



































































































































































































































































































































































































































13 With 19 records displayed in the fltered table, right-click 2/1/2012 in the OrderDate
feld, and then click On or After 2/1/2012 to fnd the six records that meet this
criterion.

TIP To display a list of the available options for date flters, right-click any cell in the
OrderDate feld, and then point to Date Filters.

14 Close the Orders table, clicking No when prompted to save the table layout.

° CLEAN UP Keep the GardenCompany04 database open for use in later exercises.

Filtering information by using forms

When you want to flter a table based on the information in several felds, the quickest
method is to use the Filter By Form command, which is available from the Advanced Filter
Options list in the Sort & Filter group on the Home tab. If you choose this command when
a table is active, Access displays a flter form that resembles a datasheet. Each of the cells in
the form has an associated list of all the unique values in that feld in the underlying table.

In the flter form for a table, clicking the cell below a feld name displays an arrow that you can use
to display a list of that feld’s unique values.
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For each feld, you can select a value from the list or enter a value. When you have fnished
defning the flter values, click the Apply Filter button to display only the records that con-
tain the specifed values.

Using Filter By Form on a table that has only a few felds, such as the one shown in the pre-
ceding graphic, is easy. But using it on a table that has a few dozen felds can be cumber-
some, and it is often simpler to fnd information in the form version of the table. Using Filter
By Form on a form replaces the form with its Filter By Form version, which has a blank box
for each feld.

:__E-I Customers: Filter by Form b4

"E‘P Customers

CustomeriD

Name

Phone

Address

City/State /ZIP

Country

Look for 4 7

In the flter form for a form, clicking a text box displays an arrow that you can use to display a list
of that feld’s unique values.

In any feld, you can select fltering criteria from the feld’s associated list of unique values,
or you can enter the criteria you want. If you know only part of the value you are looking
for, you can use the asterisk wildcard character to represent the character or string of char-
acters you don’t know. For example, to flter out all the records with Philip, Philips, Phillip, or
Phillips in the LastName feld, you can enter Phil*. Access then converts your entry to Like
“Phil*”, which is the correct format, called the syntax, for this type of criterion.

SEE ALSO For information about wildcards, see the sidebar “Wildcards” following this topic.

If you want to enter alternative criteria to those you entered on the Look For page of
the flter form, use the Or page. Clicking the Or tab at the bottom of the form displays
another form with blank felds so that you can enter alternatives for the same felds.
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When you display the Or page, a second Or tab appears so that you can include a third

criterion for the same feld if you want.

After you have applied the flter, you can click the buttons on the record navigation bar at
the bottom of the flter form to move among the matched records in the usual way.

In this exercise, you'll Flter a form by using the Filter By Form command.

SET UP You need the GardenCompany04 database you worked with in the preceding
exercise to complete this exercise. If necessary, open the database. Then follow the steps.

1

In the Navigation pane, in the Forms group, double-click Customers to open the
Customers form in Form view.

On the Home tab, in the Sort & Filter group, click the Advanced Filter Options

button, and then in the list, click Filter By Form to replace the form with its flter

version.

Click the second text box to the right of the Name label (the box that normally
displays the customer’s last name), enter s* and then press the Enter key to replace

the entry with its correct syntax, Like “s*”.

In the Sort & Filter group, click the Apply Filter button to toggle the flter on and
display the frst record that has a LastName value starting with S.

Zg] Custo mers’

~]

L Customers

CUsTomerID' 5 AMFR)

| Nume' |Prosonm

l |S<rnachclqano

| Fhone. |(2m)555.ums '

| Address' ||7331 Fairhaven St. l

|:rry,rsmte,r2||=||5eafﬂe ||w.e. ||&a13¢ |

[ counmy|

E |

Record: H 1of6

LT S YFineled Search

The record navigation bar shows that six records match the flter criterion.
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10

Now let’s add a second criterion that flters out only the records that have a Region
value of CA.

Click the Advanced Filter Options button and then click Filter By Form to redisplay
the flter form, which still contains the current Flter criterion.

TIP No matter what method you use to enter flter criteria, the criteria are saved as

a form property and are available until they are replaced by other criteria.

Click the second box to the right of the City/State/ZIP label (the box that normally
displays the state or region), click the arrow that appears, and then in the list, click
CA.

Ej-l Customers: Filter by Form. -

| Customers
4

| CusTUmerID” l

| Nume” l |lTke"s"‘ l

| Phone' | l

| Address” l

:m«.-‘smte;-‘zlp' ' v' '
[_cown] | |
-
Look for 4 or ,._l‘

Only records matching both of the criteria will be displayed.

Click the Apply Filter button to display the frst of three records that have both a
Region value of CA and LastName values starting with S.

Next let’s enter alternative fltering criteria.
Switch back to the flter form, and at the bottom of the form page, click the Or tab.

Enter s* in the second Name box, and click WA in the list for the second City/State/
ZIP box.

Click the Apply Filter button to fnd and display records that have either a Region
value of CA and LastName values starting with S, or a Region value of WA and
LastName values starting with S.
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11 Use the record navigation bar to view the six records in the fltered Customers form.

12 Click the Remove Filter button to turn off the flter. Then close the form.

° CLEAN UP Keep the GardenCompany04 database open for use in the last exercise.

Wildcards

If you want to flter a table to display records containing certain information but you
aren’t sure of all the characters, or if you want your flter to match variations of a base
set of characters, include wildcard characters in your flter criteria. The most common
wildcards are the following:

B * The asterisk represents any number of characters. For example, fltering the

LastName feld on Co* returns records containing Colman and Conroy.

® ? The question mark represents any single alphabetic character. For example,
fltering the FirstName feld on Er?? returns records containing Eric and Erma.

= # The number sign represents any single numeric character. For example, flter-
ing the ID feld on 1## returns any ID from 100 through 199.

TIP Access supports several other wildcards. For more information, search for
wildcards in Access Help.

When searching for information in a Short Text or Long Text feld, you can also use the
Contains text flter to locate records containing words or character strings.

Locating information that matches
multiple criteria

As long as your flter criteria are fairly simple, fltering is a quick and easy way to narrow
down the amount of information displayed in a table or to locate information that matches
what you are looking for. But suppose you need to locate something more complex, such
as all the orders shipped to Midwestern states between specifc dates by either of two
shippers. When you need to search a single table for records that meet multiple criteria,

or when the criteria involve complex expressions, use the Advanced Filter/Sort command,
available from the Advanced Filter Options list.
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Choosing the Advanced Filter/Sort command displays the Query Designer, which you use
to enter fltering criteria. As you'll discover, flters with multiple criteria are actually simple
queries.

SEE ALSO For information about queries, see Chapter 7, “Create queries.”

In this exercise, you'll flter a table to display the data for customers located in two states.
Then you'll experiment with the Query Designer to better understand its fltering capabilities.

SET UP You need the GardenCompany04 database you worked with in the preceding
exercise to complete this exercise. If necessary, open the database. Then follow the steps.

1 In the Navigation pane, in the Tables group, double-click Customers to open the
Customers table in Datasheet view.

2 On the Home tab, in the Sort & Filter group, click the Advanced Filter Options but-
ton, and then in the list, click Advanced Filter/Sort to display the Query Designer
with the Customers feld list in the top pane and a design grid in the bottom pane.

EH customers 115;‘ Cuslomersﬁlter{ x
-
Customers
-
% CustomeriD
Firsthame
LastName
Address
City hd
-
4 L3
Field: = -
Sort:
Criteria:
ar
-
4 3

Clicking the Advanced Filter/Sort button displays the Query Designer.

3 In the Customers feld list, double-click LastName to copy it to the Field row of the
frst column in the design grid.

4 In the Criteria row of the LastName feld, enter s* and then press Enter. Notice that
because you have used the * wildcard, the criterion changes to Like “s*”.
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Suppose we want this query to flter the table to display the records for only those
customers with last names beginning with the letter S who live in California or
Washington. Let’s add the second criterion.

If necessary, scroll the feld list box or enlarge it by dragging its bottom border
downward. Then in the Customers feld list, double-click Region to copy it to the
Field row of the next available column in the design grid.

In the Criteria row of the Region feld, enter ca or wa, and then press Enter. Notice
that this entry changes to “ca” Or “wa”.

TIP If you want to fnd the records for customers who live in California or Oregon,

you cannot enter ca or or, because Access treats or as a reserved word. You must

enter ca or “or” in the Criteria row. Anytime you want to enter a criterion that will be 4
interpreted as an instruction rather than a string of characters, enclose the characters

in quotation marks to achieve the results you want.

Field: |LastMame
Sort:
Criteria:
ar

Region

Like “s*" “ta” Or 'wa®

4 3

You have entered two criteria involving two felds in the design grid.

In the Sort & Filter group, click the Apply Filter button to display only the records
that match the criteria.

j Cuslumers“{ﬁ CuitumersFiltEn.. X
CustomerlD - | FirstName =~ LastName ~7| Address -~ City - Region +7 PostalCode - | Countl
SAMPR Prasanna Samarawickran 17331 Fairhave Seattle WA 88136 usa
SANPA Patrick Sands 98 N. Hyde St. San Francisco CA 24140 usA
SEUO Joachim Seidler 9308 Dartridge San Francisco CA 84167 usa
SIMDA David Simpson 45 Park St. San Jose CA 85123 usA
SMIJE Jeff Smith 17 Wilken Rd. La Conner WA 88257 usA
SMISA Samantha Smith 74 5. Western [ Seattle WA 83188 USA
*
Record: M < [1of6 | » » »: | W Filtered | [Search 4 »

Six customers with last names beginning with S live in either California or Washington.

Locating information that matches multiple criteria
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14

Now let’s Flter the table to display only the records for customers with last names
beginning with the letter S or B who live in California or Washington.

Click the CustomersFilterl tab to switch to the flter page.

In the or row of the LastName feld, enter b* and then press Enter.

Field: |LastMame Region

Sort:

Criteria: | Like "s*" “a” Or ‘wa’
or: | Like "b*"

) 3

You have entered two criteria involving two felds in the design grid.

In the Sort & Filter group, click the Apply Filter button to apply the flter to the
Customers table. Then notice that the result includes records for all customers with
last names that begin with S or B, but some of the B names live in Montana and
Oregon.

Click the CustomersFilterl tab to switch to the Fflter page, and look carefully at the
design grid.

The Flter frst works with the two criteria in the Criteria row and searches for custom-
ers with names beginning with S who live in California or Washington. Then it works
with the criteria in the Or row and searches for customers with names beginning with
B, regardless of where they live. To get the results we want, we need to repeat the
criterion from the Region feld in the Or row.

In the or row of the Region feld, enter ca or wa, and then press Enter.

Apply the Flter, which now correctly displays only the records for customers with last
names beginning with S or B who are located in California or Washington.

Close the Customers table, clicking Yes when prompted to save changes to the
design of the table.

° CLEAN UP close the GardenCompany04 database.
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Saving filters as queries

If a flter takes more than a few minutes to set up and you are likely to want to use it
again, you might want to save it as a query. Then you can run the query to display the
fltered results at any time.

To save a flter as a query:

1 Onthe Home tab, in the Sort & Filter group, click the Advanced Filter Options
button and then click Advanced Filter/Sort.

2 In the Sort & Filter group, click the Advanced Filter Options button again, and
then click Save As Query.

SEE ALSO For information about queries, see Chapter 7, “Create queries.”

® You can sort a table in either ascending or descending order, based on the values
in any feld or feld combination.

B You can flter a table so that information containing a combination of characters
is displayed or excluded from the display.

® To further refne a search, apply another flter to the results of the previous one.

® The Filter By Form command flters a table or form based on the information in
several felds.

B To search a single table for records that meet multiple criteria, use the Advanced
Filter/Sort command.
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Create simple reports 5

IN THIS CHAPTER, YOU WILL LEARN HOW TO

m  Create reports by using a wizard.
®  Modify report design.
®m  Preview and print reports.

Like forms, reports give people easy access to the information stored in a database. How-
ever, there are several differences between forms and reports, including the following:

® Forms are used to view, enter, and edit information. Reports are used only to view
information.

® Forms are usually displayed on the screen. Reports can be previewed on the screen,
but they are usually printed.

® Forms generally provide a detailed look at records, and they are usually for people
who actually work with the database. Reports are often used to group and summarize
data, and they are often for people who don’t work with the database but who use
the information stored in the database for other business tasks.

Reports usually present summaries of larger bodies of information. For example, your data-
base might hold detailed information about thousands of orders. If you want to edit those
orders or enter new ones, you can do so directly in the table or through a form. If you want
to summarize those orders to illustrate the rate of growth of the company’s sales, you gen-
erate a report.

Like a book report or an annual report of an organization’s activities, a report created
in Microsoft Access 2013 is typically used to summarize and organize information to ex-
press a particular point of view to a specifc audience. When you are designing a report,
it is important to consider the point you are trying to make, the intended audience, and
the level of information they will need.

In this chapter, you'll create a report by using a wizard. After modifying the layout and
content of the report, you'll preview how it will look when printed.
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PRACTICE FILES To complete the exercises in this chapter, you need the practice fle
contained in the Chapter05 practice fle folder. For more information, see “Download
the practice fles” in this book’s Introduction.

Creating reports by using a wizard
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You can divide the content of an Access report into two general categories: information de-
rived from records in one or more tables, and everything else. The everything else category
includes the title, page headers and footers, introductory and explanatory text, and any
logos and other graphics.

Just as you can create a form that includes all the felds in a table by using the Form tool,
you can create a report that includes all the felds by using the Report tool, which is located
in the Reports group on the Create tab. But such a report is merely a prettier version of the
table, and it does not summarize the data in any meaningful way. You are more likely to
want to create a report based on only some of the felds in the table, and that is a job for
the Report wizard.

TIP In addition to basing a report on a table, you can base it on the datasheet created
when you run a query. For information about queries, see Chapter 7, “Create queries.”

The Report wizard leads you through a series of questions and then creates a report based
on your answers. So the frst step in creating a report is to consider the end result you want
and what information you need to include in the report to achieve that result. After you
provide that information, the wizard creates a simple report layout and adds a text box
control and its associated label control for each feld you specify.

For example, you might want to use a Products table as the basis for a report that groups
products by category. When you give the grouping instruction to the wizard, it frst sorts
the table based on the category, and then sorts the products in each category. In the space
at the top of each group (called the group header), the wizard inserts the name of the
category.
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In this exercise, you'll use the Report wizard to create a simple report that displays an alpha-

betical list of products.

SET UP You need the GardenCompany05 database located in the Chapter05 practice
file folder to complete this exercise. Be sure to use the practice database for this chapter
rather than continuing on with the database from an earlier chapter. Open the database,
and if you want, save your own version to avoid overwriting the original. Then follow the

steps.

1 With All Access Objects displayed in the Navigation pane, in the Tables group, click

(don’'t double-click) Categories.

2 On the Create tab, in the Reports group, click the Report button to create a report
based on all the felds in the Categories table and display it in Layout view.

== -
Categories '

X

Categories

Sunday, November 18, 2012

10:46:19 AM
Category ID Category Name Description
| 1 ‘ Bulbs ||Spring summer and fall, forced |
| 2 ‘ Cacti || Indoor cactus plants |
3 | Ground covers Herbaceous perennials, evergreen
and deciduous shrubs, vy, vines, L
mMosses
| 4 ‘ Grasses || Lawn grasses for cool climates |
| 5 ‘ Flowers || Awide variety of flowers |
& | Wetland plants Plants suitable for water gardens and
bogs
| 7 ‘Soilsfsond || Potting soils, peat moss, mulch, bark |
| 8 ‘ Fertilizers || A variety of fertilizers | -
KT | [

By using the Report tool, you can create a report that contains all the felds in the table.

3 This is not the report we want, so close the Categories report, clicking No when

prompted to save it.

4 On the Create tab, in the Reports group, click the Report Wizard button to start

the wizard.

Creating reports by using a wizard
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Because the Categories table was still selected in the Navigation pane, that table is
specifed in the wizard’s Tables/Queries box and its felds are listed in the Available
Fields box. Let’s tell the wizard that we want to base this report on the Products table
instead.

Display the Tables/Queries list, and then click Table: Products to list that table’s felds
in the Available Fields box.

Report Wizard

Which fields do you want on your report?

‘You can choose from more than one table or query.

Tables/Queries

[able: Products| W

Available Fields: Selected Fields:

Productiame

LatinName =
SupplierID

CategoryID

QuantityPerUnit

UnitPrice

UnitsInStock v

On the frst page of the Report wizard, you can specify the table you want to work with.

In the Available Fields list, double-click ProductName, QuantityPerUnit, and
UnitsinStock to move them to the Selected Fields box.

TIP Fields appear in a report in the order in which they appear in the Selected Fields
list. You can save yourself the effort of rearranging the felds in the report by entering
them in the desired order in the wizard.

At the bottom of the page, click Next.

The wizard asks whether you want to group the records. When you group by a feld,
the report inserts a group header at the top of each group of records that have the
same value in that feld. Let’s specify that we want the products grouped by the frst
letter of their names.
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8 In the feld list on the left, double-click ProductName to move that feld into the
group header area of the box on the right.

9 In the lower-left corner of the page, click Grouping Options to open the Grouping
Intervals dialog box.

Grouping Intervals

What grouping intervals do you want for groupdevel fields?

Group-evel fields: Grouping intervals:

Productiame Mormal v

You can refne the grouping specifcation in the Grouping Intervals dialog box.

10 In the Grouping intervals list, click 1st Letter, and then click OK.

Report Wizard
Do you want to add any grouping
levels? Productilame by 1st Letter
Producthame, QuantityPerlnit,
UnitsInStock
Productiame
=
UnitsInStock
<
Priority
Grouping Options ... Cancel < Back Mext = Einish

The types of grouping intervals available vary depending on the data type of the feld
by which you are grouping records.
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Click Next to move to a page on which you can sort and summarize the grouped
records.

Report Wizard

What sort order and summary information de you want for detail records?

You can sort records by up to four fields, in either
ascending or descending order,

1 w Ascending

2 Ascending

Summary Options ...

Cancel < Back Einish

You can sort by up to four felds, each in ascending or descending order.

TIP For any feld that contains numeric information, you can click Summary Options
near the bottom of the wizard page to display the Summary Options dialog box, in
which you can instruct Access to insert a group footer in the report and to display
the sum, average, minimum, or maximum value for the feld. The only numeric feld
in this report is UnitsinStock, and it is not appropriate to summarize that feld.

Click the arrow to the right of the 1 box to display a list of felds, and click
ProductName. Then click Next.

The wizard asks which of three layouts and which orientation you want for this
report. Let’s set this report up in outline format.

In the Layout area, click each option in turn to display a preview in the report
thumbnail to the left.

When you have fnished exploring, click Outline.
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Report Wizard

How would you like to lay out your report?

Layout Orientation  —
() Stepped (w)Portrait
() Block (“Landscape

(@) Qutfine Eh

Adjust the field width so all fields fit on
a page.

Cancel < Back Einish

The preview on the left shows the effect of the options on the right.

15  with Portrait selected in the Orientation area and the Adjust the field width
so all fields fit on a page check box selected, click Next.

Report Wizard

What title do you want for your report?
Products

That's all the information the wizard needs to create your
report.

Do you want to preview the report or modify the report's
design?

(®) Preview the report.
(") Modify the report's design.

Cancel < Back Mext

By default, the report will have the same title as the table on which it is based.
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Let’s give this report a title that easily conveys its content.

16 In the title box, enter Alphabetical List of Products, and then with Preview the
report selected, click Finish to create the report and display it in Print Preview.

Eﬂ Alphabetical List of Products x

Alphabetical List of Products

ProductName by 1s A

Product Name Quantity Per Unit Urits In Stock
Armbrosia 46-2"pots 14
American Pitcher Plant 1 ea. 4
Anachars 1 ea. 2
Anemone One dozen 26
Animal repellent 1 gt 3

Lnirnol troiem 1l an 2
Page: 1 P H 4 .3

You can use the scroll bar and page navigation bar to preview the report.
17  Page through the nine-page report, noticing how it is arranged. Then close it.

° CLEAN UP Keep the GardenCompany05 database open for use in later exercises.

Modifying report design

You can use the Report wizard to get a quick start on a report, but you will frequently want
to modify the report to obtain the result you need. As with forms, the report consists of
text box controls that are bound to the corresponding felds in the underlying table and
their associated labels. You can add labels, text boxes, images, and other controls, and you

can format them, either by using commands on the ribbon or by setting their properties in
the Property Sheet pane.
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TIP For reports, the Property Sheet pane works the same way as it does for forms. For
information, see “Formatting forms” in Chapter 3, “Create simple forms.”

You can adjust the layout and content of reports in either Layout view or Design view. For
simple adjustments, it is easier to work in Layout view so that you can view the layout with
live data, making the process more intuitive.

SEE ALSO For information about creating and modifying reports in Design view, see
Chapter 9, “Create custom reports.”

TIP Automatic error checking identifes common errors in forms and reports and gives you

a chance to fx them. For example, Access informs you if a report is wider than the page it

will be printed on. Error checking is turned on by default. If you want to turn it off, display

the Backstage view, and click Options to open the Access Options dialog box. In the left

pane, click Object Designers, clear the error-checking check boxes at the bottom of the

page, and then click OK.

In this exercise, you'll modify the layout of a report. You'll then apply a theme, change some
of the colors, and dress up the text by using character formatting. You will also apply a sim-
ple rule that formats values differently if they meet a specifc criterion.

SET UP You need the GardenCompany05 database you worked with in the preceding
exercise to complete this exercise. If necessary, open the database. Then follow the steps.

1 In the Navigation pane, in the Reports group, open the Alphabetical List of
Products report in Print Preview.

2 With the program window maximized, point to the previewed report page. Notice
that the pointer changes to a magnifying glass with a plus sign in it, indicating that
you can magnify the page

TIP You can also zoom in and out by dragging the Zoom slider at the right end of
the status bar. The current zoom level appears to the right of the slider.
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Alphalketical List of Products
—Harre
e Suo L L =,

Arrbrosn §-Tpok 14
Amesican Fricher Plond 1=a. L
Arocrars Tea. 2
Aremmone Ore dozen 28
Arirral rep elert gt 3
Anirmal fop lea. 2
Arigm §-Tpok 0
Austian Copper P= plant T
Austian Fire Ore galcondiner it}
it Do Cire dozen 7
ducMame by 15 B

roduct Mame Suandity Per Uit Uitz b $Hock
oty s Franh Tea. -]
Botbox 1 boxpar it 12
R =3 2
Beebalm lea. 14
Bagonios dpa plg. 12
Bereficial nemotdes 1pt L
Socdaries Erorhperpig ]
Bo ddarmort Tea. ]
Bodderwort Sre ¥ sorer 5
Bood meal 2= 14
Bon= meal 5= 2
Ecneaiimrixed gordan 1=za. )

Sunday, Hovwerrber 18,2012 Foge 1 of?

In Print Preview, the magnifying glass pointer indicates that you can zoom in on the page.
Click the previewed page once to zoom in.

Notice that the report has the following design problems:

® Extraneous text

B Spacey arrangement

® Uninviting formatting

Let’s fx these problems.

Switch to Layout view, and if the Field List pane opens, close it. Then on the Design
tool tab, in the Grouping & Totals group, click the Hide Details button. Notice that
the controls that are bound to felds in the Products table are now hidden so that
you can concentrate on the group header controls.
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Below the title, click ProductName by 1s, and press the Delete key to remove that
label from all the group headers.

Click the control containing A, and drag it to the left edge of the header. Notice that
when you release the mouse button, all the corresponding controls move to the
corresponding location in their own group headers.

KEYBOARD SHORTCUT Press the Arrow keys to move the selected control in small
increments. When the shadow box is positioned where you want it, click away from
the control. For a list of keyboard shortcuts, see “Keyboard shortcuts” at the end of
this book.

Point to the right border of the selected A control, and when the pointer changes to
a double-headed arrow, drag to the left until the control is just big enough to hold
its contents. Notice that this action changes the size of all the corresponding controls.

Eﬂ Alphabetical List of Products. x 5
Alphabetical List of Products
A
Product Name Quantity Per Unit Units In Stock
B
Product Name Quantity Per Unit Units In Stock
C
Product Name Quantity Per Unit Units In Stock
D
Product Name Quantity Per Unit Units In Stock -
4 »

It is easier to work with the controls in the group header when the report details are hidden.
Let’s consolidate the controls in the group header so that they require less room.

With the A control still selected, hold down the Ctrl key, and in turn, click the
Product Name, Quantity Per Unit, and Units In Stock label controls to add them to
the selection.

On the Design tab, in the Tools group, click the Property Sheet button to open the
Property Sheet pane.
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Property Sheet M

Selection type: Multiple selection

Format| Data | Event | Other  All

Visible Yes Wl
Width

Height

Top

Left

Back Style

Back Color Background 1
EBorder Style Transparent
Border Width Hairline

Eorder Calar

Special Effect Flat

Font Mame Century Gathic ([
Font Size 11

Text Align

Font Weight Maormal

Font Underline Ma

Font ltalic Ma

Fare Colar

Line Spacing o

Hyperlink Target

Gridline Style Top Transparent
Gridline Style Bottom

Gridline Style Left Transparent
Gridline Style Right Transparent
Gridline Width Top 1pt

Gridline Width Bottom 1pt

Gridline Width Left 1pt

Gridline Width Right 1pt

Top Margin o W

Because more than one control is selected, the Selection Type
in the Property Sheet pane is Multiple Selection.

10 On the Format page of the Property Sheet pane, in the Top property box, enter
0.25” and press the Enter key to align the controls a quarter inch from the top of
the group header. Then close the Property Sheet pane.

11 To view how the group header looks with its data, in the Grouping & Totals group,
click the Hide Details button to turn it off.

The numbers in the Units In Stock column are right-aligned. Let’s center them.

12 Click the frst text box control in the Units In Stock column, and on the Format tool
tab, in the Font group, click the Center button.
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Now let’s add some color and format the text.

On the Design tool tab, in the Themes group, click the Themes button, and in the
gallery, click the Whisp thumbnail.

TIP Although nothing much appears to change, the report has taken on the color
scheme and font scheme assigned to the selected theme.

Inside the shaded area of the report header, but away from the title, click a blank
area. On the Format tool tab, in the Control Formatting group, click the Shape Fill
button. Then in the Theme Colors palette, click the third swatch in the third column
row (Light Green, Background 2, Darker 25%).

By default, alternate group headers are a different color, which confuses rather than
clarifes the report structure. Let’s turn off this alternate row color.

Click outside the dotted border to the left of the frst group header. In the Background
group, click the Alternate Row Color arrow, and in the menu, below the palettes, click
No Color.

In the Control Formatting group, click the Shape Fill button, and in the Theme
Colors palette, click a light orange color. (We chose the third swatch in the sixth
column: Orange, Accent 2, Lighter 60%.)

TIP The entire group header is shaded except the alphabet controls (A, B, C, and so
on) that you moved earlier. If you want them to be shaded, select one of them and
repeat step 16 to apply the light orange fll.

Click outside the dotted border to the left of the frst row of data in the report, and
remove the alternate row color of the data rows. Then click the white space above
the report header to verify that only the backgrounds of the report header and
group headers are now colored.

TIP In Layout view, the only places you can click that don’t select at least one object
are above the frst object and below the last object.
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18

19
20

21
22

23

@ Aiphabetical List of Products x
Alphabetical List of Products
A Product Name Quantity Per Unit Units In Stock
Amibrosia 4-2"pots 16
American Pitcher Plant l ea. 4
Anacharis 1 ea. 2
Anemone One dozen 26
Animal repellent 1 gf. 3
Animal trap 1 eq. 2
Anise 4-2"pots 20
Austrian Copper Per plant 7
Austrian Pine One gal. container 10 -
4 »

Removing the alternate row color makes the structure of this report more obvious.

Next let’s format the text in the controls. It is usually most effcient to change the
character formatting of all the controls and then adjust the ones you want to be
different.

Click any control, and then on the Format tool tab, in the Selection group, click the
Select All button.

KEYBOARD SHORTCUT Press Ctrl+A to select all the controls.

In the Font group, click the Font Size arrow, and then click 9.

Click the report’s title control, and then use the commands in the Font group to
make the text 24 points, Bold, and dark green. (We chose the ffth swatch in the
ninth column, Olive Green, Accent 5, Darker 25%.)

Select the controls in the group header, and make them bold and dark green.

Scroll the report, noticing that a few of the values in the Units In Stock column are 0.

Let’s make zero values bold and red so that they stand out in the report and alert
buyers that it is time to order more of these products.

Click any control in the Units In Stock column. Then in the Control Formatting group,
click the Conditional Formatting button to open the Conditional Formatting Rules
Manager.
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25

26

Click New Rule to open the New Formatting Rule dialog box.

- 2
MNew Formatting Rule :
Select a rule type:

Check values in the current record or use an expression

Compare to other records

Edit the rule description:

Format only cells where the:

Field Value Is |« | |between v w | and

Preview: Mo Format Set B I u & - A - =

You can create rules that compare the current feld value to a specifc value or to other values in

the same feld.

With Check values in the current record or use an expression selected as the rule

type, in the Format only cells where the area, click the arrow for the second box,

and click less than. Then in the third box, enter 1.

In the Preview area, click the Bold button, and change the Font color setting to red.

Then click OK.
. 2 2
Conditional Formatting Rules Manager :
Show formatting rules for: | ynitsinstock v
7 Mew Rule £7 Edit Rule < Delete Rule
Rule {applied in order shown] Farmat
Value < 1 AaBbCcYyZz
oK Cancel Apply

This rule for the Units In Stock feld will cause values less than 1 to be bold and red.
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27  Click OK. Then switch to Report view, and scroll down the report.

28 Close the report, clicking Yes to save your changes to its design.

o CLEAN UP Keep the GardenCompany05 database open for use in the last exercise.

Previewing and printing reports

150

Using Print Preview to preview Access reports is very similar to using this view in other
Microsoft Offce 2013 programs. If you preview your reports carefully, you won't have any
major surprises when you print them.

When previewing reports, you will want to pay special attention to how the pages break.
In a grouped report, you can control whether group headings are allowed to appear at the
bottom of a page with no data and whether groups are allowed to break across pages.

You can make changes to the setup of your report pages from the Page Setup tool tab in
Layout view or from the tab displayed when you switch to Print Preview. For example, you
can specify the following:

B Paper size

= Margins

® QOrientation

® Number of columns

® Whether Access should print the report’s structural elements or only its data

You can also click the Page Setup button to display the Page Setup dialog box, in which you
can change all these settings in one place, in addition to making other refnements.

When you are ready to print, click the Print button on the Print Preview tab to display the
Print dialog box. You can also display the Print page of the Backstage view and then print
one copy of the report with the default print settings by clicking the Quick Print button.

In this exercise, you'll preview a report, and you'll specify that groups should not break
across pages. Then you'll explore the available page setup and printing options.
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SET UP You need the GardenCompany05 database you worked with in the preceding
exercise to complete this exercise. If necessary, open the database. Then follow the steps.

1

In the Navigation pane, right-click the Alphabetical List of Products report, and
then click Print Preview.

On the page navigation bar at the bottom of the window, click the Next Page button
repeatedly to view the six pages of this report.

] Cemrie Do

] Cemrie Do

] Cemrie Do

Sucny Par Bel Bk Jock

<y, Neverier 18 23

The group at the top of this page is a continuation of one that started on the previous page.

Several of the groups start on one page and continue on the next page. For read-
ability, let’s fx this layout problem.

Switch to Layout view, and then on the Design tool tab, in the Grouping & Totals
group, click the Group & Sort button to open the Group, Sort, and Total pane.
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4 In the Group, Sort, and Total pane, in the Group on bar, click More to display

additional layout options.

Group, Sort, and Total H
. Group on ProductMame ¥ with A ontop ™ . by first character ™ . with no totals ™ . with title dick to add, K -
’ with a header section ™ . without a footer section ™ . do not keep group together on one page ™ . Less 4
L § Sort by ProductName
L Sort by ProductMame

In the Group On area, you can verify the current grouping settings.

5 Click the do not keep group together on one page arrow, and in the list, click keep

whole group together on one page. Then close the Group, Sort, and Total pane by
clicking the Group & Sort button again.

6 Switch to Print Preview, and page through the report, noticing that groups are no

longer broken across pages.

Let’s make the top, left, and right margins wider.

7 On the Print Preview tab, in the Page Layout group, click the Page Setup button to

open the Page Setup dialog box.

Page Setup ?

Print Options | page | Columns

Margins (inches) Sample
Top: 0.333 e
Bottom: | g, 25 E:-T'—u--—
E— :
Left: 0.333 EEETTe
: =
Right: 0.25 :?.;:':“-.'g_ ol
iy R
[]Print Data Only
Split Farm
Print Form Only

Print Datasheet Only

Care

You can set margins on the Print Options page of the Page Setup dialog box.
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11

12

Click the Page tab, and verify that the paper size is Letter.

Return to the Print Options page, and change the Top, Left, and Right margins to
0.75. Then click OK.

Scroll through the report to examine the results.

Although all the data in the report fts on the page, the page number in the footer is
set too far to the right. Let’s move the page number control so that it no longer pro-
duces extra pages.

Switch to Layout view, scroll down to the bottom of the report, and then scroll to the
right until the page number appears.

Click the page number control, and move and resize it so that it aligns approximately
with the Units In Stock column heading. Then click below the report footer to release
the selection.

Eﬂ Alphabetical List of Products =
Trae & shrub fertilizer spikes T1Z perpkg Té
Trae fertilizer 1 gal. &
Tree pruners 1 ea. 8
Vi Product Name Quantity Per Unit Units In Stock
Venus Flytrap 1 ea. 8
W Product Name Quantfity Per Unit Units In Stock
Water Milfoil 1 ea. 3
Water Snowflakes 1ea 5
Watering can 3-gal 1 ea. 15
Weed whacker 1 ea. 5
Weeping Forsythia 1 ea. 3
Wheelbarrow 1ea 12
White Poplar Per &-18" zappling 8
Winterberry 1ea. 4
Sunday, Nowvember 18,2012 Page 1 of |
b

By adjusting the position of the page number, you can eliminate the extra pages in the report.
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13 Sswitch to Print Preview, and page through the report, which now fts neatly on seven
pages.

14 If you want, print the report by using the same techniques you would use to print any
database object.

15 Close the report, clicking Yes to save your changes.

° CLEAN UP ciose the GardenCompany05 database.

Key points

® When designing a report, consider the point you are trying to make, the intended
audience, and the level of detail needed.

® You can create a report that displays only some of the felds in a table by using the
Report wizard. The report can be sorted and grouped to summarize the data in a
meaningful way.

® |n Layout view, you can refne a report by manipulating its controls and setting its
properties. You can also format the controls to structure and highlight data.

® |n Print Preview, you can preview how the report will look when printed and make
adjustments before you print.
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Maintain data integrity [e

IN THIS CHAPTER, YOU WILL LEARN HOW TO

m  Specify the type of data.

m  Set the feld size.

®  Restrict the format of data.

= Validate the data.

®  Allow only values in lists.

= Allow only values in other tables.

Depending on how organized you are, you might compare a database to a fle cabinet into
which you toss items such as bills, receipts, statements, and a variety of other paperwork for
later retrieval. The cabinet does not restrict what items you can place in it (unless they are
simply too big to physically ft) or impose any order on the items. It is up to you to decide
what you store there and to organize it so that you can fnd it the next time you need it.

When you create a database by using Microsoft Access 2013, you can set properties that
restrict what data can be entered and you can impose a structure on the data to help
you keep the database organized and useful. For example, you can prevent employees
from entering text in a Price feld, and you can require a simple “yes” or “no” answer in a
Signature Required feld.

In this chapter, you'll restrict the type, amount, and format of data allowed in a feld. You'll
create validation rules that accept only data that meets specifc criteria. You'll also use look-
up lists and lookup felds to limit the possible values allowed in a feld.

PRACTICE FILES To complete the exercises in this chapter, you need the practice fle
contained in the Chapter06 practice fle folder. For more information, see “Download
the practice fles” in this book’s Introduction.
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Specifying the type of data

158

You learned in Chapter 2, “Create databases and simple tables,” that a feld’s data type
restricts entries in that feld to a specifc type of data. For example, if the data type is set
to Number and you try to enter text, Access refuses the entry and displays a warning.

When setting the data type of a feld in a table in Design view, you can choose from the
following types:

B Short Text Use for text felds that require up to 255 alphanumeric characters.
® | ong Text Use for text felds that require up to 65,535 alphanumeric characters.

TIP When adding felds in Datasheet view, you can assign the Rich Text data type to
felds that require up to 65,535 alphanumeric characters with character formatting.

This is actually the Long Text data type with the Text Format property set to Rich Text
instead of Plain Text.

® Number Use for numeric values. The size of the entry is controlled by the Field Size
property.
SEE ALSO For information about the possible settings for Number felds, see “Setting
the feld size” later in this chapter.

® Date/Time Use for dates in the years from 100 through 9999. Dates and times can
be expressed in a variety of formats.

® Currency Use for decimal values with up to 15 digits to the left of the decimal point
and up to 4 digits to the right.

= AutoNumber Use when you want Access to assign a unique number to each new
record. If you delete a record, its AutoNumber value is not reused, and remaining
records are not updated.

® Yes/No Use for felds that can have only two possible mutually exclusive values, such
as True or False.

TIP In the database world, the Yes/No data type is more commonly called Boolean,
in honor of George Boole, an early mathematician and logistician.

® OLE Object Use to hold a graphic or object such as a Microsoft Excel worksheet or
Microsoft Word document.

® Hyperlink Use to hold a clickable path to a folder on your hard disk, a network
location, or a website.
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® Attachment Use to attach a fle to a record in the same way that you might attach
a fle to an email message.

TIP The Attachment data type can be assigned to a feld only when the feld is frst

created. You can't assign the Attachment type to an existing feld, nor can you change
an Attachment feld to another data type. For information about the Attachment data
type, search for Attach fles and graphics to the records in your database in Access Help.

B Calculated Use to hold the results of a calculation based on other felds in the same
table.

TIP The last option in the list displayed when you click the Data Type arrow in Design
view is Lookup Wizard. For information about using this wizard, see “Allowing only
values in lists” later in this chapter.

You can also click the More Fields button in the Add & Delete group on the Fields tool tab
to display a menu containing a list of data types with predefned properties that produce
felds with common data type refnements.

In this exercise, you'll use various methods to add felds of the most common data types to
a table. Then you'll enter data to test the data type restrictions.

SET UP You need the GardenCompany06 database located in the Chapter06 practice
file folder to complete this exercise. Be sure to use the practice database for this chapter
rather than continuing on with the database from an earlier chapter. Open the database,
and if you want, save your own version to avoid overwriting the original. Then follow the
steps.

1 On the Create tab, in the Tables group, click the Table button to start a new blank
table with an ID feld that has been assigned the AutoNumber data type.

Let’s add fve felds with specifc data types.

2 On the Fields tool tab, in the Add & Delete group, click the Short Text button. Then
change the selected feld name to fShortText.

TIP If you use the name of a data type as the name of a feld, Access warns you that
the name might cause problems. We will identify all the felds in this table by their
data type, preceded by the letter f.

3 Display the Click to Add list, click Currency, and then change the feld name to
fMoney.
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4 In the Add & Delete group, click the More Fields button to display a menu
containing a list of data types, some with refnements.

-

Basic Types
Aa  Rich Text
@J Attachment
% Hyperlink
AB  long Text
EQ Lookup & Relationship
Number
12 General
&2 Cuprency
e Euro
12 Fixed
12 Standard

10°  Scientific L
Date and Time

Short Date

Medium Date

Leng Date

Time am/pm

Medium Time

Time 2dhour

e e e B EE

-
g
-
(-]

Calculated Field 3

FE Save Selection as Mew Data Type

Clicking an option in the list sets the data type and
any predefned property settings.

TIP At the bottom of the data types list is a group of Quick Start options that
provide ready-made felds for common business tables. Clicking some Quick Start
options, such as Address, inserts more than one feld with the appropriate properties
already set.

5 In the Number area of the list, click Standard. Then change the feld name to
fNumber.
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11

12

Display the More Fields menu, click Medium Date in the Date and Time area of the
list, and change the feld name to fDate. Then display the menu again, click Check
Box in the Yes/No area, and name the feld fBoolean.

T Tablet x |
ID « | fShortText -~ fMoney - fNumber -~ fDate ~ |fBoolean - ClicktoAdd -
* (New) $0.00 0.00 O

Clicking the check box in the fBoolean feld will indicate a Yes or True entry.

Save the table with the name FieldTest.

KEYBOARD SHORTCUT Press Ctrl+S to display the Save As dialog box. For a list of
keyboard shortcuts, see “Keyboard shortcuts” at the end of this book.

Switch to Design view.

In turn, click each entry in the Field Name column at the top of the design page,
noticing the setting in the Data Type column and the property settings in the Field
Properties area. In particular, notice that the Default Value property of the fMoney
and fNumber felds is set to 0.

Now let’s examine how the data type restricts what you can enter in a feld.

Switch back to Datasheet view. Then in the fShortText feld of the frst record, enter
This entry is 32 characters long (don’t add ending punctuation).

In the fMoney feld, replace $0.00 with the word currency, and then press the
Tab key.

= FieldTest X
ID « | fShortText -~ fMoney - fMNumber -~ fDate v | fBoolean - ClicktoAdd -

F 1 Thisentry * ~ currency 0.00 I

* (New)

The value you entered does not match the Currency data type in this column.

Enter new value,

Convert the data in this column to the Text data type.

Help with data types and fermats.

When you press Tab, Access blocks the entry, explaining that it is the wrong data type and
providing options for fxing the error.

In the list, click Enter new value. Then enter —45.3456, and press Tab.
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13
14

15
16

17

TIP Access stores the number the way you entered it but displays ($45.35), the
default format for negative currency numbers. Your currency symbol might be
different—for example, it might be the pound, peso, or euro symbol—because
Access uses your computer’s region and language settings to determine the dis-
play format for date, time, currency, and other numbers. If you want the symbol to
remain the same no matter what the region and language settings, you can create
a custom format to ensure that currency values always display a specifc symbol.
For information about custom formats, see the sidebar “Creating custom formats”
later in this chapter.

In the fNumber feld, enter Five hundred, and then press Tab.

When Access displays a message that it cannot accept this type of entry in this feld,
click Enter new value in the list of options, enter 500, and press Tab.

In the fDate cell, enter 123456, and press Tab.

When Access blocks the entry, click the Calendar button to the right of the feld, and
click Today to insert today’s date. Then press Tab.

