
Festhame ~— iy
Boicer Sope Tramsparent
1 Border WiPh Howtre
| e Por e Codor Tast 1 Laghter 5%
Prca tnea [
T ot M aral Detan
Address Pomt S0 »
Tert dagn Ganerw
b ont et Vooomai
Cy 12 LA Se "
Tomt Ranc "
Pone Cpbor Tert 1 Lighter 3%
= e Secsen .
2 HameP Property Sheet X
i S Selection type: Label
= Labell5 [=]
T &. |Furmat| Data | Event | Other | All
A 3,
s b
’ :Sﬁ +[ Mame Labelld -
4 . —_—
= Caption Customers L
Visible Yes
Width 1.5257
Height 0.7083"
Top 00417
Left 0.0417"

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: View Property Sheet
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Form Design Tools ->Design->Tools->Property Sheet

Format

uary

Edit the Label - ¢ Eeteons Data Satanaie Yookt Cotnpn Arwege . tﬂ - ig .
6. Try it: Edit the Label Lo BB As =) Y@ (T (T oo ) @ oW TR Qwemcen
Click on the Label to select it. _— T el B 6
Edit the following Properties: _ -
Name: CustomerLabel ‘P ‘.m_w' . - . . - ey -
Left: 2 - ‘ _'Customters : | | ‘ e Rl
; vy “—
What Do You See? The Label is now placed § e B o a3
2" from the Left edge of the Form. ' Fastermen] CustomenD Poo penr
oty ‘ [Festhame ‘ ::::’:« !ll::‘::-::‘
Keep going... A Lo ' ' ’ ol -
| asthame Barder Cobpe Test &, Laghter 3%
| Tpeca tnea P
e | (Addresst romtSer o
+ | Test ddgn Ganerw
e — e
| v com e 1. ighr %
we | |seate 1ine tasna s
ne Phobe weernee  Property Sheet X
e hiosacinene || 2Election type: Label
B | CustomerLabel |E||
|Fn-rmat| Data | Event | Dther| All
i g +||Mame CustomerLabel -
Lightning < } Caption Customers |:|
McQueen ¥ o ‘ Visible Yes
Width 1.5257
Height 0.70583"
Top 0.0417"
Left 2"

Exam 77-885: Microsoft Access 2010

3. Building Forms
3.2. Apply Form Design options: View Property Sheet
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Add a Logo

You can use the Form Design Tools to add a
Logo to this Header. Here are the steps.

uary

7. Try it: Add a Logo to the Header

The Customer Form is open in Design View.
Click on the Form Header to select it.

Go to Form Design Tools ->Design.

Go to Header/Footer->Logo.

What Do You See? You will be prompted to
Browse for an image.

Go to the Documents folder.
Select an image: movies1.gif

Click OK. Keep going...

Memo to Self: It is not necessary to MATCH
the images in this lesson. You can use your
own picutres if you wish.

Form Design Tools ->Design->Header/Footer->Logo

Home Ceme Faena Dats Cotatisce Yook Coign doiwnge L
[ - »

As] Bacoes - ) . ‘ ey j Mieoe '] ] _g !

Wi B Ag =) ‘Q o | G =8 o | OF ) view Cote

e Thamas (2] 5 gnns « - - — oot Add Lusting Propertyl Tab -
- < “ mmager JUOWMemITme  puad | Thert | Osder 5 Comvent e s Maces 8 Virest |
e Teme Heade  Poster
A5 dicess Otyecty =
Sownin,
Tabier
3 tacurtemen
boe: TS TR
Forma
B cunsmen
e YN

Farord Lectons (]
Hovget an .M s b
Novgatan Captan
Dandirg Lines he
Soed Ban ton
Control Bow L
e Balton .

v Wb Ready brage Fles g’ * s M Bt Born (nadeed
Movesoe

Took = [ _Cpen o Cancel

Arrange Format

L] Title
Insert

~ | Image ~ @ Date and Time
Header / Footer

Caontrols

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Format the Header/Footer
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Resize the Logo
8. Try it: Edit the Logo

Click on the Logo to select it.
Edit the following Properties:

Name: FrontRowLogo
Size Mode: Zoom

Picture Alignment: Center
Width: 1.5"

Height: 1"

Top: 0.0417"

Left: 0.2"

What Do You See? The Logo is now resized

to be 1.5" x 1".

What Else Do You See? The Page Header
did NOT automatically resize when you
changed the Logo. Please resize the Page

Header.

Looking good. Keep going...
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Form Design Tools ->Design->Header/Footer->Logo
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Format

Exam 77-885: Microsoft Access 2010

3. Building Forms

_ Property Sheet
. Selection type: Image

> EEW

e Fsemattng

Progany et

o Jelecion tipe Image

TroneR swi 9o -

foomet| Outa | tvest | Ot M
Mama 1 s 6>
Contred Sourte

Vesie ves

Raue e Pares

Pcture Movest
Acture Teng "o

Sre Made inrm
Rile digrment Comter

~an L5
s '

| FrontRowlLogo

=]

-9

8

|Furmat| Data | Event I D‘ther| All |

.| Mame

Control Source
Visible

.| |Picture Type
Picture
Picture Tiling
Size Mode
Ficture Alignment
Width

Height

Top

Left

3.2. Apply Form Design options: Format the Header/Footer

FrontRowlogo

Yes
Shared
Moviesl
Mo
Zoom
Center
1.5°

1-
0.0417"
0.2"

-
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So far, so good.

Format the Header

9. Try it: Format the Header

The Form Header is selected.

Go to Property Sheet-> All.

Click on Back Color.

Use the three-dot builder to select a
Theme Color: Light Grey 2.

Form Design Tools ->Design->Tools->Property Sheet

v L R R
Mome  Ceste  BewaDs  OwabaceTosk  Desgn | Anange  Fama

e 3 R - o (g | Seee
| B [ = n@Eme =3 &=

View  Themes (4] 5gney +

Selection type: Section

-9

s Y pE

- Asd - .
mage- TROMEMITIN iy | Shert Oveer 5 Conent Fasm s Maows 10 Visest Bask 9

toeh

oot | Oata | toeme a
Name L
Ve "

|FnrmHeader

B

[Format| Data [ Event [other| A1 |

Mame

Visible
Height

Back Color
Special Effect
Auto Height
Can Grow
Can 5Shrink
Display When

Keep Together
Force Mew Page

Mew Row Or Col
On Click

CustomerlD Cn Dbl Click
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On Mouse Down
On Mouse Up

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.2. Apply Form Design options: Format the Header/Footer

FormHeader

Yes

1.0833

#DaDa0E| v o]

Automatic

Theme Colors
H EEEEEEN

Standard Colors
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Working with Form Controls
Each Form Field has two parts: Label and
Control. The previous pages looked at the
Label and the various Properties that can be
edited to resize and position the Label.

uary

The Control is where users enter and
change data. The Detail Section of this Form
has several Controls that we will edit and
arrange.

1. Try it: Select the Control
Select the FirstName Control.

What Do You See? The FirstName Control
is highlighted. There are small square
handles in each corner and side that can be
used to resize the Control.

The Label and the Control both have special
handles in the upper left corner that can be
used to move them independently.

Keep going...

Form Design Tools ->Design->Tools->Property Sheet

[0 Rk = r i
- —a— Mo DdemuDus  CotbmeTooh | Dengn  Avmage | Fermat =@
4 - - | Ha =N K .
- 3 - o M3 S Q
Sacied Tavutar Cortrat Anchoring  Soutpece Algn  Bong  Send
Marges © - - = %o Peant 10 Back
Tabie Eowe B onmrn Merge Lo e Posdan Swg & Ovéerng 1
A2 Access Obyests » | 3 comeman Frogen et
> Setecton type  Tedt Boe
00N, 2 ' ' 2 ' ) . ' s ' ‘. -
Tabdes | Tertame -
o1 - brs Pormet| Owis | tvomt | OB M
T madtpve tame Teit\ame
Ty Contrad Loumce torttame
ot
B cetemen Dema Py ate
T sower - o
Teet Foemat Par T
Dateitert aphon
{ o—— Unirw Date Peaer Vo g
C e - ¥
1 Tn ruthame p— —
”w» 0 8447
- Joxs
¥ Sank e o
| Lasthiame Back Cobor Sectground !
Borter Pye Somd
Border A Haetee
Addre- Bartes (b Lot powrat
oo e [*3
wooW Ben ohow
) P ot Home arel Detnd
fot Spe "
Teat Abgn Caraim
| Saamte Tom megnt Mormal
: o~ Undeire [
421 ce -t Fon [
Moves Control op e e
e Spacng o
||| # Detail

LastName

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.3. Apply Form Arrange options: Reposition Controls
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@ Form Design Tools ->Design->Tools->Property Sheet

Select Multiple Controls e .
Say there are a half dozen Controls that == e e ; A M;fm e
you would like to resize. You can select it ' B e 1 ety M [ 150 P g g 2
and edit them all at the same time. oo = || o ) oy o M
= e .
2. Try it: Select Multiple Controls g T Gummrls F:::'::'Imlm -
Hold the Control (Ctrl) key on the V= - = % —
keyboard as you select all of the Controls % f—— . EEH Property Sheet x
in the Detail Section of the Customers - Seledion iype: Multiple selection
Form, EXCEPT the State Control. : sl [Customent | E|
Try This, Too: Resize Multiple Controls ‘] fmane 1 Al
Go to the Property Sheet. e ! [ Format | Data | Event | Other | I—
Edit the Width: 2" e EEE | Control Source -
Edit the Height:0.2083" B o . Format N
e et Drecimal Places Auto
Keep going... B T T— || Visible Yes
[ : Text Format Plain Text
Datasheet Caption
] Show Date Picker For dates
- Width 2
Height 0.2083"
- Top
Left 2.0208"

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.3. Apply Form Arrange options: Reposition Controls
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Form Design Tools

uary

= - '
Reposition the Controls B e ‘ = g e B S e -
. . Sy o % - A N ‘. - o
The Customer Forr_n.collects mformatlon_ N o o : ‘ : o o At e *,;_1 -
that can used for billing, reports and mail sata S et 252 N | e 6553 : 3
merges. This step arranges the Form A3 Access Otyests R
o ) > . S o Joetion tpe Tod Boe
Controls as they would look on an address = § B T 2
label or sales receipt. g v By Cuslomr,s‘é reea oo le--lo-; s
., i Contral Soumce .
Tormm 2 & ormat
3. Try it: Move the Controls 3; e : { | Svoms Fuce a
Select the Controls one by one. ) e ‘ ‘ uttamd___ o
Resize and move them as shown on this : soemaeif [Customentd — — —_
e 0208y
page. ‘ ‘ .: T
; >t ,] Lasthame ) %] Festhame 1 mm :‘:::m,
Keep golng.-.! Adcresst | Addresst ) — :::’;h ":_L
1y Caty e | Ste ¥ ;.’o § ] Beites Lo [P T
: . . : . : . ~—r . —=
. . . | Port Mome Are Dated
Memo to Self. \_(ou can instantly resize a ||  Detail
Label so that it fits the text.

Try this: Select the Label. .
Place your cursor on the bottom right -
handle. When you see a double arrow,
double click. Access will resize the Label
precisely.

[asthiame|[LastName

- Addresst|||Addresst
' City i [orate;

c|FirstName

Don't Forget: You can move a Labeland |~ :
Control separately by using the grey handle | -
in the upper left corner.

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.3. Apply Form Arrange options: Reposition Controls
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Format the Controls

In this business scenario, the Front Row
Video employees look up customers by
their phone numbers. So, the phone
number is critical business data that users
need to enter.

You can make the phone number very
obvious by moving it to the top of the form
and formatting the size and color.

4. Try it: Format the Controls

Place the HomePhone Control at the top
of the Detail Section.

Both the Label and the Field are selected.
Go to Form Design Tools ->Format.

Go to the Font group and select:

Size: 12

Attribute: Bold

Fill: Gold, Accent 2, Lighter 60%.

Keep going...

Form Design Tools ->Format->Font

W
Mome  Oeste  BdenuDats  Cutasaee Teel | Ceign | Ameage
A

View  Taemes (A fonay +

Vi Themey

A1 [ e = Q@ (8T

Airee
L e

3 LSS 8=

A3 Lumng Progeny  Tab

T, Oete wnd Neme Py

-9

Theet | Order T8 Commert Form s Mot 16 Vil |

Tooh

4

A3 Access Cbyests > - Propony Shest
r— o ) S N o Joeon tipe Tt Boe
4' ,,,,,,,,,,,,,,,,,, nomeProne -
g i tome| Owts | et [ OB M
Customgrs |
00wt : ame nomeProos -
: Contrad Soumce HomePhone
Torm : e
"B Cemtomen j ecmat P ate
1 . . = "
dJ ey Test Foemat Nar Tre
Datwrtert Caphon
{ = . v Dt Pk o baes
|CustomeriD —— 7
- 1 1 g onm
Yiome %anow Hoken Picne | Moblefhone ': ?:,
1 - + . Lot Bpe Vool
} LastName w | FestName Back Cobor Accent 2 Lgr
Addresst Soete Py [£2]
, . Border AuBn Hpatre
Caty “tye 2o Soite (ot Lo prena
‘ fperom e e
3 ? ool Beny RS
| 0ot Mome Are Deted
# Detail

Mobile P

| [LastName

;| ||Address1

City

-

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.4. Apply Form Format options: Reformat Font
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Test the Form
Whenever you change a Form, it is a good
idea to go back to Form View and test it.

Tab through your Form. Does it advance to
the next Field as you expected?

5. Try it: Test in Form View
The Customer Form is open in Design View.

Go to Form Design Tools ->Design->View.

Select a View: Form View

Try This, Too: Test the Tab Order
Use the keyboard to Tab to each Field.

What Do You See? Does Tab begin at the
top with the Home Phone, or First Name?

What happens after you Tab through all of
the Fields. Does it return (Cycle) to the first
Field on this Customer or go to the next
Customer?

Good questions. Turn the page to see...

Form Design Tools ->Design->View->Form View
- R
E Mome Ol UteesOs  Owtansse Tooh -9
3 0. I e i 850 gy B0 Lo BE )
el Bl o B ol ™ Lranenton T ivggutne | " oam- M | ™ DBima-{P L B AP0 muui 5
:-‘m“wuﬂb:o‘l - -.‘rj Sent L eterdn -l ret F pemaftng
Gtk 2 Customers
OD weCustonen —
0D watoves
;mw" ; _.-‘
B vower
Customers
CustomerlD | 2|
Home Phone (810) 555-1212 +| Mobile Phone | |
LastName |Poohbah | FirstName |Deeter

Address1 [123 Main Street

City Brighton | State E

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.1. Create forms: Use the Form Design Tools
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Form Design: Tab Order

Forms that Tab around like a ping pong ball
can get old very fast. The Tab Order can be
fixed with the Form Design Tools.

Before You Begin: Go to the Design View
The Customer Form is still open.

Go to Form Design Tools ->Design->View.
Select a View: Design View.

6. Try it: Edit the Tab Order

Go to Form Design Tools ->Design->Tools.

Click on Tab Order.

You will be prompted to edit the Tab Order:
Click on Auto Order.

What Do You See? The Fields in the Detail
Section will be reordered as they appear, top
to bottom, in the Customer Form.

What Else Do You See? You can drag the
rows by hand if you wish.

Click OK. Keep going, please.

Form Design Tools ->Design->Tools->Tab Order

g‘q.r‘.

Eoteons Dura

Cutanane Tool

wgn | Avenge  Format

[T T T FOPOR | Foomhowden Vond | Dotobave (Aceess 007 - 2007 Mcomso Access 000 W TS0 g

9

2 A Teooer S
A accen oo:h sjpcemsmm || Section: Custom Order: 6
:;T: = = Form Header ' CustomeriD St
3 Feom Fagter 'HomePhone
T cotemen ' MobilePhone
- - |LastName
FirstName
|Addressl
 City
| | State
| Zip
| popcorn3
| Click to select a row, or
dick and drag to select
— ‘ multiple rows. Drag

selected row(s) to move
them to desired tab
order.

[

Exam 77-885: Microsoft Access 2010
3. Building Forms
3.3. Apply Form Arrange options: Format Controls Tab Order
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A o VN Freribomiides Vod | Citibune ccess 000 - URT WAool A<t WRRIERY =~ o
Form Design: Cycle Records =~ W& =~ =m0 . - "
Cycle is the term used to describe what ‘: 3 6] Ag = (@ o M(T A _:c,,‘L,w ¥ & v o
happens after you Tab to the last Form Field. . = . ; S ppr ey el oo besiet e 7
You can stay in the current record and Tab | 48 sccens oxpects - = | 3 comnen § Bl ey oen
back to the top. You can also advance to the & < T ™ -
next record until you have tabbed through all | = woe 5 Cuslomers frem| O [ a
of them. Cycle is in the Form Properties. L — r )
Before You Begin: Select the Form £ oo ik
Click on the Form Selector, the small square Property Sheet X
at top where the two rulers meet. Hisiia Phiis | HomaPhone Selection type: Form

{ LanSime Farm |E|
7. Try it: Edit the Cycle Property ot

The Customer Form is open in Design View.

The Form is selected.

Go to Form Design Tools ->Design->Tools.

Click on Property Sheet.

Go to the Other Tab.

Click on Cycle: All Records.
Select: Current Record.

Keep going...
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Form Design Tools ->Design->Tools->Property Sheet

o 1housd tab Ley qoie’

Exam 77-885: Microsoft Access 2010
3. Building Forms

A

-
P~

|Fnrmat| Data | E\rent| Other | All |

Pop Up
hModal

| | Cycle

Ribbon Mame
Toolbar

| |Shortout Menu

Menu Bar

Shortcut Menu Bar
Help File

Help Context Id

Has Module

Use Default Paper Size
Fast Laser Printing
Tag

3.3. Apply Form Arrange options: Format Controls Tab Order
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Mo
All Recnrds|

[=]

All Records
Current Page

Mo
Mo
Yes
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Test it, Again
8. Try it: Test in Form View
The Customer Form is open in Design View.

uary

Go to Form Design Tools ->Design->View.

Select a View: Form View

Try This, Too: Test the Tab Order. Again
Use the keyboard to Tab to each Field.

What Do You See? Does Tab begin at the
top with the Home Phone and return to the
top after you Tab through each Field?

A

Good.
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Form Design Tools ->Design->View->Form View
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Save, Save, Save!

Now would be a good time to save your
Form.

Especially if it works!

¥l

9. Try it: Save the Form
The Customer Form is still open.
Go to File->Save.

Done and done.
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Summary

This discussion introduced the Form
Design View and the Form Design Tools.
We used the Tools to arrange and edit the
Form Fields.

Keep in mind that you are designing for
"Real Users." Users want to be fast and
effective. Make it good enough even for
you, the programmer.

OK, enough for now. Allez, Allez in Free.
You get two cookies. Maybe three.
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Practice Activities

Lesson 6: More Form Design

Try This: Do the following steps
1. Open the Brown Bag Lunch database you have been programming. Or you may download the sample database

Brown Bag Lunch ver6.accdb online.

uary

2. Open the Customers Form in Design View.
3. In the Form Header, change the name of the Customers Label to Customers. Using the Property Sheet, change the
position of the Label to be left 1.25" and top .25"

4. Add the image BB Customers Logo.JPG to the Header. Resize the image to be width 1” and height 1”.

5. Format the color of the Header with a Shape Fill to be Theme Color: Dark Blue 2.
6. Select ALL the Form Controls & Labels (except the Header Label). Change the width to 2.5" and the height to .25"

7. Resize each of the Labels so that they are just larger than the text. Move the fields so that they are next to the labels,
with minimal space in between. Move the Controls and their Labels: Place Company below Last Name. Place Phone
Number below Company.

8. Select the Form and change the Tab Order as follows:
Customer ID, First Name, Last Name, Company, Phone Number, City, State

9. Select the Form and set the Cycle Properties to Current Record.
10. Save the Customers Form.
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Test Yourself

1. Which are the Form Design Ribbons?
(Give all correct answers.)

A. Design

B. Format

C. Layout

D. Arrange

E. Advanced

Tip: Beginning Access, page 134

2. Which is true about the sections of Form?
(Give all correct answers.)

A. Form Header contains the Form Fields
B. Form Header is for navigation and a logo
C. Detail contains the Form Fields

D. Detail is for navigation and a logo

Tip: Beginning Access, page 135

3. Which of the following is true about the
Property Sheet? (Give all correct answers.)

A. The Label is edited with a Property Sheet
B. Resizing an image is done with the Property
Sheet

C. Setting the distance from the edge of a
Form is done with the Property Sheet

Tip: Beginning Access, page 136, 137, 139
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4. What is the procedure for selecting multiple
Fields at the same time?

A. Press the Shift Key before clicking each Field
B. Press and hold the CTRL (Control) key on the
keyboard while clicking each Field

C. Press the Control command on the Home
Ribbon while clicking each Field

Tip: Beginning Access, page 142

5. Which is true about the parts of a Field?
(Give all correct answers.)

A. The Label is the description of the Field

B. The Control is where users enter and change
data

C. The Name is the description of the Field

D. The Cell is where users enter and change data

Tip: Beginning Access, page 142

6. Which of the following is true about Cycle?
(Give all correct answers.)

A. Describes what happens after a user tabs to the

last Form Field

B. Can either stay on the current Record and
return to the first Field

C. Can advanced to the next Record

Tip: Beginning Access, page 147

7. Double-clicking the bottom right handle of a
Label does what?

A. Fills the Field with the selected Fill Color
B. Selects the Label

C. Resizes the Label to fit the text

Tip: Beginning Access, page 143

8. What are two common Form errors? (Give all
correct answers.)

A. Tab Order

B. Font Size

C. Cycle

D. Layout

Tip: Beginning Access, page 131




Access 2010: Questions

7."’lt'e

One

Beginning Access Objectives
In this lesson, you will learn how to:

1. Use the Query Wizard to select a Table as the

Record Source and add Fields in a Select Query.

2. Sort the Query Results.
3. Edit the Query Criteria in Design View.

4. Add, Delete and Rearrange Fields in the QBE
Grid.

5. Save the Select Query.

© 2012 Comma Productions, LLC
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Query Designs
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1. Readings
Read Lesson 7 in the Beginning Access
guide, page 153-176.

Project
Create several Select Queries based on the
Table tbIMovies.

Downloads

FrontRowVideo Begin7.accdb
popcorn1.qif, popcorn2.gif,
popcorn3.qif, popcorn4.qif, movies1.qif.

Brown Bag Lunch ver7.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpg

Lunch1.gif, Lunch2.gif, Lunch3.gif,

Lunch4.qif

2. Practice
Complete the Practice Activity on page 177.

3. Assessment
Review the Test questions on page 178.
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Lesson 7 : Query Designs

Create Ribbon

Ny WY

M ] # Cut Y %lﬁscending “'f;f Selection - @ =i Mew Z Totals
il _—l] =3 Copy 2 | Descending V9 Advanced - & 2B save 7 spelling
Wiew Paste Filter Refresh
- - # Format Painter 77 Remove Sort 7 Toggle Filter All* /X Delete = Ehﬂnre ~
Views | Clipboard | Sort & Filter i Records
2] 4
Query Ribbon
ERN Y R
@ =y « = @ H * =
@ Pass-Through
Wiew  Run Select | Make Append Update Crosstab Delete o Show
Tahble M:" Data Definition = Taple

Results iJ lJ Query Type
Menu Maps

From the Create Ribbon.
Create ->Queries-> Query Wizard, page 157

3
More Menu Maps

From the Home Ribbon
1. Home ->Sort & Filter->Descending, page 162

2. Home ->Views->View->Design View, page
163

From the Query Ribbon.

