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Instruction Sheet | LG10: CreateDatabase Objects

This learning guide was developed to provide you the necessary information regarding the

following

o Basic Design Principles

o Opening And Designing Database Application
o Database Object

o Creating Database Object

o Modifying Database Object

o Creating Relationship

o Adding, Modifying And Deleting Records

o Saving And Compiling Database Objects

» This guide will also assist you& you will be able to

o Know Basic Design Principles

o Opening And Designing Database Application
o Database Object

o Modify Database Object

o Create Relationship

o Add, Modify And Delete Records

o Save And Compile Database Objects

Learning Instructions

1.

Read the specific objectives of this Learning Guide.
Follow the instructions described in number 3 to 34.
Read the information written in the “Information Sheets 1”. Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.
Accomplish the “Self-check 1”in page 7.
Ask from your teacher the key to correction (key answers) or you can request your teacher
to correct your work. (You are to get the key answer only after you finished answering the
Self-check 1).
If you earned a satisfactory evaluation proceed to “Information Sheet 2”. However, if your
rating is unsatisfactory, see your teacher for further instructions or go back to Learning
Activity #1.
Submit your accomplished Self-check. This will form part of your training portfolio.
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8. Read the information written in the “Information Sheet 2”. Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

9. Accomplish the “Self-check 2”in page 10.

10. Ask from your teacher the key to correction (key answers) or you can request your teacher
to correct your work. (You are to get the key answer only after you finished answering the
Self-check 2).

11.Read the information written in the “Information Sheets 3 . Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

Accomplish the “Self-check 3” in page 12.

12. Ask from your teacher the key to correction (key answers) or you can request your teacher
to correct your work. (You are to get the key answer only after you finished answering the
Self-check 3).

13.Read the information written in the “Information Sheets 4 . Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

14.Accomplish the “Self-check 4” in page 15.

15. Ask from your teacher the key to correction (key answers) or you can request your teacher
to correct your work. (You are to get the key answer only after you finished answering the
Self-check 4).

16.Read the information written in the “Information Sheets 5 . Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

17.. Accomplish the “Self-check 5” in page 17.

18.Read the information written in the “Information Sheets 6 . Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

19. Accomplish the “Self-check 6” in page 26.

20.Read the information written in the “Information Sheets 7 . Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

21.Accomplish the “Self-check 7”in page 29.
Read the information writtenin the “Information Sheets 8. Try to understand what are being discussed. Ask

you teacherfor assistance if you have hard time understanding

22.Accomplish the “Self-check 8”in page 31.

23.Read the “Operation Sheet 1”in page 32 and try to understand the procedures discussed.

24.1f you earned a satisfactory evaluation proceed to “Operation Sheet 2” in page 33.
However, if your rating is unsatisfactory, see your teacher for further instructions or go
back to Learning Activity #1.

25.Read the “Operation Sheet 2” and try to understand the procedures discussed.
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26.1f you earned a satisfactory evaluation proceed to “Operation Sheet 3” in page 37.
However, if your rating is unsatisfactory, see your teacher for further instructions or
go back to Learning Activity #1.

27.Read the “Operation Sheet 3” and try to understand the procedures discussed.

28.1f you earned a satisfactory evaluation proceed to “Operation Sheet 4” in page 38.
However, if your rating is unsatisfactory, see your teacher for further instructions or
go back to Learning Activity #1.

29.Read the “Operation Sheet 4” and try to understand the procedures discussed

30.if you earned a satisfactory evaluation proceed to “Operation Sheet 5” in page 50.
However, if your rating is unsatisfactory, see your teacher for further instructions or
go back to Learning Activity #1.

31.Read the “Operation Sheet 5” and try to understand the procedures discussed

32.If you earned a satisfactory evaluation proceed to “Operation Sheet 6” in page 52.
However, if your rating is unsatisfactory, see your teacher for further instructions or
go back to Learning Activity #1.

33.Read the “Operation Sheet 6” and try to understand the procedures discussed

34.Do the “LAP test’ in page 53 (if you are ready). Request your teacher to evaluate your
performance and outputs. Your teacher will give you feedback and the evaluation will be
either satisfactory or unsatisfactory. If unsatisfactory, your teacher shall advice you on
additional work.

Information Sheet-1 Database Design Principles

The Database Design Principles

. Usability: Any information which we are storing inany organization should be meaningful
for that organization. If we are storing those factors which are actually not fit with
organization’s requirement then this is just waste of resources.
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Extensibility: As we know that everyday new business requirements come up and every
day there is a need to change or enhance information system to capture new requirements.
So information design should be extensible so that it can adopt new requirements without
much efforts or without major breaking changes.

Data Integrity: Now at this point we understand that information is very much important
for any organization. Based on the historic information, every organization makes different
strategies, decisions for growth. One small mistake in data can lead to major issues with any
organization’s key decision and hence a big risk for growth.

Entity Integrity: Involves the structure (primary key and its attributes) of the entity. If
the primary key is unique and all attributes are scalar and fully dependent on the primary key,
then the integrity of the entity is good. In the physical schema, the table’s primary key
enforces entity integrity.

Domain Integrity: It defines that data should be of correct type and we should handle
optional data in correct way. We should apply Nullability to those attributes which are optional
for organization. We can define proper data types for different attributes based on
organization’s requirement so that correct format data should present in system.

Referential Integrity: This defines if any entity is dependent on another one then parent
entity should be there in the system and should be uniquely identifiable. We can do this by
implementing foreign keys.

User defined integrity: There are few business rules which we cannot validate just by
primary keys, foreign keys etc. There has to be some mechanism so that we can validate

complex rules for integrity. We can implement these rules in following ways:

Performance: As we know that information should be readily available as requested.
Performance of the system should be up to the mark. As data in increasing day by day so at
some time there will be impact on performance if database design is poor or we’ll not take
any actions to improve performance.

Availability: The availability of information refers to the information’s accessibility when
required regarding uptime, locations, and the availability of the data for future analysis.
Disaster recovery, redundancy, archiving, and network delivery all affect availability.

Security: For any organizational asset, the level of security must be secured depending
on its value and sensitivity. Sometime organizations has suffered a lot because of data leaks
which results in loss of faith and tends to business risk. So security is one of the most

important aspect of good database design.
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Self-Check -1 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the next page:
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1. Which of the following is the basic principle of a database ?(2)

A

Data Integrity
Extensibility
Usability

All

2. - I Involves the structure (primary key and its attributes) of the entity (2)

Data integrity
Entity integrity
A&B

None

3. Which integrity defines any entity is dependent on another (2)

A
B
C.
D

Data integrity

. Referential

Entity
All of the above

Note: Satisfactory rating - 3 and 5 points Unsatisfactory - below 3 and 5 points

You can ask you teacherfor the copy of the correctanswers.

Answer Sheet

Score =

Rating:

Information Sheet 2

Opening& Designing Database Application

e Introduction to Database

» A database can best be described as a way of storing large amounts of information.

» The data can be retrieved and we can even ask questions of the data and get
answers.
Version:01
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v' For example: You may want to know how many Students enrolled in every
occupational level.

» MS Access (MS Office Access 2007) is a database management tool that enables
one to store relevant data.

» This also has the capabilities to retrieve, sort, summarize report and result
immediately and effectively.

» It can combine data from various files (tables) through creating relationships and
can make data entry more efficient and accurate through the use of forms.

» Microsoft Access (MS Access) enables to manage all important information from
a single database file.

» Within the file, can use the different objects/items:

e Thedesign process
v' Determine the purpose of your database. This helps prepare you for the

remaining steps.

v" Find and organize the information required. Gather all of the types of information
you might want to record in the database, such as product name and order number.

v Divide the information into tables. Divide your information items into major entities
or subjects, such as Products or Orders. Each subject then becomes a table.

v" Turn information items into columns . Decide what information you want to store in
each table. Each item becomes a field, and is displayed as a column in the table.
For example, an Employees table might include fields such as Last Name and Hire
Date.

v' Specify primary keys. Choose each table’s primary key. The primary key is a
column that is used to uniquely identify each row. An example might be Product
ID or Order ID.

v' Set up the table relationships. Look at each table and decide how the data in one
table is related to the data in other tables. Add fields to tables or create new tables
to clarify the relationships, as necessary.

v' Refine your design. Analyze your design for errors. Create the tables and add a
few records of sample data. See if you can get the results you want from your
tables. Make adjustments to the design, as needed.
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v' Apply the normalization rules. Apply the data normalization rules to see if your
tables are structured correctly. Make adjustments to the tables, as needed.

Self-Check -2 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the next page:

1. Which can be described as a way of storing large amounts of information. (2)

A. Application
B. Database
C. Excel
D. All
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. Data integrity
. MS-Access

A
B
C. A&B
D

. None

3. - Is a column that is used to uniquely identify each row (2)

Forigen key

. Primary key

A
B
C. A&B
D

. All of the above

Note: Satisfactory rating - 3 and 5 points

You can ask you teacherfor the copy of the correct answers.

Answer Sheet

Unsatisfactory - below 3 and 5 points

Score =

Rating:

Information Sheet:3

Database OBJECTS

What does Database Object mean?

A database object in a relational database is a data structure used to either store or reference

data. The most common object that people interact with is the table. Other objects are
indexes, stored procedures, sequences, views and many more.

When a database object is created, a new object type cannot be created because all
the various object types created are restricted by the very nature, or source code, of the
relational database model being used, such as Oracle, SQL Server or Access. What is being
created is instances of the objects, such as a new table, an index on that table or a view on

the same table.

The different type of Database objects

. Tables: - Recently, we define it as a file but technically, itwas defined as a container or a

worksheet-like container where the collection of data has been stored.

ICT ITS1
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Tables - A table is a collection of data about a specific topic, such as products or suppliers

e Basic Component of a Table:
v' Meta Data — Database Structure
v Field — Column — Data
v' Fieldname
v" Record - Row - Information
Metadata —is a “data about data” or synonymously called table structure that defines what

type of data your data is?

Queries —Queries used to view, change, and analyze data in different ways. You can also

use them as a source of records for forms, reports.

Forms - A form is a type of a database object that is primarily used to enter or display data
in a database. You can also use a form as a switchboard that opens other forms and reports
in the database, or as a custom dialog box that accepts user input and carries out an action

based on the input.

Reports - A report is an effective way to present your data in a printed format. Because you

have control over the size and appearance of everything on a report,

Self-Check -3 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the next page

1 - provide a means of organizing and summarizing data and used to present
your data in a printed format.

A. Report

B. Form

C. Query
D. Module
2. - used to view, change, and analyze data in different ways a.( 2)

A. Queries
B. MS-Access
C. A&B
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A. Form
B. Queries
C. Table

Note: Satisfactory rating - 3 and 5 points Unsatisfactory - below 3 and 5 points

You can ask you teacherfor the copy of the correctanswers.

Answer Sheet
Score =

Rating:

Information Sheet-4 Creating Data base Objects

Data Base Tables: - Recently, we define it as a file but technically, it was defined as a

container or a worksheet-like container where the collection of data has been stored.

e Before we proceed to creating your first table, we need to know first the basic
components of a table:
v" Meta Data — Database Structure
v" Field — Column — Data
v" Fieldname

v" Record - Row - Information

Data types in Microsoft Access
e The different kinds of MsAccess2007 data types are:

v' Text: allows for the storage of any kind of data, characters, digits and special

characters.
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Memo: is used for texts of moore than 255 characters such as comments or
explanations.
Number: for numerical data used in mathematical calculations.
Date/Time: for the introduction of date and time from the year 100 to 9999.
Currency: For monetary/economic values and numerical data used in mathematical
calculations in which the data involved contains between one and four decimals.
Autonumber: a unique sequential number (increasing one by one), or a number that
Access assigns every time it adds a new record to a table.
Yes/No:Yes and No values, and fields that contain one of two values (Yes/No,
True/False or Activated/Deactivated).
OLE Object: an object such as a Microsoft Excel spreadsheet, a Microsoft Word
document, graphics, images, sounds, or other binaries.

e Used to embed or link to documents from other programs like Excel and Word.
Hyperlink: text or a combination of text and numbers stored as text and used as a

hyperlink address.

v Attachment: Used to store files in an Access database.

e The attachment data type lets you store one or more files per record.

v" Lookup wizard...: Alookup wizard field lets the user choose from a predefined set of

options, like a "male" or "female" selection or a "country" selection.

Designing atable involves:

» Entering unique names of the columns of the table in the “field name” column of

thedesign view. N

» Names of fields and objects in Microsoft Access can be up to 64characters long.

» They can include any combination of letters, numbers, spaces, andspecial characters

except a period (.), an exclamation point (1), an accent grave (), andbrackets ([ ]). They

also can't begin with leading spaces.

Normalization

» Normalization is the process of efficiently organizing data in a database.

» There are two goals of the normalization process:

1. Eliminating redundant data (for example, storing the same data in more than

one table) and

2. Ensuring data dependencies make sense (only storing related data in a table).

ICT ITS1
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> Both of these are valuable goals as they reduce the amount of space a database

consumes and ensure that data is logically stored.

Self-Check -4 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the next page

1. - is acontainer or a worksheet-like container where the collection of data
has been stored .(2)

A. Data base tables

B. Form

C. Query
D. Module
2,------- Which one of the following is the component of table.( 2)

A. Mete data

B. Field

C. Records

D. All of the above

3. - allows for the storage of any kind of data, characters, digits and special
characters.(2)

A. Memos
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B. Texts
C. Number
D. All of the above

Note: Satisfactory rating - 3 and 5 points Unsatisfactory - below 3 and 5 points

You can ask you teacherfor the copy of the correctanswers.

Answer Sheet

Score =

Rating:

Information Sheet-5 Modifying Database Object

Modify your new database created from a template

Every template that is included with Access is a complete tracking application that contains
predefined tables, forms, reports, queries, macros, and relationships. These templates are
designed to be immediately useful out-of-the-box, so that you can create a new database
that is based on a template and get up and running quickly. However, there might be times
when you want to modify your new database — for example, to add or rename a field, or
change a report. You can easily add a field to a table in Datasheet view. However, you can
also add a field to a table in Design view. To learn more about adding a field to a table in
Datasheet view, see the article Add or delete a column in a datasheet. When you add a new
field to a table, the field is not automatically added to your existing forms and reports. You
must manually add the field to those forms and reports in order for it to appear in them.

If possible, you should avoid deleting a field from a database that was generated from
one of the supplied templates — it is likely that the field is employed in other database
objects, such as forms and reports. Thus, deleting the field will create consequences when
you attempt to use the other database objects that employ the field — the database objects
will not work as expected. You will have to remove any references to the field from all of the
objects that employ it in order for those other objects to work correctly.

When you decide that you must delete a field from a database that was generated
from a template, you can do so in either Datasheet view or Design view. Remember that if
other database objects reference the deleted field, you must modify those other objects to
remove the reference. For example, if a report includes a control that is bound to the deleted
field and you run the report, an error message appears, because Access cannot find the data
for the field.
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Before you can delete a field, you must ensure that it doesn't participate in any table
relationships. If you try to delete a field for which relationships exist, Access warns you that

you must first delete the relationships.

Self-Check -5 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the next page:
1 Which one of the following is a database object?(2)

Form
Table

Query
All of the above

OO0 w>»

2 Before you can delete a field, you must ensure that it doesn't participate in any
Table relationships (2)
A. True
B. False

Note: Satisfactory rating - 2 and 4points Unsatisfactory - below 2 and 1 points

You can ask you teacherfor the copy of the correct answers.
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Answer Sheet
Score =

Rating:

Information Sheet-6 Create Data base Relation ship

e Table Relationship

» Newcomers to the world of databases often have a hard time seeing the
differences between a database and a spreadsheet.

» They see tables of data and recognize that databases allow you to organize and
query data in new ways, but fail to grasp the significance of the relationship that
gives relational database technology & its name.

» Relationships allow you to describe the connections between different database
tables in powerful ways.

» Once you've described the relationships between your tables, you can later
leverage that information to perform powerful cross-table queries, known as joins.

» A relationship is a logical connection between two tables.

»Keys are fields that are part of a table relationship. There are two kinds of keys

e Primary key

» A table can have only one primary key.

» A primary key is used to identify each record that you store in the table.

» It will not allow a duplication of the Primary Key thus make it unique.

»Primary Key is the unique identification of one record.There is a uniquely
identification number, such as

e ID number
e A serial number

e A code that serves as a primary key
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e Foreign key

» A table can also have one or more foreign key.

»A foreign key contains values that correspondent to values in the primary key of

another table

»You use table relationship to combine data from related table

Customer

Employee

e-id

c-id <

e- name
e- age

e- sex

e- address
e- salary

c-id
*

Primary key

Foreign key

e Types of Database Relationships
v" One-to-one relationships: occur when each entry in the first table has one,

and only one, counterpart in the second table.

v' One-to-many relationships: Is the most common type of database

relationship. .

v" Many-to-many relationships: occur when each record in the first table

corresponds to one or more records in the second table and each record in

the second table corresponds to one or more records in the first table.

ER Diagrams (Entity Relationship Diagrams)

» An Entity Relationship Diagram (ERD) is a visual representation of different data using

conventions that describe how these data are related to each other.

ICT ITS1
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>

For example, the elements writer, novel, and consumer may be described using ER

Writer %ﬂ}

Consumer Novel

diagrams this way:

Buys

ER diagram with basic objects

>

In the diagram, the elements inside rectangles are called entities while the items inside

diamonds denote the relationships between entities.

e This ER diagram tutorial for beginners covers most things related to ER diagram, for

quick navigation use the links below.

ER Diagram Usage

ER Diagrams Symbols and Notations
How to Draw ER Diagrams

ER Diagram Templates

Benefits of ER Diagrams

DN N N NN

ER Diagrams Usage

>

ER diagrams are most often associated with complex databases that are used in
software engineering and IT networks.

In particular, ER diagrams are frequently used during the design stage of a development
process in order to identify different system elements and their relationships with each

other.

For example, inventory software used in a retail shop will have a database that monitors
elements such as purchases, item, item type, item source and item price. Rendering this

information through an ER diagram would be something like this:

Shopper —<l>
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ER diagram example with entity having attributes

In the diagram, the information inside the oval shapes is attributes of a particular entity.

1.1.1 ER Diagram Symbols and Notations

- o <

Entity Attribute Relationship

L1 <>

Elements in ER diagyams Multivalued Weak
> There are three EX&i¥lements it B¥ S agrafelationship
1. Entity 3. Relationship

2. Attribute
» There are more elements which are based on the main elements.
o Weak entity o Weak relationship and
o Multivalve attribute e Recursive relationship.

o Derived attribute

» Cardinality and ordinalily are two other notations used in ER diagrams to further
define relationships.

Entity
» An entity can be a person, place, event, or object that is relevant to a given system.

» For example, a school system may include students, teachers, major courses, subjects,

fees, and other items.

> Entities are represented in ER diagrams by a rectangle and named using singular nouns.
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Weak Entity
» A weak entity is an entity that depends on the existence of another entity.

» In more technical terms it can defined as an entity that cannot be identified by its own

attributes.
» It uses a foreign key combined with its attributed to form the primary key.

» An entity like order item is a good example for this. The order item will be meaningless

without an order so it depends on the existence of order.

Order Order Item

Weak Entity Example in ER diagrams
Attribute

» An attribute is a property, trait, or characteristic of an entity, relationship, or another
attribute.

» For example, the attribute Inventory Item Name is an attribute of the entity Inventory fem.

An entity can have as many attributes as necessary.
» Meanwhile, attributes can also have their own specific attributes.

» Forexample, the attribute “customer address” can have the attributes number, street, city,
and state.

» These are called composite attributes.
> Note that some top level ER diagrams do not show attributes for the sake of simplicity.

> In those that do, however, attributes are represented by oval shapes.

Address

Attributes in ER diagrams, note that an attribute can have its own attributes
(compositeattribute)

Multivalued Attribute
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3 Revision Author: 1 FTVET AGENCY


http://creately.com/blog/wp-content/uploads/2012/03/weak-entity-ER-diagrams.jpeg
http://creately.com/blog/wp-content/uploads/2012/03/Attributes-ER-Diagrams.jpeg

Ethiopian TVET System
Training, Teaching and Learning Material

> If an attribute can have more than one value itis called a multivalued attribute.