TIP All Date/Time felds come with an associated interactive calendar. Using the Cal-
endar button to insert a date works well if the date you want is close to the current
date. (You can click the arrows at either end of the title bar to display the previous

or next month.) However, for distant dates such as birthdates, it is easier to ignore
the Calendar button and enter the date. Access accepts almost any entry that can be
recognized as a date and displays it in the format you specifed when you created the
feld. If you enter a month and day but no year in a Date/Time feld, Access assumes
the date is in the current year. If you enter a month, day, and two-digit year from 00
through 29, Access assumes the year is 2000 through 2029. If you enter a two-digit
year that is greater than 29, Access assumes you mean 1930 through 1999.

In the fBoolean feld, try to enter abc and 123. Then click several times anywhere in
the feld to toggle the check box between the selected and cleared states, fnishing
with the feld in the selected state.

| 5 FieldTest | x |
D « | fShortText - fMoney - fMNumber -~ fDate v | fBoolean - ClicktoAdd -

F 1 This entry is 32 (545.35) 500.00 26-Nov-12

* (New) $0.00 0.00 O

The table, after entering the correct type of data in each feld.
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TIP Fields that have been assigned the Yes/No data type won't accept anything you
enter; you can only switch between two predefned values. The stored value of a Yes/
No feld is always either 1 (Yes) or 0 (No). On the General page of the Field Proper-
ties area in Design view, you can set the Format property of the feld to interpret the
stored value as True/False, Yes/No, or On/Off. On the Lookup page, you can set the
feld to display as a check box, text box, or combo box. (In a combo box, you can
select from a list or enter an entry.)

18 Press Tab to complete the record.

CLEAN UP close the FieldTest table. Keep the GardenCompany06 database open for
use in later exercises.

Setting the field size

In Chapter 2, “Create databases and simple tables,” you changed the Field Size property of
several Short Text felds. You entered the new sizes by making adjustments to the Field Size
setting in the Properties group on the Fields tool tab and to the Field Size property in the
Field Properties area in Design view. As you saw, changing the size of a Short Text feld is

a simple matter of estimating the largest number of characters that will be entered in the
feld, up to 255.

Like the Short Text data type, the AutoNumber and Number data types have an associated
Field Size property that restricts the number of digits that can be entered in the feld. Of
the two, the Field Size property of the Number data type is the most complex. You can set
Number felds to any of the sizes shown in the following table.

Size Description

Byte Whole numbers from 0 to 255

Integer Whole numbers from —-32,768 to 32,767

Long Integer Whole numbers from —2,147,483,648 to 2,147,483,647 (the default)

Single Numeric foating point values from -3.4 x 10 to the 38th to +3.4 x 10 to
the 38th

Double Numeric foating point values from -1.797 x 10 to the 38th to +1.797 x 10
to the 38th

Replication ID Randomly generated numbers that are 16 bytes long

Decimal Numbers from -9.999... x 10 to the 27th to +9.999... x 10 to the 27th
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The Field Size property of AutoNumber felds can be set to either Long Integer (the default)
or Replication ID.

By setting the Field Size property to the setting that allows the largest valid entry, you
prevent the entry of invalid values. Access rejects any value that is below or above the
size limits of the feld when you try to move out of the feld.

SEE ALSO For more information about feld sizes, search for Introduction to data types and
feld properties on the Offce.com website.

In this exercise, you'll change the Field Size property for two felds to examine the impact
on data already in the table and on new data that you enter.

SET UP You need the GardenCompany06 database you worked with in the preced-
ing exercise to complete this exercise. If necessary, open the database. Then display the
FieldTest table in Datasheet view, and follow the steps.

1 Review the feld values in the only record in the FieldTest table, and then switch to
Design view.

2 Click anywhere in the fShortText row, and then in the Field Properties area, change
the Field Size property from 255 to 18 to restrict the number of characters to that
maximum.

3 Click anywhere in the fNumber row, click anywhere in the Field Size property, click
the arrow that appears, and then in the list, click Byte to restrict the number of
characters to the range 0 through 255 (inclusive).

4 Switch to Datasheet view, and click Yes when prompted to save the table. Access
displays a warning that some data might be lost.

Garden Company

Some data may be lost.

The size of one or more fields has been changed to a shorter size. If data is lost, validation rules may be
violated as a result.
Do you want to continue anyway?

b

Was this information helpful?

The table contains data that doesn’t ft the new property settings.
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5 Click Yes to acknowledge the risk, and click Yes again to accept the deletion of the
contents of one feld.

Now let’s examine the impact of the feld size changes on the felds.

6 Double-click the right border of the fShortText feld to widen the column to ft its

entry.
TH FieldTest", x |
D - | fShortText - fMoney - fNumber - fDate - | fBoolean - ClicktoAdd -
This entry is 32 ¢ (545.35) 26-Nov-12
* (New) 50.00 0.00 [

The fShortText value has been truncated, and the fNumber value has been deleted.

You entered 32 characters in the fShortText feld. It can now hold only 18, so 14 char-
acters have been permanently deleted. You entered 500 in the fNumber feld. It can
now hold only whole numbers from 0 through 255, so the value has been perma-
nently deleted.

7 In the fNumber feld, enter 2.5, and press Tab. Notice that Access rounds the value
to the nearest whole number.

TIP Because you chose Standard when setting the data type for this feld in the
previous exercise, the whole number is displayed as 2.00.

CLEAN UP close the FieldTest table, saving your changes. Keep the Garden-
Company06 database open for use in later exercises.

Restricting the format of data

Two properties control the appearance of information in database tables: the Format prop-
erty and the Input Mask property. Both properties affect how information is displayed after
it has been entered in a table, but the Input Mask property also serves an important func-
tion during data entry. As its name implies, when you use an input mask, anyone entering
new records knows the format required for the feld and how long the entry should be.

SEE ALSO For information about the Format property, see the sidebar “Creating custom
formats” later in this chapter.
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You can use the Input Mask property to control how data is entered in Short Text, Number,
Date/Time, and Currency felds. For Short Text and Date/Time felds, an Input Mask wiz-
ard is available to help you apply several common, predefned masks. For Number and
Currency felds, you have to know how to create a mask from scratch.

The Input Mask property has three sections, separated by semicolons. For example, the
following mask is for a phone number:

1\(000”) “000\-0000;1;#

The frst section contains characters that are used as placeholders for the information to
be entered, in addition to characters such as parentheses and hyphens. Together, all these
characters control the appearance of the entry. The following table explains the purpose of
the most common input mask characters.

Character Description

0 Required digit (0 through 9).

9 Optional digit or space.

# Optional digit or space; blank positions are converted to spaces; plus and

minus signs are allowed.

—

Required letter (A through 2).

-~

Optional letter (A through Z).

Required letter or digit.

Optional letter or digit.

Required character (any kind) or a space.

Optional character (any kind) or a space.

All characters that follow are converted to lowercase.

VIANIO|R|®|>

All characters that follow are converted to uppercase.

! Characters entered into the mask fll it from left to right. You can include
the exclamation point anywhere in the input mask.

\ Character that follows is displayed as a literal character.

“any text” Characters enclosed in double quotation marks are treated as literal
characters.

Any characters not included in this list are displayed the way you enter them and are known
as literal characters. If you want to use one of the special characters in this list as a literal
character, precede it with the \ (backslash) character.

The second and third sections of the input mask are optional. Including a 1 in the second
section (or leaving it blank) tells Access to store only the characters entered; including a
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0 tells Access to store both the characters entered and the literal characters. Entering a
character in the third section causes Access to display that character as the placeholder for
each of the characters to be entered; leaving it blank causes Access to display an under-
score as the placeholder.

The input mask '\(000”) “000\-0000;1;# creates this display in a feld in either a table or a
form:

(HHH) HtH -

In this example, the Os in the frst part of the mask restrict the entry to 10 digits—no more
and no less. The database user does not enter the literal characters—the parentheses,
space, and hyphen. The 1 in the second part tells Access to store only the 10 digits, not the
literal characters. The # sign in the third part tells Access to use that character as the place-
holder for the required 10 digits.

TIP An input mask can contain text in addition to placeholders for the data to be entered.
For example, if you enter The number is in front of the phone number input mask, the
default entry for the feld is The number is (###) ###-####. The numbers you enter replace
the # placeholders, not the text. The Field Size property does not apply to the literal char-
acters in the mask, so if this property is set to 15, the entry will not be truncated even
though the number of displayed characters (including spaces) is 28.

In this exercise, you'll use the Input Mask wizard to apply a predefned input mask for a
phone number to a Short Text feld. Then you’'ll modify the input mask to display the phone
number in a slightly different way. Finally, in another feld you'll create a custom mask that
displays a text entry with an initial capital letter, no matter how it is actually entered.

SET UP You need the GardenCompany06 database you worked with in the preced-
ing exercise to complete this exercise. If necessary, open the database. Then display the
FieldTest table in Design view, and follow the steps.

1 Click the row selector for the fShortText feld, and on the Design tool tab, in the
Tools group, click the Insert Rows button.

2 Add a new feld named fPhone that is assigned the Short Text data type. Then save
the table.

Now let’s use the Input Mask wizard to create an input mask that shows the format
expected for a phone number.

3 With the fPhone feld still selected, in the Field Properties area, click anywhere in the
Input Mask property.
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4 Click the Ellipsis button to the right of the property to open the Input Mask wizard.

Input Mask Wizard

Which input mask matches how you want data to look?

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

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

Data Look:
Phone Mumber {206) 555

1212

Sodal Security Number 831-86-7180

Zip Code 950526399

Extension 63215

Password R

Long Time 1:12:00 PM b
Try It:

Edit List Cancel Einish

You can click the Try It box to display how the mask will look and then
enter a number to test how the mask behaves.

5

With Phone Number selected in the Input Mask column, click Next.

Input Mask Wizard

Do you want to change the input mask?
Input Mask Mame:
Input Mask:

Phone Number

What placeholder character do you want the field to display?

Placeholders are replaced as you enter data into the field.

Placeholder character: v

Try It:

Cancel < Back Finish

You can change the structure of the input mask and the placeholder character
that will indicate what to enter.
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The barely visible exclamation point at the left end of the mask causes Access to fll
the mask from left to right with whatever characters are entered. The parentheses
and hyphen are characters that Access will insert in the specifed places. The nines
represent optional digits, and the zeros represent required digits. By using this com-
bination, you can enter a phone number either with or without an area code.

TIP Because Access flls the mask from left to right, you need to press the Right
Arrow key to move the insertion point past the frst three placeholders to enter a
phone number without an area code.

Change 999 to 000 to require an area code. Then display the Placeholder character
list, click #, and click Next.

Input Mask Wizard

How do you want to store the data?

() With the symbols in the mask, like this:
(264) 316-8517

(@) Without the symbols in the mask, like this:
4442315281

Cancel < Back Einish

If you store the symbols, they will always be included when the data
is displayed in tables, forms, and reports. However, they take up space,
meaning that your database will be larger.

Accept the default selection—to store the data without the symbols—by clicking
Finish. (Clicking Next simply displays a page announcing that the wizard has all the
information it needs to create the mask.)
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10

11

12

General || gokup

Field Size 255
Format

Input Mask
Caption
Default Value
Validation Rule
WValidation Text

Required Mo

Allow Zero Length Yes
Indexed Ma
Unicode Compression Yes

IME Mode Mo Contral
IME Sentence Mode Maone

Text Align General

The edited mask is inserted into the Input Mask property.

Press Enter to accept !\(000”) “000\-0000;;# as the mask. Double quotation marks
ensure that the closing parenthesis and following space are treated as literal char-
acters. Two semicolons separate the mask into its three sections. Because you told
Access to store data without the symbols, nothing is displayed in the second section
of the mask.

Now let’s test this input mask.
Save the table, and then switch to Datasheet view.

Click the ID feld in the frst record, and press the Tab key to move to the fPhone
feld. Then enter a series of 8 digits, and press Tab. Access displays a message that
the entry is not in the correct format.

Garden Company

o The value you entered isn't appropriate for the input mask "\[0007) "0000-0000;;# specified for this field.

Was this information helpful?

The input mask requires 10, and only 10, digits.

Click OK to acknowledge the message. Then enter a series of 11 digits, and press
Tab. Notice that Access formats the frst 10 digits as a phone number and ignores
the additional digit.

Now let’s create an input mask that controls the case of text entries.

Switch to Design view, and click anywhere in the fShortText feld.
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13

14
15
16

In the Field Properties area, click the Input Mask property, enter the following, and
then press Enter:

General || gokup

Field Size 18

Format

Input Mask || > L<TIITITIIIIIIIY
Caption |

Default Value
WValidation Rule
Validation Text

Required Mo

Allow Zero Length Yes
Indexed Mo
Unicode Compression Yes

IME Made Mo Control
IME Sentence Mode Maone

Text Align General

The Field Size setting must be greater than the maximum number of characters
allowed by the input mask.

The greater than symbol (>) forces all following text to be uppercase. The L requires a
letter. The less than symbol (<) forces all following text to be lowercase. Each question
mark allows any letter or no letter. The total number of characters (17) is one fewer

than the maximum number allowed in the feld by this feld’s Field Size property (18).

TIP When you press Enter, the Property Update Options button appears. Clicking this
button displays a list of options. In this case, the only options are to apply the input
mask everywhere fShortText is used (which is called propagating the feld property)
and to display Access Help to fnd out more about this task. This button disappears
when you edit any other property or move to a different feld, so you can ignore it.

Let’s test this input mask.
Save the table, and then switch to Datasheet view.
Delete the current entry in the fShortText feld, enter smith, and press Tab.

Replace the entry with SMITH, and then with McDonald. Notice that regardless of
how you enter the name, only its frst letter is capitalized.

TIP You can create custom input masks and have the Input Mask wizard store them
for future use. On the wizard’s frst page, click Edit List, and in the record navigation
bar of the Customize Input Mask Wizard dialog box, click the New Record button.
Then enter the information for the custom mask, and click Close.

CLEAN UP close the FieldTest table. Keep the GardenCompany06 database open for
use in later exercises.
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Creating custom formats

For all data types except AutoNumber, an arrow appears at the right end of the
Format box when you click it. For some data types, clicking the arrow displays pre-
defned Format property options. For example, clicking the arrow after selecting the
Format box for a feld assigned the Yes/No data type displays a list that includes the
True/False, Yes/No, and On/Off formatting options, with their default values. Clicking
the arrow after selecting the Format box for a feld assigned the Date/Time data type
displays a list of predefned date and time formats. However, a feld assigned the Short
Text data type has no default predefned formats.

You can construct custom Format properties to control the display of felds assigned
the Short Text data type in much the same way you construct input masks. The follow-
ing table describes the characters that are available.

Character  Description
@ Required character (can be blank).

& Optional character.

! Characters entered into the placeholder string fll it from left to right.
You can include the exclamation point anywhere in the string.

< All characters that follow are converted to lowercase.

All characters that follow are converted to uppercase.

* Character that follows becomes a fll character.

\ Character that follows is displayed as a literal character.

“any text” Characters enclosed in double quotation marks are treated as literal
characters.

[color] Applies a color to all characters in a section of the format. Can be black,

blue, cyan, magenta, red, yellow, or white.

TIP Blank spaces; plus (+), minus (-), and fnancial symbols ($, £, ¥); and parenthe-
ses are recognized as literal characters without double quotation marks and can be
placed anywhere in the format. Other common math symbols, such as slash (\ or /)
and the asterisk (*), must be surrounded with double quotation marks.
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To build a custom format:

1 With the table open in Design view, select the feld you want to apply the custom
format to.

2 In the Field Properties area, in the Format box, enter the format.
3 Switch to Datasheet view, saving the table.

Any existing data will be displayed according to the format. New data you enter will
conform to the format when you leave the feld. As an example, consider the following
format:

@”.com”;"no link[red]

This format specifes two customizations separated by a semicolon. The part before
the semicolon specifes what Access should do if characters are entered—in this case,
append .com; and the part after the semicolon specifes what Access should do if the
feld is empty—in this case, display no link in red.

Validating the data

A validation rule precisely defnes the information that will be accepted in one or several
felds in a record. You might use a validation rule in a feld containing the date an em-
ployee was hired to prevent a date in the future from being entered. Or if you deliver
orders to only certain local areas, you might use a validation rule on the postal code feld
to refuse entries from other areas. You can create validation rules for all data types except
AutoNumber, OLE Object, and Attachment.

In a table, you might want to create validation rules for individual felds or for entire
records:

= Field validation At this level, Access uses the validation rule to test an entry when
you attempt to leave the feld.

® Record validation At this level, Access uses the rule to test the contents of more
than one feld when you attempt to leave the record.
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If a feld or record doesn't satisfy the rule, Access rejects the entry and displays a message
explaining why.

TIP If you create a form by using one of the commands in the Form group on the Create
tab, the form’s controls inherit any validation rules set for the corresponding felds in the
table on which the form is based. To prevent errors likely to be introduced by inexperienced
users of the form, you can add more restrictive rules to the form’s controls, in the same way
you set rules for table felds. For information, search on validation in Access Help.

You create a validation rule by building an expression. In Access jargon, the term expres-
sion is synonymous with formula. It is a combination of operators, constants, functions, and
identifers that evaluates to a single value. Access builds a formula in the format a=b-+c,
where a is the result and =b+c is the expression.

TIP In addition to using expressions as validation rules, you can use them to assign proper-
ties to tables or forms, to determine values in felds or reports, to defne a set of conditions
that a record must meet to be included in the result of a query, and so on. For information
about queries, see Chapter 7, “Create queries.”

The expression you use in a validation rule combines multiple criteria to defne a set of con-
ditions that a value in a feld must meet in order to be a valid entry for that feld. Multiple
criteria are combined using logical, comparison, and arithmetic operators. Different types
of expressions use different operators. The following are the most common operators:
® | ogical operators
B And Selects records that meet all the specifed criteria
® Or Selects records that meet at least one of the criteria
B Not Selects records that don’t match the criteria
® Comparison operators
B < Less than

u Greater than

Vv

Equal to
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You can combine these basic operators to form the following:
B <= |ess than or equal to
® >= Greater than or equal to

B <> Not equal to

The Like operator is sometimes grouped with the comparison operators and is used
to test whether or not text matches a pattern.

B Arithmetic operators
= + Add
® - Subtract
= * Multiply
= / Divide

A related operator, & (a text form of +) is used to concatenate (combine) two text
strings.

You can enter validation rules in the Validation Rule property box by hand, or you can use
a tool called the Expression Builder to create them. The Expression Builder isn’'t a wizard; it
doesn’t lead you through the process of building an expression. It provides a hierarchical
list of common elements that you might want to include in an expression, and an expres-
sion box to build the expression in. To open the Expression Builder dialog box, click the
Validation button in the Field Validation group on the Fields tool tab, and then click either
Field Validation Rule or Validation Rule. In the dialog box, either select functions, operators,
and other elements from the list to copy them into the expression box, or enter the expres-
sion directly in the expression box.

To explain a validation rule to users, you can create a message that appears if someone
tries to enter an invalid value. A well-crafted message tells users what data is expected
and what format it should be entered in. For example, the message Please enter a whole
number between 1 and 99 is more useful than Invalid entry.
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Simple validation rules

The Field Validation group on the Fields tool tab includes two commands that provide
simple validation tests for felds without requiring you to build an expression:

® Required By default, the Required property is set to No. Selecting the Required
check box in the Field Validation group sets this property to Yes, meaning that
every record must have an entry in this feld; it cannot be blank. (A blank feld is
called a Null feld.)

® Unique By default, the Indexed property of all felds except AutoNumber felds is
set to No. This property has two Yes options:

® Yes (Duplicates OK) This option is set if you select the Indexed check box in
the Field Validation group.

B Yes (No Duplicates) This option is set if you select the Unique check box. (It is
set by default for AutoNumber felds.)

In both Yes cases, Access creates an index of the data in the feld and its location,
similar to the index in a book. The index speeds up data searching, because Access
can look up the location of the data in the index instead of searching the actual
database.

In terms of validation, selecting the Required check box causes Access to verify that
there is an entry in the feld before it accepts the record. Selecting the Unique check
box causes Access to verify that no other record has the same value in the feld before
it accepts the feld entry.

TIP For Short Text, Long Text, and Hyperlink felds, the Required property can be
refned by the Allow Zero Length property. When this property is set to Yes (the
default), you can enter an empty string (two quotation marks with nothing between
them) and the feld will not be considered blank. In other words, a required feld can
be empty but not Null. The differentiation between Null and empty might seem silly,
but it becomes important if someone uses programming code to work with the data-
base, because some commands produce different results for Null felds than they do
for empty felds.

176

Chapter 6 Maintain data integrity




In this exercise, you'll create and test a feld validation rule and a record validation rule in a

table.

SET UP You need the GardenCompany06 database you worked with in the preced-

ing exercise to complete this exercise. If necessary, open the database. Then display the
FieldTest table in Database view, and follow the steps.

1

3

Point at the left end of the fPhone feld, and when the pointer changes to a thick
cross, click to select the contents of the feld. Then replace the current entry with

6785550101, allowing the mask to format the entry for you.

With the fPhone feld still selected, on the Fields tool tab, in the Field Validation

group, click the Validation button to display a list of options.

Field Validation Rule

[.J_’—./ Create an expression that restricts the values that can be
entered in the field.,

Field Validation Message
Set the error message for the Field Validation Rule.

Validation Rule

Create an expression that restricts the values that can be
entered into a record. For example, [StartDate] < [EndDate].

r Validation Message
Vd Set the error message for the Record Validation Rule,

The top set of options is for validating the feld and the bottom set is for validating
the entire record.

Click Field Validation Rule to open the Expression Builder dialog box.

Validating the data
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Expression Builder

Enter an Expression to validate the data in this field:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

Expression Elements Expression Categories Expression Values

=

() Functions

Constants
...y Operators

You build an expression in the box at the top of the dialog box by selecting elements,
categories, and values from the boxes at the bottom.

Let’s specify that only phone numbers in the 206 or 425 area codes can be accepted
in the fPhone feld.

In the Expression Elements list, click Operators; in the Expression Categories list,
click Comparison; and in the Expression Values list, double-click Like to transfer that
operator to the expression box.

With the cursor positioned to the right of the space following the word Like in the
expression box, enter “206*” (including the quotation marks and the asterisk), and
then press the Spacebar.

TROUBLESHOOTING Be sure to include the asterisk after 206. The fPhone feld con-
tains the phone number in addition to the area code, so you need the wildcard to
allow the additional characters. For information about wildcards, see the sidebar
“Wildcards” in Chapter 4, “Display data.”
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6 In the Expression Categories list, click Logical, and in the Expression Values list,
double-click Or.

7 In the Expression Categories list, click Comparison, and in the Expression Values list,
double-click Like.

TIP The Expression Builder inserts <<tExpr>> before the Like operator as a placeholder
for any other expressions you might add. You can ignore this for now.
8 With the cursor positioned to the right of the space following the second Like in the

expression box, enter “425*” (including the quotation marks and the asterisk).

9 Click <<Expr>>, and press the Delete key. Then delete the extra space before the
second Like.

Expression Builder H

Enter an Expression to validate the data in this field:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

Like "206*" Or Like "425*"
Cancel
Help
<< Less
Expression Elements Expression Cateqgories Expression Values
() Functions <All= <
1] Constants Arithmetic o=
T Gpermtore <
3 tee Logical =
String b=
=
Between
In

If you want to enter an expression directly in the expression box, you can click Less to hide
the hierarchical boxes.

10 Click OK to close the Expression Builder dialog box.
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11 When Access warns that existing data violates the new validation rule, click Yes to
close the message box and keep the rule. Notice that the fPhone feld is now active
so that you can change the phone number to one that is in either of the required
area codes.

12 Enter 4255550101.

Let’s add an error message that will appear if someone attempts to enter a phone
number with an invalid area code.

13 On the Fields tool tab, in the Field Validation group, click the Validation button,
and then click Field Validation Message to open the Enter Validation Message

dialog box.
Enter Validation Message ?

You can enter a guiding message here.

14 In the box, enter Area code must be 206 or 425, and then click OK.

15 Save the table, and then switch to Design view. Notice that, in the Field Properties
area, the Validation Rule property and Validation Text property are set to the new
rule and message.

General |Lookup

Field Size 255

Format

Input Mask (0007 "000\-0000;,#
Caption

Default Value

Validation Rule Like "206*" Or Like "425*
Validation Text Area code must be 206 or 425
Required MNo

Allow Zero Length Yes

Indexed Mo

Unicode Compression Yes

IME Mode Mo Control

IME Sentence Mode Mone

Text Align General

If you prefer, you can enter the rule and message directly in their boxes
in the Field Properties area.
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16

17

18

19

20

TROUBLESHOOTING If the message does not appear in the Validation Text property,
verify that you did not press Tab after entering the new phone number and then in-
advertently assign the message to the adjacent fShortText feld.

Let’s test this Feld validation rule.

Switch to Datasheet view. Then click anywhere in the fPhone entry, and press the
Home key to place the cursor at the beginning of the feld.

Enter 3605550109, and then press Tab, which displays a warning.
Garden Company

y b Area code must be 206 or 425

Help

Was this information helpful?

Access warns that the area code must be either 206 or 425.

TIP The Was This Information Helpful? link appears only if you have enrolled in the
Microsoft Customer Experience Improvement Program. Clicking the link displays a
dialog box in which you can give your opinion about the usefulness of warnings gen-
erated by the Access program. Because this warning was generated by a validation
rule that you have created, you can ignore the link.

Click OK to close the alert box, enter a new phone number with one of the allowed
area codes, and press Tab.

Now let’s create a record validation rule that compares one date with another to
verify that it is later.

Click the Click to Add feld. Then create a Date/Time feld that has the Medium Date
format, name the feld fDate2, and click the feld below it.

On the Fields tool tab, in the Field Validation group, click the Validation button.
Then click Validation Rule. Notice that the Expression Builder dialog box opens with
the FieldTest table selected in the Expression Elements list and its felds displayed in
the Expression Categories list.
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21 In the Expression Categories list, double-click fDate2 to insert it into the expression
box. Then double-click fDate.

Expression Builder

Enter an Expression to validate the data in this field:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

[fDate2] «Expr= [fDate]
Cancel
Help
<< Less
Expression Elements Expression Categories Expression Values
-~ FieldTest i
) Functions fPhone
EL Constants fohortText
fMoney
-4 Operators fumber
fBoolean
fDate2

The feld names are enclosed in square brackets to indicate that those feld values will be used
when this expression is evaluated.

22 In the expression box, click <<Expr=>>. Then in the Expression Elements list, click
Operators; in the Expression Categories list, click Comparison; and in the Expression
Values list, double-click > to replace <<Expr>> with the greater than sign.

23 Click OK to close the Expression Builder dialog box, and then click Yes to keep the
new rule.

24 Create a record validation message that says fDate2 must be later than fDate,
and then save the table.

Let’s test this record validation rule.
25 Replace the entry in the fDate feld with 11/22/22.

26 Click the fDate2 feld, click the Calendar button, and click Today. Then click in the
record below it, which displays a warning box containing the record validation text.
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Garden Company

l"l fDate2 must be later than fDate

Was this information helpful?

You cannot leave the record until you resolve this data error.

27 Click OK, change the value in fDate2 to 12/22/22, and then click in the record
below it.

CLEAN UP ciose the FieldTest table. Keep the GardenCompany06 database open for
use in later exercises.

Allowing only values in lists

It is interesting how many different ways people can come up with to enter the same items
of information in a database. Asked to enter the name of their home state, for example,
residents of the state of Washington will enter Washington, Wash, or WA, plus various typo-
graphical errors and misspellings.

Minor inconsistencies in the way data is entered might not be really important to someone
who later reads the information and makes decisions. For example, Arizona and AZ refer to
the same state. But a computer is very literal, and if you tell it to create a list so that you can
send catalogs to everyone living in AZ, the computer won't include anyone whose state is
listed in the database as Arizona.

You can limit the options for entering information in a database in several ways:

® |f one entry is more likely than any other, you can set the Default Value property of
the feld to that entry. Users can then press Tab to skip over that feld, leaving the
default entry intact. Even if users enter something else, the format of the default entry
might guide them when choosing their entry’s format.

® For only two options, you can use a Yes/No feld represented by a check box. A
selected check box indicates one choice, and a cleared check box indicates the other
choice.
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® For a short list of choices that won’t change often, you can use a combo box. Clicking
the arrow at the right end of the combo box displays the list of choices, which you
provide as a lookup list. Depending on the properties associated with the combo box,
database users might be able to enter something else or they might be able to add
entries to the lookup list displayed in the future. Although you can create a lookup list
by hand, it is a lot easier to use the Lookup wizard.

TIP Access comes with three Quick Start lookup lists that are commonly used in businesses:
Payment Type, Priority, and Status. You can effciently add one of these ready-made lookup
lists to a table by clicking the More Fields button in the Add & Delete group on the Fields
tool tab, and then clicking the feld you want.

In this exercise, you'll use the Lookup wizard to create a list of states and provinces from
which users can choose.

SET UP You need the GardenCompany06 database you worked with in the preced-
ing exercise to complete this exercise. If necessary, open the database. Then display the
FieldTest table in Datasheet view, and follow the steps.

1 At the right end of the frst record in the table, click the Click to Add feld. On the
Fields tool tab, in the Add & Delete group, click the More Fields button, and then in
the Basic Types area, click Lookup & Relationship to start the Lookup wizard.

Lookup Wizard

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to getits
values?

(@) [ want the lookup field to get the values from another table or
query.

() L will type in the values that I want.

You can specify that the values in the list already exist in another table or that you will enter
them manually.
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TIP If a Feld has only a few possible entries that won’t change, typing the list di-
rectly in the wizard is easier. If a feld has a lot of potential entries, or if the entries
will change often, you can link them to a table. (You might have to create a table
expressly for this purpose.) For information about creating lookup felds based on
another table, see “Allowing only values in other tables” later in this chapter.

Click I will type in the values that | want, and then click Next.
Leave the number of columns set to 1, and click in the frst cell in the Col1 column.

Enter the following state and province abbreviations, pressing Tab (not Enter) after
each one to move to a new row.

BC

CA

ID

MT

OR

WA

Click Next.

Lookup Wizard

What label would you like for your lookup field?
Do you want to limit entries to the choices?
|:| Limit To List

Do you want to store multiple values for this lookup?
[] Allow Multiple Values

Those are all the answers the wizard needs to create your lookup
field.

Cancel < Back Mext =

You assign a name to the new feld on this page.

SEE ALSO For information about creating felds that can hold multiple values, see the
sidebar “Multivalued felds” later in this chapter.

Allowing only values in lists 185



6 Enter fLookup as the name of the feld, and select the Limit To List check box. Then
click Finish.

[ Save the table, and switch to Design view.

8 Click anywhere in the fLookup feld, and then in the Field Properties area, click the
Lookup tab to display the properties that control the lookup list.

General Lookup

Display Control Combo Box

Row Source Type Walue List

Row Source CBCTCATTIDTMT L TOR T WA
Bound Column 1

Column Count 1

Column Heads Mo

Column Widths 1"

List Rows 16

List Width 1

Limit To List Yes

Allow Multiple Values Mo
Allow Value List Edits Yes
List ltems Edit Form

Show Only Row Source VMo

The list you entered is stored in the Row Source property.
Let’s set a default value for the fLookup feld.

9 In the Field Properties area, click the General tab. Then click anywhere in the Default
Value property, enter WA, and press Enter.

Now let’s test how the lookup list works.

10 Switch to Datasheet view, clicking Yes to save your changes to the table. Notice that
WA appears in the fLookup feld of the new record.

11  Clickin the fLookup feld of the frst record, and then click the arrow at the right end
of the feld to display the list of possible entries.

flLookup ~

L

BC
CA
1D
MT
OR
WA

The list refects the entries you entered on the wizard’s second page.
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TIP Clicking the button that appears below the options list opens the Edit List Items
dialog box. If you don’t want users to be able to edit the list, you can disable this
property, as we do later in this exercise.

12 Click MT to enter the abbreviation for Montana in the feld.

13  Wwith MT selected, enter b.

14 After Access completes the entry by displaying C, click the record below it, and watch
as Access converts bC to BC.

15 Select BC, enter Utah, and press Tab. When Access tells you that the entry isn’t in the
list and asks whether you want to edit the list, click Yes to open the Edit List Items
dialog box. Notice that Utah has been added to the bottom of the lookup list.

16  click Ccancel, and then click BC in the list.

17 Switch to Design view, and in the Field Properties area, click the Lookup tab. Notice
on the Lookup page for the fLookup feld that the Limit To List property is set to
Yes, but the Allow Value List Edits property is also set to Yes, meaning that users can
change the list.

Let’s ensure that users can select values from the list but cannot change it.

18 Click the Allow Value List Edits property, click the arrow that appears, and then click
No.

19 Save the table, and switch to Datasheet view. Then enter Utah in the fLookup feld
of the frst record, and press Tab. Notice that the message that appears now has no
option to edit the list.

Garden Company

o The text you entered isn't an item in the list.

Select an item from the list, or enter text that matches one of the listed items.

Access will not accept your entry and won't allow you to change the lookup list.
20 Click OK to close the message box. Then click BC in the list, and press Tab.

CLEAN UP close the FieldTest table. Keep the GardenCompany06 database open for
use in the last exercise.
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Multicolumn lookup lists

If you want people to be able to select a friendly name from a list but you want the
database to store a different name or even a number, create a two-column lookup list
that associates the two types of entries. For example, you might want to associate em-
ployees’ frst names or nicknames with their employee ID numbers.

To set up a multicolumn lookup list;

1 Create a new lookup feld, and indicate on the frst page of the Lookup wizard
that you want to enter the values.

2 On the second page, change the Number of columns setting to 2. Then enter
the data you want Access to store in Coll and the friendly name in Col2, and
click Next.

3 On the third page, designate the column in which the data to be stored is
located—in this case, Coll—and then click Next.

4 On the last page, assign a name to the feld, select the Limit To List check box
if appropriate, and click Finish.

Clicking the feld’s arrow will then display a two-column list from which the user can
select an entry. The stored value will be displayed in the feld.

To display only the friendly name in the list and in the table:

1 Switch to Design view.

2 In the Field Properties area, on the Lookup tab for the multicolumn feld, change
the Column Widths property from 17;1” to 0;1”.

3 Save the table.
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In “Defning relationships between tables” in Chapter 2, “Create databases and simple tables,”
you learned how to link tables in such a way that a user could not enter a CustomerID that
did not exist in the Customers table or an EmployeelD that did not exist in the Employees
table. These relationships are critical to ensuring that any specifc item of data is stored in the
database only once. But relationships also provide a powerful means to improve the accu-
racy of the database’s data.
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If you ask a dozen sales clerks to enter the name of a specifc customer, product, and ship-
per in an invoice, it is unlikely that all of them will enter the same thing. In cases like this,
in which the number of correct choices is limited (to actual customer, actual product, and
actual shipper), providing the means to choose the correct information from a list derived
from the Customers table, the Products table, and the Shippers table will improve your
database’s accuracy and consistency.

One of the key concerns when looking up information in another table is the effciency of
the process. Looking up an employee in an Employees table with 9 records is not very diff-
cult. Looking up a customer in a Customers table with 200 records, however, could be quite
tedious. If you use an intuitive CustomerID instead of relying on an autogenerated number
as the primary key of the Customers table, database users can enter the CustomerID and
then verify it in the list. For example, using the frst three letters of a customer’s last name
plus the frst two of his or her frst name will almost certainly result in unique CustomerID
values. These values will not only serve as the primary key for the Customers table but will
be easy for users to intuit when working in other tables linked to the Customers table.

In this exercise, you'll use the Lookup wizard to create a list of possible feld values from the
entries in a Teld in a related table. You'll also change the primary key in a table to facilitate
the lookup process.

SET UP You need the GardenCompany06 database you worked with in the preceding
exercise to complete this exercise. If necessary, open the database. Then follow the steps.

1 On the Database Tools tab, in the Relationships group, click the Relationships
button. On the Relationships page, notice that there are relationships between the
Customers and Orders tables and between the Employees and Orders tables.

We want to create Customer and Employee lookup felds in the Orders table, so frst
let’s delete the existing relationships and felds.

2 Right-click the diagonal part of the line between the Customers and Orders tables,
and click Delete, clicking Yes to confrm the deletion. Repeat this step for the line
between the Employees and Orders tables. Then close the Relationships page.

TIP If you want to remove a table’s box from the Relationships page, right-click the
box and click Hide Table. If you want to remove all the boxes, click the Clear Layout
button in the Tools group on the Design tool tab.
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3 Open the Orders table, and drag across the CustomerID and EmployeelD feld names

to select those felds. On the Fields tool tab, in the Add & Delete group, click the
Delete button. Then click Yes to permanently delete the felds and Yes to delete their
indexes.

Now let’s add a new Employee lookup feld.

4 At the right end of the table, click the Click to Add feld. On the Fields tool tab, in

the Add & Delete group, click the More Fields button, and then click Lookup &
Relationship to start the Lookup wizard.

5 With | want the lookup field to get the values from another table or query

selected, click Next.

6 To identify the table on which the lookup feld will be based, click Table: Employees

in the list. Then click Next.

7 On the third page, in the Available Fields list, double-click EmployeelD, then

FirstName, and then LastName to transfer those felds to the Selected Fields list.
Then click Next.

8 On the fourth page, click the arrow for the frst sort box, and click LastName in the

list. Then click Next. Notice on the ffth wizard page that by default, the EmployeelD
feld (the key column) is hidden.

Lookup Wizard

How wide would you like the columns in your lookup field?

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

Hide key column {recommended)

FirstMame LastName -
Kim Akers
Mancy Anderson
Karen Berg
Chase Carpenter
Mally Dempsey
Michael Entin

Kari Furse -

Cancel < Back Einish

You can adjust the column widths to ft the values the same way you would adjust feld widths.
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10

11

12

13
14

15

16

Click Next. On the wizard’s last page, enter Employee as the name of the feld, and
select the Enable Data Integrity check box. Then click Finish.

Let’s test the list.

Click in the Employee feld of the frst record, and then click the arrow at the right

end of the feld to display a list of possible entries.

Employee -

L
Kim Akers
Mancy Anderson
Karen Berg
Chase Carpenter
Molly Dempsey
Michael Entin
Kari Furse
Tom a'Meill
Maoki Sato

The list is in alphabetical order by last name.

Click Nancy Anderson to enter the name Nancy as the salesperson for this order.

Next let’s change the CustomerlD feld of the Customers table so that it accepts
manually entered, intuitive IDs.

Open the Customers table in Design view. Then on the Design tool tab, in the Tools
group, click the Primary Key button to turn it off.

Change the Data Type setting for the CustomerID feld to Short Text.

Change the Field Size property to 5, and enter an Input Mask property of >LLLLL;;

to force Access to display the CustomerID value in capital (uppercase) letters, no
matter how it is entered.

Click the CustomerID feld in the Field Name column, and in the Tools group, click

the Primary Key button. Then save the table.
Let’s test the new feld.
Switch to Datasheet view. For each customer, assign a CustomerID that consists

of the frst three letters of the last name and the frst two letters of the frst name.
Try entering an ID in all lowercase letters and notice that Access displays them in

uppercase.
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17

18

19

20

21

22

23

24

Sort the table in ascending order on the CustomerID feld, and then close it, clicking
Yes to save your changes.

Now let’s create a new lookup feld in the Orders table.

In the Orders table, use the Lookup wizard to create a new lookup feld based on
the CustomerID, FirstName, and LastName felds of the Customers table. Sort the
lookup list on LastName, and then click Next.

On the page that asks you to adjust the width of the columns in the lookup feld,
point to the right border of the FirstName feld name, and when the pointer changes
to a double-headed arrow, drag all the way to the left to hide that column. Click
Next.

Name the feld Customer, and select the Enable Data Integrity check box. Then
click Finish.

Let’s test the new feld by entering an order for Pilar Ackerman.

In the Customer feld of the frst record, enter ack. Notice that because Ackerman

is the only LastName value beginning with those letters, Access completes the entry
for you.

Click the feld in the record below it to enter the name Ackerman as it appears in the
Customers table.

In the active record, enter ¢, which Access completes as campbell, the frst LastName
value beginning with c in the Customers table.

This is not the customer we want, so click the arrow at the right end of the feld to
display the list of possible values with Campbell highlighted.
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Customer -~
Ackerman

Cannon
Charney
Clark

Cox

Doyle

Funk

Gabel
Jacobsen
Keil

Lum

Mash

Reiter
Travers
Van Houten
Wistrom v

Because Access has scrolled the list to the Campbell entry,
it is easy to select the name you want.
25  Click Cox, and press Tab. Then close the Orders table.

Let’s take a look at the one-to-many relationships between the Customers and
Orders tables and between the Employees and Orders tables that make the lookup
lists possible.

26 On the Database Tools tab, in the Relationships group, click the Relationships

button.
:‘:, Relationships % x
Custemers Orders Employees
% CustomerD = 7D _/1— ? EmployeelD -
FirstMame _L Employee = FirstMame
LastMame Customer LastMame
Address Title
City Address
Region - City -

Access created these relationships to support the lookup felds in the Orders table.

° CLEAN UP ciose the GardenCompany06 database.
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Multivalued fields

Usually, you will be able to build database tables in which each feld holds only one
value. However, sometimes you might need to store more than one value in a single
feld. For example, in a Projects table, you might need to store multiple employee
names in a Team feld.

To set up a multivalued feld that restricts values to those in a table;

1 Create a new lookup feld, and indicate on the frst page of the Lookup wizard that
you want to look up the values in a table.

On the second page, select a table from the list.

On the third page, select the felds you want to include.

On the fourth page, indicate any sorting.

On the ffth page, make any necessary adjustments to the column width.

o 0o WN

On the last page of the wizard, enter a name for the feld, and select the Allow
Multiple Values check box.

When the table is open in Datasheet view, clicking the feld’s arrow displays a list from
which users can choose entries by selecting their check boxes. Clicking OK then dis-
plays the selected values in the feld.

TIP Think carefully about how your database will be used before creating multivalued
felds. They are not easy to change, and they can produce unexpected results in flters
and queries.
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Key points
® The Data Type setting restricts the data that can be entered into a feld to a
specifc type.

B The Field Size property for the Short Text, Number, and AutoNumber data types re-
stricts the number of characters allowed in a Short Text feld or the number of digits
allowed in a Number or AutoNumber feld.

® The Input Mask property controls the format in which data can be entered.

® You can use a validation rule to precisely defne acceptable data. Access tests entries
against the rule and rejects any that don’t comply.

® For felds with a fxed set of possible entries, a lookup list ensures consistent data entry.

= |f it is important that values in one table match values in another, you can create a
lookup feld based on that table to keep entries accurate.
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Create queries /

IN THIS CHAPTER, YOU WILL LEARN HOW TO

m  Create queries by using a wizard.
m  Create queries manually.