1. Query Tools ->Design, page 164

2. Query Tools ->Design-> Results->Run, page 166
3. Query Tools ->Design->Query Setup, page 172




Queries and Query Design

Queries ask questions. In a business database, the big question is: Who bought what? A query looks at all
of the data in the Tables and pulls out a handful of records. Programmers sometimes describe it as getting
the red jellybeans out of the jar. Select Queries look at the Tables and only return the Fields that you
selected. There are Action Queries as well. An Action Query modifies the data in the Tables. Action
Queries can Update, Append, Delete records. An Action Query can also Make a new Table.

This lesson will create a Select Query with the Query Wizard. We will edit the Query in Design View, too.

Microsoft Office Access 2010: Example of the QBE grid

Field: | [MovielD] [Movie] [Year]
Table: |tbIMovies tbIMovies tbIMovies
Sort: Descending
Show: ]
Criteria: 2012|
on

E ! @ D:! #! /! H x! 0 Union :%

'9 Pass-Through
View  Run Select | Make Append Update Crosstab Delete o Show
v Table ’, Data Definition  Taple

Results CQuery Type
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Before You Begin
This lesson uses the Front Row Video
database that we have been developing.

You can continue with the database you
have been programming if you wish. You
can also download the sample Access
database at the beginning of this lesson.

Try it: Open the Sample Database
Go to the Documents folder.

Open the sample database:

Brown Bag Lunch ver7.accdb

What Do You See? There are two
Tables:

tbICustomers has 5 records.
tbIMovies has 401 records.

There are two Forms as well:
Customers
Movies

What Else Do You See? This database
may have a Security Warning. In order to
edit the objects and save your work, you
need to click on Enable Content.
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Microsoft Access 2010
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! 127 Hours (2010) 2010 R Drama
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— 3 50/50 (2011) 2011 R Comedy
4 A Separation (2011) 2011 PG13 Drama
5 About a Boy (2002) 2002 PG13 Comedy
6 About Schmidt (2002) 2002 R Satire
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E Create ->Queries-> Query Wizard

Create a Select Query S MO T W® B o E— T YT

Microsoft Access has a Query Wizard that ,,,_‘i, =S W LL E i W — Dugaee | U g _“—JN 3 e g s e

goes through the process of choosing a 2 e e . e iy 1
Record Source (a Table or another Query) A3 Access Otpests -

and then selecting the Fields you want. This -

is a good way to get started. ; murmen

1.Tryi: Create a Select Query T oo A, ==

Go to Create ->Queries-> Query Wizard.

Crussmb Query Wizard

What Do You See? The Query Wizard has Find Duplicates Query Wizard
four templates:  mm Find Unmatched Query Wizard
Simple Query Wizard

Crosstab Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard

Select: Simple Query Wizard.
Click OK.Keep going...

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

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query
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Query: Select a Record Source
2. Try it: Select a Record Source
Select a Table: tbIMovies

What Do You See? There are six Fields
Available in tbIMovies on the left side.

You can use the arrows pointing left or right to
move the Fields from the Available Fields on
the left to the Selected Fields on the right.

Select these Available Fields:
MovielD

Movie

Year

Click Next. Keep going...

Create ->Queries-> Query Wizard

o - '
Mt Oeste  DtemaiOuts  Datubare Toss - @
u — S— -l'j “;1 L :“ 1 AN Perm Wiaeed . R sescn wiewg o Mo
EES | P N o ™Y mowgution « J ——] B O i Mesue

Apphation  Tudke Tedke Shardout  Quey Queny Form  Blank t Raport Blank Macro

Pats + Owiign  Latss  Wewd Drsgn Desgn Form 1 Mase Pomm Tuige Raport e
Tempiater Tobles Cuery Porms Seport) Moot & Code
AR Access Obpects = .

FPN

T Cestomen
B over

[ — |

Tables/Queries

Which fields do you want in your query?

You can choose from more than one table or query.

Table: thiMovies

Available Fields:

sl

L1
Selected Fields:

MovielD
Movie

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query
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Query: Detail or Summary

3. Try it: Choose Detail

The Detail option will return all of the Movies
in tbIMovies. The Summary option will give
you choices on how you want to Group the
Movies.

Select: Detail
Click Next. Keep going...

Memo to Self: Sometimes the Query Wizard
skips the option to select Detail or Summary:
It depends on the data. The Movies Table
has several Fields (Year, Rating, Genre) that
can be Grouped and Sorted.

Create ->Queries-> Query Wizard

‘m-o( Creste Tterna Cuts Ostasaie Foun
- T C— e R rorm Waned I IR repen wuwe ) 4R Module
»mﬂ 2::::..... Eg . ::_E:w— u!:ul S ey 8 o0
Pa Owign  Lata+  Wiad Devgn Dewgn Form 1 Mase Fasms = Deugn Report L ] 3
Tobdes ____Ques L & DU v Riv-ie Rt § JHUTIET! T 91 =

Would you like a detail or summary query?

@) Detail (shows every field of every record)

() Summary

’ Summary Options ...

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query
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Save and Name the Query

4. Try it: Save and Name the Query
Enter the title: MovieSQ

Select: Open the query to view information.

E rﬂk
e
E ono

Click Finish.

What Do You See? The Query Wizard will
run your Movie Query. Please go to the next
page to review the results.

Memo to Self: The names for Queries in this
database are as follows:
(Name of my Record Source)SQ,

where SQ means this is a Select Query.

The names include upper and lower letters.
There are no spaces in these names.

Create ->Queries-> Query Wizard

e T

eme Cre
- — — . o | AN rorm Wiaaed I R Fezen wiwd & Mo
o ";J'_:N -'Q@ '\-ij— ‘d = ) G Mo
= it s e Khiier = et Raind
Pami - [T Wawd Drign Devgn Form 1§ Mere Fasms Daugr Papart 73 Vo S
“rmpiates Tabies Qures Porms Feperts Motrer & Code

What title do you want for your query?

[MovieSQ

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

Do you want to open the query or modify the query's design?

(@ Open the query to view information.
(*) Modify the query design.

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query
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o::° All Access Objects-> Queries
Query: Review the Results - 'f'““_;g T
: 5. Try it: Review the Query Results a dx ) Ok S: el
The MovieSQ Query is in Datasheet View. e e~ il s T ',','_'.‘""""“
A8 Access Obyets R =)
SO MovieD - Morvre
This is a Select Query: only the three Fields Tabies 2 B 127 murs (20309

that were selected in the Query Wizard are

displayed: MovielD, Movie and Year. =
B vowe
What Else Do You See? There is a new e

category for Queries in All Access Objects.

Keep going, please...
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2 21 Jump Street (2011)

$ So/%0(2011)

& A Sepanation (2011)

S About a Boy (2002)

6 About Schasidt (2002)

7 Abiobite Begieners (1988

8 Absokste Power (1997)

9 Accidentsl Tourst (1988)
10 Adaptation (2003)

11 Adventures of Ocies Nash, The (2000
12 Adventures of Pinocchio, The (1994
13 Affliction (1997
14 After Dark, My Sweet (1990)

13 Age of Insocence (1993)

All Access Objects

v « |l 73] MoviesQ

|1-'£arm..

Tables
% tblCustomers

EH tbiMovies

Fol
.

Queries
MoviesQ

Forms
Customers

Movies

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query

il 127 Hours (2010)

2 21 Jump Street (2011}

3 50/50 (2011)

4 A Separation (2011)

5 About a Boy (2002)

6 About Schmidt (2002)

7 Absolute Beginners (1986)
8 Absolute Power (1997)

9 Accidental Tourist (1988)

Movie - | Year -

F= MovielD -

2010
2012
2011
2011
2002
2002
1986
1997
1988
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Ta
O’ Home ->Sort & Filter->Descending
- ] erale Futrsnnd Data Pt Tenh =
Query' Sort . . i"* o O] r e T R :.I = hom  E fuh ﬁ L R dn JEE EE e
You can Sort and Filter a Query, just = Gace | o] Plasascra s | e P isenng = cats =
Ve | Pt | T G hemeeden F Tt | e K oo [l | Gdeens P A EA-Y-3- EEX @ @
as you would a Table. Here are the B I Y P o s T iy 6
steps. 44 koo, Bty S =
T e owiglD - Ll Vear - -
Tabses E | 0 Wi (2012 s
6. Try it: Sort the Records —H—y et The g ames 12 2
The MovieSQ results are still open in o ~ e -t
datasheet view. Sl ) 174 g 3601 pry
Select a Field: Year 3 tesismsn ' P A harr:
Go to Home ->Sort & Filter. c Jad v eescia el Abene v 11 [
Click on Descending. "
Home Create External Data Database Tools
What Do You See? The Records M = ¥ cut Y 4 | Ascending 7 Selection ~ ||__ = MNew X Totals
should be sorted by Year: descending n 7 _ :
means the newest movies will be ontop. i, | pocie =3 Copy = EAdvanced - | S Hsave ' Spelling
- # Format Fainter %g Remove Sort " Toggle Filter All v X Delete - E Mare =
. . Views Clipboard la Sort & Filter Records
The Wizard is a good way to get started. - - -
Now, let's look at the Query Design. All Access Objects v « || 3] MoviesQ
|5fm._—n,, |j:| MovielD - Movie - Year -l
Tables 2 ||| 203 Kahaani (2012) 2012
E thiCustomers || 401 Titanic 3D 2012
B tbiMovies [ 348 The Hunger Games (2012) 2012
2 21 Jump Street (2011) 2012
Queries |
5 3 50/50 (2011) 2011
3 M i 5 —
= MoviesQ 179 Hugo (2011) 2011

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Use Sort and Show Options
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Query: Design View

Every Access object has many Views.
Queries have the following Views:
Datasheet View

PivotTable View

PivotChart View

SQL View

Design View

1. Try it: Go to the Design View

The MovieSQ is open in Datasheet View.

Go to Home ->Views->View.
Select a View: Design View.

Please go to the next page to see...

Home ->Views->View->Design View

Ftrsnnd Data Patabuiir Tegh

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Edit a Select Query in Design View
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Query Tools ->Design

R e e e R
Hello, Query Design e

ey | i 1 Ci
orale Frtrsnnd Data Pttt Tenh [ & ﬂ
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2. Try it: Review the Query Design — :ﬂ :E' H: ::N:“ﬂ- :‘: @ | T | St | # oo r£ e N
The best feature in Microsoft Access is i - i M e B [ 2
the Query Design. The Query By ry—— B
Example (QBE) is a visual format for —_ 2l e
programming. g S
Qi
At the top of the Query are the Record fﬂ_:“"”
Sources. In this example, the Record T cortsasn
Source is a Table: tbIMovies. =

The bottom of the Query is the QBE Grid.
These are the three Fields that were ——

Fiakd | i

selected in the Query Wizard: e |t
MovielD S|

Crtwsa

Movie B
Year

What Else Do You See? The QBE Grid
lists the name of the Table that each Field
comes from.

Field: | [MovielD] [Movie] [Year]
Keep going... L Table: | tbiMovies thiMovies thilMovies
Sork:

Showr:

Criteria:
orn

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Edit a Select Query in Design View
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Query: The Query Tools XN, VT P e S
3. Try it: Review the Query Tools L D T Al R emne T e | # oo ST e e
The Query Tools include the following: o i T oo ey st 3
Results P — B ===
Query Type —_ d e
Query Setup O e~
Show/Hide — . -
] :.:r:q
There are several types of Queries. 3 futenn N

Select and Cross Tab Queries show the =
data in the Tables.

Make Table, Append, Update and Delete | 7 ===

Fiakd | i i freaet

are all Action Queries that change the e s e maen
data in the Tables. ew | v 2

Crtwsa

We will create each Query Type in the
Intermediate and Advanced lessons.

This lesson will look at the options in a
simple Select Query that has only one
Table. Keep going...

E! 'i'! /! n X! D Union %

@ Pass-Through
Make Append Update Crosstab Delete
Table i, Data Definition

Results Cuery Type

View Run

-

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Edit a Select Query in Design View
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Query: Sort the Records
Look at the QBE Grid at the bottom.
There are several Rows of options that
you can program if you wish. Start with a
simple function: Sort the Records.

=
4
3

4. Try it: Sort the Records

Go to a Field: Year

Click on the Sort Row under the Field.
Select a Sort Order: Descending.

Try This, Too: Run the Query

Go to Query Tools ->Design-> Results.

Click on Run.

EE

View Run

-

Results

Keep going...

Query Tools ->Design-> Results->Run

" R
“ L farale
giim! + A I = g

- - Pt Thagasgh = e
Wi Fun Lilack | Bakn Appnd Updats Crovrisy Dabria -
Toow

Futrsnnd Data Satugirit T [T

Py e ien ) et Cokeeni
' Driete Commeri

I 'Fl A repes e

LRl

=

W VTN N b L -J——
Eryls ety Typr hwrd e S Hedr

il hoows Gt ) [-jlm

AL r -
T 1 -.h-.

T it iy ¥ magienly

jan: [ ST [TRS)

—— Vi

sy m

Famm o

| ST

| T

Fuid: ..wn-v ] [res]
Teie | rmaAGve TS TEAACe |
1-:: | ¥ o’ Bt':::w I
‘".’: P 1aAn
Field: |[MovielD] [Maovia] [Year]
P Table: |tbiMovies thiMovies tbiMovies
Sort: Descendingﬂ -
Show: Ascending
Criteria:
or: (not sorted)

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Sort the Records
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o::° Home ->Views->View->Design View
. H i fovile  Edessl Dt Sataiir Tagh = g
Quew. Re_wew the Results 'y T T I Ll A D .
5. Try it: Review the Query Results S o ooy Basancra: | L5 s P sy =
h M) ) Bty T — i T Tosghe fa M"“:'“'r"E“rr' Gsens B IO A¥-x- FEEN B &~
The Query Results for MoviesSQ are: it i e ki i =5 Ta o . 5
Number of Records: 401 8 acomss s B
Sorted: By Year (descending). = £ [ T o i
P P 401 Tnank: 30 2012
L | J— Sl Tt bhanied Gt | 200F) Xy
Yes, this is correct. - : T fo
me - 17 Hugs | 1) a1
Try This, Too: Go to the Design View - ' T i
Go to Home ->Views->View. B o e e I
Select a View: DeSign View. 1 -k PR Chiri [ 201§ 2
30 eyl i1 P
1 Fane ot Planet of -.r..- A {3011 m::
% 1, Uld'r:[::n n-::;mu] ' Jﬂ;:l
1¥|'| o - r = - 130 Sherodk Holmey A Game :r-*imdm iﬂ!:l
< All Access Objects v | « || =31 Movieso
Views |5,m,m" |;J MovielD - Movie » | Year -
, Tables 2 || HE Kahaani (2012) 2012
Keep going... B toicustomers B 401 Titanic 3D 2012
EE tbiMovies | 348 The Hunger Games (2012) 2012
- [ | 2 21 Jump Street (2011} 2012
g"ﬁ = 3 50/50 {2011) 2011
3 Movies —
= MoviesQ B 179 Hugo (2011) 2011
R o 380 Warrior (2011) 2011
Customers 343 The Artist (2011) 2011

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Sort the Records
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Query Tools ->Design->Results->Run

=
4
3

Query: Criteria Gl-Meviet
Criteria can be used to Filter the Records. p \
Criteria can be words, phrases or numbers. tbIMovies 6
Say you wanted to find only the movies that *
were released in 20127 ? MovielD

Movie
6. Try it: Edit the Criteria Year
Select a Field: Year Rating
Enter a Criteria: 2012 Conge
Go to Query Tools ->Design-> Results. st

. ars
Click on Run.
What Do You See? Your Query should find
four movies that have the year 2012.
Go to Home->Views->View->Design View
Enter a different Criteria: 2005.
Click on Run.
4 |
What Do You See, Now? YourQueryshould ————————————————— s
find 25 movies that have the year 2005. ) - -
Field: |[MovielD] [Movie] [Year]
Table: i i i

Try This, Too: Delete the Criteria :Oé thiMovies B t[?elswc':::isng
Go to the I_)esllgn View. e [
Select a Field: Year T boos
Delete the Criteria. Keep going... -

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query
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Query Tools ->Design

P T e ———m e T e e
n — i

=
4
3

Rearrange the Fields NER - cose tastie Swssten | e W
Queries read from Left to Right. You can = : ::; ,J_'j ::N;El :‘: @i ;{w-m-- _E ,,f} ;-.#.......
move and rearrange the Fields. It is AT it L meutios 7
similar to moving a Column in Microsoft 43 ascrn Dty e X i
Excel. — = v :
Juis SR T
7. Try it: Rearrange the Fields :...., g ":;
Select the Year Field by clicking on the . : G
Field Header. The whole column should T teisan '
be highlighted (black). =l
Drag and Drop the Year Field between e —
MovielD and Movie. Dot uewen e
Try This, Too: Add Another Sort Order =
Go to a Field: Movie
Click on the Sort Row under the Field.
Select a Sort Order: Ascending.
|4
Keep going...
Field: | MovielD Year Movie
Baazy Table: |tbiMovies tbiMovies tbiMovies
Sort: Descending Ascending
Show: [ .
Criteria: Descending
orn [not sorted)

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Rearrange the Fields

Comma Training Page 169



=
4
3

y
o::° Query Tools ->Design->Results->Run
H . Tdr -o: Lerale Folrsnnl et S TesH
Run the Revised Query vy [ i Qoo o ne B g S, e s
This Query is supposed to Sort the = L e e e e e e e
movies by Year, then Sort them e B e e R e iy : 8
alphabetically. Does it? Please Run the 8 acomss s A o J
Query and see. e T e s ey :
i T P Wi 260I Kshaani [2042)
[ ko 2002 Thelt Mg G (2002)
8. Try it: Run the Revised Query — : @ mammen
Go to Query Tools ->Design->Results. hE] - 5 391 A Sepuratio]
Click on Run. - ' e
1 QTP 17 2001 meggs (2001
What Do You See? The MovieSQ should ;; :;1' ;“-5; E 2012 21 Jump Street (2011)
open in Datasheet View. The Year Field is me 01 msectthel| | 203 2012 Kahaani (2012)
first and is sorted descending (new I
movies first). The movies are sorted o i mesni | 348 2012 The Hunger Games (2012)
alphabetically by the movie title as well. r %1.: :‘-H:lpl:r: H 401 2012 Titanic 3D
_ 2w e (2 3 2011 50/50(2011)
Do This: Save the Query - i i
Go to File->Save. L o0 e | 4 2011 A Separation (2011)
e | 98 2011 Drive (2011}
C_l"d Do This: Return to the Design E EE E?T 157 2011 Harry Potter and the Deathly Hallows
lew et
Go to Home->Views->View. v s 179 2011 Hugo (2011)
Select a View- Design View. —_— _JEsanh B S0 2 NED] W || 238 2{]11 Midnight in PETiS [2{]11}
| 242 2011 Moneyball {2011)
Keeeeep going... | 263 2011 Once Upon a Time in Anatolia (2011)
| 296 2011 Rise of the Planet of the Apes (2011}
| 321 2011 Shame (2011)

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Rearrange the Fields
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Query Tools ->Design

Add a Field 51 movies
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This Select Query shows three ’ ) y

Fields from tbIMovies: MovielD, thiMovies

Year and Movie. Say you wanted *

to Add a Field. Here are the steps F MovielDd

to add the Rating Field. Movie
Year

1. Try it: Add a Field Rating

MovieSQ is open in Design View. Genre

Go to tbIMovies. Stars

Double-click a Field: Rating.

What Do You See? The Rating

Field has been added to QBE Grid.

Keep going...
A L
Field: |movielD Year Movie Rating
Table: |tbiMavies thifMovies tbiMovies thiMovies
Sort: Descending Ascending
Show
Criteria:

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Add Fields to a Query
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@ Query Tools ->Design->Query Setup->Delete Columns

uary

@i =+ g o 200 - e T
Remove a Field R g ——— . .
Say you added the Rating Field a couple of - 3 CHE W T W T g W Dt Conme E B e
times as you were practicing. Here are the g e g s 2
steps to Remove a Field. A8 Access Objet o o |
Before You Begin: Add Another Field S ¥ Mo o
MovieSQ is open in Design View. — Gf=  alnsertRows | Insert Columns
Go to tbIMovies. e j = Delete Rows || 3 Delete Columns
Double-click a Field: Rating. B Cotons thow | .. -

b Jable | ‘o Builde i Return: Al -

What Do You See? There should be two Query Setup

copies of the Rating Field in the QBE Grid. :

'3 1
H
iE
1

B
g i
tdiAR

2, Try it: Remove a Field

Select the second Rating Field by clicking on
the Field Header. The whole column should
be highlighted (black).

Delete the second Rating Field.
Go to Query Tools ->Design->Query Setup.
Click on Delete Columns.

Movie Rating Rating
What Do You See, Now? The second Rating wa tbiMovies tbiMovies tbiMovies
Column should be removed. Ascending

Keep going, please...

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Remove Fields from a Query
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o,,°° Query Tools ->Design->Results->Run
™ R
H iy Lorate Fulennl ara Stk TanH

Run the Query, Again iy g e oo | o i i

3. Try it: Run the Query, Again | Gace PO e M;“ oo

Go to Query Tools ->Design->Results. ... ... ... il e

Click on Run. PP — M [

bl =] MowiesD - | Vear - Bdorein Eaging -
Tables - 2602 21 berrep Streed [MLE] ]

What Do You See? The MovieSQ should | = == T [T —r

open in Datasheet View. The Rating Field | e z e e

should be included in the results. EE] 4 301 Sepuation211) paid

Foami. A S5 3001 Deiew |3001] [
= I 157 3001 Hairy Potber and the Deathly Maliws BG13
. - | QT 2011 He 2091)

Please return to the Design View. e R i
M 2001 Moseyball {3001) PG1E
na 2011 Onde Upos  Tirss in Anabolia (2011} MR
b=} 2011 Rige of the Mane? of B Apend (3011) PG1Y
o 2001 Shamae |JOLL) NC-1T
i | 2001 Sheriock Holmei: A Garma of Shaedow PG

3001 Thes Arth® [J0EI)} PG13

PR
Farsd

'}} i (o «

BRSO AY -5 EEE B -

ool Fipainpfiwsy

= @

= e

3

MovielD -
2

203

348

401

3

4

98

157

179

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries

2012 21 Jump Street (2011) R
2012 Kahaani (2012)

2012 The Hunger Games (2012) PG13
2012 Titanic 3D PG
2011 50,50 (2011) R
2011 A Separation (2011) P13
2011 Drive (2011) R

2011 Harry Potter and the Deathly Hallows PG13
2011 Hugo (2011) PG

4.3. Manipulate fields: Add Fields to a Query
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Add More Fields

4. Try it: Add Another Field
MovieSQ is in Design View.
Go to tbIMovies.
Double-click a Field: Genre.

E rﬂk
e
E ono

What Do You See? The Genre
Field should be added to the
QBE Grid.

Keep going...
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Query Tools ->Design

P

tbIMovies

*

¥ MovielD
Movie
Year
Rating
Genre
Stars

4 | m

---------

Field: | MovielD
Table: |tbIMovies
Sort:
Show:
Criteria:
on

Year
tbIMovies
Descending

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries

4.3. Manipulate fields: Add Fields to a Query

Movie Rating Genre [=]
tbIMovies tbIMovies tbIMovies
Ascending

,



Query Tools ->Design->Results->Run

uary

Run This Query, Too — "‘“r”;w’::,'"':“m_. R e
. . 4 e Catn g} rEE R ~n
5. Try it: Run the Query, Yet Again E‘_: o L e 14 0mens Taamncrs - _,,f]_-vuw T seenns “ﬁ L e g
Go to Query Tools ->Design->Results. . . w0 e o _ 5
Click on Run. A3 Acces Otyects o |
r— Pl MovieD - Year - Mow e - Rating - Gewe - -
Tades s B 2002 20 00mp Streer 2003) " acvon
What Do You See? The MovieSQ should | = = e -y
open in Datasheet View. The Genre Field | ... ~ A A —
should be included in the results. T Mty & 2011 A Sepaation (2011) PO1S  Oeama
'; s o 2001 Oeive (2012) n Ovama
ey 187 2001 Marry Potter and the Deathly Maliows PG13 Oearna
Do This, Too: Save the Query . o oSy A o ey
Go to File->Save. M2 2001 Moseyball (2011) PGI3  Oeara
63 2001 Once Upon & Time in Anstolia (2001) NR Orarma
b 2001 Muse of the Planet of the Apes (2011) PGID Acton
m 2001 Shame (2011) NC-17 Dearma
T .
14 2001 The Girl wizh the Oragon Tattoo (2003 R Oearma
MovielD - Year - Movie - | Rating - | Genre -
E 2012 21 Jump Street (2011) R Action
203 2012 Kahaani (2012) Thriller
348 2012 The Hunger Games (2012) PG13 Action
401 2012 Titanic 3D PG Romance
3 2011 50/50(2011) R Comedy
4 2011 A Separation (2011) PGE13 Drama
98 2011 Drive (2011} R Drama
. 157 2011 Harry Potter and the Deathly Hallows PG13 Drama

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Create a Select Query
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Summary
This discussion begins by creating a

=
4
3

Select Query with the Query Wizard.