» It is important to note that this is different to an attribute having its own attributes. For

example a teacher entity can have multiple subject values.

Teacher

Example of a multivalued attribute

Derived Attribute
> An attribute based on another attribute.
» This is found rarely in ER diagrams.

» Forexample for a circle the area can be derived from the radius.

| Circle I

Derived Attribute in ER diagrams
Relationship
» Arelationship describes how entities interact.

» For example, the entity “carpenter” may be related to the entity “table” by the relationship

“builds” or “makes”.

> Relationships are represented by diamond shapes and are labeled using verbs.

Carpenter Table

Using Relationships in Entity Relationship Diagrams

Recursive Relationship

> If the same entity participates more than once in a relationship it is known as a recursive

relationship.

» In the below example an employee can be a supervisor and be supervised, so there is a

recursive relationship.

Employee

Example of a recursive relationship in ER diagrams
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Cardinality and Ordinality

» These two further defines relationships between entities by placing the relationship in the
context of numbers.

In an email system, for example, one account can have multiple contacts.
The relationship in this case follows a “one to many”’ model.

There are number of notations used to present cardinality in ER diagrams.

YV V VY V

Chen, UML, Crow’s foot, Bachman are some of the popular notations. Creately supports
Chen, UML and Crow's foot notations.The following example uses UML to show

cardinality.

: 1 0..N
Email Contacts
Account

Cardinality in ER diagrams using UML notation

1.1.2 ER Diagram Templates

> Below are some ER diagram templates so you can get started quickly.
» Clicking on the image and inthe new page that opens click the “Use as Template” button.

» For more templates check out ER diagram templates article.

Student No.
Exam
Attendees

Record
Card

Recard No, Score

Subleet @
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ER Diagram Template of exam database (Click on the image to use as template)

> A basic ER diagram template for a quick start

Employee
No.

Employee
Name

Surgeon

Skill

Address

Basic ER Diagram template (Click to use as template)

1.1.3 Benefits of ER diagrams

» ER diagrams constitute a very useful framework for creating and manipulating databases.

» First, ER diagrams are easy to understand and do not require a person to undergo
extensive training to be able to work with it efficiently and accurately.

» This means that designers can use ER diagrams to easily communicate with developers,

customers, and end users, regardless of their IT proficiency.

» Second, ER diagrams are readily translatable into relational tables which can be used to

quickly build databases.

» In addition, ER diagrams can directly be used by database developers as the blueprint for

implementing data in specific software applications.

» Lastly, ER diagrams may be applied in other contexts such as describing the different

relationships and operations within an organization.
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Self-Check -6 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the next page:

1. The relation between course to student is

A.One -to—one

B. Many - to - one

C. One - to — many

D. Many - to — Many

2. Which one of the following is true about the primary key?

A. Should Not Null
B. It should be both Null and not Null
C. It should be Null
D. Cannot have character data type

3. --—-describes how entities are related and it help to view information from two or
more table at the same time.
A. Entity
B. Form
C. Table
D. Relationship

Note: Satisfactory rating - 3 and 5 points Unsatisfactory - below 3 and 5 points

You can ask you teacherfor the copy of the correct answers.

Answer Sheet

Score =

Rating:
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Information Sheet-7 Adding ,Modifying& Deleting Records

Ways to Add, Edit, and Delete records

There are several ways to update data in an Access database. You add a record to your
database when you have a new item to track, such as a new contact to the Contacts table.
When you add a new record, Access appends the record to the end of the table. You also
change fields to stay up-to-date, such as a new address or last name. To maintain data integrity,
the fields in an Access database are set to accept a specific type of data, such as text or
numbers. If you don't enter the correct data type, Access displays an error message. Finally,
you can delete a record when it is no longer relevant and to save space.

You use a form to manually update data. Data entry forms can provide an easier, faster,
and more accurate way to enter data. Forms can contain any number of controls such as lists,
text boxes, and buttons. In turn, each of the controls on the form either reads data from or writes
data to an underlying table field.

4

First Name: Thomas

Last Name: Axen

Phone numbers | Address info | Other info

Business Phone: /(496) 555-0143

Datasheets are grids of data that look like Excel worksheets. You can change data by working
directly in Datasheet view. If you are familiar with Excel, datasheets should be relatively easy
to understand. You can change data in tables, query result sets, and forms that display
datasheets. Typically, you use datasheets when you need to see many records at once.

T Tablel
1D ~ | First Name - LiaEtNa| Field3 ~ | Add New Field

3 Kari Hensien 10/9/2009
* (Mew)

Understanding data entry symbols

The following table shows some of the record selector symbols you might see when updating
data and what they mean.
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Symbol Meaning

This isthe current record; the record has been saved as it appears. The current record
is indicated by a change in color in the record selector.

# You are editing this record; changes to the record aren't yet saved.

@ This record is locked by another user; you can't edit it.

* This is a new record in which you can enter information.

P This is the primary key field and contains a value that uniquely identifies the record.
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Self-Check -7 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the next

page:

1. Describe the reason why we add, modify and delete data records (5)

2. Describe about data entry forms (5)

Note: Satisfactory rating - 5 and 10 points Unsatisfactory - below 5

You can ask you teacher for the copy of the correct answers.

Answer Sheet

Score =

Rating:
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Inf tion Sheet 8 : iact i i
niormation shee Saving a database or an object in a different format:

Saving a database

Saving your work in Access is a little different from saving in most Office apps. Changes to
data, the primary reason for saving your work in most apps, are automatically saved in In
Access, instead of saving data changes, you save changes to the database design, or you save
the whole database, data and all, with a new filename as a backup, or in a different format, such
as an earlier Access file format, a database template, or a compiled database (a database
where you can't change the design). You can also save individual database objects as new
objects.
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Self-Check -8 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the next page:

3. To retrieve Information Saving is important(3)

A. True
B. False
4. Saving your work in Access is a little different from saving in most Office
apps.(3)
A. False
B. True

Note: Satisfactory rating - 3 and 5 points Unsatisfactory - below 3 and 5 points

You can ask you teacherfor the copy of the correct answers.

Score =
Answer Sheet

Rating:
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Operation Sheetl Opening and designing DB application and principles

e Steps to create Create a blank database
On the Getting Started with Microsoft Office Access page, under New Blank Database,

_ click Blank Database.
. New Blank Database

Blank Database

In the Blank Database pane, type a file name in the File Name box. If you do not
supply a file name extension, Access adds it for you. To change the location of the
file from the default, click Browse for a location to put your database = (next to
the File Name box), browse to the new location, and then click OK.

Click Create.

Access creates the database with an empty table named Tablel, and then opens
Tablel in Datasheet view. The cursor is placed in the first empty cell in the Add New
Field column.

Begin typing to add data, or you can paste data from another source, as described in

the section Copy data from another source into an Access table.

e Stepsto Open an existing Access database

Ca

v" Click the Microsoft Office Button “

v click Open.In the Open dialog box, browse to the database that you want to open.

v" Double-click the database to open itin the default mode specified in the Access

v" Options dialog box or the mode that was set by an administrative policy.

v Click Open to open the database for shared access in a multi-user environment so
that you and other users can read and write to the database.

v Click the arrow next to the Open button and then click Open Read-Only to open the
database for read-only access so that you can view but not edit it. Other users can
still read and write to the database.

v Click the arrow next to the Open button

v click Open Exclusive to open the database with exclusive access. When you have a
database open with exclusive access, anyone else who tries to open the database
receives a "file already in use" message.
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Operation Sheet-2 | Creating Database Objects (Tables)

e Stepsto Create a new table in a new database

™

v Click the Microsoft Office Button' = , and then click New.
v In the File Name box, type a file name for the new database.
v To browse to a different location to save the database, click the folder icon.
v Click Create.
e Steps to Create a new table in an existing database

v Click the Microsoft Office Button " , and then click Open.

v In the Open dialog box, select the database that you want to open, and then

click Open.

v' On the Create tab, in the Tables group, click Table.

e Stepsto Create a new table by using a table template

Ca

v Click the Microsoft Office Button ", and then click Open.

v In the Open dialog box, select and open the database in which you wish to create a

table.

v" On the Create tab, in the Tables group, click Table Templates and then select one

of the available templates from the list.

e StepsTo Create a new table by importing or linking to external data

™

v Click the Microsoft Office Button " , and then click Open.

v In the Open dialog box, select and open the database in which you wish to create

a new table.
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v' On the External Data tab, in the Import group, click one of the available data

sources.

'I'j = 5] 7] Text File
5 |2 & P

' d #®9 XML File
Saved Access  Excel SharePoint
Imports List h g More -

Import

v Follow the instructions in the dialog boxes that appear at each step.

e Stepsto Use a SharePoint site to create a table

O
v Click the Microsoft Office Button “**, and then click Open.

v" In the Open dialog box, select the database in which you want to create the new

table, and then click Open.
v" On the Create tab, in the Tables group, click SharePoint Lists.
e Steps to Create a SharePoint list that is based on a template
v Click either Contacts, Tasks, Issues, or Events.

v" In the Create New List dialog box, type the URL for the SharePoint site where

you want to create the list.

v' Enter a name for the new list and its description in the Specify a name for the

new list and Description boxes.

v To open the linked table after it is created, select the Open the list when

finished check box (selected by default).
e Stepsto Create a new custom list
v Click Custom.

v In the Create New List dialog box, type the URL for the SharePoint site where

you want to create the list.

v' Enter a name for the new list and its description in the Specify a name for the

new list and Description boxes.
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v' To open the linked table after it is created, select the Open the list when

finished check box (selected by default).
e Steps to import the data from an existing list
v' Click Existing SharePoint List.

v In the Get External Data dialog box, type the URL for the SharePoint site that

contains the data that you want to import.

v Click Import the source data into a new table in the current database, and then
click Next.

v Select the check box next to each SharePoint list that you want to import.

e Stepsto Link to an existing list
v Click Existing SharePoint List.
v' In the Get External Data - SharePoint Site dialog box, type the URL for the
SharePoint site that contains the list to which you want to link.
v" Click Link to the data source by creating a linked table, and then click Next.
v Select the check box next to each SharePoint list to which you want to link.
e Stepsto set or change atable's primary key

v' Select the table whose primary key you want to set or change.

v" On the Home tab, inthe Views group, click View, and then click Design View.

v In the table design grid, select the field or fields that you want to use as the

primary key.
v" On the Design tab, in the Tools group, click Primary Key.

v" A key indicator appears to the left of the field or fields that you specify as the
primary key.
e Stepsto Remove the primary key

v Select the table whose primary key you want to remove.

v" On the Home tab, inthe Views group, click View, and then click Design View.

v Click the row selector for the current primary key. If the primary key consists of

multiple fields, hold down CTRL, and then click the row selector for each field.
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v" On the Design tab, in the Tools group, click Primary Key.

e Stepsto Set atable's properties
v' Select the table whose properties you want to set.

v' On the Home tab, inthe Views group, click View, and then click Design View.

v" On the Design tab, in the Show/Hide group, click Property Sheet.The table

property sheet is shown.
v" On the property sheet, click the General tab.

v' Click the box to the left of the property that you want to set, and then enter a
setting for the property.

v' To save your changes, press CTRL+S.

e Stepsto Add a field by using a field template
v' On the Home tab, in the Views group, click View, and then click Datasheet

View.
v" On the Datasheet tab, in the Fields & Columns group, click New Field.

v Select one or more fields in the Field Templates pane, and then drag them to

the table where you want to insert the new column.
e Stepsto Open atable in Datasheet view
v In the Navigation Pane, right-click the table that you want to open.

v On the shortcut menu, click Datasheet view.

e Stepsto Rename a field
v Right-click the heading of the field that you want to rename (for example, Fieldl).
v" On the shortcut menu, click Rename Column.

v' Enter the new name in the field heading.

e Stepsto Change afield's data type
v On the Ribbon, click the Datasheet tab .

v In the Data Type list, in the Data Type & Formatting group, select the data type

that you want.
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e Stepsto Set other field properties

v" In Datasheet view, click the field for which you want to set the property.

v' On the Datasheet tab, in the Data Type & Formatting group, select the properties

that you want.

e Stepsto Set field properties in Design view
v" Open a table in Design view

In the Navigation Pane, right-click the table.

On the shortcut menu, click Design view.

v

v

v' Change a field's data type

v In the table design grid, locate the field for which you want to set the data type.
v

In the Data Type column, choose a data type from the list.

e To save your changes, press CTRL+S.

v" Find links to more information about data types and field properties in the See

Also section.
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Operation Sheet3 Modifying Database Objects

e Turn on the Name AutoCorrect option

v Click File > Options.

v In

the Access Options dialog box, in the left pane, click Current Database.

v' Under Name AutoCorrect Options, select the Track name AutoCorrect info
check box, and then select the Perform name AutoCorrect check box.

v If you want to keep a table that logs each change that is performed by Name
AutoCorrect, select the Log name AutoCorrect changes check box.

<]

¢ Rename

v

v

v

¢ Rename

v
v
v
v

¢ Rename

Click OK.
To save your changes, click Save on the Quick Access Toolbar.

a field in Datasheet view

In the Navigation Pane, double-click the table in which you want to rename the
field.

o The table is opened in Datasheet view.
Right-click the column heading for the field that you want to rename, and then
click Rename Field on the shortcut menu.
Type the new name for the field and then press ENTER.

a field in Design view

In the Navigation Pane, right-click the table in which you want to rename the
field, and then click Design View on the shortcut menu..

Click the cell in the Field Name column for the field that you want to rename.
Edit the text to rename the field.
To save your changes, click Save on the Quick Access Toolbar.

atable

v" In the Navigation Pane, right-click the table that you want to rename ,and
then click Rename on the shortcut menu.

v' Type the new name and then press ENTER.

v' To save your changes, click Save on the Quick Access Toolbar.

e Change the text that appears in a column heading

v" In the Navigation Pane, right-click the table in which you want to change the
caption, and then click Design View on the shortcut menu.

v Click the cell in the Field Name column for the field whose Caption property
you want to set.

v" In the bottom section, under Field Properties, on the General tab, click
Caption.

v' Type a new caption for the field.
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v" To save your changes, click Save on the Quick Access Toolbar.
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| Operation Sheet-4 I Creating Database Relationship

Create, edit or delete a relationship

After you have created a table for each subject in your database, you must provide Office
Access 2007 with the means by which to bring that information back together again when
needed. You do this by placing common fields in tables that are related, and by defining table
relationships between your tables. You can then create queries, forms, and reports that display

e Stepsto Create a table relationship by using the Relationships document tab

Ca

v Click the Microsoft Office Button “* , and then click Open.
v In the Open dialog box, select and open the database.

v" On the Database Tools tab, in the Show/Hide group, click Relationships.

. If you have not yet defined any relationships, the Show Table dialog box automatically appears.
If it does not appear, on the Design tab, in the Relationships group, click Show Table.

f_:l =L Hide Table @

E’j Direct Relationships
Show = Close
Table B33 All Relationships

Relationships

The Show Table dialog box displays all of the tables and queries in the database. To see only
tables, click Tables. To see only queries, click Queries. To see both, click Both.

. Select one or more tables or queries and then click Add. After you have finished adding tables
and queries to the Relationships document tab, click Close.

. Drag a field (typically the primary key) from one table to the common field (the foreign key) in
the other table. To drag multiple fields, press the CTRL key, click each field, and then drag
them.

The Edit Relationships dialog box appears.
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Edit Relationships

Table/Query: Related Table/Query:
Customers “ |Orders
1D Customer ID -~
Join Type..
L
: g C te Mew. .
[+] Enforce Referential Integrity

[] cascade Update Related Fields
[[] cascade Delete Related Records

Relationship Type: One-To-Many

7. Verify that the field names shown are the common fields for the relationship. If a field name is
incorrect, click on the field name and select the appropriate field from the list.

To enforce referential integrity for this relationship, select the Enforce Referential

Integrity check box. For more information about referential integrity, see the section Enforce
Referential Integrity

8. Click Create.

Access draws arelationship line between the two tables. If you selected the Enforce Referential
Integrity check box, the line appears thicker at each end. In addition, again only if you selected
the Enforce Referential Integrity check box, the number 1 appears over the thick portion on one
side of the relationship line, and the infinity symbol (=) appears over the thick portion on the on
the other side of the line, as shown in the following figure.

— Dirag a field from one table to the
equivalent field in the other table.

pio CrdenlD -
Lasthame CustomeriD

Firsthlame EazdoyeelD
Primarny key of Relationship line defining
Emplovees table a one-to-many relationship
E 1
HEmployedD |= | CrdeilD -
Lasthame — e CustomeriD
Firsthlame ] EmployeelD o

Matching field in Orders table

NOTES
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To create a one-to-one relationship  Both of the common fields (typically the primary key and
foreign key fields) must have a unique index. This means that the Indexed property for these
fields should be setto Yes (No Duplicates). If both fields have a unique index, Access creates a
one-to-one relationship.

To create a one-to-many relationship  The field on the one side (typically the primary key) of
the relationship must have a unique index. This means that the Indexed property for this field
should be setto Yes (No Duplicates). The field on the many side should not have a unique index.
It can have an index, but it must allow duplicates. This means that the Indexed property for this
field should be set to either No or Yes (Duplicates OK). When one field has a unique index, and
the other does not, Access creates a one-to-many relationship.

Create a table relationship by using the Field List pane

In Office Access 2007, you can add a field to an existing table that is open in Datasheet view
by dragging it from the Field List pane. The Field List pane shows fields available in related
tables and also fields available in other tables in the database. When you drag a field from an
"other" (unrelated) table and then complete the Lookup Wizard, a new one-to-many relationship
is automatically created between the table in the Field List pane and the table to which you
dragged the field. This relationship, created by Access, does not enforce referential integrity by
default. To enforce referential integrity, you must edit the relationship. See the section Edit a
table relationship for more information.

Open atable in Datasheet view

/M

. Click the Microsoft Office Button " , and then click Open.

. In the Open dialog box, select and open the database.

In the Navigation Pane, right-click the table to which you want to add the field and create the
relationship, and then click Datasheet View on the shortcut menu.

Open the Field List pane

On the Datasheet tab, in the Fields & Columns group, click Add Existing Fields.

Steps to Add a field and create a relationship from the Field List pane

1. On the Datasheet tab, in the Fields & Columns group, click Add Existing Fields.
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‘j_' ﬁﬁj D_:Z:“? & Insert

#' Delete
Mew Add Existing Lookup
Field  Fields  Column (=0 Rename

Fields & Columns
The Field List pane appears.

. Under Fields available in other tables, click the plus sign (+) next to a table name to display the
list of fields in that table.

3. Drag the field that you want from the Field List pane to the table that is open in Datasheet view.

4. When the insertion line appears, drop the field into position.

The Lookup Wizard starts.
. Follow the instructions to complete the Lookup Wizard.
The field appears in the table in Datasheet view.

When you drag a field from an "other" (unrelated) table and then complete the Lookup Wizard,
a new one-to-many relationship is automatically created between the table in the Field List and
the table to which you dragged the field. This relationship, created by Access, does not enforce
referential integrity by default. To enforce referential integrity, you must edit the relationship.
See the section Edit a table relationship for more information.Steps to Edit a table relationship

You change a table relationship by selecting it in the Relationships document tab and then
editing it.

. Carefully position the cursor so that it points to the relationship line, and then click the line to
select it.

The relationship line appears thicker when it is selected.

. With the relationship line selected, double-click it. —0r—
On the Designtab, in the Tools group, click Edit Relationships.
The Edit Relationships dialog box appears.

Open the Edit Relationships dialog box

Ca

. Click the Microsoft Office Button “*, and then click Open.

. In the Open dialog box, select and open the database.
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3. On the Database Tools tab, in the Show/Hide group, click Relationships.
The Relationships document tab appears.

if you have not yet defined any relationships and this is the first time you are opening the
Relationships document tab, the Show Table dialog box appears. If the dialog box appears,
click Close.

4. On the Designtab, in the Relationships group, click All Relationships.

f_:l =L Hide Table @

E’j Direct Relationships

Show

Close
Table 33 All Relationships

Relationships

All tables with relationships are displayed, showing relationship lines. Note that hidden tables
(tables for which theHidden check box in the table's Properties dialog box is selected) and their
relationships will not be shown unless Show Hidden Objects is selected in the Navigation
Options dialog box.