®  Summarize data by using queries.
m  Calculate by using queries.

= Update records by using queries.
m  Delete records by using queries.

Microsoft Access 2013 provides a variety of tools you can use to locate specifc items of in-
formation. In Chapter 4, “Display data,” you learned how to sort and flter tables and forms.
With a little more effort, you can create two basic types of queries:

B Select Finds records in the database that match the criteria you specify and then
display those records in a datasheet, form, or report. You can use select queries to
display specifc felds from specifc records from one or more tables.

® Action Finds records in the database that match the criteria you specify and then
do something with those records. You can use action queries to ensure the ongoing
accuracy of a database—for example, by updating information or deleting selected
records from a table.

You can save both types of queries and run the saved queries at any time to generate
updated results when data changes.

In this chapter, you'll use different methods to create queries that locate information match-
ing multiple criteria. Then you'll create queries to summarize data and perform calculations.
Finally, you'll create an update query and a delete query.
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PRACTICE FILES To complete the exercises in this chapter, you need the practice fle
contained in the Chapter07 practice fle folder. For more information, see “Download
the practice fles” in this book’s Introduction.
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In Chapter 4 “Display data,” you learned how to retrieve information from a database table
by fltering it. These techniques are effective, but limited in the following ways:

= The flters are not saved, or are saved only temporarily.

= The flters are applied only to the table or form that is currently open.

If you want a flter to be permanently available, or if you want to flter more than one table
or tables that are not open, you need to move beyond flters and into the realm of queries.

The most common type of query is the select query. The easiest way to set up a select
query, especially when you are frst learning about them, is to use a query wizard. Four
wizards are available:

B Simple Sets up a query to retrieve data from one or more tables and displays the
results in a datasheet. For example, you could use a simple query to extract the name
and address of every customer who has ever placed an order.

® Find Duplicates Sets up a query to locate records that have the same informa-
tion in one or more felds that you specify. For example, you could use this type
of query to extract the name and address of every customer who has placed more
than one order.

® Find Unmatched Sets up a query to locate records in one table that don’t have
related records in another table. For example, you could use this type of select query
to locate people in the Customer table who have never placed an order.

B Crosstab Sets up a query to calculate and restructure data for easier analysis. You can
use a crosstab query to calculate a sum, average, count, or other type of total for data
that is grouped by two types of information, one down the left side of the datasheet
and one across the top. The cell at the junction of each row and column displays the
results of the query’s calculation.
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For a query to work effectively with multiple tables, Access must understand the relation-
ships between the felds in those tables.

SEE ALSO For more information about creating relationships, see “Defning relationships
between tables” in Chapter 2, “Create databases and simple tables.”

Regardless of whether you create a query by using a wizard or manually, what you create is
a statement describing the conditions that must be met for records to be matched in one or
more tables. When you run the query, the matching records appear in a new datasheet.

In this exercise, you'll use the Simple Query wizard to create a query that combines informa-
tion from two tables that are related through a common feld. You'll then look at the under-
lying structure of the query, hide some felds, and sort the query results.

SET UP You need the GardenCompany07 database located in the Chapter0O7 practice
file folder to complete this exercise. Be sure to use the practice database for this chapter
rather than continuing on with the database from an earlier chapter. Open the database,
and if you want, save your own version to avoid overwriting the original. Then follow the
steps.

1 On the Create tab, in the Queries group, click the Query Wizard button to open the
New Query dialog box.

New Query ?

Simple Query Wizard

Crosstab Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

This wizard creates a select query
from the fields you pick.

Ganc

In this dialog box, you choose which of the four query wizards you want to use.

2 With Simple Query Wizard selected in the list, click OK to start the wizard.
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Simple Query Wizard

Which fields do you want in your query?

You can choose from mare than one table or query.

Tables/Queries

Table: Categories W

Available Fields: Selected Fields:
=

CategoryMame

Description Py

Cancel Bad Einish

If no table is selected in the Navigation pane when you click the Query Wizard button,
the frst table in the list is selected on the wizard’s frst page.

Display the Tables/Queries list, and click Table: Customers. Then click the Move All
button to move all the felds from the Available Fields list to the Selected Fields list.

In the Selected Fields list, click the PhoneNumber feld, and then click the Remove
button.

TIP The quickest way to move all but one or two felds to the Selected Fields list,
especially if a table has many felds, is to move them all and then remove those you
don’t want.

Display the Tables/Queries list, and click Table: Orders.

In the Available Fields list, double-click the OrderID, OrderDate, ShippedDate, and
RequiredDate felds to move them to the Selected Fields list. Then click Next.

TIP If a relationship between the tables hasn’t already been defned, you will be
prompted to defne it. You will then need to restart the wizard.
We want to display detailed query results, so with Detail selected, click Next.

SEE ALSO For information about using a query to summarize data, see “Summarizing
data by using queries” later in this chapter.
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8 On the wizard’s last page, change the query title to Customer Orders. Then with
Open the query to view information selected, click Finish to run the query and
display the results in a datasheet.

9 Scroll the datasheet to the right, and notice that the requested order information
is displayed to the right of each customer’s information.

# Customer Orders"-.__ X
Region - | PostalCode -| Country - Orderll - OrderDate - |ShippedDatt -~ RequiredDat - -~
WA 83004 USA 11080 1/5/2012 1/6/2012
BC V4T 1¥9 Canada 11140 2/1/2012 2/2/2012
BC VAT 1¥9 Canada 11149 2/2/2012 2/3/2012 2/7/2012
WA 88052 USA 11092 1/16/2012 1/19/2012
WA 88072 USA 11094 1/22/2012 1/23/2012
WA 88277 USA 11093 1/18/2012 1/21/2012
WA 88053 USA 11110 1/24/2012 1/25/2012
WA 88902 USA 11139 1/31/2012 2/1/2012
MT 45707 USA 11103 1/23/2012 1/24/2012 1/28/2012
OR 87008 USA 11105 1/23/2012 1/25/2012
WA 88121 USA 11081 1/6/2012 1/7/2012
cA 84112 USA 11125 1/29/2012 1/30/2012 2/3/2012
ca 84306 USA 11129 1/30/2012 1/31/2012
BC V7L L3 Canada 11153 2/3/2012 2/7/2012
BC V7L 546 Canada 11151 2/3/2012 2/5/2012
WA 88119 USA 11152 2/3/2012 2/7/2012
WA 88007 USA 11096 1/22/2012 1/23/2012
ID 73844 USA 11084 1/12/2012 1/14/2012
WA 88115 USA 11131 1/30/2012 1/31/2012 -
Record: M 1of 87 LI Search 4 »

Only the customers who have placed orders appear in the query results.
Let’s make a few adjustments to the query in Design view.

10 Switch to Design view to display the query in the Query Designer.

=_E_|-=| ‘Customer Order;"-__ x
-
Customers Orders
* - * -
# CustomeriD # orderip
Firsthame ’_\—< CustomerlD
LastName AccountRep
Address OrderDate
City - ShippedDate |~
-
4 3
LB C stomerlD w | FirstName Lasthame Address City Region =
Table: | Customers Customers Customers Customers Customers Customers
Sort:
Show:
Criteria:
ar
-
4 3

The top pane identifes the tables used by the query and the relationship between them. In the
design grid, the Field row identifes the felds used, the Table row identifes each feld’s table, and
selected check boxes in the Show row indicate the felds to display in the results.
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SEE ALSO For more information about the Query Designer, see the next section,
“Creating queries manually.”

Suppose we want to use the CustomerID, Address, Country, and OrderID felds in the
query, but we don’'t want to display these felds in the results datasheet. Let’s hide
them, and also sort the results.

11 In the Show row, clear the check boxes for CustomerID, Address, Country, and
OrderlD.

12 In the Sort row, click the PostalCode feld, click the arrow that appears, and then
click Ascending to sort the results on this feld.

Field: | Address City Region PostalCode Country OrderlD =
Table: | Customers Customers Customers Customers Customers Orders
Sort: Ascending
show m| m| ]
Criteria:
ar
-
4 3

The felds with cleared check boxes will not appear in the query’s results.

13 On the Design tool tab, in the Results group, click the Run button to display the
datasheet with the new results.

= Customer Orders.'-.__ x
FirstName - LastName -~ City + | Region - | PostalCode - OrderDate - ShippedDat¢ - RequiredDai » |«
Ramos Helena MT 49624 1/12/2012 1/13/2012
Randall Boseman Butte MT 49707 1/23/2012 1/24/2012 1/28/2012
Scott Gode Pocatello D 73204 1/30/2012 1/31/2012
Richard Lum Boise D 73704 2/2/2012 2/3/2012 2/7/2012
Brian Cox Moscow D 73844 1/12/2012 1/14/2012
Parul Manek Provo uT 74606 2/6/2012 2/7/2012
Kathie Flood Glendale CA 81203 1/29/2012 1/30/2012 2/3/2012
Ben Miller Granada Hills CA 81344 2/7/2012 2/9/2012
Scott Mitchell Escondido CA 82029 2/7/2012 2/8/2012
Patricia Doyle Carmel Valley CA 83924 1/26/2012 1/29/2012
David Campbell San Francisco CA 84112 1/29/2012 1/30/2012 2/3/2012
Patrick Sands San Francisco CA 84140 2/6/2012 2/8/2012
Chris Cannon Palo Alto CA 84306 1/30/2012 1/31/2012
Ted Bremer Beaverton OR 87008 1/23/2012 1/25/2012
Sydney Higa portland OR 87201 1/22/2012 1/23/2012 1/27/2012
Andrew R. Hill Portland OR 87210 1/29/2012 1/30/2012
Modesto Estrada Burns OR 87710 1/14/2012 1/16/2012 1/19/2012
Anne Hellung-Larsen Elgin OR 87827 1/26/2012 1/29/2012 1/31/2012
Karan Khanna Auburn WA 88001 1/6/2012 1/8/2012 1/12/2012 [+
Record: W 10of 87 LI 2 Search

Four felds no longer appear in the results datasheet, and the extracted records are sorted on
the PostalCode feld.
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TIP When a query is open, you can also simply switch to Datasheet view to run the query.

CLEAN UP close the Customer Orders query, saving your changes. Keep the
GardenCompanyQ7 database open for use in later exercises.

Creating queries manually

The query wizards guide you through the creation of common queries, but you create less
common queries manually in the Query Designer.

= Queryt’, %
-
Custormers . Orders Shippers
LastMame - i . = 1 _ . . -
Address ? OrderD # ShipperlD
City CustomerlD Company
Regi AccountRep Contact
egion
PostalCode OrderDate Street
. ShippedDate |7 o9, City -
-
4 3
Field: |PostalCode ShippedDate ShippedBy Contact -
Table: | Customers Orders Orders Shippers
Sort: Ascending
Show: O
Criteria: Between #1/1/2012# And #12/31/2012#
ar:
-
4 »

This query was created manually in the Query Designer.

Let’s review the features of the Query Designer:

® |n the top pane are feld lists for the tables that can be included in the query.
® | ines connecting the feld lists indicate that the tables are related by common felds.
= A table’s primary key feld is indicated in its feld list by a key icon.

® The Field row of the design grid contains the names of the felds actually included in
the query.

® The Table row shows which table each feld belongs to.

® The Sort row indicates which feld(s) the query results will be sorted on, if any.
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B A selected check box in the Show row means that the feld will be displayed in the
results datasheet. (If the check box isn't selected, the feld can be used in determining
the query results, but it won't be displayed.)

® The Criteria row can contain criteria that determine which records will be displayed.

® The Or row sets up alternate criteria.

When you create a query manually, you add feld lists for the tables you want to use to

the top pane of the Query Designer and either double-click or drag felds from the lists to
consecutive columns of the design grid. You then indicate which feld to sort the matched
records on and which feld values to show in the results datasheet. As with flters, the power
of queries lies in the criteria you set up in the Criteria and Or rows. This is where you specify
precisely which information you want to extract.

SEE ALSO For information about flters, see Chapter 4, “Display data.”

If you want to run an existing query with a variation of the same basic criteria, you can
display the existing query in Design view, modify the criteria, and then rerun the query.
However, it would be tedious to do this more than a couple of times. If you know you will
often run variations of the same query, you can set it up as a parameter query. Parameter
queries display a dialog box to prompt for the information to be used in the query. For
example, suppose you know you are getting low on the stock of an item and you need to
place an order for more of that product with the supplier. You might use a parameter query
to request the name of a supplier so that you can identify other products you purchase
from that supplier before placing the order. This type of query is particularly useful when
used as the basis for a report that you run periodically.

In this exercise, you'll create a query by manually setting it up in the Query Designer. You'll
add criteria to extract the records for specifc dates, and then convert the query into a
parameter query that requests the dates to extract at run time.

SET UP You need the GardenCompany07 database you worked with in the preceding
exercise to complete this exercise. If necessary, open the database. Then follow the steps.

1 On the Create tab, in the Queries group, click the Query Design button to display a
blank Query Designer and open the Show Table dialog box.
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Show Table ?

Tables | Queries | Both

Categories
Customers
Employees
Order Details
Orders
Products
Shippers
Suppliers

You select the tables you want to work with on the Tables page. You can also use existing
queries or a combination of tables and queries as the basis for a new query.

Let’s manually recreate the Customer Orders query from the previous exercise.

In the dialog box, double-click Customers, double-click Orders, and then click Close.

TIP To add the feld list for another table to an existing query, display the Show Table
dialog box at any time by clicking the Show Table button in the Query Setup group
on the Design tool tab. You can also drag the table from the Navigation pane to the
top pane of the Query Designer. To delete a table from a query, right-click the table’s
feld list, and then click Remove Table.

Double-click the title of the Customers feld list to select all the felds in the list.
Then point to the selection, and drag down to the Field row of the frst column in
the design grid. Notice that the felds occupy consecutive columns and that the
Table row of each column designates the Customers table as the source of the feld.

TIP The asterisk at the top of each feld list represents all the felds in the table. Drag-
ging the asterisk to a column in the Field row inserts a single feld that represents all
the felds, meaning that you cannot then manipulate the felds individually.

Scroll the grid to the right, and click in the Field row of the next blank column. Then
in the Orders feld list, in turn double-click the OrderID, OrderDate, ShippedDate,
and RequiredDate felds to add those felds to the next four columns.
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10

11

Field: | Country PhoneMumber OrderlD OrderDate ShippedDate tequiredDate}
Table: | Customers Customers Orders Orders Orders Orders
Sort:
Show,
Criteria:
ar

4 3

You have added felds from two tables to the design grid.

Point to the gray feld selector above the PhoneNumber feld, and when the pointer
changes to a black down arrow, click to select the column. Then in the Query Setup
group, click the Delete Columns button.

KEYBOARD SHORTCUT Press Delete to delete the selected column. For a list of
keyboard shortcuts, see “Keyboard shortcuts” at the end of this book.

In the Show row, clear the check boxes of the OrderID, Country, Address, and
CustomerID felds.

In the Sort row, set the PostalCode feld to Ascending.

In the Results group, click the Run button. Check the datasheet to ensure that the
query produces the correct results.

Let’s make this query return the records for a specifc range of dates.

Switch to Design view. In the Criteria row of the OrderDate feld, enter the following,
and then press the Enter key:

Between 1/1/2012 And 1/8/2012

TIP When you enter the A of And, Access displays a list of operators you might be

intending to use. You can click an option in the list to save yourself a few keystrokes.
In this case, ignore the list, and it will disappear.

Widen the OrderDate feld to ft its contents, so that the entire criterion is visible in
this feld.

Field: |PostalCode Country OrderlD OrderDate ShippedDate
Table: | Customers Customers Orders Orders Orders
Sort: | Ascending
show. O O
Criteria: Between #1/1/2012# And #1/8/2012#

or

4 3

Access has added # signs to designate a date format.

Run the query to extract the matching records.
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FirstName - LastName - City - Region - PostalCode - | OrderDate - | ShippedDate - ReguiredDate -
Khanna Auburn WA 228001 1/6/2012 1/8/2012 1/12/2012

Pilar Ackerman Bellevue WA 82004 1/5/2012 1/6/2012

Eric Lang Bothell WA 88011 1/5/2012 1/7/2012

Reed Koch Seattle WA 88103 1/8/2012 1/9/2012 1/12/2012

Kevin F. Browne Seattle WA 88121 1/6/2012 1/7/2012

Record: M 1of5 LI S Search

Only fve orders were placed in the requested period.

Now let’s have the query request the range of dates each time you run it.

12 Switch to Design view. In the Criteria row of the OrderDate feld, replace the existing
criterion with the following, entering this criterion exactly as shown and then pressing
the Enter key:

Between [Enter the beginning date:] And [Enter the ending date]

13 Run the query, which opens the Enter Parameter Value dialog box.

2
Enter Parameter Value b

Enter the beginning date

Cores

The frst Enter Parameter Value dialog box requests the beginning date in the range.

14 In the text box, enter 1/8/12, and click OK.

15 In the second Enter Parameter Value dialog box, enter 1/15/12, and click OK.
Notice that the results datasheet lists only the nine orders placed between the
specifed dates.

16 save the query as Orders By Date.

CLEAN UP close the query. Keep the GardenCompany0Q7 database open for use in
later exercises.
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You typically use a query to locate all the records that meet some criteria. But sometimes
you are not as interested in the details of all the records as you are in summarizing the
query results in some way. For example, you might want to know how many orders have
been placed this year or the total dollar value of all orders placed.

The easiest way to extract summary information is by creating a query that groups the nec-
essary Telds and does the math for you. The calculations are performed by using one of the
following aggregate functions:

® Sum Calculates the total of the values in a feld

B Avg Calculates the average of the values in a feld

® Min Extracts the lowest value in a feld

B Max Extracts the highest value in a feld

B Count Counts the number of values in a feld, not counting Null (blank) values

® StDev Calculates the standard deviation of the values in a feld

® Var Calculates the variance of the values in a feld
When you use the Simple Query wizard to create a query based on a table that has felds
containing numeric data, the wizard gives you the option of creating a summary query. If

you select Summary on the wizard’s second page and then click Summary Options, the wiz-
ard displays a dialog box in which you can specify the aggregate function you want to use.

Chapter 7 Create queries



Summary Options

What summary values would you like calculated?

Field Sum Avg Min Max

UnitPrice OO0 0O
UnitsOnOrder OO0 34d

Cancel

[] Count records in
Products

If you are using the Simple Query wizard to build a query with felds that contain numeric data,
you can have the wizard add an aggregate function to the query.

When creating a query manually, or modifying an existing query, you can click the Totals
button in the Show/Hide group on the Design tool tab to add a Total row to the grid. You
can then select the aggregate function you want from a list. The list also allows you to
group felds, select the frst or last record that meets the specifed criteria, enter an expres-
sion, or make additional criteria refnements.

TIP You don't have to create a query to summarize all the data in a table. You can display
the table in Datasheet view and then on the Home tab, in the Records group, click the
Totals button to add a Total row at the bottom of the table. (Clicking the Totals button
again removes the row from the table.) In the Total row of each feld, you can select the
type of summary data you want to appear from a list. The types available for each feld
depend on its data type. For example, you can count all felds, but you can only calculate
the sum or average of felds containing numeric data.
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12

13

14

15

16

17

Make the Form Header section just tall enough to contain the title control.

Next, suppose we don’t want users to be able to change the value in the CategorylD
text box control. Let’s disable it so that its text and background are gray.

In the Detail section, click the CategoryID text box control, and on the Design tool
tab, in the Tools group, click the Property Sheet button.

KEYBOARD SHORTCUT Press F4 to open and close the Property Sheet pane. For a list
of keyboard shortcuts, see “Keyboard shortcuts” at the end of this book.

In the Property Sheet pane, click the Data tab. Click the Enabled property, click its
arrow, and click No. Then close the Property Sheet pane.

Click the Category Name label control, double-click Category, and then delete it and
the following space.

Now let’s add the category description from the Categories table to this form.

Drag the bottom of the Detail section down until the section is about 2.5 inches tall.
Then drag the right border until the form design grid is about 5 inches wide.

TIP You cannot change the width of sections independently; widening one section
widens the entire form.

On the Design tool tab, in the Tools group, click the Add Existing Fields button to
open the Field List pane.

Field List MRS
[E  showall tables
Fields available for this view:

CategorylD

CategoryMame

Description

You can click Show All Tables to display the felds from other tables in the database.
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19

20

21

22

23

24

25

KEYBOARD SHORTCUT Press Alt+F8 to open and close the Field List pane.

In the Field List pane, click Description, drag the feld below the Category Name

text box control in the Detail section, and then close the Field List pane.

Point to the border of the Description text box control, and drag the control so that
its left edge is aligned with the Category Name control and its top edge sits at the 1

inch mark on the vertical ruler.

Click the Description label control, and drag the large handle in the upper-left corner
to the left until the control is aligned with the labels above it. Then widen the control

to match the other controls.

With the Description label control still selected, hold down the Ctrl key, and click

the Name and CategorylID label controls to add them to the selection. Then on the
Format tool tab, in the Font group, click the Align Right button.

On the Arrange tool tab, in the Sizing & Ordering group, click Size/Space. Then in
the Spacing area of the list, click Equal Vertical.

Display the Size/Space list again, and in the Size area, click To Tallest to make all the

label controls the same size.

Select all the text box controls, display the Property Sheet pane, and on the Format

page, set Left to 2”.

Make the Detail section just tall enough to contain its controls so that the form

occupies the smallest possible amount of space.

=8| Categories ',

& Form Header

E e T - S

 Form Footer

4

-

4

You have added a text box control and its associated label control, and changed the controls’

alignment, size, and spacing.

Modifying forms created by using a wizard
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TIP If you point to the border of a text box control and drag it to a new location, the
associated label moves with it. Similarly, if you point to the border of a label control
and drag, the associated text box control also moves. If you want to move either con-
trol independently of the other, you must drag the large gray square in the control’s
upper-left corner.

Let’s look at the results of the changes.
26 Switch to Form view.

E_E-I Caleguries.. -

Categories

]

Nome  [ENTER

Description  |Spring. summer and fall, forced

Record: M 10of 18 L Search

The labels and their controls now look neater on the form.

27 Scroll through a few category records. Try to edit entries in the CategoryID feld to
confrm that you can't.

The record selector bar down the left side of this form isn't needed right now, so let’s
turn it off.

28 Switch to Design view, and click the form selector (the box in the upper-left corner
at the junction of the horizontal and vertical rulers) to display the properties for the
entire form in the Property Sheet pane .

29 On the Format page of the Property Sheet pane, change the Record Selectors
property to No. Then close the Property Sheet pane.
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30 Switch to Form view to verify that the form no longer has a record selector.

CLEAN UP Close the Categories form, saving your changes. Keep the
GardenCompany08 database open for use in later exercises.

Adding controls

Although text box and label controls are the most common controls found in forms, you
can also enhance your forms with many other types of controls. For example, you can add
combo boxes, check boxes, and list boxes to present people with choices instead of having
them make entries in text boxes.

When a form is displayed in Layout view or Design view, the controls available in that view
are located in the Controls gallery on the Design tool tab. Each control is one of the follow-
ing types:

® Bound A control that is linked to a feld in a table or the datasheet created by a
query. These controls include:
® Text boxes and labels

B Option groups and buttons, combo boxes, list boxes, and check boxes

® Charts

® Subforms/subreports
® Unbound A control that is not bound to any underlying data. These controls include:
® Buttons and toggle buttons
® Tabs and page breaks
® Hyperlinks, web browser controls, and navigation controls
B Attachments
® Frames

B |ines and images
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In this exercise, you'll insert a picture into the Form Header of a form and replace the
default title with a custom one. You'll also replace a text box control in the Detail section
with a combo box control.

e SET UP You need the GardenCompany08 database you worked with in the preced-
ing exercise and the Hydrangeas graphic located in the Chapter08 practice file folder
to complete this exercise. If necessary, open the database. Then open the Customers
form in Design view, and follow the steps.
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1
2

In the Customers form, make the Form Header section about 1.5 inches tall.

In the Form Header section, select the logo control, hold down the Ctrl key, and
select the label control. Then press the Delete key.

On the Design tool tab, in the Controls group, click the More button to display a
menu containing the Controls gallery.

L5 bl Ag [ & b=l F
ITEEM N B EL
I ® B & LJ

SN Use Control Wizards

:>< ActiveX Controls
From the Controls gallery, you can insert bound and unbound controls.

In the gallery, click the Image thumbnail, and then on the left side of the Form
Header section, draw a control approximately 1 inch high and 1.5 inches wide.
When you release the mouse button, the Insert Picture dialog box opens.

In the dialog box, navigate to your Chapter08 practice fle folder, and double-click
Hydrangeas.
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=5| Customers

T S R o T T e N e

# Form Header
L

1 CustomeriD I ‘ CustomeriD

T Num E|. ‘ nrsmume B

" Fronc] [PhoneNumber

The hydrangeas photo has been inserted into the Form Header section.

TIP How an image fts into an image control is determined by the Size Mode prop-
erty of the control. If the property is set to Clip and the control isn't large enough to
display the entire image, the image is cropped. If the property is set to Stretch, you
can enlarge the control to display the entire image. If the property is set to Zoom
(the default), the image automatically resizes to ft the control.

Now let’s add a label control so that we can enter a title for the form.

In the Controls group, display the Controls gallery, and then click the Label
thumbnail.

To the right of the picture in the Form Header section, drag diagonally to draw a
control about 2 inches wide and 0.5 inch tall.

In the active label control, enter Garden Company. Press Shift+Enter to insert a line
break, and then enter Customers.

Click the Form Header section bar. On the Format tool tab, in the Control
Formatting group, click the Shape Fill button. Then in the top row of the Theme
Colors palette, click the third swatch (Light Green, Background 2).
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10

11

12

13

Select the label text, and in the Font group, make the text 20 points, bold, and any
dark green color. Then center the text.

If Garden Company wraps to two lines, drag the sizing handle in the middle of the
right side of the label frame to the right until the two words ft on one line. Then on
the Arrange tool tab, in the Sizing & Ordering group, click the Size/Space button,
and in the Size area of the Size/Space list, click To Fit.

Reduce the height of the Form Header section so that it is just big enough to contain
its controls.

?_E-I Customers ',

I N S N B S T e R A

# Form Header

i CustomerD | | CustomeriD
R FE T T FEET
Nunwel;‘Firstume

" Fhone|| PhoneNumber

i AddraisiE‘Address -

You have completed all the adjustments to the controls in the Form Header section.

Next let’s create a combo box that displays a list of possible countries but that also
allows users to enter the country if it is not already in the list. First we’'ll turn off the
Control Wizards feature so that we can add a control with all its default settings,
without having to work through the associated wizard’s pages.

On the Design tool tab, in the Controls group, click the More button. At the bottom
of the menu, do one of the following:

= |f the icon associated with Use Control Wizards is not orange (inactive), press Esc
to close the menu.

= |f the icon is orange (active), click Use Control Wizards to deactivate the
command.
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Enlarge the Detail section to create at least an inch of space below the Country
controls.

Display the Controls gallery, and click the Combo Box thumbnail. Then drag
diagonally to draw a control below the Country text box control. Make it
approximately 1.5 inches wide and 0.25 inch tall.

8| Customers

# Form Footer -
4 »

Because the combo box control is not attached to a feld in the Customers table, its name is
Unbound.

TIP Access assigns a number to each control when it is created. Don’t be concerned
if the numbers associated with the controls you create are different from those in our
graphics.

Click the Country text box control. On the Format tool tab, in the Font group, click
the Format Painter button, and then click the combo box control.

TIP The formatting of the Country text box is copied to both the combo box control
and its label.

Now let’s create a simple query that extracts one example of every country in the
Country feld of the Customers table and displays the results as a list when users click
the combo box arrow.

Right-click the combo box, and then click Properties to open the Property Sheet
pane.
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18 In the pane, click the Data tab. Then click the Control Source arrow, and in the list,
click Country to bind the combo box control to the Country feld in the Customers
table.

19 Verify that the Row Source Type property is set to Table/Query. Then in the Row
Source box, enter the following:

SELECT DISTINCT Customers.Country FROM Customers;

Be sure to include the period (but no space) between Customers and Country, and
the semicolon at the end of the text. (The words in capital letters are instructions and
the remaining words are variables that identify the feld and the table to which the
instructions should be applied.)

Property Sheet v

Selection type: Combo Box
Comba55s W

Format| Data | Event | Other | All

Control Source Country

Row Source SELECT DISTINCT Customers.Country FROM Customers;
Row Source Type Table/Query

Bound Calumn 1

Limit To List Mo

Allow Value List Edits Yes

List Items Edit Form

Inherit Walue List Yes

Show Only Row Source Yalug No

Input Mask

Default Value
Walidation Rule
Walidation Text

Enabled Yes
Locked Ma
Auto Expand Yes

To display the entire query, you can widen the Property Sheet pane by dragging its left border
to the left.

20 Click the combo box label control. Click the Format tab of the Property Sheet pane,
and change the Caption property to Country.
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26

Click the original Country text box control, and press Delete to delete the control
and its associated label. Then move the new combo box and label into their places,
sizing them as needed.

TIP To ensure that new controls are aligned with existing controls, you can click an
existing control and make a note of its Width, Height, Top, and Left properties. Then
use whichever of those settings is relevant to fne-tune the new control. You can also
use the Arrow keys to nudge the controls into place.

Shrink the size of the Detail section until it is only as tall as it needs to be to hold its
controls. Also shrink the width of the form so that the contents of all the sections ft
neatly.

Let’s draw a dark green line across the form, below the Phone control, and make sure
that no matter what size the program window is, the line always stretches across the
width of the form.

If the entire form design grid is not visible, close the Property Sheet pane. Then
from the Design tool tab, display the Controls gallery, click the Line thumbnail, and
drag a line across the width of the form design grid to separate the name and phone
number information from the address.

If the Property Sheet pane is closed, open it, and set the Height property to O and
the Border Width property to 2 pt. Then close the pane.

TIP Setting the height to O does not make the line invisible; it ensures that the line is
straight.

With the line still selected, on the Format tool tab, in the Control Formatting group,
click the Shape Outline button, and set the line color to the same dark green color as
the title in the Form Header section.

On the Arrange tool tab, in the Position group, click the Anchoring button to display
the Anchoring gallery.
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=
Stretch Across Top

=1

Top Right

1 -0 1

Stretch Down Stretch Down and Across Stretch Down and Right
Bottom Left Stretch Across Bottom Bottom Right

You can anchor a control in four positions and make it stretch in fve directions.

—=

27  Inthe gallery, click Stretch Across Top.

28 Switch to Form view, and try making the program window various sizes. Notice that
although the width of the form was only about 7 inches in Design view, the form
header and the line always span the width of the window, no matter what its size.
As a last step, let’s test the combo box control.

29 Scroll through a couple of records, and then click the Country combo box arrow to
display the country list.

= Cuslomers."-._ x
Garden Company
Customers
| cUsmmenD”Achl l
| Nume' |FTI<1 l |Ackermqn I
| Phone||(425}555.0194 '
| Address”&mn Backbay 5t. l
|Cify.-"Smte:"IlP.|Be\|e'vue ' ‘w.e. ' |saou4 '
| Counfry' .,l
Canada
Record: M 1of110 | » M ¥ Search .

Selecting possible entries is quick and easy with a combo box.

CLEAN UP close the Customers form, saving your changes. Keep the
GardenCompany08 database open for use in the last exercise.
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Displaying subforms

As you saw in “Exploring forms” in Chapter 1, “Explore Microsoft Access 2013,” if a one-to-
many relationship exists between two tables, you can display information from both the
“one” and the “many” sides of the relationship by using a main form and a subform. For
example, the main form for related Customers and Orders tables might display information
about a customer (the “one” side), and the subform might list all the orders that the cus-
tomer has placed (the “many” side).

Suppose you want to create a main form that includes all the felds of one table with a sub-
form that includes all the felds of another table. As long as there is only one one-to-many
relationship between the tables already defned on the Relationships page, the fastest way
to create the form and its subform is by using the Form tool. Simply click the primary table
in the Navigation pane, and then on the Create tab, in the Forms group, click the Form but-
ton. The Form tool creates and displays a main form and subform, each containing all the
Telds of its source table.

Selecting fields for main forms and subforms

If you want to create a main form and subform that include only some of the felds in
their underlying tables, use the Form wizard, as follows:

1 Ensure that there is a relationship between the tables. Then on the Create tab, in
the Forms group, click the Form Wizard button.

2 On the wizard’s frst page, in the Tables/Queries list, click the table on which you
want to base the form.

3 In the Available Fields list, double-click the felds you want to include in the main
form to move them to the Selected Fields list.

4 In the Tables/Queries list, click the table on which you want to base the subform.

In the Available Fields list, double-click the felds you want to include in the sub-
form, and then click Next.

6 On the wizard’s second page, with the primary table and Form with subform(s)
selected, click Next.

7 On the third page, select the layout you want, and then click Next.

8 On the last page, enter the titles you want for your forms, and with Open the form
to view or enter information selected, click Finish.
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If you have already created a main form and you now want to add a subform to it, you can
add a subform/subreport control to the main form.

In this exercise, you'll add a subform to an existing form in Design view, and you'll then
modify its appearance in Layout view.

SET UP You need the GardenCompany08 database you worked with in the preced-
ing exercise to complete this exercise. If necessary, open the database. Then open the
Categories form in Design view, and follow the steps.

1 Enlarge your workspace by expanding the Detail section until it is approximately
3 inches tall.

2 On the Design tab, display the Controls menu. If the Use Control Wizards icon near
the bottom of the menu is not active (orange), click the command.

3 In the Controls gallery, click the Subform/Subreport thumbnail. Then in the Detail
section, below the Description label and text box controls, drag a control, which
starts the SubForm wizard.

SubForm Wizard

You can use an existing form to create your subform or subreport, or
create your own using tables and/or queries.

What data would you like to use for your subform or subreport?

(®) Use existing Tables and Queries
(")Use an gxisting form

Customers

On the frst page of the SubForm wizard, you select the source of the subform data.
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With Use existing Tables and Queries selected, click Next.
Display the Tables/Queries list, and click Table: Products.

In the Available Fields list, double-click the ProductName, CategoryID, Quantity-
PerUnit, UnitPrice, and UnitsinStock felds to add them to the Selected Fields list.
Then click Next.

SubForm Wizard

Would you like to define which fields link your main form to this
subform yourself, or choose fram the list below?

.;:.:;.Qhoose from a list. )] Define my own,

Show Products for each record in Categories using CategoryID

Show Products for each record in Categories using CategoryID

Cancel < Back Finish

On the third page of the SubForm wizard, you specify how the main form and
subform are linked.

TIP Because there is a relationship between the Products table and the Categories
table that is based on the CategoryID feld, the wizard selects Choose From A List
and indicates the relationship it will use. If the wizard can’t identify which felds are
related, it selects the Defne My Own option and displays list boxes in which you can
specify which felds should be related.
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7 With Choose from a list selected, click Next, and then click Finish to accept the
suggested name for the subform and embed it in the Categories form.

=8| Categories \,

0 | Bl 1B
I e e e -

# Form Header
# Detail

{ProductName

; I
{CategorylD

1QuantityPerUnit

# Form Footer -
4 »

The subform control has its own Form Header, Detail, and Form Footer sections, and can be
scrolled independently of the main form.

8 Above the upper-left corner of the subform control, click the Products subform
label, and press Delete.

Let’s explore the subform in various views.

9 Switch to Form view, where by default, the subform looks like a datasheet.
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T T—
=2] categories \, x

Categories

Description  Spring, summer and fall, forced

Product Name T Category M Quan|=
Magic Liky Bulbs One do:
Autumn Crocus Bulbs One do:
Anemone Bulbs Ore do:
Lily-of-the-Field Bulbs One do:
Siberian Iris Bulbs & per pk
Daffodil Bulbs 6 per pk

Peony Bulbs 6 per pkl~
Record: M < [1or10 | » pwi| T |[earen | [« ] v

Record: M 10f18 | » M » | = | Search

The subform has its own scroll bars and record navigation bar.

TIP This main form and subform are ideal for checking which products are assigned
to which categories and for looking up information about the products in a category.
But if you want to create a form whose main purpose is data entry, be sure to include
all the felds in which the database user will need to enter information.

Right-click the subform, point to Subform, and then click Form. Notice that when the
subform is in Form view, it refects its layout in Design view.
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?_:-| Categories \,
Categories
1
Name Bulbs
Description  Spring, summer and fall, forced
Product Name Magic Lily
Category Bulbs v
Quantity Per Unit One dozen
Unit Price $48.40
Units In Stock 40
Record: M 10f 10 L W 2 Search
Record: W 1of128 L3I Search

The form layout is not as useful as the datasheet layout.

11 Switch the subform back to Datasheet view.
Let’s modify the layout of the subform.

12 Switch to Layout view. Then click any feld in the subform, and on the Home tab, in
the Text Formatting group, change the font size to 9.

13 Double-click the right border of each feld name to adjust the column to its widest
entry.

14 Widen the subform so that Units in Stock is visible, by dragging the subform’s right

border to the right.
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15

16

17

5] categories x

Categories

Name Bulbs

Description  Spring, summer and fall, forced

Preduct Name ~ | Category ~ | Quantity PerUnit ~ | Unit Price ~ | UnitsIn Stock » |«

Magic Lily Bulbs One dozen $48.40 40
Autumn Crocus Bulbs One dozen $22.49 37
Anemones Bulbs One dozen $32.88 2é
Lily-of-the-Field Bulbs One dozen $4598 34
Siberian Iriz Bulbs & per pkao. $15.67 30
Daffodil Bulbs & per pkg. $15.67 24
Pecony Bulbs & per pkg. $24.14 20
Lilies Bulbs & perpkg. $120 18
Reanmmins Ruilbe Anar nken £2793 12/ L%
Record: M < [10f10 | » M P Search
Record: W 1of18 | k M b Search

Adjusting feld widths is often easier in Layout view, where the underlying data from the table is
visible.

Let’s test the subform.

Switch to Form view. Then use the record navigation bar for the main form to display
each category in turn, verifying that the products in that category are listed in the
datasheet in the subform.

Click the First record button to return to the frst category (Bulbs). Then in the
subform, click Bulbs in the Category column to the right of the frst product
(Magic Lily).

TIP Because the Category feld is a combo box control, an arrow appears at the right
end of the feld to indicate that you can select a feld value from a list.

Click the feld’s arrow to display the list of categories, and then change the category
to Cacti.
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18 On the main form’s record navigation bar, click the Next record button to move to
the Cacti category. Notice that the subform now includes the Magic Lily record.

19 Display the Category list for the Magic Lily record, and return it to the Bulbs
category.

Let’s delete the product category from the subform to ensure that it can't be
changed.

20 Switch to Design view, and click Yes when prompted to save the form and the
subform.

21 In the subform, click the CategorylD combo box control, and then press Delete.

22 Save the form, switch back to Layout view, and then adjust the width of the subform,
allowing space for the scroll bar.

23 Switch to Form view, and scroll through the main form categories to view the results.

=5] Categories ', x

Categories

]

Description  Spring, summer and fall, forced

(

Product Name + | Quantity Per Unit - | Unit Price » | Unitzln Stock + |«
Magic Lily One dozen $45.40 40
Autumn Crocus Cine dozen $22.49 37
Ansmons One dozen $33.88 26
Lily-cf-the-Field One dozen $4598 34
Siberian Iriz & per pkg. $15.47 30
Daffodil & per pkg $1547 24
Pecny & per pkg. $24.14 20
Lilies & per pkg. $1271 18
Fennn ims A e mlen £07 075 12 T

Record: W 1of 10 L Search
Record: M 1of18 |+ M b Search

You can easily use this form to check the assignments of products to categories.

CLEAN UP Cclose the Categories form, and click Yes twice to save your changes.
Then close the GardenCompany08 database.
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Key points

® Forms have three main sections: Form Header, Detail, and Form Footer. You can
size them to suit the needs of the form.

® You can customize any section of your form’s layout by adding and deleting
labels, moving labels and text box controls, and adding graphics.

® After you defne a relationship between tables, you can add a subform to a
main form.
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Create custom reports

IN THIS CHAPTER, YOU WILL LEARN HOW TO

Create reports manually.
Modify report content.
Add subreports.

Reports often include sets of information that are related to the topic of the report, but not
necessarily related to each other. For example, a report might include information about the
production, marketing, and sales activities of a company. Or it might include information
about compensation and the company’s pension plan. Each topic is related to a particular
aspect of running the business, but the topics don't all ft nicely into the structure of an in-
dividual Microsoft Access 2013 report.

One solution to this problem is to create separate reports, print them, and store them to-
gether in a binder. Another is to save them in electronic format in a folder or on a network.
An easier and more sophisticated solution is to combine them by using subreports.

In this chapter, you'll build a fairly complex report. You'll start by creating the report shell
(the main report) manually in Design view. Then you’ll modify the layout and content of the
shell report. Finally, you'll provide detailed information by embedding a subreport within
the main report.

TIP This chapter builds on the discussion of reports in Chapter 5, “Create simple reports.”

PRACTICE FILES To complete the exercises in this chapter, you need the practice fle
contained in the Chapter09 practice fle folder. For more information, see “Download
the practice fles” in this book’s Introduction.
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Creating reports manually

When a report includes controls that are bound to specifc felds in one or more tables,
usually the most effcient way to create the report is by using the Report wizard. When you
include more than one table in a report, the wizard evaluates the relationships between the
tables and offers to group the records in any logical manner available. As with multitable
forms, if you haven't already established the relationships between the tables, you have to
cancel the wizard and establish them before continuing.

TIP If you are using more than two tables in a report, or if you will be using the same com-
bination of tables in several reports or forms, you can save time by creating a query based

on those tables and then using the results of that query as the basis for the report or form.
For information about queries, see Chapter 7, “Create queries.”

When a report will include mostly unbound controls, which don’t pull information from
underlying tables, it is easier to create the report manually in Design view. In this view, the
structure of the report is laid out on a design grid, in much the same arrangement as a form
in Design view.

Eﬂ Repnrh‘

L O T L O 2 T - S A | et
# Report Header

f Report Footer

Reports have fve main sections and can include additional grouping sections.
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The report design grid is divided into fve main sections:
B Report Header Contains information to be displayed at the top of the frst page of
the report, such as the report title.

B Page Header Contains information to be displayed at the top of every page of the
report, like the header in a Microsoft Word document.

® Detail Usually contains the controls that make up the main body of the report.

B Page Footer Contains information to be displayed at the bottom of every page, such
as a page number.

® Report Footer Contains information to be displayed at the bottom of the last page
of the report.