We had an opportunity to play with
the Query in Design View as well.

This lesson also introduced our
approach to programming: make a
change, test the change.

You done good.
You get the cookie.

Or the red gum balls if you wish.
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N A

D Union
<!

a Pass-Through

View  Run Make Append Update Crosstab Delete o how
S Table i, Data Definition | Tap|e
Results Query Type
Field: | MovielD Year Movie
Table: |tbiMovies tbiMovies tbiMovies
Sort: Descending Ascending
Shows:
Criteria: Descending
orn [not sorted)




Practice Activities

Lesson 7: Query Design
Try This: Do the following steps
1. Open the Brown Bag Lunch database you have been programming. Or you may

download the sample database Brown Bag Lunch ver7.accdb online.

uary

2. Use the Query Wizard to create a Select Query with tbIProducts as the Record Source.
3. Select the following Fields in the Query Wizard,: ProductID, Type, ltem, and Specialty.

4. Name the Query IltemSQ and Finish the Wizard.

5. Open the ItemSQ Query in Design View. Use the QBE grid to set the Sort Order for the
Specialty Field as Descending. Run the Query to verify that is Sorts with Vegetarian on the
top.

6. Return to Design View. In the QBE grid, enter the Criteria “Gluten Free” to the Specialty
Field. Run the Query to test that only Gluten Free items are displayed.

7. Return to Design View. In the QBE grid, add a new Field: Type. Set the Sort Order as
Ascending. Run the Query to test it, again.

8. Return to Design View. Remove the Criteria “Gluten Free” from the Specialty Field.

9. Rearrange the fields in the QBE grid so that Specialty is to the left of Type. Run the
Query to test it one more time. The Query should Sort by Specialty in Descending order

(with vegetarian on top) and then by Type in Ascending order (with breakfast first.)

10. Save the ItemSQ Query.
11. Close your Mighty Access dartabase,
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Test Yourself

1. Which are templates in the Query Wizard?
(Give all correct answers.)

A. Simple Query Wizard

B. Crosstab Query Wizard

C. Find Duplicates Query Wizard

D. Find Unmatched Query Wizard

Tip: Beginning Access, page 157

2. Queries have which of the following views?
(Give all correct answers.)

A. Datasheet

B. PivotTable

C. PivotChart

D. SQL View

E. Design View

Tip: Beginning Access, page 163

3. Which Query commands show data?
(Give all correct answers.)

A. Select

B. Cross Tab

C. Append

D. Update

E. Delete

Tip: Beginning Access, 165

Comma Training Page 178

4. Which Query commands change the data?
(Give all correct answers.)

A. Select

B. Cross Tab

C. Append

D. Update

E. Delete

Tip: Beginning Access, page 165

5. To add a field in Query Design mode, double-
click the Field name in the Data Source box above
the QBE Grid.

A. True

B. False

Tip: Beginning Access, page 172

6. When you Run a Query, it displays the results
based on the fields and any criteria programmed.
A. True

B. False

Tip: Beginning Access, page 167, 170

7. Any change to a Query should be tested to
make sure it works as desired.

A. True

B. False

Tip: Beginning Access, page 176

8. What is QBE?

A. Quick Blank Example: a quick new template

B. Query Back Empty: returns any blank fields

C. Question Bank Effect: creates sample question to
help in designing a Query

D: Query By Example: a visual format for programming
Tip: Beginning Access, page 164




Access 2010: Questions

Eh
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Two

Beginning Access Objectives
In this lesson, you will learn how to:

More Questions, More Queries

I

Fotens Duta Sutanae Yookt Oevgrn

At o A [ A

1 P e tows | met Comm X Megenm; rent
H H H lv:-_ h‘n Sebec 0 Append Update Crouitad Detete .MM’NW 5:- it ' Ot Comns Totahi Pacameten "*-‘-“
1. Create a Query in Design View and use the : T WLOwaDmmnn Ty Nowte  Nptmm -
Lt Jven “rpe Quen Setho WAew Sede
Show Table command to add a Record Source. =  er— E !
2. Add Fields to the QBE Grid. — : Sttove Vi o
e ’ iew un
3. Create a Field that combines (Concatenates) ;’, o iy -
two or more Fields together. Queries .
B Cotomemtomironesq Gomse
4. Create a Parameter Query that prompts the B cotemetioned o
User to enter more information when the Query  —
runs. B cutoeen
B e
Field: | MovielD Movie Year Rating
Table: |tbiMovies tbIMovies tbiMovies tbiMovias
Sort:
Showr
Criteria:
on [Enter the year]
© 2012 Comma Productions, LLC
S—
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Lesson 8 : More Questions, More Queries

4

1. Readings
: Read Lesson 8 in the Beginning Access
guide, page 179-202.

Project
Parameter Queries with calculated Fields
from the customer and movie Tables.

Downloads
FrontRowVideo Begin8.accdb
popcorn1.qif, popcorn2.gif,

popcorn3.qif, popcorn4.qif, movies1.qif.

Brown Bag Lunch ver8.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpg

Lunch1.gif, Lunch2.gif, Lunch3.gif,

Lunch4.qif

2. Practice
Do the Practice Activity on page 203.

3. Assessment
Review the Test questions on page 204.
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Create

[—] —F = Form Wizard

B EE M K =imE

i — == o =] Navigation ~

Application | Table Table SharePoint | Query Query Form Form Elank

Parts~ | Design  Lists= | Wizard Designl Design Form %MWEFU""‘S'
Templates Tables ‘ CQueries Forms

Y
Query Tools->Design
10 Union

ER

View

-

Results
3

Menu Maps
From the Create Ribbon.
1. Create ->Queries-> Query Design, page 184

e A

Select | Make Append Update Crosstab Delete
Table

Show
Table

@ Pass-Through
Run
i, Data Definition

Query Type

2

From the Query Tools->Design Ribbon.
2. Query Tools->Design->Show Table, page 184
3. Query Tools ->Design->Results->Run, page 187




@ More Questions, More Queries

OK, a Select Query asks questions. Sometimes, how you ask a question can return a better answer. This lesson will look at
ways to use a Query to find the answer. The first example works with the customer data: combining the Fields for reports and

printouts. The second example will create a Parameter Query that asks the User for more information, say the customer's
phone number.

uary

This lesson will create several Select Queries in Design View using the Show Table options.

Microsoft Office Access 2010: Example of a Parameter Query and the results, below

Field:
Table:

Sort:
Show: B e

Criteria:

7T g

LastMameFirst: [LastMame] & °, © & [FirstName] CityStatedip: [City] & 7, ~ & [State] & ° ° & [Zip]

CustomerlD -~ | FirstName - | LastName - FullName - | LastMameFirst - CityStateZip
B Deeter FPoohbah Deeter Poohbah Poohbah, Deeter Brighton, MI 48116
3 Mary Contrary Mary Contrary  Contrary, Mary Pinckney, MI 48169
4 Timothy Allen Timothy Allen Allen, Timothy Ann Arbor, MI 48103
5 Alpha Beta Alpha Beta Beta, Alpha MyTown, MI
6 Sage Young Sage Young Young, Sage Brighton, MI 48116
(New)
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@ Microsoft Access 2010
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Before You Begin e — o -
This lesson uses the Front Row Video o [horenary Plamecrs | 5 i P soenes n. e — "',:'_’ .
database. You can continue with the | a] M e o ST g romming - 1
database you have been programming. £ ra cxccran trasie Contren x
You can also download the sample 4 hooers Dbjeris -
Access database at the beginning of this == -
lesson. T ez

Jasi S TR

Qe
1. Try it: Open the Sample Database o i
Go to the Documents folder. T otemen
Open the sample database: E R
FrontRowVideo Begin8.accdb

What Do You See? In All Access Objects \9 Security Warning Some active content has been disabled. Click for more details. [ Enable Content ]
There are two Tables:

tbICustomers has 5 records. All Access Objects WA
tbIMovies has 401 records. |_cfmm" | e
There are two Forms:

Customers Tables &
Movies EH tbiCustomers

And a Query: MoviesSQ
EH  thiMovies

What Else Do You See? This database .| Queries
may have a Security Warning. In order to

b

edit the objects and save your work, you (F MoviesQ

need to click on Enable Content. Forms P
@ Customers
5] Movies
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Review the Customer Table
The goal of this lesson is to create a Query
that can fill in the information for a customer
receipt or report. This Query will use a
calculated Field to combine several Fields
together to create a mailing label.

This Query will use tbICustomers for the
Record Source. Know your data...

2. Try it: Review the Customer Table
Go to All Access Objects.

Double click tbICustomers to open it in
Datasheet View.

What Do You See? The Customer Table has
5 customers. The Table includes the name
and address Fields.

Close tbICustomers. Keep going...

Ftesns Doty Satanae Yookt Pt

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Create Calculated Fields
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D e T o
T waseves ;;;mm ; 1:‘3'9::::5;‘:«: mrg w (810) 231.3211 i
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P vowen . (New ) w
Foram 2
W Centome
W vowe
7 tblCustomers
CustomerlD - FirstName - LastName - Address1 - City - State -
| # Deeter Poohbah 123 Main Street Brighton
3 Mary Contrary 24 EIm Street Pinckney
4 Timothy Allen 789 Second Street | Ann Arbor
5 Alpha Beta 123 Practice Street My Town
6 Sage Young 123 Brighton Road | Brighton
#* {(New)
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Query the Customer Table
This lesson creates a Select Query in
Design View. The first step is to select a
Record Source when you are prompted
by a ShowTable window.

Before You Begin: All of the Tables,
Forms and Queries are closed.

1. Try it: Create a Select Query
Go to Create ->Queries-> Query Design.

What Do You See? A blank query will
open. The Show Table window will
prompt you to choose a Table or Query
for the Record Source.

Select a Table: tblICustomers
Click Add.

Click Close. Keep going...

E.Hﬂ.:‘:

Create ->Queries-> Query Design

Tl Bata Datadiain Fors & ﬂ-
= SEE| 1 1 = B=l Hlremwura  om I R, et v *) i i
a2 D M MR Bod Do T8 L350 & S e
e O et S e e et St -
Trspll Tk : Qaprrae Formi | Brpadh Mgargs s Cnde |
frywep— ge______________________________________________________|
P & -}
b v
O wcuemen
s [T TR
Lnarrary &
= e o
= ]
Eose=1 | | Tables Queﬁeglgoﬂ-.
thiMovies
[
o | =
Tamis:
et
how
o
o
Catds
el 0L
L]

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.2. Manage source tables and relationships: Use Show/Table Command

Comma Training Page 184




@ Query Tools ->Design

‘m

uary

ook et ey e ey, D) ENMABAT 8= 3 B g
p of the Query: e e B e o oo, D | O ; g 3 5 e e
tblICustomers. However, the QBE grid is i, e e e e s i
still blank. Let's add the names. A3 Access Coes £
SN, »~
2. Try it: Add Fields to the Query S
Go to tblCustomers. —— , SOwtomen
Double click to select the following Fields: | * = » S
CustomerlID B coteasn ) ovmand
FirstName B o A
LastName oyl
What Do You See? By default, all of
these Fields has a check mark for Show.
That means they will be visible when you
Run the Query. q
It's a start. Keep going... R i —
'“:5 : 4
Ié,_._.-.-‘—'-" 1_\‘. .........
@ I Field: | CustomerID FirstMame LastName
Table: |tblCustomers tblCustomers tblCustomers
Sort:
&}b Show: m
‘}" Criteria:
ar

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Add a Field
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Concatenation

uary

. Pt ' ol - . ' - D U e elsen fows | ot Colmen -
Business envelopes, letters and customer el | “_! :mmij_ :: e ) L :jo«---:w-w E Ll
receipts usually display the First Name and Last .. ™= =~ et o s e s o
Name Fields together. You can use a Query to [rys—r— | 5 G
combine both Fields into one. The command is -
called concatenation. Here is how it works. ;1 miromen

Querien
3. Try it: Concatenate Two Name Fields :_
Place your cursor at the top of the next blank B cotensn
Column in the QBE Grid. R
Type: FullName:[FirstName]&" "&[LastName]
Fullname is the label, or alias, for the new field.
[FirstName] and [LastName] are Fields from
tbICustomer. 1
The two quotes have a space between them. e e A
Whatever is inside the quotes will be placed S v v v
between the fields. -
The two & signs are the glue that sticks the two
fields together,. 1 @ =

Rendy

FirstMame LastMame FullMame: [FirstMame] & ~ ° & [LastMame]

%
o o
Mot Cieate  EtemaData Cutsbase Tesh Deign

Query Tools ->Design

tblCustomers

tblCustomers

B

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Calculated Fields: Concatenation
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[: Test the Query

: How does this look when you Run the Query
and see the Customers' Names?

4. Try it: Test the Query

The Query is open in Design View.

Go to Query Tools ->Design->Results-
>Run.

What Do You See? The Query Results will
open in Datasheet View. There should be a
new Field called FullName that combines the
First Name and Last Name Fields.

Try This, Too: Return to the Design View
Go to Home->Views->View.
Choose a View: Design View.

Keep going...

Query Tools ->Design->Results->Run

k: A r 2l aseenang U Setection - e I “oten ‘ﬁ Sau Peplace At Doty oy JIZEE R
;;. s 43 Cony e 1l Destenang ¥ anencee Wiee P lpenng = - Gate ==

. s ) , hemeve Sont  Desene = [ Mave = iy Selen B IHIA 2" Eww G W
Vi) & Ted Fosmatinng N

Al Acceys Ctpects

CustomerlD - FirstName - |LastMame - | FullName -~ ¢
L # Deeter Poohbah  Deeter Poohbah
- 3 Mary Contrary Mary Contrary
4 Timothy Allen Timothy Allen
5 Alpha Beta Alpha Beta
6 Sage Young Sage Young
* (New)

Exam 77-885: Microsoft Access 2010
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Query Tools ->Design

uary

an-r O
More Concatenations E e B e fne " ‘"
2z ] - * L) Uneon e T i ] et Cohumeny 3 Mepesy Sheet
5. Try it: More Concatenations L :, :E J :Lw:,lul :} Oritvmen  — oo ;jw-cm E ,_fi'm!ww
If you wanted to display Last Name, First St - e R oy 5
Name your concatenation would look like this: A4 Access Otects R &
Saaron.. »
LastNameFirst:[LastName]&", "&[FirstName] D ann
T matpves
Another useful concatenation is: ® s
B Cetemen
CityStateZip:[City]&", "&[State]&" "&[Zip] B woues
Now, when you create a report or mail merge,
the fields will be evenly spaced, without ugly
gaps between short and long names.
Enter these examples into the Query. s
Keep gOIng Fuld | LarNametert Larthame & °, © & Prthiane CtyStatelip: JOR & °, " & [State] & " & Dol
Field: |LastMameFirst: [LastMame] & °, ~ & [FirstMame] CityStateZip: [City] & °, © & [State] & ° " & [Zip]
Table:
Sort:
Show: W
Criteria:
on

Exam 77-885: Microsoft Access 2010
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Test These Changes, Too

6. Try it: Test the Query, Again

The Query is still open in Design View.
Go to Query Tools ->Design->Results-
>Run.

What Do You See? The Query Results will

Query Tools ->Design->Results->Run

l-tnumn Mm'm

open in Datasheet View. There should be two |

new concatenated Fields:
LastNameFirst and CityStateZip.

Try This, Too: Return to the Design View
Go to Home->Views->View.
Choose a View: Design View.

Keep going...

i": X A £ r ﬂwm © Setection «
- <3 Cony lnnunc-. P asances -
Ve | M Frmarme | ™ v Sont 7 Togphe Pils
Views rpbesd - Sen & P
Al Access Objests R =
P " CustomedD - Frsthame -
v § Doster
T wunnomens 3 Mary

4 Tevomy
T mttves 5A
Qaeriey 6 Sage
P wowr . (New)
Forms 2
T Centome
= JETEEN

CustomerlD - | FirstName - LastName -
B Deeter
3 Mary
4 Timothy
5 Alpha
6 Sage
* (New)

" % e

- New I toten 24 Peplace
2 M Deweg T wiate:
B o Selen <

A L e
Fulame - LasthameFest -

Lasthame -
Poshbah
Contrary
Al

Beta
Young

FullMName -

A Cenas i

CIZ T PR
| IV} A.O: S-Eu 3w %- .

6

Dewter Poohbah  Pochbah, Deeter mu.m
Pnciney, Wi 489069

Mary Contrary Contrary, Mary
Tancthy Alen Aden, Temcthy
Apra Beta Beta Apha
Sage Young Young Sage

LastMameFirst -

Iife

\\ﬁ*‘\-

59

CityStateZip -

Poohbah Deeter Poohbah Poohbah, Deeter Brighton, MI 48116
Contrary Mary Contrary  Contrary, Mary Pinckney, MI 48169
Allen Timothy Allen Allen, Timothy Ann Arbor, MI 48103
Beta Alpha Beta Beta, Alpha MyTown, Mi

Young Sage Young Young, Sage Brighton, MI 48116
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Query Tools ->Design

Weme  Crme  DarmaiCsa  Owasetien | Drogn
Zo_om Into the COde . . E ] :g :J! "I 4. U J-i! Eiuwien :I el LT O] ¥ B mepesy o
Typing Code in the little Cells seems like it " ° 00 0 5 00 0 D0 @ s s i e
is the "hard way." You can Zoom into the ... e PR el ey brpp M o PP Y 1
Code and see it much, much bigger. Wi o < - .
Tiskdey. a o
1. Try it: Zoom Into the Code e _ e .
Right Click the FullName Field, — . e Fulame: I otals el [=]
Select Zoom from the options. P uensa : e i
L n F— Table Names
Keep going... o e % Cut
=2 Copy
[ Paste
“%  Build...
e e . e e ——
= —u = = B ten % Properties...
|
| B ke
| 0 Beenn
ls T topwmn 8

ol | 8 e ]

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
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T P s Ve O e o N 1 s =S
Really See the Code o e e =
When the Zoom Window opens, the Code E‘ R ﬁ j_! :i_’iE_ H g 1 | S ,f_ hﬁ{"';m:-n
may still be small, 6 pt type. Too small is . e iy 2
still too small. However, we can change 28 Acvess Otyects | E—
this. We're Access programmers! = -
: itdlaticman
2. Try it: Increase the Font Size — .
The Zoom Window is open. :‘_”"‘"“ J . f S e
Click on Font.. Cr—
Edit the Size: 14 E
Click OK.

What Do You See? The image on this
page shows the Code in 14 pt type. Itis
easy to see the spaces and punctuation.

Very Good. Click OK to close the Zoom.

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Zoom into the Code
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Save the Query

This is a good time to Save the Query.

Try This: Save the Query
Go to File->Save.

Enter the Query Name:
CustomerNameSQ

Customer because Record Source is
tbICustomers and Name because that is
the Field that we manipulated with this
Query. SQ because this is a Select
Query.

Click OK. Close this Query.

So, we have a useful Customer Query.

File ->Save

Creat e °

-

View  Bun Select | Make Append Updete Crourtsd Delete
- Tovee

ey

i

futenn Data Sutansie Yoot

3! ot « A I X o

Tabdes

T mecantomens
ot EUSVEEON
Querien

B o
Forwns

T Cetomen
= JETE

Orogn

-j_ eisen fows Y et Conme > 3 Mropeny Sheet

@ P Teesen o Devete hows I Detete Conmens M e v
Show Totahs Pacameters

oL O0e Defention  Tunse 3N Buaer A Retun 28 -

-.‘:9“
»

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Create Calculated Fields
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Create ->Queries-> Query Design

H ﬂ Heme  Crosd | (opneiCuts CudebEid Tiel = ig
f arameter Queries A T80 RS ERO— Bl R
arameter Queries prompt you to st e e et | e ot | P oy, Dlteweiec | 0 R 3 e g o e
answer a question before the Query runs. 7, T S0 Semem g e SR e e e 1
4B Accen OSgerhy
Before You Begin: All of the Tables, :::.—i :
Forms and Queries are closed. g o
s &
1. Try it: Create a Parameter Query o e
Go to Create ->Queries-> Query Design. = x
T uwn
What Do You See? A new, blank query Tables | Queries | Bath

will open. The Show Table will prompt you
to choose a Table or Query for the Record
Source.

thiMavies

Select a Table: tbICustomers
Click Add.

S

Click Close. Keep going...

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.2. Manage source tables and relationships: Use the Show/Table Command
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Add the Fields

When a customer goes to check out some
movies, the clerk at the register asks for a
phone number. Our Parameter Query can
do the same thing.

2 .
4
3

2. Try it: Add Fields to the Query

Go to tblICustomer.

Double click to select the following Fields:
CustomerlD
FirstName
LastName
HomePhone

Keep going...

Exam 77-885: Microsoft Access 2010

Query Tools ->Design

eate Fitesns Data Satanre Yeadt

- QD Umson Seen fows T ot Comen X Mepery Shert
E ! m ‘J! .! 4 [j )‘! & P e ¥ Detete Conmens p 1 s s
View  Bun uball:mw&m-nm-‘“. T { o puties :.’ r . Totah Pasmeten
Ceruly Queny “yve Quen Yoo IAw Mo
A2 Accets Ctpcts R =
oron
Tobdes 2 [‘.——
0 meCantomens | ¥ consmesd
T matove ‘ Ll
Quaries _ ; :-n.m
P Catomenamesq | o
B vewe ; s
Sommm * | Mobsemane
W Centomen [ 2o
B wewn
- —_—_—_—_—_—_—_—_—_—_—__ G5
Fuid | CartomedD Vw
Taoee  med b omery R rtomeny
et
e v @2
(leca
Field: | CustomerlD LastMame HomePhone
Table: |tblCustomers thlCustomers thlCustomers tblCustomers
Sort:
Show:
Criteria:
ar

4. Creating and Managing Queries

4.3. Manipulate fields: Create a Parameter Query
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[Enter the phone number]

That's it. This is what the User will see
when the Query runs.

Keep going..

Comma Training Page 195

Add a Parameter

3. Try it: Edit the Criteria
Go to the HomePhone Field.
Enter the following Criteria:

Query Tools ->Design

- Civate

Feteons Dura Cutanse Yook Orign

B

? = % D Unen D et tows Y ot Colmet 3 Mepery Shert
[j . g .J! '0 4 m )‘! @ Poss-vsun 3 & Detete Sows | T Outete Conmen T taise Homey
V\:- an :‘:memm‘m : i\' o * o
LA Qwen “ype Setve Arw Sede
A2 Access Obyests R =
T— » -
Tebtes - w—-— -
T meuntomens ¥ Costonedd
jans QUSRS Pemame
Queries _ JUp—
B catcmenumeq oy
B wewerq St
Somum & Miteemmzne
W Centome o
A vown
) ; »
Fuia ;c.m-o "vﬂ-« ‘ma 7w i
‘: W inhomery A yntommery 4C yrtomeny 1 artomeny
how | v v 4 2
Crtera | Jrter tre phone rumber
p
Field: | CustomerlD Firsthame LastMame HomePhone
was  Table: |thiCustomers tblCustomers thlCustomers tbiCustomers

Sort:
Show:
Criteria:
on

Exam 77-885: Microsoft Access 2010
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4.3. Manipulate fields: Create a Parameter Query
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Run the Parameter Query

4. Try it: Run the Parameter Query

Go to Query Tools ->Design->Results-
>Run.