For more information about the Show Hidden Objects option, see the article Guide to the
Navigation Pane.

5. Click the relationship line for the relationship that you want to change. The relationship line
appears thicker when itis selected.

6. Double-click the relationship line. -or-
On the Designtab, in the Tools group, click Edit Relationships.

The Edit Relationships dialog box appears.
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Edit Relationships

Table/Query: Related Table /Query:

Customers % |Orders W
1D Customer ID .
Join Type..
w
: . Create New..
Enforce Referential Integrityi

[ ] cascade Update Related Fields
[ ] cascade Delete Related Records

Relationship Type: One-To-Many

7. Make your changes, and then click OK.

The Edit Relationships dialog box allows you to change a table relationship. Specifically, you
can change the tables or queries on either side of the relationship, or the fields on either side.
You can also set the join type, or enforce referential integrity and choose a cascade option. For
more information about the join type and how to set it, see the section Set the join type. For
more information about how to enforce referential integrity and choose a cascade option, see
the section Enforce referential integrity.

Set the join type

You should think about the result you will most often want from a query that joins the tables in
this relationship, and then set the join type accordingly.

Set the join type
1. In the Edit Relationships dialog box, click Join Type.

The Join Properties dialog box appears.
2. Click your choice, and then click OK.

The following table (using the Customers and Orders tables) shows the three choices that are

displayed in the Join Properties dialog box, the type of join they use, and whether all rows or
matching rows are returned for each table.

CHOICE RELATIONAL LEFT RIGHT
JOIN TABLE TABLE
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1. Only include rows where the joined fields from Inner join Matching Matching
both tables are equal. rows rows

2. Include ALL records from 'Customers' and only Left outer join All rows Matching
those records from 'Orders' where the joined fields rows

are equal.

3. Include ALL records from 'Orders’ and only those Right outer join  Matching All rows
records from 'Customers' where the joined fields are rows

equal.

When you choose option 2 or option 3, an arrow is shown on the relationship line. This arrow
points to the side of the relationship that shows only matching rows.

Make changes inthe Join Properties dialog box

. Click the Microsoft Office Button “* , and then click Open.
. In the Open dialog box, select and open the database.

. On the Database Tools tab, in the Show/Hide group, click Relationships.

==
.‘;.j Ohject Dependencies
Relationships
| Message Bar
Show/Hide

The Relationships document tab appears.

if you have not yet defined any relationships and this is the first time you are opening the
Relationships document tab, the Show Table dialog box appears. If the dialog box appears,
click Close.

. On the Designtab, in the Relationships group, click All Relationships.

1_,:lj =% Hide Table B

E’j Direct Relationships
Show

Close
Table 33 All Relationships

Relationships

All tables that have relationships are displayed, showing relationship lines. Note that hidden
tables (tables for which the Hidden check box in the table's Properties dialog box is selected)
and their relationships will not be shown unless Show Hidden Objects is selected in
the Navigation Options dialog box.
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For more information about the Show Hidden Objects option, see the article Guide to the
Navigation Pane.

. Click the relationship line for the relationship that you want to change. The relationship line
appears thicker when itis selected.

. Double-click the relationship line. -or-
On the Design tab, in the Tools group, click Edit Relationships.

The Edit Relationships dialog box appears.

7. Click Join Type

In the Join Properties dialog box, click an option, and then click OK.

Join Properties

(®)i1:} Only indude rows where the joined fields from both tables are
equal.

{7 2:  Indude ALL records from 'Customers' and only those records
from 'Orders’ where the joined fields are equal.

{33 Indude ALL records from 'Orders' and only those records from
'Customers’ where the joined fields are equal.

[ Ok ][ Cancel ]

. Make any additional changes to the relationship, and then click OK.

To Turn referential integrity on or off

[ OCa

. Click the Microsoft Office Button “* , and then click Open.
In the Open dialog box, select and open the database.

. On the Database Tools tab, in the Show/Hide group, click Relationships.

_§K._‘§| & Property Sheet

= %] Object Dependencies
Relationships
| Message Bar

Show/Hide
The Relationships document tab appears.
if you have not yet defined any relationships and this is the first time you are opening the

Relationships document tab, the Show Table dialog box appears. If the dialog box appears,
click Close.
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4. On the Design tab, in the Relationships group, click All Relationships.

All tables with relationships are displayed, showing relationship lines. Note that hidden tables
(tables for which the Hidden check box in the table's Properties dialog box is selected) and their
relationships will not be shown unless Show Hidden Objects is selected in the Navigation
Options dialog box.

For more information about the Show Hidden Objects option, see the article Guide to the
Navigation Pane.

5. Click the relationship line for the relationship that you want to change. The relationship line
appears thicker when it is selected.

6. Double-click the relationship line. -or-
On the Design tab, in the Tools group, click Edit Relationships.

The Edit Relationships dialog box appears.
7. Check Enforce Referential Integrity.

8. Make any additional changes to the relationship, and then click OK.

After you have enforced referential integrity, the following rules apply:

You cannot enter a value in the foreign key field of a related table if that value doesn't exist in
the primary key field of the primary table — doing so creates orphan records.

You cannot delete a record from a primary table if matching records exist in a related table. For
example, you cannot delete an employee record from the Employees table if there are orders
assigned to that employee in the Orders table. You can, however, choose to delete a primary
record and all related records in one operation by selecting the Cascade Delete Related
Records check box.

You cannot change a primary key value in the primary table if doing so would create orphan
records. For example, you cannot change an order number in the Orders table if there are line
items assigned to that order in the Order Details table. You can, however, choose to update a
primary record and all related records in one operation by selecting the Cascade Update Related
Fields check box.

The common field from the primary table must be a primary key or have a unique index.

The common fields must have the same data type. The one exception is that an AutoNumber
field can be related to a Number field that has a FieldSize property setting of Long Integer.
Both tables exist in the same Access database. Referential integrity cannot be enforced on
linked tables. However, if the source tables are in Access format, you can open the database in
which they are stored and enable referential integrity in that database.

TTLM Development Manual Date: 09 2019 Page 48 of 169
3 Revision Author: 1 FTVETAGENCY


http://office.microsoft.com/en-us/access-help/redir/HA001213879.aspx?CTT=5&origin=HA010072597
http://office.microsoft.com/en-us/access-help/redir/HA001213879.aspx?CTT=5&origin=HA010072597

Ethiopian TVET System
Training, Teaching and Learning Material

e Stepsto Turn cascade update and/or cascade delete on or off

v
v
v

2
-3

Ca

Click the Microsoft Office Button “~* , and then click Open.
In the Open dialog box, select and open the database.

On the Database Tools tab, in the Show/Hide group, click Relationships.

T4 Object Dependencies

Relationships

W Message Bar
Show,/Hide

The Relationships document tab appears.

if you have not yet defined any relationships and this is the first time you are opening the
Relationships document tab, the Show Table dialog box appears. If the dialog box appears,

click Close.

v" On the Designtab, in the Relationships group, click All Relationships.

v All tables that have relationships are displayed, showing relationship lines. Note that
hidden tables (tables for which the Hidden check box in the table's Properties dialog
box is selected) and their relationships will not be shown unless Show Hidden Objects
is selected in the Navigation Options dialog box.

v" For more information about the Show Hidden Objects option, see the article Guide to
the Navigation Pane.

v" Click the relationship line for the relationship that you want to change. The
relationship line appears thicker when it is selected.

v" Double-click the relationship line. -or-

v/ On the Designtab, in the Tools group, click Edit Relationships.

v' The Edit Relationships dialog box appears.

v' Select the Enforce Referential Integrity check box.

v' Select either the Cascade Update Related Fields or the Cascade Delete Related
Records check box, or select both.

v' Make any additional changes to the relationship, and then click OK.

Steps to delete a table relationship

v

To remove a table relationship, you must delete the relationship line in the
Relationships document tab. Carefully position the cursor so that it points to the
relationship line, and then click the line. The relationship line appears thicker when it
is selected. With the relationship line selected, press DELETE. Note that when you
remove a relationship, you also remove referential integrity support for that
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relationship, if it is enabled. As a result, Access will no longer automatically prevent
the creation of orphan records on the "many" side of a relationship.

-

v Click the Microsoft Office Button , and then click Open.
v In the Open dialog box, select and open the database.

v' On the Database Tools tab, in the Show/Hide group, click Relationships.

= /=]
T2 Object Dependencies
Relationships
| Message Bar
Show/Hide

v' The Relationships document tab appears.

v If you have not yet defined any relationships and this is the first time you are opening
the Relationships document tab, the Show Table dialog box appears. If the dialog
box appears, click Close.

v" On the Designtab, in the Relationships group, click All Relationships.

v" For more information about the Show Hidden Objects option, see the article Guide to
the Navigation Pane.

v" Click the relationship line for the relationship that you want to delete. The relationship
line appears thicker when itis selected.

v' Press the DELETE key. -or-

v Right-click and then click DELETE.

v" Access might display the message Are you sure you want to permanently delete the
selected relationship from your database?. If this confirmation message appears,
click Yes.
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Operation Sheet 5 Adding ,Modifying Deleting Records

e Add arecord to a table or form

Open the table in Datasheet View or the form in Form View.

On the Home tab, in the Records group, click New, or click New (blank) record, or
press Ctri+Plus Sign (+).

Find the record with an asterisk in the record selector, and enter your new
information.

Click or otherwise place the focus on the first field that you want to use, and then
enter your data.

To move to the next field in the same row, press TAB, use the Right or Left arrow
keys, or click the cell in the next field.

When you view another record or close the table or form, Access saves the new
record that you added. To explicity save changes to the current record, press
Shift+Enter.

e To Delete arecord

The deletion process is fairly simple, except when the record is related to other data and resides
on the "one" side of a one-to-many relationship. To maintain data integrity, by default, Access
does not let you to delete related data. For more information, see Guide to table relationships.
Open the table in Datasheet View or form in For

v
v
v

m View.
Select the record or records that you want to delete.
Press DELETE, select Home > Records > Delete, or press Ctrl+Minus Sign

e To Editdata in a text box or field

v Open the table or query in Datasheet View or form in Form View.
v Click the field or navigate to the field by using the TAB or arrow keys, and then press
F2.
v" Place the cursor where In Form view, you can click a field's label to select the field.
In you want to enter information.
v' Enter or update the text that you want to insert. If you make a typing mistake, press
BACKSPACE.
v If afield has an input mask, enter the data according to the format.
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Operation Sheet 6 Saving & Compiling Database Objects

e To reuse a database or a database object

\

Open the database or database object.
On the File tab, click Save As.
v" Do one of the following steps:

<\

o To save a database in a different format, click Save Database As.

o To save a database object in a different format, click Save Object As.
v" Note: The option Save As Client Object is only available in a web database.

v Click the format you want to use for the new copy.
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LAP Test Practical Demonstration

Name: Date:

Time started: Time finished:

Task 1

o Show all the necessary steps & ways to open new MS Access 2007 Database. (5

Points)

o Show all the necessary steps to open Existing MS Access 2007 Database. (5 Points)

Task 2

v

v
v
v

Create a new table in a new database
Create a new table in an existing database
Create a new table by using a table template
Create a new table by importing/linking to external data
o) Set a table's primary key
o Set or change the primary key
¢ Remove the primary key
Set a table's properties
Table field
o) Add a field to a table
o Add a field by entering data
o) Add a field by using a field template
o) Add a field from an existing table
o) Setfield properties

v' Task 3
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v
v

Rename a table

Change the text that appears in a column heading

v’ Task4

First Create a Database name By ABC and Create the tables Below

v

Creating a table called TbhIStudent that has fields with data typeas shown below :
- StudentiD(Type=Text, Size=10, Primary Key)
- StudentName(Type=Text,Size=20, Require=Yes)
- Sex(Type=Text,Size=1,Require=Yes)
- DOB(Type=Date/Time,Format=dd/mm/yy)
- Address(Type=Text,Size=Default, Requre=Yes)
- Photo(Type=Text)
- Phone(Type=Text)
Creating a table called ThlTeacher that has fields with data type as shown below :
- TecherID(Type=Text, Size=10, Primary Key)
- TeacherName(Type=Text,Size=20, Require=Yes)
- Sex(Type=Text,Size=1,Require=Yes)
- Address(Type=Text,Size=Default, Requre=Yes)
- Photo(Type=OLE Object)
- Phone(Type=Text)
Creating a table called TbhlSubject that has fields with data type as shown below :
- SubjectD(Type=Text, Size=10, Primary Key)
- SubjectName(Type=Text,Size=30, Require=Yes)
- Hour(Type=Text,Size=20)
- Description(Type=Memo)
- Fee(Type=Currency)
Creating a table called TblLab that has fields with data type as shown below :
- LabID(Type=Text, Size=10, Primary Key)
- LabName(Type=Text,Size=30, Require=Yes)
- Capacity(Type=Number)
Creating a table called ThITime that has fields with data type as shown below :
- TimelD(AutoNumber,Primary Key)
- TimeAvailable(Type=Text,Size=20)
Creating a table called TblStudy that has fields with data type as shown below :
- StudylD(Type=Text, Size=10, Primary Key)
- StudentlD(Type=Text, Size=10)
- TecherID(Type=Text, Size=10)
- StartDate(Type=Date/Time(dd/mm/yy))
- EndDate(Type=Date/Time(dd/mm/yy))
- Finished(Type=Yes/No)
- GetCertificate(Type=Text,Size=50)
Creating a table called TbIStudyDetail that has fields with data type as shown below

- StudyDetaillD (AutoNumber,Primary Key)
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- StudylD (Number)
- SubjectlD (Type=Text, Size=10)
- TimelD(Number)
- LabID(Type=Text, Size=10)
v' After you created all tables already, build the relationships between table and table
as figure below.

e Task5
v" Open an existing table & perform the following
v' Add abebe, taye& kebede in the field first name
v Rename the name aster by astuka
v' Change the Salary 2500 by 4300 in the salary field
e Task 6

e Save your file by giving a file name tvetTraining
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Instruction Sheet LG11: Customizebasic settings

This learning guide is developed to provide you the necessary information regarding the following
content coverage and topics —

e Customizing data access page layout and settings

This guide will also assist you to attain the learning outcome stated in the cover page.
Specifically, upon completion of this Learning Guide, you will be able to —

e Open and View different toolbars
e Adjust page layout to meet user requirements

e Format font as appropriate for the purpose of the database entries
1: Learning Instructions

9.  Read the specific objectives of this Learning Guide.

10. Follow the instructions described in number 3 to 18.

11. Read the information written in the “Information Sheets 1”. Try to understand what are being
discussed. Ask you teacher for assistance if you have hard time understanding them.

12. Accomplish the “Self-check 1” in page 5.

13. Ask from your teacher the key to correction (key answers) or you can request your teacher to correct
your work. (You are to get the key answer only after you finished answering the Self-check 1).

14. If you earned a satisfactory evaluation proceed to “Information Sheet 2”. However, if your rating is
unsatisfactory, see your teacher for further instructions or go back to Learning Activity #1.

15. Submit your accomplished Self-check. This will form part of your training portfolio.

16. Read the information written in the “Information Sheet 2”. Try to understand what are being
discussed. Ask you teacher for assistance if you have hard time understanding them.

35. Accomplish the “Self-check 2” in page 7.

36. Ask from your teacher the key to correction (key answers) or you can request your teacher to correct
your work. (You are to get the key answer only after you finished answering the Self-check 2).

37. Read the information written in the “Information Sheets 3 . Try to understand what are being
discussed. Ask you teacher for assistance if you have hard time understanding them.
Accomplish the “Self-check 3” in page 9.

38. Ask from your teacher the key to correction (key answers) or you can request your teacher to correct
your work. (You are to get the key answer only after you finished answering the Self-check 3).

39. Read the “Operation Sheet 1”in page 10. and try to understand the procedures discussed.

40. If you earned a satisfactory evaluation proceed to “Operation Sheet 2” in page 11. However, if your
rating is unsatisfactory, see your teacher for further instructions or go back to Learning Activity #1.

41. Read the “Operation Sheet 2” and try to understand the procedures discussed.

42.1f you earned a satisfactory evaluation proceed to “Operation Sheet 3” in page 12.
However, if your rating is unsatisfactory, see your teacher for further instructions or go
back to Learning Activity #1.
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43.Read the “Operation Sheet 3” and try to understand the procedures discussed.

44. Do the “LAP test” in page 13. (if you are ready). Request your teacher to evaluate your performance
and outputs. Your teacher will give you feedback and the evaluation will be either satisfactory or
unsatisfactory. If unsatisfactory, your teacher shall advice you on additional work.

Information Sheet 1 Adjusting page layout and settings
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Understanding Layout view

Layout view is the most intuitive view to use for report modification, and can be used for nearly all the
changes you would want to make to a report in Access. In Layout view, the report is actually running, so
you can see your data much as it will appear when printed. However, you can also make changes to the
report design in this view. Because you can see the data while you are modifying the report, it's a very
useful view for setting column widths, add grouping levels, or performing almost any other task that
affects the appearance and readability of the report.
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Referencesiedit

1. ~The 1996 Oxford Dictionary of Computing

2. http/Doc.microsoft.com

Self-Check -1 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the next page:

1. Which View is the most intuitive view to use for report modification (2)
E. Design view
F. Lay out view
G. A&B
H. None
2. you can make changes to the report design in this view (2)
E. True
F. False
3. Layout view is useful for (2)
E. setting column widths
F. add grouping levels
G. performing almost any other task
H. All of the above

Note: Satisfactory rating - 3 and 5 points Unsatisfactory - below 3 and 5 points

You can ask you teacherfor the copy of the correct answers.

Answer Sheet
Score =

Rating:
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Information Sheet-2 Open and Viewing different tools

Introduction

Toolbar Sometimes referred to as a bar or standardtoolbar, the toolbar is a row of boxes, often
at the top of an application window, that control various functions of the software. The boxes
often contain images that correspond with the function they control, as demonstrated in the
image below.
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Fig. 2.1 toolbars

Atoolbar often provides quick access to functions that are commonly performed inthe program.
For example, a formatting toolbar in a Microsoft Access gives you access to things like making
text bold or changing its alignment, along with other common buttons
e Common computer software toolbars
Commands bar - A bar that shows available commands in a program.
Formatting toolbar - Toolbar that shows text formatting options.
Formula bar - Bar in a spreadsheet program that allows you to edit a formula.
Menu bar - A bar at the top of the screen that gives access to all of the menus.
Navigation bar - Gives access to all navigation features in a browser.
Places bar - A pane that shows common places to access files.
Scroll bar - A bar on the bottom or side of the window to scroll through a page.
Split bar - A bar that divides the window into multiple sections.
Status bar - One of the few bars at the bottom of the window that shows the status.
Title bar - A bar at the very top of a window that describes the program or window.

NN N N N N N N

Self-Check -2 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the next page:

1. Sometimes referred to as a bar or standard toolbar (2)

A. Toolbar
B. Format
C. lIcon

2. - A bar that shows available commands in a program.(2)

A. Commands bar
B. Menu bar
C. Title Bar
3. Toolbar that shows text formatting options.(2)
A. Formatting toolbar
B. Command bar
C. Status bar

Answer Sheet

Score =
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Information Sheet-3 Formatting Fonts

Afont is a graphical representation of text that may include a different typeface, point size, weight, color,

or design. The image shows some examples of different computer fonts. Software programs like

Microsoft Word, Microsoft Excel, and Ms-access allow users to change the font used when typing text

in the document or spreadsheet, as do web designers.

Formatting Fonts Sometimes users want to specify or change the appearance of a group of words or
characters, or even of a single word or character, and they are not familiar enough with all of Word's
font formatting options to know how to achieve the effect that they are seeking. Although most users are
probably familiar with some different font families and sizes and with the italic and bold typefaces, many
users do not know how to determine and apply the settings that are needed to add a colored background

to their text or to type
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Self-Check -3 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the next page:

1 - is a graphical representation of text (2)

Font

Lay out view

A&B

None

2. When User wants to specify or change the appearance of a group of words or characters
they needs (2)

Formatting

Deleting

Moving

None

OO w»

oow >

Note: Satisfactory rating - 3 and 4 points Unsatisfactory - below 3 and 2 points

You can ask you teacherfor the copy of the correctanswers.
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Answer Sheet
Score =

Rating:

Operation Sheet 1
Adjusting page layout and settings

e Steps to Change page setup

Use the Page Size and Page Layout groups on the Page Setup tab to change size,

orientation, margins, and so on.