By default, the Report Header and Report Footer sections are not present on the report.
You can hide and display the Report Header, Report Footer, Page Header, or Page Footer
sections by right-clicking the design grid and then clicking the respective command. You
can also close a section without removing it by setting the Height property in its Property
Sheet pane to 0”. (This technique can be useful if you want to concentrate on one section
without being distracted by another.)

To organize a report, you can group and sort its contents. When you group information,
such as grouping all customers by region or all products by category, a Group Header sec-
tion is added to the report for each grouping level you specify. Group headers are identi-
fed by the feld name in their section bars.

As with forms, you can work with reports in Design view in the following ways:
= Apply a theme.
= Adjust the size of sections.

B Add, size, and arrange controls.

B Adjust the properties of report elements in the Property Sheet pane.
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Adding hyperlinks, charts, and buttons

A variety of additional controls are available to enhance the usefulness of reports and
forms, such as the following:

® Hyperlink Clicking the Hyperlink button in the Controls gallery displays the
Insert Hyperlink dialog box. You can insert a static link to a fle, a webpage,
another object in the database, or an email message window by using the same
techniques you would use to insert a hyperlink in other Microsoft Offce 2013 pro-
grams. For example, you might want to add a link to your organization’s website.

TIP In forms, you can use a Web Browser control to insert a dynamic hyperlink
that changes depending on the data displayed. To set up dynamic links, click
Hyperlink Builder in the Link to bar of the Insert Hyperlink dialog box to separate
the target address into its component parts. For more information about the Web
Browser control, search for Add Web browsing to a form in Access Help.

B Chart You can use the Chart wizard to plot the data in an existing table or query
(or both). In the Controls gallery, click the Chart button, and then drag to create
the control that will hold the chart and start the Chart wizard. Follow the wizard'’s
instructions to select the data that will be plotted, the type of chart, and the lay-
out. When you click Finish, the chart appears in the control, which you can move
and size like any other control.

® Button You can create a button that performs a specifc task, such as displaying
the Print dialog box. To add a button to a report, click the Button button, and
click to create the button control. Right-click the control, and click Build Event.
Double-click Macro Builder, and in the Actions area in the Action Catalog pane,
expand the type of action you want. Double-click the action to open a page on
which you can add any information the macro needs, and then close the page. You
can assign a name and picture to the button on the Format page of its Property
Sheet pane.

TIP Adding a button to a form is much easier than adding one to a report. In

the Controls gallery, click the Button button, and then click to create the button
control and start the Command Button wizard. Follow the wizard’s instructions to
select the action, icon, and name for the button. Click Finish to insert the button
in the location you clicked. You can then move and size it like any other control.
Behind the scenes, the wizard embeds a macro in the control’s On Click property.
To view the macro, display the Event page of the button’s Property Sheet pane,
and then click the Ellipsis button to open the page containing the macro.
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In this exercise, you’ll manually create a shell report that contains a Report Header section, a
Page Footer section, and a section in which you will add grouped data in a later exercise.

SET UP You need the GardenCompany09 database located in the Chapter09 practice
file folder to complete this exercise. Be sure to use the practice database for this chapter
rather than continuing on with the database from an earlier chapter. Open the database,
and if you want, save your own version to avoid overwriting the original. Then follow the
steps.

1 Without selecting a table or query in the Navigation pane, on the Create tab, in the
Reports group, click the Report Design button to display a blank report design grid
that has the default sections for a new report: Page Header, Detail, and Page Footer.

2 Right-click anywhere in the design grid, and then click Report Header/Footer to
enclose the default sections with Report Header and Report Footer sections.
Now let’s add the category name from the Categories table to this form.

3 On the Design tool tab, in the Tools group, click the Add Existing Fields button to

open the Field List pane, which is currently empty because no source table or query
is selected in the Navigation pane.

KEYBOARD SHORTCUT Press Alt+F8 to open and close the Field List pane. For a list
of keyboard shortcuts, see “Keyboard shortcuts” at the end of this book.

4 In the Field List pane, click Show all tables

Field List x

E’ Show only fields in the current record source

Fields available in other tables:

Categories Edit Table
Customers Edit Table
Employees Edit Table
Order Details Edit Table
Orders Edit Table
Praducts Edit Table
Shippers Edit Table
Suppliers Edit Table

The Field List pane displays a list of all the tables whose felds
you can add to the report.
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10

In the Field List pane, expand the Categories table by clicking the adjacent plus sign.

Double-click the CategoryName feld to add label and text box controls for that feld
to the Detail section of the report design grid.

Close the Field List pane and resize the Details section of the report until all the
sections are visible.

Let’s group the records in the report by category.

On the Design tool tab, in the Grouping & Totals group, click the Group & Sort
button to open the Group, Sort, and Total pane at the bottom of the report page.

In the Group, Sort, and Total pane, click Add a group to add a Group on bar with
the select field list displayed.

In the select field list, click CategoryName to add a CategoryName Header section
to the report.

Eﬂ Report1

Ld

||| # Detail

Group, Sort, and Total X

| Group on CategoryName ¥ with A ontop ™ . More

= Add a group 21 Add a sort

In the fnal report, records will be grouped by the category whose name appears in the
CategoryName Header section.
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11
12

13

14

15

16

17

Close the Group, Sort, and Total pane.

Save the report as Sales By Category.

Let’'s make a few changes to the report layout.

Point to the border of the CategoryName text box control (not the gray handle),

and drag the control into the CategoryName Header section, which also moves the

associated label control.

In the Tools group, click the Property Sheet button.

KEYBOARD SHORTCUT Press F4 to open and close the Property Sheet pane.

Click the Report Header section bar, and then on the Format page of the Property

Sheet pane, set the Height property to 1”.

TIP You complete the setting of a property by clicking another property or by
pressing Enter.

Repeat step 15 to set the Height property for the other sections of the report as
follows:

PageHeader 0” (closes the section)

CategoryName Header 2.2”

Detail 0” (closes the section)
Page Footer 0.2”
Report Footer 0” (closes the section)

TIP You can manually set the height of a section by dragging its bottom edge up
or down.

Close the Property Sheet pane.
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Eﬂ Sales By Category

T S R o T T e N e

# Report Header

# Page Header
# CategoryName Header

4 »

Only the Report Header, CategoryName Header, and Page Footer sections are now open.
18 Switch to Print Preview to display the results of your work.

CLEAN UP Close the Sales By Category report, saving your changes. Keep the
GardenCompanyQ9 database open for use in later exercises.

Modifying report content

Reports are like forms in the following ways:
B You can create them by using wizards and then modify them in Layout view or
Design view.

® You can display information from one or more records from one or more tables
or queries.

® You can have multiple sets of headers and footers to group and describe their
contents.
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Whether you create a report with the Report wizard or manually, you can always modify it
by adding controls or changing the layout or formatting of the existing controls. As with
forms, you can modify reports in either Layout view or Design view. Layout view is more
intuitive because the data is visible while you make adjustments, but Design view gives
you more control. In Design view, refning a report can be an iterative process, and you
will often fnd yourself switching back and forth between Design view and Print Preview
to evaluate each change and plan the next.

In this exercise, you'll modify the content of a report by inserting a title and date in the
report header and page numbers in the report footer. You'll also insert and remove labels
and change the appearance of text.

SET UP You need the GardenCompany09 database you worked with in the preceding
exercise to complete this exercise. If necessary, open the database. Then open the Sales
By Category report in Design view, and follow the steps.

1 In the upper-left corner of the report, double-click the report selector (the box at the
junction of the horizontal and vertical rulers), which both selects the entire report
and opens the Property Sheet pane.

2 On the Format page of the Property Sheet pane, set the Grid X and Grid Y
properties to 10 to make the grid larger. Then close the Property Sheet pane.

TIP You can quickly turn the grid or the rulers on and off by right-clicking the report
and then clicking Grid or Ruler.

Let’s make some formatting changes.

3 Click the Report Header section bar, and on the Format tool tab, in the Control
Formatting group, click the Shape Fill button. Then in the top row of the Theme
Colors palette, click the third swatch (Light Green, Background 2).

4 On the Design tool tab, in the Header/Footer group, click the Title button to insert a
control layout containing the following cells and controls:

B |n the cell on the left, a logo placeholder
® |n the cell in the center, a label control containing the report title
B |n the upper-right cell, a date placeholder

® |n the lower-right cell, a time placeholder
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Layouts

Layouts are optional mechanisms for constraining the alignment of controls. By default,
Access provides two layout formats:

® Tabular Inserts controls in cells arranged in columns and rows. The label controls
are always in the section above the text box controls so that they resemble col-
umn headings. By default, Access uses the Tabular layout for reports created with
the Report tool and for blank reports populated by dragging felds from the Field
List pane.

® Stacked Inserts controls in cells arranged in two columns, with label controls in
the left column’s cells and text box controls in the right column’s cells. By default,
Access uses the Stacked layout for forms created with the Form tool and for blank
forms populated by dragging felds from the Field List pane.

To impose a layout or switch from one layout to the other:

® On the Arrange tool tab, in the Table group, click the button for the layout
you want.

To remove a layout so that you can place controls where you want them:

® Select all the controls in the layout. Then click the Remove Layout button in the
Table group.

B Right-click the selection, click Layout, and then click Remove Layout.
To add a row of controls to an existing layout:;

® Select an adjacent cell, and in the Rows & Columns group, click the Insert Above
or Insert Below button.

To add a column of controls to an existing layout:

B Select an adjacent cell, and in the Rows & Columns group, click the Insert Left or
Insert Right button.
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To delete a row or column from a layout:

= Right-click a cell in the row or column, and click Delete Row or Delete Column.

® Select the row or column, and then press Delete.

To merge two cells in a layout (so that one control can span two columns or two rows):
® Select the cells, and in the Merge/Split group, click the Merge button.

To split a cell in a layout (so that two controls can ft in one column or one row):

® Select the cell, and in the Merge/Split group, click the Split Horizontally or Split
Vertically button.

5 With the title selected, on the Format tool tab, in the Font group, make the title
20 points, bold, and any dark green color.

6 On the Arrange tool tab, in the Sizing & Ordering group, click the Size/Space
button, and then click To Fit to make the label control ft the title.

Now let’s add the date.

7 On the Design tool tab, in the Header/Footer group, click the Date and Time button
to open the Date and Time dialog box.

Date and Time ? E

Indude Date

(®) Friday, December 7, 2012
()07 Dec-12

() 12f7j2012

Indude Time

Sample;

Friday, December 7, 2012
3:45:10 PM

conc

You can specify options for both date controls and time controls
in this dialog box.
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8

10

11

With the Include Date check box and the frst date format option selected, clear the
Include Time check box. Then click OK to insert a control containing the =Date()
function in the upper-right cell of the layout in the Report Header section.

Eﬂ Sales By Calegury.'

I N S N B S T e R A

# Report Header

& Page Header

Because the layout constrains the controls, the control containing the title shrinks to make room
for the control containing the date.

TIP If you insert a date and time control in a report that doesn’t have a Report Header
section, Access adds the section and inserts the control. This control’s function will
insert the current date whenever you generate the report.

Let’s remove the layout from the Report Header section so that we have more
options for arranging the controls.

Hold down the Ctrl key, and select all the controls and placeholders in the Report
Header section. Then right-click the selection, click Layout, and click Remove Layout.

Point to the alert button that appears, and read the warning about the two controls
in this section not being associated with each other. Then click the button, and in the
list, click Dismiss Error.

TIP It is always wise to investigate these alerts, but in this exercise, you can dismiss
any alerts displayed about unassociated controls.

Click a blank area of the section to release the selection. Then drag the date control
below the title control.

TIP When you release the mouse button, the date control snaps into position against
the grid. You can prevent grid snapping by clicking the Size/Space button in the
Sizing & Ordering group on the Arrange tab, and then clicking Snap To Grid to turn it
off. If you want to override Snap To Grid and position a control precisely, set the Top
and Left properties in the Property Sheet pane.
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12

13

14
15

16

17

Right-click the title control, click Size, and click To Fit. Then Use the Width and Left

properties to adjust the width and position of the date control to match the title

control.

Center the date control, and then click away from the control.

Ej Sales By Category ',

# Page Header

The Report Header section now contains only two controls.

TIP If you need to format or move several controls in a section, frst group them
together. Select the controls, click the Size/Space button in the Sizing & Ordering

‘Sdles By Category| ==\

ol rrsndteny s P

group on the Arrange tool tab, and then in the Grouping area of the list, click Group.
Grouped controls can be manipulated as a unit, but not individually. To change just
one of the controls, you must frst ungroup all the controls.

Now let’s turn our attention to the CategoryName Header section.

In the CategoryName Header section, delete the Category Name label.

Select the CategoryName text box control, and make it 16 points, bold, and the

same dark green you used previously. Then open the Property Sheet pane, set the

Height property to 0.3” and the Width property to 2.0”, and close the Property

Sheet pane.

Move the control so that its top sits against the top of the section and its left border

sits two grid points in from the left edge of the section.

On the Design tool tab, display the Controls gallery, and click the Label thumbnail.

Then click directly below the lower-left corner of the CategoryName text box

control.

TIP To precisely align the left edge of one control with that of another, set their Left

properties to the same value.
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18 In the label control, enter Product: (including the colon), and then press Enter.
Notice that, because this label is unassociated, an alert button appears.

19  click the alert button, and then in the list, click Ignore Error.

20 Make the label 12 points, bold, and italic. Then if necessary, size the control to ft
its contents.

Eﬂ Sales By Category
L T T L L T - |

# Report Header

~Sdles By Categoty |

oL oenden T
’ & Page Header

_¥ CategoryName Header

:.Cc‘regorchme

2| 4Product:

The CategoryName Header section now contains a text box control and a label control.

Now let’s add a page number to the Page Footer section.

21 On the Design tool tab, in the Header / Footer group, click the Page Numbers
button to open the Page Numbers dialog box.

]
Page Numbers :

@ Page N

() Page N of M Cancel
Position

(®) Top of Page [Header]

(") Bottom of Page [Footer]

Alignment:
Center W
Show Mumber on First Page

You can set the format, position, and alignment of page numbers all in one dialog box.
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22 Inthe Format area, click Page N of M. In the Position area, click Bottom of Page
[Footer]. Then with Center as the Alignment setting and the Show Number on First
Page check box selected, click OK. Notice that a control containing "Page “ & [Page]
& “ of * & [Pages] appears in the center of the Page Footer section.

TIP In this expression, “Page” and “ of * are literal strings of characters, & is the Con-
catenate operator, and [Page] and [Pages] are two identifers derived from the report
itself. For information about expressions and operators, see “Validating the data” in
Chapter 6, “Maintain data integrity.”

23 Save the report, and then switch to Print Preview.

I& sales By Categnry"-_ x

Sales By Category

Friday, December 7, 2012

|Berry bushes |
Product:

Bonsai supplies
Product:

Page: 1 L] 4 »

You can page through the report to view all the product categories.

CLEAN UP close the Sales By Category report. Keep the GardenCompany09 database
open for use in the last exercise.
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Adding subreports

270

When you want to be able to show data from two related tables in a report, you can insert
a subreport into a main report. You create the main report as you would any other report.
Then you use a wizard to insert either the subreport itself or a subreport control into the
main report. In either case, both the main report and the subreport appear as objects in
the Reports group of the Navigation pane.

TIP After establishing the correct table relationships, you can quickly insert an existing
report as a subreport of another by opening the main report in Design view and then
dragging the second report from the Reports group of the Navigation pane to the appro-
priate section of the main report.

Depending on the nature of the information in a report or subreport, you might be able to
enhance the usefulness of both types of reports by performing calculations in them. You
can insert unbound controls and then use the Expression Builder to create expressions that
tell Access what to calculate and how, thereby making summary information and statistics
readily available in one report.

In this exercise, you'll select a query as a record source for a report and insert a subreport
into a main report to display sales per product and per category. Then you'll display calcu-
lated totals for each category.

SET UP You need the GardenCompany09 database you worked with in the preceding
exercise to complete this exercise. If necessary, open the database. Then open the Sales
By Category report in Design view, and follow the steps.

1 Double-click the report selector to select the report and open the Property
Sheet pane.

2 On the Data page, click the Record Source arrow, and in the list, click Sales By
Category to base the report on the results of that existing query. Then close the
Property Sheet pane.

3 On the Design tool tab, display the menu containing the Controls gallery, and ensure
that Use Control Wizards is active. Next click the Subform/Subreport button. Then
click in the CategoryName Header section approximately two grid points below the
lower-left corner of the Product label control to insert a blank, unbound subreport
control into the main report and start the SubReport wizard.
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SubReport Wizard

‘You can use an existing form to create your subform or subreport, or
create your own using tables and/or queries.

What data would you like to use for your subform or subreport?

(@)ilse existing Tables and Queries

()Use an existing report or form

Alphabetical List of Products | Report

Categories Form
Customers Form
Products subform Form

The frst step is to choose the object on which the subreport will be based.

With Use existing Tables and Queries selected, click Next.
In the Tables/Queries list, click Query: Sales By Category.

Move CategoryID, ProductName, and ProductSales from the Available Fields list
to the Selected Fields list, and then click Next.

With Choose from a list and Show Sales By Category for each record in Sales By
Category using CategorylD selected, click Next.

TIP The option selected in the list box is displayed in its entirety below the list box.

Click Finish to replace the unbound subreport control with a control named Sales by
Category subreport.

Let’s adjust the size of the subreport and delete the controls we don’t need.
With the entire subreport control selected, open the Property Sheet pane.

TROUBLESHOOTING If the subreport control is not selected, click its top edge to
select it.

On the Format page, set the Width property to 6.6” and the Height property to
2.0”. Then close the Property Sheet pane.
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11 Delete all the controls in the Report Header section of the subreport.

12 In the main report, delete the partially hidden Sales by Category subreport label
control.

TIP If you accidentally delete a control, click the Undo button on the Quick Access
Toolbar to undo the deletion.

13 In the Detail section of the subreport, delete the CategoryID text box control.

Eﬂ Sales By Category

L T - B - T B I T - T D AN |l

# Report Header

- KSdles By Eategoly] = [ [ fa

ool cenden ]

-‘PageHeader

_¥ CategoryName Header
 |ICategoryNam N I I I IS NI I

2 Product][ ‘::f R R R RN EEREER R B R

LRI R T T - e R R - I
# Report Header

-

# Page Header
& )

||Producf80les

# Report Footer - o
T Y B

The sales for each product will appear in the subreport’s Detail section.
Now let’s make some formatting changes to the controls in the Detail section.

14 Select the ProductName text box control, display the Format page of the Property
Sheet pane, change the Font Size property to 9, and change the Width property to
2.125",

15 At the top of the Property Sheet pane, change the control selection to ProductSales,
change the Font Size property to 9, change the Left property to 3.5”, and change
the Width property to 1”.
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17

18

19

20

21

T T T T T T T T - I
¥ Report Header

# Page Header
¥ Detail

- : -
:|ProductName i ProductSales

# Page Footer
# Report Footer -

You have formatted the two controls in the Detail section of the subreport.

Next let’s create a summarizing function that will calculate the total of the
ProductSales values in the subreport’s Report Footer section.

In the Property Sheet pane, change the control selection to Report Footer, set its
Height property to 0.333”, and press Enter. Then scroll the subreport until the entire
Report Footer section is visible.

On the Design tool tab, display the Controls gallery, click the Text Box thumbnail,
and click in the center of the Report Footer section to insert an unbound control and
its label.

Select the label of the unbound control, and in the Property Sheet pane, set the
following properties:

Caption Total:
Font Size 9
Font Weight Bold

In the subreport, click the unbound control, and then on the Data page of the
Property Sheet pane, in the Control Source property, click the Ellipsis button to
open the Expression Builder dialog box.

In the Expression Elements list, double-click Functions, and then click Built-In
Functions.

In the Expression Values list, double-click Sum to display Sum (<<expression>>)
in the expression box.
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22

23

24

25
26

27

Click <<expression>>, In the Expression Elements list, click Sales By Category
subreport, and then in the Expression Categories list, double-click ProductSales.

Expression Builder

Enter an Expression to create a calculated contral:
(Examples of expressions indude [field1] + [field2] and [field1] < 5)

sum( [ProductSales] b
Cancel
Help
<< Less
Expression Elements Expression Categories Expression Values
Eﬂ Sales By Category subi & || <Report=> ~ A
() Functions <Field List= AfterUpdate
7 Built-In Functions <Parameters: AfterUpdateEmMacro
= CategoryID_Label BackColor
f) MyGardenCompan: Productiame_Label BackShade
[ () Web Services ProductSales_| abel BackStyle
CategaoryID BackThemeColorindex
] ProductMame BackTint
ProductSales Beforelpdate
ReportHeader BeforelpdateEmMacro
PageHeaderSection ¥ | |BorderColor w

You have built an expression that calculates the total of the ProductSales values.

Click OK to close the Expression Builder and enter the calculation both in the
unbound control and as the Control Source property in the Property Sheet pane.

Let’s make the two controls in the Report Footer section match the locations and
sizes of the controls in the Detail section.

With the calculated control still selected, on the Format page, set Font Size to 9 and
Font Weight to Bold.

Set the Format property to Currency, and change the Left property to 3.5”.

Click the Total label control, and change its Left property to 1.3” and its Width
property to 2.125”.

Switch to Print Preview to examine the results.
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29

30

& salesBy Categmry"-_ x

Sales By Category
Wednesday, December 19, 2012
\Berry bushes |
Product:
Blackberiss $31.50
Goossberries $45.00
Bonsai supplies | =

Page: 1 b M 4 Y

For each product category, the report shows the total of the sales per product and per category.

As a fnal touch, let’s adjust the position of the Product label control and remove the
subreport’s border.

Switch back to Design view, cut and paste the Product: label control from the
CategoryName Header section to the subreport’s Report Header section, and
then align it with the ProductName control in the Detail section.

Click the top edge of the subreport to select it. Then on the Format page of the
Property Sheet pane, change the Border Style property to Transparent.

Preview the report.

TIP Several factors affect the layout of the subreport. The width of the subreport
sets the width of the space available for the display of text. The minimum height of
the area in which feld values (in this case, product information) are displayed is the
height you set for the subreport (because the Can Shrink property for the subreport
is set to No). The maximum height of the feld value display area is the length of the
list (because the Can Grow property is set to Yes) plus the space between the bottom
of the subreport and the bottom of the Detail section. You might want to experiment
with these settings to understand how they interact.

CLEAN UP Cclose the Sales By Category report, saving both the main report and
subreport when prompted. Then close the GardenCompany09 database.
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Key points

® When a report includes mostly unbound controls, it is easier to create the report
manually in Design view.

B Refning a report in Design view gives you more control than working in Layout view,
but be prepared to switch back and forth between Design view and Print Preview to
evaluate each change.

B |nsert a subreport within another report to show grouped information in meaning-
ful ways.

® You can often enhance the usefulness of a subreport by performing calculations in
unbound controls to summarize its data.
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Import and export data

IN THIS CHAPTER, YOU WILL LEARN HOW TO

Import information.
Export information.
Copy to and from other Offce programs.

Good database design saves keystrokes when you're entering new information and main-
taining a database. But when you are populating a database, you can save even more time
and effort in another way: by importing data from existing fles in other formats.

When you import information into a Microsoft Access 2013 database, the data being im-
ported usually needs to match certain patterns, or the import process might fail. There
aren’t any such restrictions when exporting data from an Access database, and the process
rarely fails. However, some exported database objects aren’t very useful in certain formats.

All the methods of importing and exporting data described in this chapter work well, but
they aren’t the only ways to share information with other programs. Sometimes simple copy
and paste techniques are the most effcient methods, especially when you want to make
Access data available to other Microsoft Offce 2013 programs.

TIP Importing from and exporting to Microsoft SQL Server (the OBDC Database options
in the Import & Link group on the External Data tab) is beyond the scope of this book. For
information, search for SQL Server in Access Help.

In this chapter, you'll experiment with getting information into and out of an Access data-
base. After an overview of the import processes for different types of fles, you'll import
data from various sources. Then you'll export data to other Offce 2013 programs. Finally,
you'll copy and paste data directly from an Access database into a Microsoft Word docu-
ment and a Microsoft Excel worksheet.
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PRACTICE FILES To complete the exercises in this chapter, you need the practice fles
contained in the Chapter10 practice fle folder. For more information, see “Download
the practice fles” in this book’s Introduction.

Importing information

If the information you intend to store in an Access database already exists in almost any
other electronic document, it is quite likely that you can move it into Access without re-
entering it, by using the Get External Data wizard. With this wizard, the standard steps for
importing data into an Access 2013 database are as follows:

1 On the External Data tab, in the Import & Link group, click the button for the type
of source fle you want to import, which starts the Get External Data wizard.

TIP Clicking the Data Services button doesn’t start the wizard. Instead, it opens the
Create Link To Data Services dialog box. A discussion of Data Services is beyond the
scope of this book.

2 On the wizard’s frst page, specify the source fle’s location. Depending on the source
type, also specify whether to import the source fle as a new table, to append the
source fle’s data to an existing table, or to create a linked table. Then click OK to
open the appropriate import wizard or open the dialog box necessary to complete
the next step.

TIP If you want to import data into an existing table but the data structure isn’t the
same as the table structure, it’s often easier to import the data into Excel, manipu-
late it there, and then import it into Access.

3 Follow the instructions for selecting data from the source fle, formatting the data,
choosing a primary key, and naming the target object. Then click Finish.

When the import process is complete, you return to the Get External Data wizard, which
gives you the opportunity to save the import steps so that you don’t have to repeat them
for other similar import processes. To save the import steps:

1 Inthe Get External Data wizard, select the Save Import Steps check box to display
the settings necessary to save the process.

2 Name the saved import process, and enter a description (optional).
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3 If you use Microsoft Outlook and want to create an Outlook task to remind you to
run the import process at some specifc time in the future, select the Create Outlook
Task check box.

4 Click Save Import.

TIP If you chose to create an Outlook task, Outlook opens a task window that
already contains information about the task. You simply set a due date, make any
other necessary adjustments to the settings, and click Save & Close in the Actions
group on the Task tab.

To run a saved import operation:

1 Inthe Import & Link group on the External Data tab, click the Saved Imports
button.

2 Click the import you want to run, and then click Run.

TIP If you have created an Outlook task for the import process, you can click Run
Import in the Microsoft Access group on the Task tab of the task window.

In the sections that follow, we discuss some of the issues to bear in mind when importing
data from a specifc source.

Importing from other Access databases

Suppose you have one Access database that includes tables of information about products

and orders and another that includes customer contact information. You want just one

database containing all the information. You can save time by importing the product and

order information into the contacts database (or vice versa), rather than re-creating it all.

You can easily import any of the standard Access objects: tables, queries, forms, and re-
ports. (Macros and modules can also be imported, but they are beyond the scope of this
book.) When you import a table, you have the option of importing only the table defni-
tion (the structure displayed in Design view), or both the defnition and the data. When
you import a query, you can import it as a query or you can import the results of the
query as a table.

TIP If you need only some of the felds or records from a table in another database, you
can create a query in the other database to select only the information you need and then
import the results of the query as a table. Alternatively, you can import the table and either
edit it in Design view or clean it up by using queries.
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When you import an Access object, the entire object is imported as an object with the same
name into the active database. You can’t import only selected felds or records. If the active
database already has an object with the same name, Access imports the new object with a
number appended to the end of the name.

Importing from Excel worksheets

Access works seamlessly with Excel. You can import an entire worksheet or a named range
from a worksheet into either a new table (one that is created during the import process) or
an existing table. You can also import specifc felds from a worksheet or range.

Excel is a good intermediate format to use when importing information that isn’t set up to
import directly into Access. For example, if you want to add or remove felds, combine or
split Felds, or use complex mathematical functions to manipulate data before importing it
into Access, Excel is a great place to do it.

Importing from text fles

282

Text fles are the common denominator of all document types. Almost every program that
works with words and numbers can generate some kind of text fle. Access can import tabu-
lar data (tables and lists) from text fles that contain data structured in two ways:

= Delimited text file Each record ends with a paragraph mark, and each feld in the
table or list is separated from the next by a comma or some other special character,
called a delimiter. If the data in a feld includes the delimiting special character, the
entire feld must be enclosed in quotation marks. (Some people enclose all felds in
quotation marks to avoid having to locate those containing the special character.)

= Fixed-width text file In every record, the data in a particular feld includes the same
number of characters. If the actual data doesn’t fll the feld, the feld is padded with
spaces so that the starting point of the data in the next feld is the same number of
characters from the beginning of every record. For example, if the frst feld contains
12 characters, the second feld always starts 13 characters from the beginning of the
record, even if the actual data in the frst feld is only 4 characters.

Fixed-width text fles used to be diffcult to import into databases because you had
to carefully count the number of characters in each feld and then specify the feld
sizes in the database or in the import program. If the length of any feld was even
one character off, all records from that point on would be jumbled. That is no longer
a problem with Access, because the Import Text wizard makes importing a fxed-
width text fle simple.
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Importing from other database programs

Importing information from databases created in programs other than Access is usually an
all-or-nothing situation, and quite often, what you get isn't in the exact format you need.
For example, you might fnd that transaction records include redundant information, such
as the name of the product or purchaser, in every record. A database containing informa-
tion about people might include the full name and address in one feld, when you would
prefer to have separate felds for the frst name, last name, street address, and so on. You
can choose to import information as it is and manipulate it in Access, or you can move

it into a program such as Excel or Word and manipulate it there before importing it into
Access.

TIP The only way to import the data from some older database programs is to export the
data from that program to a fxed-width text fle and then import that fle into Access.

Importing from Outlook folders

You can import address books and other folders from Outlook into an Access database. This
can be particularly useful if you want to import contact information.

Importing from SharePoint lists

If your organization uses a Microsoft SharePoint site, you can import content from
SharePoint lists into Access in two ways:

B |mporting Creates a copy of the list in the Access database. During the import
operation, you select the lists you want to copy, and for each selected list, you
specify whether you want to import the entire list or only a specifc view. The im-
port operation creates a table in Access and then copies the source list (or view)
into that table as felds and records. Changes made to the imported data in either
Access or SharePoint are not replicated.

B Linking Creates a table in Access containing data that is linked to the source data.
This process is more effcient than importing if you want to work with data from a
SharePoint list in Access but keep the information in both locations current. Linked
tables are indicated in the Access Navigation pane by a blue arrow pointing to a yel-
low table. Information you update in Access is refected in the SharePoint list when
you refresh the view, and vice versa.
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Whichever method you choose, before you import a SharePoint list into a new table in an
Access database, it is a good idea to do the following:

1
2

Make a note of the SharePoint site’s URL.

On the SharePoint site, identify the lists you want to copy to the database, and then
decide whether you want the entire list or just a particular view.

TIP You can import multiple lists in a single import operation, but you can import
only one view of each list. If one of the standard views doesn’t ft your needs, create
a custom view containing only the felds and list items you want before proceeding
with the import process.

Review the columns in the source list or view, and identify the database into which
you want to import the lists.

TIP When you import a SharePoint list, Access creates a table with the same name
as the source list. If that name is already in use, Access appends a number to the
new table name—for example, Contactsl. Access will not overwrite a table in the
destination database or append the contents of a list or view to an existing table.

To import the SharePoint list or lists you have identifed, follow these steps:

Open a new blank database.

On the External Data tab, in the Import & Link group, click the More button. Then
click SharePoint List to start the Get External Data wizard, which displays a list of
known SharePoint sites. (You are not limited to the sites in this list.)

On the Select the source and destination of the data page, in the Specify a
SharePoint site area, click the address of the site you want to connect to, or
enter it in the box.

Click either Import the source data or Link to the data source. Then click Next.
If prompted to enter your site credentials, do so.

On the Import data from list page, in the Import column, select the check box of
each list you want to import into the database.
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7 Inthe Items to import column, for each of the selected lists, select the view
(arrangement of data) you want to import into the database.

8 With the Import display values instead of IDs for fields that look up values stored
in another list check box selected, click OK.

TROUBLESHOOTING No progress bar appears while Access imports the lists, and
this process can take some time. Resist clicking the OK button more than once.

9 When the last page of the wizard appears, click Close. Or choose to save the import
steps, provide the necessary information, and then click Save Import.

After you import or link to a list, you should open the resulting table in Datasheet view to
verify that all of the felds and records were imported and that there were no errors. You
can review the data type and other feld properties by switching to Design view.

Importing from .html fles

HTML is used to create webpages. It uses tags to control the appearance and alignment of
the content displayed in a web browser. For a table to display correctly on a webpage, the
table’s rows and cells must be enclosed in appropriate HTML tags. For example, a simple
HTML table might look like the following.

...<table><tr> <td>LastName</td><td>FirstName</td></tr> <td>Anderson</td>
<td>Nancy</td></tr></table>. ..

In an .html fle, the <table>, <tr> (table row), and <td> (table data) tags and their corre-
sponding </table>, </tr>, and </td> end tags make the data look like a structured table

when it is viewed in a web browser. 10
All the Offce 2013 programs can save a document in HTML format, and to a limited extent,

they can read or import a document that was saved in HTML format by another program.
When you import an .html fle into Access, the program scans the document and identifes
anything that looks like structured data. You can then evaluate what Access has found and
decide whether to import it.
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Importing from .xml fles
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XML format is often used for exchanging information between programs, both on and off
the web. XML format is similar to HTML format in two ways: both are plain text that indicate
formatting within tags, and both use start and end tags. However, HTML tags describe how
elements should look, whereas XML tags specify the structure of the elements in a docu-
ment. Also, as its name implies, the XML tag set is extensible—there are ways to add your
own tags. The following is an example of a simple .xml fle.

<?xml version="1.0"?><ORDER> <CUSTOMER>Michele Martin</CUSTOMER>
<PRODUCT> <ITEM>Sterilized soil</ITEM> <PRICE>$8.65</PRICE>
<QUANTITY>1 bag</QUANTITY> </PRODUCT></0ORDER>

This simple fle describes an order that Michele Martin (the customer) placed for one bag
(the quantity) of Sterilized soil (the item) at a cost of $8.65 (the price). Because XML tags the
data’s structure rather than its appearance, you can easily import the data from an .xml fle
into a database table. An actual fle created for this purpose would contain one instance of
the <ORDER> through </ORDER> block for each order.

An.xml fle might store both the data and the structure for a table; or the data might be
stored in an .xml fle for which the structure is defned by an accompanying schema stored
in an .xsd fle. If the structure is defned by a scheme, be sure the schema’s .xsd fle is in the
same folder as the corresponding .xml fle; otherwise Access will import only the data and
assign default properties to all felds.

TIP Access 2013 can apply a transform to XML data as you import or export it. A transform is
a type of template used to convert XML data to other formats. When you apply a transform
during the import process, the data is transformed before it enters the table, so you can
adapt an .xml fle to a different table structure. In-depth coverage of transforms is beyond
the scope of this book.
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In this exercise, you'll populate a database from multiple sources. You'll import three tables
and a form from an Access database. Then you'll import data from a comma-delimited text
fle into an existing table. Finally, you'll import information from an Excel worksheet into a
new table.

SET UP You need the GardenCompany10 database, the Customers workbook, the
Employees text file, and the ProductsAndSuppliers database located in the Chapter10
practice file folder to complete this exercise. Be sure to use the practice database for this
chapter rather than continuing on with the database from an earlier chapter. Open the
GardenCompany10 database, and if you want, save your own version to avoid overwrit-
ing the original. Then follow the steps.

1 On the External Data tab, in the Import & Link group, click the Access button to
start the Get External Data wizard.

Get External Data - Access Database ?

Select the source and destination of the data 4

Specify the source of the definition of the objects.

Eile name: | C:\Users\Joyce\Documents), Browse...

Specify how and where you want to store the data in the current database.

(®) Import tables, queries, forms, reports, macros, and modules into the current database.

If the specified object does not exist, Access will create it, If the specified object already exists, Access will append a
number to the name of the imported object. Changes made to source objects (including data in tables} will not be
reflected in the current database.

[: Link to the data source by creating a linked table.
Access will create a table that will maintain a link to the source data, Changes made to the data in Access will be reflected
inthe source and vice versa, MOTE: If the source database requires a password, the unencrypted password will be stored
with the linked table.

Cancel

Access Database appears in the title bar because the pages of the wizard are specifc to the
import process you selected.
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2 On the Select the source and destination of the data page, click Browse.

3 In the File Open dialog box, navigate to the Chapter10 practice fle folder, click the
ProductsAndSuppliers database, and then click Open.

4 With Import tables, queries, forms, reports, macros, and modules into the current
database selected in the wizard, click OK to open the Import Objects dialog box.

Import Objects ?
Tables | Queries | Forms | Reports | Macros | Modules

Products
Suppliers Cancel
Select all
Deselect Al

Options ==

In the Import Objects dialog box, you select the Access objects you want to import.

5 On the Tables page, click Select All, and then click Options to display additional
choices.
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Import Objects ?

Tables | Queries | Forms | Reports | Macros | Modules

Categmes
Products
Suppliers Cancel
Select All
Deselect Al
Options > >
Import Import Tables Import Queries
Relationships (®) Definition and Data ®) As Queries
[ Menus and Toolbars () Definition Only () As Tables
[l impart/Export Specs
|:| Mav Pane Groups

[T Al Images and Themes

On the expanded Tables page, the default settings will import relationships that exist
between the selected tables, their data, and their structure.

Click the Forms tab, click Categories, and then click OK to close the dialog box and
begin the import process.

When the import process is complete, on the Save Import Steps page, click Close.

From the Navigation pane, open the Categories, Products, and Suppliers tables,
review their records to verify that all three tables have been successfully imported 10
into the database, and then close them.
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Now let’s populate the empty Employees table.

9 On the External Data tab, in the Import & Link group, click the Text File button to

start the Get External Data wizard.

TIP Text fles typically have a .txt extension. However, some programs save delimited
text fles with a .csv or .tab extension. You will also occasionally fnd text fles with an
.asc (for ASCII) extension. Some programs save fxed-width text fles with a .prn (for
printer) extension, which Access doesn’t recognize; you would need to change this
extension to one that Access does recognize. Access treats text fles with all accept-
able extensions the same way.

10 Browse to the Chapter10 practice fle folder, click the Employees text fle, and then

click Open.

11 Click Append a copy of the records to the table. Display the adjacent list, and click

Employees. Then click OK, which starts the Import Text wizard and displays the
content of the selected delimited text fle.

= Import Text Wizard

Your data seems to be in a 'Delimited' format. Ifit isn't, choose the format that mere correctly
describes your data.

(@) Delimited - Characters such as comma or tab separate each field
(_)Fixed Width - Fields are aligned in columns with spaces between each field

%]
o
=

ple data from file: C:\USERS\IOYCE\DOCUMENTS\ACC 2013585 \CHAPTER 10\EMPLOYEES. TXT.
"EnployeeID”, "FirstName"”, "LastHame", "Title", "Address", "Cicy", "State"”, "PostalCode™, "Hon A
h, "Karen", "Berg", "Ownex", "765 - 20th Ave. E.Apt. 24", "Seattle", "WA",6 "S8102"," (206) 5
[, "Kim", "Akers", "Head Buyer","5%0 NE &7th Dr.","3eattle", "WA", "88125"," (206) 5535-0101"
|5, "Tom®, "C'Heill", "Assistant®, "789 Moss Bay Blvd.","Hirkland", "WA","88033"," (425) 555
14, "Haoki", "Sato","3ales Manager™,"123 Leary Wy.","Seattle”,"WA","88117","(206) 555-019
5, "Molly", "Dempsey", "Gardener”, "432 Pike 5t.","Seattle”, "WA","S8118","(206) 555-0104"
|6, "Hancy", "Anderson”, "5ales", "567 - 20th Ave. E.","Seattle","WA","88102","(206) 555-01
[7, "Michael®, "Entin", "Sales", "4321 0ld Redmond Rd.", "Redmond®, "WA","88052%,"(425) 555-(
g, "Kari", "Furse", "Buyer", "4567 - 1llth Ave. N.E.","5eattle”, "WA","88133"," (206) 555-014
|9, "Chase™, "Carpenter”, "Gardener™,"876 E. Prospect™,"Seattle","WA", "88105"," (206) 555-(

EEEEEEEEEE

Adyanced... Cancel Einish

Each feld is enclosed in quotation marks, and the felds are separated by commas.
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TIP When information is imported into an existing table, all the feld names and
data types must match exactly; otherwise, Access displays an error. If the structure
matches but data in a feld is too long or has some other minor problem, Access
might import the record containing the feld into an ImportError table, rather than
into the intended table. You can x the problem in the ImportError table and then
copy and paste the record into the correct table.

In the lower-left corner of the page, click Advanced to open the Employees Import
Specification dialog box.

E Employees Import Specification H

File Format: (@) Delimited Eield Delimiter:

() Fixed Width Text Qualifier: l:m
Language: English W | Save As... |
Code Page: OEM United States W
Specs...

Dates, Times, and Mumbers
Date QOrder: u [#] Four Digit Years

Date Delimiter: [] Leading Zeros in Dates
Time Delimiter: |:| Decmal Symbel: l:l

Field Information;

Field Name
EmployeelD
Firstiame
LastiName
Title
Address
City
State
PostalCode
HomePhone

Lo
&
L=l

You can make changes to the default settings in this dialog box.

TIP If you want to import several fles by using the same custom settings, you can
specify the settings and save them. Then as you open each fle, you can click Specs
in this dialog box to apply the saved specifcations.
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13 In the Employees Import Specification dialog box, click Cancel. Then in the Import
Text wizard, click Next.

E Import Text Wizard

What delimiter separates your fields? Select the appropriate delimiter and see how your textis affected in the preview below.

Choose the delimiter that separates your fields:
() Tab (7) Semicolon (@) Comma () Space () Cther:

[C]First Row Contains Field Names Text Qualifier: - v
EmployeelID [FirstMName [LastHame Title pddress City Ftate | A
1 Faren Berg Cwner [f65 - 20th Ave. E.Rpt. 2Z& Peattle A
[2 Fim Rkers Head Buyer 890 NE 87th Dr. Feattle WA
(5 T om PD'Neill Bssistant 89 Moss Bay Blwvd. Flirkland fA
£ Faoki Fato Sale=s Manager [123 Leary Wy. Feattle WA
53 olly Pempsey Gardener 432 Pike 5t. Feattle WA
& ancy Ppnderson [Sales F67 - 20th Awve. E. Feattle L
7 ichael Entin Sales 1321 0ld Redmond Rd. Redmond WA
& Fari Furse Buyer M567 - 1lth Awve. N.E. Feattle L
el Chase Carpenter |Gardener 276 E. Prospect Feattle [ A&
v
< >

Advanced... Cancel < Back Einish

The wizard separates the fle into felds at the commas.

TIP If the columns are jumbled, you can choose a different delimiter from the
options at the top of the page to view that delimiter’s results.

