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This workbook may be reproduced in whole or in part by an employee of the Department of Health and Human Services. All other reproduction is prohibited unless written permission is obtained from the Training Institute.

LESSON 1:  IMPORTING AND COPYING DATA

OBJECTIVE: 
Use information from other sources in your database.

· Importing Information from Another Database

OVERVIEW

If a database object containing the structure and/or data you require already exists, you may import it from another Access Database, or convert it from a different database file format - such as dBase, Paradox, etc.  

STEPS

1. With the database you are bringing data into open, click FILE, GET EXTERNAL DATA, IMPORT.
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2. If needed, change the file format in the FILES OF TYPE area.
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3. Select the database containing the information to be copied, then click IMPORT.  
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4. Click once on the object to import.

5.
Click on OPTIONS and make the appropriate selections.  If copying a table, in the IMPORT TABLES section, select either DEFINITION AND DATA (to copy the table including the data) or DEFINITION ONLY (to just copy the field names and properties of the table). Queries may be copied as queries or tables.  
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6.
Click OK.

7.
If desired, right click on the object name and select RENAME.  Type in a new name and press ENTER.

· Copying a Table within the Existing Database

OVERVIEW

You may wish to duplicate a table for another use within the same database.  For example, you may have several regions whose information you would like to track identically, but in separate tables.

STEPS
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1.
Click the TABLE to copy.  Click the COP  button [image: image5.png]3



 on the toolbar.

2. Click PASTE [image: image6.png]


.
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3.  Type the name of the table.

4. Select either STRUCTURE AND DATA (to copy the table as is) or STRUCTURE ONLY (to just copy the table's field names, data types, and properties). 
5. Click OK.

Lesson Example 

You have a database named Test that includes a table you would like to use in a new database. Your instructor will give you the location of this file and any other files you will need throughout the class.

STEPS

1. Open Microsoft Access, and create a new database by clicking on CREATE A NEW FILE on the Task Pane.  Then click BLANK DATABASE.  Save it in C:\MY DOCUMENTS folder and name it Course Schedule.

2. Click FILE, GET EXTERNAL DATA, IMPORT.

3. Select the Test database (your instructor will provide the location), then click IMPORT.  

4. Click once on the Classes table.

5. Click the OPTIONS button and make sure DEFINITION AND DATA is selected.
6. Click OK.

EXERCISE:

1)  Right click the Classes table and select COPY.  

2)  Right click the white space in the window and select PASTE.
3)  Name the new table Classes This Year and paste the STRUCTURE ONLY.
4)  Open the new table in Datasheet View.

5)  Close the table.

6)  On Your Own:  Import the Teachers table from the Test database.

7)  Right click the Teachers table and rename it Instructors.
Converting Tables from Excel

OVERVIEW

Microsoft Excel can perform many of the functions that Access can with a table of data.  However, you may find that Excel's limitations restrict you from doing some of the things you would like to do with your data.  In this case, [image: image153.png]feE -
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you can convert an Excel spreadsheet into an Access table.

STEPS

1.
With a database open, click FILE, GET EXTERNAL DATA, then IMPORT.
2.
Change the file format in the FILES OF TYPE area to Microsoft Excel (.xls).
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3.
Select the file containing the information to be converted, then click IMPORT.  

4.
Select the worksheet to be imported, and click NEXT.
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5.
Indicate if the first row of information contains labels for column headings by clicking the check box to insert or remove the checkmark.  Click NEXT.  
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6.
Choose whether you wish the data to go into a new table or into an existing table.  Click NEXT.
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7.
Click on any fields you do not wish to import and click the DO NOT IMPORT FIELD (SKIP) check box.  Click NEXT.
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8.
Make the appropriate selection regarding a primary key.  Let Access create one, choose from existing fields yourself, or do not assign a key at this time.  Click NEXT.
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9.
If necessary, type an appropriate name for your new table, and click FINISH.
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10.
Access will display a dialog box indicating that it has completed the import process.  Click OK.
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11.  Because Excel stores numbers as ‘Double’, you may want to change the number fields, including the ID fields, to ‘Integer’ so your properties are consistent throughout the database.  
· Copying Data into an Existing Table

OVERVIEW

If you have two separate tables that have the same fields and field types, and you would like to combine the data, you may bring the records from one table into the other.

STEPS

1. Open the table containing the data to be imported.

2. Click and drag your mouse pointer over the record selectors (gray boxes to the left of a record) of the records you wish to copy.  Please note:  The records must be next to one another - you may need to sort specifically for this purpose.
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3. Click the COPY [image: image17.png]


 button on the toolbar, and close the table.

4. Open the table into which you would like to put the records.

5. Select the first empty record of the table by clicking its row selector [image: image18.bmp] .

6. Click the PASTE button [image: image19.png]


 in the toolbar.

7. Click YES.

· Lesson Example 

You have created an Excel spreadsheet to store student information.  You realize now that this data should be stored in an Access table.

STEPS

1.
Click FILE, GET EXTERNAL DATA, IMPORT.

2.
Change the file format in the FILES OF TYPE area to Microsoft Excel (.xls).

3.
Select the Student file, then click IMPORT.  

4.
Be sure the Students worksheet is selected.  Click NEXT.

5.
Select FIRST ROW CONTAINS COLUMN HEADINGS.  Click NEXT.  

6.
Choose to have the data go IN A NEW TABLE.  Click NEXT twice.

8. Choose MY OWN PRIMARY KEY and select the StudentID.  Click NEXT.

9. Name your new table Students.  Click FINISH.

10. Click OK.

11. Open the Students table and note how many records were imported.  



12. Go to Design View of the table and change the properties of the StudentID field from DOUBLE to LONG INTEGER.

13. Save the table and click YES on the window.  Close the table.
EXERCISE:

1)
Copy the Classes table.  Paste the STRUCTURE AND DATA into a new table named Classes Next Year.
2)
Copy the records from the Classes Next Year table into the Classes This Year table.