What Do You See? You will be prompted to
Enter the phone number.

Type: 8105551212
Click OK.

Now What Do You See? The Parameter
Query found the right phone number as well
as the customer's name.

Memo to Self: The HomePhone Field was
formatted with the Input Mask Wizard. The
last question in the Wizard asked if the phone
number should be saved with or without the
punctuation. We elected to save the data as
just numbers...

So, this Parameter Query works if you type in
just the numbers, no punctuation.

Query Tools ->Design->Results->Run

Etewal Dats  Outabise Yook Orvgm B |
' - QD Umwen gt edeert Rown Y insent Columes ¥ rooety et
[j . ﬂ .J! ’! 4 [j i! @ Pons-Theoun od | 5 Detete 8 ¥ Derete Comns z % ’Mw
h‘l- L oot WW(MMW‘M :: -,\ % *.M‘l Totals Paameton
Revsty Queny Quen Setas Vv Ve
A8 dicess Otpects 3 Quemd
Soorn.
oty m e
- E=RR [ [l
g Pritame Enter Parameter Value
LarName —-‘.
‘:“" - Asseiit
(unasmetan
B i A Enter the phone number
romePorae
Forms | Mobsemase
S i | = 8105551212 |
B Mowe \
I
| ok || canel |
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@ File ->Save

uary

ﬁ A9 T . g :
Save the Parameter Query —H . P ﬁ", By T e r——— 2 Frocume .
If it works, it's worth saving, isn't it? L 1 a1 /% W :.. O e L L
. ,,..: wns s oL, Oota Defntion  Taaie N AP Retuen a1 . o 5
Favaam Query Yype Query Letug e tate

5. Try it: Save the Parameter Query
Go to File ->Save.

Enter the Query Name:
CustomerHomePhoneSQ.

Click OK.

Close the Query.

rSaveAs A @u1

4 Query Mame:
Lo M e e e |CU5tﬂmEfHﬂmEPhﬂﬂE5Q |
Sont
how v 'l

Crdera

)l)ur AMWWOSOKS

Mmisd D@ Sw ¥

¥ Valh 4 H!d il
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@ Create ->Queries-> Query Design

uary

One More Query... e e o Erevs e B | Blemomes < s
In the first lesson on Queries we used the wﬁ“ E ':';_' . E E % e gw-:—- o m‘! £ 3.'““ e e
Query Criteria to find all of the movies LN e e e e gl 1
that matched the Year we entered. In ryv—— | BT
order to change the search, we had to _— - -
return to the Design View and edit the 3 wkcartoman
Criteria under the Year from say 2012 to f_‘_"“"‘" S
2011. F cumsammsmsnai
o Cussssenriy
F ueeg

This Parameter Query will be more Forma :
flexible. : ::_":.F Tables Queries | Both
Before You Begin: All of the Tables, thlCustomers
Forms and Queries are closed.
1. Try it: Create a Parameter Query .
Go to Create ->Queries-> Query Design. e |

L
What Do You See? A new, blank query -
will open. The Show Table will prompt you
to choose a Table or Query for the Record
Source. ,

Select a Table: tbIMovies
Click Add.

Click Close. Keep going...

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.2. Manage source tables and relationships: Use the Show/Table Command
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@ Query Tools ->Design

B dne T o Yo oA B e 7 STV Lo WO - . -8, 500
Add All of the Fields R o -

There are two methods for selecting all of the  ~~ ° . ° ° ° ﬂ ' e | ): ’j' —
Fields from the Table and adding them to the .. - A | e S o 2
QBE Grid on the bottom of the query: the e =

Wildcard (*) or double-click. = - St

®
)
-
<
-
-

uary

If you double-click the Wildcard(*) you should | s
see one Field on the Grid that says P bttt
*tbIMovies, where * means "select -
everything." orm

If you double-click each Field separately, you

will see the Field names lined up on the QBE

Grid. This method works great for Parameter

Queries because each Field can have a

different Criteria if you wish. 1 B
2. Try it: Add Fields to the Query | — — — —
Go to tbIMovies. o ’ ’ . . . .
Double click to select the following Fields:
MovielD

Movie Field: i . -
Year ¢ [ MovielD Movie Year Rating

Rating Rasey Table: |thiMavies thiMovies tbiMaovies thiMaovies

Saort:
Genre
Stars Show:

Keep going, please... Cnter;i

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.1. Construct queries: Select All Fields
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Query Tools ->Design

Add a Parameter I e .
3. Try it: Add a Parameter 2! cOnt« A0 P 1 [ | - 3 + I e s
Select a Field: Year M e [l N S e G Dt cntetenw Tn b S P
e . Reiuls . i etngs W e 3
Type the following in the Criteria: FryT—— B ===t
free = - -
T 3
Juii SR .
[Enter the year] = _ : ;‘
aerier & -~
Keep gOing = CarlomariemPrar] m
F Carlomartiemary e
ooy
formm &
] Curtoman
= QTSN
ryreTIn L §
L] L] L] L] L] L]
Ed < £ e 4 i |
rey tor s
PovielD Movie Year Rating
: [tbiMovies tbiMovies tbiMovies thiMovies
[Enter the year]

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Create a Parameter Query

Comma Training Page 200



@ Query Tools ->Design->Results->Run

uary

Test the Parameter Query I - - C
- D Unwen Ve e isen Rown et ok X Mopeny Shert
4. Try it: Run the Parameter Query E 3, E j_!, :1:19_ :}, Ortvewn  —  Fowerton ;_w-m-« 3:_ ,_flﬂ 5 e damer
Go to Query Tools ->Design->Results- . b o i T LU 4
>Run. A3 Acces Obyests © o | P o
= = =
What Do You See? You will be prompted to g e o
Enter the Year. Q_:"" - e [ m
| —— | == Enter Parameter Valus I
B cutemeniames | %
Type: 2012 B et
Click OK. - | Enter the year
b JET |2|:|12I |
Now What Do You See? The Parameter

Query found all of the movies that match the [ oK ] [ Cancel ]
year that we typed in.

Do This, Too: Save the Query C 3

Go to File->Save. B " - - - -
Enter the Query Name: MoviesByYearSQ. ¥ . - - - - . ,
Click OK. S —
Close the Query. MovielD - | Movie ~ | Year - | Rating - Genre -
- E 21 Jump Street (2011} 2012 R Action

203 Kahaani (2012} 2012 Thriller

348 The Hunger Games [2012) 2012 PG13 Action

401 Titanic 3D 2012 PG Romance

* (New)

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Create a Parameter Query
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Summary

This lesson demonstrated how to create a
Query in Design View. We used the
Criteria to find answers to our questions.

The Parameter Query was interesting
because it asks the User for more input,
say the year a movie was released.

Allez, Allez in Free.
The movie's starting!
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Field: | MaovielD Mavie Year Rating
Table: |tbiMovies tbIMovies tbiMovies tbiMovies
Sort:
Show:
Criteria:
or: [Enter the year]
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Practice Activities

Lesson 8: More Query Design

Try This: Do the following steps
1. Open the Brown Bag Lunch database you have been programming. Or you may

download the sample database Brown Bag Lunch ver8.accdb online.

2. Use the command Create->Query->Query Design to make a Select Query using the

Table tbICustomers.

3. Add the following Fields to the QBE grid: CustomerlD, Company, and Phone.
4. Add a new Concatenated field as follows:
FullName: [FirstName] & " " & [LastName]

5. Add the following Criteria for the Company Field: [Enter the Company Name]
6. Run the Query. When prompted for a Company enter: Wordnation.
7. Save the Query as CustomerCompanySQ.

8. Close all Tables and Queries.

9. Create a new Query with the command Create->Query->Query Design using the
Table tbIProducts.

10. Select the following Fields: ProductID, Type, ltem, Specialty, and Description.
11. Add the following Criteria for the Type field: [Enter a Product Typel].

12. Test the Query. When prompted for a Type enter: Snacks.

13. Save the Query as ProductsbyTypeSQ.
14. Close the Brown Bag database, please.
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Test Yourself

1. What does Concatenation do?

A. Merges 2 or more cells in a form into one

B. Concentrates the data into just the first part of each
field

C. Combines 2 or more fields into a single, new field
Tip: Beginning Access, page 186

2. Which is true about Concatenating Fields?
(Give all correct answers.)

A. Anything, such as a space, in quotes is put
between the Fields

B. The Field name is in Brackets, ie [First Name]
C. The new Field needs a label, or alias

Tip: Beginning Access, page 186

3. What command opens a new window where font
size can be adjusted to better view and work with the
code displayed?

A. Zoom Into Code

B. Edit Code

C. Manipulate Code

D. View Code

Tip: Beginning Access, page 191

Comma Training Page 204

4. Which is true about Queries?

A. A Parameter Query asks a question before
running the query, such as a phone number.

B. A Select Query asks a question before running
the query, such as a phone number.

Tip: Beginning Access, page 194

5. Which of the following is true about the Data
Source in Query Design view?

(Give all correct answers.)

A. Double-clicking the wildcard (*) results in
adding one “everything” field to the QBE grid.
B. Double-clicking the wildcard (*) adds a new,
separate field for each field in the Data Source
C. Double-clicking an individual Field in the Data
Source adds that Field being added to the QBE
grid as a separate new Field.

Tip: Beginning Access, page 199




Access 2010: Answer

Reports and Report Design

7.‘7Ire

One

Beginning Access Objectives R .
In this lesson, you will learn how to: 4 " Y Domers Gt 3 A
. e <2 Cony Tl 11 Devtenang Loty 2011 -4 i e
1. Use the Report Wizard to create a b o i . wes o Lows 011 3 Sova
Report based ona Table AL Accers Chpts o [.—*.M‘ ;olum‘:nm ::-‘:o;vn
. . . T o Letgaen
2. Modify a Report in Report Layout View. —r —_—
. T mecuntomens
3. Apply a Theme and edit the Report ——— - Movies by Year
Header to include a Logo. - @
4. Add Page Numbers to the Report Footer. | & wees u .
P Catemenismesq Ahaar -,.- .
5. Use the Report Sort and Filter options. e R T— S g
;- e . 1w 2 R
T 20112 S0/50 (2011 L
g g 4] Ascending 7 Selection -
2 | Descending| ¥ Advanced -
Filter &
| 77 Remove Sort " Toggle Filter orens -
‘ Sort & Filter Action Jomes Fran
— i =v Comey Omar Sy, A
MOnght in Paes (2041 228 PG Romance Ower Wing
Haery Potier and the Deathiy Hat 157 #G1L3 Orama Danve! Raa

ﬁal n Colors % Totals XYZ —

© 2012 Comma Productions, LLC . - - 3h| Aﬂ IE' EI QJ u ’ =1
View | Themes Fonts = g{rgui 123 Hide Details -
- - 0

Views | Themes [ Grouping & Totals | Controls

L]l
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“ Lesson 9 : Report Designs

E Report Layout Tools->Design Ribbon

(T ' ———
1. Readings =] A
: Read Lesson 9 in the Beginning Access | i Cotors - T St . l_ Ag Do Cl Q) N

d 205-231 =
uide, page -231. ) =
9 pad View | Themes Fonts - g{rguft {25 Hide Details B
. o = Q

Pl'OjeCt Wiayys Themes Grouping & Totals
A Report created with the Report Wizard ‘ __ .
and formatted with a Theme.. EJ lJ EJ :
Downloads Report Tools->Design Ribbon b
FrontRowVideo Begin9.accdb ﬂ
popcorn1i.qgif, popcorn2.gif, XYZ |_| =
popcorn3.gif, e 5] Title -

opcorn4.aif, ies1.qif. —| Insert Page i Add Existing | Property Tab -
LoD g, movies1.ql T | Image*  Mumbers 53 Date and Time Fields Sheet Order 3%
Brown Bag Lunch ver9.accdb Controls iJ Header / Footer 1J iJ Tools
BB Customers Logo.jpg
Brown Bag Lodojog | Menu Maps More Menu Maps
Lunch1.gif, Lunch2.qif, Lunch3.gif, F h Ri F he Print Preview Ri
Lunch4 aif rom the Create Ribbon ' rom the Print Preview ibbon
runchs.git Create ->Reports->Report Wizard, page 210 Print Preview, page 215
2. Practice From the Report Layout Tools->Design Ribbon From the Home Ribbon
Complete the Practice Activity on page 232 1. Report Layout Tools, page 217 Home ->Views->View->Layout View, page 216

2. Design->Themes, page 218 Home->Find->Find, page 225
3. Design->Header/Footer->Logo, page 220 Home->Sort&Filter->Descending, page 227

3. Assessmen_t 4. Design->Header/Footer->Date, page 221 Home->Sort&Filter->Filter, page 228
Review the Test questions on page 232. 5. Header/Footer->Page Numbers, page 222 Home->Sort&Filter->Selection, page 230

6. Report Layout Tools->View->Print Preview, page 223
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Reports and Report Design

Technically, a database designer should begin with the Reports, first. Reports printout the answers. Often, an entire
database may be designed to fill in the information for a particular government report. The Front Row Video database
needs to print customer reports: a receipt or statement of accounts. Our mighty Access database also has to print
business reports. We'll begin with a simple report first: a list of all the movies in the Front Row Video collection.

This lesson will use the Report Wizard to create a Report based on the Movie Table. This lesson uses the sample
Front Row Video database. You can continue with the database you have been programming. You can also download
the sample Access database if you wish.

Sample Microsoft Access 2010 Report

Year Movie dovielDRating

2012  Kahaani (2012) 203
Titanic 3D 401 PG
The Hunger Games (2012) 348 PG13
21 Jump Street (2011) 2 R
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AT
Before You Begin E e e S — er— -4
1. Try it: Open the Sample Database ,”fi._ = L :’E i A - 2 _;.J . o ) o e
Go to the Documents folder. R0t A PR e e SR i 20 by 1
Open the sample database: 1) Socusty Waming. et ctv cantant has Beam s ik for move eads,  Enatie Come

Brown Bag Lunch ver9.accdb A8 Access Obyeats o —
SewrcA i
What Do You See? There are two Tables: 0 wcutonen

:Ell\cﬂgitlggﬁrassz%i E:’égg?égs r\D Security Warning  Some active content has been disabled. Click for more details. [ Enable Content ]
All Access Objects v o«

There are two Forms: )

Customers \Search. e

Movies Tables =

. tblCustomers
There are four Queries: =

CustomerHomePhoneSQ B tbIMovies
CustomerNameSQ -

MoviesByYearSQ Queries 2
MoviesSQ @ CustomerHomePhoneSQ

What Else Do You See? This database may B CustomerNamesQ

have a Security Warning. In order to edit the B MoviesByYearsQ

objects and save your work, you need to click . _

on Enable Content. B Moviesq
Forms b3
@ Customers
@ Movies
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Review the Movie Table

The goal of this lesson is to create a list of
the movies in this database, sorted
alphabetically and grouped by year.

=
4
3

2. Try it: Review the Movie Table

Go to All Access Objects->Tables.

Double click tbIMovies to open it in Datasheet
View.

What Do You See? The Movie Table has
401 records. The Table includes the name,
rating, genre, year and stars.

Close tbIMovies. Keep going...

All Access Objects->Tables.

Ftens Data Satanaie Yook Ptay

- A oa r 2l ascensng O tetection + y - New

— <4 Cony R 1l Deienang VI asvencen - &
. ’ 7 Teppetier an. XK Detete < 5 Mg

Veewt Crpbeard . Son & Foner teioren s

A Access Obpects S

I NE
TR

1383 NR
2002 0
0016

MovielD - Genre -
] 1 127 Hours (2010) 2010 R Drama
] 2 21 Jump Street (2011) 2012 R Action
] 3 50/50 (2011) 2011 R Comedy
] 4 A Separation (2011) 2011 PG13 Drama
— 5 About a Boy (2002) 2002 PG13 Comedy
] 6 About Schmidt (2002) 2002 R Satire
] 7 Absolute Beginners (1986) 1986 NR Rock Musical
] 8 Absolute Power [1997) 1957 R Thriller
9 Accidental Tourist (1988) 1988 MR Drama
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Begin the Report Wizard

This example uses the Report Wizard.
The steps are similar to the Form Design
Wizard that we walked through in an
earlier lesson. The Wizard will prompt you
to select a Record Source and choose the
Grouping, Sorting, Layout, and Totals.

uary

1. Try it: Begin the Report Wizard
Go to Create ->Reports->Report
Wizard.

Choose a Table/Query: tbiIMovies
Select: All Available Fields.

Click Next. Keep going...

-

Create ->Reports->Report Wizard

@ -4

Py

Aopecre

Pty +
Cempiates

. © FrntBomNutes Ver? Dotabase thccess 2007 - 00T) + Mocrensdt Aecess 0 RIS RGE 0 T @
. Eotewns Oats  Sutanane 1 @
— — “-‘ o« . &.5_,, cord B R repent wewe o Mrdie
o b aj
x S W = Tnavganen « - =¥ Cant Matute
Tatde Tadde ShassPort  Query Query form  Blank Rrpot Lurs Mo
Dewgn Lt~ s T Des L e tom Vit B

tabies

| A% Acoess Objects

—
| Tabdes
| @

| I o

| Quertes

-

b

o ;-a? @ ¥

merromePron

Y

re

orvers RSN

1ﬁ

Which fields do you want on your report?

You can choose from more than one table or query.

Tables/Queries

Table: thiMovies

Available Fields:

[=]

Selected Fields:

MovielD
Movie
Year
Rating
Genre

A
!I

Exam 77-885: Microsoft Access 2010
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@ 4 o v L FrpnthocNides Ves?  Ootobose thecens 2000 - 0001 + Mcreselt Aecess TPTIIRIREINR S _——" 0 )
Report Wizard: Grouping e s e e e — — -4

; . - . . .1- - B R repent wiws
Grouping levels organize the Report by ‘J,, = B 33 ';;.. g ..‘,a,. ﬂ
PN o v D D e Foems « Decce Beoo

Fields. You can have one or more Group S 2
Lovels. Inthis Report, the movies wil be | ReportWard [

grouped by year.

— T avgatin « = Gt Metvie
Macro

E r
E Create ->Reports->Report Wizard

Do you want to add any grouping
levels? Year

On the left side of the Wizard is the list of
the Fields available in tbIMovies. On the
right is a preview of the Report Grouping. MavielD, Mavie, Rating, Genre, Stars

MovielD
Movie

2. Try This: Add a Group Level
Select a Group Field: Year

Click Next. Keep going...

erping[_}pﬁons...] ’ Cancel ” < Back

Exam 77-885: Microsoft Access 2010
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Create ->Reports->Report Wizard
Report Wizard: Sort
This step in the Report Wizard will Sort

the movies alphabetically in each
Group.

R R

—— Create fotenn Data Ootansie Vet
. —

a  CHa :Qd“

Y :
Report Wizard

| What sort arder do you want for detail records?

== == N rew wens

B ) Phanigun-
form  Blank J .

=
4
3

oot Repat Blank

3. Try it: Sort the Records
Click on the Sort Combo.
Select a Field from the list: Movie

ascending or descending arder.

Netes Ver?  Cotabase thccens 2007 - 20001 - Nocrossi A cess 00 RIREIIIR WSR3 ]
. :_] (R repent wuws

= @
S O Gt Madie
Maco

3

You can sort records by up to four fields, in either

What Do You See? You can add up to 1 ||'u1m.rie|

(=] [ pscendng |

four Fields to the Sort order if you wish.

Click Next. Keep going...

(=] [ pscendng |

|Z| | Ascending |

|Z| | Ascending |

I
| TN

" Exam 77-885: Microsoft Access 2010
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Create ->Reports->Report Wizard
E @ - - v R TGN frantRomNebes Ves?  Ootubuse thccens 2000 - 00T - Macroselt A cent T RTINS R W . T
Report Wizard: Layout -, e o B e = e I T <
: This step in the Report Wizard asksyou &= . = =~ - L > @ am

to select the Layout options.

4. Try it: Edit the Report Layout
Edit the following options:

Layout: Block —  Orientation —
Orientation: Landscape

How would you like to lay out your report?

| B
What Do You See? By default, the = @ Blodc ! @) Landscape
Report Wizard will adjust the width of o { -
the Fields so that all of them will fit on ) A
one page. -

Click Next. Keep going...

Adjust the field width so all fields fit on
a page.

Cancel || <Bak | dext> || Finish

Exam 77-885: Microsoft Access 2010
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Report Wizard: Report Title
This last step names the Report. The
name will appear at the top of the Report
in the Report Title. It will also be the name
of the Report in the Access Objects.
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5. Try it: Add a Title
Enter the Title: Movies by Year.

What Do You See? There are two
options when you click Finish: Preview or
Modify.

Select an option: Preview the report.

Click Finish.

Turn to the next page to see the report...

Exam 77-885: Microsoft Access 2010

"

-

Civate

_tematates

Saaron.

fotenn Data

NP Ee

Apphcation Tabde Tebke ShawPort  Query Query |
Pas Oewgn .

sty

e

v

w— A tem wens

B L

Tadders

T meuntimens
T wateves
Queries

B artemermomemrone ]

B temenimer
b JETERITNT
B oy
Fowwm

T coteman

B aases
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Create ->Reports->Report Wizard

Frontboaiodes Ver? - Detabase

.: (R repent wiews
Md b

) 4% Maduie

% Gt Mate
Macro

What title do you want for your report?

[Movies oy Year }

That's all the information the wizard needs to create your
report.

Do you want to preview the report or modify the report's
design?

(@ Preview the report.

(*) Modify the report's design.




r"(o . .
One Print Preview
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ol i
Hello, Report! a """ _ B e e e
6. Try it: Review the Print Preview = L . L 8 0 e
The Report opened in Print Preview. e e L i

The Report Header has the Title we Taies -
added to the Wizard: Movies by Year. | & == |

The movies are grouped by year.
Some groups have many records,

some have only one. For example,
there are many movies that have the
year 1980. k ;
= Movies by Year
What Do You See? The Print
Preview Ribbon has many print
options: .
Print Year Movie
Eage flze t 1953  War of the Worlds (1953)
age Layou
Zoom 1971 Shaft (1971)
Data 1972 Dirty Harry (1972)

What Else Do You See? This Report 1980  Agency (1980)

at Else Do You See? This Report .

Layout is good, but it needs some Altered States (1980)
editing. Blue Lagoon, The (1980)

Close Print Preview. The Movies b Dogs of War, The (1980)
ose Print Preview. The Movies by . ,
Year Report will close. Keep going... Mirror Crack'd, The (1980)

Exam 77-885: Microsoft Access 2010
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Open the Report in Layout View

Reports have several Views. The Views include:

Report View
Print Preview
Layout View
Design View

1. Try it: Open the Report in Layout View
Go to All Access Objects

Right-Click the Report: Movies by Year.
Select an option: Layout View.

Keep going...

Memo to Self: The same View can be found on
the Home Ribbon. Here are the steps:

Go to All Access Objects

Double-Click the Report: Movies by Year.
The Report should open in Report View.

Go to Home ->Views->View->Layout View.

Home ->Views->View->Layout View

g-‘_‘n.r..

= g
L 4

e
]

i 5

1

I

Y
i
3
|

-
H'g

Create Foteons Dara

KR

CQEe

ot
ot Peren
View Froperter

Check Wb Compatbaty

Satanrie Yookt

Jen b rar
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Movies by Year

@G o/ de e

Open

Layout Wiew
Design View
Export

Fename

Hide in this Group
Delete

Cut

Copy

Paste

Print...

Print Preview
View Properties

Check Web Compatibility
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Hello, Report Layout Tools
2. Try it: Review the Report Layout Tools
The Report is open in Layout View.