Click the Page Setup tab.
In the Page Size group, click Size to select a different paper size.

In the Page Size group, click Margins to make adjustments to the report's margins.

SN X X

In the Page Layout group, click Portrait or Landscape to change the paper orientation.
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Operation Sheet 2

Adjusting page layout and settings

e Steps to create a new toolbar

v

v
v
v

On the View menu, point to Toolbars, and then click Customize.
Click the Toolbars tab, and then click New.
In the Toolbar Name box, type a name for your new custom toolbar.

In the Make toolbar available to box, click the template or open document where you want to
store the toolbar.
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v Click OK.
v' The Customize dialog box appears.

o Click the Commands tab. Click the category that you want to select your button from.
Under Commands, drag the button that you want to the new toolbar.

o Click Close.

e Steps to delete a custom toolbar
v" On the View menu, point to Toolbars, and then click Customize.
v" Click the Toolbars tab.
v" Under Toolbars, click the custom toolbar that you want to delete, and then click Delete.
Note You cannot delete a built-in toolbar. When you select a built-in toolbar in the Toolbars list,

the Delete button is unavailable, and the Reset button becomes available. If you click the Reset
button, the built-in toolbar returns to its original default appearance.

Referencesiedit

1. ~The 1996 Oxford Dictionary of Computing

4. http/Doc.microsoft.com

Operation Sheet 3
Formatting Fonts

e To Changing font type

v Highlight the text you want to change.
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v

Click the down arrow next to the font field on the format bar.
(If you want to change the font to bold, italic, or underlined,

click on the B, I, or U on the format bar.)

After clicking the down arrow for the font, you should be able
to select from each of the installed fonts on your computer.
Click the font you want to use and the highlighted text will

change.

e Changing font size

v

v

v

Highlight the text you want to change.

Click the down arrow next to the size box on the format bar.

Often, the default sizeis 12, as shown in the above example.

After clicking the down arrow for the size, you should have a
selection of different sizes to choose. Some fonts may not

scale properly, so they may have limited size options.

e To Changing font color

v

v

4

Highlight the text you want to change.

Click the down arrow next to the color icon. It is usually
displayed as the letter "A" with a red underline, as shown in
the example above.

After clicking the down arrow for the color, select the color

you want to make the text.

LAP Test

Practical Demonstration
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Name: Date:

Time started: Time finished:
e Taskl

v Adjust the paper size in to landscape
e Task2

v' Create a new toolbar Based on the procedure

e Task3
o Make the type Bold
o Make the font size 20
o Make the font color red

Instruction Sheet LG12: Create database Report

This learning guide is developed to provide you the necessary information regarding the
following content coverage and topics —

Creating a Report
This guide will also assist you to attain the learning outcome stated in the cover page.

Specifically, upon completion of this Learning Guide, you will be able to —

e Reports are designed to present data in a logical sequence or manner

e Reports are modified to include/exclude additional requirements

e Reports are distributed to appropriate person ina approved format
1: Learning Instructions

17. Read the specific objectives of this Learning Guide.

18. Follow the instructions described in number 3 to 18.

19. Read the information written in the “Information Sheets 1”. Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

20. Accomplish the “Self-check 1”in page 6..
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21. Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-check 1).

22. If you earned a satisfactory evaluation proceed to “Information Sheet 2”. However, if
your rating is unsatisfactory, see your teacher for further instructions or go back to
Learning Activity #1.

23. Submit your accomplished Self-check. This will form part of your training portfolio.

24. Read the information written in the “Information Sheet 2”. Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

45. Accomplish the “Self-check 2” in page 8.

46.Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-check 2).

47.Read the information written in the “Information Sheets 3. Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

Accomplish the “Self-check 3” in page 11.

48.Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-check 3).

49.Read the “Operation Sheet 1"in page 12 and try to understand the procedures
discussed.

50.1f you earned a satisfactory evaluation proceed to “Operation Sheet 2” in page13 .
However, if your rating is unsatisfactory, see your teacher for further instructions or go
back to Learning Activity #1.

51.Read the “Operation Sheet 2” and try to understand the procedures discussed.

52.Do the “LAP test” in page 53 (if you are ready). Request your teacher to evaluate your

performance and outputs. Your teacher will give you feedback and the evaluation will
be either satisfactory or unsatisfactory. If unsatisfactory, your teacher shall advice you

on additional work.

Information Sheet-1 Designing reports in a logical sequence

What is a report? A report is an objectin Microsoft Access that is used to display
and print your data in an organized manner. Reports provide a means of organizing and
summarizing data. Reports are often used to present an overview highlighting main points
and trends. A report can be a simple list, a status report or a monthly production report.
A report is made from the data available
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e Decidehow to lay out your report when you design a report, you must first consider
how you want the data arranged on the page and how the data is stored in the
database. During the design process, you might even discover that the
arrangement of data in the tables will not allow you to create the report that you
want. This can be an indication that the tables are not normalized — this means
that the data is not stored in the most efficient manner.

v Make a sketch of your report This step is not required — you might find that
the Access Report Wizard or the Report tool (both of which are available on
the Create tab, in the Reports group) provide a sufficient starting design
for your report

v' Decide which datato put in each report section Each report has one or
more report sections. The one section that is present in every report is the
Detail section. This section repeats once for each record in the table or
query that the report is based on. Other sections are optional and repeat
less often and are usually used to display information that is common to a
group of records, a page of the report, or the entire report

v' Decide how to arrange the detail data Most reports are arranged in either

a tabular or a stacked layout, but Access gives you the flexibility to use just
about any arrangement of records and fields that you want.

e Types of lay out

v' Tabular layout A tabular layout is similar to a spreadsheet. Labels are
across the top, and the data is aligned in columns below the labels. Tabular
refers to the table-like appearance of the data. This is the type of report that
Access creates when you click Report in the Reports group of the Create
tab. The tabular layout is a good one to use if your report has a relatively
small number of fields that you want to display in a simple list format. The
following illustration shows an employee report that was created by using a
tabular layout.

v’ Stacked layout A stacked layout resembles a form that you fill out when
you open a bank account or make a purchase from an online retailer. Each
piece of data is labeled, and the fields are stacked on top of each other. This
layout is good for reports that contain too many fields to display in a tabular
format — that is, the width of the columns would exceed the width of the
report. The following illustration shows an employee report that was created
by using a stacked layout.
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v' Mixed layout You can mix elements of tabular and stacked layouts. For

example, for each record, you can arrange some of the fields in a horizontal
row at the top of the Detail section and arrange other fields from the same
record in one or more stacked layouts beneath the top row. The following
illustration shows an employee report that was created by using a mixed
layout. The ID, Last Name, and First Name fields are arranged in a tabular
control layout, and the Job Title and Business Phone fields are arranged in
a stacked layout. In this example, gridlines are used to provide a visual
separation of fields for each employee.

Justified layout If you use the Report Wizard to create your report, you
can choose to use a justified layout. This layout uses the full width of the
page to display the records as compactly as possible. Of course, you can
achieve the same results without using the Report Wizard, but it can be a
painstaking process to align the fields exactly. The following illustration
shows an employee report that was created by using the Report Wizard's
justified layout.

e Creating Reports using a wizard Creation of a report by using a wizard is a
fastest and easy way to create a report by following the series of steps and
choosing a pre-defined template for your report.

e Creating Reports using design view Creation of a report by design view is a
user customized way setting-up your report so to meet the users desired output
and format.
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Self-Check -1 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided
in the next page:

1. - Is an objectin Microsoft Access (2)
A. Form
B. Report
C. Table
D. All

2. Which layout uses the full width of the page to display the records as
compactly as possible?(2)
A. Mixed
B. Justified
C. A&B

Note: Satisfactory rating - 3 and 5 points Unsatisfactory - below 2and 3points

You can ask you teacherfor the copy of the correct answers.

Answer Sheet
Score =

Rating:
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Information Sheet 2 Modifying Report

2.1 Understand Layout view

Layout view is the most intuitive view to use for report modification, and can be used for
nearly all the changes you would want to make to a report in Access. In Layout view, the
report is actually running, so you can see your data much as it will appear when printed.
However, you can also make changes to the report designin this view. Because you can
see the data while you are modifying the report, it's a very useful view for setting column
widths, add grouping levels, or performing almost any other task that affects the
appearance and readability of the report. The following illustration shows a Customer
Phone Book report in Layout view.

The report you see in Layout view does not look not exactly the same as the printed report.
For example, there are no page breaks in Layout view. Also, if you have used Page Setup
for format your report with columns, the columns are not displayed in Layout view.
However, Layout view gives you a very close approximation of the printed report. If you
want to see how the report will look when printed, use Print Preview.

Understand Design view

Design view gives you a more detailed view of the structure of your report. You can see
the header and footer bands for the report, page, and groups. The report is not actually
running in Design view, so you cannot see the underlying data while working; however,
there are certain tasks you can perform more easily in Design view than in Layout view.
You can:
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# Report Header

|Customer Phone Funk

 Page Header

- I |Contact ame | B ir1es;

# Fage Footer

F Feport Footer

Fig.2.1 design view

Self-Check -2 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the
next page:

i is the most intuitive view to use for report modification
A. Layout view
B. Mixed view
C. Justified view

2. Which view gives you a more detailed view of the structure of your report.(2)
A. Design
B. Mixed
C. A&B

Note: Satisfactory rating - 3 and 5 points Unsatisfactory - below 3 and 2 points

You can ask you teacherfor the copy of the correctanswers.
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Answer Sheet
Score =

Rating:

Information Sheet 3 Distributing Report

3.1lIntroduction

Report is a document containing information organized in a narrative, graphic, or tabular
form, prepared on ad hoc, periodic, recurring, regular, or as required basis. Reports may
refer to specific periods, events, occurrences, or subjects, and may be communicated or
presented in oral or written form. Liberate your Access reports and distribute them far and
wide. For example, email them to one or more users, export them to SharePoint document
libraries, and archive them on network folders.

When you distribute an Access report, you create a static report of data at a certain
moment in time, such as daily, weekly, or monthly. By doing so, you have a single point
of truth that information workers can use to make good business decisions, answer
guestions, find alternatives, determine best plans, evaluate risks, and improve quality.
The term "business representative” is often used as a general reference for sales
professionals, customer service professionals or anyone serving as an interface between
customers and a company However, this term has a very specific meaning and
application in the business world.

e Methods to distribute report

TTLM Development Manual Date: 10 2019 Page 75 of 169
3 Revision Author: 1 FTVET AGENCY


http://www.businessdictionary.com/definition/document.html
http://www.businessdictionary.com/definition/information.html
http://www.businessdictionary.com/definition/organized.html
http://www.businessdictionary.com/definition/graphic.html
http://www.businessdictionary.com/definition/tabular.html
http://www.businessdictionary.com/definition/form.html
http://www.businessdictionary.com/definition/ad-hoc.html
http://www.businessdictionary.com/definition/required.html
http://www.businessdictionary.com/definition/events.html

ey
o A
L5

Ethiopian TVET SystemFTVET Agency e
Training, Teaching and Learning Materials Development

v' Personalized emails: Segment your email list down to the exact audience that
would benefit most from your piece of content. Write a custom email to each of
these audience members to add a level of personalization to your message.
Explain what the content is, and why you think he or she will enjoy it..

v' Guest posting: Write an article that discusses -- in a non-promotional way -- the
key findings or points within your content, and send it to the editor of an online
publication that reaches your target audience. But be strategic about it. Make
sure the publication not only helps you achieve your own reach goals, but also,
has something to gain by sharing your insights, from your particular brand

v" Follow-up emails: Encourage your sales team to include a link to your
content in their follow-up emails to prospective clients, to answer their
guestions and position your company as aresource they can trust. Note:
This tactic works best when the content you create is educational and
addresses specific questions or concerns your leads have -- and is
actionable enough for them to immediately apply it to their own plans or
strategies.

Lead interviews: Work with your sales reps to identify prospective clients
you can interview for your content. Include a quote in your content, and
share it with them once it's published. Not only can that keep your leads
engaged over time, but they'll appreciate the opportunity to be featured --
and you benefit from the additional exposure to their networks when the
content is shared with that audience.

v' Proposal references: The best proposals are often supported with
relevant data that corroborates the solutions you’re suggesting to a
prospect. And while we suggest citing a variety of authentic, reliable
sources -- otherwise, you might look biased -- referencing your own
research content can be effective. Not only is it another way to
distribute your work, but also, it illustrates the time and thought your
company has invested in this school of thought.

v That said, some prospective clients like proposals to be brief. In these cases,
if you preemptively anticipate additional questions, you can amend your
proposal with a link to the content as a source of further reading and
information.

o Client drip campaigns

v If your content is related to your clients’ respective industries, or products
and services, sharing it with them can enhance your collaborations and
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further nurture that relationship. Remember, it's called client retention for a
reason

Self-Check -3 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the
next page:

1. - is a document containing information organized in a narrative, graphic, or
tabular form?(2)

A. Form
B. Report
C. Query
D. Table

2. When you distribute an Access report, you create (2)
A. a static report
B. Normal report
C. A&B

Note: Satisfactory rating - 3 and 4points Unsatisfactory - below 2 and 4 points

You can ask you teacherfor the copy of the correct answers.
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Answer Sheet

Score =

Rating:

Operation Sheet 1 Designing report

e To Creating Reports Using the Report Button

Open the Navigation pane.

Click the table or query on which you want to base your report.
Activate the Create tab.

Click the Report button in the Reports group. Access creates your report and
displays your report in Layout view. You can modify the report.

AR NEN

To save a eport

v' Click the Save button on the Quick Access toolbar. Access saves the report
unless you are saving for the first time. If you are saving for the first time, the
Save As dialog box appears.

v' Type the name you want to give your report.

v" Click OK. Access saves the report. You can now access the report by using the
Navigation pane.

To create a report by using the Report Wizard:

v' Open the Report Wizard

@ B -0 19 Schood 1 Database (Access J0T) - Micosoft Soces
Hame Create - Dasbase Tools Arobat
=y — B . o gz o]
r i " : I IS
- 2 o = ] Btank Foam ‘@ || Blank Report :LJ f"\.‘ f" .
e -':-1:'::‘4"‘:: Hl--:".-.m :r.-‘:;ﬁ iy Waore Forms. - I::Fe: - i, Rieparnt Wizars B:-: fl::i ;:':-..n ks
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v Activate the Create tab.
v Click Report Wizard in the Reports group. The Report Wizard appears.

Operation Sheet 2 Modifying Report

e TO Switch between views

v Right-click the report in the Navigation Pane, and then click the view you want
on the shortcut menu.1313

v Right-click the report's document tab or title bar, and then click the view you
want on the shortcut menu.

v~ On the Home tab, in the View group, click the View button to toggle between
available views. Alternatively, you can click the arrow under View, and then
select one of the available views from the menu.

v Right-click in a blank area of the report itself, and then click the view you want.
If the report is open in Design view, you must right-click outside of the design
grid.

v Click one of the small view icons on the Access status bar.

e To Modify your report in Layout view

v" Click an item in the column that you want to adjust.

o A border is drawn around the item to indicate that the field is selected.
v Drag the right or left edge of the border until the column is the width you want.

e To Change row or field height in Layout view
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v' Click an item in the row that you want to adjust.
o A border is drawn around the item to indicate that the field is selected.
v' Drag the top or bottom edge of the border until the row is the height you want.

e Add afield in Layout view

v" On the Designtab, in the Tools group, click Add Existing Fields.

o The list of available fields is displayed. If there are fields available in
other tables, these will be displayed under Fields available in other
tables:.

v' Drag a field from the Field List onto the report. As you move the field, a
highlighted area will indicate where the field will be placed when you release
the mouse button.

Note: To add multiple fields at once, hold down the CTRL key and click each field
inthe Field Listthat you want. Then, release the CTRL key and drag the fields onto
the report. The fields will be placed adjacent to each other.

e Create a new control layout

v You create a new report by clicking Report in the Reports group on the
Create tab.

v You create a new report by clicking Blank Report i the Reports group on
the Create tab, and then dragging a field from the Field List pane to the report.

On an existing report, you can create a new control layout by doing the following:

v Select a control that you want to add to the layout.
v If you want to add other controls to the same layout, hold down the SHIFT key
and also select those controls.
v" Do one of the following:
o On the Arrange tab, in the Table group, click Tabular or Stacked.
o Right-click the selected control or controls, point to Layout, and then
click Tabular or Stacked .

e To Change page setup

v' Click the Page Setup tab.

v In the Page Size group, click Size to select a different paper size.

v' In the Page Size group, click Margins to make adjustments to the report's
margins.
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v' In the Page Layout group, click Portrait or Landscape to change the paper
orientation.

e To Change the formatting of a field

v Select the field that you want to format.

v' On the Format tab, use the tools in the Font group to apply the formatting you
want.

e To Add or modify a logo or other image
To Add a logo

v' On the Design tab, in the Header/Footer group, click Logo.
v" Browse to the folder where your logo file is stored, and double-click the file.

e Add or edit a report title

To Add a title to a report

¢ On the Designtab, in the Header/Footer group, click Title.

o A new label is added to the report header, and the report name
is entered for you as the report title.

o When the label is created, the text in the label is selected for you so that
if you want to change the text, you can just begin typing the title you
want.

e Press ENTER when you have finished.

To Edit the report title

v" Double-click the label containing the report title to place the cursor in the
label.

v' Type the text you want to use as the report title, and press ENTER when
you have finished.

e Add page numbers

v' On the Design tab, in the Header/Footer group, click Page Numbers.
o The Page Numbers dialog box is displayed.
v" Choose the format, position, and alignment you want for the page numbers.

TTLM Development Manual Date: 10 2019 Page 81 of 169
3 Revision Author: 1 FTVET AGENCY



ST
oy g %

e
%
Ethiopian TVET SystemFTVET Agency ’i%f /

Training, Teaching and Learning Materials Development T

v' Clear the Show Number of First Page check box if you do not want a number
on the first page.
v" Click OK.

The page numbers are added to the report. Switch to Print Preview to see how the
numbers will look when you print the report.

e Add the date or time

v" On the Design tab, in the Header/Footer group, click Date and Time.
o The Date and Time dialog box is displayed.
Clear the Include Date check box if you do not want to include the date.
If you want to include the date, click the date format you want.
Clear the Include Time check box if you do not want to include the time.
If you want to include the time, click the time format you want.
o A sample of the date and time, inthe formats you have chosen, appears

in the Sample area of the dialog box.
v" Click OK.

ASANENEN

e Add line numbers

v" On the Designtab, in the Controls group, click Text Box.

v" Clickin an open area of the section where you want the line numbers to appear.
In most cases, this will be the Detail section. You will move the text box to its
final location later.

o When you click the report, Access creates a new, unbound text box.

v Click the label (just to the left of the new text box), and press DELETE.

v Click once in the new text box to select it, and then click again to position the
cursor in the text box.

v" Type =1 and then press ENTER.

v' If the property sheet is not already displayed, press F4 to display it.

v' On the Data tab of the property sheet, set the Running Sum property to Over
All.

o Note: If this is a grouped report, and you want the numbering to start at
1 for each group, set the property to Over Group.

v" Resize the text box to a smaller width by positioning the pointer over the sizing
handle on the right edge of the text box and dragging itto the left. Leave enough
room for the largest line number you expect to see on this report.

v If needed, make room for the text box on the far left edge of the Detail section
by dragging the existing controls in that section to the right, or by resizing the
leftmost control in that section.
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v' Drag the new text box to the location that you want it on the report.
v' Switch to Report view, Print Preview, or Layout view to see the line numbers.

e To Make a group header appear at the top of each page

v" Double-click the group header section selector (the horizontal bar above the
group header section).

To Sort Fields

When creating labels, you can sort on any field and you can have multiple levels of sort.
For example, you can sort by last name and then by first name.

Label Wizard

¥ou can sork your labels by one or more fields in your database. You might
want to sort by more than one field (such as last name, then first name), or by
just one field {swdh as postal code)

which fields would you like to sort by?