3)
Import the data from the Students worksheet of the People.xls file into the Students table.

4)
On Your Own:  Copy the student data from the Attendees table of the Test database into the Students table of your Course Schedule database.

5)
How many records are now in the Students table?  



LESSON 2:  FORM DESIGN VIEW

OBJECTIVES: 
Modify form design.


Correct tab order.

· Creating Forms

OVERVIEW

The Form Wizard allows you to quickly create a data entry form for a table.

STEPS

1. From the Forms window, double-click CREATE FORM BY USING WIZARD.

2. Select the table for which the data entry form will be created from the  Tables/Queries drop-down list.
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3. Send the fields you wish to appear in the form to the Selected Fields box by clicking the name of the field in the Available Fields box, then clicking the [image: image21.bmp] button.  Or, double-click each field name to be sent.  If you wish to select all fields, click the [image: image22.bmp] button.  Click NEXT.

4. Select a layout for your form, and click NEXT.
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5. Select a style for your form, and click NEXT.
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6. Name your form, and click FINISH.
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· Lesson Example 

You wish to create a data entry form for your Classes table.

STEPS


1.
Click FORMS on the Object bar, double-click CREATE FORM BY USING WIZARD.


2.
Select the Classes table from the TABLES/QUERIES drop-down list.

3.
Click the button to select all fields.  Click NEXT.


4.
Select the COLUMNAR layout for your form.  Click NEXT.


5.
Select any style for your form.  Click NEXT.


6.
Name your form Classes.  Click FINISH.


7.
Close the form.

EXERCISE:

1)

Create a Columnar data entry form for the Students table including all fields by using the Wizard.

2)

Name the form Students and close the form.

3)

On Your Own:  Using the Wizard, create a justified form for the Classes This Year table including all fields.

4)

Name the form Classes This Year and close the form.

· Design View

OVERVIEW

Just as Design View of a Table or Query allows you to customize the object, Design View of a Form provides you with an opportunity to fine-tune your data entry device.  You will generally notice three parts to Form Design View:

· Form Header - appears at the top of each form.

· Detail - this is the area where the majority of your objects are placed where the data fields from the Table will appear.

· Form Footer - appears at the bottom of the form.

Each of these areas may be selected by clicking the gray bar indicating the section.  To select the entire form, click the FORM SELECTOR button in the upper left corner of the report.  The Object box in your toolbar will indicate that the report is selected.  You may expand or contract these areas to accommodate existing or additional fields, labels, and other controls.
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STEPS

1. Click the DESIGN VIEW button [image: image27.png]


 in your toolbar.

2. To enlarge the form area, move the mouse pointer to the right or bottom edge of the DETAIL section until you see a mouse pointer that is a line with a double-sided arrow  [image: image28.bmp] through it.  Click and drag to the right or down.
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3. To enlarge the header or footer area, move the mouse to the bottom border of the header or footer line until you see a horizontal line with a double-sided arrow through it.  Click and drag down.

4. Click SAVE.

Changing the AutoFormat

OVERVIEW

Access contains several pre-designed formats that combine background color and pattern, as well as font color, size and style.  When using AutoForm, the last AutoFormat chosen will apply to the new form.  This may be easily changed.

STEPS

1.
In Design View of the form, be certain the entire form is selected by clicking the FORM SELECTOR in the upper left corner.
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2.
Click FORMAT on the Menu bar, then AUTOFORMAT.  Or, click the AUTOFORMAT button [image: image31.bmp] on the Toolbar.

3.
Select the new background that you want.  Click OK.
Changing Fonts

OVERVIEW

AutoFormat determines font sizes, colors and styles.  However, these may be changed for individual controls as needed.

STEPS

1. In Design view of the form, select the control(s) you wish to modify.

2. To change the font type, select a new font from the drop-down list [image: image32.png]Times New Roman +




 in the toolbar.

3. To change the font size, select a different number from the size drop-down [image: image33.png]


 in the toolbar.

4. To change the style, click the BOLD [image: image34.bmp], ITALIC [image: image35.bmp], and/or UNDERLINE [image: image36.bmp]buttons. 

5. To change text alignment, click the appropriate alignment [image: image37.png]


 button in the toolbar.

· Adding Color

STEPS

1.
From Design view of the form, click the control(s) you want to change.

2.
To color the background fill of an object, click the FILL button [image: image38.png]


 on the toolbar, or use the drop-down arrow to choose another color.

3. To change text color, click the TEXT button [image: image39.png]


 on the toolbar, or use the drop-down arrow to choose another color. 

4. To change a line color, click the LINE button [image: image40.png]


 on the toolbar, or use the drop-down arrow to choose another color.

5. Save your changes and click the FORM VIEW button [image: image41.png]


 on the toolbar to see the form.

· Lesson Example 

You would like to make some formatting changes to your Classes form.

STEPS


1.
Open the Classes form in Design View.


2.
Click the AUTOFORMAT button and select SANDSTONE and click OK.

3.
Select all of your label boxes by either clicking on each while holding down the SHIFT key or by clicking and dragging to create a rectangle that touches all fields.


4.
Change the font to TAHOMA, 12 POINT, ITALICS.


5.
In the FORMAT Menu, point to SIZE and select TO FIT.

6. Change the background color of the text boxes to yellow.
7. Save your changes and go to FORM VIEW to see the finished product.
8. Close the form.

EXERCISE:

1)
Open the Students form in Design View and change the AUTOFORMAT to Standard.

2) 
Change the font, color and background color of all of your fields' text boxes as you wish.