There are four Ribbons in the Layout Tools.

Design
Arrange
Format
Page Setup

This lesson will focus on the Design Ribbon.
The Design Ribbon includes these Groups:
Views

Themes

Grouping & Totals

Controls

Header & Footer

Tools

Keep going...

Report Layout Tools

n..-fmmoum‘moﬂvh—u

Fomsr  Pape

. [AY W conns - 't:j‘ t - & —— : 3 B m ﬂ
v Q.w,.,.. ::ﬁ...,m ,v@mh-—l_Q—E_@m g :“j“..»;: Page ;;:“_ u'.l:n'l;:-:
Whews Memes LR Contredy Weader ) Foster Toeh

A Access Obyects = =]

e Pl

I *1 Movies by Year

] L el

e = Mavia e

B Cunsmercmemaresy
F unsmorenaq
F venntyves

b T

Forma 2 ‘
B cunonem

B v

Repeen 2 :

| B

1853
[ '1’57?1
1012
1880

War of e Workss (1963)
Shalt (1971)

Dty Maery (1072)

Agency (1960)

Abered States (1080)

Biue Lagoon, The (1980)
Dogs of War, The (1080)
Mavor Crack'd, The (1980)
Orciruary People (1960)

Ragrg Bul (1980)

Sharwrg, The (1960)

LUrban Cowbaoy (1880)

Wastcher i the Woods, The (19€
Windwalker (1980)

Amatewr, The (1961)

French Lieutenant’s Woman, Th
Seme Kind of Hero (1981)
Amtyvlle | The Possession (19
Cannery Row (1082)

Fast Times at Radgemont Migh (
£ act Wk (18071

Scence Fiction
IWR DOrama
mR Orama
18R Theiller
2R Theiller
OR Romance
WBR Orama
G Famidy
25R Orama
/R Orama
JMR Theiller
NnpPG Romance
381 PGI3 Horror
MR Orama
TR Theiller
1INR Romance
IR Comedy
2R Homor
6TR Drama
"R Comedy

Report Layout Tools

2

Home Create

External Data

Database Tools

I:l Colors =

Wiew | Themes @ Fonts =

Views | Themes

% Totals ~
o =

Group ¥ Hide Details
& Sort

Grouping & Totals

Arrange Format

Page Setup
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Apply a Theme to a Report
Themes format a Report quickly and elegantly.
The Themes in Microsoft Access match the
ones found in Word, Excel, PowerPoint and
Outlook. The options for Reports are similar to

the ones for Forms that we reviewed in an earlier

lesson.

3. Try it: Apply a Theme to a Report

The Report is open in Layout View.

Go to Report Layout Tools->Design->Themes.
Click on Theme.

f_&ﬂl n Colars =

Themes Fonts ~

| Themes

Select a Theme from the Gallery: Pushpin.

What Do You See? The Theme formatted the
Report Colors and Fonts.

Keep going...

Report Layout Tools->Design->Themes

- dﬂzm L TR

vw- ‘c—n Aiom Gm. T3 e Dotans

Covnte Foteons Dars Satanre Yook

C oty

Cesgn | hmage  Format  Page oo

,:mA“'"J,—Q a Q]P"]

A Hueee
1 T

Add Dontng P
umtery T3 0meand Tt e
Header  Foster ook

[ I Aa l Aa I
T o wsenns ._'" - — ear
Aa Aa Aa Aa
Quaries . em- Pes— [R———, - e b
P owc - r r 3 War of the Words (1953 arer Soence Fction Gene Ba
g
FwlAs As Aa Aa | snento7y 320R Orama Rochard 1
L g R g I Dty Haewy (1972 R Drama Cant Eas
P < - I , Agercy (1980 168 Thrier Robert &
| Aa 1|lAa Aa | Aa | Amered States (1080 260 Thrser waas
3 == = Bue Lagoon. The (1960 GOR Romance
2 wlaa 1A 11Aa “Ae i ' Dogs of War, The (1980) R Orama Crvstops
Maror Cracs'g, The (1980 241G s oy
Roports )
8 u s e Oecinary Peopie (1080) 2658 Drama Rotert R
9. N et Buma Rageg Bt (1980 TR Orama Robert ¢
| Shining. The (1980 324W Theser Jack No
N Condoy | 1980 ITING Romance onn Ten
Watcher in the Woods, The (108 381 PG13 Hoor Davia M
WeSaabeT (1000 £ Drara Stepter
Amatew, The (1981 27TR Theer John San
French Levtorants Woman, The  131R RBomance Meryt S
Some Kind of Mero (1981 332R Comedy Foachard |
1082  Amityviie I The Possession (196 328 Moo
Canrery Row (1982) OTR Drama Nk No#
[ Movies by Year
~| 'Movies by Y
Year Movie AovielDRating
1953 War of the Worlds (1953) 379 PG
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Report Layout Tools->Design->Header/Footer->Logo

HeaderS/FOOterS: Logo éﬁ- Sorale 1:--9-: COUNRETINE | Curgs [TUREGRT P P SO j e -

; Ao] Eewen- il E 1o = . 5]
This Report has Headers and Foot.ers. -, Ly bl da =l R BmmE 0 e _ = i::"h =
The Header can include a Logo, Titteand ., =~ ... Evaskg kTeal R e Pkt
the Date and Time. 43 hooens Dbects R

pree FHl =
el B 3
. : Maovies by Year
4. Try it: Add a Logo to the Header o il . :
The Report is open in Layout View. — Scierce Fetion Gere i
Go to Report Layout Tools->Design. - - Pt
Go to Header/Footer->Logo. B tomemestinsy heses ecen i
B Crtpm [ Mtreso dceen DiOCuments library n':::“ —k
Sm— R Drams Chrintops
B i = -
Dearng s,
3] Title e opw— o et
Page . Romares soten Tra
Mumbers @ Date and Time 254 L Herian ——
Draim Eephen
| Header / Footer Themes Kok 5o
Romane My ST
Commedy Echand |
You will be prompted to Browse to your b
. . Dramy Sac; Pk
Documents folder to find a picture. Cameay Sean e
HOn 1ol elar !Lﬁaﬂ: [V i) Tt Eas
. . . Becret of MM, The | 1003} Famiy
Se'IeCt a pICtUre. pqpcorn1 Jpg ‘%l Ascending 2 Selection - =i New ¥ Totals 3ac Replace
Click OK. Keep going... if - r
N N } il Descending E Advanced ~ ?’ Spelling = GoTo ~
ot Fifter %g Remove Sort "W Togaole Filter )( Delete - E More ~ [:f Select -
Sort & Filter Find
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@ Report Layout Tools->Design->Header/Footer->Logo

Headers/Footers: Logo s e o e -
The Logo that you added to the Header, B [a] M- gl 2t A A=l (R Bl 0 E et
(.

uary

g ’ Virm  Taeme Ulhgey s OB 5 e Drtats Fa dakd b Pregesy
may be too small. That is easy to fix. o 1 gt —_— . mwiii e
A hcorn Ctecty Ry LR
. Free &
5. Try it: Format the Logo Tablen - = U
H H m —rry
Click once on the Logo to select it. e Movies by Year
Cherriey & i
. . B iy
The Logo should have a bold outline with | & . ... = rm— — .
handles. Use the handle to resize the R — LSS e of ot 1953 37 kG St Fction Gere B =
. . 1974 Ehatt (1071} ¥ R Drama Rachard I
logo. As you make the logo bigger, the f’ e R ——— P Bama carn £ns
i il i '-_ 1980  Age 108 i R Teaiar Foert e
height of the Report Header will increase | = e A i A, e P
as well. & rarem By Lasgionn. The [456E0) [ Rmance
:"':M = — Do of Vi, Tha [ 196800 63 0 Drara Chitaogd
ghicliasnd Maror Cracicd, The {19801 M1 G Fomly
H . H M:r;:m!:.m: ME R ;arm Pecsbesrt
Try This, Too: Move the Title P - — ——
Click once on the Title to select it. Snining, The (1080} ST Trrer Jack s
Run your mouse over the border until you
see a four-headed arrow. Drag the Title to
a better position in the Header.
feep going. Movies by Year

Liprinatl Wotms!

Year Maovie
1853 War of the Worlds (1953)
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[: Headers/Footers: Date

: You can use the Header/Footer options to
add the Date and Time to the Report.

6. Try it: Add the Date and Time

The Report is open in Layout View.

Go to Report Layout Tools->Design.

Go to Header/Footer->Date and Time.

What Do You See? By default both Date
and Time are included. The long Date
Format and Time are selected.

Select: Include Date
Format: Short (5/9/2012)
Do NOT include the Time.
Click OK.

Now, What Do You See? The Date will
be placed on the right side of the Report.

Keep going, please.

Report Layout Tools->Design->Header/Footer->Date and Time

NI EE

Mvenge  Fumat  Poge Sete

T : " - @
1OQ LS Dateand_ 6 I

Al Cogects

— Indude Date
Tabben —

- ‘ Movies by Year ~9_,' Wednesday, May 09, 2012
Quaries i r © 09-May-12
T L4

P voveityren .

R T ——

B Cutomeomeines

Fowoms

B Cuteme

: T

Fopoaty

Sample:

Wednesday, May 09, 2012
7:29:57 AM

French Lieuterant's Woman, Th

Some King of Hero (1081

l. e p 2

Mmioa GBI U K

5/9,/2012
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Footers: Page Numbers
Page Numbers are usually placed in the
Report Footer. Let's consider the options.

Format

CoemaiOts  Ostabore Tl | Oengn | Awange

'w,:} 3

=
4
3

w o G0 i g Detegy
& Sent

7. Try it: Add Page Numbers
The Report is still open in Layout View.

Page Senp

Report Layout Tools->Design->Header/Footer->Page Numbers

Go to Report Layout Tools->Design.
Go to Header/Footer->Page Numbers.

What Do You See? You will be prompted
to select the Page Number Format,
Position and Alignment.

Format: Page N of M

Position: Bottom of Page (Footer)
Alignment: Center

Yes, Show Number on First Page.

Click OK. Keep going...

Exam 77-885: Microsoft Access 2010
5. Designing Reports

Alignment:;
Center

Show Mumber on First Page

Robert MAChum

wsmam Hurt

CASIOphe! Waker

i) Page N
@ Page MofM

Position

(7 Top of Page [Header]
(@ Bottom of Page [Footer]!

=]
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Report Layout Tools->View->Print Preview

Footers: Page Numbers E e

=
4
3

&2 s _ y -y ‘ A -',"'"'-':"'»""‘
We have been working with the Reportin =+ o SRS d R el B 9 W Y0 W )
Layout View. You can see the page < P e e Ot i X 5 ey -
numbers in Print Preview. A8 Access Otgeets o My v

— & -
8. Try it: Review the Page Numbers g . \‘-3\”»‘»« by Year
The Report is open in Layout View. T -
Go to Report Layout Tools->View ; . el B o

Click on Print Preview.

What Do You See? Look at the Footer at B cwtomen

the bottom of the Report. The Page e ’
Numbers, Page N of M, are centered. e

What Else Do You See? There is another
Date/Time Control in the Footer that was
added as we walked through the Report

Design Wizard. S an e 34 &
i

Do This, Now: Save the Report N e

Go to File->Save. i s o i

Done and Done. Anna to the Infinite Power (1983) 39 G

Page 1 of 13

Wednesday, May 09, 2012
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Using the Report

There are several useful options available
when you open a Report in Layout View.
Let's review the choices available for Sort
and Filter

1. Try it: Go to the Report View
The Report is open in Print Preview.

Go to Print Preview->Close Print Preview.

Click on Close Print Preview.

When you close the Print Preview, you may
return to the Report View.

Go to Home->Views->View->Layout View.

Try This, Too: Review the Home Menu
The Home Menu includes these Groups:
Views

Clipboard

Sort & Filter

Records

Find

Text Formatting

Keep going...

Home->Views->View->Layout View

e Fiteons Dats Sutanme Yook Cengn Lreage Page Setup
( 2 scemteg| (s satection - ~ x }s . Franain Gothes Bost € * £ rix
<3 Cony 1) Desemnang P asences X v - »Gates
"f' Fromarime " ) 0eneesen ¥ 1og M X Oune = ™ e P70 AY S BES
Vi Lipbesd So & Py Feiordn Pod Tedl Fpemattng
AD Access Obgsts ll Mires by Yo
— »
T -~
0 wecuntomers '
B anih Movies by Year
Queries
P sower
P
P e s o5 7% 9
R S
S ® *
3 coten Arered S 2 N Wha= b
B e Bsue Lagoon, T o R Romar
Reports Dogs of Wae, The | 03 0 Drama Crvstog
B v oy e Muror Crack'd, The (198 241 G Famey
rary Peo -;-it 1080 es R Hama Robernt R
..|( g B ] nama Robert ©
g The (108( 4 R Thrmer Jack No
ban Contoy (19 ¥ mang a0 Tea
Wancher in the Wooas, The (108 381 G113 Homor Oanvea M
Wingwalioer | 168 g B LL] tepher
08 Amatew, The (1981 R Tremer onn S
French Lisytenants Woman, The 131 B Romance Meryt S
Some King of Hero (1081 i Comed, Fcharnd
\r Possesson (198 3 El Moo
Canrery Row (1982 " Orama ok Nor
Fast Times ot RIGgemont Mgh (1° 347 R Comedy 3
Fast-waskong (1082
. r %lﬁ.scending “Q Selection = =i New Z Totals [Iﬁ Sac Replace
Loyt . L] | Fet ABCe )
El Descending '{j Advanced - == save & apelling = GoTo~
Filter i Find
77 Remove Sort 3 Toggle Filter A”v }( Delete ~ =94 More b Select -
| Sort & Filter | Records | Find
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One Home->Find->Find
Use the Report: Find BT P T T e
. = o~ 1 E ol Pt e Sotted Bost 3} - =, e
: You can learn a lot about the data in a e | ron R ,,{ et 0 [ O ';’3 o] P—— . & EEN
Report by using the commands on the : ] e T e ]
Viewd | + innhnasd o o] s Pl Exigeds Farull Trd Fasmplreg
Home Ribbon. The following pages will 4 sy S zln [H —
show the Find, Sort and Filter options. —_— PrTe e
o ) g mo Movies by Year
2. Try it: Find Data in a Report Ce==
The Report is opened in Layout View. g . R i .
Select a Column: Stars. o :_.,m_ll.:_,.&. 1053 War ol The Worlds [1053 v PO Eraence Fanoe Giene Bty Arne ot
Go to Home->Find->Find. B comemeenia | 213 SN = - e
'r teman BN aem0 s crmcnn, e 1100 K ! =
. L Shining, The (1960 Michomon
You will be prompted to enter the criteria. :’w:" : Ocgs of wer, e 1080 e
Find What: Depp B e byt B:IJ:UR‘:Jf::"I!J-:M Trirviitia
Match: Any Part of Field. Warlches in the Woods, The B MicCasem
Search: All. At LAl 1?-%::. .:;:mu
Click on Find Next. = f use
Wil | 1950 — x Fry
What Do You See? Each time you click ot .- T hin Sue
Find Next, Access will go to the next Er e Reqaach fman. Tne. 1218 e P
record that matches your criteria. T e COmedy George Clooney
nanamw Thriller Christian Bale
Keep going... L T comedy Diane Keaton
- Drama Willem Dafoe
Family Will Smith
Romance Johnny mjsjals

Comedy Mel Brooks
Exam 77-885: Microsoft Access 2010
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5.6. Sort and filter records for reporting: Use the Find command
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One Home->Find->Find

=
4
3

Flnd Optlons : " ot | Conste m.—unu;“ :m».m{«t ’Cvu.-y\ Lrange h--: Page Setin 9
. . « . a 4 r ! Cendeg Lebectinn - z }} Y = . T
3. Try it: Review the Find Options e acom L L A . @GN )
. . - S b oomat Prntn : 7 e X Detete = ™ ea s IRiA° &S ERR
There are three options for matchingthe . 7" - - L el 3
criteria in Microsoft Access: A2 Access Oyt >« .

Any Part of Field e —

Start of Field SN el Find
- g n
If you select Whole Field, Access will o Find What:  Depp [=] [ Endnext
search for an exact match. R R—
T certemen
If you select Any Part of Field, Access 1_'_ Look In: T ———
will parse the data and look for whatever [P _
includes the criteria, whether it is in the Match: Any Part of Field E
beginning, middle or end of the data. T— Al E
If you select Start of Field, then the Find [T Match Case Search Fields As Formatted

search will only return records that include
the criteria at the beginning.

Fast Times at Rogemaont Hgh (2'11

Amtyvile It The Possession (19€ 32

Click Cancel. Keep going... \ e s Aol e
4

T EEEE

Secret of NIMH, The (1082

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.6. Sort and filter records for reporting: Use the Find command
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Home->Sort&Filter->Descending

o e PR Vo B T TR aic - -

=
4
3

Use the Report: Sort e mem

4. Try it: Sort the Records in a Report ! o e ,.,r,, e "E S ',“:Tri, l;.'.'.':.:

Let's begin with Sort. GERt T e—. e T S 8 o i - ol 6 | & 4
A3 hoss Dbt v | Ry v

The Report is still opened in Layout View. = z

Select a Column: Years. o

Go to Home->Sort&Filter. i ;

Click on Descending. W ey

Y Al Ascending T’ Selection ~ BT S
M certoman
ﬁl Descendmg Eﬁ.du'anted 7 W aen

;._/ Remove Sort ¥ Toggle Filter b e
Sort & Filter

Filter

Movies by Year
What Do You See? The records should

Fasg of
be sorted descending by Year, from e i
newest to oldest. The movie titles are not Ham s
sorted alphabetically within each group. — Year Movie
A Siph .
Keep going... et 2012 Kahaani (2042)
S Titanic 3D

The Hunger Games (2012)
21 Jump Street (2011)
2011  50/50 (2011)
Hugo (2011)

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.6. Sort and filter records for reporting: Use the Sort Command
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Tag
e

Use the Report: Filter

A Filter narrows the focus of a Report and
only returns the records that meet the
criteria. This example uses the data to
select only the movies that were released
in a particular year, not all years.

5. Try it: Filter the Records in a Report
The Report is still opened in Layout View.
Select a Column: Years.

Go to Home->Sort&Filter.

Click on Filter.

What Do You See? The Filter should be
available by the Field for Year.

Try This, Too: Select Only One Filter
By default, there should be check mark in
Select All. Clear that check mark and all
of the Filters will be cleared as well.

Select a Filter: 2000.
Click OK. Keep going..

A e
K

Wapan uphoand

Al koowy iy

oo

Tabibery

Juii R

Juii . ETEREN

Qurrion L

TF L o)

[ QELESEH P

[ ——

b AR EE R ]

Howm [

MW cmicman

QTSN

LT  ;

B aseen by raw

e farale [ELET] i e TeaH

&

Home->Sort&Filter->Filter

Erian dnvaage Format Fage Situp

r § | astrngrg T taues - ) - I j‘} -

il 4 o wi PO g e Bt < | I = | g

Drvioaong| # Sdvanoed - S T tpnteng L LT

el B | e oy L R B R LI R T
19 i Pl Rk Feu ]

[II-IM.--

e

1] il [

T

. % Movies by Year
L

B

T T —
WETN gpminagen ta Smaent
& Cho Pl Bom s
o Membes Piten

a7
1
L]
Sl
XL
x81
81 v
0a
£
2006

—r—
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Year

Movie

R

Sort Smallest to Largest
Sort Largest to Smallest

Clear filter from Year

Mumber Filters

[] 1997
[ 1998
[ 1999
2000
[ 2001
[] 2002
[] 2003

[] 2004

[] 2005

[ 2008

| oK | [ cancel




Review the Filtered Report
6. Try it: Review the Filtered Report
This Report displays 17 out of 401
records in tbIMovies when the Filter is set
for 2000.

uary

Made You Look: In the Sort&Filter Group
there is a button that will Toggle the
Filter. Toggle means that it will turn the
Filter on or off so that you can see the
data with or without the Filter.

In this example, there are 17 records that
match the Filter criteria 2000. There are
401 records when the Filter is toggled off.

Try This, Too: Clear the Filters
Go to Home->Sort&Filter->Advanced.
Click on Clear All Filters.

Keep going...

Home->Sort&Filter->Filter->Advanced

Arde- 5
- - " Futenat Dats o » . wat  Pege Setup 7]
3 e ( 2| sseentng G 1 » }) §bm e A
o I remanme " { Desene « ™ s PIE AV -2 BEEE 6
e es by Year
Querien
’1 “
= i '
_; 1'n "r ;
e - -
W vown PG13 a
Movie dovielDRating
| Dreamed of Africa (2000) 184 PG13
American Psycho (2000) 30 R
vt Animal Factory (2000) 37  PG13
Bad Faith (2000) 49 PG13
Chocolat (2000) 72 PG13
Golden Bowl, The (2000) 147 G

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.6. Sort and filter records for reporting: Use the Filter Command
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One® Home->Sort&Filter->Selection

Filter by Selection Bl e B T e el &
: A Filter limits the Report to records that ! ] acem e 1005 P  soutes -‘:! - et .“;":"‘A"“ ;, ke i

match your criteria. Here is a different e e e . B peic et " 7

method for selecting the data you want. 8 acces ot SRS LT

= ‘ =

7. Try it: Filter by Selection ey |8l Movies by Year

The Report is still open in Layout View. = . e

All of the Filters have been cleared. P - .

Select the Year: 2011.
Go to Home->Sort&Filter->Selection.

What Do You See? The Selections include:
Equals

Does Not Equal

Less Than or Equal To

Greater Than or Equal To

Between...

Hmmm, math stuff.
Do not select a Filter at this time.

OK, that's enough for now.
Save the Report.

[ JETSETE

B Cenonenumesa Kahaant (2012 203 Thrser Vidya Bava
B Cormimninenid Titaric 3D 401 PG Romance Leorardo [
S - The Husger Games (2012 348 M3 AL Jornter L
B Costomen 21 Jump Street (2011 2 R Action Jorah Ha.
S0/50 (2011 3 u Comedy Joseph Go
T Hogo (2011) 179 PG Fomay Asa Butter
o A Warnor (2011 380 #G13 Orama Tom Hassy
W detes by our The Artist (2041 343 PG13 Camedy Jean Dugst
We Nead 10 Talk ADOut Kewn (XX 382 R Orama Thaa Seannt
Shame (2011 321 NCA7 Drama Mchae! Fa
XMden Fust Oass (2011 08 G113 ACDON James MG
Drive (2041 98 R Orama Rysn Goss
Y 2| ascending |7 Selection ~ [[ay = New X Totals
]
il Descending Equals 2011 Spelling
Filter

‘5"_/ Remove Sort
Sort & Filt

Does Not Equal 2011 More

Less Than or Equal To 2011

Greater Than or Equal To 2011

Hnuiesby?ﬂ‘

E- B
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Between...
Exam 77-885: Microsoft Access 2010
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Summary

This lesson created a Report by using the
Report Wizard. The Wizard walked
through the process of selecting a Record
Source, tbIMovies, as well as the
Grouping, Sorting, and Layout.

We investigated the Report Layout Tools,
particularly the options available on the
Design Ribbon. The Report was formatted
with a Theme.

Allez allez in Free.
You get the cookie.