14 select the First Row Contains Field Names check box, and click Next. Then click
Finish.

15  On the Save Import Steps page, click Close.

16 Open the Employees table to confrm that Access successfully imported the records
from the text fle. Then close the table.
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Now let’s import customer information from an Excel worksheet into a new table.

17

On the External Data tab, in the Import & Link group, click the Excel button to start
the Get External Data wizard.

18

Browse to the Chapterl10 practice fle folder, click the Customers workbook, and then
click Open.

19

With Import the source data into a new table in the current database selected, click
OK, which starts the Import Spreadsheet wizard.
= Import Spreadsheet Wizard

‘Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would vou like?

(®) Show Worksheets

() Show Named Ranges

20
21

Sample data for worksheet 'Customers',

1 [CustomerID FirstName [LastName Rddress Fity Fegion PostalCode [C| A
ED.CE(PI Filar Pckerman [B808%8 Backbay 5t. Bellevue TR 28004 [T

3 RDLTE ferry Rdams 1332 5Znd RAve. Jancouver EC 74T 1Y3 c
EM_U{I ichael fllen 130 17th 5t. Jancouver BC 74T 1¥9 -

5 RSHCH Chris fshton B3 Cedar Way Fedmond TR 58052 T
[ pama artin Bankowv [78 Riverside Dr. Woodinville 2 28072 )
TBENPA Faula Bento 6778 Cypress Pkwy. Dak Harbor Tz 58277 [
FBERJO o Berry 407 Sunny Way Firkland TR 28033 T
?EERKA Karen Berg FO Box &% [fakima T2 583902 [
EBOSRA Randall Boseman E5 Grizzly Peak Rd. Putte MT 49707 [T
HERETE fed Bremer 311 87th Fl1. Beaverton [OR E7008 @
EEROKE Fevin F. PBrowne 666 Fords Landing Feattle TR B8121 [T
ECAHDA David Campbell (22 Market S5t. fan Francisco [CR 54112 [
ECANCH Chris [Cannon 88 W. Hilltop Dr. FPaloc Rlto Y 24306 [T
< >

Cancel Einish

Sample data from the selected worksheet or named range appears in a tabular format.

With Show Worksheets and Customers selected, click Next.

Select the First Row Contains Column Headings check box, and then click Next.

Importing information
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El

Import Spreadsheet Wizard

‘fou can specify information about each of the fields you are importing. Select fields in the area below. You can then modify field

information in the 'Field Options' area.
Field Options

Field Name:

customerID)|

Indexed: ‘Yes {Duplicates OK) )

Data Type:

Short Text

[] Do not import field (Skip)

22
23

24
25

CustomerID |FirstName |LastName |Address City Region |PostalCode |G
fckerman [B808 Backbay 5t. Eellevue TR 58004 T
fdams 1832 52nd Ave. Jancouver =} 74T 1Y¥Y9 -
Rllen 130 17th 5c. Jancouver EC 74T 1Y3 c
Rshton 89 Cedar Way Fedmond TR 28052 [T
Bankov 78 Riverside Dr. Woodinville TR 28072 T
Bento 6778 Cypress Pkwy. [Cak Harbor FTE 28277 T
Berry 407 Sunny Way Firkland Tz 38033 [
Berg PO Box &9 [Fakima TR 28902 [T
Boseman 55 Grizzly FPeak Rd. Butte MT 49707 [
Premer 311 87th Pl. Peaverton [OR 27008 )
Browne b66 Fords Landing Feattle T2 28121 [
Campbell (2 Market S5t. Fan Francisco [CA 24112 [T
Cannon 89 W. Hilltop Dr. Falo Rlto C2 54306 [
Charney 1842 10th Avenue Fidney BC JTL 1L3 Clw

< >
Cancel < Back Einish

You can set the Data Type and Indexed properties of each feld. You can also exclude a feld
from the import process.

Click Next.

On the page that sets the primary key, click Choose my own primary key. Then with
the CustomerlD feld selected in the adjacent box, click Finish.

On the Save Import Steps page, click Close.

Open the Customers table to confrm that Access imported the customer records
correctly.

CLEAN UP close the Customers table. Keep the GardenCompany10 database open for
use in later exercises.
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Linking to information

If your information is still being actively maintained in another program and you want
to bring it into Access to analyze it, create reports, or export it to another format, you
should consider linking your Access database to the existing information in its original
program rather than importing the information. Although working with data that is
stored in your own database is faster, safer, and more fexible, sometimes linking is
preferable, especially if it is important that the data in Access is always up to date.

The most common reason for linking to data in another Access database or a differ-
ent program is because you don’t own the data. Perhaps another department in your
organization maintains the data in a SQL database, and that department is willing to
give you permission to read the tables and queries but not to change them. Other
reasons are security and ease of data distribution.

You can usually link to information in any application from which you can import in-
formation. The only difference in the process is that you select the Link To The Data
Source By Creating A Linked Table option on the Select The Source And Destination
Of The Data page of the Get External Data wizard. Access indicates a linked table by
an arrow to the left of the table icon.

TIP If you link to a fle stored on your network, be sure to use a universal naming con-
vention (UNC) path, rather than a mapped network drive, because a UNC path is less
likely to change.

Exporting information

You can export Access database objects in all the fle formats from which you can import
data. You can also export information in Portable Document Format (PDF) and XML Paper
Specifcation (XPS) format.
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The specifc formats available depend on the object you are exporting, as shown in the
following table.

Database object Valid export format

Table ACCDB, XLS, XLSB, XLSX, SharePoint List, PDF, XPS, RTF, TXT, XML, ODBC,
HTML, Word Merge

Query ACCDB, XLS, XLSB, XLSX, SharePoint List, PDF, XPS, RTF, TXT, XML, ODBC,
HTML, Word Merge

Form ACCDB, XLS, XLSB, XLSX, PDF, XPS, RTF, TXT, XML, HTML

Report ACCDB, XLS, PDF, XPS, RTF, TXT, XML, HTML

TIP To display a list of the export fle formats available for a specifc Access object, right-
click the object in the Navigation pane, and then point to Export.

Like the import process, the export process for most fle types is orchestrated by an easy-
to-follow wizard by using these standard steps:

1 In the Navigation pane, select the object you want to export.

2 On the External Data tab, in the Export group, click the button for the program or
type of fle you want to create, which starts the Export wizard.

3 On the wizard’s frst page, depending on the export format, specify one or all of the
following:

® The destination fle’s location and format

® Whether to export just data, or data with formatting

® Whether to open the fle when the export process is complete
B Whether to export only selected records

4 Click OK.

When the export process is complete, you return to the Export wizard, which gives you the
opportunity to save the export steps so that you don’t have to repeat them for future simi-
lar export processes. The process for saving export steps is nearly identical to the process
for saving import steps.

The steps for exporting Access database objects in PDF or XPS format or as email attach-
ments are slightly different but are still quite automated. You can also use an Access table or
query as the data source for the Word 2013 mail merge process; this process is not covered
in this topic, but if you are familiar with mail merge in Word, it is relatively straightforward.
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In the sections that follow, we discuss some of the issues to bear in mind when exporting
data to a specifc type of fle.

Exporting to other Access databases

It is very simple to export any single object from one Access 2013 database to either another
Access 2013 database or to a database in an earlier version of Access. You can’t, however,
export multiple objects in one operation.

Exporting to Excel worksheets

You can export a single table, form, report, or query from an Access 2013 database to an
Excel 2013 workbook, or to a workbook that can be opened by earlier versions of Excel.

When you export a table that contains a subdatasheet or a form that contains a subform,
Access exports only the main datasheet or form. To export a subdatasheet or subform, you
must perform another export operation on that object.

To combine multiple Access objects into a single Excel workbook, frst export the individual
objects to different workbooks. Then merge all the worksheets in Excel.

Exporting to Word documents

If you need to move a table or the results of a query to an existing Word document, it is
often easiest to simply copy and paste the records from the datasheet. But if you want to
work with the contents of a report in Word, you need to export the report.

When you export information from Access 2013 to Word, Access creates a Rich Text Format
(RTF) document, which can be opened by Word and several other applications.

Exporting to text fles

Text Fles are the lowest-common-denominator fle format. Most applications can open, dis-
play, and save information in text format. The downside to text fles is that they don’t con-
tain any formatting information, so they look consistently plain in all applications.

Depending on what type of content you are trying to export from a database, you might
have the option to export the layout with the data. If you select this option, the unfor-

matted text will be arranged in the text fle much as it is in the Access object. If you don't
choose this option, the information will be saved in either delimited or fxed-length lines.

Exporting information 297



Exporting to .pdf and .xps fles

If you want people to be able to view a database object but not change it, save the object
in the Portable Document Format (PDF) or the XML Paper Specifcation (XPS) format. Both
the PDF and XPS formats are designed to deliver objects as electronic representations of
the way they look when printed. The data in .pdf and .xps fles is essentially static, and con-
tent cannot be easily edited, so these formats are ideal for objects that will be part of legal
documents. Both types of fles can easily be sent by email to many recipients and can be
made available on a webpage for downloading by anyone who wants them. However, .xps
fles cannot be opened, viewed, or edited in Offce 2013 programs

When you indicate that you want to export a database object in PDF or XPS format by click-
ing the PDF Or XPS button in the Export group on the External Data tab, the Publish As
PDF Or XPS dialog box opens so that you can select the destination location and format,
assign a name, and optimize the size of the fle for your intended distribution method. Click
Options to display a dialog box in which you can specify the records or pages to include

in the PDF or XPS version of the object and whether to include or exclude accessibility
structure tags. When you click Publish, the object is saved with your specifcations, and the
Export wizard gives you the opportunity to save the export steps.

TIP Another way to create a .pdf or .xps fle is to display the Save As page of the Backstage
view, and in the File Types pane, click Save Object As to display the available formats in the
right pane. Clicking PDF Or XPS and then clicking the Save As button displays the Publish As
PDF Or XPS dialog box, in which you can save the fle in the usual way.

Exporting to SharePoint lists

298

If you have permission to create content on a SharePoint site, you can export a table or
query database object to the site as a SharePoint list. The list content is static and will not
refect changes made to the source table or query after the export operation. You can’t
overwrite or add data to an existing list.

TIP You can export only one object to a SharePoint list at a time. However, when Access
exports a table, it also exports all related tables.
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Exporting to .html fles

Many organizations that store accounting, manufacturing, marketing, sales, and other in-
formation on their computers have discovered the advantages of sharing this information
within the company or with the rest of the world through a website. With Access, you can
export tables, queries, forms, and reports as web-ready .html fles. You can then view the
objects in a web browser, such as Windows Internet Explorer.

When you export a table, query, or form, Access converts it to an HTML table. When you
export a report, Access converts it to a series of linked .html fles (one for each page of the
report).

TIP To display the HTML tags that defne the structure of the fle, you can either view the
fle in a web browser or open it in a text editor.

Exporting to .xml fles

You can export tables, queries, forms, and reports from Access in an XML format that can
be used by other applications. To export to an .xml fle:

1 Inthe Export group on the External Data tab, click the XML File button to start the
Export wizard, in which you specify the destination location and assign a name.

2 Click OK to open the Export XML dialog box, in which you can do one of the
following:

B Select the Data (XML) check box to export the data.

® Select the Schema of the data (XSD) check box to create a separate .xsd schema
that contains the structure of the XML data.

® Select the Presentation of your data (XSL) check box to export an .xls stylesheet
that describes how to display the XML data.

TIP To export a table as a combined data/schema fle, in the Export XML dialog
box, click More Options, click the Schema tab, click Embed Schema In Exported
XML Data Document, and then click OK.

3 Click OK to save the object with your specifcations. The Export wizard then gives
you the opportunity to save the export steps.

You can view the tagged .xml fle in Internet Explorer and the .xsd fle in any text editor.
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In this exercise, you'll export an Access table to another Access database and to an Excel
workbook. Then you'll export the table as both a formatted and an unformatted text fle.

° SET UP You need the GardenCompany10 database you worked with in the preceding
exercise to complete this exercise. Create a blank desktop database named Exported in
the Chapterl0 practice file folder, and close the open table. Then if necessary, open the
GardenCompany10 database, and follow the steps.

1

In the Navigation pane, in the Tables group, click Suppliers.
TIP When you export an entire table, there is no need to open it frst.

On the External Data tab, in the Export group, click the Access button to start the
Export — Access Database wizard.

On the wizard’s frst page, click Browse.

In the File Save dialog box, navigate to the Chapter10 practice fle folder, click
Exported, and then click Save.

In the Export — Access Database wizard, click OK, which opens the Export
dialog box.

Export ?

Export Suppliers to:
Suppliers
in Exported.accdb

Export Tables
(®) Definition and Data
() Definition Only

Carc

You can export the table’s structure and data or only the structure.

With Suppliers displayed in the Export Suppliers to box and Definition and Data
selected in the Export Tables area, click OK to export the selected table.

On the Save Export Steps page, click Close.

Let’s check that the export was successful.

Display the Exported database in a separate instance of Access.
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10

11

TIP You can open only one database at a time in a single instance of Access. If you
open a second database without frst closing the one you are working in, Access
prompts you to save recent changes and then closes the frst database before open-
ing the second. To open two databases at the same time, start a second instance of
Access from the Start screen (Windows 8) or the Start menu (Windows 7), and then
open the second database from the Backstage view. You can also double-click the
database fle in File Explorer (Windows 8) or Windows Explorer (Windows 7).

In the Navigation pane, in the Tables group, double-click Suppliers, verify that the
table exported correctly, and then close the Exported database.

Now suppose we need to provide the information in the Suppliers table to someone
who doesn’t have Access installed on her computer. Let’s export the same table as an
Excel workbook.

In the GardenCompany10 database, open the Suppliers table in Datasheet view.
Then on the External Data tab, in the Export group, click the Excel button to start
the Export — Excel Spreadsheet wizard.

On the wizard'’s frst page, click the Browse button. Then verify that the Chapter10
practice fle folder is selected in the File Save dialog box, and click Save.

Export - Excel Spreadsheet ?
Select the destination for the data you want to export 4
Specify the destination file name and format.
Eile name: | chUsers\Joyce\Documents\ACC20135B5\Chapteri 0\Suppliers.xsx
File format: | Exeel Workbook (* xlsx) W

Specify export options.

[] Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report,

Open the destination file after the export operation is complete.
Select this option to view the results of the export operation, This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records, This option is only available when you export formatted data and
have records selected.

OK Cancel

By default, the spreadsheet has the same name as the table it’s based on and will be saved
in the Excel Workbook (*.xIsx) format.
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12

13

14

TIP You can change the name and format in the File Save dialog box, or you can edit
the name and select a different format in the wizard.

Select the Export data with formatting and layout check box and the Open the
destination file after the export operation is complete check box. Then click OK,
which starts Excel and opens the exported workbook.

H s Suppliers - Excel 7 @ - x
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Joyce Cox ~
o o ol = i o S S
B % |camn 5w =B_ & = [cenea ~| E& Conditional Formatting ?\nsen = éY H
Bz - [[# Format as Table - FxDelete - | [8]- ]
Paste B rou- $ -0 0 o Sort & Find &

. ¥ = 0 [ Cell Styles~ EiFormat- | @ - Fier- Select -
Clipboard Font [ Alignment M Number M Styles Cells Editing ~
Al M € fe SupplieriD A

A B C D E F G H 1 1 -
1 ieriD i | c ContactTitle | Address |  city | state PostalCode | | F
4
Garden Don Purchasing B
i 45TandySt.  Washington  DC 10008 (202) 555-0120 (202) 555-0140
z Hardware Mfg. Richardson Manager
4
Jonathan Order B
2 The Shrub Club o 1234 Lapis Ave. Chevy Chase  MD 10815 (301) 555-0121 (301) 555-0141
3 Mollerup Administrator
Sales i
MNoTox Pest 3
Control Brad Sutton Representativ P.0.Box 555  Lander wy 72520 (307) 555-0123 (307) 555-0142
ontro
4 e
Marketing 4567 Grand i
4 Cover Up Stuff Stuart Munson Brooklyn NY 91235 (718) 555-0124 (718) 555-0143
5 Manager Army Plaza
. Heather Export 76543 Bayou B I
5 Rosie's Roses ) . Plaguemine LA 60764 (225) 555-0125 (225) 555-0144
6 Murchisan Administrator Dr.
~ Marketing I
Soil and Sand . _ 321E.Houston
) Robert O'Hara Representativ New York NY 90012 (212) 555-0126 (212) 555-0145
Supplier St. #6
7 e
Wholesale ~ Marketing 43 Magnolia R I
Josh Barnhill Plains GA 21780 (912) 555-0127 (912) 555-0146
8 Rock & Gravel Manager Way
Sales B I
The Herb Douglas B San Luis
- Representativ 987 ColmanDr. CcA 83401 (805) 555-0128 (805) 555-0147
House Groncki Obispo
9 e
Green Things 12 Orchestra i
Jason Carlson  Sales Agent wallawalla WA 89362 (509) 555-0129 (509) 555-0148
10 Galore Terrace
The Grass Marketing i
Scott Seely 1098 Asbury St. Carmel Valley CA 83924 (408) 555-0130 (408) 555-0149
11 Factory Manager
r -
Suppliers [©) HEE] 3
READY H M -——+ 100%

The Suppliers table has been exported to the Suppliers sheet in the workbook.

Close the workbook and Excel, and then on the Save Export Steps page of the
Export — Excel Spreadsheet wizard, click Close.

TIP If you want to make the data in a table available in Outlook, you can export
the table as an attachment to an email message by clicking the Email button in the
Export group.

Now let’s export data from Access to a text fle.

With the Suppliers table open in Datasheet view, on the External Data tab, in the
Export group, click the Text File button to start the Export — Text File wizard.
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15 With the path to the Chapter10 practice fle folder displayed in the File name box,
change the default fle name from Suppliers.txt to Suppliers_fixed.txt.

16 Select the Export data with formatting and layout and Open the destination file
after the export operation is complete check boxes. Then click OK, which opens the
Encode ‘Suppliers’ As dialog box.

Encode ‘Suppliers’ As ?

Choose the encoding to use for saving this file:

(®) Windows (default)

Cancel

() Unicode
) Unicode (UTF-8)

In this dialog box, you can select the encoding format options you want.

17 With Windows (default) selected, click OK to start your default text editor and open
the exported text fle.

& Suppliers_fixed - Notepad - O R
File Edit Format View Help

| ______________________________________________________________________________________________ -~
| SupplierID | Supplierlame | Contacthame | ContactTitle | Adc
T 1| Garden Hardware | Don Richardson | Purchasing Menager | 45 Tandy
T 2 | The Shrub Club | Jomathen Mollerup | Order | 1234 Lo
T 3| NoTox Pest Control | Brad Sutton | Sales | P.0. Bon
T 4| Cover Up Stuff | Stuart Munson | Marketing Manager | 4567 Gre
T 5 | Rosie's Roses | Heather Murchison | Export | 76543 B
T 6| Soil and Sand | Robert O'Hara | Marketing | 321 E.
T 7 | Wholesale Rock & | Josh Barnhill | Marketing Manager | 43 Magnc
T § | The Herb House | Douglas Groncki | Sales | 987 Cols
T o | Green Things | Jason Carlson | Sales Agent | 12 Onche
T 10 | The Grass Factory | Scott Seely | Marketing Manager | 1098 Ast
T 11| Green Thumb | Richard Carey | Sales Mamager | 5432 Mo
T 12 | The Complete | Paul West | International | 9876 Ang
< >

In Notepad, the rows and columns of the table are separated by dashes and pipe characters.

18 Close the text fle, and then close the wizard without saving the export steps.
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19

20

Repeat steps 14 through 18 to export the table again, but this time change the
name to Suppliers_delim.txt, and don't select the Export data with formatting
and layout and Open the destination file after the export operation is complete
check boxes.

=l Export Text Wizard

This wizard allows you to specify details on how Microsoft Access should expart your data.
Which export format would you like?

(@) Delimited - Characters such as comma or tab separate each field
(") Fixed Width - Fields are aligned in columns with spaces between each field

W
i}

mple export format:

1, "Garden Hardware Mfg.","Don Richardson", "Purchasing Manager™,"45 Tandy S5t.","Washing A
g, "The Shrub Club","Jonathan Mollerup","Order Administrator™,"123¢ Lapis Awve.","Chevy
B, "HoTox Pest Control"™,"Brad Sutton”,"Sales Representative™,"P.0. Box 555", "Lander™, ™
|4, "Cover Up Stuff","Stuart Munson”,"Marketing Manager™,"4567 Grand Army Plaza", "Brookl
|5, "Rosie's Roses", "Heather Murchison", "Export Administrator™,"76543 Bayou Dr.", "Pladgug
6, "Soil and Sand Supplier”, "Robert COfHara"™,"Marketing Representatiwve”,"321 E. Houston
[7, "Wholesale Rock & Gravel"™,"Josh Barnhill"™, "Marketing Manager","43 Magnolia Way","Plg
5, "The Herb House","Douglas Groncki","Sales Representative™,"987 Colman Dr.","San Luifg
9, "Green Things Galore™,"Jason Carlson","Sales Agent™,"12 Crchestra Terrace","Walla Wg
10, "The Grass Factory","Scott Seely"”,"Marketing Manager"™, "1098 Asbury S5t.","Carmel Val
11, "Green Thumb Fertilizers","Richard Carey","Sales Manager","5432 Mockingbird Ln.", "]
12, "The Complete Garden Supplier”,"Paul West", "International Marketing Mgr.","987& Ang
3, "Evergreen Emporium”™,"John Y. Chen", "Coordinator Foreign Markets"™,"567 Bartlett Bly
14, "The Carnivorous Connection"”, "Robert Lyon", "Sales Representative”,"21098 Baker Dr.f"| v

= =
SlE[Ele[e]~]a oo ]o]n ]

=
|

L4 >

Advanced... Cancel Finish

Because you didn't select the formatting and layout option on the wizard’s frst page, you can
refne the export results.

TIP You can experiment with different wizard options, moving as far as the last page

and then backing up to try a different approach. At any point, you can click Finish to

accept the default settings for all the wizard’s remaining options.

Switch between the Delimited and Fixed Width options, noticing the difference in
the data in the Sample export format box.
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21

22

23
24

With Delimited selected, click Next.

TIP The options on the wizard’s next page vary depending on whether you are
exporting a delimited or fxed-width fle.

Leave Comma selected, select the Include Field Names on First Row check box, and
click Finish to export the table as an unformatted text fle.

Close the wizard without saving the export steps.

To check the exported fle, navigate to the Chapterl0 practice fle folder in File
Explorer or Windows Explorer, and double-click Suppliers_delim.

4 Suppliers_delim - Notepad = B
File Edit Format View Help

|"Supp1:|'.er'ID", "Supplieriame”,"ContactName”,"ContactTitle"”,"Address”,"City","State”,"PostalCode’
1,"Garden Hardware Mfg."”,"Don Richardson”,"Purchasing Manager","45 Tandy 5t.","Washington™,"D(
2,"The Shrub Club”,"Jonathan Mollerup”,"Order Administrator”,"1234 Lapis Ave.","Chevy Chase",’
3,"NoTox Pest Control”,"Brad Sutton”,"Sales Representative”,”P.0. Box 555","Lander”,"WY","725:
4,"Cover Up Stuff”,”Stuart Munson”,"Marketing Manager”,"4567 Grand Army Plaza™,"Brooklyn™,"NY"
5,"Rosie’s Roses","Heather Murchison","Export Administrator","76543 Bayou Dr.","Plaguemine”,”l
6,"50il and Sand Supplier”,"Robert 0’Hara”,"Marketing Representative”,”321 E. Houston St. #6",
7,"Wholesale Rock & Gravel”,"Josh Barnhill”,"Marketing Manager™,"”43 Magnolia Way","Plains™,"Gi
8,"The Herb House","Douglas Groncki","Sales Representative”,"987 Colman Dr.","San Luis Obispo’
9,"Green Things Galore”,"lason Carlsen”,"Sales Agent”,"12 Orchestra Terrace”,"Walla Walla™,"W!
168,"The Grass Factory”,"Scott Seely”,"Marketing Manager™,"1898 Asbury St.","Carmel Valley™,"Ci
11,"Green Thumb Fertilizers","Richard Carey","Sales Manager","5432 Mockingbird Ln.","Louisburg
12,"The Complete Garden Supplier”,"Paul West","International Marketing Mgr."”,"9876 Angeles Awe
13,"Evergreen Emporium”,”John Y. Chen","Coordinator Foreign Markets","567 Bartlett Blvd.","Bal
14,"The Carnivorous Connection”,"Robert Lyon","Sales Representative","21898 Baker Dr.","Eugene
15,"The Bulb Basket","Brian Perry"”,"Marketing Manager”,"456 Breezewcod Ave."”,"San Diego","CA",
16,"Itty Bitty Bonsai”,"Mindy Martin”,"Regional Account Rep.","234 Green Grass Hills 5t.","Gre
17,"Flower Heaven","Ben Smith","Sales Representative"”,"2345 N.W. 99th St.","Seattle", "WA","88!
18,"The Tree Farm”,"Jim Kim","Sales Manager"”,"7654 SW Clinton Ave.","lewiston™,"ID","73581","(
19,"The Berry Bush Barn","Tifinna Jones”,"Wholesale Account Agent”,"432 Bryn Mawr Ave.","Cedar

20,"Liven Right Rhodies”,"Cat Francis","Ouner”,"89 Maple Dr.","Carlisle","PA","97813","(717) ©

In Notepad, the felds of the table are separated by commas.

CLEAN UP Close the text file and the Suppliers table. Keep the GardenCompany10
database open for use in the last exercise.
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Copying to and from other Office programs

Sometimes the quickest and easiest way to get information into or out of a database is to
just copy it and paste it where you want it. This technique works particularly well for getting
data out of an Access table and into Word or Excel. Information that you paste into a Word
document becomes a Word table, complete with a heading row containing the feld cap-
tions as column headings. Information that you paste into an Excel worksheet appears in
the normal row-and-column format.

Getting data into another Access table by using this technique is a little more complicated.
The data you are pasting must meet all the criteria for entering it by hand (input mask, vali-
dation rules, feld size, and so on), and you must have the correct table cells selected when
you use the Paste command. If Access encounters a problem when you attempt to paste a
group of records, it displays an error message and pastes the problem records into a Paste
Errors table. You can then troubleshoot the problem in that table, fx whatever is wrong,
and try copying and pasting again.

TIP To copy an entire table from one Access database to another, open both databases,
copy the table from the source database to the Microsoft Offce Clipboard, and then paste
it into the destination database. You can paste the table data and/or table structure as a
new table or append the data to an existing table.

In this exercise, you'll copy and paste records between an Access database table, an Excel
worksheet, and a Word document.

e SET UP You need the GardenCompany10 database you worked with in the preceding
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exercise and the Shippers workbook located in the Chapterl0 practice file folder to com-
plete this exercise. Start Excel and open a blank workbook. Then if necessary, open the
GardenCompany10 database, open the Customers table in Datasheet view, and follow
the steps.

1 Point to the row selector of the frst record in the table, and when the pointer
changes to a right arrow, drag through six records to select them.

2 On the Home tab, in the Clipboard group, click the Copy button.

KEYBOARD SHORTCUT Press Ctrl+C to copy a selection to the Clipboard. For a list
of keyboard shortcuts, see “Keyboard shortcuts” at the end of this book.
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Display the blank Excel worksheet. Then with cell Al selected, on the Excel Home tab,
in the Clipboard group, click the Paste button.

KEYBOARD SHORTCUT Press Ctrl+V to paste a cut or copied item from the Clipboard.
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The Access feld names have become Excel column headings.

Switch back to the Access database.

Now let’s copy and paste only a few felds of a few records.

In the FirstName feld, point to the left border of the value Ted, and when the
pointer changes to a thick cross, drag down and to the right until the FirstName
through Region felds are selected for six records.

In the Clipboard group, click the Copy button.

Switch back to Excel, click cell A9, and then in the Excel Clipboard group, click the
Paste button to paste in the new selection, again with column headings.
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8 Start Word, and create a new blank document. Then on the Home tab, in the
Clipboard group, click the Paste button to create a nicely formatted table.

El H - 0 = Document1 - Word
HOME INSERT DESIGM PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW

C o o a— i— a— R
D Calibri (Body) - [11 ~| A" A Aa-r & | i=-i=-%- &9 8l T || japbcenc] AsBbceDe A
Paste LB I U-aex,x A-F-A-==== 1=- O TMormal | TNoSpac.. H
Clipboard Font [F} Paragraph [P} Styles
Customers
FirstName|LastName| Address City Region
Ted Bremer [311 87th PL Beaverton  |OR
KevinF. |Browne |666 Fords Landing [Seattle WA
David Campbell |22 Market St. I5an Francisco [CA
Chris Cannon |89 W. Hilltop Dr. [Palo Alto CA
Neil Charney (1842 10th Avenue Sidney BC
Molly Clark 785 Beale St. ISidney BC
[ (Ctrl) -

The Customers title refects the name of the table from which this data came.

9 Exit Word and Excel, without saving your changes. Then close the Customers table.

Now let’s copy the data from an Excel worksheet and paste it into a new table in the
current database.

10 In File Explorer or Windows Explorer, navigate to the Chapter10 practice fle folder,
and double-click the Shippers Excel workbook.
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11 In Excel, select cells A1:H6 of the active worksheet, and on the Home tab, in the
Clipboard group, click the Copy button.

12 Switch back to Access, right-click in the Tables group of the Navigation pane, and
click Paste.

13 When Access asks whether the frst row of data contains column headings, click Yes.

14 Click OK to acknowledge that the import process was successful, and then notice that
the new Shippers table has been added to the Tables group of the Navigation pane.

15 Double-click the Shippers table to open it, and verify that all records were

successfully copied.

CLEAN UP Exit Excel. Then close the Shippers table and the GardenCompany10
database.

® |mporting information into Access 2013 from other programs is an easy way to add
data without reentering it.

= |f data is actively maintained in another program and you want to work with it in
Access, you can link the Access database to the data without actually importing it.

B You can export information from an Access database in a variety of formats, depend-
ing on the object you are exporting.

® Copying and pasting information from an Access database is often the easiest way to
make the data available to other Offce programs.

= |f the data in other Offce programs is set up appropriately, you can copy and paste it
into an Access database.
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Make databases

user friendly

IN THIS CHAPTER, YOU WILL LEARN HOW TO

Design navigation forms.
Create custom categories.
Control which features are available.

A Microsoft Access 2013 database can be a complex combination of objects and the tools
for managing and manipulating them. If information will be entered and retrieved from your
database by people who aren’t profcient with Access, the information will be safer and the
database users happier if you insulate them from the inner workings of Access. When you
turn your collection of objects and information into an application that organizes related
tasks, users can focus on the job at hand, rather than on learning how to use the program
the database is running in. With a little extra effort on your part, you can make it easier for
them to access and manipulate data, and more diffcult for them to unintentionally change
or delete it.

In Access 2013, the most common way to control access to a database is either by creating
a navigation form or by creating custom categories and groups in the Navigation pane. You
can also control which commands and which parts of the database users can interact with.

In this chapter, you'll create a simple navigation form, create a custom category and groups,
and set various startup options that control the users’ working environment.

PRACTICE FILES To complete the exercises in this chapter, you need the practice fles
contained in the Chapterll practice fle folder. For more information, see “Download
the practice fles” in this book’s Introduction.
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Designing navigation forms

312

A navigation form appears as a set of navigation buttons that the user can click to display
and work with forms and reports. You can add a navigation form to any database to make
it easier for users who don’t have extensive Access knowledge to enter information and fnd
exactly what they need.

TIP You cannot work with tables and queries directly from a navigation form. If you want
users to be able to view a table or the results of a query in a navigation form, you need to
create datasheet forms based on those objects and then insert those forms into the naviga-
tion form.

You can choose from the following six navigation form layouts:

® Horizontal Tabs Assigns each object to a button, which looks like a tab, across the

top of the form.
Vertical Tabs, Left Assigns each object to a button down the left side of the form.

Vertical Tabs, Right Assigns each object to a button down the right side of the
form.

Horizontal Tabs, 2 levels Assigns each primary object to a button in the frst row
across the top of the form, and assigns each secondary object to a button on the sec-
ond row. For example, if you assign the Customers form to a button at the frst level,
you might assign the New Customer form to a button at the second level. Users can
refer to the Customers form to fnd out whether a customer record already exists. If it
doesn’t, they can click the button for the New Customer form to display a new blank
record, in which they can enter the customer’s information.

Horizontal Tabs and Vertical Tabs, Left Assigns each object to a button across the
top or down the left side of the form, depending on where you insert it. With this
arrangement, you can have one navigation form that satisfes the needs of two sepa-
rate groups—for example, order-related buttons across the top, and inventory-related
buttons down the side.

Horizontal Tabs and Vertical Tabs, Right Assigns each object to a button across the
top or down the right side of the form, depending on where you insert it.

The layout you choose depends on the number and type of database objects you want to
be available from the form, and the way you want to arrange them.
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When you create a navigation form, it is displayed in Layout view so that you can begin to
design it. The functionality of the form is supplied by a navigation control that consists of
a placeholder for a navigation button and a subform or subreport control. When you drag a
form or report from the Navigation pane to the button placeholder, the Navigation Target
Name property on the Data page of the button’s Property Sheet pane is set to the name

of the form or report, and that name is also displayed on the button. (You can change the
name on the button by changing its Caption property.) The form or report itself is displayed
in the subform or subreport control. A new placeholder navigation button is added to the
navigation bar, ready to receive the next form or report you insert.

Navigation bar Active button Placeholder

A Quick Start x

Customers

Cusiomer List § Customer Records [Add New]
S

Garden Company
Customers
| CusfomerIDI | I
| Numel | I | l
| Fhone' | '
[ Address] | |
|:rmstme,rzll=| | ' | ' | ' e

Subform control

This navigation form has the Horizontal Tabs layout, three buttons, and a subform.

A navigation form makes a convenient “home page” for a database, especially if it is dis-
played automatically when the database is opened. Providing a default startup page makes
it easy for users of the database to quickly access the database objects they are most likely
to need to work with.

In this exercise, you'll create a datasheet form for viewing existing customers and a form for
entering new customer information. You'll create a simple two-level navigation form to pro-
vide easy access to the customer information, and you’ll add three forms and a report to it.
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e SET UP You need the GardenCompany11 database and the Logo graphic located in the
Chapterll practice file folder to complete this exercise. Be sure to use the practice data-
base for this chapter rather than continuing on with the database from an earlier chap-
ter. Open the database, and if you want, save your own version to avoid overwriting the
original. Then with All Access Objects displayed in the Navigation pane, follow the steps.
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1

In the Tables group in the Navigation pane, click Customers. Then on the Create
tab, in the Forms group, click More Forms, and in the list, click Datasheet to create a
datasheet form that looks like the Customers table.

Save the form as Customer List. Then open the Property Sheet pane, and on the
Data page, set the Allow Additions, Allow Deletions, and Allow Edits properties
to No.

Close the Property Sheet pane, and then close the form, saving your changes.

In the Forms group in the Navigation pane, right-click Customer Records, and click
Copy. Then right-click anywhere in the Forms group, and click Paste. In the Paste As
dialog box, enter New Customer as the name of the form, and click OK.

Open the New Customer form in Layout view, right-click the form’s title, and click
Form Properties to open the Property Sheet pane for the form. On the Data page,
set the Data Entry, Allow Additions, Allow Deletions, and Allow Edits properties
to Yes.

Close the Property Sheet pane, and then close the form, saving your changes.

We've now created two new forms, one exclusively for data lookup and the other
exclusively for data entry. Now let’s create a navigation form so that the new forms
are easy to identify and access.

On the Create tab, in the Forms group, click the Navigation button, and then click
Horizontal Tabs, 2 Levels. If Access opens the Field List pane, close it.
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=5] Navigation Form ",

[r]] %

“=| Navigation Form
&

[Add New]

[Aclel H=wr]

In Layout view, you can view the two levels of navigation controls.
First let’s customize the form’s tab and title.

Display the Property Sheet pane for the form. On the Format page, in the Caption
property, enter Home Page, and press the Enter key. Then close the Property
Sheet pane.

In the Form Header, click the Navigation Form title, click it again to activate it for
editing, change the title to Forms and Reports, and press Enter. Then make the title
20 points, bold, and any dark green color.

Click in the Form Header away from the title control and logo placeholder, and apply
the Light Green, Background 2 color.

On the Design tool tab, in the Header / Footer group, click the Logo button, and 11
insert the Logo graphic from the Chapterll practice fle folder.
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The fonts and colors available for formatting the form are provided by the object’s theme.

12 save the form with the name Home Page.

Now let’s populate the navigation form by adding forms and reports to it. You can do
this by assigning the forms and reports to the two rows of buttons on the navigation
bar above the subform control.

13 In the Forms group in the Navigation pane, click Customer Records, and drag it to
the frst-level placeholder button at the top of the navigation control. Notice that the
frst-level button is now labeled Customer Records, and because the button is active,
the Customer Records form is displayed in the subform control. Also notice that an
Add New button has been added to the frst-level navigation bar.
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The Customer Records form displays the frst record in the Customers table.

In the Forms group in the Navigation pane, click Customer List, and drag it to the
second-level placeholder button below Customer Records. Notice that the second-
level button is now labeled Customer List, and because the button is active, the
datasheet form appears in the subform control.

Drag the New Customer form to the second-level placeholder button to the right of
Customer List. The frst-level Customer Records button now has two second-level
buttons and a second-level placeholder button.

In the Reports group in the Navigation pane, drag Customer Orders to the frst-level
placeholder button to the right of Customer Records.

Let’s test the work we have done so far.

Switch to Form view.
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19

20

21

22

23
24

| =5 Home Fage“-_

¥ Forms and Reports

Customer Records CusiomerOrdels

[r]] %

Customer Orders -
FirstName LastName OrderDate
Luciana Ramos 1/12/2012
Randall Boseman 1/23/2012
Scott Gode 1/30/2012 .
Richard Lum 2/2/2012
Brian Cox 1/12/2012
Parul Manek 2/6/2012
Kathie Flood 1/29/2012 =

Customer Orders has a second-level placeholder button in Layout view, but the placeholder
button is not visible in Form view.

Click the Customer Records button, and then in turn click the Customer List and
New Customer buttons, observing the effect in the form.

Now let’s format the navigation buttons to more clearly defne the hierarchy.

Switch back to Layout view. Then click the Customer Records button, hold down the
Ctrl key, and click the Customer Orders button.

On the Format tool tab, in the Control Formatting group, click the Change Shape
button, and then click the second shape in the second column (Round Same Side
Corner Rectangle).

Without changing the selection, in the Control Formatting group, click the Quick
Styles button, and then click the fourth thumbnail in the rightmost column (Subtle
Effect — Orange, Accent 6).

Repeat steps 20 and 21 for the frst Customer Records second-level button
(Customer List), making it the same shape as the frst-level buttons but applying the
fourth thumbnail in the second column (Subtle Effect — Green, Accent 1).

Use Format Painter to copy the formatting of Customer List to New Customer.

Switch to Form view, where the buttons now resemble colored tabs. Then click the
Customer Records button.

Chapter 11 Make databases user friendly



=2] Home Page, x

Forms and Reporis

Garden Company
Customers

| CustomeriD l |acke I

| Numel | Filar I |Ackermon l

| Fhonel |(425}555-m94 I

| Address“&wﬂ Backbay St. .

You can use shapes and colors to categorize forms and reports.

CLEAN UP close the Home Page form, saving your changes. Keep the Garden-
Companyll database open for use in later exercises.

Creating custom categories

The Navigation pane is organized into categories and groups to make it easy to select the
database object you want to work with. A number of built-in categories are available, and
you can flter by group in various ways.

To provide database users with access to specifc database objects, you can create cus-
tom categories, each containing multiple custom groups. You can drag and drop any
valid Access object into a custom group to create a shortcut to the object; the object itself
remains in its original group. This combination of categories, groups, and object shortcuts
can be used to make frequently used objects more accessible. For example, if the account-
ing department runs a set of reports on the last day of each month, you could create an
Accounting category containing a Month End Reports group and then add shortcuts to the
reports to that group. Or if the Marketing department routinely works with several forms,
queries, and reports, you could create a Marketing category containing either a group
holding shortcuts to all the objects, or a group for each object type. There are no restric-
tions on the mix of objects you can place in a group.
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In this exercise, you'll create a custom category, add two groups to it, and then add short-
cuts to database objects to the groups.

SET UP You need the GardenCompany11 database you worked with in the preceding
exercise to complete this exercise. If necessary, open the database, and then follow the
steps.

1 At the top of the Navigation pane, right-click All Access Objects, and then click
Navigation Options to open the Navigation Options dialog box.

Navigation Options ?

Grouping Options

Click on a Category to change the Category display order or to add groups
Categories Groups for Tables and Related Views™

Tables and Related Views Employees &

Object Type Customers
Custom Products
Order Details
Shippers
Suppliers

Categories

REERRR-RE]

Orders

Add ltem

Display Options Open Objects with
[ ] Show Hidden Objects | | Show System Objects () Single-click (®) Double-click
I:‘ Show Search Bar

0K Cancel
You can hide a group by clearing its check box in the list on the right.

2 In the Grouping Options area, below the Categories list, click Add Item to add a
new category named Custom Category 1 to the list.

3 Replace Custom Category 1 with Garden Company, and press Enter. Notice that
the heading above the list on the right changes to Groups for “Garden Company”
to refect the category selected in the list on the left.

4 Below the Groups for “Garden Company” list, click Add Group. Then replace
Custom Group 1 with Forms, and press Enter.
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TIP Every custom category contains a default group named Unassigned Objects. This
group contains all the objects in the database and is the source for the shortcuts you
create in your custom groups.

Repeat step 4 to add a group named Reports. Then click OK.

Although it's not visible yet, the Garden Company category has been added to the
Navigation pane. Let’s assign a few forms and reports to the groups of the new
category.

At the top of the Navigation pane, click All Access Obijects to display the list of
available categories, and then click Garden Company. Notice that this category
contains an empty Forms group, an empty Reports group, and the Unassigned
Objects group.

Garden Company © «
Forms -

Reports

oW o

Unassigned Objects
Categories
Customers
Employees

Order Details
Orders

Products

Shippers
Suppliers
Customer Orders
Delete Discontinued Produ...
Order Details BExtended

Orders By Date

i U G G Gh BB OED BB R G

Product Analysis

G

J Sales By Category

Categories Query

-5| Categories -

In the Unassigned Objects group, the object icons
distinguish items of the same name.
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In the Unassigned Objects group, click the Customer List form. Then hold down the
Shift key, and click the New Customer form to select the Customer List, Customer
Records, Home Page, and New Customer forms.