3)
On Your Own:  Change the AUTOFORMAT to one of your choosing.  What happens to your previous formatting choices?

4)
Save the form, look at it in FORM VIEW and close the form.
 Arranging Form Controls

OVERVIEW


You may customize a form so that it is easier to enter information or change the order in which Access presents the information.
STEPS

1.
To move a text box and its label, click and drag the control using the open hand mouse pointer [image: image42.bmp]. 
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2.
To move a text box or its label, click the control once.  Move your mouse pointer to the upper left corner of the item you wish to move. When you see a pointing hand [image: image44.bmp], click and drag the control to the desired location.
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3.
To select several controls, hold down your SHIFT key and click on each control.  Or, if your controls are near each other on the form, with the white, click and drag a rectangle around the group of controls you want.  All controls touched or surrounded by the rectangle will be selected.
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4.
To resize a text box or its label, click the control once.  Move your mouse pointer to any of the resizing handles (small black squares) around the border of the control until you see a two-sided arrow [image: image47.bmp].  Click and drag to expand or contract its size.  

5.
Click FORMAT in the Menu Bar, then point to ALIGN and click the appropriate alignment option.

· Changing the Order of Data Entry

OVERVIEW

Once you have determined the appropriate locations for your controls, you may find that the order in which you Tab from one item to the next makes no sense.

STEPS

1.
Be sure you are in Design View of the form.

2.
Click VIEW on the Menu Bar.

3.
Click TAB ORDER.  

4.
Be sure the DETAIL radio button is selected. 
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5.
To change the tab order, click the gray box in front of the field to move, then click and drag it to a new place in the list.  Click OK. 

6.
To quickly set a "logical" field order, i.e. from left to right/top to bottom of the form, click the AUTO ORDER button [image: image49.png]


.  

· Lesson Example 

You wish to rearrange the controls on your Classes form.

STEPS


1.
Open the Classes form in Design View.


2.
Move the Lab Fee field before the Material Cost field.


3.
Save your changes and go to Form View.


4.
Click the NEW RECORD button, and add the following information to the form.  Pay attention to the order of entry.


Title

Introduction to Access

Date

12/12/01

InstructorID 

1

Location

Bangor

Max Capacity

12

Material Cost

$12.00


Lab Fee

$2.00




5.
Return to Design View.  Click VIEW on the menu and select TAB ORDER.


6.
Click the AUTO ORDER button and click OK.


7.
Save your changes and return to Form View.


8.
Go to a new record and enter another class, making up all of the information.


9.
Close the form.

EXERCISE:

1) 
In Design View of the Students form, move the Department and Classification fields after Zip field, rearranging surrounding fields.
2)
View the TAB ORDER and click and drag the fields to rearrange them.
3)
Make the State and Zip fields’ text boxes smaller.

4)
Save your changes and go to Form View.

5)
Using the form, enter yourself as a new student with a StudentID of 35.

6)
Close the form.

7)
On Your Own:  Open the Classes This Year table in Design View and rearrange the fields to your liking.

8)
Change the tab order to accommodate these changes.

9)
Save your changes and go to Form View.

10)
Tab through the fields to check tab order.

11)
Close the form.

LESSON 3:  DATABASE RELATIONSHIPS

OBJECTIVES: 
Understand the different types of relationships.


Create relationships.

Relationships allow multiple tables to share information without repeating the data in each table.  This makes maintaining and updating the database easy because you only have to change data in one table to see that it is reflected in other areas of your database.

STEPS

1. Identify where data should be shared between two tables; for example the Instructor should be shared between the Instructor table and the Classes table, rather than storing the data in both places.

2. Ensure that the primary/foreign key is the only field that gets repeated in both tables.  For example, InstructorID is the primary key in the Instructor table, so we would see InstructorID in the Classes table as the foreign key.
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· Decide on a Relationship Type

OVERVIEW

There are three types of relationships that exist in relational databases:  One-to-one, one-to-many, and many-to-many.  

· One-To-One

OVERVIEW

A one-to-one relationship means that only one record in the first table can match only one record in the second.  This type of relationship is rare, because these records should actually appear together in one table.  It usually exists when the table's information must be split into separate tables for data entry or security reasons.
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Explanation: A record in the HRConfidential Table has only one matching record in the HR Table.

· One-to-Many

OVERVIEW

A one-to-many relationship is the most common type of relationship. In a one-to-many relationship, a record in the first table can have many matching records in the second, but a record in the second table has only one matching record in the first.
In a one-to-many relationship, the primary key of one table is linked to the foreign key of another table.  The foreign key is always the primary key of the other table.
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Explanation: A single record in Instructor Table has many records in the Classes Table.

InstructorID#3 can teach many classes, however ClassID#8 is being taught only by InstructorID#3.

· Many-to-Many

OVERVIEW

In a many-to-many relationship, a record in the first table can have many matching records in the second, and a record in the second table can have many matching records in the first. This type of relationship is only possible by defining a third table (called a join table) comprised of at least two fields — the primary keys from both tables. A many-to-many relationship is really two one-to-many relationships with a third table.
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Explanation: A record in Classes Table has many records in the Students Table, and a record in the Students Table has many records in the Classes Table.

Many students can take ClassID#8 and Student ID#7 can take many classes.

Determine Table Relationships

OVERVIEW

Deciding on the type of relationship to use is relatively simple.  All you need to do is ask the following questions. 