Available fields: Sork by:
ICy - Last Mame
City =

State b :

Postal Code =

Country

Fhorne Mumber e

Mobile Musmier |

Camnoe] | < Back Maxt = Eareshi

1. Click to choose the fields you want to sort by. Click the single right-arrow to select
a single field, click the double right-arrow to select all fields, click the single left-
arrow to deselect a single field, click the double left-arrow to deselect all fields.

2. Click Next. The Label Wizard moves to the next page.

Title the report
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Label Wizard

kﬁflatnatrrequvwllnefmywre@
Student Address Labels
That's all the information the wizard needs to create your labels!

What do you wank to do?
i@) See the labels 25 they will ook printed.
i)y Modify the label design.

1. Type atitle for your report. The title will appear inthe Navigation pane.
2. Click Finish. Access displays the labels in Print Preview.

@ - TR hroh: Cistaburie (At 30 - L
P Preve Aaichat
= Al A \ 1= i =
o o Y B S pesreat i rearee |l
Prist 5 Paavas fan @ Mg Fai o [One Y| Two b Prist
o = = el Pupe Priview
14 Sedent Advisms Lasah
Batty Aalbvs Frod Adums eliae b Ay s
45 Bl Ssaet 45 Elm Sirest 45 Efm S el
Gans, CE 107T7 Gena, DE 10TTT Cane, OE 107TT
T stusest Asgerivg
O ety
Jan Bdllngiley Hancy Coak Chns Crurmg
Qeres ¥ ey ¥ v
R = 2 Crrutraie Lass 13 Soide Swawl 12 Nl Rz
Grand Rapsd PA 355971 Bamy P& M5 Mewnez M) 85113
Adllarn F isd RET Fem G i ik
523 Leca Road T Fallo st Wy TE Cord Road
Bugdlord, DE W61 Fai P& 8307 Moiiey, DE 10585
Caigs Hricksn Liim For s
FET Kanegriton \W ary M Holly fovenius
Basen, DE #0450 Jezksan, DE 1DETT
Walerin Kim Jim Lo elace
67 Spruch Stiwel - 44 Badovir Rosd
Hofbr gk, HJ 05585 Hisdppodon, W 05T Kensedy, HJ DS2E)
Pt
sy e -

To Print a Report
1. click the Print button inthe Print group.
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2. The Print dialog box opens
3. select your print options.

To change to Print Preview:

Open your report.
Activate the Home tab.

hwnNRE

Click the down-arrow under the View button. A menu appears.
Click Print Preview. Access changes to Print Preview.

Several options are available to you in Print Preview.

Print Preview Options
Print

Size

Portrait

Landscape

Margins

Print Data Only

Zoom

TTLM Development Manual
3 Revision

Date: 10 2019

Author: 1

Displays the Print dialog box. You
can select such options as the
printer, print range, and number of
copies. Use this option to print
your report.

Click the Size button to set the size
of the paper you are going to print
on.

Click the Portrait button to print
with the shortest side of the paper
as the top.

Click the Landscape button to print
with the longest side of the paper
as the top.

Click the Margins button to select
a margin size of Normal, Wide, or
Narrow. Margins define the
amount of white space that
surrounds your report.

Prints the report data without other
elements such as titles, and
labels.

the
glass.

cusor to a
When the

Changes
magnifying
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One Page

Two Page

More Pages

magnifying glass displays a minus
sign (=), you can zoom out. When
the magnifying glass displays a
plus sign (+), you can zoom in.
Click the down-arrow under the
Zoom button to display a menu
and choose a zoom level.

Displays one page of the report in
the Access window.

Displays two pages of the report in
the Access window.

Displays a menu from which you
can choose the number of page
you want to display.

To create a report based on a table using the Report command

o Choose the table you wish to use as the source of your report. To do that,
you can either open the table or highlight the table name in the Navigation

Pane. In our example, we used the open Books table to create the report.

Home Lrexte Lterad Data Database Tools

- - :" - RSN PeobCmad = == 2 Labek L I N i
i A i - % w5 1)
- L = Blank Foem i A g e—r— g, Bl
Table  Tsble  SharePoint Table  Form  Spld MR Form | [Report . Beport || Query Cruesy

ple -
Templafes = Lt~ Decion Form  Mem: -"."'-"-":"'- Design Lﬂ JL B0 WUM Devian | Wizard Design
All Access Objects = ] Bosks |
Tables : Book ID Title = | Author First = | AuthorLast = |  Category
— Books 0 Best Kept Secrets aill Jones Fiction
I customen 2 State Parks: Volume 1 Roger Meatow Non-Ficthon
- 3 tallan Doghies aircy d o0a
] Oigd .
4 State Parks: Volume 2 Roges Mlead o Nain-Fictior
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e Select the Report command on the Create tab on the Ribbon, as seen

above.

« The report is automatically generated and includes every field in the table in
order of their appearance in the table. This can be seen in the example
below, which was created from the table above.

—] Books | |[H Boois F3
o Tuesday, December 16, 2008
i-J BOO!(S . 93038 AM

Book ID :Title Author First Author Last
1 Best Kept Secrets Jin Jones
2 ‘State Parks: Volume 1 Roger Meadow
3 ‘Italian Dishes Marcy Craig
4 ‘State Parks: Volume 2 Roger Meadow
5 ‘Computer Basics Angeala Gomez
6 :Everyday Life: Microwave Meals o S
7 History of Graffiti Ant Scroll bars indicate that the report is wider
g Benny Goes to Kindergarten than the report windoey.
5 :Kitchen Makeovers in Minutés

The layout

50 Reasons to Visit North Carolina  Henry Mills
The Counting Bears Army Kendell
Sasha Came Home Kioki Dima ;-1

and formatting of the report can be manipulated in Layout View.

Creating a report based on a query

Access 2007 can also create a report using a query as the source. The process for
creating a report based on a query is identical to the process for creating a report
based on a table, which was outlined on the previous page. And just like when
making a report from a table, every field and record that appears in the query results
will appear on the report.

To limit the number of records in a report
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et

v mes

It is possible to limit the number of records in a report, but only if the report was
based on a query. The limitis setin the query itself, using the query design screen.

To limit the records returned in a query:

e Open the query in Design View.

e Use the Return option in the Query Setup command group to set the
number of records you want to see in the query results and the final report.

O 9 - Query Tools
.y
< Mome Creste Estemad Oats Database Tools Design
- | - n [ i F ) Linksn W Prapecty TReck
et ¥ A X » AL
H B L] * .- . @ Pasi T |:,Tm:imm¢-
View Run Seled | Make Append Update Crosslsb Delete e Totals| &
x Tk -_-‘:..I-h """" . I Faramt e

All Access Obyjects LA

Tables
T Eoois
i Otomer set the number of recards to be returned in the guery.
i Orden
Queries . authar Last
'_"; Eestsellers by Category Calegorny
Prire
e Click Run! to make sure the query results look like you want the report to

look.

« Create the report using the Report command on the Create tab.
« Format the report as desired.

To add a level of grouping to a report:

« With the report open, select the Group & Sort command from the Grouping
& Totals command group on the Format tab on the Ribbon.
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b;) (" R A Rirpoft Lipoidt Toals Frady 2 Read : Database (Access 2000 - Mecrosoft Ac = X
L

Weme  Create  EteralDats  DatabaseTos | Fomat  Amange PageSeup ﬁl
J— S EE I

BRIQu

Vigw Cenddinngl B Godiet Lags . Lod Exiting || AufoFeimal

Ir EE3 - ) = k%ol Iv :J' Ih " Fields .

Viewt Font Feamatting Griding Cordigls Ayl grmgt
il access Objecs + || ) Books | 1 Seoka :
Tables - -
3 seas Book Tussday, December 16, 2008
O Cuitomn r OOKS 93935 AM

o

= ovden : Back 1D Title Buther First Authar Last il
Queries

&l
S Bestuediens by Category 1:!“51 Kipt Secrets ] [

T i fdnta Mardr s Vdaloana 1 [T Mlardeai

e Open aGroup, Sort, and Total dialog box in the lower portion of the
window.
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T toues 19 scon T P S e G U T S P R P R )

FY

@ BOOI(S Tuesday, December 16, 2008
- QIIB AM
: Book ID :Title Author First Author Last |
1 EBe&l Kept Secrats Jn Jones
2 ‘State Parks: Volume 1 Roger Meadow
3 .italian Dishes Marcy Craig i
4 State Parks: Volume 2 Roger Meadow
5 :Compuber Basics Angeala Gome?
6 Everyday Life: Microwave Meals Bob Cooper
7 ‘History of Graffiti Art Laila Newsome
§ :Benny Goes to Kindergarten MNaomi Harris
9 ‘Kitchen Makeovers in Minutes Dillion Ellerby
10 :50 Reasons to Visit North Carolina  Henry Mills
11 :The Counting Bears Ay Kendell
12 ‘5asha Came Home Klaki Dima -1

—_— '

(= Add a group 2! Add a sort

e In the Group, Sort, and Total dialog box, select Add a group.

e Select the field you wish to group by from the drop-down list. We chose to
group our list by Category.

9 “Kitchen Makeovers in Minutes Dillian Ellerby
10 50 Reasons to Visit Morth Carglina  Henry Mills
11 :The Counting Bears Ay Kandell
Book ID -
: 12 ‘Sasha Kioki Dima
4| — - | [ ]
Group, Sort, and Total Author Frst x
Aythor Last .
o on select fiekd ] Categary ! e i

~ Prica Q —_—— - S - E

-em':-n-m I rﬂ-M.]Bﬂj -]
« When you release the mouse button, the report will now appear with items
grouped. Our report is grouped on Category now, as seen below.
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77 Bosks | 1l Books x|
o] Tuesday, Decembaer 16, 2008
: J Books 3:39:45 AM
[ ategory B D :Tit A i
Fiction
24 "A House Is Not a Home Patrick

-

Bast Kept Secrels Jill

12 ‘Sasha Came Home Kioki
23 i Second Time Around Keisha
Food
3 ‘Italian Dishes Marcy
14 "Wine Tasting in Morth Caralina June
13 Healthy Cooking Amy
6 Everyday Life: Microwave Meals Bob

History | Closes the Group, Sort, and Total dialog bos. }
k!

Group, 5o, and Todal E

|| Groupon Category ™ withAontop ™ ¢ Mors > ;E

[

= Add agrowp || ] Add s sort

Deletes the group, sort, ar total.

The Group, Sort, and Total dialog box will remain open until you close it.

To Format a report in Layout View

Access 2007 opens the created report in Layout View so you can easily make
modifications. In Layout View, you can change the look of your report in many
different ways, including:

« Deleting columns and other report elements

e Moving and resizing columns

e Adding a logo

« Changing the title and other text on the report headings
o Applying areport style with AutoFormat

« Modifying the page layout
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To delete a column or other report element:

« Highlight the element by clicking on it.
o Hit the Delete button on your keyboard.

To move a column or other report element

« Highlight the element by clicking on it.
« Drag and drop the element to a new location on the report.

To resize a column or other report element

To resize a column or other report element:
Cn ol - . Fieport Layout Tools i -
-‘.
Home Create Esternad Dats Diatabase Took Formst Arrsnge Page Setup - - L]
! L i X i | O -
—J B J U 155 Hide Detasts o e it ==
i 3 . ; o - Logs o L . ng | = l.l.:" at
- . L;s
All Access Objects - T Bosks | T3 Bestseien by Category | L Besteelers by Cabegory 1' Loga | ®

« Highlight the element by clicking on it.
« Drag and drop the edge of the element to the new size on the report.

To add a logo to the report

e Click onthe Logo command on the Format tab on the Ribbon.

« When the Insert Picture dialog box opens, find the picture file.

e Click OK.
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Tk e g
oy e Sl ™y DoCurmenis:
i by Computer
(@ oeitop | | Al Ao
CyCenad
F3 1l s retworkang
IJ (il el ‘bﬁ_"
[}
o Ehr e T
My . ™ o sl
b Hidiad ™ osc e
i Shorka® be Drap
i Thortoat b Aotest J007
A Shentogd b Lankedd
S Shertod by EnEereen
ip)rShartoat by GOFLearmFrasEN
i) Shivbout b sreerdants
'-:;-.:r =
Fils parme-
Files of D00 | i pbacs Flles (% wmnl]; ® 0ol * b, ® g ® e *.GOF; *. 005 * PN
Tosk = i O | Careel I

To modify the title of a report:

e Click on the Title command on the Format tab on the Ribbon.

Oty & Erpanm Layayl Tasiy
|

=

=i Home Create Entermal Dala Duwtabiaae Teoh L Fage Sehap

Format

Hr | Segat - A . I
"—‘l B S U= - |y - a .:I
T E=Ea g G 3 I

—— e & Tobsis

Viewt Fort rg e
Al Access Objects =+ || L) Beaks | 5] Bustuehers by Categoey | 1) Besisctiors by Caisgory W
Tabdes i

m
) Eosii

Tl cutmamei

« When the highlight appears, type in the new title.

To modify text in report headings

If you don't like the standard font face and size Access used to create your report,
you can modify them using common Microsoft Office text formatting commands.
You can modify the size, font face, font color, alignment, and much more. They all
work basically the same way.
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« Highlight the text you want to change.

o Select the formatting option you wish from the lists that appear when you
click on a command.

vl M e w

Cl_;/l

Erpam Liyout Tasl Ready I Read - Databarte (Acoess 2007) - Meoroiolt Ac - =2 X

Dwtabade Tooh Format ATange Fage Febup Lo

Common font commands

Vigw
&l Access Objects J
Tabslen &

O Eesis

« The change appears when you release the mouse button.

To apply an AutoFormat style

Like with forms, Access 2007 offers a variety of report styles in

the AutoFormat command. To apply a style:

o Click on the AutoFormat command on the Ribbon.
Oyt b 0 - Pugort Layed Toolh Ready 7 Read | Databate 0] g o4 - B
= :L’J e Caeate Evteinad Dats Databace Tools Famyt Barsnge Fage Tetup L=
4 il £ wl :| e
H B I U a2l =} 13 Hide Detnits :FIJ L] —'ﬂ 4 I-:k
Vigw EEE 2 § a0 __:I-;._-,.: Loga Asaf g utefonmal
T, Font Formakiing ariaups=ng & ToieH g

Al Access Objects - [3 le_ﬂ lﬂmnm\!ﬂ Beutuciiens by Cabegory

Tables 2

O sacks

j Cigptgamary

O orders

riien B g _
T Bestuatien by Categony R Top 5 Bestseller List
1 Custemers of Tech Books = -
Forms =

"B Basks Bakry's First Steps Felicia

TH Cuttemers Computer Basics: Laptops Michaobe
TH bew Ovaern Computer Basics angeala
Eeports & Halian Dishas Marcy

Il Bocks by Cotegon Buying the Right Computer Ay L Technology

o Select a format from the drop-down list. The change is applied instantly.

To change the page layout

When a report is created, it opens in Layout View, like the one inthe picture below.
The dotted lines are showing where the edge of the page will be in Report View.
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Tuesday, December 16, 2008

& Bestsellers by Category

10:37:45 AM
2

i Title Author First Author Last Category
imws First Steps EFeILﬂa Nova Mon-Fiction
Computer Basics: Laptops ‘Michole Grey Technology
{ Computer Basics ‘angeala Gomez Technology
{ italian Dishes ‘Marcy Craig R

: Buying the Right Computer Ay Lee Technology

Pagelofl

e Switch to Print Preview using the Views command on the Ribbon.

= By B S | Report Layout Tools
= Home  Cocate  ExternalData  DatabaseTools | Format | Amange  Page St
oF- i e . [F0 E Tetas -
L — e e g
vl E== 7 | )| Grovm
1 Fiont Formatting Grouging & Totals
’ Sepenvie Bl 14 Bestieilers by Categon

' Bestsellers by Category

| Title Author

ir z Deesign View “* Baby's First Steps Felicia
] Customers of Teeh Bosks Computer Basics: Laptops Nichole
= = M Computer Basics Angeala

o Select the layout option you wish to alter from the Page Layout command
group on the Ribbon.

H - ® Ready 2 Read : Database (Access 2007) - Microsoft Access - 3 X

|J_'! |JI. ﬂ E}wm
= wte Sl Wl e
Refresh | Excel ShacePount PDE
= AR

el

st GraAPR o More T
Oats Thane Preview
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Page Layout
Option Description

To set the margins for narrow, wide, or
Margins normal

Saving a report
When you have created and modified a report and try to close it, Access 2007 will
prompt you to name and save the report. If you do not need this report again, you
do not need to save it. However, if you think you may want to publish it again, it is
best to save.

To save a report

As with all Access objects, to save a report:

o Right-click on the report tab.
o Choose Save from the list that appears.
« When the Save as dialog box opens, give the report a name.

Piapsort Nafme:
Bestoebers by Catepary

o J oo ]

« Click OK.

v" On the Format tab of the property sheet, set the Repeat Section property to
Yes.
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LAP Test Practical Demonstration
Name:
Date:
Time started: Time finished:
Task 1
o Create Reports
v Use the Report Button
v Use the Report Wizard
Task2
¢ Modify a Report
v Change view
v Change the Size of a Field or Label
e Report Properties
o Add afield
o Delete a field
o Move a column
o Change atitle
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PEr e SnEe LG13: Createdatabase Forms

This learning guide is developed to provide you the necessary information regarding the

following content coverage and topics —

e Creating a form using a wizard.,
This guide will also assist you to attain the learning outcome stated in the cover page.

Specifically, upon completion of this Learning Guide, you will be able to —

e Use wizard to create a simple form

¢ Open and record existing database through a simple form modified

e Rearrange objects within the form to accommodate information requirements
1: Learning Instructions

25. Read the specific objectives of this Learning Guide.

26. Follow the instructions described in number 3 to 18.

27. Read the information written in the “Information Sheets 1”. Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

28. Accomplish the “Self-check 1”in page 5.

29. Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-check 1).

30. If you earned a satisfactory evaluation proceed to “Information Sheet 2”. However, if
your rating is unsatisfactory, see your teacher for further instructions or go back to
Learning Activity #1.

31. Submit your accomplished Self-check. This will form part of your training portfolio.

32. Read the information written in the “Information Sheet 2”. Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

53.Accomplish the “Self-check 2”in page 7.

54.Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-check 2).
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55.Read the information written in the “Information Sheets 3 . Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

56. Accomplish the “Self-check 3” in page 9.

57.Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-check 3).

58.Read the “Operation Sheet 1”in page 10. and try to understand the procedures
discussed.

59.1f you earned a satisfactory evaluation proceed to “Operation Sheet 2” in page 15.
However, if your rating is unsatisfactory, see your teacher for further instructions or go
back to Learning Activity #1.

60.Read the “Operation Sheet 2” and try to understand the procedures discussed.

61.1f you earned a satisfactory evaluation proceed to “Operation Sheet 3” in page 17.
However, if your rating is unsatisfactory, see your teacher for further instructio ns
or go back to Learning Activity #1.

62.Read the “Operation Sheet 3” and try to understand the procedures discussed.

63.Do the “LAP test” in page 20 (if you are ready). Request your teacher to evaluate your
performance and outputs. Your teacher will give you feedback and the evaluation will

be either satisfactory or unsatisfactory. If unsatisfactory, your teacher shall advice you
on additional work.
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Information Sheet1 | sjng wizard to create a simple form

1.1 Introduction
A form is a screen that allows you to enter, change, and view the data in a database.

Think of forms as windows into your data that help users understand and work with that
data.

Forms are made up of controls, such as text boxes, buttons, document tabs, and
drop-down lists, grouped in a way that makes them easy to use and helps you get work
done.The controls in the form are usually bound, or connected, to the tables or queries
in your database — but not always. For example, a control that displays your corporate
logo doesn't have to be bound to a table field. It can just point to the image it displays.In
addition to entering data, you can use forms in other ways. For example, you can create

a form that asks for input, and then generates a custom report based on that input.

In Access 2007, a form is an object that generally serves three purposes:

e To allow users to perform data entry. Data can be inserted, updated, or

deleted from a table using a Form object.

e To allow users to enter custom information, and based on that information
perform a task. For example, you may want to ask a user for parameters
before running a report.

e To allow users a method of navigating through the system. For example,
you may create a form where a user can select a form to load, a report to

run, etc.