Create

Home
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It Lhrile Fiteannd Bati Bt Tk Bringh
" & I dlssimang G tounes -
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1 poeis Ottty =
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i SRR
Jasi . S EERN a
Queris e :
= T . .
. e — Year Viovie
R — i 2012  Kahaani (2012)
formn E
o T Y Titanic 3D
L]
e : o ¢ The Hunger Games (2012)
- The At
e e 21 Jump Street (2011)
Thama ()
ey 2011 o0/50 (2011)
Mcnejen Hugo (2011)
T nbouchabie (3081 A4 Ty T Sy
Mlraght i Paars (204 1) i AGLD Bominds Doty W
Hary Pother ard the Deathly Hall 187 PE13 Hara D=t R
FhaviGdk Holmees. A Game of SRS PGLD ALt Rpdmert T
Omoe Upon a Time in Anaioa (20 263 MR Drama Mahamn
A Sephintion (3041) 4 Lk Charta Peyman
Th Hesip (3011) 347 P3ia Drama Emima 5
—— P
External Data Database Tools Design Arrange Format Page Setup

I]Culurs* % Totals =

View  Themes [A|Fonts - GrouP {3 Hide Details
- - & Sort

Views | Themes
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Practice Activities
Lesson 9: Reports and Report Design

Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working on. Or
you may download the sample database Brown Bag Lunch
ver9.accdb online.

2. Create a Report using the Report Wizard.

3. Select the Query ProductsByTypeSQ as the Record Source. Select
all available Fields.

4. Group by Type.

5. Sort the Item Field in Ascending order.

6. Set the Layout to Block.

7. Name the Report as Products by Type. Finish the Report Wizard and
Close the Print Preview.

8. Modify the Report design in Layout View. Apply the Theme
Apothecary.

9. Add a Logo in the Header. Add the image Brown Bag Logo.jpg,.
Resize the logo to make it just larger than the Header Label text. Move

the Logo to the far left of the Header.

10. Move the Header Label so that it is just to the right of the Logo.

11. Use the Insert Date/ Time command to add a short date with no
time to the Header.

12. Add a page number to the Footer. Format the page number to be
page N of M with alignment left. Show the number on the first page.

13. Save the Products by Type Report.
14. Close the Brown Bag database.
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Test Yourself

1. Which is true about Report Grouping?
(Give all correct answers.)

A. Grouping levels organizes the Report by

Fields
B. You can only have one Group level
Tip: Beginning Access, page 211

2. What is the maximum number of

Grouping levels that can be applied in the

Report Wizard?

A 2

B. 4

C.6

D. Unlimited

Tip: Beginning Access, page 212

3. By default, the Report Wizard adjusts

the Field widths so all the Fields fit on the

page, if possible.

A. True

B. False

Tip: Beginning Access, page 213

4. Which of the following are Report
Views? (Give all correct answers.)
A. Report View

B. Layout View

C. Print Preview

D. Design View

Tip: Beginning Access, page 216

5. Report Layout Tools includes
which Ribbons?

(Give all correct answers.)

A. Design

B. Arrange

C. Format

D. Page Setup

Tip: Beginning Access, page 217

6. Which is the correct way to resize
a logo on a Report?

A. Click the image to select it and
use the handles to resize it

B. Click the image and use the
Property Sheet to chance the image
height and width

Tip: Beginning Access, page 220

ing we notwo

% (hristmas

\ -
R et



Access 2010: Answers

T.
r.f.: Reports and More Reports

Beginning Access Objectives
In this lesson, you will learn how to:

1. Create a Report that uses a Parameter Query for
the Record Source.

2. Modify the Report with the Report Layout Tools.
3. Create a Table with the Report Arrange options.

4. Use the Table functions to Move and Merge
Cells.

© 2012 Comma Productions, LLC
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Tubie Rt & Cobams Mevge / ot J

| A Access Obpests o Gt e

S0 o

3102313211

Tabdes Ts

I wcurome Enter Parameter Value :
0D wasewes _-L
o= Enter the phone number

# -

=

lemas

.........

Front Row Video

Where our customers have the best seat in the house

Beta 5
8102313211 Alpha Beta

Friday, May 18, 2012
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Lesson 10 : Reports and More Reports

Report Layout Tools->Design

:1 1. Readings — L
Read Lesson 10 in the Beginning Access —= | Colors ~ Q == XYZ — D
ide, 233-258. [j] Q| T [ ] = |-
guide, page View Themes ﬁ Fonts = Aﬂ - I = | Insert
. - T | Image ~
Pl'OjeCt Wiagpee Themes Controls

A Report that uses a Parameter Query for
the Record Source.

1J2)

Downloads Report Layout Tools->Arrange

FrontRowVideo Begin10.accdb =]
popcorn1.gif, popcorn2.gif, |: | % % ﬂg

popcorn3.gif, T
popcorn4.gif. movies1.qif Gridlines Stacked Tabular | Insert Insert Insert
= * z Above Below  Left

Brown Bag Lunch ver10.accdb
BB Customers Logo.jpg
Brown Bag Logo.jpg

Lunch1.qif, Lunch2.qif, Lunch3.qif,
Lunch4.qif

1J EJTEI::IIE iJ
Menu Maps

From the Create Ribbon
Create ->Reports->Report Wizard, page 243

2. Practice

Do the Practice Activity on page,259.

3. Assessment
Review the Test questions /

Comma Training Page 234

Rows & Columns T

B select Layout

= [H] E=

Split Split
Vertically Horizontally

EJ Merge / Split

More Menu Maps

From Report Layout Tools->Design
1. Report Design Tools ->Design, page 248
2. Report Design Tools ->Design->Views, page 249

1 select Column
Insert

Merge
Right EH select Row

5

From Report Layout Tools->Arrange

3. Report Design Tools ->Arrange, page 250

4. Report Design Tools ->Arrange->Tabular, page 251

5. Report Design Tools ->Arrange->Move, page 252

6. Report Design Tools ->Arrange->Merge/Spilt, page 253
7. Arrange->Rows & Columns, page 254

8. Arrange->Table->Gridlines, page 257




@ More Questions, More Answers

E In the previous lesson we created a simple Report based on a Table. Both Reports and Forms can also use a Query as the Record
: Source. Queries ask questions. Reports show answers. When the questions are asked right, the answers come easy.

Microsoft Office Access 2010: Example of a Parameter Query and the Report, below

&) e R P opaghcuobos Ve - Oetsbane A e 2000 - = ool

e e Data Outatae *

. .
{-'f ! *':J' -‘! " ! i-“‘ )! D Ursen S s nient Rown T ot Coumem )-

.

Vew Run  Sewdt Mabe Append Update Crosrtab Delete T " =
- -
o R “ Enter Parameter Value i |

AN 2ccess Otgects v [
- - e Enter the phone number
= e p—
—p e (| (8102313211
A MovidyTes St
- o [ aK ] [ Cancel
B Curomotiomemanety »
-
Front Row Video
Where our customers have the best seat in the house
Beta o
8102313211 Alpha Beta
== Friday, May 18, 2012
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@ Microsoft Access 2010
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A foaiotes | g 2 -
Before You Begin o T e o, ———— — 3
1. Try it: Open the Sample Database B i it R . P——— DS
Go to the Documents folder. V| g i o s St Fommating
Open the sample database: 1) Secuty Warming S scin 5ok has e Sabied. ok for move etads. | Enatie Contams x
FrontRowVideo Begin10.accdb A4 Access Otyeats
SewrcA, '
What Do You See? Two Tables: 3 d y Security Warning  Some active content has been disabled. Click for more details. Enable Content |
tblCustomers has 5 records. = :
tbIMovies has 401 records. f; | All Access Objects v | «
f
There are two Forms: 2 ISearch." \p 1
Customers = | Tables A
Movies 1 1 tbiCustomers
-
There are four Queries: & tbiMovies
CustomerHomePhoneSQ Queries 2
CustomerNameSQ F =
MoviesByYearSQ 3-.1 CustomerHomePhoneSQ
MoviesSQ ﬂ CustomerNameSQ
There is one Report: Movies by Year @ MoviesByvearsQ
3.-1 MovieSQ
What Else Do You See? This database s =
may have a Security Warning. In order Forms =
to edit the objects and save your work, 58] Customers
you need to click on Enable Content. o .
E Movies
Reports X
Movies by Year
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@ All Access Objects ->Tables
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Know Your Data v; -l ""‘r"‘;“,f“"m e -z g G
. . . o * A - * Puakin Gotre Bost € ¢ 11 JIZ T R
This Report will print the name, address and |5 B Conw s Tsamad | e | e A o i B
phone number for our customers. So, the first [ual e ol a0 ST , 2
step is to review the data in tbiICustomers. A | ss oo ]
Form, Query or Report is only as good as the = £ ot P 25 s g Y A ) St s
information in the Table. | D scusomen 3 Many Contrary 24 Eim Street Prckney W 7345551212 4816¢
: T mttoves 4 Timonhy Aser 780 Second Street  Ann Arbor W 3135551212 4810¢
Querier N 5 Apha Beta 123 Practice Stieet MyTown M 8102313211
2_ Try It Review the customer Data P voweg © Sage Young 123 Brghton Road  Beghton W 8102311111
Go to All Access Objects ->Tables = - — -
= . | B conemenunesa
Double click: tbiICustomers. R ——
formm *
| 3 cutome
What Do You See? There are 5 customers. B sowes
Each customer has a home phone number. T
Close tbICustomers. Keep going...

[Emnshum

CustomerlD - FirstName - | LastName Addressi City - |State - Home Phone -
& Deeter Poohbah 123 Main Street  Brighton M 8105551212
N 3 Mary Contrary 24 Elm Street Pinckney  MI 7345551212
B 4 Timothy Allen 789 Second Street  Ann Arbor | Ml 3135551212
B 5 Alpha Beta 123 Practice Street MyTown Ml 8102313211
B 6 Sage Young 123 Brighton Road  Brighton Ml 5102311111
" (New) Ml
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Queries Ask Questions

This lesson will use a Parameter Query to ask
the user to select a customer by entering the
customer's phone number.

Our Access database has two Parameter
Queries that ask users to enter data:

MoviesByYearSQ asks for the Year.
CustomerHomePhoneSQ asks for the Phone.

3. Try it: Run the Parameter Query
Go to All Access Objects ->Queries.
Double click: CustomerHomePhoneSQ.

You will be prompted to enter the phone number.

Type: 8102313211

What Do You See? The Query will show one
record that matches the number you entered.

Keep going...
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All Access Objects ->Queries

a4 v TR T TR §oortRonydee Vol - Dotobore Uccers JUT - 20101 Mucroredt A cere 00 ORI W B T T

:
£
P soenrn

' = B A 3
.
Enter Parameter Value &Iﬂ

Enter the phone number

3102313211

B Mo oy s — =

! :
THE Mrermagt £

|' 31 CustomerHomePhonesQ

Home Phone -
8102313211

CustomerlD - | FirstName - | LastName -

5 Alpha Beta
¥ (New)
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More Questions, More Fields
This Report needs the customer's address as
well as the name and phone number. Please
take this Query into Design View and add two
new Fields.

4. Try it: Go to Design View
The Query is still open in Datasheet View.
Go to Home ->Views->View.
Select a View: Design View.

What Do You See? There is one table at the
top: tbiICustomers. There are 4 Fields in the
QBE Grid on the bottom:

CustomerlD

FirstName

LastName

HomePhone

The HomePhone Field has a Parameter in
the Criteria Row: [Enter the phone number].

Keep going...
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Home ->Views->View->Design View
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Fuiz viﬂlm Feiame LaiTame
Tabte | THaC wangemery TR ol Gttt L T
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L
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Sort:
Show:
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Query Tools ->Design
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oo aeery Lo 4 -
Concatenate Two Fields %, e e e T 53 Freewes =
Here are the steps to Concatenate (combine) [,;;J o E v i S ] (l"l D:, Orumen s 4 5 ,,f-jm 3 rowe anes
the first and last names together into one Field. . . - T IS o g g 5
AB Actens Otyects - ‘_‘ | andimes Ht Teane M —
5. Try it: Concatenate the Name —_—— 8K stomen
The Query is open in Design View. —} g ¥ Cuomed
Place your cursor in Column 6. Qe | R v =
Right Click->Zoom. i — ™ — =
Type: FullName:[FirstName]&" "&[LastName] | = . e | [FUBNome: [Firsthiame]&” “4{Lastheme]
D Cumsmitiememaneily e
Fullname is the label, or alias, for the new - g—
Field. B woss
[FirstName] and [LastName] are Fields from
tbICustomer. : H]

The two quotes have a space between them. E e T .
Whatever is inside the quotes will be placed — - . o e
between the Fields. =
The two & signs are the glue that sticks the two
Fields together,
. . LastMame HomePhone FullMame: [FirstMame] & ° " & [LastMame] E
Click OK. Keep going... R thiCustomers thlCustamers

[Enter the phone number]

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Concatenate (combine) Fields
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@ Query Tools ->Design

uary

T eyttt ¥ .
Concatenate Three Fields %,“ i S —— -3
Here are the steps to Concatenate (combine) ZE SN S !1 :ﬂ @ rus g ,,2 #vte hows | E ,,i 3 e s
the city, state and zip fields for a Mail Merge. N - e L e e e M W 6

6. Try it: Run the Query

The Query is still open in Design View.

Place your cursor in Column 6.

Right Click->Zoom.

Type: CityStateZip:[City]&", "&[State]&" "&[Zip]

CityStateZip is the alias, for the new Field.

[City], [State] and [Zip] are Fields from
tblICustomer.

The two quotes have a space between them.

Fetd | CuntomerD Faithame Lacthame Hamemnane Tultiane: Prtfiane & & Rarthany -

Whatever is inside the quotes, say a comma, M wcetenen |wiconenss [wiemonen _|{wienemen
will be placed between the Fields. e ‘ ‘ ‘ m——_ ‘
The two & signs are the glue that sticks the two
Fields together.
Click OK. Keep going... | ————————
remves | FullMame: [FirstMame] & ° ° & [LastMame] CityStatedip: [City] & |', " & [State] & 7 T & [Zip] E

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Concatenate (combine) Fields
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Query Tools ->Design->Results->Run

porm)

Run the Query Cramte  Deval Dots  Dwtsbase Toeks Desgn } 7 |
- L Urven . I rten Sown " Iviot Cotumen X roperty Sheet
This Query needs to be tested because it has 1:.] ,:, 2 ;’": :},;{Q_ :} @ renTeneon ,;_ %o.....c....“ ,f“ ,_ﬁj*—--
been changed. Let's Run the Query and see R ol i et b i B e S 7
if the new Concatenated Fields work. AR Access ORyects o E
— s
. - s i
7. Try it: Run the Query ey -~y Enter Parameter UalueMl
The Query is still open in Design View. — Uamtrme
Go to Query Tools ->Design->Results- : e o Enter the phone number
>Run - :::'::-:‘ wnm
Enter the phone number: 8102313211. 3 Commmetmmirecia 8102313211 |
B e
What Do You See? The Query Results will B o | ok | [ Cancel ]
open in Datasheet View. There should be two = 577
new concatenated Fields:
FullName and CityStateZip. :
Try This, Too: Return to the Design View - —— ————
Go to Home->Views->View. Lo . ¢ !
Choose a View: Design View. -
Do This, Now: Save the Query [ﬁ Gustomestiomelihanest)
Go to File->Save. B _ _ _
CustomerlD - | FirstName -~ |LastName - | Home Phone -~ | FullName -~ | CityStateZip -
So far, so good. Close the Query. ] 5 Alpha Beta 8102313211  Alpha Beta MyTown, MI
* | (New)

Exam 77-885: Microsoft Access 2010
4. Creating and Managing Queries
4.3. Manipulate fields: Concatenate (combine) Fields
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Create ->Reports->Report Wizard

uary

e : -
Create a New Report E oM i AT ——— -9
Let's walk through the Report Wizard to ,”:L o ‘;f B E g - ;_ i 2 ﬂ g o B g8 cunsease
create a new Report that uses a el ot sl s e |y e SRS e St e s 1
Parameter Query, A8 Access Otjects -
CustomerHomePhoneSQ, as the Record ™ , ,
T nasenes
rerres B
1. Try it: Use the Report Wizard e : ; .
Go to Create ->Reports->Report p ——
Wizard. P Cunrmntememoneiq
[ .
What Do You See? The Report Wizard B viones
should open. Please answer the prompts. e ‘
l‘Jery; CustomerHomePhoneSQ <!
Select a Table/Query:
CustomerHomePhoneSQ Available Fields: Selected Fields:
Select the following Fields: f::x;::;m
CustomerlD T
LastName
HomePhone
FullName
CistyStateZip e

Click Next. Keep going...

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.1. Create reports: Use the Report Wizard
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@ Create ->Reports->Report Wizard
S b "

Home Cramee rera Sty Ostataie Town

Report Wizard: Grouping E‘J = RN BS03- B UTE™ R

2. Try it: Add a Grouping Level vart A e s . — SR - 8
Parts - . Dengn Smpont Vanel Bars

Owige Gabyc  Wamd Desgn Dewgn Form 13 Mese Fommy

uary

Select a Field: LastName. !
Add LastName to the Group Header.

Click Next. Keep going...

Do you want to add any grouping
levels?

CustomerID

FullName
CityStateZip

CustomerID, HomePhone, FullName,
CityStateZip

HEeARS AWHOT

HoRrToN. >

Exam 77-885: Microsoft Access 2010

5. Designing Reports
5.1. Create reports: Use the Report Wizard
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7‘;‘,:" Create ->Reports->Report Wizard

Report Wizard: Sorting

3. Try it: Consider the Sorting

There is nothing to Sort in this Report. It is
based on a Parameter Query that results
in one customer record.

2 .
4
3

Click Next. Keep going...

You can sort records by up to four fields, in either
ascending or descending order.

t | 7] [ Ascendng ]
- 5] (o ]
. o
e afE==

| TR

Coclest, Funniest Movie of the Yool |

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.1. Create reports: Use the Report Wizard
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@ Create ->Reports->Report Wizard

uary

Fd A% t -
Report Wizard: Layout E T S R T — -8
4. Try it: Choose a Report Layout “ 9 . - ?}_ f‘s - E i S« ﬂ 3 e B g8 cunsease
Select a Layout: Block. = e e Briwerom s ooin sepen 23t b 4

Choose the Orientation: Portrait.

What Do You See? By default, the
Report Wizard will adjust the Field width
so that all of the Fields should fit on the
page.

Click Next. Keep going...

(V] Adjust the field width so all fields fit on
a page.

Concel | [ <pack

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.1. Create reports: Use the Report Wizard
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Report Wizard: Title
5. Try it: Enter a Report Title
Enter a Title: Customer Name

uary

What Do You See? There are two
options after you complete the Report
Wizard:

Preview the report

Modify the Report's design

Select an option: Preview the report.

Click Finish. Keep going...!

Create ->Reports->Report Wizard

t

"
e =) N Porm Wawd | @ mrpot wicees ) W Medue
a j . _J § Lo B G Mese

b
Form  Blank & Fapont Raport Blank Maors 5

What title do you want for your report?

M Customer Name

That's all the information the wizard needs to create your
report.
Do you want to preview the report or modify the report's
design?

(@) Preview the report.

(*) Modify the report's design.

o [ <o

Exam 77-885: Microsoft Access 2010

5. Designing Reports
5.1. Create reports: Use the Report Wizard
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@ Report Design Tools ->Design

uary

Home rewre freiral Cata Ostasate Tomn Deuge heareye ¥ omat Page Ty 0
Hello, Customer Report -;i R - ) MR
This Report is based on a Parameter Query. - s v e Brsenomn IO E0 As =] QO = L I B
When the Customer Name Reportopensin .~ ... ‘= ... T e S e o o 6
Print Preview, the CustomerHomePhoneSQ |« o | ot s
Query will Run and ask for information. So, — - -
you will be prompted to enter a value. . - S —— ]&u

Quevees

6. Try it: Enter Parameter value ; :: ~~~~ Enter 'H"lE phone number
Enter the phone number: 8102313211 B Conmetnid
Click OK. PO 8102313211
What Do You See? The Report will open in 3 v [ oK ] [ Cancel ]
Print Preview and show one customer record | & ...
that matches the number you entered. -

OK, OK. This Layout needs some work.

3 momerame

Customer Name

LastName ~ustomerlD Home Phone

Beta 58102313211

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.1. Create reports: Use the Report Wizard
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@ Report Design Tools ->Design->Views

uary

] Ty ot Vo ICckta DG BN SR -l
Change the Report View Ameitlaeiie - — - — OO de__ s saa -
This little Report opened in Print Preview. We ! ,;_1:: o e e B As =l Q[T oG u;ﬂ",;; =1
need to go to Layout View in order to edit the T T sl - i = : e e 1
Report. The Report Layout View has excellent A3 Access Otpeets R
tools on the Arrange Ribbon. e e [ P ol : : !
2 owonfrend T 1| ]
Before You Begin: Close the Print Preview — ; ‘
Go to Print Preview->Close Print Preview. : R _——_— Sassomernonon i T o Tvswmezs |
Click on Print Preview. 5 Sevmm— | rmane i : : ‘ :
P om . .
What Do You See? The Report may be open in .;':... Hame Create External Data Database Tools Design Arrange
Design View. The Report Design Tools should be | @ = i . .
available. .~ 3 Asz| Edcolors L LEE @ la_hl A [jl 1
_ _ * " View | Themes [A]Fonts~ = Group i Hide Details
1. Try it: Go to Layout View @ = & Sort
Go to Report Design Tools ->Design->Views. Views Themes Grouping & Totals Control
Select a View: Layout View. - :
All Access Objects v « Customer Hamn_
This is a Parameter Query. You will be prompted. |_cfmm,, |p [|| N T
Enter the phone number; 8102313211 —= . j & Report Header
Keep going, please. E toicustomers
s BH  thiMovies
Queries 3
B MoviesQ
‘E MoviesByYears Q)

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.1. Create reports: Use Report Design Tools-Arrange
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Change the Report Layout
Please Review the Report Tools

The Report is open in Layout View. There are
four Ribbons in the Report Design Tools:
Design

Arrange

Format

Page Setup

uary

This Report has a very simple Layout. If you
change the Report to a Table Layout, there
will be a lot more options available.

2. Try This: Select The Report Controls
Select all of the Report Controls.
Keep going...

Here is one way to select all of the Controls:
Click on the first Control: LastName.

Hold the Ctrl key on the keyboard as you
click the other Controls: CustomeriD,
HomePhone, FullName and CityStateZip.

Release the Ctrl key. The Controls that are
selected should be highlighted.