Drag the selection up to the top of the Navigation pane, releasing the mouse button
when the selection is on top of the Forms group header. Notice that the selected
forms no longer appear in the Unassigned Objects group; instead, shortcuts for
them appear in the custom Forms group.

In the Unassigned Objects group, select the Alphabetical List of Products and Sales
By Category reports.

Right-click the selection, click Add to group, and then click Reports.

Click the chevron at the right end of the Unassigned Objects group header to hide
its objects.

Garden Company = «

Forms 3

,% Customer List

,% Customer Records

,EI Home Page

,% Mew Customer

Reports x
,E Alphabetical List of Products

,E Sales By Category
Unassigned Objects

!

This uncluttered Navigation pane makes it easy
for users to spot what they need.
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TIP To remove the Unassigned Objects group from the Navigation pane, display the
Navigation Options dialog box, click Garden Company, clear the Unassigned Objects
check box, and then click OK.

12 Test the new shortcuts by opening each form and report.

° CLEAN UP Keep the GardenCompany11 database open for use in the last exercise.

Controlling which features are available

If your database will be used by people with little or no experience with Access, you might
want to control which features are available when a database opens. You can control the
user environment by setting startup options for the database. For example, you can use
startup options to control whether ribbon tabs and the Navigation pane are available,
whether a specifed object (such as a navigation form) is displayed on startup, and other
features.

TIP Additional control can be achieved by the use of macros and Microsoft Visual Basic for
Applications (VBA) procedures. These topics are beyond the scope of this book. For infor-
mation, search for Introduction to Access Programming on the Offce website.

In this exercise, you'll set startup options that create a version of the database that is appro-
priate for inexperienced users. You'll give the database the appearance of being a custom
application, display the Home Page form when the database is opened, and hide program
elements that users don’t need. Then you'll fnd out how to bypass the startup options.

SET UP You need the GardenCompany11 database you worked with in the preceding

exercise and the Icon image located in the Chapterll practice file folder to complete this
exercise. If necessary, open the database, and then follow the steps.

1 Display the Backstage view, and click Options to open the Access Options dialog
box. Then in the left pane, click Current Database to display that page.
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Access Options ?

G |
enera D Options for the current database.

Current Database

Datasheet Application Options

Object Designers Application Title: | Garden Company

Proofing Application lcon: Browse...
Language Use as Form and Report lcon

Client Settings Display Form: (none) v

Web Display Form: |(none)
Display Status Bar

Document Window Opticns
Add-ins () Overlapping Windows

Customize Ribbon

Cuick Access Toolbar

Trust Center (® Tabbed Documents
Display Document Tabs
Use Access Special Keys'
[l Compact on Close
[[] Remoye personal information from file properties on save
[[] Use Windows-themed Controls on Forms
Enable Layout View
Enable design changes for tables in Datashest view
[ Check for truncated number fields
Picture Property Storage Format
(") Preserve source image format (smaller file size)

(®) Conyert all picture data to bitmaps (compatible with Access 2003 and earlier)

Navigation

Display Navigation Pane

Cancel

On the Current Database page, you can set options for controlling the active database.

SEE ALSO For information about the other pages of the Access Options dialog
box, see “Changing default program options” in Chapter 13, “Work in Access more
effciently.”

Let’s change the title in the title bar and replace the Access icon with one that visually
identifes this particular database.

2 In the Application Options area, in the Application Title box, change the Garden
Company title to Customer Service, and then press the Tab key.

TIP By default, the name and path of the active database appears in the title bar. To
avoid confusion, we assigned the title Garden Company to all the practice fles for this
book. If you want to show the name and path of any practice database, display the
Current Database page of the Access Options dialog box, and delete the contents of
the Application Title box.
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To the right of the Application Icon box, click Browse. Then navigate to the
Chapterll practice fle folder, and double-click the Icon image to enter the path
of the icon in the box.

Below the Application Icon box, select the Use as Form and Report Icon check box.

TIP Now the icon will appear not only at the left end of the title bar, but also adja-
cent to the names of form and report pages.

Next let’s set a home page for the database and make it harder for users to inadver-
tently make changes to the design of database objects.

Display the Display Form list, and then click Home Page.

Clear the Enable Layout View and Enable design changes for tables in Datasheet
view check boxes.

In the Navigation area, clear the Display Navigation Pane check box.

TIP When the Use Access Special Keys check box is selected in the Application
Options area, database users can open and close the Navigation pane by pressing
the F11 key. If you clear the Display Navigation Pane check box and the Use Access
Special Keys check box, users can’t open the Navigation pane at all.

In the Ribbon and Toolbar Options area, clear the Allow Full Menus and Allow
Default Shortcut Menus check boxes to prevent users from using these tools to
make inappropriate changes to the database. (Only the File and Home tabs will be
visible to users.)

Click OK to implement the changes and close the Access Options dialog box.

When Access tells you that you must close and reopen the database for the changes
to take effect, click OK.

Initially, the only visible change is that Customer Service and a colorful icon appear in
the title bar. Let’s close and reopen the database to view the other changes.

Close the GardenCompany11 database, and then reopen it.
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The database opens with the Home Page form displayed, the Navigation pane closed, and only
the File and Home tabs on the ribbon.

Press the F11 key. Notice that because you did not clear the Use Access Special Keys
check box in the Access Options dialog box, pressing this keyboard shortcut still
opens or closes the Navigation pane.

SEE ALSO For a list of keyboard shortcuts, see “Keyboard shortcuts” at the end of
this book.
Display the Backstage view, where only the Print page, a Privacy Options button,

and an Exit button are available.

TIP Clicking the Privacy Options button displays the Access Options dialog box,
where you can easily reverse the changes you made on the Current Database page.
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14 Click Exit to close the database and exit Access.

Let’s open the database in such a way that we can make a change that ordinary users
are restricted from making.

15 Restart Access, and in the Recent area of the Backstage view, hold down the Shift

key, and click your GardenCompany11 fle to bypass all the startup options.

CLEAN UP If you want, reverse all the changes you made to settings in the Access
Options dialog box. Then close the GardenCompanyl11 database.

Key points

® Navigation forms provide a web-like interface that makes it easy for people who are
not familiar with Access to enter data in forms and view reports.

B Custom categories and groups provide users with access to the forms and reports
they need, while restricting access to the objects they don’t need.

B Setting startup options is another way to make it more diffcult for users to uninten-
tionally change or delete data.
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Assign Split
Assign passwords to databases, Split databases,
page 330 page 334

. 2 =
Password Required JaiElera fpiitie
This wizard moves tables from your current datsbase to a
Enter database password: new back-end database. In multi-user environments, this
reduces network traffic, and allows continuous front-end
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Protect databases

IN THIS CHAPTER, YOU WILL LEARN HOW TO

Assign passwords to databases.
Split databases.

Secure databases for distribution.
Prevent database problems.

Database protection takes two forms: ensuring that the database’s data is secure, and
ensuring that its data is available and useable.

The need for database security is an unfortunate fact of life. As with your house, car, offce,
or briefcase, the level of security required for your database depends on the value of what
you have and whether you are trying to protect it from curious eyes, accidental damage,
malicious destruction, or theft. The security of a company’s business information can be
critical to its survival. For example, you might not be too concerned if a person gained
unauthorized access to your products list, but you would be very concerned if a competi-
tor managed to obtain your customer list. And the destruction or deletion of your critical
order information would be a disaster. Your goal is to provide adequate protection without
imposing unnecessary restrictions on the people who need access to your database. The
protection techniques you choose depend to a large extent on how many people are using
the database and where it is stored.

In addition to ensuring that a database is secure, you need to ensure that it is well main-
tained. Normal usage can result in conditions that increase the size of a database and slow
it down, so ongoing maintenance is essential for reliable performance. This is especially
true if the database is stored on a network rather than on a local drive, and if it is accessed
by multiple users.
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In this chapter, you'll assign a password to a database, protect data from accidental or
intentional corruption by splitting the database, and prepare the database for broader
distribution. You'll also back up a database and run various utilities to assist with database
maintenance.

PRACTICE FILES To complete the exercises in this chapter, you need the practice fle
contained in the Chapterl?2 practice fle folder. For more information, see “Download
the practice fles” in this book’s Introduction.

Assigning passwords to databases

You can keep unauthorized users out of a database by assigning it a password. Access then
prompts anyone attempting to open the database for the password, and opens it only if the
password is correct.

To assign a password to or remove a password from a database, you must frst open the
database for exclusive use, meaning that no one else can have the database open. This will
not be a problem for a database stored on your own computer and used only by you, but if
you want to set or remove a password for a database that is located on a network, you will
Trst need to make sure nobody else is using it.

You can use any word or phrase as a database password, but to create a secure password,
keep the following in mind:
® Passwords are case sensitive.

B You can include letters, accented characters, numbers, spaces, and most punctuation
marks.

® A good password includes uppercase letters, lowercase letters, and symbols or
numbers, and isn’'t a word found in a dictionary.

SEE ALSO For more information about creating secure passwords, search for the article
“Create strong passwords” on the Microsoft website.
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Assigning a password to a database has an important secondary beneft. A database cre-
ated in Access is a binary fle (a fle that stores instructions and data in such a way that it
can usually be understood only by a computer). If you open the fle in a word processor

or a text editor, its content is mostly unreadable, but if you look closely enough at the fle,
you can discover quite a bit of information. It is unlikely that enough information will be
exposed to allow anyone to steal anything valuable. However, people can and do scan fles
with computer tools designed to look for key words that lead them to restricted informa-
tion. When you assign a password to a database, the database is automatically encrypted
each time it is closed, making it more unreadable. Opening the fle in Access with the cor-
rect password decrypts the fle and makes its data readable again.

A caveat: it is easy to assign a database password, and certainly better than providing no
protection at all, in that it keeps most unauthorized people out of the database. However,
many inexpensive password recovery utilities are available, theoretically to help people re-
cover a lost password. Anyone can buy one of these utilities and “recover” the password to
your database. Also, because the same password works for all users (and nothing prevents
one person from giving the password to many other people), simple password protection is
most appropriate for a database that has only a few users.

In this exercise, you'll assign a password to a database, test it, and then remove it.

SET UP You need the GardenCompany12 database located in the Chapterl2 practice
file folder to complete this exercise. Be sure to use the practice database for this chapter
rather than continuing on with the database from an earlier chapter. Open the database,
and if you want, save your own version to avoid overwriting the original. Then close the
database without exiting Access, and follow the steps.

1 With Access running but no database open, display the Open page of the Backstage
view.

2 Open the Open dialog box, navigate to the Chapter12 practice fle folder, and click
(don’'t double-click) your version of the GardenCompany12 database. (We saved our
version as MyGardenCompany12.) Then click the Open arrow, and in the list, click
Open Exclusive.

If other people need to work on the database, they cannot open it until you close it.
So it’s now safe to set a password.
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3 Display the Info page of the Backstage view.

Garden Company 7 - 0O X

Joyce Cox ~

Info

MyGardenCompany12

Wy Documents » ACC20135B5 » Chapter12

¥ Compact & Repair View and edit database properties
!T Help prevent and correct database file
Compact & problems by using Compact and Repair.
Repair Database

Encrypt with Password

£z
Use a password to restrict access to your
Encrypt with database, Files that use the 2007
Account Password Microsoft Access file format or later are

encrypted.

Options

From this page, you can run utilities to help prevent database problems, assign a password, and
assign fle properties that help identify the fle.

TIP Clicking View And Edit Database Properties in the right pane doesn’t display the
Property Sheet pane. It displays the Properties dialog box for the active database. In
this dialog box, you can assign properties, such as a title, subject, and keywords, that
help identify the fle and make it easier to nd in browsing dialog boxes and pro-
grams such as File Explorer.

4 Click Encrypt with Password to open the Set Database Password dialog box.

Set Database Password ?

Passwaord:

Verify:

0K, Cancel

As you enter the characters of the password in this dialog box,
Access disguises them as asterisks.

5 In the Password box, enter 2013D@t@b@se!, and then press the Tab key.
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6

In the Verify box, enter 2013D@t@b@se!. Then click OK. A message box warns
that row-level locking will be ignored.

Garden Company

F h Encrypting with a block cipher is incompatible with row level locking. Row level locking will be ignared.

Was this information helpful?

Row-level locking is one of the settings that prevent two people from making changes to the
same record (row) at the same time.

TIP If you have not enrolled in the Microsoft Customer Experience Improvement Pro-
gram, the Was This Information Helpful link will not be included in the message box.

Click OK to close the message box, and then close the database without exiting
Access.

Now let’s test the password.

Try to open the database. Instead of displaying the Home Page navigation form,
Access opens the Password Required dialog box.

Password Required ?

Enter database password:

You cannot work with the database unless you know the password.
In the Enter database password box, enter 2013Database, and click OK.
Microsoft Access

F h Mot a valid password,

Was this information helpful?

Access warns that the password is not valid.
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11

12

13
14
15

In the message box, click OK.

When the Password Required dialog box is redisplayed, enter the correct password,
2013D@t@b@se!, and then click OK.

Now let’s remove the password.

Display the Info page of the Backstage view, and click Decrypt Database. A mes-
sage warns that the password cannot be removed unless the database is open for
exclusive use.

Click OK, and then close the database without exiting Access.
Open the database for exclusive use, entering the password when prompted.

On the Info page of the Backstage view, click Decrypt Database. Then in the Unset
Database Password dialog box, enter the password, and click OK to remove the
password.

° CLEAN UP close the database to release the exclusive use.

Splitting databases

When a database user works over a network on a database that is not stored on his or her
own computer, Access has to move database objects over the network from the computer
where the objects are stored to the computer where the user is working on them. If several
people are working on the database at the same time, processing times can get noticeably
slower. Under these circumstances, you might want to consider splitting the database to
speed up performance.
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Splitting a database involves organizing the database into two parts:

® Back-end database Contains the tables that store all the data. It remains on the

network computer.

® Front-end database Contains the forms, queries, and reports that people use to

work with the data. It is copied to the local computer of any user who needs to work
with the database.
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Because Access can move the data required by a database object over the network much
faster than it can move the entire object, database performance is improved. But another

major beneft of splitting the database is that it helps protect the core data in the tables

from problems that might affect its reliability and usability.

You split a database by using the Database Splitter wizard, which you start by clicking the
Access Database button in the Move Data group on the Database Tools tab.

In this exercise, you'll use the Database Splitter wizard to organize a database into back-end
and front-end components.

SET UP You need the GardenCompany12 database you worked with in the preceding
exercise to complete this exercise. Open the database, and then follow the steps.

1

Close any open database objects, and then save the database as
GardenCompany12_split.

TIP You should ALWAYS make a local copy of a database you want to split. Then if
the results are not what you expected, you have an unsplit version available for use.

On the Database Tools tab, in the Move Data group, click the Access Database
button to start the Database Splitter wizard.

Database Splitter

This wizard moves tables from your current database to a
new back-end database. In multi-user environments, this
reduces network traffic, and allows continuous front-end
development without affecting data or interrupting users.

If your database is protected with a password, the new
back-end database will be created without a password and

will be accessible to all users. You will need to add a
password to the back-end database after it is split.

It could be a long process, Make a backup copy of your
database before splitting it.

Would you like to split the database now?

Split Database Cancel

The wizard explains the process before you begin.

Splitting databases

When the new version of the database opens with the Home Page navigation form
displayed, close the form.
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Click Split Database. The Create Back-end Database dialog box opens, with
GardenCompanyl12_split_be (in our case, MyGardenCompany12_split_be)
suggested as the name of the back-end part of the database.

If the contents of the Chapterl2 practice fle folder are not displayed in the dialog
box, navigate to that folder now.

TIP In practice, you would navigate to the network location in which you want to
store the back-end database. Or you could avoid including a drive letter in the path
to the back-end database location by entering the UNC path (\\<server>\<share>) of
the storage location to the left of the fle name in the File Name box. Either way, the
location must be specifed at this time in order for the links that the wizard estab-
lishes between the back-end and front-end databases to work.

Click Split.

TIP The splitting operation for this practice fle is very short, but for some working
databases, the process can take quite a long time.

When a message notifes you that the database has been successfully split, click OK
to close the message box and the wizard.

The GardenCompany12_split fle (the one you started with) is now the front-end fle.
Let’s try working with the split database.

In the Navigation pane, right-click the Garden Company category, click Category,
and click Object Type to display the All Access Objects category.
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All Access Objects @ «
Tables
’:E Categaries

»
3

*ER customers
*ER Employees
’:E Order Details
’:E Crders

*El Produds
*ER shippers
’:E Suppliers

Queries

@ Customer Orders

»

ﬁ Delete Discontinued Products
Order Details Extended
Crrders By Date

Product Analysis

Sales By Category

Categories Query
Forms

E_E-I Categaries -

»

The Tables group now contains shortcuts to the tables in the back-end database,
as indicated by the arrows to the left of the table icons.

You can now distribute the GardenCompanyl12_split database to anyone who needs
to use it. Provided that person has a connection to the computer on which the asso-
ciated back-end database is stored, the front-end database will automatically connect
to the back-end to retrieve data as needed.

° CLEAN UP close the GardenCompany12_split database.
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Securing databases for distribution

338

When a database is used on your own computer or on your company'’s network, it is not
diffcult to control who has access to it. But if you send the database out into the world,
on its own or as part of a larger application, you lose that control. There is no way you
can know who is using the database or what tools they might have available to hack into
it. If this is of concern to you, consider distributing your database as an Access Database
Executable (.accde) fle.

Suppose you want to make a database available for use by several organizations, but you
don't want the organizations’ members to be able to change the database objects. You can
save the database as an .accde fle and distribute that fle instead of the .accdb fle. Saving
a database as an .accde fle compiles and compacts the resulting database. Users of the
.accde fle can view forms and reports, update information, and run queries, but they can-
not change the design of forms and reports.

TIP ACCDE databases also restrict what can be done with macros, modules, and VBA code.
These topics are beyond the scope of this book.

You can't save a database in ACCDE format back to the source ACCDB format, so after sav-
ing a database as an .accde fle, be sure to retain the original .accdb fle in a safe place. If
you need to change a form or report in the database, you will need to make the change in
the original database and then save it as an .accde fle again.

TIP When creating an ACCDE database that is accessed by multiple users, frst ensure that
no user has the database open. In File Explorer or Windows Explorer, navigate to the loca-
tion of the fle, and verify that there is no fle of the same name with an .laccdb (Locked
Access Database) extension. If you attempt to create an .accde fle for an open database,
you will be warned that the database has already been opened by someone else (the user
name and computer name are provided) and told to try again later.

In this exercise, you'll create a secure database by saving it as a distributable .accde fle.
You'll then test the fle.
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SET UP You need the GardenCompany12 database you worked with in the preceding
exercise to complete this exercise. Open the database (not the GardenCompany12_split
database), and then follow the steps.

1 Close any open database objects, and then display the Save As page of the
Backstage view.

2 In the Advanced area of the right pane, double-click Make ACCDE.

3 In the Save As dialog box, verify that the contents of the Chapter12 practice fle
folder are displayed, change the name of the database to GardenCompany12_accde,
and then click Save.

4 Close the database without exiting Access.

Let’s verify that Access has created a database executable fle.

5 Display the Open page of the Backstage view, and then display the contents of the
Chapter12 practice fle in the Open dialog box.

(8] Open
T )« ACC20135BS » Chapterl2 v & Search Chapteri2 -l
Organize New folder =« M @
n -
@ Microsoft Access Mame Date modified  Type
ﬂ__'| GardenCompany12 Microsoft Access Database
0 Favorites ﬂ__| MyGardenCompanyl12 Microsoft Access Database
B Desktop n}f MyGardenCompany12_accde Microsoft Access ACCDE Database
& Downloads i] MyGardenCompany12_split Microsoft Access Database
15 Recent places !h:] MyGardenCompany12_split_be Microsoft Access Database
) Libraries
@ Documents
J’ Music
|&=] Pictures
B videos
"8 Computer V‘ >
File name: v| Microsoft Access v

The icon for an ACCDE database displays a red lock over the standard Access icon.

TIP You might need to adjust column widths to display the fle types.
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6 Double-click the version of the GardenCompany12 database that is identifed as a
Microsoft Access ACCDE Database. A somewhat scary security notice is displayed.

Microsoft Access Security Notice ?

@ A potential security concern has been identified.

Warning: It is not possible to determine that this content
came from a trustworthy source. You should leave this
content disabled unless the content provides critical
functionality and you trust its source.

File Path: | co\Users\Joyce\Documents\ACC20135B5 A
“WChapteri2\MyGardenCompany12 W

This file might contain unsafe content that could harm
your computer. Do you want to open this file or cancel
the operation?

Mare information

This security warning is displayed when you open an executable fle that is from
an untrusted publisher or that is stored in an untrusted location.

7 Because you trust the source of this fle (you!), click Open.

8 In the Navigation pane, right-click each object. Notice that the Design View com-
mand is not available. Neither is it available on the Home tab or the View Shortcuts
toolbar, meaning that you cannot make any design changes to the forms and reports
in the Garden Company category.

TIP If you change the Navigation pane category to All Access Objects, you can right-
click tables and display them in Design view. To prevent the possibility of changes
to table design in an .accde fle, eliminate access to the Navigation pane as described
in “Controlling which features are available” in Chapter 11, “Make databases user
friendly,” and then create the fle.

° CLEAN UP Close the ACCDE database, and if you want, delete it.
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Packaging and signing databases

If you want to convey to users of a database executable fle that they can trust the fle,
use the Package And Sign tool to create an Access Deployment (.accdc) fle. An .accdc
fle contains one database that has been compressed. The fle is signed by using a
digital signature, signifying that no changes have been made since the package was
created.

TIP You can purchase a digital signature from a third-party company. For information,
search for digital signature in Access Help.

To package the current database as a signed .accdc fle:

1 With all database objects closed, display the Save As page of the Backstage view.
In the Advanced area of the right pane, double-click Package and Sign.

When a security message asks you to confrm that you want to use the installed
certifcate, click OK.

4 In the Create Microsoft Access Signed Package dialog box, specify a location for
the package and assign a name. Then with Save as type set to Microsoft Access
Signed Package, click Create.

To use the packaged fle:

1 InFile Explorer or Windows Explorer, navigate to the location in which the signed
ACCDC database is stored.

2 Double-click the package, and when Access displays a security notice, click Show
Signature Details.

3 Check the signature in the Digital Signature Details dialog box, and then click OK.

TIP To trust all fles originating from this publisher, you can click Trust All From
Publisher to add the source to the Trusted Publishers list in the Trust Center. For
information about the Trust Center, see “Changing default program options” in
Chapter 13, “Work in Access more effciently.”

4 In the security notice box, click Open.

In the Extract Database To dialog box, navigate to the location to which you want
to extract the database, and click OK.

You can then work on the database as you normally would.

Securing databases for distribution
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Preventing database problems

342

Normal database use can cause the internal structure of any database in any database pro-
gram to become fragmented, sometimes resulting in a bloated fle and ineffcient use of
disk space. Fortunately, Access monitors the condition of database fles as you open and
work with them, but you still need to pay attention, particularly if the performance of the
database seems slow or erratic.

You can take a variety of steps to help keep an Access 2013 database healthy and running
smoothly. Your frst line of defense against damage or corruption in any kind of fle is to
back it up. Database fles can rapidly become very large, so you need to choose an appro-
priate place to store a backup copy, such as a DVD, another computer on your network, or
removable media such as a USB fash drive or external hard disk.

TIP To back up a split database, you must back up the front end and back end separately.
You might want to back up the back end (the data) on a regular schedule and the front end
only after a design change.

In addition to regularly backing up the database, you can use the following Access utilities
to keep it running smoothly:

B Compact and Repair Database Optimizes performance by rearranging how the
fle is stored on your hard disk, and then attempts to repair any corruption in tables,
forms, and reports.

TIP It's a good idea to compact and repair a database often. You might even want
to have Access run this utility automatically each time the database is closed. To
automatically run the utility, display the Current Database page of the Access Op-
tions dialog box, select the Compact On Close check box in the Application Options
area, and then click OK.

® Database Documenter Produces a detailed report that contains enough information
to rebuild the database structure if necessary.

B Analyze Performance Analyzes the objects in the database and offers three types of
feedback: ideas, suggestions, and recommendations. You can instruct Access to opti-
mize the fle by following through on any of the suggestions or recommendations.

B Analyze Table Tests database tables for compliance with standard database design
principles, suggests solutions to problems, and implements those solutions at your
request.
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In this exercise, you'll frst back up a database. Then you'll run the Compact And Repair
Database, Analyze Performance, and Database Documenter utilities.

SET UP You need the GardenCompany12 database you worked with in the preceding
exercise to complete this exercise. Open the database file FOR EXCLUSIVE USE, and then
follow the steps.

1 Close any open database objects, and then display the Save As page of the
Backstage view.

2 In the Advanced area of the right pane, double-click Back Up Database.

3 In the Save As dialog box, verify that the contents of the Chapterl2 practice fle
folder are displayed, and then click Save, which creates a copy of the database with
the current date appended to the fle name in the specifed folder.

TIP As with any fle name, you can change the name to suit your needs.

Now let’s run the Compact And Repair Database utility.

4 Display the Info page of the Backstage view, and then click Compact & Repair
Database.

TIP You can also click the Compact And Repair Database button in the Tools group
on the Database Tools tab.

TROUBLESHOOTING If you don’t have enough space on your hard disk to store a tem-
porary copy of the database, you don’'t have appropriate permissions, or another user
also has the database open, the Compact And Repair Database utility will not run.

The utility takes only a few seconds to run, and the database will not look any dif-
ferent. If you have been using a database regularly and have not compacted it for a
while, running the Compact And Repair Database utility can sometimes reduce the
fle size by as much as 25 percent.

Next let’s run the Analyze Performance utility.

5 Close any open database objects, and then in the Forms area of the Navigation
pane, click Home Page.

6 On the Database Tools tab, in the Analyze group, click the Analyze Performance
button to open the Performance Analyzer dialog box. Notice that each type of data-
base object is represented by a page, and there are also pages for all objects and for
the database as a whole.
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Performance Analyzer H

(%% Modules | Current Database | All Object Types
Tables | Queries | Forms | B Reports | 2 Macros
B |
r Customer List
r Customer Records Cancel
r Home Page
[ B8 Mew Customer Select

™ & Products subform Select Al

Deselect Al

The active page refects the object that is selected in the Navigation pane when you start
the utility.

7 Click the All Object Types tab, click Select All, and then with the check boxes for all
the objects in the database selected, click OK to start the analyzer.

Performance Analyzer H

Analysis Results:

(=]
1=}
T

(E‘ Application: Save your application as an MDE file.

? Table "Products”; Relate to table "Products’

3 Table ‘Suppliers” Relate this table to others in the database

‘@ Table ‘Suppliers” Change data type of field "PostalCode’ from 'Shert Text to ‘Long Integer’

Select all

Deselect Al

Close

i

Key: I Recommendation @ Suggestion 3 Idea ~

I

=

—Analysis Notes:

This optimization applies to the entire database.

An MDE file is smaller and faster because it doesn't have all the information used by Access in
design modes. Caution: You can't make design changes to an MDE file, so always keep a copy
of the original database.

Help

The Key tells you the nature of each item in the Analysis Results list.

TIP In previous versions of Access, Access Database Executable (.accde) fles were
called Microsoft Database Executable (mde) fles, hence the use of the MDE acronym
in the frst item in the Analysis Results list shown in this graphic.
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11

12

Click each entry in turn, and read the information in the Analysis Notes area.

TIP Always scrutinize the suggestions. Some will help you refne the database and
correct aberrations before problems develop; others are not valid in context. For
example, the suggestion to create a relationship for the Products table and the
suggestion to change the data type of the PostalCode feld to Long Integer are not
appropriate for this database.

Close the Performance Analyzer dialog box.

Finally, let’s create a report of the structure of the database.

On the Database Tools tab, in the Analyze group, click the Database Documenter
button to open the Documenter dialog box. Notice that this dialog box is identical to
the Performance Analyzer dialog box, with a page for each type of object the utility
can document and a page for all the existing database objects.

Click the Tables tab, and then click Options, which opens the Print Table Definition
dialog box.

Print Table Definition
Indude for Table
[|Properties
[#]Relationships Cancel
[+#|Permissions by User and Group

Indude for Fields

(_JMothing

(_)Mames, Data Types, and Sizes

@Names, Data Types, Sizes, and Properties

Indude for Indexes
(_JMothing
(~yMames and Fields

(®)Mames, Fields, and Properties

These print options are associated with tables.

TIP The options associated with each type of database object vary, but they all
enable you to specify what items you want to include in the documentation for
that type of object.

In the Print Table Definition dialog box, click Cancel.
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13 Click the All Object Types tab, click Select All, and then click OK to start the docu-
mentation process and create the report, which Access displays in Print Preview.

i Object Definition x

Page: 1 P H

The report for this simple database is more than 200 pages long.

14 Zoom in on the report to examine the kinds of things included in the documentation.
Then use the page navigation bar to scroll through a few pages.

%% Object Definition x
Table: Cateqories Fage: 1 -
Properties
DatasheetGridlinesBehavior: Both DateCreated: 8/27/2006 11:43:04 AM
DefaultView: 2 Description: Categories of The Garden
Company products.
DisplayViewsOnSharePointSi 1 FilterOn: False
FilterOnLoad: False GUID: {quid {636BCC1D-7244-45BE-
967F-32AEFLBCLEES}}
HideNewField: False LastUpdated: 12/22/2012 12:57:42 PM
NameMap: Long binary data OrderByOn: False
OrderByOnLoad: True OrderOn: False
Orientation: Left-to-Right RecordCount: 18
TotalsRow: False Updatable: True
Colum ns
Mame Type Size
CategoryID Long Integer 4

AggregateType: -1

AllowZeroLength: False A
Page: 1 L | 4 »

The report details the structure of every object in the database.
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TIP You probably don’t want to print this long report, but it is a good idea to create
and print a report such as this one for your own databases, in case you ever need

to reconstruct them. You can’t save the report, but you can export it in a variety of
formats by right-clicking the report, clicking Export, and then clicking the format
you want.

° CLEAN UP Cclose the Object Definition report and the GardenCompany12 database.

Key p

oints

You can assign a password to a database to prevent unauthorized users from opening
it. Assigning a password automatically encrypts the database.

Splitting a database can enhance database performance and safeguard data in a
multiuser environment.

If you save the database as an .accde fle, people can use its forms and reports but
not create new ones.

Access automatically fxes many problems that can arise with a database. You can
prevent problems by frequently using the utilities provided for that purpose.

The simplest way to protect your database is to back it up regularly.
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Work In Access more

effciently

IN THIS CHAPTER, YOU WILL LEARN HOW TO

Change default program options.
Customize the ribbon.
Manipulate the Quick Access Toolbar.

If you use Microsoft Access 2013 only occasionally, you might be perfectly happy creating
new databases by using the wide range of tools we have already discussed in this book. And
you and the people who use your databases might be comfortable with the default work-
ing environment and behind-the-scenes settings of the Access program installed on your

computers.

However, if you create a lot of databases of various types, you might fnd that you want to
streamline the development process or change aspects of the program to make it more
suitable for the users of the databases you create.

In this chapter, you'll take a tour of the pages of the Access Options dialog box to under-
stand the ways in which you can customize the program. Then you’ll manipulate the rib-
bon and the Quick Access Toolbar to put the tools you need for your daily work at your
fngertips.

PRACTICE FILES To complete the exercises in this chapter, you need the practice fle
contained in the Chapter13 practice fle folder. For more information, see “Download
the practice fles” in this book’s Introduction.
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Changing default program options

In earlier chapters, we accomplished most common database tasks by working with the
default Access program settings. After you work with Access for a while, you might want to
refne these settings to tailor the program to the way you work. Knowing which settings are
where in the Access Options dialog box makes the customization process more effcient.

350

In this exercise, you'll take a closer look at the Access Options dialog box and explore

several of the available pages.

SET UP You don‘t need any practice files to complete this exercise. Open a blank

database, and then follow the steps.

1 Display the Backstage view, and then click Options to open the Access Options

dialog box with the General page displayed.

Access Options ?
General . . . R
»® General options for working with Access.

]
Current Database
Datashest User Interface options
Object Designers Enable Live Preview (i
Procfing ScreenTip style: | Don't show feature descriptions in ScreenTips| w
Language Show shertcut keys in ScreenTips

[_] Disable hardware graphics acceleration
Client Settings
Customize Ribbon e
Cuick Access Toolbar Default file format for Blank Database: |Access 2007 - 2013w
Add-ins Default database Ci\Users\Joyce\Documents', Browse...

= folder
Trust Center Mew database sort order: General - Legacy v
Personalize your copy of Microsoft Office

User name: Joyce

Initials: JC

[] Always use these values regardless of sign in to Office.

Office Background: |Mo Background | w

Office Theme: Light Gray |

The options on this page control the user interface appearance, the availability of Live Preview,

the default fle format and storage location, and user identifcation.
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TIP As you work your way through this exercise, don’t worry if the settings in your
Access Options dialog box are different from ours. Settings can vary depending on
changes you might have made while working through the exercises, or your system
administrator might have confgured some settings to comply with your company’s
policy. Also don’t worry about the height of the dialog box; for screen shot purposes,
we sized the dialog box to best ft its contents.

The options in the bottom area of the General page apply to all Microsoft Offce
programs, not just Access.

In the Personalize your copy of Microsoft Office area, click the Office Background
arrow to display its list.

Mo Background

Calligraphy
Circles and Stripes
Circuit

Clouds

Doodle Circles
Docdle Diamonds
Geometry
Lunchbox

School Supplies
Spring

Stars

Straws

Tree Rings
Underwater

Choosing an option from this list adds a background effect to the top
of all Offce program windows.

Click away from the list or press Esc to close the list without choosing an option.
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4 In the left pane, click Current Database to display the options that control the

features available to the current database.

Access Options

General D Options for the current database.

Current Database

Datasheet Application Options

Object Designers Application Title:

Proofing Application [con: Browse...
Language Use as Form and Report lcon

Client Settings Display Form: (none)| »

Customize Ribbon
Cuick Access Toolbar
Add-ins

Trust Center

Web Display Form: |(none]
Display Status Bar
Document Window Opticns
() Overlapping Windows
(@ Tabbed Documents
Display Document Tabs
Use Access Special Keys '
[] Compact on Close
[[] Remoye personal information from file properties on save
Use Windows-themed Controls on Forms
Enable Layout View
Enable design changes for tables in Datasheet view
Check for truncated number fields
Picture Property Storage Format
(®) Preserve source image format (smaller file size)

() Conwert all picture data to bitmaps (compatible with Access 2003 and earlier)

Navigation

Display Navigation Pane

The options on this page apply only to the active database, not to all databases.
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Scroll to the bottom of the page to view all the options.

Access Options ?
General LI ~
Current Database Display Navigation Pane
Datasheet Navigation Options...
Object Designers Ribbon and Toolbar Options
Proofin
J Ribbon Name: l:m
Lenguage Shortcut Menu Bar: (default]
Client Settings Allow Full Menus
Customize Ribbon Allow Default Shortcut Menus
Quick Access Toolbar Name AutoCorrect Options
Add-ins Track name AutoCorrect info
Trust Center Perform name AutoCorrect
[] Log name AuteCorrect changes
Filter lookup options for Databased4 Database
Show list of values in:
Local indexed fields
Local nonindexed fields
[] ODBC fields
Don't display lists when more than this number of records is read: |1,000 E
Caching Web Service and SharePoint tables
Use the cache format that is compatible with Microsoft Access 2010 and later
[[] Clear Cache on Close
[] Mever Cache
v

You will probably use these options less frequently.

SEE ALSO For information about how to use several of the options on the Current
Database page, see “Controlling which features are available” in Chapter 11, “Make
databases user friendly.”
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6

7

In the Navigation area, click the Navigation Options button to open the Navigation
Options dialog box.

Navigation Options ?

Grouping Options
Click on a Category to change the Category display order or to add groups

Categories Groups for Tables and Related Views®
Tables and Related Views Unrelated Objects
Object Type
Custom
Add Item
Display Options Open Objects with
[] show Hidden Objects [ | Show System Objects () single-click (@) Double-glick

Show Search Bar

QK Cancel
In this dialog box, you can change the display and behavior of the Navigation pane.

Click Cancel. Then in the left pane of the Access Options dialog box, click Datasheet.

Access Options ?

General ! n
enere [% Customize the way datasheets look in Access.
Current Database
Datashest Gridlines and cell effects
Object Designers Default gridlines showing
Proofing Herizontal
L Vertical
FnguEge Default cell effect
Client Settings (®) Flat
Custornize Ribbon Baised
() Sunken

Quick Access Toolbar

Default column width: |1"
Add-ins
Trust Center Default font

Size: M| w

Weight: |Mormal v

[] Underline

[ Italic

v

The options on this page affect the default appearance of gridlines, cells, and fonts in tables and
query results in Datasheet view.
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8

Display the Object Designers page. Scroll down to view all the options available.

Access Options ?

~

General e Change the default settings for design of database objects. Most options are ignored in
= table datasheet and layout view.

Current Database

Datasheet Table design view

Object Designers Default field type: |Short Text | v |

Proofing Default text field size: 255 E

Language Default number field size: Long Integer

Client Settings Autolndex on Import/Create: ||D;key;code;num

. Show Property Update Options buttons
Customize Ribbon

Quick Access Toolbar Query design

Add-ins Show table names
[l Qutput all fields
Enable Auto)oin
Query design font
Font: |Segoe ul
Size:
SOL Server Compatible Syntax (ANSI 92)
[ This database
[] Default for new databases

Trust Center

Form/Report design view

W

The options on this page affect the way Design view looks and behaves when you are
manipulating tables, queries, forms, and reports.

TIP Most of the settings on this page have no effect when an object is displayed in
Datasheet or Layout view.

Display the Proofing page.
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Access Options ?

General ABC| Change how Access automatically corrects and formats the contents of your databases, and
3 how it indicates the errors that it finds

Current Database

Datasheet AutoCorrect options
Object Designers Specify how Access corrects text as you type | AutoCorrect Options...
Proofing
When correcting spelling in Microsoft Office programs
Language
m .
Client Settings Ignore words in UPPERCASE
Ignore words that contain numbers
Custornize Ribbon Ignore Internet and file addresses
Quick Access Toolbar Flag repeated words
Add-ins [T] Enforce accented uppercase in French
Suggest from main dictionary onl
Trust Center L1 sugg N ey
French modes: |Traditiona| and new spellingsEI
Spanish modes: |Tuteo wverb forms only EI
Dictionary language: |Eng|ish (United States)

v

Access includes the same tools for checking spelling as the other Offce 2013 programs.

10 In the AutoCorrect options area, click the AutoCorrect Options button to display
the AutoCorrect dialog box.

AutoCorrect: English (United States) ?

AutoCorrect

Show AutoCorrect Options buttons

Correct TWo INitial CApitals

ceptions..
Capitalize first letter of sentences S
Capitalize names of days

Correct accidental use of cAP5 LOCK key
Replace text as you type

Replace: With:
| |

(g © A

e) €

U] &

tm} ™

W
Add Delete
| oK | | Cancel |

The table lists entries that will automatically be replaced.
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11 If you are not already familiar with AutoCorrect, scroll the list at the bottom of the
dialog box, noticing the built-in replacements, and then close the dialog box.

12  Display the Language page.

Access Options ?

Generl §$ Set the Office Language Preferences.

Current Database

Datasheet Choose Editing Languages

Object Designers Add additicnal languages to edit your decuments, The editing languages set language-specific features, i
including dicticnaries, grammar checking, and sorting

Proofing
Editing Language Keyboard Layout  Proofing (Spelling, Grammar...)

Language English (United States) <default> Enabled A:; Installed

Client Settings

Custornize Ribbon

Quick Access Taolbar [Add additienal editing languages] W

Add-ins Let me know when | should download additional proofing tools.

Trust Cent:
fuskenter Choose Display and Help Languages

Set the language priority order for the buttons, tabs and Help

Display Language Help Language
1. Match Microsoft Windows <default> 1. Match Display Language <default>
2. English 2. English

[» View display languages installed for each Microsoft Office program

% How do | get more Display and Help languages from Office.com?

Cancel

You can make additional languages available for databases that will be used by international
audiences, and specify the editing, display, and Help languages.
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13 Display the Client Settings page, which controls default program behavior on the

local computer. Scroll down to view all the options available.

Access Options

General

Current Database
Datasheet

Object Designers
Proofing

Language

Client Settings
Customize Ribbon
Cuick Access Toolbar
Add-ins

Trust Center

Editing

Move after enter

() Don't move

(@) Mext field

() Mext record
Behavior entering field

(® Select entire field

() Go to start of field

() Goto gnd of field
Arrow key behavior

(@) Mext field

() Mext character
[] Cursor stops at first/last field
Default find/replace behavior

(®) Fast search

(7) General search

() Start of field search
Confirm

Record changes

Document deletions

Action gueries
Default direction

() Left-to-right

() Right-to-left
General alignment

®) Interface mode

() Text mode
Cursor movement

®) Logical

() Visual

[] Use Hijri Calendar

Cancel

The options on this page affect default behaviors of Access on your local computer.
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14 Skipping over Customize Ribbon and Quick Access Toolbar, which we discuss in later
topics in this chapter, click Add-ins.

Access Options ?

General

[?} View and manage Microsoft Office Add-ins.

Current Database

Datasheet Add-ins
Object Designers Mame ~ Location Type
Proofing Active Application Add-ins
No Active Application Add-ins
Language
Client Settings Inactive Application Add-ins

No Inactive Application Add-ins
Customize Ribbon
Document Related Add-ins

Quick Access Toolbar No Document Related Add-ins

Add-ins
Disabled Application Add-ins
Trust Center No Disabled Application Add-ins

Add-in: Active Application Add-ins
Publisher:

Cormnpatibility:

Location:

Description:

Manage: |COM Add-ins :l Go...

You can use the Manage options at the bottom of the page to add and remove add-ins.

TIP Don’t worry if your Add-ins page looks different from ours. We have no installed
add-ins on this computer. For information about add-ins, see the sidebar “Using add-
ins” following this topic.
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15  Display the Trust Center page.

Access Options ?

G |
enera @ Help keep your documents safe and your computer secure and healthy.

Current Database

Datashest Protecting your privacy
Object Designers Microsoft cares about your privacy. For more information about how Microsoft Access helps to protect your
privacy, please see the privacy statements,
Proofing
Show the Microsoft Access privacy statement
Language . i
Office.com privacy statement
Client Settings Customer Experience Improvemnent Program

Custornize Ribbon .
Security & more
Cuick Access Toolbar
Visit Office.com to learn more abeut protecting your privacy and security.
Add-ins X X
Microsoft Trustworthy Computing

Trust Center

Microsoft Access Trust Center

The Trust Center contains security and privacy settings. These settings help keep =
your computer secure, We recommend that you do not change these settings. Trust Center Settings...