1.2 Creating Forms using a wizard
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Creation of a form by using a wizard is the Ms Access pre-defined way of creating a
form by simply following the series of steps and choosing which field and format you

would want for your form.

Self-check 1 Using wizard to create a simple form

Name: Date:

Time started: Time finished:

Directions: Answer all the questions listed below.

1. Form is made up of? (1 points)

2. Way of creating forms? (2 Point)

3. Is a screen that allows you to enter, change, and view the data in a

database? (1 points)

4. The most important tools can be found in? (1 point)

5. A form is an object that generally serves three purposes? (3 points)

6. List & Discuss on the different types of Controls in MS access? (12 point)
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: Satisfactory rating — above 17 points Satisfactory & below 16 points Unsatisfactory

(You can ask you teacher for the copy of the correct answer)

Information Sheet 2 Opening Existing Database& Modifying Records

What Database

A database is an organized collection of data, generally stored and accessed
electronically from a computer system. Where databases are more complex they are
often developed using formal design and modeling techniques.

« Types of data bases. Databases have evolved since their inception in the 1960s,
beginning with ...
v Relational database. A relational database, invented by E.F. Coded at IBM in 1970,
is atabular ...
v Distributed database. A distributed database is a database in which portions of the
database are ...
v Cloud database. A cloud database is a database that has been optimized or built
for a virtualized ...
Open an existing data base
There are the different methods you can use to open existing Access databases. You can
open databases from Windows Explorer or from within Access itself. You can open
multiple databases at once, and you can also create desktop shortcuts that open
database objects dire
ctly.
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Self-Check -2 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the
next page:

5. To retrieve Information Saving is important(3)

A. True
B. False
6. Saving your work in Access is a little different from saving in most Office
apps.(3)
A. False
B. True
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Note: Satisfactory rating - 3 and 5 points Unsatisfactory - below 3 and 5 points

You can ask you teacherfor the copy of the correctanswers.

Answer Sheet Score =

Rating:

:/lsupport.office.com/en-us/article/Open-an-existing-database-6F893B 9D-9007-
4628-930B-7EE4864A883

Information Sheet 3 Rearranging Objects with in the form

Objects : A Form object refers to a particular Microsoft Access form. A Form object is
a member of the Forms collection, which is a collection of all currently open forms.
Within the Forms collection, individual forms are indexed beginning with zero.

Forms are made up of controls, such as text boxes, buttons, document tabs, and
drop-down lists, grouped in a way that makes them easy to use and helps you get work
done.The controls in the form are usually bound, or connected, to the tables or queries
in your database — but not always. For example, a control that displays your corporate
logo doesn't have to be bound to a table field. It can just point to the image it displays.In
addition to entering data, you can use forms in other ways. For example, you can create
a form that asks for input, and then generates a custom report based on that input.
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https://support.office.com/en-us/article/Open-an-existing-database

Self-Check -3 Written Test

1. Directions: Answer all the questions listed below. Use the Answer sheet
provided in the next

1. Forms are made up of (2)
A. Controls
B. Tables
C. A&B

2 The controls in the form are usually (2)

A. Bound
B. Objects
C. All of the above

3 - is a member of the Forms collection(2)

A. Form object
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B. Controls
C. Texts

Note: Satisfactory rating - 3 and 5 points Unsatisfactory - below 3 and 5 points

You can ask you teacherfor the copy of the correctanswers.

Answer Sheet Score =
Rating:
Operation Sheet 1 Using a wizard to create a simple Form

Steps to create a form

Open the Navigation pane.

Click the table or query on which you want to base your form.
Activate the Create tab.

Click Form in the Forms group. Access creates a form.

W
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You can use the Navigation bars to move through the records on a form.
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Create a New (Blank) Record

OO A~ W NP

TTLM Development Manual Date: 10 2019

34 Revision Author: 1 FTVET AGENCY

Page 107 of 169

Tip: After you create a form, you can save it. You can open a saved form at any



Ethiopian TVET SystemFTVET Agency
Training, Teaching and Learning Materials Development

Steps to save a form

1. Click the Save button on the Quick Access toolbar. Access saves the form unless
you are saving for the first time. If you are saving for the first time, the Save As
dialog box appears.

2. Type the name you want to give the form.

Click OK. Access saves the form. You can now access the form by using the

Navigation pane.

You can also save by right-clicking a form’s tab and then selecting Save from the
menu that appears. Access saves the form unless you are saving for the first time. If you
are saving for the first time, the Save As dialog box appears. Type the name you want to
give the form and then click OK. Access saves the form. You can now access the form
by using the Navigation pane.

Create a Split Form

A split form is a form in which the same data is displayed in two views
simultaneously. One part of the form displays in Form view (stacked fields), while the
other part displays in Datasheet view. The two views are synchronized, so as you select
afield in one view, itis automatically selected in the other view. You can add, change, or
delete the data in either view. Using a split form gives you the benefits of two types of
forms in a single form. For example, you can use the datasheet portion to locate records
and the form portion to edit records.

To create a split form

School : Database (Moo

Dratabase Tools Acrobat

(i B 0 - = - o
o~ |

Home Create
= — =

i

3=

Table
Templates —

Table

([ 11]

ShareFoint Table
Lists —

All Access Objects -

Ly

Tables

Courses

DE Students
Crepartments
Employess
Enrolled Students
Payments

Student Addresses

il 6

Students
Queries
Forms
Reports
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1. Open the Navigation pane.

2. Click the table or query on which you want to base your form.

3. Activate the Create tab.

4. Click Split Form inthe Forms group. Access creates a split form.

B —
—|  Employees
H s . i
o 2 E City: Seaside
First Mama: an
States o=
ast i fordan
Postsl Code: 1065
Sex: F Department:  English -
Salany: 86,000.00
Street Addresss | 6789 Liberator Street
Date of Birth:  7/26/1953
1D - First Name - Last Name - Sex - Streel Address 2 Ly = | State - |Postsl Code - Crepartmient =
1 los Applabes e 142 Main Streat Dovar DE 10951 Adminkstratian
rd T French L 23 Juniper Road Fort WWorth DE 10335 Administration
3 Jen Jondan F 6783 Liberator Sireet Ceaside DE 10999 Enmglish
5 Tam Selge Lo 192 Carteret Drive SEashle DE 10999 Cosmgiiter Sciemd
& Maitin Logan L AS6T Dumont Ave Dowvigr DE 10991 Mlath
ra radia Corter = 29 Mullford Road Mayville DE 1043F Administration
& Jon Freedman e 57 Ridge Sireet 5t George DE 10225 History
@ Ban Shegel L 78 East South Street Foart Wioath DE 10325 Administration
1] mMrtchedl Johnsgn [ 97 Quail RIdge Way Fuilton DE LO7ES HEstory |
Recoi® M 4 30f25 | b M b | & [fsearcn K L)

Create a Multiple ltems Form

You can use the Multiple tems button on the Forms tab to create a form that displays
multiple records, one record per row.

To create a multiple items form

School : Database (Accd

Database Tools Acrobat

1 & i Ll | = Fria— ;::'::': _".1 ;E 'g EI
Table Table SharePoint Table Farm Split Mulktiple Form
Templates ~ Lists = Design Form Rems = r\ﬂo@ms T Design
All sccess Objects (= | <
Tables 2
£ cCourses
1 DE Students
j Departments
j Employees
EH Enrolied Students
T Payments
£ student Addresses
£ students

1. Open the Navigation pane.
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2. Click the table or query on which you want to base your form.
3. Activate the Create tab.
4. Click Multiple ltems in the Forms group. Access creates a multiple items form.

7 DE Shegenis
DE Students

) Last Nasmee First Mame ¢
I iz :r.larﬁ Betty 45 Elm Street G
v 23 Adams Fred 45 Ebm Street G
I Z  Adams M 1 45 Ebm Sreet G
I 18 | Fing Hdam 923 Leon Road B
|| 10 Green Grant 78 Cord Road L
I 24 Green Eristen 78 Cord Road M
] 14 Harrison George 567 Kingston Way B
I 6 Jomes Lisa 34 Holly Svenue 1]
M 16 | Pgtro Sally 9572 High Straet L]
I 21 Simgleten Al gy 132 Barkikire Drive E
= eV

IF-ewd: M 42 ol B0 MR [ Sesech 1 ]

Tip: Aview is a way of looking at an Access object. Forms have three views: Form
view, Layout view, and Designview. You can enter, edit, and view data in Form view. You
can modify a form in Layout view or Design view. In Layout view, you can see your data,
and the form you see closely resembles what your form will look like when you view it in
Form view. You can make most, but not all, changes to your form in Layout view. Design
view displays the structure of your form. In this view you cannot see the underlying data,
but you can perform some tasks in Design view that you cannot perform in Layout view.
This tutorial focuses on Layout view.

To change the view

Open the form.
Activate the Format tab.

Click the down-arrow under the View button. A menu appears.
Click the view you want.

PwbdE

To change the size of a field
1. Click a side of the field and drag to change the width of the field.
2. Click the top or bottom of a field and drag to change the height of a field.
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To move a datasheet
1. Click the datasheet to select it.
2. Click and drag the four-sided arrow in the upper-right corner to move the
datasheet.
To resize a datasheet
1. Click the datasheet to select it.
2. Click a side of the datasheet and drag to change the width.
3. Click the top or bottom of the datasheet and drag to change the height.

To apply an AutoFormat

The AutoFormat option on the Format tab enables you to apply formats quickly, such
as background colors, field colors, field label colors, and fonts.

1. Activate the Format tab.
2. Click AutoFormat. The AutoFormat menu appears.
3. Click the format you want to apply.

To change a form title

When you create a form, by default, Access uses the form name as the title. You can
change the title.

1. Activate the Format tab.
2. Click the Title button.
3. Type the new title.

To add the date and time

You can easily add the date and time to your form.

1. Activate the Format tab.

2. Clickthe Date and Time button. The Date and Time dialog box appears. Select the
date and time format you want. The date and time appear on your form.
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https://support.office.com/en-us/article/Open-an-existing-database-6F893B9D-
9007-4628-930B-7EE4864A8833

Operation Sheet 2 Opening & Modifying Existing database

e To Open a database from within Access

v" On the getting started page of Access, Click Open Other Files.

v" On the Open area of the backstage view, click Browse.

v Click a shortcut inthe Open dialog box, orin the Look in box, click the drive or
folder that contains the database that you want.

v"In the folder list, browse to the folder that contains the database.

v" When you find the database, do one of the following:

o Double-click the database to open it in the default mode specified in the
Access Options dialog box or the mode that was set by an administrative
policy.

o Click Open to open the database for shared access in a multi-user
environment so that you and other users can read and write to the database.

o Click the arrow next to the Open button and then click Open Read-Only to
open the database for read-only access so that you can view but not edit it.
Other users can still read and write to the database.

o Click the arrow next to the Open button and then click Open Exclusive to
open the database with exclusive access. When you have a database open
with exclusive access, anyone else who tries to open the database receives
a "file already in use" message.

o Click the arrow next to the Open button and then click Open Exclusive
Read-Only to open the database for read-only access. Other users can still
open the database, but they are limited to read-only mode.

o To open one of the last several databases you had open,

v click the file name in the Recent list on the getting started page. Access opens the

database with the same option settings it had the last time you opened it. If the list of
recently used files is not displayed:
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o Click File > Options.

o In the Access Options dialog box, click Client Settings or Advanced.

o Under Display, type a number in the Show this number of Recent
Databases box.

Create a desktop shortcut to open a database object

v" Open the database containing the object for which you want to create a shortcut.

v" Resize the Access window and minimize any other open windows so that you can
see the desktop behind the Access window.

v In the Navigation Pane, find the object for which you want to create the shortcut.

v' Drag the object from the Navigation Pane to the desktop. When you release the
mouse button, the shortcut is created on the desktop.

v If you want the shortcut in a location other than the desktop, use Windows Explorer
to move the shortcut to the location you want.

Reference

https://support.office.com/en-us/article/Open-an-existing-database-6F893B9D-
9007-4628-930B-7EE4864A8833
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Operation Sheet 3 Rearranging objects within the form

e To Add a Command Button Using a Control Wizard
o Open the form in Design View

lsoocxl

Button

v' Verify the Control Wizards command is selected in the Controls group on the
Form Design Tools Design Contextual tab

4 Click the Button command in the Controls group on the Form Design Tools

Design Contextual tab
v" Click on your form where you want the command button to be inserted

What action do you want to happen when the button is
pressed?

Different actions are available for each category.

Categories: Actions:
Record Navigation Apply Form Filter
Record Operations Close Form
Report Operations Print a Form
Application Print Current Form
Miscellaneous Refresh Form Data

Figure 31. Command Button Wizard - Choose a Category & Action
v' Select a category and action
v" Click Next
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e (2

' Command Button Wizard

Customer Details
Customer List =
Customer Orders Subform

Customers1

Employee Details

Employee List

Employee Orders Subform v

[ comcel | [ <ok J|_mext> | [ fnsn |

Figure 3.2. Command Button Wizard - Choose the Command Button Options
v' Setyour command button option
v" Click Next

' Command Button Wizard

Do you want the button to find specific information to display in
the form?

E For example, the button can open a form and display the data
J for a spedfic employee or customer,

(O Open the form and find spedific data to display.
(® Open the form and show all the records.

[ comcel ][ <ok J|_mext> | [ Eosn |

AN

Figure 3.3. Command Button Wizard - Choose How the Button Should Work

v Choose how the button should work
v Click Next
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Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

() Text: [Open Form ]
(O Picture:

[ concel | [ <gsk | mext> | [ ensh |

Figure 3.4. Command Button Wizard - Choose Text or Picture Display
v" Choose to show Text or a Picture on the command button
v' Click Next

What do you want to name the button?

A meaningful name will help you to refer to the button later.

cmdOpenCustomersForm ]

That's all the information the wizard needs to create your
command button, Note: This wizard creates embedded
macros that cannot run or be edited in Access 2003 and
earlier versions.

Come J (e ] oo

Figure 3.5. Command Button Wizard - Enter Command Button Name

v Enter a name for the command button
v" Click Finish
v Save the form
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LAP Test Creating Database Form
Name: Date:
Time started: Time finished:
e Task1l

v' Create a form by using a wizard

Task 2

v Create the Navigation Buttons
v' Create a label that displays your name

Task 3
(@)

0 O O O O O

Create a text box
Insert Picture
Insert Chart

Create a link to open another form
Create control button that closes the form

Save the Form
Open Existing form
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Instruction Sheet

LG14: Createdatabase Queries

This learning guide is developed to provide you the necessary information regarding

the following content coverage and topics —

e Retrieving Information

This guide will also assist you to attain the learning outcome stated in the cover page.

Specifically, upon completion of this Learning Guide, you will be able to —

Existing database is accessed and required records located

Simple query is created and required information retrieved

Query with multiple criteria is developed and required information retrieved
Data are selected and appropriately displayed

1: Learning Instructions

33.
34.
35.

36.
37.

38.

39.
40.

Read the specific objectives of this Learning Guide.
Follow the instructions described in number 3 to 18.
Read the information written in the “Information Sheets 1”. Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.
Accomplish the “Self-check 1”in page 5.
Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-check 1).
If you earned a satisfactory evaluation proceed to “Information Sheet 2”. However, if
your rating is unsatisfactory, see your teacher for further instructions or go back to
Learning Activity #1.
Submit your accomplished Self-check. This will form part of your training portfolio.
Read the information written in the “Information Sheet 2”. Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

64.Accomplish the “Self-check 2”in page 9.
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65.Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-check 2).

66.Read the information written in the “Information Sheets 3. Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

67. Accomplish the “Self-check 3” in page 12.

68.Ask from your teacher the key to correction (key answers) or you can request your
teacher to correct your work. (You are to get the key answer only after you finished
answering the Self-check 3).

69.Read the information written in the “Information Sheets 4 . Try to understand what are
being discussed. Ask you teacher for assistance if you have hard time understanding
them.

70.Accomplish the “Self-check 4” in page 14.

71.Read the “Operation Sheet 1”in page 15. and try to understand the procedures
discussed.

72.1f you earned a satisfactory evaluation proceed to “Operation Sheet 2” in page 17.
However, if your rating is unsatisfactory, see your teacher for further instructions or go
back to Learning Activity #1.

73.Read the “Operation Sheet 2” and try to understand the procedures discussed.

74.1f you earned a satisfactory evaluation proceed to “Operation Sheet 3” in page 37.
However, if your rating is unsatisfactory, see your teacher for further instructions
or go back to Learning Activity #1.

75.Do the “LAP test” in page 50 (if you are ready). Request your teacher to evaluate your
performance and outputs. Your teacher will give you feedback and the evaluation will
be either satisfactory or unsatisfactory. If unsatisfactory, your teacher shall advice you
on additional work.
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Information Sheet 1 Accessing & Locating Required records

Locate specific records in a database: As your database grows, locating specific
records will involve more than a quick glance at a datasheet. In this article, learn five
ways to locate specific records based on your needs.

Browse through all records You can browse through records by using the TAB
key when you want to move through one record at a time, in order, to locate a specific
record. You can also browse through records in a table in Datasheet view using the
record navigation buttons. The record navigation buttons are available at the bottom of
the table or form.

| ] I
|Recnrd: M 4 200f 29 Mo | & |5earch
1 1

2 5

1) 3)4) B)7 8

Browse through all recordsYou can browse through records by using the TAB
key when you want to move through one record at a time, in order, to locate a specific
record. You can also browse through records in a table in Datasheet view using the
record navigation buttons. The record navigation buttons are available at the bottom of
the table or form.

i i i
|Recard: W 4 200of 29 | Search
1

2 5

1) Q@ B)J 8

th

The techniques that you can use to search and filter records are very useful for
finding specific records for the case at hand. However, you might want to perform the
same search or filter operation regularly. Instead of reproducing a set of search and
filter steps every time, you can create a query. A query is a powerful and flexible way to
locate specific records because it lets you perform customized searches, apply
customized filters, and sort records. You can build your own queries to help you focus
on specific records and to answer specific questions. Once created, a query can be
saved and reused, and can also be used in building forms and reports.
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Self-Check -1 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in
the next page:

1. You can browse through records by using the--- key(2)
A. TAB
B. ALT

C. Delete
D. None

2. The ----- buttons are available at the bottom of the table or form.(2)
A. record navigation
B. Save button
C. A&B

. 3. -—-is a powerful and flexible way to locate specific records & customized
searches
A. True
B. False

Note: Satisfactory rating - 3 and 5 points Unsatisfactory - below 2 and 5 points

You can ask you teacher for the copy of the correct answers.
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Information Sheet 2 | creating Simple Query to Retrieve Information

A query is a request for data results, for action on data, or for both. You can use a query
to answer a simple question, to perform calculations, to combine data from different
tables, or even to add, change, or delete table data .A query is a derived item in the
database meant

to answer specific questions that relate to the information in the database. It is the means
to retrieve relevant information in one or more tables.

2.1Types of Queries
e Select Query

» The select query is the simplest type of query and because of that, it is also
the most commonly used one in Microsoft Access databases.

» A select query is the most common type of query.

> It retrieves data from one or more tables and displays the results in a datasheet
where you can update the records (with some restrictions).

» You can also use a select query to group records and calculate sums, counts,
averages, and other types of totals.

» It can be used to select and display data from either one table or a series of
them depending on what is needed.

> In the end, it is the user-determined criteria that tell the database what the
selection is to be based on.

» After the select query is called, it creates a "virtual" table where the data can
be changed, but at no more than one record at a time.

e Action Query

» Action queries are very popular in data management because they allow for
many records to be changed at one time instead of only single records like in
a select query.

» When the action query is called, the database undergoes a specific action
depending on what was specified in the query itself.
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» This can include such things as creating new tables, deleting rows from
existing ones and updating records or creating entirely new ones.

» Four kinds of action queries are:

e Append Query
» An append query adds a group of records from one or more tables to
the end of one or more tables. For example, suppose that you acquire
some new customers and a database containing a table of information
on those customers. To avoid typing all this information into your own
database, you'd like to append it to your Customers table.

e Delete Query
»  Adelete query deletes a group of records from one or more
tables. For example, you could use a delete query to remove
products that are discontinued or for which there are no orders.
With delete queries, you always delete entire records, not just
selected fields within records.
e Make Table Query
> As the name suggests, it creates a table based on the set
results of a query.A make-table query creates a new table from
all or part of the data in one or more tables.Make-table queries
are helpful for creating a table to export to other Microsoft
Access databases or a history table that contains old records.

e Update Query

> Allows for one or more field in your table to be updated.