STEPS 

1. Can 1 from Table A have 5 of Table B?

2. Can 1 from Table B have 5 of Table A?

3. If the answer is Yes/No, then use a One-to-Many relationship type.

4. If the answer is Yes/Yes, it is a Many-to-Many relationship type.

· Lesson Example 

You need to decide what relationship type to use.  You also want to figure out what the connecting points are.
STEPS

1.  Can 1 student take 9 classes?
_________________

2.  Can 1 class have 9 students?
_________________

3.  What type of relationship is it?
_________________
4.  Draw the connecting lines for the Relationship.


EXERCISE:

1)
Can 1 instructor teach 9 classes? ______________________

2)
Can 1class be taught by 9 instructors? __________________
3)
What type of relationship is it? _________________________

4)  On Your Own: Draw the connecting lines for the Relationship.
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· Checking Properties and Creating the Join Table

In order for the Access tables to communicate, you need to ensure that certain conditions are met.  The primary key of one table and the foreign key of the second table need to have the same data type and field size.  If the two tables to be joined form a many-to-many relationship, you must also create a join table.
STEPS
1. Open the first table in design view.
2. Check the DATA-TYPE and the FIELD SIZE of the primary key.
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3. Close the table.

4. Repeat steps 1-3 for the second table.

5. For a One-to-Many relationship, if the DATA TYPE or the FIELD SIZE are different, change the foreign key field to match the primary key field.  
6. To create a Join Table for a Many-to-Many relationship, repeat steps 1-5.

7. Create a new table in design view [image: image57.png]


.

8. The first field will be JoinID with the DATA TYPE of AUTONUMBER.

9. Make this field the Primary Key by clicking on the PRIMARY KEY button [image: image58.png]


. 
10. The second field will be the Primary Key of the first table.  This should have the same DATA TYPE and FIELD SIZE as the Primary Key.
11. If the Primary Key is an AUTONUMBER in the first table, then it will be a NUMBER DATA TYPE in the Join Table.

12. The third field will be the Primary Key in the second table.  This should have the same DATA TYPE and FIELD SIZE as the Primary Key.

13. If the Primary Key is an AUTONUMBER in the second table, then it will be a NUMBER DATA TYPE in the Join Table.
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14. Save and close the Join Table.
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· Lesson Example 

Several students will attend each of your classes.  Therefore, the relationship between Students and Classes will be a "many-to-many" type.  This means that a "join" table must be established to link the two tables together.

STEPS

1. View the Students Table in Design View.

2. What is the DATA TYPE of StudentID? _____________________

3. What is the FIELD SIZE for StudentID? ____________________

4. Close the Students Table and view the Classes Table in Design View.

5. What is the DATA TYPE of ClassID? _______________________

6. What is the FIELD SIZE for ClassID? ______________________

EXERCISE:

1)
Create a new table in Design View with the following fields:




Field Name

Data Type



JoinID


AutoNumber




ClassID

Number




StudentID

Number

2)
Choose JoinID as your primary key field and save the table as JoinStudentsClasses.

3)
Close the table.

4)
In the Instructors table, what are the DATA TYPE and FIELD SIZE for the InstructorID?
_____________________________________________________

5)
On your own: In the Classes table, what are the DATA TYPE and FIELD SIZE for the ClassesID?
_____________________________________________________

· The Relationships Window

OVERVIEW

The best method for creating relationships is to use the Relationships window.  This is an area of Access where you may view all relationships and define their properties.

STEPS

1. From the Database window, click the RELATIONSHIPS button [image: image61.png]


.  

2. To include tables, click on a table, and click the ADD button [image: image62.png]


.  Repeat for all tables.
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3. Click the CLOSE button [image: image64.png]


 to hide the table list.

4. To expand each table's field list to show all fields, click and drag an edge of the box with the double-sided arrow mouse pointer.  
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5. To rearrange tables in the window, click and drag the blue title bar of the field list.
6. To show additional tables, click the SHOW TABLE button [image: image66.bmp].

7. To join two tables, find the common field in each, and click and drag that field from one field list until it sits atop the same field in the other table's list, then "drop" the field name there.
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8. Click the check box to ENFORCE REFERENTIAL INTEGRITY.  This ensures that relationships are valid.  When you enforce referential integrity, you may then choose to have Access CASCADE UPDATE RELATED FIELDS or CASCADE DELETE RELATED FIELDS.  This means that any changes or deletions made to either table's common fields will be made in the related table as well.
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9. Click the JOIN TYPE button if you want to change the querying properties of joined tables.  If you keep the default, when you create queries with these related tables, Access will only display records that have matches on both sides.  You may change this so all of the records from one table will show, while only matching records from the other will show.  Click OK.
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10. Click CREATE [image: image70.png]


 to establish the relationship.
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11. Click the SAVE button [image: image72.png]


.

12. To remove a relationship, click the join line between the tables (it will become a thick black line), and press DELETE on your keyboard.  DO NOT click the DELETE button in the toolbar!  It will remove all tables and relationships from the window.

13. Confirm the deletion by clicking OK.

14. Close the RELATIONSHIPS window.

· Lesson Example 

Now that you have ensured that all of the Data Types and Field Sizes match, you are ready to create the Relationships.
STEPS

1. Click the RELATIONSHIPS button.

2. Add the Class table, the JoinClassesStudents table, the Students table, and the INSTRUCTORS table.
3. Close the SHOW TABLE window.

4. Click the ClassID field name in the Classes table and drag it to ClassID in the JoinStudentsClasses table.
5. Click the ENFORCE REFERENTIAL INTEGRITY and CASCADE UPDATE RELATED FIELDS check boxes.
6. Click the CREATE button.

EXERCISE:

1)
Create a relationship between StudentID from the Students Table and StudentID in the JoinStudentsClasses table.

2)
Click the ENFORCE REFERENTIAL INTEGRITY, and check the CASCADE UPDATE RELATED FIELDS check box.
3)
On Your Own:  Create a relationship between InstructorID from the Instructors table and InstructorID from the Classes table. 

4)
Save the changes to the Relationships window.

5)
Close the window.

LESSON 4:  SUBFORMS

OBJECTIVE: 
Create subforms.