The links on this page provide information about the privacy and security of your databases.

16 In the Microsoft Access Trust Center area, click the Trust Center Settings button to
display the Trust Center.

Trust Center ?

Trusted Publishers Trusted Publishers

Trusted Locations

lssued To = lssued By Expiration Date
Trusted Documents

Add-ins
ActiveX Settings
Macro Settings
Message Bar

Privacy Options

CE n CEI

The Trusted Publishers page stores the names of any publishers whose digitally signed fles you
have specifed are safe for Access to open.
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TIP You cannot add publishers on this page. You add them in response to a message
Access displays when you open a digitally signed fle. For more information about
digitally signing databases, see the sidebar “Packaging and signing databases” in
Chapter 12, “Protect databases.”

17 In the right pane, click Trusted Locations to display the locations from which Access
won't block content.

Trust Center ?

Trusted Publishers Trusted Locations

Trusted Locations . . o .
‘Warning: All these locations are treated as trusted sources for opening files, If you change or add a location,
Trusted Documents make sure that the new location is secure,

Add-ins Path Description Date Modified ~
. User Locations

ActiveX Settings Ci\..es\Microsoft Office\Officel NACCWIZ\  Access default location: Wizard Databases
Macro Settings
Policy Locations
Message Bar

Privacy Options

Path: C:\Program Files\Microsoft Office\ Office1 NACCTWIZY
Description: Access default lecation: Wizard Databases
Date Modified:
Sub Folders: Disallowed
Add new location... Remove Modify...

7] Allow Trusted Locations on my network (not recommended)
[] Disable all Trusted Locations

Cancel

The Access wizards are stored in a trusted user location, meaning that Access will not block them
from running on your computer.

TIP From this page, you can also control the actions Access takes in response to
databases that are provided by certain people or companies (publishers) or that
contain ActiveX controls or macros.

18 Explore the other pages of the Trust Center dialog box, and then click Cancel to
return to the Access Options dialog box.

° CLEAN UP close the Access Options dialog box.
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Using add-ins
Add-ins are utilities that add specialized functionality to a program (but aren’t
full-fedged programs themselves). Access includes two primary types of add-ins:
Component Object Model (COM) add-ins and Access add-ins.

There are several sources of add-ins:

B You can purchase add-ins from third-party vendors—for example, you can pur-
chase an add-in that creates forms that have controls automatically sized to Tt
their data.

® You can download free add-ins from the Offce website or other websites.

® When you install a third-party program, you might install an add-in to allow it
to interact with Microsoft Offce 2013 programs.

TIP Be careful when downloading add-ins from websites other than those you trust.
Add-ins are executable fles that can easily be used to spread viruses and otherwise
wreak havoc on your computer. For this reason, default settings in the Trust Center
intervene when you attempt to download or run add-ins.

To use some add-ins, you must frst install them on your computer and then load
them into your computer’s memory, as follows:

1 At the bottom of the Add-ins page of the Access Options dialog box, display the
Manage list, click either COM Add-ins or Access Add-ins, and then click Go to
open an Add-Ins dialog box corresponding to the type of add-in you chose.

2 In the dialog box, click Add or Add New.

3 In the dialog box that opens, navigate to the folder in which the add-in you want
to install is stored, and double-click its name to add it to the list of those that are
available for use.

4 In the list, select the check box of the new add-in, and then either click OK or click

an option to load the add-in. (For example, you might be given the option of
always loading the add-in when you start your computer.)

TIP You can also manage add-ins in the Add-In Manager dialog box that is displayed
when you click the Add-Ins button in the Add-Ins group on the Database Tools tab.
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Customizing the ribbon

In “Controlling which features are available” in Chapter 11, “Make databases user-friendly,”
we described options you can set for a specifc database that determine what Access fea-
tures are available for that database. However, you can also control what people can do
with any database by customizing the Access program installed on a local computer.

Many people use Access to perform the same set of tasks all the time, and for them, the
plethora of buttons on the ribbon is just a form of clutter. Would you prefer to have fewer
commands displayed, not more? Or would you prefer to have more specialized groups of
commands? Or do you want to make only specifc commands available to users to prevent

inadvertent changes to your databases?

Well, you can. Clicking Customize Ribbon in the left pane of the Access Options dialog box
displays the Customize Ribbon page.

Access Options

7 I

General

Current Database

Datasheet

E‘E Customize the Ribbon.

Choose commands from: (i

Customize the Ribbon: (i

Popular Commands Main Tabs
Object Designers
B =
Proofing Access Main Tabs
’ !gf Ascending Print Preview
Language Close [ Home
Close Datab
Client Settings By Conse atabase Create
X Cufy External Data
Customize Ribbon 7] Detasheet View B [¥ Database Tools
Quick Access Toolbar 7 Delete Tools
=% Delete Record Macro
Add-ins El Descending Macro
g Design View Relationships
Trust Center 09 Email Analyze
L__q Excel Move Data
K5 Excel # Add-Ins -
@ Find... [ Administer -
Font I [+ Source Central
A Font Color » [+ Add-Ins
Font Size I
D Form View
' Format Painter
E Layout View
IL‘;,{,: Mede 3
[ MNew
= Open
o Paste
r Paste 4 MNew Tab New Group Rename...
Paste Append
|j;| Paste Special... Customizations: Reset *
PDF or XPS
ﬁ Print Preview Impert/Export ¥ |1

In the box on the left, you can list all the commands available in Access. In the one on the right,
you can display the commands currently available on the ribbon.
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You can customize the ribbon in the following ways:

B Turn off tabs you rarely use.

= |f you use the commands in only a few groups on each tab, remove the groups you
don’t use. (The group is not removed from the program, just from its tab.)

® Move a predefned group by removing it from one tab and then adding it to another.
® Duplicate a predefned group by adding it to another tab.

® Create a custom group on any tab and then add commands to it. (You cannot add
commands to a predefned group.)

® For the ultimate in customization, create a custom tab. For example, you might want
to do this if you or the people who work with your databases use only a few com-
mands from each tab and it is ineffcient to fip between them.

Don't be afraid to experiment with the ribbon to come up with the confguration that best
suits your Access databases and the type of work performed with them. For example, some-
one who only does data entry might need a different confguration than someone who cre-
ates queries to produce reports. If at any point you fnd that the new ribbon confguration is
harder to work with rather than easier, you can always reset everything back to the default
confguration.

TIP If you have upgraded from Access 2003 or an earlier version, you might have identifed
a few commands that no longer seem to be available. A few old features have been aban-
doned, but others that people used only rarely have simply been pushed off to one side. If
you miss one of these sidelined features, you can make it a part of your Access environment
by adding it to the ribbon. You can fnd a list of all the commands that do not appear on
the ribbon but are still available in Access by displaying the Customize Ribbon page of the
Access Options dialog box and then clicking Commands Not In The Ribbon in the Choose
Commands From list.
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In this exercise, you'll turn off tabs, remove groups, create a custom group, and add com-
mands to the new group. Then you'll create a tab and move predefned groups of buttons
to it. Finally, you'll reset the ribbon to its default state.

SET UP You need the GardenCompany13 database located in the Chapterl3 practice
file folder to complete this exercise. Be sure to use the practice database for this chapter
rather than continuing on with the database from an earlier chapter. Open the database,
and if you want, save your own version to avoid overwriting the original. Then follow the
steps.

1 Display the Customize Ribbon page of the Access Options dialog box.

2 In the Customize the Ribbon list, clear the check boxes of the External Data and
Database Tools tabs. Then click OK to remove all but the File, Home, and Create
tabs.

E € - = Garden Company ?2 - 0 %
HOME CREATE Joyce Cox =
b Ascending )3 2
View Paste E@ Filter Refresh A:; Find

Descending B I U

Remove Sort All - )

Views |Clipboard = Sort & Filter Records Find Text Formatting "~

You cannot remove the File tab.

3 Redisplay the Customize Ribbon page of the Access Options dialog box, and in the
Customize the Ribbon list box, select the Database Tools check box.

Now let’s work with groups.

4 In the Customize the Ribbon list box, click the plus sign adjacent to Database Tools
to display the groups on this tab.

5 On the left, display the Choose commands from list, and click Main Tabs. Then in the
list box, click the plus sign adjacent to Database Tools to display the groups that are
predefned for this tab.
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6 In the Customize the Ribbon list box, click the Move Data group, and then click
Remove to remove the group from the Database Tools tab on the ribbon. Notice
that the group is still available in the Choose commands from list box, so you can
move it back to the Database Tools tab, or add it to a different tab, at any time.

7 If the Home group is not expanded in the Customize the Ribbon list box, click the
plus sign adjacent to Home to displays its groups, and then click the word Home.

8 Below the list box, click New Group. When the New Group (Custom) group is added
to the bottom of the Home group list, click Rename, enter Final in the Display name
box, and click OK. Then click the Move Up button until the Final (Custom) group is
above Views in the group list.

Main Tabs ~
Print Preview

El [¢] Home

Final (Custom)
Views
Clipboard
Sort & Filter
Records
Find
Window
Text Formatting
Create
[]External Data
= [¢] Database Tools

Tools
Macro
Macro
Relationships
Analyze
Add-Ins
Administer
Source Control

mE s v v

Because of its location in the hierarchy, the custom group will appear
at the left end of the Home tab.

9 With Final (Custom) selected, display the Choose commands from list, and click File
Tab to display only the commands available in the Backstage view in the list box
below it.
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In the Choose commands from list box, click Encode/Decode Database, and then
click Add. Then repeat this step to add Package and Sign.

Main Tabs ~
Print Preview
El [¢] Home
= Final (Custom)
‘% Encode/Decode Database
Lg Package and Sign
Views
Clipboard
Sort & Filter
Records
Find
Window
Text Formatting
Create
[ ] External Data
= [¢] Database Tools
Tools
Macro
Macro
Relationships
Analyze

Tl A dd feme

< >

You can add commands to a custom group, but not to a predefned group.
Next let’s create a custom Search tab.

In the Customize the Ribbon list box, remove the Find and Sort & Filter groups from
the Home tab.

Click the word Home, and then below the list box, click New Tab. Notice that Access
adds a new tab called New Tab (Custom) to the list, selects it for display on the
ribbon, and assigns it one custom group.

For the purposes of this exercise, we don’t need the custom group, so remove it.

Click New Tab (Custom), and then click Rename. In the Rename dialog box, enter
Search in the Display name box, and click OK.

TIP The name appears on the ribbon with the capitalization you use in the Rename

dialog box. If you want Search to appear as SEARCH, enter it that way. However, bear

in mind that entering the tab name with an initial capital letter visually identifes it as 13
a custom tab.
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15 With the Search (Custom) tab selected, display the Choose commands from list, and
click Main Tabs. Then in the list box, expand the Home tab.

16 Add the Sort & Filter and Find groups from Home in the Choose commands from
list box to Search (Custom) in the Customize the Ribbon list box.

Main Tabs A
Print Preview
=l [+|Home
E Final (Custom)
Encode/Decode Databaze
g Package and Sign
Views
Clipboard
Records
Window
Text Formatting
Bl |#] Search (Custom)
Sort & Filter
Find
Create
[ External Data
[El [+] Database Tools
Tools
Macro
Macro
Relationships
£ >

You have created a new tab that contains two predefned groups.

17 Close the Access Options dialog box.

2] - H Garden Company ?2 - 080 X
HOME Search CREATE DATABASE TOOLS Joyce Cox ~
a K Cut Mew >
: 0
N : Em Copy Save v B I U
Encode/Decode Package | View Paste Refresh \
Database and Sign Format Painter Al X Delete ~ y
Final Views Clipboard [F] Records Text Formatting "~

The Home tab now has a Final group that contains two buttons.
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18 Display the Customers table in Datasheet view, and then click the Search tab.

[ 2= = Garden Company TABLE TOOLS ?2 - 0 X
HOME Search CREATE DATABASE TOOLS FIELDS TABLE Joyce Cox -
Y Ql Ascending T selection~ e Replace
Filter El Descending 'ﬂ Advanced = Fin =2 GoTo-~
Remove Sort 'Y Toggle Filter [} Select -
Sort & Filter Find -

The custom Search tab contains all the commands for fltering, sorting, and fnding records.
Let’s restore the default ribbon confguration.

19 Display the Customize Ribbon page of the Access Options dialog box. Below the
Customize the Ribbon list box, click Reset, and then click Reset all customizations.

20 In the message box that asks you to confrm that you want to delete all ribbon
and Quick Access Toolbar customizations, click Yes. Then close the Access Options
dialog box.

CLEAN UP close the Customers table. Keep the GardenCompany13 database open for
use in the last exercise.

Customizing the status bar

You can easily add or remove controls from the status bar by right-clicking any blank
area of the status bar and then, on the Customize Status Bar menu, clicking the con-
trol you want to add or remove.

Customize Status Bar

« Caps Lock Off

v Kana Mode

v MNum Lock On

v Scroll Lock Off
Overtype

+  Filtered

v Move Mode

 Extended Selection

v View Shortcuts

On the Customize Status Bar menu, a check mark indicates a control that is
currently shown or will be shown when information of that type is available.
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Manipulating the Quick Access Toolbar

By default, the Save, Undo, and Repeat/Redo buttons appear on the Quick Access Toolbar.
If you regularly use a few buttons that are scattered on various tabs of the ribbon and you
don’t want to switch between tabs to access the buttons or crowd your ribbon with a cus-
tom tab, you might want to add these frequently used buttons to the Quick Access Toolbar.
They are then always visible in the upper-left corner of the program window.

Clicking the Customize Quick Access Toolbar button at the right end of the Quick Access
Toolbar displays a menu that lists commonly used commands. Check marks appear to the
left of commands currently available on the Quick Access Toolbar. You can click these com-
mands to remove them, and click other commands to add them.

Customize Quick Access Toolbar
Mew
Open

v Save
Email
Quick Print
Print Preview
Spelling

v Undo

v Redo
Mode
Refresh All
Sync All
Touch/Mouse Mode
More Commands...

Show Below the Ribbon

You can customize the Quick Access Toolbar by selecting or clearing
buttons on the Customize Quick Access Toolbar menu.

As you add buttons to the Quick Access Toolbar, it expands to accommodate them. If you
add many buttons, some of them might not be visible, which defeats the purpose of adding
them. To resolve this problem, you can move the Quick Access Toolbar below the ribbon

by clicking the Customize Quick Access Toolbar button, and then clicking Show Below The
Ribbon.
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Clicking More Commands on the Customize Quick Access Toolbar menu opens the Access
Options dialog box with the Quick Access Toolbar page displayed. This page gives you more
options for displaying commands on the toolbar.

Access Options

+ Il

General

Current Database
Datasheet

Object Designers
Proofing

Language

Client Settings
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

E-E Customize the Quick Access Toolbar.

Choose commands from: )

Popular Commands

D
—

JRIMEE«uil > RglER>IXEXxe@ar

<Separator=
Ascending

Close Database

Close Master View
Copy

Cut

Datasheet View

Delete

Delete Record
Descending

Design View

Email

Export to Excel spreadsheet
Find...

Font

Font Coler

Font Size

Form View

Format Painter

Import Access database
Import Excel spreadsheet
Layout View

Mode

Mew

I-

T-

»

W

[[] Show Quick Access Toolbar below the

Ribbon

Add >>

<< Remove

Custemize Quick Access Toolbar ()

For all documents (default)

H save
€ Unde
¢ Redo

Customizations: Reset *

Import/Export ¥ (0

Cancel

In the box on the left, you can list all the commands available in Access. The box on the right displays
the commands currently available on the Quick Access Toolbar.
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You can customize the Quick Access Toolbar in the following ways:

® Defne a custom Quick Access Toolbar for all databases, or defne a custom Quick
Access Toolbar for a specifc database.

® Add any command from any group of any tab, including tool tabs, to the toolbar.

TIP A quick way to add a command is to right-click it on the ribbon and then click
Add To Quick Access Toolbar.

® Display a separator between different types of buttons.
® Move buttons around on the toolbar until they are in the order you want.

B Reset everything back to the default Quick Access Toolbar confguration.

If you never use more than a few buttons, add those buttons to the Quick Access Toolbar
and then hide the ribbon by double-clicking the active tab or by clicking the Collapse The
Ribbon button. Only the Quick Access Toolbar and tab names remain visible. You can tem-
porarily redisplay the ribbon by clicking the tab you want to view. You can permanently
redisplay the ribbon by double-clicking any tab or by clicking the Pin The Ribbon button.

KEYBOARD SHORTCUT Press Ctrl+F1 to minimize or expand the ribbon. For a list of
keyboard shortcuts, see “Keyboard shortcuts” at the end of this book.

In this exercise, you'll add a few buttons to the Quick Access Toolbar for all databases, and
then you'll test some of the buttons.

SET UP You need the GardenCompany13 database you worked with in the preced-
ing exercise to complete this exercise. Open the database, open the Employees table
in Datasheet view, and then follow the steps.

1 Display the Quick Access Toolbar page of the Access Options dialog box. Then
display the Choose commands from list, and click All Commands.

TIP If you want to create a Quick Access Toolbar that is specifc to the active data-
base, display the Customize Quick Access Toolbar list on the right, and click For
<path of database>. Then any command you select will be added to that specifc
toolbar instead of the toolbar for all databases.

2 In the Customize Quick Access Toolbar list box, click Redo. Then at the top of the
Choose commands from list box, double-click Separator to divide the default Save,
Undo, and Redo commands from the custom commands you are about to add to the
toolbar.
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Scroll about two-thirds of the way down the Choose commands from list box, click
Quick Print, and then click Add.

TIP You can also add the Quick Print button to the Quick Access Toolbar by clicking
the Customize Quick Access Toolbar button and then clicking Quick Print.

Repeat step 3 to add the Forms, Reports, and Tables ribbon groups, so that you can
use their commands without having to display the Create tab of the ribbon.

TIP To quickly fnd a particular command in the Choose Commands From list box,
click any command and then enter the frst letter of the command you want. The list
box scrolls to the frst command that starts with that letter.

Rearrange these groups so that they appear in this order: Tables, Forms, and then
Reports.

H save

“ Undo |>

* Redo |>
<Separator>

E?, Cuick Print
Tables -
Forms -
Reports -

The down-arrows to the right of Tables, Forms, and Reports indicate
that clicking these buttons on the Quick Access Toolbar will display
the associated group’s commands.
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Close the Access Options dialog box. Notice that the Quick Access Toolbar now
includes the default Save, Undo, and Repeat/Redo buttons, separated by a line from
the custom Quick Print button and the Tables, Forms, and Reports group buttons.

EE ELEEE

You have added a button and three groups to the Quick Access Toolbar.

Now let’s test the new Quick Access Toolbar.

Verify that your printer is turned on, and then on the Quick Access Toolbar, click the
Quick Print button.

Close the Employees table.

With Employees selected in the Navigation pane, on the Quick Access Toolbar, click
the Forms button to display the commands in that group.

[AE] - e " g = Garden Company
HOME  CREATE E Lﬂ% & Form Wizard
”= [ Navigation -
¥ I Form Form  Blank J umenter
i . Design Form Mare Farms = } mance
Compactand | Visual FRun | Rel: Forms
Repair Database = Basic Macro UEpendencies | B mnyes raus
Tools Macro Relationships Analyze

All of the buttons in the Forms group are active because the Employees table is selected
in the Navigation pane.

Let’s restore the default Quick Access Toolbar confguration.

Display the Quick Access Toolbar page of the Access Options dialog box. Below
the Customize Quick Access Toolbar list box, click Reset, and then click Reset only
Quick Access Toolbar.

In the Reset Customizations message box, click Yes to return the Quick Access
Toolbar to its default contents. Then close the Access Options dialog box.

° CLEAN UP close the GardenCompany13 database.
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Key points

The Access environment is fexible and can be customized to meet your needs.

® Most of the settings that control the working environment are gathered on the pages
of the Access Options dialog box.

® For effciency and security, customize the ribbon to make only the database tools
each user needs available.

B Provide one-click access to any Access command by adding a button for it to the
Quick Access Toolbar, either for all databases or for a specifc database.
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Glossary

Access Database Executable (.accde) file An
Access database fle that has been com-
piled and compacted for distribution. The
ACCDE format allows users to view forms
and reports, update information, and run
queries, but prevents them from changing
database objects.

Access Deployment (.accdc) file An Access
database fle that has been compressed
and digitally signed for distribution.

action query A type of query that performs an
action on matched records, such as updat-
ing felds or deleting the records. See also
select query.

add-ins Utilities that provide specialized func-
tionality to a program but aren’t full-
fedged programs themselves.

aggregate function A function that performs a
calculation, such as Sum or Avg (average),
on multiple values and returns a single
summary value.

append query A query that adds, or appends,
records from one or more tables to the
end of one or more tables.

application parts Predefned database objects
that you can add to an existing database.

arithmetic operator An operator that is used
with numerals: + (addition), - (subtraction),
* (multiplication), or / (division).

back-end database The portion of a split data-
base that contains the tables that store all
the data. The back-end database is kept
on a central computer. See also front-end
database and split database.

binary file A fle that contains encoded infor-
mation that is interpreted by a computer
according to the application that created
it. In general, a binary fle can be edited
only by the application in which it was cre-
ated. A binary fle is not encrypted and is
therefore not secure.

boolean A Yes/No data type used for felds that
can have only two possible mutually exclu-
sive values, such as True or False. This data
type is named after George Boole, an early
mathematician and logistician.

bound Linked, as when a text box control is
linked to a specifc feld in a table. See also
unbound.

Cascade Delete A deletion of data that is also
implemented in related records.

combo box A control that combines a text
box with a list box. With a combo box, the
user can type an entry or choose one from
a list.

comma-delimited text file A text fle in which
each feld is separated from the next by a
comma.

command button Any button with which users
initiate an immediate action. You can add
command button controls to forms and
reports.

comparison operator An operator that com-
pares two expressions, expressed as >
(greater than), < (less than), = (equal to),
>= (greater than or equal to), <= (less
than or equal to), <> (not equal to), or
like (pattern matching).
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constant A value that is not calculated and does
not change. For example, the number 210
and the text Quarterly Earnings are con-
stants. An expression, or a value resulting
from an expression, is not a constant.

control An object, such as a text box, combo
box, or command button, that displays
data or choices, performs an action, or
makes a database object easier to use.

control property A setting that determines the
control’s appearance, what kind of data it
can display, and its behavior. The proper-
ties for a selected control are displayed in
the Property Sheet pane.

control source The object, such as a feld, table,
or query, to which a control is bound. See
also record source.

crosstab query A type of query that displays
data for summarized values from a feld or
table and then groups them by two sets of
facts: one down the left side, and the other
across the top of the datasheet.

data type A property that restricts entries in a
feld to a specifc type of data.

database application A database that is made
easier to use by the inclusion of queries,
forms, reports, custom categories and
groups, macros, and other tools.

database object One of the components of an
Access database, such as a table, query,
form, report, macro, or module.

database security Measures adopted to pro-
tect data from accidental or intentional
corruption and to make it diffcult for
unauthorized people to gain access to
private information; for example, pass-
words, encryption, and .accde fles.

datasheet A table with data displayed in col-
umns (Felds) and rows (records). The frst
row contains column headings (feld
names).

378 Glossary

Datasheet view The view in which you can
review and modify the data in a table
or returned by a query.

delete query A query that deletes records that
match a specifed pattern from one or
more tables.

delimited text file A text fle in which each feld
is separated from the next by a specifc
character, such as a comma or a tab.

delimiter A character, such as a comma (,), semi-
colon (;), or backslash (\), that is used to
separate records and felds in a delimited
text fle.

design grid In Design view, the grid in which you
can manually work with advanced flters
and queries.

Design view The view in which you can review
and modify the structure of a table, query,
form, or report.

dialog box launcher On the ribbon, a button in
the lower-right corner of some groups that
opens a dialog box with features related to
the group.

duplicate query A type of select query that fnds
records containing identical information
in one or more specifed felds. Can be
created with the assistance of the Find
Duplicates Query wizard.

wn

empty string A string with the value “” (two
quotation marks with nothing between
them).

encrypting To encode (scramble) information
in such a way that it is unreadable to all
but those individuals possessing the key
to the code.

exclusive use A setting that permits only one
person to have a database open. Generally
used when setting or removing a database
password.



exporting The process of converting an Access
table or database into a format that can
be used by other programs. See also
importing.

expression A combination of functions, feld
values, constants, and operators that can
be used to assign properties to tables or
forms, to determine values in felds or re-
ports, as part of a query, and in many other
places. Also known as a formula.

Expression Builder A tool used to create an ex-
pression. The Expression Builder includes
a list of common expressions that you can
select from to defne the properties you
want to target.

field An element of a table that contains a spe-
cifc item of information, such as a last
name. A feld is represented in Access as a
column in a database table. See also record.

field alias A label assigned to a feld. You can
change the labels Access assigns to make
them more meaningful.

field names The names assigned to felds that
appear as column headings in the frst row
of a database table.

field property A property that controls what
data can be entered in a feld, how it must
look, and what Access should do with it.

filter A set of criteria that specifes what table
data should be displayed.

fixed-width text file A common text fle format
that is often used to transfer data from
older programs. The same feld in every
record contains the same number of char-
acters. If the actual data doesn’t fll a feld,
the feld is padded with spaces so that the
starting point of the data in the next feld
is the same number of characters from the
beginning of every record.

flat database A simple database that can store
information in only one table. Also known
as a fat fle database. See also relational
database.

foreign key In related tables, the foreign key
feld in one table corresponds with the
primary key feld in the other table.

form An organized and formatted view of some
or all of the felds from one or more tables
or query results. Forms work interactively
with the tables in a database and are often
used to simplify data entry.

form selector The box at the intersection of the
vertical and horizontal rulers when a form
is displayed in Design view. You click the
form selector to select the entire form.

front-end database The portion of a split data-
base that contains the forms, queries, and
reports people use to work with data. The
front end can be copied to the local com-
puter of any user who needs to work with
the database. See also back-end database
and split database.

function A named procedure or routine,
often used for mathematical or fnancial
calculations.

group On aribbon tab, an area containing but-
tons related to a specifc database object,
element, or function. On the Navigation
bar, a list that is part of a category.

grouping level The level by which records are
grouped in a report. When you group on
a feld, the report adds a group header
and footer around each group of records
that have the same value in that feld.

HTML A markup language used to create hyper-
text documents that are portable from one
platform to another. HTML fles are simple
ASCII text fles with embedded markup
tags that control formatting and hypertext
links. See also XML.
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HTML tag A code that identifes an element in
an HTML document, such as a heading or
paragraph, for the purposes of formatting,
indexing, and linking information in the
document.

importing The process of converting external
data into a format that can be used by
Access. See also exporting.

input mask A property that controls the appear-
ance, format, and type of data in a feld.

label control A control that contains text as it
will appear on a form or report.

linking The process of connecting to data in
other programs so that you can view and
edit it both in Access and the originating
program.

logical operator An operator, such as AND, OR,
or NOT, that is used in queries and flters
to extract matching records from tables.

Lookup wizard An Access wizard with which
you can create a lookup list.

main form A form that contains embedded
subforms. See also subform.

main report A report that serves as a shell for
one or more embedded subreports. See
also subreport.

make-table query A query that combines all or
part of the data from one or more tables
into a new table.

many-to-many relationship A relationship be-
tween two tables in which records in each
table have multiple matching records in
the related table. For example, each sales
invoice can contain multiple products, and
each product can appear on multiple sales
invoices. See also one-to-many relationship
and one-to-one relationship.
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Microsoft Database Executable (mde) file The
equivalent of an .accde fle created by
previous versions of Access. See Access
Database Executable (.accde) fle.

named range A group of related spreadsheet
cells defned by a single name.

navigation control A control on a navigation
form that consists of a placeholder for a
navigation button and a subform or sub-
report control.

navigation form A form that presents the user
with a set of navigation buttons that can
be clicked to display and work with forms
and reports. Database designers can use
navigation forms to make it easier for users
to access and manipulate data and more
diffcult for them to unintentionally change
or delete it.

Navigation pane An area of the Access program
window that enables the user to quickly
open database objects.

normalization The process of ensuring that a
set of data is stored in only one table. The
rules that govern normalization are de-
signed to minimize data redundancy and
result in a database in which referential
integrity can be enforced.

Null Nothing; a feld with no entry.

one-to-many relationship In relational data-
bases, a relationship between two tables in
which a single record in the frst table can
be related to one or more records in the
second table, but a record in the second
table can be related to only one record
in the frst table. See also many-to-many
relationship and one-to-one relationship.



one-to-one relationship In relational databases,
a relationship between two tables in which
a single record in the frst table can be
related to only one record in the second
table, and a record in the second table can
be related to only one record in the frst
table. See also many-to-many relationship
and one-to-many relationship.

operator See arithmetic operator, comparison
operator, and logical operator.

option button A control that allows a user to
select from a fxed set of mutually exclusive
choices.

parameter query A type of query that, when
run, prompts for the values (criteria) to use
to match records. Because the criteria are
entered at run time, the same parameter
query can be used to match different rec-
ords. See also action query, crosstab query,
and select query.

parsing The process of analyzing an imported
document, such as an HTML document,
and identifying anything that looks like
structured data.

password A string of characters used to ac-
cess information or log on to a computer.
Passwords help prevent unauthorized
people from accessing fles, programs, and
other resources. See also secure password.

populating To add data to a table or other
object.

primary key One or more felds whose value or
values uniquely identify each record in a
table. A primary key feld cannot contain
a Null value. In related tables, the primary
key feld in one table corresponds with the
foreign key feld in the other table.

property A named attribute of a control, a feld,
or an object that you set to defne one of
the object’s characteristics (such as size,
color, or screen location) or an aspect of
its behavior (such as whether the object is
hidden).

publisher The person or entity who digitally
signs a database or other fle, thereby
guaranteeing its source.

query A database object that locates specifc in-
formation stored in a table and allows you
to view and manipulate the results. The
results of a query can be used as the basis
for forms and reports.

Quick Access Toolbar A small, customizable
toolbar that displays frequently used
commands.

record All the related information about an item.
A record in Access is represented as a row
in a database table. See also feld.

record selector The gray bar along the left edge
of a form in Form view. You can select an
entire record by clicking its record selector.

record source The source from which the data in
a bound record originates. See also control
source.

referential integrity A restriction on data in two
related tables that does not allow an entry
in one table unless it already exists in the
other table.

relational database A type of database that
stores information in related tables. Rela-
tional databases use matching values to
relate data in one table to data in the other
table. In a relational database, you typically
store a specifc type of data just once. See
also fat database.

Glossary 381



relationship An association between common
felds in two or more tables.

report A database object used to display table
information in a formatted, easily acces-
sible manner, either on the screen or on
paper. It can include items from multiple
tables and queries, values calculated from
information in the database, and format-
ting elements such as headers, footers,
titles, and headings.

report selector The box at the intersection of
the vertical and horizontal rulers when
a report is displayed in Design view. You
click the report selector to select the entire
report.

results datasheet The presentation of the rec-
ords matched by a query and any specifed
calculations in a table-like structure.

ribbon A user interface design that organizes
commands into logical groups, which
appear on separate tabs.

row selector The gray box at the left end of
each row in the feld defnition area when
a table’s structure is displayed in Design
view.

secure password A password that includes
uppercase letters, lowercase letters, and
symbols or numbers, and that is not a word
found in a dictionary. Also called a strong
password. See also password.

security warning A warning that appears when a
database that contains one or more macros
is opened.

select query A query that matches records from
one or more tables and displays them in
a results datasheet. Can contain specifca-
tions for which felds to display in what
order and how to group (summarize) their
values. See also action query.
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signing The act of guaranteeing the source
and content of a fle by attaching a digital
signature.

sorting A method of arranging data based on
the order of specifed information.

split database A database that has been organ-
ized into two parts: a back-end database
that contains the tables that store all the
data, and a front-end database that con-
tains the forms, queries, and reports that
people use to work with the data. See also
back-end database and front-end database.

SQL database A database based on Structured
Query Language (SQL).

subdatasheet A datasheet that is contained
within another datasheet.

subform A form that is contained within another
form. See also main form.

subquery A nested query that uses the results
of one query as a feld in another query.
The nested query involves the use of a
Structured Query Language (SQL) Select
statement.

subreport A report that is contained within
another report. See also main report.

syntax The required format in which expressions
must be entered.

tab A component of the ribbon that contains
buttons organized in groups

tabbed page The display area allocated to an
open database object in the Access pro-
gram window workspace. You click the tab
to display the object’s page. By default,
database objects are displayed on tabbed
pages. Alternatively, you can display ob-
jects in their own windows.



table A structured arrangement of one or more
rows and one or more columns. The inter-
section of each row and column is a cell. All
the items of information in a row constitute
arecord, and all the items of information in
a column constitute a feld.

tag A code in HTML or XML that provides
instructions for formatting or defning
the structure of a document.

template A ready-made pattern that can be
used to create a specifc type of database.
Access 2013 comes with several templates,
all of which can be customized.

text box control A control on a form or report in
which text can be viewed, entered, or ed-
ited. A text box control is bound to a feld
in the underlying table.

unbound Not linked. An unbound control is not
linked to a feld in an underlying table;
instead it might be used, for example, to
calculate values from multiple felds. See
also bound.

undocking To drag a toolbar, pane, or simi-
lar item so that it foats in the program
window.

Universal Naming Convention (UNC) The sys-
tem of naming fles among computers on a
network so that a fle on a given computer
will have the same path when it is accessed
from any of the other computers on the
network.

unmatched query A select query that locates
records in one table that do not have any
related records in another table. This query
can be created with the assistance of the
Find Unmatched Query wizard.

update query A query that changes the values
in one or more felds of matched records in
a table.

validation rule A feld property that ensures that
entries contain only the correct type, size,
or range of data.

view The display of information from a specifc
perspective. Each Access object has two or
more views, such as Datasheet view and
Design view.

View Shortcuts toolbar A set of buttons at the
right end of the status bar that provides
convenient methods for switching the view
of the active database object.

wildcard character A keyboard character that
can be used to represent one or many
characters in a search. The question mark
(?) represents a single character, and
the asterisk (*) represents one or more
characters.

XML A format for delivering rich, structured
data in a standard, consistent way. XML
tags describe the content of a web docu-
ment, whereas HTML tags describe how
the document looks. Designers can use
XML to create their own customized tags.
See also HTML.
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Keyboard shortcuts

Throughout this book, we provide information about how to perform tasks quickly and

effciently by using keyboard shortcuts. This section presents information about keyboard
shortcuts that are built in to Microsoft Access 2013 and Microsoft Offce 2013.

TIP In the following lists, keys you press at the same time are separated by a plus sign (+),

and keys you press sequentially are separated by a comma ().

Access 2013 keyboard shortcuts

This section provides a comprehensive list of keyboard shortcuts built into Access 2013. The

list has been excerpted from Access Help and formatted in tables for convenient lookup.

Open, save, and print databases

Action

Keyboard shortcut

Display the New page of the Backstage view.

Ctrl+N

Display the Open page of the Backstage view.

CtrlI+O

Open the Save As dialog box for an unsaved object,
or save a previously saved object.

Ctrl+S or Shift+F12

Open the Save As dialog box. F12

Open the Print dialog box. Ctrl+P
Open the Print dialog box from Print Preview. P or Ctrl+P
Open the Page Setup dialog box from Print Preview. S

Cancel Print Preview or Layout Preview. C or Esc

Keyboard shortcuts
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Work in Design, Layout, or Datasheet view

Action

Keyboard shortcut

Cycle between open objects.

Ctrl+F6

Close the active object.

Ctrl+W or Ctrl+F4

Display the Property Sheet pane in Design view. Alt+Enter
Open or close the Property Sheet pane (form or report Design F4

view and Layout view).

Switch to Form view from form Design view. F5

Cycle through the upper and lower parts of the Query Designer, F6
Navigation pane, access keys in the Keyboard Access System, and

Zoom controls (query Design view, and the Advanced Filter/Sort

window).

Cycle through the feld grid, feld properties, Navigation pane, access F6

keys in the Keyboard Access System, Zoom controls, and the security

bar (table Design view).

Open the Choose Builder dialog box (form or report Design view). F7
Open the Expression Builder dialog box (query Design view). Ctrl+F2
Open the Zoom box to enter expressions and other text in small Shift+F2
input areas.

Open the Visual Basic Editor from a selected property in the Property F7
Sheet pane (form or report).

Switch from the Visual Basic Editor to form or report Design view. Alt+F11

Work in the Navigation pane
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Action

Keyboard shortcut

Open or close the Navigation pane

F11

Open the selected database object. Enter

Run the selected macro. Enter
Open the selected table, query, form, report, macro, or module Ctrl+Enter
in Design view.

Display the Immediate window in the Visual Basic Editor. Ctrl+G

Move up or down one line.

Up Arrow or Down Arrow

Move up or down one window.

Page Up or Page Down

Move to the last object.

End

Rename a selected object.

F2

With the Navigation pane active, display its Search box.

Ctrl+F

Keyboard shortcuts



Work in the Property Sheet pane

Action

Keyboard shortcut

Open or close the Property Sheet pane (Design or Layout view).

F4

Move among choices in the control drop-down list one item
at a time.

Down Arrow or Up Arrow

Move among choices in the control drop-down list one page
at a time.

Page Down or Page Up

Move to the Property Sheet tabs from the control drop-down list.

Tab

Move among the Property Sheet tabs with a tab selected, but no
property selected.

Left Arrow or Right Arrow

With a property selected, move down one property on a tab.

Tab

With a property selected, move up one property on a tab; or if
already at the top, move to the tab.

Shift+Tab

Toggle forward or backward between tabs when a property is
selected.

Ctrl+Tab or Ctrl+Shift+Tab

Work in the Field List pane

Action

Keyboard shortcut

Open or close the Field List pane.

Alt+F8

Add the selected feld to the form or report detail section.

Enter

Move up or down the Field List pane.

Up Arrow or Down Arrow

Move between Fields Available lists in the Field List pane.

Tab

Edit controls in forms or reports in Design view

Action

Keyboard shortcut

Copy the selected control to the Clipboard.

Ctrl+C

Cut the selected control and copy it to the Clipboard. Ctrl+X

Paste the contents of the Clipboard in the upper-left corner Ctrl+Vv

of the selected section.

Move the selected control to the right (except controls that are Right Arrow or
part of a layout). Ctrl+Right Arrow
Move the selected control to the left (except controls that are Left Arrow or
part of a layout). Ctrl+Left Arrow

Keyboard shortcuts
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Action

Keyboard shortcut

Move the selected control up (except controls that are
part of a layout).

Up Arrow or Ctrl+Up Arrow

Move the selected control down (except controls that are
part of a layout).

Down Arrow or
Ctrl+Down Arrow

Increase or reduce the height of the selected control.

Shift+Down Arrow or
Shift+Up Arrow

Increase or reduce the width of the selected control. (If used
with controls that are in a layout, the entire layout is resized.)

Shift+Right Arrow or
Shift+Left Arrow

Work with combo boxes or list boxes

Action

Keyboard shortcut

Open a combo box.

F4 or Alt+Down Arrow

Refresh the contents of a Lookup feld list box or combo box.

F9

Move up or down one line.

Up Arrow or Down Arrow

Move up or down one page.

Page Up or Page Down

Exit the combo box or list box.

Tab

Set properties for a table in Design view
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Action

Keyboard shortcut

Move from the feld grid to the feld properties area.
Pressing F6 continuously also activates the Navigation pane,

access keys in the Keyboard Access System, Zoom controls,
and the security bar.

F6

With a tab selected, but no property selected, move between
the General and Lookup tabs.

Left Arrow or Right Arrow

Move between the tabs when a property is selected. Ctrl+Tab
Move to the frst property of a tab when no property is selected. Tab
Move down one property on a tab. Tab
Move up one property on a tab; or if already at the top, select Shift+Tab

the tab itself.
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Work with text and data

TIP Although many of these keyboard shortcuts also work in other Offce programs, they

are gathered here for convenience.

Select text in a feld

Action

Keyboard shortcut

Change the size of the selection by one character to the right.

Shift+Right Arrow

Change the size of the selection by one word to the right. Ctrl+Shift+Right Arrow
Change the size of the selection by one character to the left. Shift+Left Arrow
Change the size of the selection by one word to the left. Ctrl+Shift+Left Arrow

Select a feld or record

TIP To cancel a selection, use the opposite Arrow key.

Action

Keyboard shortcut

Select the next feld.

Tab

Select all records.

Ctrl+A or
Ctrl+Shift+Spacebar

Extend a selection

Action

Keyboard shortcut

Extend selection from the current record to the previous or
next record when Extend mode is not turned on.

Shift+Up Arrow or
Shift+Down Arrow

Extend selection from the current column to the previous or
next column when Extend mode is not turned on.

Shift+Left Arrow or
Shift+Right Arrow

Turn on Extend mode; pressing F8 repeatedly extends the
selection to the word, the feld, the record, and all records.

F8

In Extend mode, extend a selection to adjacent felds in the
same row in Datasheet view.

Left Arrow or Right Arrow

In Extend mode, extend a selection to adjacent rows in
Datasheet view.

Up Arrow or Down Arrow

Undo the previous extension.

Shift+F8

Cancel Extend mode.

Esc

Keyboard shortcuts
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Move a column in Datasheet view

Action

Keyboard shortcut

Turn on Move mode.

Ctrl+Shift+F8

Move selected column(s) to the right or left in Move mode.

Right Arrow or Left Arrow

Move the cursor in a feld

Action

Keyboard shortcut

Move the cursor one character to the right or left.

Right Arrow or Left Arrow

Move the cursor one word to the right or left.

Ctrl+Right Arrow or

Ctrl+Left Arrow
Move the cursor to the end of the feld, in single-line felds; End
or move it to the end of the line in multiple-line felds.
Move the cursor to the end of the feld, in multiple-line felds. Ctrl+End
Move the cursor to the beginning of the feld, in single-line felds; Home
or move it to the beginning of the line in multiple-line felds.
Move the cursor to the beginning of the feld, in multiple-line felds.  Ctrl+Home

Enter data in Datasheet or Form view

Action

Keyboard shortcut

Insert the current date.

Ctrl+Semicolon ()

Insert the current time.

Ctrl+Shift+Colon ()

Insert the default value for a feld.

Ctrl+Alt+Spacebar

Insert the value from the same feld in the previous record.

Ctrl+Apostrophe ()

Add a new record.

Ctrl+Plus Sign (+)

In a datasheet, delete the current record.