Report Design Tools ->Arrange

- - Covate

Etemui Data  Sutatane ook

Cesign  Aveage | Formamt  Pege Setip
HEHN St B S = 2% [ 5
Grchees Stacted Tabwtsr  Jwert Juert St dnoert Sont Mow Mow  Contol  Comteal
Above Betow Left Wigw = Seledt Rew Woticaly Morzontaly  Up  Down  Marpe - . 2
Tave Rows & Cohamns Merge o g Porllan
A Access Ctyects © L Gt s
Saoron »
e Customer Name
0D weateves )
Querien Beta 58102313211 Apha Beta MyTomn N
Y
B vty Wednesday, May 10, 2012 Pagei1of1
B Ceneneninesa
P Cantemanrimetrandsy
e LastName -ustomeriDHome Phone
B e
Raports Beta 558102313211
[ TS
W Cartomer Hame

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.3. Apply Report Arrange options: Use the Table Functions
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Report Design Tools ->Arrange->Tabular

Create the Table T ‘;‘EJ E:“““W i, ";‘“‘ 5B "
3. Try it: Create the Table G@_ o 8 ,,,—,,j. ot oy Mseaconma 0 2 S .;_,:, e
The Report Controls are still selected. T e et M e | 3
Go to Report Design Tools ->Arrange. 4 hcos Objects o - comem s
Go to Table->Tabular. - s | ity

Jaii [ TR LSt ame ralirren [ S e Phisra TN Ay
What Do You See? The Arrange Ribbon = . { [ | | |
_T_O\t/)vl has the following Groups available: e . onga 1.8

aole T ietemerismang

Rows & Columns e == A k‘lk B B Select Layout
Merge/Split - = E = IE H E= Es Elect Laya
Move 3_‘:"' : = i: -l = [l select Column
Position W s byrom Gridlines Stacked Tabular  Insert Insert Insert Insert

= — - Above Below Left Right [ Select Row
What Else Do You See? The Fields are Table | Rows & Columns
arranged in a Table: Rows and Columns.
Keep going... |$LEL'%‘[P«Iar'nE sustomerlDHome Phone

Beta 5 I 85102313211

¥
thom Lot | 03T 6

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.1. Create reports: Use Report Design Tools: Arrange
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Report Design Tools ->Arrange->Move->Move Up

uary

T
Arrange: Move Up - Coeste  Bdtewsi Dats  Dutanase Yook Cetign | Avenge  Format  Puge Setup
- oy '; Bl B Sced Layo =

Let's work with the Report Design Tools. . = = =000 2% 3
Looking at the Arrange Ribbon: The Rows =~ . e o0 onmylise el fern el el
& Columns are similar to the ones on the | ss oo o | Gt e
Ribbons in Microsoft Excel and Word. —2

- Customer Name
Here is something different. You can use i.:." ;
the Move commands to change the B e AR
layout. ® commemmanry L

B Cvtemeniimiiranisy - —] .
4. Try it: Move the Report Control — ==== izl = = =
The Report is still open in Layout View. W soes Merc Split split M M
Select a Control: LastName. g . el =k i i
Go to Report Design Tools ->Arrange. 1 Cotenie s vertically H‘?nmnta”y e
Go to Move->Move Up . Merge / Split . Mave
Try it, Again: Move Another Control
Select a Control: CustomerlD.
Go to Report Design Tools ->Arrange.
Go to Move->Move Up. R

P o K ‘\\‘4 | L
> . b - «
What Do You See? The Table has two = 01 Animated Film Of The Year! 3
Rows, now. Row 1 has two Controls: — LastName sustomerlDHome Phone
LastName and CustomerID. The rest of o seeaa s s s s S AR A AR -5
the Controls are on Row 2.
Feta 5

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.3. Apply Report Arrange options: Use the Table Functions: Move
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‘ Report Design Tools ->Arrange->Merge/Spilt->Merge

uary

Arrange: Merge Cells e Ry Y T S
= 8 M ettt i 5 =} NE Al

There are two blank Cells in Row 2. Here Emi‘”__ i Eff f-j 1 o e % = i_
are the steps to Merge those Cells with e s e 8 . ] et e v s Dwm Mg - eding 5
the Home Phone Control. A Access Obyeets BRI —r—

Saoron. o

Ty 2
5. Try it: Merge the Cells W Wi Cusf?me' el .

The Report is still open in Layout View.
Select the first three Cells in Row 2.

> fesozasazs Aghs Bets MyTown. M
Go to Report Design Tools ->Arrange. '
Go to Merge/Spilt->Merge. —

ge/Sp g T E | E@

H %
What Do You See? All three Cells have Merge  Spiit Split Move Move
been merged into one. Vertically Horizontally Up Down
Merge J Split [ Move

Keep going... > \ ‘ l

sustomerlDHome Phone

The Year's Funniest Moviel

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.3. Apply Report Arrange options: Use the Table Functions: Merge
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Arrange: Resize the Cells

The Cells in this Table can be resized. Before
you begin, use the Rows & Columns options
to select what you need.

uary

6. Try it: Resize the Cells

Select a Control: FullName.

Go to Report Design Tools ->Arrange.
Go to Rows & Columns->Select Column.

What Do You See? The Column should be
highlighted. Run your cursor over the Column
border. Now, you can use a double-arrow to
resize the Controls. The HomePhone Control
can be smaller (it is only 10 numbers). The
FullName and CityStateZip should be larger.

Keep going...

Report Design Tools ->Arrange->Rows & Columns->Select Column

- E |
mome  Owate  Btews Dats Sutsbise Teoh Cetign | Amonge | Formast  Poge Setup = |
F w L | &1 B W seed Layes
HEE M4 Byll = n
. Abowe Betow Left Mg = Seledt Rew Murgni - Paddng - 6
Teb e Brwy & (ebgmny OO O R Mg 71(-“ A‘ﬁ!f;!v—:-:‘iA b e SO m e e e e e e e
Al Access Otyects o | ot e
I, 2|
L — “1 cCustomer Name
0 -
Queries §
e I Tre— " _—
.f_ - ﬂ ] 'E | Eii B select Layout
2 dH select Column
Insert Insert Insert Insert
Reports
. Above Below Left Right G Select Row
W Contomer Name
Rows & Columns
LastMName sustomerlDHome Phone FullMame
L e e e e e o o o o o o Dl
! Beta 5
i 8102313211

.......................................................................................................................................

Exam 77-885: Microsoft Access 2010
5. Designing Reports

5.3. Apply Report Arrange options: Use the Table Functions: Rows & Columns
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Takq :
L Report Design Tools

Delete the Control Labels i = T TSDS WIS e [N RS

r

=
4
3

Each Control has a Label in the Report Page HE N S By .. H A = Fa L8
Header. The Labels in this report do not add w T | SRR oy ey M Tl
anything. In fact, the Page Header looks A4 Access Obpeets S L
cluttered with too much information. T 2
p— Customer Name
7. Try it: Select the Control Labels —_—— ; ' }
Select the following labels: i e " apraten Myfown, W8
CustomerlD - pom— e
HomePhone P e o
FullName e '
CityStateZip T viewer
Roports 2

Try This, Too: Delete the Control Labels W Costomor Home
Type Delete on the keyboard.

There should be one Label left in the Page
Header. Keep going, please.

Customer Name i

il

LastName — 7

Reta 5
8102313211 Alpha Beta

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.3. Apply Report Arrange options: Use the Table Functions: Rows & Columns
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Report Design Tools

Al e ¥ Erguat Lapnmel oy

Edit the Label e T —

The Report may be called "Customer . j:;,:_ =5 W R T g e o s .i = (.:"..
Name." However, this is the Front Row s o e e s L e L
Video store and that is the brand that A8 Access Otpects o

should be presented to the customer.

W ’ [Front Row Video

8. Try it: Edit the Label — ,
Select the Label in the Report Header. Snam R e esvsaorce
Type: Front Row Video S 11— —
e gr— e Weonesasy, May 10, 2012
Select the Label in the Page Header. B et .
Type: Where our customers have the best | @ =
seat in the house g )

Keep going...almost done.

Front Row Video

Where our customers have the best seat in the house

Beta 5
8102313211 Alpha Beta

Friday, May 18, 2012
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@ Report Design Tools ->Arrange->Table->Gridlines

uary

Arrange: Gridlines e :;;‘;.;3" m— T &

9. Try it: Add Gridlines to the Table HEN S-8BICT S0 = 25 & 1N

Select the following Controls in Row 2: e = =L B ey ) el 9

HomePhone [ 8 accuss otyects | o e

FullName | 2

CityStateZip e Customer Name

i Sperim : Ha s [

Go to Report Design Tools ->Arrange. | 7~ T s g

Go to Table->Gridlines. - frw——— . : . ‘

Select an option: Bottom R o = - N

p o - : %_ % HE:: —Fﬁ g Select Layout

= - == Select Column

‘t’)\;hf?)tggttzgu 'Stl‘elea?l'l-geog?;érglc?ttsohrgu'd Gridlines Stacked Tabular  Insert Insert Insert Insert

wi i :

" Above Below Left Right o Select Row

. Table | Rows & Columns
Do This, Now: Save the Report !

Go to File->Save.

That looks good. .
Front Row Video

Where our customers have the best seat in the house

Beta 5
8102313211 Alpha Beta

- ==l Friday, May 18, 2012

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.3. Apply Report Arrange options: Use the Table Functions: Gridlines

Comma Training Page 257



e

Summary

This lesson began by modifying a Parameter
Query. We used the Report Wizard to create a
new Report based on the Parameter Query.
Finally, we modified that Report in Layout View.

uary

This concludes the Beginning Guide to Microsoft
Access 2010.

LT T

Well, you done good.
You earned all of the cookies.

Front Row Video

LastName

Beta 5

8102313211 Alpha Beta MyTown,

Wednesday, May 16, 2012
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Practice Activities

Lesson 10: More Report Design

Try This: Do the following steps
1. Open the Brown Bag Lunch database you have been programming. Or you may download the

sample database Brown Bag Lunch ver10.accdb online.

2. Open the CustomerCompanySQ Query. When prompted, enter the company Wordnation.

3. Open the Query in Design View.

4. Add a new field. Add the following Concatentation: T IN PED/B[[I ”/[/HCREDIB[H
Location: [City]&”, “&[State] EINC - g

5. Run the Query to test the new field. Use the Parameter WordNation when prompted. ‘ /

6. Create a new Report using the Report Wizard. Use the Query CustomerCompanySQ as the

Record Source. Select all available fields.

7. Add a Grouping level: Company. Select a layout: Stepped. : .

8. Name the Report: Customer Name. Select Preview and Finish the Wizard. -

Use the Parameter Wordnation when prompted.

9. Close Print Preview. Open the Report in Design View.

10. Select all the Fields in the Detail Section. Change the arrangement to Tabular.

11. Go to Arrange Rows & Columns and Insert 2 new Rows above.

12. Select the CustomerID Control in the Table. Use the Move Up command to place the Field in the

top Row.

13. Move these Fields up to the second Row: Phone Number and Location.

14. Use the Table Tools to Merge the Cells.

Select Cells A2:A4. Merge them.

Select Cells A3:A4. Merge them.

15. Go to the Page Header and Delete the Labels EXCEPT the Label for Company. Change

Company to “The taste of eating out, the price of brown bagging it.”

16. Go to the Report Header. Change Customer Name to Brown Bag Lunch Co.

17. Select the second Row, with the company name Wordnation and apply a top gridline.

18. Save the Customer Name Report. Please close the Brown Bag database.

uary

¥ ¥
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Test Yourself

1. Which is the acceptable way to Concatenate 2
fields with a space between them?

A. (FirstName)&” “&(LastName)

B. [FirstName]&’space“&[LastName]

C. [FirstName]&” “&[LastName]

Tip: Beginning Access, page 240

2. What Ribbon has the command for the Report
Wizard?

A. Home

B. Insert

C. Create

D. Wizards

Tip: Beginning Access, page 243

3. When switching to Design View on a Report that
includes a Parameter Query, you need to enter a
parameter before proceeding.

A. True

B. False

Tip: Beginning Access, page 249

Comma Training Page 260

4. Refer to the Concatenation code: FullName:
[FirstName]&” “&[LastName]. What is the label of the
new Field created?

A. FullName

B. New Field

C. Unnamed Field

D. Concatenated Name Field

Tip: Beginning Access, page 240

5. Refer to the new field LastNameFirst with the
record Smith, Bill. Which Concatenation will create
this field?

A. [LastName]&” “&[FirstName]

B. [LastName]&”,“&[FirstName]

C. [LastName]&”’comma“&[FirstName]

Tip: Beginning Access, page 241
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One

Beginning Access Objectives
In this lesson, you will learn how to:

1. Create a copy of an Microsoft Access
Objects with Save Object As.

2. Use Copy and Paste to create a new
copy of a Table and review the options.

3. Rename an Access Obiject.
4. Delete an Access Table and confirm.

5. Use Save Database As to make a
backup version of a database.

© 2012 Comma Productions, LLC

Comma Training Page 261

R W7 8
-

Access 2010: Appendix

Working with Databases

Futeons Dara

A

0 Seve m Adobe FOF

d Cven

4] Peastiowiraes ke
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] Levecsh FroneRown

Avacanle Templates
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Office.com Templates
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tomplates
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=
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:1 1. Readings

Ne

Read Lesson 11 in the Intermediate Access
guide, page 261-284.

Project
A sample Table that is not saved.

Downloads
FrontRowVideo Begin11.accdb
Brown Bag Lunch ver11.accdb

2. Practice

There is no Practice Activity for this lesson.

3. Assessment
There is no test for this lesson.
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< Lesson 11 : Working with Databases

Home Create External Data Database Tools
= Save

Save Object As

Information about FrontRowVidec
ChUsers\ eBethDocurments\ FrontRowVideo Intl.accdb
@] Save Database As

.| Save as Adobe PDF .
Compact & Repair

&+
[ Open L%} Help prevent and correct database 1
Repair.
[ Close Database Compact &

Repair Database

(] FrontRowVideo Int...

Menu Maps
From the File Ribbon.

1. File->Open, page 264

2. File->Save Object As, page 267 Y
3. File ->Save Database As, page 273

4. File ->Save and Publish->Save Database As, page 276

From the Right Click

1. Right-Click ->Rename, page 268
2. Right-Click ->Copy, page 269

3. Right Click->Delete, page 270




A Database Administrator has one key objective: save the data. The rest--Queries, Reports, better
Forms--come next. The last lesson in this Beginning Guide to Microsoft Access 2010 teaches how to
manage your Mighty Access databases. Good Database Administrators never DELETE an object or
record. The best practice is to make a copy. We will practice creating a copy of a Table and renaming
it. This lesson also includes how to create a backup copy of a database and offers suggestions for
managing version control.

All Access Objects | %
_|5Ean:h... |jJ
.| Tables =
| E thlCustomers
E thlCustomer
[E Open
thiMovi
! oIS E Design View
EH tblRating
Import 3
Queries
Export 3
@ CustomerHo| .,
é Collect and Update Data via E-mail
@ Customeria
@ Rename
@ MoviesByYea
Hide in this Group
B MoviesQ
Nelata
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Tay
e

Start ->All Programs->Microsoft Office->Microsoft Access

Eteonst Dats  Sutatase Took A

Getting Started
1. Try it: Start Microsoft Access 2010

Avaanie Templates

Create

External Data

Database Tools

Go to Start ->All Programs. ; D vome
Go to the Microsoft Office folder. 3 Sowe s Aasne 0
Click on Microsoft Access 2010. 5 ovn g 1B . &

i:u ‘;::::’:‘ \'::';:"N !:’;:.n WWisphtn
What Do You See? Welcome to the )| e
Microsoft Access Backstage. There are ] Posmttowistes b
several options for getting started 5] et Prssehom i 3 OV &V W =
including templates or even a blank | o B e
database. Reces
Click Open. Keep going... Home
Memo to Self: The steps to start the " i save
Microsoft Access 2010 software program ‘

may not MATCH the ones in this lesson.
Your steps may be different depending on
which operating system you are using.
That is OK.

-
E Cpen
L

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Open a Database
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| Save as Adobe PDF

Close Database

FrontRowVideo Int....

FrontRowVideo Int...

Available Templates

it Home

1
Blank
database

1%

Blank web
databaze

Office.com Templates



T.,k
e

Open a Database

2. Try it: Open a Database

When you click Open you will be prompted to Browse
for a Microsoft Access Database.

=
4
3

Browse to your Documents folder.
Select a database: FrontRowVideo Begin11.accdb
Click Open. Keep going...

Start ->All Programs->Microsoft Access 2010->Open

a9 e
Wome  Cwste  EitewaiDsts  OstabaceTosk  Aosbet - @
A y - x Ca =
S » A - T
re Setch
s . v x Wendrm R RN
R [T San & Paw Soioeon g R ated Tast F oomarn

(] Mecresch acenss 5 Documments lbrary

L aton

= B &

2 Rocent Maces r

Fleparme Frontfowudes e

FrontRowVideo
Intl
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1.1. Create and manage a database: Open a Database



B
Start ->All Programs->Microsoft Access 2010->Open
E %~ T _ e ]
Enable the Database e s, — : o
: A database needs read/write permissions so that acem | - S Y Dreee i _' =
it can update the Tables when a User entersnew ... .. e A s ' e 3
information. However, when you open a 1) Socusmy Waming 5 s coetanthak e Sabled CH o more etk e Comtene
database it may be disabled as a security check. | s oo
You need to Enable Content in order to editand =

save your programming. Here are the steps.
3. Try it: Enable the Database

If the database opens with a Security Warning:
Click on Enable Content.

FrontRowVideo Begin11.accdb has:

Two Tables: tbiIiCustomers, tbIMovies

Four Queries: MovieSQ, MoviesByYearSQ, \!;J Security Warning  Some active content has been disabled. Click for more details, [ Enable Content ]
CustomerNameSQ and
CustomerHomePhoneSQ All Access Objects —_
Two Forms: Customers, Movies |5ear-:h.. |P
_ Tables 2
Two Reports: Movies by Year, Customer Name =
Keep going.... B2 tbiMovies
Queries b
B MoviesQ

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Open a Database
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Save Object As

=
4
3

COPY of the Table. So, a word to the 5 Sove b Adute rO0 X M

WISG' G Com L ’ Hetp prevert snd comect databane e prodiemss by uing (omgect and
J Ouoe Dwtatace Comvpat & P
g} R = Topas Datate:

Before You Begin: Select an Object e

Go to All Access Objects->Tables. ) renetomiices bt 5

Select a Table: tblICustomers

1. Try it: Save Object As
Go to File->Save Object As.

The Microsoft Access 2010 Backstage will = ..
open and you will be prompted to enter a
name for the new Customer Table.

The default name is: Copy of
tblCustomers.

Save As: Table.
Click OK. Keep going...
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Before manipulating any data in the
Tables, it is a wise precaution to create a (H) Sove Detsbose

File->Save Object As

(Y[ T NI fopnglomNedes Wl Dotobore (Access J007 - J0108 - Lhorset Aciers P TR W L. 7 T
9

Home Crows Taneeral Cuty Oatabate fosn

Information about FrontRowVideo Intl

Cibars’ aeth Do woment( FrontBomVodes W] o (80

els - ..

Save 'thiCustomers' to:
Copy of thiCustomers]|
As

Table

A
Spectacular! A Must Sedl

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Use Save Object As
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One

Rename the Table
2. Try it: Rename the Table
Select a Table: Copy of tbiICustomers

Right-Click the Table: Copy of tbiICustomers.

Click Rename.
Enter a new name: tblICustomers 052012,
where 052012 is the current date.

Tables
E thlCustomers

b ]

BH  tbiMovies

thlCustomers 060?2012|

Click the ENTER key to finish. Keep going...

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment

Right-Click ->Rename

-
Home Crewne

A Cw y 2l

b
Puste

P

‘I Ly ceny o LT
J Vot Pacte .

Ve Chotowrd

AB Access Objects ..
)

T oty
T mecuntomen

3 nesene

Quevies
F vonesg

b T
-
b JE—
Forms

B Cromen
s YO
Reports

B Vonnsyw

[

S
T Com OF miCuntomans ‘

3 Ove

W Devgn View
Wt
Loen

T Copen and Upaate Dats va | mad

3 Seene
e i e Croun
Dapete

&

9 ooy

B e

¥ Tage Pepenien
@ Crect s Compannany

Tterral Sats Databaie Foun

Tables =
E tblCustomers

EH tbIMovies

EH Copy Of tblCustomers

Queries [ Open

B MoviesQ M Design View
= MoviesByYea Import

B CustomerMa Export

=9 CustomerHol| "

Forms
Customers

Movies

=)
=]

Collect and Update Data via E-mail

Rename
Hide in this Group
Delete

1.2. Configure the Navigation Pane: Rename an Object
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Copy and Paste a Table

The previous pages demonstrated how to i : .
create a duplicate Table by using the ol (TR oo wesepdlufyggn i S SR ' 3
Save Object As command.

E y
E Right-Click ->Copy

Microsoft Access can Copy and Paste
Objects as well. There are interesting
options when you Paste a Table.

3. Try it: Copy a Table

Select a Table: tbICustomers

Right click the Table: tbICustomers.
Click Copy.

Try This, Too: Paste the Table
Right click the Table Group.
Select an option: Paste. Table Name:

|C|::||:|}-I Of thlCustomers

You will be prompted to enter the

following: Paste Options
Table Name: Copy of tbICustomers () Structure Only
Paste Options: Structure and Data @ Structure and Data

(©) Append Data to Existing Table e Vi B e i
What Do You See? You can choose to e T R T ok
keep the Table Structure only, without o
the Data if you wish. This is a good way to | ————————————.—.—.. | ey 1

purge any sample records. Keep going...

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.2. Configure the Navigation Pane: Copy and Paste Objects
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Right Click->Delete

=
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3

-y 1 .

Delete a Table o o W e o — QL
The purpose of a database is to save the | ) Qacu | Hlooms Daowes | D i g B CEE S
data. So, when a Table is deleted, the B e I e = I e 4
database asks if this is really something you A4 Access Ctyests -
want to do. = 2

T3 mecunmom:
4. Try it: Delete a Table —peadi
Select a Table: Copy of tbICustomers. D Cory Ot toxurtsmen
Right click the Table: Copy of thiICustomers. -
Click on DELETE. P st

@ Cwtemtunriq Microsch Access

B Cutsmemsmimentsa P -
What Do You See? You will be told that o | e ——
deleting this object will remove it from the —fray ey semmo g ines i
database...That means: There is No Keports :
UNDO!!. e

Click Yes. The Copy of tbiICustomers Table
will be permanently deleted from the
database.

Keep going...

Microsoft Access

i Do you want to delete the table "Copy Of thiCustomers'? Deleting this object will remove it from all groups.

== For more information on how to prevent this message from displaying every time you delete an object, dick Help.

[ Yes | [ Mo | [ nep |

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.2. Configure the Navigation Pane: Delete Objects
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Find the Navigation Options
As you work with your database, you may
accumulate many copies of the Tables.
Which one is the current data and not the
backup? It can become very confusing.

=
4
3

Save As What? When you create a copy or
Save As, you will be prompted to enter a
name for the backup. If you include the date
as part of the name, it makes it easy to
identify when the backup was created.

For example: tbiICustomers 052012.

Use the Navigation Pane By default, the
Navigation Pane displays All Access Objects.
The Objects are Grouped and Sorted. You
can change the Navigation Pane if you wish.
What are the options?

1. Try it: Find the Navigation Pane Options
Go to All Access Objects.
Click on the Option arrow.

What Do You See? The Access Objects are
grouped by Type (Table, Chairs).
Keep going...

Find the Navigation Pane Options

[

|

|

e
AR Accein OB
Navgete
Cusom

¥ Obear?y

Crite | DdemuDuts | Cotsomee Took - Q
cn :
:,_" oy - BIiU A-4 ' lxn"
All Access Objects « o p— 1
Mavigate To Category Dl_
Custom All Access Objects ®)| «
v Object Type |_*'farch... |F‘
Tables and Related Views Tables P
Created Date EH tbiCustomers
Muodified Date | | EH thiMovies
Filter By Group ] tblCustomers 06072012
Tables Queries 2
Queries @ MoviesQ
Forms @ MoviesByYearsQ
Reports - @ CustomerNamesQ
v All Access Objects @ CustomerHomePhonesQ
Forms -
@ Movies

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment

1.2. Configure the Navigation Pane: Copy and Paste Objects
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-] Movies

Reports
ﬁ Movies by Year
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Set the Navigation Pane
2. Try it: Set the Navigation Pane
Go to All Access Objects.

Click on the Option arrow.

Select: Modified Date.

What Do You See? The Access Objects are
sorted by Date. The Sort Order is
Descending (newest to oldest): the object
that was saved last is first on the list.

What Else Do You See? The Navigation
Pane uses the Date to Filter by Group, too.

Try This, Too: Return to the Default View
Go to All Access Objects.

Click on the Option arrow.

Select: Object Type.

Very Good.

Set Navigation Pane Options

A

oo Cate

Verws

4

2ac

All Dates
Mavigate To Category
Custom
Object Type

Tables and Related Views
Created Date

Modified Date

Filter By Group

Today

Last Week

Two Weeks Ago

Three Weeks Ago

Older

v | All Dates

Older
@ Customers

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.2. Configure the Navigation Pane: Set Navigation Pane Options
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B B
BIBiA-N s 2

Tont Furmarting

All Dates

W,

g
Eaenal Dats  Outabase Sosk =@

2

e
«

[Search...

|o

Today
] tbiCustomers 06072012

N
A

Two Weeks Ago
ﬂ Customer Name

-J Frsebmomnvld mon sl mon o C
L USwoimcinuimcrnuiico

»

Last Month
ﬂ CustomerNameSQ

H MoviesByYearsQ
:E tbiCustomers

»

o
g

Movies by Year
MovieSQ
Customers

Movies

e

tbIMovies

»
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e
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File ->Save Database As

Fd 9™ el o
Save a Copy of the Database % o e e : L
The preceding pages showed how to make = e Information about FrontRowVideo Int1 - —
copies of the Access Objects. You can create 4 . svse e O 1
another copy of your database as well. 3 Sove o Adbe U@ - S

- Coen L} Melg prevart and comact Aatabane e proble by unng {ompact and

¥ ot

1. Try it: Save Database As ;:"" — .
FrontRowVideo Begin11.accdb is still open. g, ..
Go to File ->Save Database As. et W |- S

B Lowett Fronthomin ‘M"“.m Mecaouoh Access fle format o Lter e encrypoed

What Do You See? If a Table, Form, Query

or Report is left open, Microsoft Access will Racene
close all open objects. You will be prompted e
to Save anything that you were working on. pere

Click Yes. Keep going...
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weemsees

i All open objects must be closed before you save the database.