· Creating Subforms Using the Wizard

OVERVIEW

A subform is a form within a form.  A subform appears when fields from more than one table are used to develop the form.  The two tables must be related in some way.  The Form Wizard automatically generates forms with subforms where applicable.

STEPS

1. Click the FORMS object in the Database Window.

2. From the Forms window, double-click CREATE FORM BY USING WIZARD.

3. Choose the first table from which you need fields.

4. Select the fields you want from this table.
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5. Continue until all desired tables and fields are included.  Click NEXT.

6. Select how you would like the form displayed by clicking the table to view by, and keep FORM WITH SUBFORM(S) selected.  Click NEXT.
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7. Select the layout for the subform.  Click NEXT.
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8. Choose a style for the form.  Click NEXT.
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9. Type names for both the form and subform.  They are saved as two separate objects in the Forms window.  Click FINISH.
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Lesson Example 

You would like to be able to register students for particular classes using a form.  You would also like to be able to look at a class and see its student roster.

STEPS


1.
Click FORMS on the Objects bar.  Double-click CREATE FORM BY USING WIZARD.


2.
Select the Classes table from the TABLES/QUERIES drop-down list and select all fields.


3.
Select the JoinStudentsClasses table from the drop-down list and add StudentID.


4.
Select the Students table from the drop-down list and select First Name, Last Name, Telephone, and e-mail.  Click NEXT.


5.
Be sure you are viewing your data by Classes and that you are creating a form with a subform.  Click NEXT.


6.
Use the Datasheet layout.  Click NEXT.


7.
Choose any design you like.  Click NEXT.


8.
Type Registration for the form name and type Students Subform as the subform name.  Click FINISH.


9.
Find the Multitasking class in Portland, and register StudentIDs 10, 14 and 33.


10.
Register any two students in the class of your choice.


11.
Close the form.

EXERCISE:

1) 
Create a Student Transcript using the Form Wizard.  Include all Students table fields, the ClassID field from the JoinStudentsClasses table, and Title, Date, and Location from the Classes table.

2)
Keeping all other defaults, name the form Student Transcript and the subform Classes Subform.

3)
Scroll through the form's records to see what classes the students are taking
4)
Close the form.

5) 
On Your Own:  Create an Instructor schedule that shows all Instructors table fields, then the Title, Date and Location fields from the Classes table.

6)
Keep all defaults, and name the form Instructor Schedule, and the subform Class subform.

7)
Close the form.

LESSON 5:  CUSTOM REPORTS 

OBJECTIVE: 
Modify reports.


Create label reports.


Edit reports in Microsoft Word.


Use Access data in Word Mail Merges.

· The Report Wizard

OVERVIEW

Reports in Access are the printable objects created from the data in tables or queries.  These reports are easy to create, and update themselves automatically when the data changes.  If you utilize more than one table to generate a report, it will work in much the same way as a form with a subform.  The primary table information will appear first followed by the corresponding information from the related table.

Once the report is created, you are able to modify the report in exactly the same manner as you modify a form - in Design View.  

STEPS

1. Click the REPORTS button in the Objects bar.

2. Double-click CREATE A REPORT BY USING THE WIZARD.
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3. Choose the first table from which you need fields.

4. Send the desired fields into the SELECTED FIELDS box using the [image: image79.png]


 or [image: image80.png]


 buttons.

5. Select the next table needed.

6. Select the fields you want from this table.  Click NEXT.
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7. Choose how you want to view your data.  This screen only appears if you have more than one table selected.
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8. Select the field(s) by which you would like to group the report.  Click NEXT.
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9. Select the field(s) by which to sort your report by clicking the drop-down arrow in the text box and clicking a field name.  Click NEXT.
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10. Choose the layout and orientation of your report.  Click NEXT.
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11. Choose a style for the report.  Click NEXT.
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12. Type a name for your report, and click FINISH.

[image: image87.png]Report Wizard

What title do you want for your report?

fnstructors Schedues

That's al the information the wizard needs ta create yaur
report,

D0 you want to preview the report or modify the report’s
design?

(@ Preview the report.
O Hadiy the report’s design

[]Disply Hel on werking with the report?

o J[ee Fren





13. To make changes to the report, click the DESIGN VIEW button [image: image88.bmp].

14. Make the appropriate changes using the same techniques as described in Form Design View in Lesson II.

15. Save your changes, and click the PRINT PREVIEW button [image: image89.bmp].

· Lesson Example 

You would like to create a simple report listing some basic student information.

STEPS

1.
Click REPORTS on the Objects bar.  Double-click CREATE REPORT BY USING WIZARD.

2.
Select the Instructors table from the TABLES/QUERIES drop-down list.

3. Select the following fields:  FirstName, LastName. 

4. Select the Classes table and choose the following fields:  Title, Date, Location.  Click NEXT.
5. View your data by Instructors.  Click NEXT.

6. Do not add any additional grouping and click NEXT.
7. Sort your records by Date by choosing it from the drop-down list.  Click NEXT.
8. Select the layout of your choice.  Click NEXT.
9. Choose any style.  Click NEXT.
10. Title the report Instructor Schedule.  Click FINISH.
11. View and close the report.

EXERCISE:

1)
Create a new report using the wizard with the following:



Students table

FirstName







LastName



Classes table

Title







Date







Location

2)
View your data by Student, do not group further, sort by Title, select the Align Left1 layout with portrait orientation.  Choose any style, and name the report Student Schedule.  Close the report.
3)
On Your Own:  Create an Instructor Roster.
4)  
Choose the following:


Instructors Table:

FirstName







LastName



Classes Table

Title







Date







Location



Students Table

FirstName







LastName

5)
Choose any settings and choose an Align Left 1 layout.