» An update query makes global changes to a group of records in
one or more tables.

» For example, you can raise prices by 10 percent for all dairy
products, or you can raise salaries by 5 percent for the people
within a certain job category. With an update query, you can
change data in existing tables.

e Parameter Query

» In Microsoft Access, a parameter query works with other types of
gueries to get whatever results you are after.

» This is because, when using this type of query, you are able to pass a
parameter to a different query, such as an action or a select query.

» It can either be a value or a condition and will essentially tell the other
guery specifically what you want it to do.
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» It is often chosen because it allows for a dialog box where the end user
can enter whatever parameter value they wish each time the query is
run. The parameter query is just a modified select query.

» A parameter query is a query that when run displays its own dialog box
prompting you for information, such as criteria for retrieving records or a
value you want to insert in a field.

» You can design the query to prompt you for more than one piece of
information; for example, you can design itto prompt you for two dates.

» Access can then retrieve all records that fall between those two dates.

» Parameter queries are also handy when used as the basis for forms,
reports, and data access pages.
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Self-Check -2

Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in

the next page:

1. .- isarequest for data results, for action on data, or for both(2)

A. A query
B. Table
C. Form
D. None

2. --- deletes a group of records from one or more tables (2)
A. A delete query
B. Append Query
C. Parameter query
3. Allows for one or more field in your table to be updated.(2)
A. Update Query
B. Parameter query

Note: Satisfactorg rating - 3 and 5 points

C. Select query

You can ask you teacherfor the copy of the correctanswers.
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Information Sheet 3 Developing Query With Multiple Criteria

3.1 Introduction to query criteria
A criterion is similar to a formula — it is a string that may consist of field references,
operators, and constants. Query criteria are also referred to as expressions in Access.

The following tables shows some sample criteria and explains how they work.

Criteria Description

This criterion applies to a Number field, such as Price or
UnitsinStock. It includes only those records where the Price or
UnitsinStock field contains a value greater than 25 and less than
50.

DateDiff ("yyyy", This criterion applies to a Date/Time field, such as BirthDate. Only

[BirthDate], Date()) records where the number of years between a person's birthdate
> 30 and today's date is greater than 30 are included in the query result.

>25 and <50

This criterion can be applied to any type of field to show records

Is Null . .
where the field value is null.

As you can see, criteria can look very different from each other, depending on the data

type of the field to which they apply and your specific requirements. Some criteria are

simple, and use basic operators and constants. Others are complex, and use functions,

special operators, and include field references.

This topic lists several commonly used criteria by data type. If the examples given in this
topic do not address your specific needs, you might need to write your own criteria. To do
that, you must first familiarize yourself with the full list of functions, operators, special
characters, and the syntax for expressions referring to fields and literals.

Here, you will see where and how you add the criteria. To add a criteria to a query, you
must open the query in Design view. You then identify the fields for which you want to
specify criteria. If the field is not already in the design grid, you add it by either dragging
it from the query design window to the field grid, or by double-clicking the field (Double-
clicking the field automatically adds it to the next empty column in the field grid.). Finally,
you type the criteria in the Criteria row
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Criteria that you specify for different fields in the Criteria row are combined by using the

AND operator. In other words, the criteria specified in the City and BirthDate fields are
interpreted like this:

City = "Chicago" AND BirthDate < DateAdd (" yyyy ", -40, Date())

7D
LastMame
FirstMame
BirthDate
City

[
© Field: | Mame: [FirstName] & " City BirthDate
i Table: Contacts Contacts :
. Sort:
 show:
;-Zriteria: 2 -[='Chicagc|' 3 -[{DatEAdd['mj.-",-ﬂm,Datel]];
] ar: L '
.............................................................................................. "
4

e The City and BirthDate fields include criteria.

e Only records where the value of the City field is Chicago will satisfy this criterion.
e Only records of those who are at least 40 years old will satisfy this criterion.
e Only records that meet both criteria will be included in the resullt.

What if you want only one of these conditions to be met? In other words, if you have
alternate criteria, how do you enter them?

If you have alternate criteria, or two sets of independent criteria where it is sufficient to
satisfy one set, you use both the Criteria and the or rows in the design grid.
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Self-Check -3 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the
next page:

1 - A criterion is similar to (2)

a. aformula
b. String
c. A&B

2.- is a string that may consist of field references, operators, and constants(2)
A. Criterion

B. Value

Note: Satisfactory rating - 2 and 4 points Unsatisfactory - below 2and 4points

You can ask you teacherfor the copy of the correctanswers.

Information Sheet 4 Selecting & Displaying Data

4.1 Introduction
Data selection is defined as the process of determining the appropriate data type
and source, as well as suitable instruments to collect data. The primary objective of data
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selection is the determination of appropriate data type, source, and instrument(s) that
allow investigators to adequately answer research questions.
4.2 The function of displaying data
v Displaying data in research is the last step of the research process.
v It isimportant to display data accurately because it helps in presenting the
findings of the research effectively to the reader.
v' To make the findings more visible and make comparisons easy.
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Self-Check -4 Written Test

Directions: Answer all the questions listed below. Use the Answer sheet provided in the
next page:

1. --is defined as the process of determining the appropriate data type and
Source (2)
A. Data selection

b. Data processes
c. A&B

2.- It is important to display data accurately(2)
A. True

B. False

Note: Satisfactory rating - 2 and 54points Unsatisfactory - below 2 and 4points

You can ask you teacherfor the copy of the correctanswers.
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Operation Sheet-1 | Accessing &Locating Records

Steps to Browsethrough all recordsYou can browse through records by using
the TAB key when you want to move through one record at atime, in order,
to locate a specific record. You can also browsethrough records in atable
in Datasheet view using the record navigation buttons. The record
navigation buttons are available at the bottom of the table or form.

1) (3)4) (6 8

i i i i i
Record: M 4 200f23  k M b Search
[Recars v+ 5 | |

2 5

|
r
i

1. Go to the first record

2. Go to the previous record

3. Current Record box

4. Go to the next record

5. Go to the last record

6. Open a new (blank) record

7. Filter indicator

8. Search box

Steps to Search for a specific record

e Open the table or form, and then click the field that you want to search.
e On the Hometab, inthe Find group, click Find, or press CTRL+F.

The Find and Replace dialog box appears, with the Find tab selected.

¢ In the Find What box, type the value for which you want to search.

e To change the field that you want to search or to search the entire underlying
table, click the appropriate option in the Look In list.

e In the Search list, select All, and then click Find Next.
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e When the item for which you are searching is highlighted, click Cancel in the
Find and Replace dialog box to close the dialog box. Records that match your

conditions are highlighted

Steps to Create a query to find a specific record

e On the Create tab, in the Queries group, click Query Design.

¢ In the Show Table dialog box, double-click Issues, and then click Close.

¢ In the query designer, double-click the asterisk (*) in the Issues table. This helps
make sure that the query will display all the fields from the records it returns.

Issues.* appears in the first column of the design grid, in the Field row. This
indicates that all the fields from the Issues table should be returned.

¢ In the query designer, double-click Status on the Issues table.
Status appears in the second column in the design grid, in the Field row.

¢ In the second column of the design grid, clear the check box in the Show row.
This helps make sure that the query does not display the Status field.

If you do not clear the Show check box in the Status column, the Status field will
be displayed two times in the query results.

¢ In the second column of the design grid, in the Criteria row, type ="Closed".

This is your search criterion. This is how you make sure that the query will return
only those records where the value of Status is "Closed."

Note: In this example, only one search criterion is used. You can use many

search criteria for any given search by adding criteria to more fields, and by using
the

e On the Design tab, in the Results group, click Run.

Note: Unless you have already begun tracking issues and therefore have data in
the Issues table — and you have setthe status of at least one issue to

"Closed" — the query will not return any results. However, you can save the
query, and use it at any time in the future.

e Press CTRL+S to save the query.
¢ In the Save As dialog box, type a name for the query in the Query Name field,
such as Closed Issues, and then click OK.
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Operation Sheet-2 | Creating Simple Query to Retrieve Information

The simplest way to create a query is by using the Query Wizard. It presents a list of tables and
gueries you can select from the current database.

StepsTo use the Query Wizard, 17

Query
1. Wizard on the Ribbon, you can click the Create tab and, in the Other section, click Query Wizard .
This would display the New Query dialog box:

2. On the New Query dialog box, you can click Simple Query Wizard and click OK. The first page
of the Simple Query Wizard expects you to choose the origin of the query as a table or an
already created query. After selecting the table or query, the second page of the wizard would
present the fields of that list and you can select those you want:

The next page of the wizard allows you to specify the name of the query:
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i
Simple Query Wizard

What title do you want for your query?

AssetsInventrory

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

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

G Open the query to view information.
" Modify the query design.

Cancel < Back [ext = Einish

Steps to create Query in Design view

Like other objects of a database, a query can be designed. You design a query using the Design
View:

« To display a query in Design View, from the Navigation Pane, you can right-click a query and
click Design View

o To start designing a new query, in the Other section of the Create tab of the Ribbon, click
Query Design

This would display the Show Table dialog box that allows you to specify the table or query that
holds the fields you want to use in the intended query

TTLM Development Manual Date: 10 2019 Page 134 of 169
3 Revision Author: 1 FTVET AGENCY



Ethiopian TVET SystemFTVET Agency
Training, Teaching and Learning Materials Development

[ Quen ==
FY

Show Table d s

Tables |Queries I Both I

Clients

Companyhssets
Emplovees

Expense Codes

My Company Information
Pavment Methods

Pavments -
Projects
L ] b
@ Switchboard Ikems
—— Time Card Expenses E]
Field: Time Card Haurs
Table: Time Cards @
Sort: wWork Codes
Shows L O
Criteria:
on
Add Close
-
| 3

If the Show Tables dialog box is closed or for any reason you want to display it:

e In the Query Setup section of the Design tab of the Ribbon, you can click the Show Table

=
Show

button Table

e You can right-click anywhere on the query window and click Show Table...

When a query is displaying in Design View, the Design tab of the Ribbon displays the buttons used

for a query:
== : . (10 Union
el # A B X
@ Pass-Through
Select | Make Append Update Crosstab Delete
Table oe g @, Data Definition
Query Type
Mlji :,'ﬂ:[nsertR-:uws J*,'Z“.'-f'.f:..“*.'-
=" Delete Rows i Delete Co 1
Show .
Table =% Builde Al Return: | All -
Query Setup
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'f?' Property Sheet
’_“-}E Table Mames
Totals 5
[z] Parameters
Show/Hide

The Query Window

The Query window allows you to design and manage various aspects of a query. You can right-
click the title bar of the Query window to access a menu:

BH Quent -
5
[Qﬂ Save :
=2 | Close =
Cd | Close Al
k& Design view
SQL | SO View -
4 [ b
Field: | =
Table: @
Sort:
Show: O O
Criteria:
ar: -
4 i [

One of the operations you can perform on the Query window consists of resizing its top and bottom
sections by dragging the splitter bar up or down:

@QUEF}-‘I - ™. X
E
‘ IE --------- I b
Fizld | — =
1eia: -
Table: EI
Sort:
Shows [ [
Criteria:
ar: -
oA fu] >
Selecting the Columns
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To create the fields for a query, you use the table(s) or query( queries) displayed in the upper
section of the window. Once you have decided on the originating object(s), you can select which
fields are relevant for your query:

o To select one field from the list, just click it

o To select many fields on the same range, you can click one of them, press and hold Shift.
Then click one field on the other end of the desired range

o To select fields at random, click one of the desired fields, press and hold Ctrl; then click each
one of the desired fields

o To select all fields, you can click the * line on the list of fields
To Add Columns

To make a field participate in a query, you have various options:

« Once you have made your selection on the list in the top part of the query window, you can
drag it and drop itin the bottom section of the query window

'ﬁj Queryl e
L "y -
Cars =
¥ CarlD -
Tag Number
Make
Mode
CarYe
Catego
Doors
) -
Mirdiira =
o [ b
Field: - s
Table: 5.' _I
Sort:
Shows: | O | |
Criteria:
an
w
o L »
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e You can also select more than one field and drag them:

= Quent =¥
r Y
Cars =
Make -
Model
Car Year
Category
Doors
Picture
Available
B FF 2
4 [ »
Field: | Make Ra -
Table: | Cars
Sort: 5..
Shows . [l O
Criteria:
or:
w
L »

« Instead of dragging a field or all fields, you can either double-click a field to add it to the
guery, or double-click the line with *to add all fields to the query

« In the bottom part of the query window, click an empty Field box to show a combo box. Then
click the arrow of that combo box and select an item from the list:

2 -\-__
“3] Queryl "\

[ Company Assets

*
¥ CompanyAssetID

Company
Manufacturer
Model
Acquired Date
Purchase Price

4 ]
Field: |

Table: (| Company Assets,*
Sort: || CompanyAssetlD
Show: || Company U
Criteria:
ar: || Model
Acquired Date
Purchase Price
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Executing a Query

To execute a query:
« If the query is currently closed, from the Navigation Pane:
o You can double-click it

o You can right-click it and click Open
« If the query is already opened and itis in Design View, on the Ribbon:

’

&
Run

o You can click the Run button

View
o You can click the View button = ™ or you can click the arrow of the View button
and click Datasheet View

If you manually write a SQL statement and want to execute it, change the view to Datasheet View.

Selecting a Column

Some operations require that you select a column from the bottom section of the query window:

To select a field inthe lower section of the view, click the tiny bar of the column header:
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[ ﬁ Queryl

f Properties
&

7 PropertylD
Property £
Property Type
Condition
Beds
Baths

-

»

4 ]
r:\ ,,,,,,,,,
Field: |Property = PropMe ;llCcundition :

Table: |Properties Properties Properties

Sort:
Shaow: |

Criteria:
orn

4 [

The whole column will be selected
To select a range of columns, click the column header of one at one end, press and hold
Shift, then click the column header at the other end

Since selecting a column inthe Query window is a visual operation, there is no equivalent in SQL.

Removing a Column From a Query

As seen above, a query is built by selecting columns from the originating list and adding them. If
you do not need a column anymore on a query, which happens regularly during data analysis, you

can either delete it or replace it with another column:

e To delete a column:
o Once itis selected, you can press Delete
o Right-click the column header and click Cut

e To delete a group of columns, select them and press Delete

Replacing a Column
To replace a column, click the arrow on the combo box that displays its name and select a different
field from the list:
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@Qu-‘:rﬂ S——
. . ¥
Students =
&
F StudentlD
FirstMame
LastMame
Gender
-
o [ -
Field: - ]
Sort: || StudentID
Show: |IElEELN k [ m
Criteria: || LastMame
ar || Gender |
o [u] :

Moving a Column

Columns on a query are positioned incrementally as they are added to it. if you do not like the

arrangement, you can move them and apply any sequence of your choice. Before moving a column
or a group of columns, you must first select it. Then:

To move a field

1. click its column header once.
2. Click it again and hold your mouse down,
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3. drag in the direction on your choice

'ﬁjQu-':r_-,-'Z ooy
" F Y
cars =
x
¥ carlD
Tag Mumber
Make
Model
Car Year
Category
Doors
Picture
Available
Condition
Motes
-
4 fu] N
Field: | Make Model Car Year Tag Number
Table: | Cars Cars Cars Cars
Sort:
Show: %ﬁ,’é
Criteria:
or:
4 |

4. To move a group of columns, first select the group and then proceed as if it were one
column

To Create a select query in a desktop database:
v Click Create > Query Design.

v" In the Show Table box, double-click the Products table > Close.

v' To add the fields to the design grid, double-click the Product Name and List
Price fields.

v In the criteria row, under List Price add a criteria. For example, >=10 to show
a list of products more than or equal to $10.00.

Field: | Product Name List Price
Table: |Products Products
Sort:
Show: V] V]
Criteria: >=10
or:
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5. To see the query results, on the Design tab, click Run.

Product Name = | List Price =
Northwind Traders Chai S18.00
Northwind Traders Syrup $10.00
Northwind Traders Cajun Seasor $22.00
Northwind Traders Qlive Qil $21.25
Northwind Traders Boysenberry $25.00
Northwind Traders Dried Pears $20.00
Northwind Traders Curry Sauce S40.00
Northwind Traders Walnuts $23.25
Northwind Traders Fruit Cocktail $29.00
Northwind Traders Marmalade $81.00
Northwind Traders Scones $10.00
Northwind Traders Beer S$14.00
Northwind Traders Crab Meat S$18.40
Northwind Traders Coffee S46.00

Steps To Create an Append Query

1. Click the QUERY DESIGN icon (located in the OTHER group of the CREATE
ribbon). The QUERY DESIGN window then opens along with the SHOW
TABLE dialog form.

2. The next stepisto add tbIMoreNames to the QUERY DESIGN window. Do this
by clicking ADD inthe SHOW TABLE dialog form. Notice itis the table
containing the data to behappended that we have selected.

3. Clickthe APPEND icon from the QUERY TYPE group of the DESIGN ribbon. As
you do this, you will see the APPEND dialog box open.

4. You are now asked to select the name of the original table to which the new data
Is to be appended. So select tblIContacts from the drop down list.

5. You are also asked whether this table is stored in the current database orin an
external database. In this exercise both tables are stored in the current
database. This is the default button displayed in the option group, so there
should not be any need to change it.

6. Click OK to close the dialog box.
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7. Next we are going to select the fields from tbIMoreNames to be appended. To
do this drag and drop the Initials and LastName fields from the table (in the top
half of the window) down onto the design grid.

8. Next we are going to tell Access which fields the data
from Initials and Lastname will be appended to. To do this go down to the
APPEND TO row of the design grid (see figure 3 below), and
Jselect FirstName in the Initials column, and Surname in

the LastName Column.

Field: |Initials LastName
Table: |tbIMoreNames tbIMoreNames
Sort:
Append To: |FirstName Surname
Criteria:
or:

Figure 2: The Query Design Grid.

9. We could add query criteria at this stage, but this particular exercise does not
require any. If we did, however, this is added in the CRITERIA row just like it is
with a select query.

10.1f you want to view the data that is going to be appended, click the VIEW icon
from the RESULTS group of the DESIGN ribbon. It is especially important to do
this if any if any criteria is applied in step 9 above.

11.0nce you are satisfied the correct data is going to be appended, click the RUN
icon, again from the RESULTS group of the DESIGN ribbon.

12. A dialog box opens informing us that 10 rows are going to be appended, and

asking us to confirm that we want to go ahead with this operation. Click YES to

complete.

To see the result of our Append Query, re-open tbl Contacts.
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| 7] thiContacts |
ID -~ FirstName - | Surname -~
1 John Jones
2 Tracey Smith
3 Anne McNeil
5 Gillian Carpenter
6 Karen Rogers
7 Amy Sanders
8 Kevin White
10 Mary Brown
11 Andrew Smith
12 James Francis
13 Karen Jjones
15 lenny Smith
21 E jones
22 ) Smith
23 F Walpole
24 K Trelawny
25D Richardson
26 K Brown
27 N Robins
28 E Bradshaw
29 | Hope
30N Timson

Steps to Create Delete Query

1. Open the Employees table.

It should open and look like this:

Note that Tom Gumman and Tina Gumman are currently employees.

2. Close the table.
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3. Click the Create tab.
In the Ribbon, click Query Design.

4. When the Show Table window appears, click Employees.

Then click the button.
5. Click the button.

6. In the Ribbon, click Delete.

D,, = =10 Query Tools Microsoft Access

&)

/ Home Create External Data Databyse 5 Design
i 9 _:]:‘J = ' 1;:|' 4 nion $ :] Sainsert Rows 3 Insert Columns
! - =" _1‘ -, T ] ss-Through — - te F #’ Delete Columns

Vie Run Select Make Append Update Cropstab Delete Show
Table a7, DOpta Definition Table ;_-.\ Builder
Results Query T Query Setup
To Add fields

1. In the field list of the Employees table, click-and-drag the * field to the first

column of the design grid.
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= Quer
Employees
¥ Employee ID
Fir Name
Lasy Name
< [ou) i P TE——
Fiela: ~1
Table:
Delete:
Criteria:
onr
< ||

2. Release the mouse button.

The query design grid should look like this:

Employges.* E
Employees
Fram

« ()

3. In the field list of the Employees table, double-click the Last Name field.

Employees

¥ Employee ID
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The query design grid should now look like this:

Employses.” [e]
Employees Emplayess

From Where

4 [

To Add criteria
1. In the Last Name column of the design grid, click in the Criteria row.