Do you want Microsoft Access to dose all open objects?

e J [ o ]

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Save a Database As
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File ->Save Database As

=
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g' daE . '
Save A Copy: Options e — . e -
2. Try This: File ->Save Database As i ' 4 n ~ i BIDIAY-> EEN E .
Browse to your Documents folder. e e i i s s e i 2

Enter the following:
File name: FrontRowVideo Int EAN 052012

Where "EAN" are your initials. —— B Dol ity e
and "052012" is the current month and year. —— —
S | 5 @B a5
Click Save. Keep going.. ~ Sl B S
A Ltone ‘«—4:--4-: ‘m’o«-‘v« ‘vwi..z-l\'«

2 B B B
e S G S :

Fie garne  Frontfonides b LAN 022002
Seve s fype  Microsoh Accen Cutebase

o bdie Folders.

FrantRowVideo Int EAMN 052012

File name:

Save as type | Microsoft Access Database

|~ Hide Folders Tools  ~

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Save a Database As
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@ Sample Documents Folder

Find the Database Copy

3. Try it: Trust, But Verify

Go to the Documents Folder and confirm
that there is a new copy of the database.

Try This, Too: Open the Database
Double click the database copy,
FrontRowVideo Int EAN 052012 in this
example, to open it in Access 2010.

Bum  New folder

Documents library

It LAN 002012 e

Return to the Documents Folder while the
database is still open.

What Do You See, Now? There should
be a little laccsb file. Whenever a
database is open, this locking file keeps
track of which records are open to make
sure two people don't edit the same
record at the same time.

Close the Documents Folder.
Return to Microsoft Access, please.

FrontRowVideo FrontRowVideo
Int EAM 052012 Int EAMN 052012
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Save and Publish

There are several different versions of

Microsoft Access. Each version has a unique

file format.

You can use the Save and Publish options

in the Backstage to make copies of the

database that are compatible with Microsoft

Access 2000 or Access 2002-2003.

1. Try it: Save and Publish

A COPY of the database is still open.
Go to File ->Save and Publish.
Click on Save Database As.

What Do You See? The Default Access

database format is *.accdb, The File Type for
Access 2000 (*.mdb) is different than the File

Type for Access 2002-2003.

Keep going...

File ->Save and Publish->Save Database As

@4 TN cotF ¥ b I EAN 0521 Ctabone (Accers 2007 - 00 Wincrovch Access "IN NRRITRIEN " - e
—— seate  Btews Dats  Sutsbase Took Q
A
File Types Save Oatatase As
H seeOonpra s
Database Fée Types
&) Sove Dataduse As A}_} Save Dwabace Az , v
(8] Accen Database " acodt] @] Acces 2002-2005 Outabane " et
3 Save m Adode FOF hl Defont Sumabese formel .
- S -l A
& ¢ - &) Access 2000 Detsbase ("t & oo @
4 Ooue Datatare - oo Adeba POS
» "
&) rontiowides ke Adarced
] Peomtmrwiraes te — B Paciage snd g & v %

W] ot rwirdes be

] Peamtiswiides e

o
Recest
New
Prmt
Optsom

T

"? Publiah 10 Access Senvces

£ Back Up Database

Save Database As

Database File Types

%] Access Databasze (".accdb)
Default database format.

Access 2000 Database (*.mdb)
Save a copy that will be compatible with
Access 2000,

Advanced

Package and Sign
Package the database and apply a digital
signature.

2y Back Up Database
P
Back up important databases regularly to
prevent data loss,

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Save and Publish
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@-‘] Access 2002-2003 Database (*.mdh)
Save a copy that will be compatible with
Access 2002-2003.

Template (*.accdt)

Save the current database as a database
ternplate (ACCDT).

4 Make ACCDE
File will be compiled into an executable
only file,

¥ SharePoint
Share the database by saving it to a
document management server,



Save and Publish:
Save as a Template

uary

In Microsoft Word, Excel, Outlook and PowerPoint

you can save a file as a Template if you wish.
Microsoft Access has the same option.

This Mighty Access database can be saved as a
Template and used to make a another application.
There are many advantages to using a Template:
The Forms are complete with logos and User
Controls, such as the Combo Boxes.

2. Try it: Save as a Template

A COPY of the database is still open.

Go to File ->Save and Publish.

Go to Save Database As->Template.

Enter the following:

Name: Front Row Video Template.
Description: a movie rental database with four
Tables and four Queries.

Category: User Templates

Include Data in Template: check Yes.

Click OK.
Keep going...

File ->Save and Publish->Save Database As->Template

@& - v I rorefw ' bre b EANOSI012 Cotobase (Actess 2007 - 200+ Wi oosolt Access T TG e W T |
A O ‘ 2 A
g A Bt
a3 7 Seenng
X Deten »
"

M Accey Opect
ovn r

L

= cm«ntmn—mg. ]

m =

- Frort Sow vdes “erclae

: (wao g

- A move remial detabase w® bour Tatees ad Yo Queres
[T

D e

P s

= USRS -

; jeon Omgtaved m G4 30 ovety l7 M

fow =

: | poves l ‘

Sty -

" Create New Template from This Database

]

Marne:
Front Row Video Template

Description:
A movie rental database with four Tables and four Queries

Category:
LIser Templates

Icon: Displayed as 64x32 pixels

‘IIIHH

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Save and Publish Save as Template
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User Templates

After the Template is created you will be notified
that it is Saved in the User Templates folder.
Here are the steps to open a User Template.

=
4
3

3. Try it: Find the User Templates

A COPY of the database is still open.
Go File ->New->Available Templates.
Click on My Templates.

What Do You See? The From Row Video
Template should be listed in the Available
Templates folder.

Create a Database from a User Template
Select a Template: Front Row Video Template.
Click Create.

Keep going...

Exam 77-885: Microsoft Access 2010

File ->New->Available Templates->My Templates

= M ol e =
Mome  Coeste  EtewmatDuts  Dutadese Yook @

A

Avaiabie Templates

: T 3
o Sewe m Adobe TOF
J Owen } 6 | r 4 |
‘ . ~ .; -
[ ok web Fevert Sevge My tomplenes i: i
] Pomtiowinses be databaie dtataie ternglates tarnglotes

Offce com Templates

#] rromeizwiiaes be

Sample My templates
templates

A] Pemttraiides te

] repmtowinaes e ..

- é J | “ My templates...
s Comacs  Ghwction  Fumcr  bewey b Search Ofﬂce.:ky P 3
Recest ‘
s o Available Templates T
Mate Datataind st :
ey afieth ot =
e - fat Home
) Optione
£t ere

Front Row Video
Template

1. Managing the Access Environment
1.1. Create and manage a database: Create a Database from a Template
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Hello, Database from Template
4. Try it: Review the Database

This sample database, a copy of
FrontRowVideo Begin11.accdb has the
following Objects:

Four Tables: tblICustomers,
tbICustomers052012, tbIMovies, and tbiRating.

Four Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MoviesByYearSQ,
MovieSQ.

Two Forms: Customers, Movies.

Two Reports: Customer Name, Movies by Year.
Keep going...

Memo to Self: Click Enable Content if you see
the Security Warning.

All Access Objects

2
— Create

=~ A r 2l € Yase - 3

— & A De ’ < - v
e t O Toppetites | ame X Deiete

Fitenn Dara Sutanrie Yookt

Vi Cigbeed 3an & Pler [

1) Socunty Wming  Somd active CS0tant a5 Bean Sabied. Chk for maee Setads.  [nable Content

A Access Obyects . %

SewrA -

Tabker

0 Cutomm

T weCustomen 032012

T matove

I waneg

Querien *

P Catcmemomitrcneiq

B catemenimerq

B ety -

:_.....v, = \9 Security Warning  Some active content has been disabled. Click far more details.

A cateme

- N

Reports .| All Access Objects |

B Contomer Hame

B v by e |5fﬂ'n:ﬁ... |p
Tables b
E tblCustomers
B tblCustomers 052012
EH tbIMovies

- B tbiRating
Queries S
@ CustomerHomePhone5Q)
@ CustomerMame5Q)

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.1. Create and manage a database: Create a Database from a Template
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Use a Quick Start Template

Quick Start allows you to quickly add to your
Access database. Quick Start templates create a
Table and companion Form with one click.

The Quick Start templates can be found in the
Application Parts.

5. Try it: Use a Quick Start Template

The Front Row Video Template is open.

Go to Create ->Templates->Application Parts.
Select a Quick Start Template: Tasks.

Keep going...

Create ->Templates->Application Parts->Quick Start->Tasks

AT
-

Feteons Dats

Satunwie Teat

WP B2
Quary  Quary Form
weawo Devgn Dewgn

2Tep

o

= — —
o &
Tt Tuose
Pats - Dewgn st~
Sk oo
N = 3
gt 1T Thgnt
s Cuwiog -
p— ==
Mhigte Tase
Quich Start
|- ———
J - e
Comments  Cortact: [
Uren
Vowws v
B certomen
B aaove
Reports :
W Contomer Hame
B vower by o
L

w— N e Wewd

— ™ Mapunen -

a & Peport Wiames

B s Mede

::: T Mo Ferms - ;.".: .",:‘..‘ Mvwe 73 Vel Base
Bopots Macres & Code
e D R
s ] [ ]
Table Table SharePoint Query Query
Design  Lists~ | Wizard Design
1 Right 1 Top 2 Right 2Top
|_—1 ] é "W”% : D
Details Dialog List Media
-:I 1 ]
Msgbox Tabs
Quick Start
Comments Contacts Issues Tasks
Users
Forms =~

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment

1.2. Configure the Navigation Pane: Use Quick Start Application Parts
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Create ->Templates->Application Parts->Quick Start->Tasks

The Quick Start Wizard

6. Try it: The Quick Start Wizard

The Quick Start Wizard will prompt you to
create a simple Relationship. The example
given is tbICustomers: One customer may
have many Tasks. The other example is that
one Tasks may fix a complaint from many
customers. The third option is that there is no - o o ey 8 e o ok e e s MTecl Ao s e i
relationship between Tasks and .3 e

tblCustomers, or perhaps any other Table in . C

the database. earari e ek @y Wuaner

=
4
3

o TMetsnserve.

Select: There is no relationship.
Click Create. Keep going...

W Curtomer Name

B e by rew
Memo to Self: There is a discussion on why I I
Tables should be related and what that
means in the Advanced Guide to Microsoft
Access. You can skip ahead and read the
lesson on database design if you wish.

You can spedfy a relationship that would be created when Microsoft Access imports the new template.

One 'thlCustomers' to many Tasks'.
& |1:|:||Cusb:|mers IE“

One Tasks' to many 'thlCustomers',
& |1:|:||Cusb:|mers |E“

@ There is no relationship.

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.2. Configure the Navigation Pane: Use Quick Start Application Parts
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All Access Objects ->Forms
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gw T ———... . :
H Fiemt | Coesle | BelesudOe  Satabine Tesh = g
IT-IheIIo, Quick Start Parts e e L F
ere are two new Forms in the Access ropteien | e o rmeut| s o | o Dlwegsse- | EE B o e e o bt
database: TaskDetails and TaskDS. T s | Pt 7 P 7
TaskDetails is a Form View. TaskDS is @ | sts st by =TT
Datasheet View. T‘: e :} Task Details | e | | e
M twin
7. Try it: Open the Task Form S =ep———
Go to All Access Objects->Forms. O et
Double-click to open a Form: TaskDetails. ;:‘“““ o Y —— Ey
Y
What Do You See: The new Form has :‘.; B i .
Text Fields to enter the Task. There are E h L —_—
several Combo Box Controls for the - ’ TR
Priority, Date and % Complete. There are | @ s EoNdax =
also two command buttons for Save & i — —
New and Save & Close. — Priority Start Date
B ceutome st
R by Fam i *
Try This, Too: Test the Task Form ) (1) High v y st 012 |§ﬁ
Enter the following: '
Task: Finish Database. Attachments % Comy S4 Mo Tu We Th Fr 5a
Priority (1) High. 29 30 311 2 3 4
Start Date: Please select today from the 5 6 7 & 9 10 11
Date Picker. e 12 13 14 15 16 17 18
Description 19[20] 21 22 23 24 25
Click Save & Close. One more thought... 26 27 2 23 30 31 1
2 3 4 5 &8 7 B

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment
1.2. Configure the Navigation Pane: Use Quick Start Application Parts
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Where's the Data?
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All Access Objects ->Tables

Etemai Dars  Sutabase Yook Lo

= T S ] ) Rrewwens
When we created the two Task Forms with "] el R g g § 8 — Dgen-
the Quick Start Application Parts, the Wizard .. Seton S S i 1 e s St
also created a Table to store the Data. Last, A4 Acces Otyects - -
but not least, please review the Task Table _ . T i B M
and the data in it. g o . vew)
I meCutomen 02012
8. Try it: Review the Task Table D wasone
Go to All Access Objects->Tables. Q:’_:"" .
Double-click to open a Table: Tasks. P corimerimiininsia
P Catcmanumety
[ QTS
What Do You See: The Task Table saved P st
the data we entered into the TaskDetail - g— .
Form. T o
Done and Done! Close the Tasks. Table. : o
Beorts £
All Access Objects v <« || 3 Tasks
|search. Fe ID Task Title
Tables ron| | Finish Database!
B Tasks * | (New)
E thlCustomers
B3 tbiCustomers 052012
B3 tbiMovies
= tblRating

Exam 77-885: Microsoft Access 2010
1. Managing the Access Environment

[ IR repen wiws AL Maduie
[ g J 3 toven B G Mednde
Rrpot Repat Slank ~ e
Feparts Matrnt & Code
Satus Dewrption Start Date Cue Date
A Progress

o

Priority -
(1) High
(2) Normal

Status -
In Progress
Mot Started

1.2. Configure the Navigation Pane: Use Quick Start Application Parts
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Oako B 7 I it e v Dy Do BT A e Ko W
’70 _ Hise Eiditd Tomival St Pt s Faen u ﬂ
E S :mu-nu Information about FrontRowVideo Intl .
ummary Emm“*, L L T S L Y S
: This lesson offered several methods for making O et
. . -
copies of the Access Database Objects. We also by Lk e prevent s comec s e oo by g Compact nd i
walked through the steps to save a copy of the it sl
database, as well. W ememaeie | (FE0u0 Ac |- B S
T B Wit
(T WrantBogea'viait ¢ bt . ,
All of these steps should be part of your backup @ Lot e Save 'thiCustomers’ to:
program. Imagine how angry you would be if you _ |Cupy of thiCustomers| | I
lost a Form that took hours to design and proof? [ As
Save your work and use descriptive names so that ... _T b
others can understand which version is which. . [Table =]

We also looked at creating Templates and using Ok | [ Cancel ]

Quick Start Forms. Join us in the Intermediate and :....
Advanced Guide to Microsoft Access 2010: we'll Goea

make our own Forms with Command Buttons!

. . =
Short, but sweet. You get the cookie. Microsoft Access - u

_ﬁ All open objects must be closed before you save the database.

=== Do you want Microsoft Access to dose all open objects?

l‘r‘esl[ﬂu ]
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Beginning Access Skill Test

Before You Begin: Download and open the sample database:
Beginning Access Skill Test.accdb

1. Create a Form with the Form Wizard.

Use tblCustomers as the Record Source.
Select all available Fields for the Form.
Select the Columnar Layout.

Name the Title Customers. Finish the Wizard

2. Open the Customers Form in Design View.

In the Form Header use the Property Sheet to edit the position of the
Label: Left 1.25" and top 0.25".

Format the Label Font: 48pt, White, Bold.

Resize the Label to fit if needed.

3. Add the image Lunch4.gif to the Header.
Resize the image: Width 1” and Height 1”.
Format the color of the Header with a Shape Fill Color: Dark Blue 2.

4. Select ALL the Form Controls & Labels (except the Header Label).
Change the Width to 2.5" and the Height to 0.25"

5. Resize each of the Labels so that they are as wide as the text.
Move the Controls next to the Labels, with minimal space between.
Move the Controls and their Labels:

Place Company below Last Name.

Place Phone below Company

Access 2010 Beginning Skill Test

6. Select the Form and change the Tab Order to Auto Order.

7. Select the Form and set the Cycle Properties to Current Record.
8. Format the Form with a Quick Style: Pushpin.

9. Save the Customers Form and test the Form in Normal View.

10. Close the Beginning Access Skill Test.accdb.
Submit this database online.
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Microsoft Office Specialist (MOS): Exam 77-885 for Access 2010

1. Managing the Access Environment
1.1. Create and Manage a Database

Access Options, Pg 194

Application Parts, Pg 282

Application Parts: Use Quick Start, Pg 280
Create a Database from a Template, Pg 277
File: Open, Pg 264

File: Save and Publish, Pg 276

File: Save Object As, Pg 267

Form Design: User Templates, Pg 279

1.2. Configure the Navigation Pane
Navigation: Delete Objects, Pg 270
Navigation: Rename Objects, Pg 268
Navigation: Set the Options, Pg 272

2.1. Create Tables

2.2. Create and Modify Fields

Tables: Create and Modify Fields: Delete, Pg 45
Tables: Create and Modify Fields: Insert, Pg 37
Tables: Create and Modify Fields: Rename, Pg 98
Tables: Modify Field Description, Pg 38

Tables: Modify Field Properties, Pg 46

2.3. Sort and Filter Records

Tables: Find Records, Pg 93

Tables: Sort Records, Pg 94

Tables: Filter Records, Pg 95

2.4. Set Relationships

Table Relationships: The Primary Key, Pg 69

2.5. Import Data from a Single Data File
Import Data into a Table, Pg 85

3. Building Forms

3.1. Create Forms

Forms: Use the Forms Wizard, Pg 105
Forms: Use the Form Design Tools, Pg 134

3.2. Apply Form Design Options

Form Design: Apply a Theme, Pg 114

Form Design: Format the Header/Footer, Pg 138
Form Design: View Property Sheet, Pg 116

3.4. Apply Form Format Options
Form: Format Font, Pg 123
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Microsoft Office Specialist (MOS): Exam 77-885 for Access 2010

4.1. Construct Queries
4.1.1. Create Select Query
Query: Create a Select Query, Pg 157

4.2. Manage Source Tables and Table Relationships
4.2.1. Use the Show Table command
Query: Use the Show Table Command, Pg 184

4.3. Manipulate Fields

Query Design: Add a Field, Pg 171

Query Design: Rearrange the Fields, Pg 169
Query Design: Remove a Field, Pg 172
Query Design: Show/Hide a Field, Pg 162
Query Design: Zoom into the Code, Pg 190

5. Designing Reports

5.1. Create Reports

Report Design: Use the Report Design Tools, Pg 249
Reports: Use the Report Wizard, Pg 210

5.2. Apply Report Design Options

Report Design: Apply a Theme, Pg 218

Report Design: Format the Header/Footer, Pg 219
Report Design: Insert a Logo, Pg 219

Report Design: Insert Page Numbers, Pg 222

5.3. Apply Report Arrange Options

Report Table Arrange: Move Cells, Pg 252

Report Table Arrange: Split Cells, Pg 253

Report Table Arrange: Use the Table Functions, Pg 250

5.6. Sort and Filter Records for Reporting.
Reports: Different Views, Pg 216

Reports: Filter, Pg 228

Reports: Find, Pg 225

Reports: Sort, Pg 227




O Beginning Microsoft Access 2010: Glossary
Microsoft Office Specialist (MOS): Exam 77-885 for Access 2010

Concatenation: combines multiple Fields into a
new, single Field. p186

Control: where users enter and change data on a
Form. Attached to a Label. p141

Cycle: refers to what happens after you Tab to the
last Form Field. You either remain on the current
record, returning to the first Field, or you advance
to the next record. p145

Datasheet View: this view of an Access Table
looks like an Excel spreadsheet, complete with a
Header Row. p29

Data Validation: verifying or limited data to
ensure accuracy of data entry. p46

External Data: data retrieved from other
programs, such as QuickBooks or Microsoft Excel.
p85

Field: where the record of data is stored. p37

Field Properties: programmable options attached
to a selected database field. p59

QBE/ Query By Example: a visual format for
programming Query objects

Queries: function that looks up or manipulates data
by asking questions of a Table.p30 See also:
Select Queries and Action Queries

Real Users: the people who have to use the
database to get their job done. p131

Record: holds all of the information about a specific
item or entry in the database. p39

Reports: Access data in printed form, such as a
receipt or an inventory. p32

Select Query: asks questions and returns the
appropriate data as an answer. p164

Tab: using the keyboard key Tab to move from one
form field to another. p111

Tab Order: sequence of Form Fields selected when

pressing the Tab key on the keyboard. p145

Table: Access databases store all data in Tables. p29

Theme: specifies colors and fonts applied to the current
Access object. p114

Toggle: switch a command from on to off, or off to on,
such as with a Filter. p96

Wizard (Form, Query, etc): a step-by-step guide that
walks you through creating or using a complex function.
p86, 105

Worksheet: section of an Excel workbook (or file), used
when importing data from Excel. p85
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Access Options, Pg 194

Application Parts, Pg 282
Application Parts: Use Quick Start, Pg 280

Create a Database from a Template, Pg 277

File: Open, Pg 264
File: Save and Publish, Pg 276
File: Save Object As, Pg 267

Form Design: Apply a Theme, Pg 114

Form Design: Format the Header/Footer, Pg 138
Form Design: User Templates, Pg 279

Form Design: View Property Sheet, Pg 116

Form: Format Font, Pg 123
Forms: the Forms Wizard, Pg 105
Forms: Use the Form Design Tools, Pg 134

Import Data into a Table, Pg 85

Navigation: Delete Objects, Pg 270
Navigation: Rename Objects, Pg 268
Navigation: Set the Options, Pg 272

Query Design: Add a Field, Pg 171

Query Design: Rearrange the Fields, Pg 169
Query Design: Remove a Field, Pg 172
Query Design: Show/Hide a Field, Pg 162

Query Design: Zoom into the Code, Pg 190

Query: Create a Select Query, Pg 157

Query: Use the Show Table Command, Pg 184

Report Design: Apply a Theme, Pg 218
Report Design: Format the Header/Footer, Pg 219

Report Design: Insert a Logo, Pg 219

Report Design: Insert Page Numbers, Pg 222

Report Design: Use Report Design Tools, Pg 249

Report Table Arrange: Move Cells, Pg 252

Report Table Arrange: Split Cells, Pg 253

Report Table Arrange: Use Table Functions, Pg 250

Reports: Different Views, Pg 216
Reports: Filter, Pg 228
Reports: Find, Pg 225

Reports: Sort, Pg 227
Reports: Use the Report Wizard, Pg 210

Table Relationships: Define the Primary Key, Pg 69

Tables: Create and Modify Fields: Delete, Pg 45
Tables: Create and Modify Fields: Insert, Pg 37
Tables: Create and Modify Fields: Rename, Pg 98

Tables: Filter Records, Pg 95
Tables: Find Records, Pg 93

Tables: Getting Started, Pg 25
Tables: Modify Field Description, Pg 38
Tables: Modify Field Properties, Pg 46
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