6)
Name the report Instructor Roster.  View and close the report.

· Publishing Access Reports in Word
OVERVIEW

If you are more comfortable using a word processor to customize reports, Microsoft Access allows you to "send" reports into Word.  One of the benefits of this method is that you are able to edit the report just as you would any Word document.  In an Access Report, it may not be as simple to modify the finished product.  

STEPS

1. Create the report you desire using the REPORT WIZARD or AUTOREPORT.

2. Save and close the report.

3. Select the report in the database window.

4. Click the OFFICE LINKS button [image: image90.png]"=



.

5. The report will be saved in Rich Text Format (.rtf) and will open in Microsoft Word.  If it opens in another program, simply close the program, then open the file from within Microsoft Word.

6. Edit and print the report as needed, being sure to save any changes.

· Merging Access Data in Word
OVERVIEW

You may use data stored in Access to complete form letters or other merge documents in Microsoft Word.

STEPS

1. In the TABLES window, click once on the name of the table that contains the data you want to merge.

2. Click the OFFICE LINKS button [image: image91.png].|



 in the toolbar.

3. To merge to an existing document, select LINK YOUR DATA TO AN EXISTING MICROSOFT WORD DOCUMENT.

4. Browse to the document and click OPEN.  Proceed to step  .
5. To merge to a brand new document, select CREATE A NEW DOCUMENT AND THEN LINK THE DATA TO IT.
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6. Microsoft Word will open a blank document.  You may need to click on the Word rectangle in the Taskbar to make the document active.

7. In Microsoft word, you will see the mail merge toolbar (for more information on Mail Merges, refer to the Mail Merge Courseware.).
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8. Type the document, clicking the INSERT MERGE FIELD button [image: image95.png]


 where you want to insert items from the database.

9. To insert a complete address block, click the INSERT ADDRESS BLOCK button [image: image96.bmp].
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10. Choose the format for the recipient name.

11. Click the MATCH FIELDS… button [image: image98.png]tch Fields.




 if you need to match your fields.
[image: image99.png]Match Fields

Mall Merge has special features for easly warking with addresses, Use the drop-dov st
o selct the proper database Fild for each address field component,

Requred information a
Lot e 1
s e st oo~
Couresy Tl ]
Conpany i
Address 1
ay
e
PostalCode D 5
Spouse First Name

Optionalinformation
Middle Name

e

Use the drop-don lsts to chooss the feld from your databass that corresponds to the.
ddress nformation Mal Mergs expects (sted on the eft.)





12. Click the drop-down menu to select the correct fields.  Click OK.

13. To insert a greeting line, click the insert greeting line button [image: image100.bmp].
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14. Choose the format for the greeting line.  Click OK.
15. Save the document if you plan to use it again.

16. Click the MERGE TO NEW DOCUMENT button [image: image102.bmp] or the MERGE TO PRINTER button [image: image103.png]


 on the MERGE toolbar.

17. Print the results, and close the new document without saving.  You would use the document with the field name placeholders and merge again in case new data exists in the database the next time.

· Lesson Example 
You would rather modify the Students report in Microsoft Word.

STEPS


1.
Open the Student Schedule report.

2. Click the PUBLISH IT WITH MICROSOFT WORD OFFICE LINKS button on the Standard toolbar.
3. View the report in Microsoft Word.
4. Close the Word window.

5. Close the Report window.

6. Click TABLES on the Objects Bar.

7. Click one time on Students to select the table.
8. Click on the MERGE IT WITH MICROSOFT OFFICE WORD button.

9. Select CREATE A NEW DOCUMENT AND THEN LINK THE DATA TO IT and click OK.

10. In Microsoft Word, click INSERT, DATE AND TIME.

11. Select the third date option and click OK.  Click the UPDATE AUTOMATICALLY checkbox.
12. Press ENTER three times.

13. Click the INSERT Address block button on the Mail Merge toolbar.

14. Select the second address choice.

15. Click the MATCH FIELDS … button.

16. For the COURTESY TITLE field, click the down-arrow and choose Classification.

17. For the COMPANY field, click the down-arrow and choose Department.

18. Click OK twice.
EXERCISE:

1)
Press enter on your keyboard twice and then click the INSERT GREETING LINE button.
2)
Choose Dear Joshua Randall Jr and click OK.

3)
Press ENTER two times.

4)
Type the following letter below the Greeting Line:


Thank you for taking a class with us.  We hope what you learned is helpful in your job.  Please let us know what other classes you would like us to offer in the future.



Sincerely,



Your Name

5)
Click the VIEW MERGED DATA button and make sure that letter layout is correct.

6)
Click the MERGE TO NEW DOCUMENT button and click OK.
7)
Close Microsoft Word without saving the documents. 

8)
On Your Own:  Send the Instructor Schedule report to Word, and make the following modifications:



Edit the title of the report as desired



Remove the FirstName and LastName labels from each instructor



Enlarge the font of the data



Change the tab stops to spread out the information (don't forget to select text first)

9)
Save your changes, and close Word.

10)
Close the Instructor Schedules report.

LESSON 6:  COMPACTING AND REPAIRING YOUR DATABASE
OBJECTIVES:
Reduce the size of your database.


Correct errors in your database.

OVERVIEW

Compact and Repair is a feature that makes your database as small as possible, ensures that it runs as efficiently as possible, and fixes any potential problems at the same time.  You should compact your Access databases on a regular basis to ensure the best results.  

· Compact an Open Database

OVERVIEW

You may prefer to use these steps if you are performing mostly data entry, or rarely modify the design of your database objects.  If you are compacting a shared (multi-user) database that is located on a server or shared folder, make sure that no one else has it open.

STEPS

1. On the TOOLS menu, point to DATABASE UTILITIES, and then click COMPACT AND REPAIR DATABASE.  Access will perform the feature without further input.