2. Type:Gumman then press the ENTER key. It should look like this:

Employees.* Last Mame
Employess Employess
From Where

Gumman®
™

3. In the Ribbon, click Run.

When the alert window appears, click the button.

TIP: Be careful when designing Delete queries. Once a record is deleted,
the deletion cannot be undone.

You may want to run the query as a regular query first, to verify it's

choosing the correct records, and then switch the type to a Delete query.

4. On the Title Bar, click the i icon.
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5. When the Save As window appears, type:

Delete Old Employees

in the Query Name box.

(-]

Drelate Old Emplayess

6. Click the button.

7. Close the query window.

To Verify The results

1. Open the Employees table.lt should look like this:

8 Employees
Employee IC - | First Name - | Last Name -~ AddNew Field
E Jeff Tracy
4 Norman McDonald
5 Stephanie Belmont
¥ {Mew)

Note that Tom Gumman and Tina Gumman are no longer listed as

employees.

2. Exit Microsoft Access.

Example 2

Stage 1 - Creating the initial Select Query
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1.
2.

Select the CREATE TAB of the Access Ribbon.
Click the QUERY DESIGN icon. It is located in the OTHER group of the CREATE
ribbon.

3. Select thiContacts from the SHOW TABLE dialogue box.

Drag the asterix (*) from tblContacts down to the first column of the DESIGN
GRID. This is a way of getting the query results to display all fields from the table
without having to select each one individually.

Then Drag the Company field from tblContacts down to the second column of the
grid. We have added this field separately because we are going to enter a criteria
in this column.

Click on the CRITERIA row of the Company column, and add the

criteria: "Company 5"

The Select Query has now been created. It should look like this:

tbiContacts
¥ 1D
FirstName
Surname
Company
| < )
Field: |tblContacts.* Company
Table: |tbiContacts tbiContacts
Sort:
Show: =] ]
Criteria: “"Company 5°

Figure 2: The Select Query created in the first stage of the Delete Query.

It is advisable to run the query at this point and check the results are correct. They should

look like this: ;— —_—
_4 toiontacts | "1 Queryl |
. I - -if;,t‘da":e « Surname - |tblContacts, »  Field0

4/ Andrew Francis Company5  Company 5

9 Charlie Anderson Company5 Company5

14 Edward Kent Company5  Company 5

16 Angela Jones Companys  Company 5
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Figure 2: The results from the Select Query.

As you can see, our select query has found four records from tblContacts matching the
criteria of Company 5". Since this is the correct result for the dataset we are working
with, we can move onto the second stage of the process: converting the Select Query to
a Delete Query.

Stage 2 - Converting the Initial Select Query to a Delete Query

1. If you look at the QUERY TYPE group of the DESIGN ribbon, you will notice that
the SELECT QUERY icon is highlighted orange. We need to change this to
DELETE QUERY. To do this just click the DELETE QUERY icon further along the

group.
Create Extérnal Data Database Tools Deasign
e - 4 { (3D Union
== =0+ A o
- g ” . . - Pass-Through
Select Make Append Update Crosstab "Delete y
Table ,./‘ Data Definition

Query Type

Figure 3: The QUERY TYPE group of the DESIGN ribbon.
The DELETE QUERY icon is highlighted orange.

2. After clicking the DELETE icon, you will notice that the row of SHOW tick boxes
disappears from the DESIGN GRID, along with the row for SORT. A new row
entitted DELETE has taken their place. Access has filled in the values of FROM
and WHERE in the first and second columns respectively. These are SQL
Keywords: the FROM keyword indicates the first column contains
fields from tblContacts, and WHERE indicates the Company column contains a
criteria against the data stored in this field.
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tbiContacts
¥ ID

FirstName

Surname

Company

}

Field: |tblContacts.* Company
Table: |tbiContacts tbiContadts
Delete: |From Where
Criteria: “Company 5~

Figure 4: The QUERY DESIGN GRID for our
DELETE Query. Notice the new row for DELETE
containing the SQL FROM and WHERE
Keywords.

3. Click RUN from the QUERY RESULTS group.

4. Click YES when prompted whether we want to delete the number of rows matching
our query criteria. This will be four rows for the dataset we have been working
with.

We can now go back and open the tblContacts table. As you can see from Figure 5

below, all Company 5 contacts have been removed by our DELETE QUERY.

TTLM Development Manual Date: 10 2019 Page 152 of 169
3 Revision Author: 1 FTVET AGENCY


http://4.bp.blogspot.com/-cmraercP0V8/TmCD-3X4IgI/AAAAAAAAAfg/zuuj9awEkR8/s1600/delete-query-design.JPG

Ethiopian TVET SystemFTVET Agency
Training, Teaching and Learning Materials Development

5 w]ﬂ —

. FirstName ~ | Surname ~ Company -~

1 John Jones Company 2

2 Tracey Smith Company 3

3 Anne McNeil Company 4

5 Gillian Carpenter Company 1

6 Karen Rogers Company 2

7 Amy Sanders Company 3

1 8 Kevin White Company 4
10 Mary Brown Company 1

- 11 Andrew Smith Company 2
12 James Francis Company 2

13 Karen Jones Company 4

15 Jenny Smith Company 1

Steps to Create Make table Query

Using our scenario, we will create a make-table query for all customers from the
specified area that have ordered products in the past 12 months. We will need to
perform the following steps to create the query:
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1. Create a new query, by using the Customers and Orders tables.

1ol
=

skrCompanyMame
skrContackMame
strContackTitle

_L FkewiZustomerID

straddress FkevEmployeslD
skriCiky ;l dermorderDate
-
41| o
Figld: 1=
Table: L=
Sork:
Show: [} L]

Zriteria:

ar: -
| _>I_I
Steps to

2. From the Query Type button on the toolbar, select Make
Table |_,? Make-Table Query... |

The Make Table dialog box appears, where you should enter the name for the new
table. Here we can also select whether we want to create the new table in the
current database or in another database. Ensure that the current database is
selected and click OK.

~Make Mew Table K r_\ I
Table Mame: j *

_ustomerMailinglist

Zancel
¥ Current Database

™ another Database:

File Wame: I

Browse, ., |

3. Select the mailing information fields, in our case CustomerTitle, CustomerName,
Address, City, Postcode from the Customers table, and OrderDate from the Orders
table.

4. Specify the chosen City criteria in the City field and add the criteria required in the
OrderDate field to only show records from the last 12 months - using the DateAdd
function: >=DateAdd("yyyy",-1,Now())

The query design should appear like the example below:
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i x
=
T | m
pkeyCustomerID —1|E pkeyOrderID
strCompanyMame FlewCuskomerID
strContactMame FkevEmploveeID
strConkactTitle dtmOrderDate
striddress demRequiredbate
skriZiby b dkmShippedDate
strRegion Fleywshiphia
strPostalCode ;I curFreight ;I

-

4 | _*I_I

Field: |striCity skrPoskalCode dbrniorderDate =
Table: |thiCustarmers thlCustamers thlCrders —
Sork:
Shioe:
Criteria: |"London® ==Datesdd™ywwwyt,- 1, Now 1)
ar: -
1 [ r

5. To check that the results are returned that we expect, click on the datasheet

button H on the toolbar. Once you have verified this, switch back to query
design view.

6. In query design, deselect the Show: property for the OrderDate field, as we do not
need this to be visible in our new table.

7. Click on the Run button IEI on the toolbar. Microsoft Access now displays a
message to indicate how many records will be copied to the new table.

Microsoft Office Access |

You are about to paste 25 row(s) into a new table.

! Cnce wou dick Yes, wou can't use the Undo command to reverse the changes,
Are wou sure you wank to create a new table with the selected records?

Yes Mo

8. Click Yes to complete the query, and create the new table.
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Using an Update Query Example 1

[ H Yy C = Testing : Database [Access 2007) - Microsoft Access - B X

o e

Home | Create | External Drata Database Tools Add-Ins @

EEH Table

—
[==] Table Templates = == ZZ] split Form ==

B Form i E % =] Labels t=] @ @ i

| Blank Report /= | e | -

[ SharePoint Lists ~ J::?EIJEH ES] Multiple ttems - DF:SEH e E=l Report Wizard S:Eﬁ;ﬁ ﬁ;:?‘; E%‘;f; Macro
Tables Forms Reports [ Oiher ]

All Tables | o« <

suppliers S

E suppliers : Table Maln SWltChbDard

Switchboard Items S

E Switchboard Items : Table

== Switchboard

Bot : Table

& e

Big : Table

Form View

| [EEEEEIET

In this example, we've selected the Big and Bot tables. You can select multiple tables by
holding down the Ctrl key while selecting the table names.

showTable TP

Tables | Queries | Both |

suppliers
Switchboard Ikems

4. Next, right-click somewhere next to the tables (but not on a table) in the query editor,
5. select Query Type > Update Query from the popup menu.
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ey = = iCl = Testing : Database [Access 2007) - Microsoft Acc... Query Tools —
- Home Create External Crata Dratabase Tools Add-Ins Design
E ' |ﬁ|"’? ao % = &' Insert Columns z = Property Sheet
- =T B9 @ == 3 Delete Columns Table Mames
Wiew Rurn Showw Totals
= B B Table o™ BE8 Return: |All - Sz Parameters
Results Cruery Type Cuery Setup Show/Hide
all Tables = << [[§=E Sw'rtchbuauﬂﬁ _
suppliers = ————
BOL 501 Wiew Bot
E suppliers : Table -
- Datasheet View :
Switchboard Items £ Y MFG
EEd switchboard Items : Table ) FhrotTabie s PART
FivotChart Wi
ES] switchboard ol PivotChart View
Bot = — Show Table...
EEd Bot: Table Sfz1  Parameters...
Big = 4 [ 5 Query Type > H  Select Query
B4  Big: Table ] SQL specific » | = Crosstab Query
ﬁ Relationships... 'f_.i Make Table Query...
' Properties... =¥ Update Query -
== Close ¥ Append Query...
& Delete Query
4
Ready | IEErEs
6. Next, build the query like the one below:
ey Ig Yy i = Testing : Database [Access 2007) - Microsoft Acc... Query Tools - B X
W) |
Home Create External Drata Cratabase Tools Add-Ins Dresign @'
E ' @l-’/’i (3] % == 3 Insert Columns z 5f Property Sheet
= =Y E @ == W' Delete Columns Ta.bl.e Mames
Wiew Run Show - Totals
= ¥ W Table So BEA Return Si5] Parameters
Results Cuery Type Cuery Setup Show/Hide
All Tables | @ Switchbuald-‘T@ _
suppliers = =
- N Big Bot =
suppliers : Table . .
Switchboard Items # ¥ MFG ¥ MFG
EH  switchboard Items : Table PART PART
5] switchboard
Bot -
EH Bot: Table
b i
Big = [l4 Ld
E=E| Big : Table
Field: |MFG =
Table: |Bot %
Update To: | [Bigl.[MFG]
Criteria:
or:
ki
« »
Ready | li |SQL | g—b

This query will update the MFG field in the Bot table with the value in the MFG field in
the Big table when the PART values match.

TTLM Development Manual
3" Revision

Date: 10 2019

Author: 1

Page 157 of 169

FTVET AGENCY



Ethiopian TVET SystemFTVET Agency
Training, Teaching and Learning Materials Development

The SQL for this query is as follows:

UPDATE Big INNER JOIN Bot ON Big.PART = Bot.PART

SET Bot.MFG = [Big].[MFG];
Example 2

Here are the steps that we follow to produce the required outcome:

1. Create a new query using the Products table and the Suppliers table. Include the
fields that you are going to use to update the data (ProductlD, ProductName and
UnitPrice from the Products table, and CompanyName from the Suppliers table)

We have also included criteria in the CompanyName field to limit the results to only
those of the Supplier that we are updating the records for.

Also, in the image below, you will see that we have included an additional field, just
to test our expression. This will give us a value for the 3% increase, just to check
that the results will be returned correctly. This field will be removed before we run
the update, but we will use the expression later.

Ei Queryl : Select Query _|I:I|5|
bipr iz 5
* *
pkeyProductiD pkeysupplierID
strProduckiame skriZompanyMame
FkevSupplierID strContackMame
Fley_ategoryID strConkactTitle
skrCuankity PerUinik striddress
curlnitPrice skriZity
intUnitsInstock | strRegion hd

-

4 | Y

Field: |strCompanyMame curlnikPrice MewPrice: [curUnitPrice]*1.03 =
Table: |thiSuppliers kblProducts —
Sark:
Shaw;
Criteria: | "Exotic Liquids"
or: -
1 [ 3

Creating a SELECT query, that will later be changed to the UPDATE Query
2. To check what results this will produce, run the query by clicking on the

datasheet H button

Date: 10 2019
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A1,
s

"/’&e

Query1 : Select Query

=10l ]

MNewPrice

Product 1D | Product Marme | Company Marme | Unit Price |
A chai Exotic Liquids £15.00
2| Chanag Exotic Liquids £19.00
3| Aniseed Syrup | Exotic Liquids £10.00

* | utoMumber)

Record: I4| 4 || 1k |H|P-*-| of 3

£15.54
£19.57
£10.30

Checking the results before running the Update Query

3. When we are happy with the resulting data, we can switch back to design view to
convert the query to an Update query.
From the Query Type button on the toolbar, select Update
Query |)T Update Query
In the curUnitPrice column, in the Update To cell, type in the
expression[curUnitPrice]*1.03 and press enter. This expression will update the
original Unit Price by 3 Percent.
The query design should now look like:
=T
ro r
skrProduckMame o strCampanyMame
FkeySupplierID strConkactMame
FlenwZategorwID LI strZonkackTikle LI
[« | _*I_I
Field: |pkevProductID skrProducktiane striZompanyhMame curlJnitPrice =
Table: |tblProducts thlProducks thlsuppliers thlProducts -
Update To: [curUnikPrice]*1.03
Crikeria; "Exotic Liquids"
T il
The Update Query design
4. We now need to Run this query, using the Run button EI to update the data in our

Products table that meets the criteria that is applied. The warning dialog box
indicates the number of records that will be update, click Yes to accept this:

Microsoft Office Access

You are about to update 3 row(s).

Are wou sure you want to update these records?

Yes Mo

Cnce wou dlick Yes, wou can't use the Undo command to reverse the changes,

k.
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Example 3

1. Open the Products table.

2. Note the price (to customers) of French Truffles ($8.99) and Blue Mountain

Coffee ($9.99).

3. Note the cost (to the store) of French Truffles ($6.15) and Blue Mountain

Coffee ($8.00).

H Products
ProductID - Product Mame  ~ Description - Size - Price - Cost - Start Date B
! Belgian Chocolates  Everyone's favourite! Lusei 12 512.00 $7.50 2/14/2000
2 Belgian Chocolates | Everyone's favouritel Direc 8 58.00 55,25 2/14/2000
3 Swiss Chocolate Smoath and creamy - direc 16 513.45 3/2/2000
4 5wiss Chocolate Smooth and creamy - direc g 26,90 3/2/2000
5 French Truffles Delicate, luxurious - and av 56,15 48,2000
6 Blue Mountain Coffee World-renowned taste mal 3 58,00 5/6,/ 2000
#* [Mew) 0 $0.00

4. Close the Products table.

5. Make sure the Create tab is selected.

In the Ribbon, click Query Design.
6. When the Show Table window appears, click Products.

7. Click the button.
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ProductID - Product Mame - Description - Size - Price - Cost - 5Start Date -

! Belgian Chocolates  Everyone's favourite! Lusci 12 512.00 57.50 2114/ 3000
2 Belgian Chocolates  Everyone's favourite! Direc 8 58.00 55.25 2114/ 2000
3 Swiss Chocolate smooth and creamy - direc 16 517.50 513.45 3 2/ 2000
4 Swiss Chocoolate smooth and creamy - direc 8 59,25 2/2/2000
5 French Truffles Delicate, luxurious - and av 4 58.99 4183000
6 Blue Mountain Coffee World-renowned taste mal 8 59.99 562000

L2 [Mew) 0 50.00
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The query window should look like this:

8. In the Ribbon, click Update.

4)
Home Create

=z=0 Bl ==
= Y | EE
View Run Select
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NIRRT

el
IS 855

et

i rver ke

Show Table |
[ Tables ;Queriesplaotl'u R R e
Customers
Employees
etails
add | | Close

Then click the button.

10.In the field list of the Products table, scroll down and double-click

the Price field.

- b

Products

F ProductID
Product Mame
Description

:

The query design grid should now look like this:
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T
Ay AE

;| Price EI

[ Products

Criteria:
ar:

11. In the Price column, click in the Update To row.

* [

Field: | Price

able: cts
Update To: ||
Criteria:

[IE

12. Type:

[Cost]*1.25

* [

¢ [ Products

;| [Cost]*1.25
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Then press the ENTER Key.
TIP: Make sure that you've enabled all content in the database. To do that,

click the | °PfeMs | hutton if the Security Warning bar is showing.
This will raise prices for all products by 25%.

TIP: The square brackets [ ] tell Access that Cost is a field.

13. In the Ribbon, click Run.

14.  In the Title Bar, click the [d icon.
15. When the Save As window appears, type:

Update Product Prices
in the Query Name box.

Save As =<

Then click the button.

16.  Close the query window.
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To Verify results

1. Open the Products table. It should look like this:

3 Products
Product D - Product Mame - Description - Size - Price - Cost -
! Belgian Chocolates  Everyone's favourite! Lusci 12 59.38 57.50
2 Belgian Chocolates  Everyone's favourite! Direc g 56.56 55.25
3 Swiss Chocolate Smooth and creamy - direc 16 516.81 513.45
4 Swiss Chocolate Smooth and creamy - direc B S8.63 56.90
5 Franch Truffles Dealicate, lusurious - and av 4 57.69 56.15
6 Blue Mountain Coffee World-renowned taste mal 8 510.00 S8.00
* [MNew) 0 50.00 50,00

Note the updated price of French Truffles ($7.69) and Blue Mountain
Coffee ($10.00).

2. Close the Products table.

Parametric Query

Example 1

1. Viewthe query in design view
2. In the criteria cell for the appropriate field(s), type in the desired expression within
the square brackets([ ])

For example, using a parameter to query for date valWhen the query is run,
Microsoft Access displays this text to prompt the user for the criteria. The text of the
prompt must be different from the field name, although it can include the field name.
3. Run the parameter query
4. When you are prompted to enter a parameter value, enter the value of the data that
you want to view and click OK.:
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Steps To create and run a parameter query:

1. Create a query as you normally would, modifying the table joins if
necessary, selecting the fields to include in your query, and adding any
nonvariable criteria to the appropriate fields in the Criteria: row.

2. Locate the field or fields where you would like the variable criteria to
appear, and place your cursor in theCriteria: row.

3. Type the phrase you would like to appear in the prompt that will pop up
every time you run your query. Make sure to enclose the phrase in
brackets [ ]. For example, in our parameter query that searches for orders
placed on a certain date, we might type our criteria like this: [What date?].

4. On the Query Designtab, click the Run command to run your query. A

dialog box will appear with the prompt you specified. Enter your search

term, then click OK to view your query results.
1 ] Ll

Enter Parameter Value @Iﬂ—hj

What Date?

02/05/2011

Field: |Pickup Date

[ QK ] [ Cancel ]
Table: | Orders Table |h“~_~.
Sort: -
Show: [ ' I [

| Criteria: |[What Date?] |
or:

To run an existing parameter query, simply open it.
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LAP Test Creating Database Queries
Name: Date:
Time started: Time finished:

e Tsakl. Perform the following by using a navigation button

Go to the first record
Go to the previous record
Current Record box
Go to the next record

e Go to the last record

e Open anew (blank) record
e Task.2 Create Query

v Create query using query button

4 Create query using query wizard
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Create the following types of queries

Create Select Query
Create Action Query
Create Append Query
Create Update Query
Create Make table Query

N NN R

Create Delete Query
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