Compact Automatically

OVERVIEW 

Access can automatically compact a database every time you close it.  You may prefer to use these steps if you are manipulating database objects frequently.

STEPS

1. Open the database that you want to compact automatically.

2. On the TOOLS menu, click OPTIONS.

3. Click the GENERAL tab.

4. Select the COMPACT ON CLOSE check box.  Click OK.

· Lesson Example 
You would like to run the Compact and Repair utility, and see if it has any impact on the size of your database.

STEPS


1.
Close all open database objects.


2.
In the FILE Menu, click DATABASE PROPERTIES.


3.
Click the GENERAL tab and make note of the size of the file.

4.
Click OK.


5.
Click TOOLS, DATABASE UTILITIES, COMPACT AND REPAIR DATABASE.


6.
Click OPEN. 


7.
Return to FILE, DATABASE PROPERTIES to check the file size.


8.
What is the size of your database now?  






9.
Click OK.



EXERCISE:

1)
Click TOOLS on the menu.

2)
Select OPTIONS and click the GENERAL tab.

3)
Click the COMPACT ON CLOSE checkbox and click OK.

4)  
On Your Own:  Open the database, and remove the Compact on Close setting.

LESSON 7:  GIVE IT A TRY!

OBJECTIVE: 
Practice the lessons learned in class.
EXERCISE:

Refer to Lesson 1 for assistance

1)  
Make a copy of the Classes table - structure only - named More Classes.

2)
Copy the first ten records from the Classes table into More Classes.

Refer to Lesson 2 for assistance

3)
Use the wizard to create a form for More Classes.  Include all fields, and choose the columnar format.  All other choices are yours to make.

4)
In Design View of the form, choose a different AutoFormat for the form.

5)
Move the Date field above the Title field.

6)
Change the tab order to reflect the change in field placement.

7)
Save your changes and go to Form View.

8)
Check the tab order by tabbing through the form.

9)
Close the form. 

Refer to Lesson 3 for assistance
10)
Open the Relationships window and add the More Classes table.

11)
Establish relationships between More Classes and Instructors.

12)
Save your changes, and close the Relationships window.

13)
Create a form with a subform between Instructors and More Classes.  Use the following fields:



Instructors

FirstName






LastName 



More Classes:
ClassID






Title






Date






Location

14)
Make any choices you like throughout the wizard.

15)
View the Instructors and the classes they are teaching.
Refer to Lesson 4 for assistance

16)
Using the Report Wizard, create a report including the following fields from the More Classes and Instructors tables:



More Classes
Title






Date






Location



Instructors

FirstName






LastName


Make any choices you like throughout the wizard.

17)
Publish the report to Word.

18)
Make further changes in the Word version of the report.

19)
Close Word.

20)
Close the report.

Refer to Lesson 5 for assistance

21)
Compact your database.

LESSON 8:  DELETING OBJECTS
OBJECTIVE: 
Maintain organized database files.

· Deleting Objects
OVERVIEW

You may delete a Database Object (Table, Query, Form, Report, Macro or Module) through Access.

STEPS

1.
Close all open database objects.

2.
Click the name of the object you want to delete.

3.
Press DELETE on your keyboard.

4.
Click YES to confirm the deletion.

· Deleting Databases
OVERVIEW


You may delete files through Windows Explorer or you may delete from within Access. 

STEPS

1.
Close any open files.  Click FILE on the Menu Bar, then OPEN.  Or, click on the OPEN [image: image104.bmp] button.

2.
Click on the database to delete, press the DELETE KEY on the keyboard, and then click YES.  

Lesson Example 
You decide to delete some items.1
STEPS


1.
Be sure all database objects are closed.


2.
In the FORMS window, click once on the Classes form, and press DELETE on your keyboard.  


3.
Click YES to confirm the deletion.

EXERCISE:

1)
Delete the Classes This Year table.

2)  
On Your Own:  Delete the Instructor Roster report.

3)
Delete the Course Schedule database entirely.
NICE TO KNOW

· Mouse Pointers
	[image: image105.png]



	Text Selector - appears while among text; click to place insertion point or click and drag to select a section of text

	[image: image106.png]



	Field Selector - appears on the left side of a field in Datasheet View; click to select the contents of the field

	[image: image107.png]



	Column Selector - appears when pointing at field names in Datasheet View; click to select an entire row

	[image: image108.png]



	Row Selector - appears in the gray box to left of a record in Datasheet View; click to select the entire record

	[image: image109.png]



	Column Resize - appears between field names in Datasheet view or on a vertical border in Design View of a Form or Report; click and drag to increase or decrease width

	[image: image110.png]



	Row Resize - appears on a horizontal border in Design View of a Form or Report; click and drag to increase or decrease height
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	Normal Select - allows you to click to choose an object; also allows you to click and drag a rectangle to select a group of objects
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	Move - in Design View of a Form or Report, this pointer appears when you point at the middle a selected control; click and drag to move the control

	[image: image113.png]



	Move Separately - appears when pointing at the upper left corner of a selected control; allows you to click and drag a label separately from a text box and vice versa
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	Horizontal Resize - appears when you point at a resizing handle (small black square) on the edge of a control; click and drag away from the object to enlarge, toward the object to make smaller
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	Diagonal Resize - see above
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	Vertical Resize - see above
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	Add Label - appears when the Label tool is selected in the Toolbox; click to insert a standard label, or click and drag to draw a specific size
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	Add Text Box - when the Text tool is selected in the Toolbox, this mouse pointer will appear; click to insert a standard text box and label, or click and drag to draw the size you desire


· Toolbar Buttons
	[image: image119.bmp]
	The View buttons change the perspective of the active object.  This button allows you to go to Design View of any object.

	[image: image120.bmp]
	This View button sends you to Datasheet View of a Table or Report.
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	This View button sends you to Form View.

	[image: image122.bmp] 
	This View button sends you to Print Preview of a Report.

	[image: image123.bmp]
	Save will save your most recent changes.  

	[image: image124.bmp]
	Print prints the active object.  Be careful if your object contains many records!

	[image: image125.bmp]
	Print Preview shows you what your active object will look like on paper.

	[image: image126.bmp]
	Spellcheck will check for spelling errors.

	[image: image127.bmp]
	Cut removes text or an object and places it on the Clipboard, so it may be placed elsewhere.

	[image: image128.bmp]
	Copy places a copy of the selected text or object on the Clipboard, so it may be copied to another location.

	[image: image129.bmp]
	Paste takes the item from the Clipboard and places it at the location of your insertion point or selection.

	[image: image130.bmp]
	Format Painter allows you to copy the formatting of selected text to other text in your database.

	[image: image131.bmp]
	Undo will undo the last action taken.  

	[image: image132.bmp]
	Properties allows you to look at the specific attributes of an object in your database.
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	Relationships opens the Relationships Window, in which you are able to view the formal relationships that have been drawn between tables.
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	AutoForm allows you to create an instant form from a selected table.  The drop down arrow to the right lets you choose a different “AutoObject” to create.
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	The Office Assistant provides you with interactive help regarding Access.
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	Delete will remove the selected object from your database.

	[image: image137.bmp]
	Sort Ascending puts your records in alphabetical, chronological, or numeric order based on the active field.

	[image: image138.bmp]
	Sort Descending sorts records backwards.

	[image: image139.bmp]
	AutoFilter removes any record not including the selected entry.

	[image: image140.bmp]
	Filter by Form allows you to filter records by more than one entry.

	[image: image141.bmp]
	The Filter button becomes activated when AutoFilter is used.  Pushing this button will remove the current filter.  When Filter by Form is used, this button will turn on the filter once criteria are established, then turn it off when you wish to see all records.

	[image: image142.bmp]
	Find lets you search for an entry.

	[image: image143.bmp]
	New Record sends you to a blank record for data entry.  Some databases require a different button to be used.

	[image: image144.bmp]
	Delete Record will remove the active record.

	[image: image145.bmp]
	Database Window will place the Database Window in front of any other open windows.  You may also use the F11 key.

	[image: image146.bmp]
	The Primary Key button will establish the active field as the unique identifier of the records in a table.


Keyboard Shortcuts
	Keystroke Combination
	Effect

	F1
	Opens Access Help

	F6
	Moves from Design Grid of Table to Properties section

	F9
	Updates the active object

	F11
	Brings the Database Window to the front

	Tab
	Moves you ahead one field

	Shift + Tab
	Moves you backward one field

	Enter
	Moves you ahead one field

	Spacebar
	Toggles a checkmark on and off in a Yes/No field

	Ctrl + Alt + down arrow
	Opens a drop-down list

	Ctrl + Tab
	Moves you out of a subform to the next form field

	Ctrl + Home
	Sends you to the beginning of the first record

	Ctrl + End
	Sends you to the end of the last record

	Ctrl + ‘
	Copies the previous record's entry into the current field

	Home
	Sends you to the beginning of the active record

	End
	Sends you to the end of the active record

	Arrow (Cursor) Keys
	Send you one field in the arrow's direction


The Toolbox

OVERVIEW

The Toolbox is a toolbar that contains all of the controls you may place on a form.  It may be hidden if you do not wish to see it, and reopened when needed.  The controls available in the Toolbox include:


STEPS

1. To hide the Toolbox, click the CLOSE button [image: image147.bmp] in its title bar.

2. To open the Toolbox, click the TOOLBOX button [image: image148.png]


 in the toolbar.

3. To move the Toolbox out of the way, click and drag its Title Bar to move it to another location.

4. To use a Toolbox control, click once on the control you wish to add.  Click in the area of the form or report where you would like the control to appear.

Did You Know?





Anything you can do in Design View of a Form can be done in Design View of a Report.





Insert Greeting Line





Helpful Hint:





Another method for resizing controls is to select the control, click  the FORMAT menu, point to SIZE, then click TO FIT.








More Controls





Line





Tab Control





Did You Know?





The keyboard shortcuts for copy and paste are CTRL + C to copy and CTRL + V to paste.





Bound Object  





Image





Title Bar





List Box





Form Selector





Field Size








Did You Know?





Word tables must be converted into Excel spreadsheets before you can convert them to Access tables.





Check Box





Toggle Button





Resizing Handle





Text Box





Insert Address Block





Control Wizards





Rectangle





Files of Type





Merge to New Document





Subform/report





Page Break





Record Selectors





Mail Merge Toolbar





Insert Merge Field





Helpful Hint:





You can stop the compacting process by pressing ESC or CTRL+ BREAK during the process.








Form Selector





Did You Know?





Compacting does not occur if you close a shared database and another user has it open.





Did You Know?





CTRL + the arrow keys moves selected controls in very tiny increments.





Did You Know?





The NEW OBJECT: AUTOFORM button � on the toolbar in the Tables window will create a form based on the selected table instantly.





Did You Know?





Deleting a database will delete all objects (tables, reports, etc.) in that database.





Helpful Hint:





If you think your information may become more complex over time, it is best to develop data tables in Access initially.








Unbound Object 





Command Button





Combo Box





Option Button





Option Group





Label





Select Objects





Record Selectors





Record Selectors





Select All





Primary Key





Foreign Key





Helpful Hint:





When naming a Join table, it helps to include the names of the two tables that are being joined, like JoinClass


Student. 











Record Navigator








View Merged Data





Data Type