Ctrl+Minus Sign (-)

Save changes to the current record. Shift+Enter
Switch between the values in a check box or option button. Spacebar
Insert a new line in a Short Text or Long Text feld. Ctrl+Enter
Undo changes in the current feld or current record; if both have Esc

been changed, press Esc twice to undo changes, frst in the current

feld and then in the current record.
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Refresh felds with current data

Action

Keyboard shortcut

Recalculate the felds in the window.

F9

Requery the underlying tables; in a subform, this requires Shift+F9
the underlying table for the subform only.
Refresh the contents of a Lookup feld list box or combo box. F9

Find and replace text or data (Datasheet view or Form view)

Action

Keyboard shortcut

Open the Find tab in the Find And Replace dialog box.

Ctrl+F

Open the Replace tab in the Find And Replace dialog box.

Ctrl+H

Find the next occurrence of the text specifed in the Find
And Replace dialog box when the dialog box is closed.

Shift+F4

Navigate records

Navigate in Design view

Action

Keyboard shortcut

Switch between Edit mode (with cursor displayed) and
Navigation mode.

F2

Switch to Form view from form Design view. F5
Cycle through the upper and lower parts of the Query Designer, F6
Navigation pane, access keys in the Keyboard Access System, and

Zoom controls (query Design view, and the Advanced Filter/Sort

window).

Cycle through the feld grid, feld properties, Navigation pane, F6
access keys in the Keyboard Access System, Zoom controls, and

the security bar (table Design view).

Open the Visual Basic Editor from a selected property in the F7
Property Sheet pane for a form or report.

Open or close the Field List pane in a form or report. Alt+F8
Switch from the Property Sheet pane to the design grid without Shift+F7

changing the selected control ( form or report Design view).
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Navigate in Datasheet view
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Navigate between felds and records

Action

Keyboard shortcut

Move to the next feld.

Tab or Right Arrow

Move to the previous feld.

Shift+Tab or Left Arrow

Move to the frst or last feld in the current record, in
Navigation mode.

Home or End

Move to the current feld in the previous or next record.

Up Arrow or Down Arrow

Move to the current feld in the last record, in Navigation mode.

Ctrl+Down Arrow

Move to the last feld in the last record, in Navigation mode. Ctrl+End
Move to the current feld in the frst record, in Navigation mode. Ctrl+Up Arrow
Move to the frst feld in the frst record, in Navigation mode. Ctrl+Home

Navigate to another screen of data

Action

Keyboard shortcut

Move up or down one screen.

Page Up or Page Down

Move left or right one screen.

Ctrl+Page Up or
Ctrl+Page Down

Navigate in subdatasheets

TIP You can navigate between felds and records in a subdatasheet with the same shortcut

keys used in Datasheet view.

Action

Keyboard shortcut

Move from the datasheet to expand the record’s subdatasheet.

Ctrl+Shift+Down Arrow

Collapse the subdatasheet.

Ctrl+Shift+Up Arrow

Enter the subdatasheet from the last feld of the previous record
in the datasheet.

Tab

Enter the subdatasheet from the frst feld of the following record Shift+Tab

in the datasheet.

Exit the subdatasheet and move to the frst feld of the next record Ctrl+Tab

in the datasheet.

Exit the subdatasheet and move to the last feld of the previous Ctrl+Shift+Tab

record in the datasheet.
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Action

Keyboard shortcut

From the last feld in the subdatasheet to enter the next feld in
the datasheet.

Tab

From the datasheet to bypass the subdatasheet and move to the
next record in the datasheet.

Down Arrow

From the datasheet to bypass the subdatasheet and move to the
previous record in the datasheet.

Up Arrow

Navigate in Form view

Navigate between felds and records

Action Keyboard shortcut
Move to the next or previous feld. Tab or Shift+Tab
Move to the last control on the form and remain in the current End

record, in Navigation mode.

Move to the last control on the form and set focus in the last Ctrl+End

record, in Navigation mode.

Move to the frst control on the form and remain in the current Home

record, in Navigation mode.

Move to the frst control on the form and set focus in the frst Ctrl+Home

record, in Navigation mode.

Move to the current feld in the previous or next record.

Ctrl+Page Up or
Ctrl+Page Down

Navigate in forms with more than one page

Action Keyboard shortcut
Move down one page; at the end of the record, moves to the Page Down
equivalent page on the next record.

Move up one page; at the end of the record, moves to the Page Up

equivalent page on the previous record.
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Navigate in Print Preview

Action

Keyboard shortcut

Open the Print dialog box from the Print page of the Backstage view,

or from datasheets, forms, and reports.

Ctrl+P

Open the Page Setup dialog box (forms and reports only). S

Zoom in or out on a part of the page. z

View the next page (when Fit To Window is selected). Page Down or
Down Arrow

View the previous page (when Fit To Window is selected).

Page Up or Up Arrow

Move to the page number box.
Then enter the page number, and press Enter.

Alt+F5

Scroll up or down in small increments.

Up Arrow or
Down Arrow

Scroll up or down one full screen.

Page Up or Page Down

Move to the top or bottom of the page.

Ctrl+Up Arrow or
Ctrl+Down Arrow

Scroll to the left or right in small increments.

Left Arrow or
Right Arrow

Move to the left or right edge of the page.

Home or End

Move to the upper-left or upper-right corner of the page.

Ctrl+Home or Ctrl+End

Cancel Print Preview.

C or Esc

Navigate in the Query Designer

Action

Keyboard shortcut

Move among the Query Designer panes.

F6 or Shift+F6
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Navigate in the top pane

TIP If multiple items are selected, pressing the Spacebar affects all selected items. Select
multiple items by holding down the Shift key while clicking them. Toggle the selected state

of a single item by holding down the Ctrl key while clicking it.

Action

Keyboard shortcut

Move among tables, views, and functions, (and to join lines, if available).

Tab or Shift+Tab

Move between columns in a table, view, or function.

Arrow keys

Choose the selected data column for output.

Spacebar or Plus key

Remove the selected data column from the query output.

Spacebar or Minus key

Remove the selected table, view, or function, or join line from the query.

Delete

Navigate in the query design grid

Action

Keyboard shortcut

Move among cells.

Arrow keys or Tab or
Shift+Tab

Move to the last row in the current column.

Ctrl+-Down Arrow

Move to the frst row in the current column. Ctrl+Up Arrow

Move to the upper-left cell in the visible portion of the grid. Ctrl+Home

Move to the lower-right cell. Ctrl+End

Move in a drop-down list. Up Arrow or
Down Arrow

Select an entire grid column. Ctrl+Spacebar

Toggle between edit mode and cell selection mode. F2

Toggle between insert and overstrike mode while editing in a cell. Ins

Toggle the check box in the Show column. (If multiple items are Spacebar

selected, pressing this key affects all selected items.)

Clear the selected contents of a cell. Delete

Navigate in the SQL pane

You can use the standard Windows editing keys when working in the SQL pane, such as
Ctrl+Arrow keys to move between words, and the Cut, Copy, and Paste commands on the

Home tab.

TIP You can only insert text; there is no overstrike mode.

Keyboard shortcuts
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Access web app keyboard shortcuts

Use the following keyboard shortcuts while working with Access web apps.

Customize a web app in Access

TIP Many of the shortcuts listed earlier in “Access 2013 keyboard shortcuts” are also avail-
able when customizing a web app.

Action Keyboard shortcut
Advance through all tables and views (when not in Edit mode). Tab
Move a table or view selector. Arrow keys
Show or hide the Navigation pane. F11
Advance through the controls in a view (when in Edit mode). Tab
Move the selected control(s). Arrow keys
Open or close the properties for the selected control. F4
Show or hide the Field List. Alt+F8

Work with a web app in a web browser

TIP You can also use any keyboard shortcut keys that are provided by the browser itself.
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Action Keyboard shortcut
Move between the table list, view selector, action bar, search box, Tab, Shift+Tab, or
and controls in views Arrow keys
Create a new item. N
Delete an item. Delete
Edit an item. E
Save an item. Ctrl+S
Cancel an action. Escape
Edit a Flter. /

Close a popup view. Escape
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Office 2013 keyboard shortcuts

This section provides a comprehensive list of keyboard shortcuts available in all Offce 2013
programs, including Access.

Work with menus

Action Keyboard shortcut

Display the shortcut menu. Shortcut key (lower right
of most keyboards) or
Shift+F10

Display the access keys. Alt or F10

Display the program icon menu (on the program title bar). Alt+Spacebar

With the menu or submenu visible, select the next or previous Down Arrow or Up Arrow

command.

Select the menu to the left or right; or, when a submenu is visible, Left Arrow or Right Arrow

to switch between the main menu and the submenu.

Select the frst or last command on the menu or submenu. Home or End

Close the visible menu and submenu at the same time. Alt

Close the visible menu; or, with a submenu visible, close the Esc

submenu only.

Use Open and Save As in the Backstage view

Action Keyboard shortcut
Display the Open page of the Backstage view. Ctrl+O
Display the Save As page of the Backstage view. Ctrl+S
Save new version of a fle that has a fle name and location. Ctrl+S
Return to the fle from the Backstage view. Esc
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Use the Open and Save As dialog boxes

Action

Keyboard shortcut

View the Open dialog box.

Ctrl+F12

View the Save As dialog box. F12

Open the selected folder or fle. Enter
Open the folder one level above the selected folder. Backspace
Delete the selected folder or fle. Delete
Display a shortcut menu for a selected item such as a folder or fle. Shift+F10
Move forward through options. Tab

Move back through options. Shift+Tab

Display and use windows
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Action

Keyboard shortcut

Switch to the next window.

Alt+Tab

Switch to the previous window.

Alt+Shift+Tab

Close the active window.

Ctrl+W or Ctrl+F4

Move to a pane from another pane in the program window
(clockwise). You might need to press F6 more than once.

Note: If pressing F6 doesn’t display the pane you want, try pressing

Alt to place focus on the ribbon and then pressing Ctrl+Tab to move

F6

to the pane.

When multiple windows are open, switch to the next window. Ctrl+F6
Switch to the previous window. Ctrl+Shift+F6
Turn on Resize mode for the active window when it is not Ctrl+F8
maximized.

Resize the window in Resize mode. Arrow keys
Apply the new size. Enter
Minimize a window to an icon (works for only some Microsoft Ctrl+F9
Offce programs).

Maximize or restore a selected window. Ctrl+F10

Copy a picture of the screen to the Clipboard.

Print Screen

Copy a picture of the selected window to the Clipboard.

Alt+Print Screen
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Navigate on the ribbon

1 Press the Alt key to display KeyTips over each feature that is available in the current

view.

2 Press the letter shown in the KeyTip over the feature that you want to use. Depend-
ing on which letter you press, you might be shown additional KeyTips. For example,
if the External Data tab is active and you press C, the Create tab is displayed, along

with KeyTips for the groups on that tab.

3 Continue pressing letters until you press the letter of the command or control that

you want to use. In some cases, you must frst press the letter of the group that

contains the command.

TIP To cancel the action that you are taking and hide the KeyTips, press Alt.

Move around in text or cells

Action Keyboard shortcut
Move one character to the left. Left Arrow

Move one character to the right. Right Arrow

Move one line up. Up Arrow

Move one line down. Down Arrow

Move one word to the left. Ctrl+Left Arrow
Move one word to the right. Ctrl+Right Arrow
Move to the end of a line. End

Move to the beginning of a line. Home

Move up one paragraph.

Ctrl+Up Arrow

Move down one paragraph.

Ctrl+Down Arrow

Move to the end of a text box.

Ctrl+End

Move to the beginning of a text box.

Ctrl+Home
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Work with text

Action

Keyboard shortcut

Copy the selection to the Clipboard.

Ctrl+C

Cut the selection and copy it to the Clipboard. Ctrl+X
Paste the contents of the Clipboard at the cursor. Ctrl+Vv
Delete the selection or the character to the left of the cursor. Backspace
Delete the selection or the character to the right of the cursor. Delete
Delete all characters to the right of the cursor. Ctrl+Delete

Undo typing.

Ctrl+Z or Alt+Backspace

Check spelling.

F7

Move around in and work in tables

Action Keyboard shortcut
Move to the next cell. Tab

Move to the preceding cell. Shift+Tab

Move to the next row. Down Arrow

Move to the preceding row. Up Arrow

Insert a tab in a cell. Ctrl+Tab

Start a new paragraph. Enter

Add a new row at the bottom of the table.

Tab at the end of the
last row

Work with panes
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Action

Keyboard shortcut

Move to a pane from another pane in the program window.
(You might need to press F6 more than once.)

Note: If pressing F6 doesn’t display the pane you want, try pressing
Alt to place focus on the menu bar and then pressing Ctrl+Tab to

move to the pane.

F6

When a menu or toolbar is active, move to a pane. (You might
need to press Ctrl+Tab more than once.)

Ctrl+Tab

When a pane is active, select the next or previous option in
the pane.

Tab or Shift+Tab
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Action

Keyboard shortcut

Display the full set of commands on the pane menu.

Ctrl+-Down Arrow

Move among choices on a selected submenu; move among certain

options in a group of options in a dialog box.

Down Arrow or Up Arrow

Open the selected menu, or perform the action assigned to the
selected button.

Spacebar or Enter

Open a shortcut menu; open a drop-down menu for the selected

gallery item.

Shift+F10

When a menu or submenu is visible, select the frst or last
command on the menu or submenu.

Home or End

Scroll up or down in the selected gallery list.

Page Up or Page Down

Move to the top or bottom of the selected gallery list.

Ctrl+Home or Ctrl+End

Work with wizards

Action Keyboard shortcut
Toggle the focus forward between controls in the wizard. Tab

Move to the next page of the wizard. Alt+N

Move to the previous page of the wizard. Alt+B

Complete the wizard. Alt+F

Work with dialog boxes

Action Keyboard shortcut
Move to the next option or option group. Tab

Move to the previous option or option group. Shift+Tab

Switch to the next tab in a dialog box. Ctrl+Tab

Switch to the previous tab in a dialog box. Ctrl+Shift+Tab

Move between options in an open drop-down list, or between Arrow keys

options in a group of options.

Perform the action assigned to the selected button; select or Spacebar

clear the selected check box.

Open the list if it is closed and move to that option in the list.

First letter of an option in
a list

Select an option; select or clear a check box.

Alt+ the underlined letter in
an option
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Action

Keyboard shortcut

Open a selected drop-down list.

Alt+Down Arrow

Close a selected drop-down list; cancel a command and close a

dialog box.

Esc

Perform the action assigned to a default button in a dialog box.

Enter

Close a dialog box. If no dialog box is open, exits program.

Alt+F4

Use edit boxes within dialog boxes

TIP An edit box is a blank in which you enter or paste an entry.

Action

Keyboard shortcut

Move to the beginning of the entry.

Home

Move to the end of the entry. End

Move one character to the left or right. Left Arrow or Right Arrow
Move one word to the left. Ctrl+Left Arrow

Move one word to the right. Ctrl+Right Arrow

Select or cancel selection one character to the left.

Shift+Left Arrow

Select or cancel selection one character to the right.

Shift+Right Arrow

Select or cancel selection one word to the left. Ctrl+Shift+Left Arrow
Select or cancel selection one word to the right. Ctrl+Shift+Right Arrow
Select from the cursor to the beginning of the entry. Shift+Home

Select from the cursor to the end of the entry. Shift+End

Use the Help window
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Action

Keyboard shortcut

Open the Help window.

F1

Close the Help window Alt+F4
Switch between the Help window and the active program. Alt+Tab
(Cycles through all open programs.)

Go back to <program name> Home. Alt+Home
Select the next item in the Help window. Tab
Select the previous item in the Help window. Shift+Tab
Perform the action for the selected item. Enter
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Action

Keyboard shortcut

In the Browse <program name> Help section of the Help Tab or Shift+Tab
window, select the next or previous item, respectively.

In the Browse <program name> Help section of the Help Enter

window, expand or collapse the selected item, respectively.

Select the next hidden text or hyperlink, including Show All or Tab

Hide All at the top of a topic.

Select the previous hidden text or hyperlink. Shift+Tab
Perform the action for the selected Show All, Hide All, hidden Enter

text, or hyperlink.

Move back to the previous Help topic (Back button).

Alt+Left Arrow or
Backspace

Move forward to the next Help topic (Forward button).

Alt+Right Arrow

Scroll small amounts up or down, respectively, within the
currently displayed Help topic.

Up Arrow or Down Arrow

Scroll larger amounts up or down, respectively, within the
currently displayed Help topic.

Page Up or Page Down

Stop the last action (Stop button). Esc
Refresh the window (Refresh button). F5
Print the current Help topic. Ctrl+P

Note: If the cursor is not in the current Help topic, press F6,
and then press Ctrl+P.

Change the connection state.

F6, and then press Enter to

open the list of choices

Switch among areas in the Help window; for example, switch
between the toolbar and the Search list.

F6

In a Table of Contents in tree view, select the next or previous
item, respectively.

Up Arrow or Down Arrow

In a Table of Contents in tree view, expand or collapse the
selected item, respectively.

Left Arrow or Right Arrow
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Index

Symbols

& (text concatenation) operator, 269
* (asterisk)

icon, 66

in query feld lists, 205, 223

wildcard character, 126, 129

wildcard character, in validation rules, 178
# (number sign) wildcard character, 129

A

.accdb Fles, 19
.accdc fles, 341
.accde fles, 338, 339
Access
exiting, 10, 22
getting help, 23
starting, 8, 18
Access 2003, upgrading from, 6
Access 2007, upgrading from, 5
Access 2010, upgrading from, 4
Access add-ins, 362
Access Database Executable (.accde) fles, 377
Access Deployment (.accdc) fles, 377
Access program icon, 10
Access Options dialog box, 350
Add-Ins page, 359
Client Settings page, 358
Current Database page, 323, 352
Customize Ribbon page, 363
Datasheet page, 354
General page, 350
Language page, 357
Object Designers page, 355

Proofng page, 355
Quick Access Toolbar page, 371
Trust Center page, 360

Access web apps, 54, 55, 61

action queries, 197, 218
defned, 377
converting to select queries, 225
creating, 219

activating Control Wizards, 246

adding
application parts to databases, 59
charts to forms/reports, 258
combo box controls to forms, 240
command buttons to forms/reports, 258
dates/times to reports, 265
felds to forms, 234
felds to reports, 259
felds to tables, 78, 79, 80, 82, 159, 167
forms/reports to navigation forms, 316
groups to ribbon tabs, 364, 365
headers/footers to reports, 259
hyperlinks to forms/reports, 258
icons to database applications, 324
logos to forms, 100, 315
page numbers to reports, 268
pictures to forms, 238
subforms to forms, 246
subreports to reports, 270
tables to query design grid, 205
tables to Relationships page, 88
tabs to ribbon, 364
titles to forms, 239
titles to reports, 263
Total row to query design grid, 209
Total row to tables, 209

adding
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add-ins, 362
defned, 377
options, setting, 359
Add-Ins page (Access Options dialog box), 359
advanced fltering criteria, 129, 130
saving as queries, 133
aggregate functions
defned, 377
in queries, 208
in reports, 273
aliases, feld, 217, 379
aligning
controls in forms, 108, 235
controls in reports, 146, 267
alternate row colors, 147
Analyze Performance utility, 342, 343
Analyze Table utility, 342
Anchoring gallery, 243
And operator, 174
append queries, 218
defned, 377
appending table data, 71
application parts, 53
defned, 377
adding to databases, 59
Application Parts gallery, 59
arithmetic operators, 175
defned, 377
asterisk (*)
icon, 66
in query feld lists, 205, 223
wildcard character, 126, 129
wildcard character, in validation rules, 178
Attachment data type, 159
AutoCorrect options, setting, 356
automatic error checking, 143
AutoNumber data type, 66, 158
size, 164
averaging feld values, 208
Avg function, 208

406 add-ins

B

back-end databases, 334
defned, 377
background color of controls, 105
backing up, 342, 343
Backstage view, 11
displaying, 18
Info page, 332
Print page, 47
binary fles, 377
blank databases, creating, 68
blank forms, 230
boolean, defned, 377
Boolean data type, 158
border color of controls, 105
borders, subreport, making transparent, 275
bound controls, 237
defned, 377
button controls, 258
buttons, 12

Quick Access Toolbar, adding/removing,
370, 372

ribbon group, adding/removing, 365
ScreenTips, 12
Byte size (Number data type), 163, 164

C

calculated controls, 273
Calculated data type, 159
calculating

with queries, 212, 213

in reports, 270, 273

vs. storing data, 212
calendars, using to enter date, 162
Caption property, 82
captions

assigning to felds, 82

assigning to label controls, 106, 242



Cascade Delete Related Records option, 222

defned, 377
case of characters, forcing, 170

categories, Navigation pane, assigning objects, 321

Ccur function, 215

centering controls, 146

characters, forcing case, 170

chart controls, 258

charts, adding to forms/reports, 258
checking spelling, options, setting, 356

Client Settings page (Access Options dialog box), 358

closing
database objects, 22
database obijects, all, 38
databases, 22
Navigation pane, 12, 29
tables, 31, 70
collapsing subdatasheets, 31
color
of control background, 105
of control borders, 105
of form sections, 233, 315
of group headers, 147
of report sections, 263
columns, 25, 28

deleting from query design grid, 206

freezing, 76
hiding, 75
moving, 77
selecting adjacent, 75, 119
selecting in forms, 108
selecting in query design grid, 206
sizing, 30, 74
sizing to ft contents, 30, 74
unfreezing, 77
unhiding, 75
COM add-ins, 362
combo box controls, 377
adding to forms, 240
combo boxes, 184

comma-delimited text fles, 377

command button controls, 377

command buttons, adding to forms/reports, 258
commands

Quick Access Toolbar, adding/removing,
370, 372

ribbon group, adding/removing, 365
Compact And Repair Database utility, 342, 343
compacting databases, 342, 343
comparison operators, 174

defned, 377
Concatenate operator, 175, 269
conditional formatting, 148
constants, 378
continuous forms, 230
control properties, 378

controlling database feature availability, 323,
325, 352

controls, 142
defned, 378
aligning in forms, 108, 235
aligning in reports, 146, 267
background color, 105
bold text, 103
border color, 105
bound, 237, 377
combo box, 377
command button, 377
copying formatting, 241
deleting, 238
disabling, 234
font size, 101, 148, 265
font weight, 103
formatting, 142, 145
on forms, 33, 37, 91
grouping, 267
height, 110
keyboard shortcuts for moving, 145
label, 380
margins, 110
moving, 110, 145, 235, 261

controls
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controls (continued)
navigation, 380

Currency data type, 158, 161
Current Database page (Access Options dialog box),

option button, 381 323, 352

properties, 99, 101 custom

Quick Styles, applying, 318 flters, 122

on reports, 259 form layouts, 107, 111, 232

formats, 172

group headers in reports, 144

input masks, 171

navigation forms, 315

Navigation pane categories/groups, 319, 320

selecting, 94

selecting all, 104, 110, 148

selecting multiple, 145

selecting in Property Sheet pane, 104
shadow effects, 105

sizing, 109, 145, 233, 265
snapping to grid, 266
tab order, 112

Quick Access Toolbar, 370, 372
Quick Access Toolbar, resetting, 374
report layouts, 143, 144, 261, 266

ribbon, 363, 365
ribbon groups, 364, 365
validating, 174 ribbon, resetting, 369
control sources, 98, 242 ribbon tabs, 364, 367
defned, 378 status bar, 369
subform layouts, 250
Custom Filter dialog box, 123

Customize Ribbon page (Access Options
dialog box), 363
customizing status bar, 369

text box, 383
unbound, 237, 383

Control Wizards
activating, 246
deactivating, 240

Controls gallery, 37, 238

converting currency, 215

copying
control formatting, 241
to Excel worksheets, 307 D
to export data, 306 data types, 79, 80
to import data, 306, 308 defned, 378
keyboard shortcut for, 306 Attachment, 159
tables, 306 AutoNumber, 66, 158

table structure, 67, 71
Count function, 208
counting felds, 208
criteria, flter, 122
criteria, query, 204

entering, 206, 220, 223
crosstab queries, 198, 378

AutoNumber, size, 164
Boolean, 158
Calculated, 159
changing, 191
Currency, 158, 161
Date/Time, 158, 162
Hyperlink, 158
currency Long Text, 158
converting with function, 215 Number, 158, 162

format, 162 Number, size, 163
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OLE Object, 158
Rich Text, 158
Short Text, 158, 161
specifying, 79, 158, 159
Yes/No, 158, 162, 183
Yes/No, specifying display, 163
for ZIP codes, 81
database applications
defned, 378
assigning icons, 324
database design, 73, 212
analyzing tables, 342
Database Documenter utility, 342, 345
database objects, 3, 24. See also tables; forms;
queries; reports
defned, 378

assigning to Navigation pane categories/
groups, 319, 321

closing, 22
closing all, 38
Design view options, setting, 355
exporting, 295, 300, 379
identifying with square brackets, 221
importing, 281
printing, 46
database properties, 332
database security, 329
defned, 378
.accdc fles, 341
.accde fles, 338
passwords, 330
splitting databases, 334
Database Splitter wizard, 335
database structure, documenting, 342, 345
databases
adding application parts, 59
analyzing performance, 342, 343
applying themes, 99, 100, 233
assigning icons, 324
assigning titles, 324
back-end, 377
backing up, 342, 343

basing on templates, 54, 55
blank, 68

closing, 22
compacting/repairing, 342, 343
controlling feature availability, 323, 325, 352
creating based on templates, 54, 55
creating blank, 68

creating manually, 64

default fle format, 350

default location, 57, 350
designing, 73, 212

desktop, 54

distributing as .accde fles, 338
exporting to, 297, 300

fle format, 350

fat, 379

fat vs. relational, 24

front-end, 379

icons, 324

importing, 281, 287

importing non-Access, 283
linking, 295

linking to SharePoint lists, 283
maintaining, 329, 342

naming, 56

non-Access, importing, 283
opening, 18

opening for exclusive use, 330, 331
opening multiple, 301

opening password-protected, 333
packaging as .accdc fles, 341
performance, 342, 343
populating, 53, 381

relational, 381

saving, 18

SharePoint lists, linking to, 283
split, 382

splitting, 334, 335

SQL, 382

templates, 54, 55

themes, 99, 100, 233

titles, 324

databases
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Datasheet Formatting dialog box, 20
datasheet forms, 230, 314
Datasheet page (Access Options dialog box), 354
Datasheet view, 378
Datasheet view (delete queries), 224
Datasheet view (queries), 39
Datasheet view (tables), 28
Datasheet view (update queries), 221
datasheets, 28. See also tables
defned, 378
default gridlines/cell effects/font, 354
embedded, 29
results, 382
Date And Time dialog box, 265
date format, 162
date/time controls, 265
Date/Time data type, 158, 162
dates
adding to reports, 265
checking validity, 181
entering with calendar, 162
entering manually, 162
fltering in tables, 124
in parameter queries, 207
deactivating Control Wizards, 240
Decimal size (Number data type), 163
default
feld values, 183, 186
fle format, 350
fle location, 57, 350
gridlines/cell effects/font in datasheets, 354
startup page, 313, 325
Default Value property, 183, 186
delete queries, 218, 222, 223
defned, 378
deleting
columns from query design grid, 206
controls, 238
felds from subforms, 252
felds from tables, 78, 80, 189

410 Datasheet Formatting dialog box

layouts, 264
records, with queries, 222
relationships, 189
tables, 70
tables from query design grid, 205
tables from Relationships page, 189
delimited text fles
defned, 378
importing, 282, 290
delimiters, 378
design grid, form, 228
design grid, query, 39
defned, 378
adding Total row, 209
height, adjusting, 210
design grid, report, 256
adding headers/footers, 259
controlling snapping, 266
setting, 263
turning on/off, 263
Design view (all objects)
defned, 378
options, setting, 355
Design view (forms), 33, 36, 228
Design view (queries), 39, 41, 201
Design view (reports), 43, 45, 256, 263
Design view (tables), 28, 32
opening tables in, 80
designing
databases, 73
forms, 228
reports, 256
desktop databases, 54, 55
Detail section (forms), 229
Detail section (reports), 257
dialog box launchers, 12
defned, 378
digital signatures, 341
disabling controls, 234
displaying report sections, 257



distributing databases as .accde fles, 338
documenting database structure, 342, 345
documents, Word, exporting to, 297
Double size (Number data type), 163
drawing lines on forms, 243

duplicate queries, 378

duplicate records, fnding, 198
duplicating ribbon groups, 364

E

Edit Relationships dialog box, 87
editing of lookup lists, disabling, 187
effects, adding to controls, 105
embedded datasheets, 29
empty felds vs. Null felds, 176
empty strings, 378
enabling/disabling macros, 26
encryption
defned, 378
password-generated, 331
enforcing referential integrity, 87, 191
Enter Parameter Value dialog box, 207
Enter Validation Message dialog box, 180
entering
dates, 162
feld values from lists, 183, 184
records in forms, 95
records in tables, 65, 68
Equal to operator, 174
error checking, 143
error messages for validation rules, 175, 180
Excel worksheets
copying to, 307
exporting to, 297, 301
importing, 282, 293
exclusive use, opening databases for, 330, 331
defned, 378
exiting Access, 10, 22
expanding subdatasheets, 30

Export dialog box, 300
exporting, 296
by copying, 306
database objects, 295, 300, 379
to Excel worksheets, 297, 301
to .html fles, 299
to other databases, 297, 300
to .pdf fles, 298
to SharePoint lists, 298
tables, 300
to text fles, 297, 302
to Word documents, 297
to .xml Ffles, 299
to .xps Fles, 298
Expression Builder, 379
Expression Builder dialog box, 175, 177, 214
sizing, 217
expressions
defned, 379
operators, 174
in queries, 213
in reports, 273
in validation rules, 174
extensions, fle name, 290
extracting unique values from feld, 241

F

feld aliases, 217

defned, 379
Field List pane

displaying, 234, 259

keyboard shortcut for, 235, 259
feld lists, query, asterisk (*) in, 205, 223
feld names, 28, 67, 69

defned, 379

avoiding spaces in, 69
feld properties, 79, 81, 379. See also properties
feld selectors, 78

primary key icon, 78

feld selectors
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feld size, 163
Field Size property, 81, 163
feld values

averaging, 208

calculating standard deviation, 208
calculating variance, 208

default, 183, 186

fnding, 124

fnding highest, 208

fnding lowest, 208

restricting to lists, 183, 184
totaling, 208, 273

felds, 25, 28. See also columns
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defned, 379

adding to forms, 234

adding to reports, 259

adding to tables, 78, 79, 80, 82, 159, 167
captions, assigning, 82
counting, 208

data type, 79, 80

data type, changing, 191

data type, specifying, 79, 158, 159
default value, 183, 186

deleting, 78, 80, 189

deleting from subforms, 252
descriptions, 79

empty, 176

format, 172

hiding in query results, 202
indexing, 176

linking to tables, 185

moving among in tables, 66
multivalued, 194

naming, 79, 80

Null, 176, 380

numeric, summarizing in reports, 140, 273
numeric, summarizing in tables, 209

numeric, summarizing with queries, 208, 210

properties, 81
properties, restricting data with, 157
properties, viewing, 79

feld size

Quick Start, 68, 72, 160

requiring, 176

selecting contents, 177

selecting in Design view, 78

size, specifying maximum, 81, 163, 164
unique, 176

validating, 173, 177

Fields gallery, 72

fle format, default, 350

fle location, default, 57

fle name extensions, 290

File New Database dialog box, 56

fles

Access Database Executable (.accde), 377
Access Deployment (.accdc), 377

attaching to records, 159

binary, 377

comma-delimited text, 377

delimited text, 378

fxed-width text, 379

Microsoft Database Executable (mde), 380

flter forms, 125, 127
fltered records, moving among, 127
fltering

Navigation pane, 12, 19

records with advanced criteria, 129, 130
records by date, 124

records in forms, 121

records with forms, 125, 127

records in tables, 121

wildcard characters, 126, 129

Flters

defned, 379

custom, 122

saving as queries, 133
toggling, 122

fnding

duplicate records, 198
feld values, 124

text, 218

unmatched records, 198



fxed-width text fles
defned, 379
importing, 282
fat databases, 24
defned, 379
font size of controls, 101, 148, 265
font weight of controls, 103
forcing case, 170
foreign keys, 83
defned, 379
Form Footer section (forms), 229
Form Header section (forms), 229
form layouts, 264
custom, 107, 111, 232
removing, 111
Stacked, 107
Tabular, 107
undoing changes, 107
form selectors, 379
form structure, 33, 36, 228
Form view, 33
Form wizard, 231
format
of felds, 172
of fles, default, 350
Format Painter, 241
Format property, 172
formats, custom, 172
formatting
conditional, 148
controls, 142, 145
copying, 241
forms, 99
navigation form buttons, 318
navigation forms, 315
reports, 263, 272
forms, 33, 91
defned, 379
adding charts, 258
adding combo box controls, 240
adding command buttons, 258

adding felds, 234

adding hyperlinks, 258

adding lines, 243

adding logos, 315

adding to navigation forms, 316
adding pictures, 238

adding titles, 239

automatic error checking, 143
charts, 258

combo box controls, 240
command buttons, 258
continuous, 230

controls. See controls

control sources, 98, 242

creating manually, 230

creating with all felds, 92, 93, 228
creating with wizards, 92, 228, 231
customizing layout, 107, 111, 232
datasheet, 230, 314

designing, 228

Design view options, setting, 355
drawing lines, 243

entering records, 95

Field List pane, displaying, 234
felds, 234

flter, 125

fltering records, 121, 127
formatting, 99

hyperlinks, 258

layout, 107, 111, 232

lines, 243

logos, 100

main, 380

modal dialog, 230

moving among fltered records, 127
moving among records, 36, 95
multiple items, 230

navigation, 230, 380

opening, 34

opening in Layout view, 100
properties, 99, 101

forms
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forms (continued)
Property Sheet pane, displaying, 101, 234
record selector, hiding, 236
record sources, 98
vs. reports, 135, 262
restricting changes, 314
saving, 98, 106
sections. See sections, form
sorting records, 116
split, 230
subforms, 33, 35
synchronizing with tables, 97
validating controls, 174
viewing, 33
viewing design, 36, 100, 232
freezing columns, 76
front-end databases, 334
defned, 379
functions
defned, 379
aggregate, in queries, 208
aggregate, in reports, 273

G

General page (Access Options dialog box), 350
Get External Data wizard, 287
getting help, 23
Greater than operator, 174
Group Header section (reports), 257
group headers
color, 147
customizing, 144
Group, Sort, And Total pane, 151
grouping
controls, 267
records in reports, 136, 138, 257, 260
records in tables, 116
Grouping Intervals dialog box, 139

414 freezing columns

grouping levels, 379

groups, Navigation pane, 379
assigning objects, 321
hiding, 322
removing, 323

groups, ribbon, 12, 379
buttons (commands), adding/removing, 365
creating custom, 364, 365
duplicating, 364
moving, 364
removing from tabs, 364, 365

H

headers/footers, adding to reports, 259
height
of controls, 110
of query design grid, 210
of rows, 74
help with Access, 10, 23
hidden columns, 75
hiding
columns, 75
felds in query results, 202
Navigation pane groups, 322
record selectors in forms, 236
report sections, 257
ribbon, 12, 21, 372
subdatasheets, 31
highest feld value, 208
home pages, navigation forms as, 313, 325
Horizontal Tabs layouts (navigation forms), 312
.html fles
exporting to, 299
importing, 285
HTML, 379
HTML tags, 380
hyperlink controls, 258
Hyperlink data type, 158



icons
Access program, 10
assigning to current database, 324
asterisk, 66
pencil, 66
primary key, 78
image controls, 238
effect of Size Mode property, 239
Import Objects dialog box, 288
import process, saving, 280
Import Specifcation dialog box, 291
Import Spreadsheet wizard, 293
Import Text wizard, 290
importing, 280
by copying, 306, 308
database objects, 281
delimited text fles, 282, 290
Excel worksheets, 282, 293
fxed-width text fles, 282
.html fles, 285
vs. linking, 295
non-Access databases, 281, 283, 287
Outlook folders, 283
queries, 281
with saved process, 281
SharePoint lists, 283
tables, 281, 380
text fles, 282
xml Fles, 286
inconsistent feld values, avoiding, 183, 184
Indexed property, 176
indexing felds, 176
Info page (Backstage view), 332
Input Mask property, 165
Input Mask wizard, 168
input masks, 165
defned, 380
common characters, 166

creating, 167
custom, saving, 171
for forcing case, 170
literal characters, 166
for phone numbers, 166, 167
text, 167
Integer size (Number data type), 163

K

keyboard shortcuts
for copying text, 306
for Field List pane, 235, 259
for moving controls, 145
for navigating, 32
for Navigation pane, 325
for pasting text, 307

for Property Sheet pane, 101, 234, 261

for Save As dialog box, 161

for selecting all controls, 148
keys

foreign, 379

primary, 381

L

label controls, 91, 142
defned, 380
captions, 106, 242
as form titles, 239

moving without text box controls, 236

labels, creating, 44
Jlaccdb fles, 338

Language page (Access Options dialog box), 357

languages, making available, 357

Layout view (forms), 33, 228
opening forms in, 100

Layout view (reports), 43, 144, 263

Layout view (reports)
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layouts. See form layouts; report layouts
Less than operator, 174
levels, grouping, 379
Like operator, 175, 178
lines, drawing on forms, 243
linked tables, 283, 295
linking

defned, 380

felds to tables, 185, 190

vs. importing, 295

SharePoint lists to databases, 283
lists of feld values, 183, 184
literal characters in input masks, 166
Live Preview options, setting, 350
location of fles, default, 350
logical operators, 174

defned, 380
logos, adding to forms, 100, 315
Long Integer size (Number data type), 163
Long Text data type, 158

many-to-many relationships, 84
defned, 380
margins
of controls, 110
of reports, 152
of tables, 48
masks, input, 380
Max function, 208
maximum feld size , 81, 163, 164
.mdb fles, 19

Microsoft Database Executable (mde) fles, 380

Min function, 208
minimizing program window, 10
modal dialog forms, 230
modifying queries , 201
moving
columns, 77
controls, 110, 145, 235, 261
among felds in tables, 66
among fltered records, 127

lookup lists, 183, 184 among pages in reports, 45, 151
creating, 184, 192 panes, 103
disabling editing, 187 Quick Access Toolbar, below ribbon, 370
linking to tables, 190 among records in forms, 36, 95

multicolumn, 188

Quick Start, 184
Lookup wizard, 184, 380
lowest feld value, 208

M

macros, enabling/disabling, 26

magnifcation of screen, 15

mailing label reports, 44

main forms, 380

main reports, 380

maintaining databases, 329, 342

make-table queries, 218
defned, 380

416 layouts

among records in tables, 31
ribbon groups, 364

text box/label controls, independently, 236

multiple items forms, 230
multiplying with queries, 215
multivalued felds, 194

N

named ranges, 380
names, feld, 379
naming
databases, 56
felds, 79, 80



navigating
felds in tables, 66
fltered records, 127
keyboard shortcuts for, 32
pages in reports, 45, 151
records in forms, 36, 95
records in tables, 31
navigation controls, 380
navigation form structure, 313
navigation forms, 230, 312
defned, 380
adding forms/reports, 316
creating, 313, 314
formatting, 315
formatting buttons, 318
as home pages, 313, 325
layouts, 312
tables/queries in, 312
Navigation Options dialog box, 320, 354
Navigation pane
defned, 380
custom categories/groups, 319, 320, 379
customizing, 319, 354
fltering, 12, 19
keyboard shortcut for, 325
opening/closing, 12, 29, 30
nested queries, 212
New Formatting Rule dialog box, 149
New Query dialog box, 199
normalization, 73
defned, 380
Not operator, 174
Null, 176, 380
Null felds vs. empty felds, 176
Number data type, 158, 162
size, 163
number format, 162
number sign (#) wildcard character, 129
numbers
sorting, 120
summarizing in reports, 140, 273

summarizing with queries, 208, 210
summarizing in tables, 209

O

Object Designers page (Access Options
dialog box), 355

object shortcuts, 319, 321
Offce 365, 8
OLE Object data type, 158
one-to-many relationships, 83
defned, 380
one-to-one relationships, 84
defned, 381
On/Off data type display, 163
opening
.accdc fles, 341
.accde fles, 339
databases, 18
databases, for exclusive use, 330, 331
forms, 34
forms, in Layout view, 100
multiple databases, 301
Navigation pane, 12, 30
password-protected databases, 333
reports, 43
tables, 19, 28, 29, 74
tables, in Design view, 77, 80
operators, 174
arithmetic, 175, 377
comparison, 174, 377
logical, 174, 380
text concatenation (&), 269
option button controls, 381
orientation
of reports, 140
of tables, 48
Or operator, 174, 179
Outlook folders, importing, 283
overlapping windows vs. tabbed pages, 20

overlapping windows vs. tabbed pages
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P

Package And Sign tool, 341
packaging databases as .accdc fles, 341
page breaks in reports, 150, 151
Page Footer section (reports), 257
Page Header section (reports), 257
page number controls, 153, 268
Page Numbers dialog box, 268
page setup, 48, 150, 152
Page Setup dialog box, 152
pages, moving among in reports, 45, 151
panes

moving, 103

sizing, 103
parameter queries, 204, 207

defned, 381

supplying values, 207
Password Required dialog box, 333
passwords, 330

defned, 381

removing, 334

secure, 382

setting, 331
Paste Table As dialog box, 71
pdf fles, 298
pencil icon, 66
Performance Analyzer dialog box, 343
performance of databases, analyzing, 342, 343
phone number input masks, 166, 167
pictures

adding to forms, 238

effect of Size Mode property, 239
populating databases, 53, 381
previewing

reports, 43, 50, 143, 150, 151

tables, 47

themes, 99, 100
primary key icon, 78
primary keys, 66, 83

defned, 381

designating, 78, 191

418 Package And Sign tool

manual vs. autogenerated, 189
removing, 78, 191
Print dialog box, 49
Print page (Backstage), 47
Print Preview (reports), 43, 151, 263
Print Table Defnition dialog box, 345
printing
database objects, 46
help topics, 23
reports, 150
tables, 47
program icon, 10
Proofng page (Access Options dialog box), 355
propagating properties, 171
properties
defned, 381
Caption, 82
control, 99, 101, 378
database, 332
Default Value, 183, 186
feld, 79, 81, 379
feld, restricting data with, 157
Field Size, 81, 163
form, 99, 101
Format, 172
Indexed, 176
Input Mask, 165
propagating, 171
query, 40
report, 145
Required, 176
Size Mode, 239
Property Sheet pane
displaying, 145, 234, 261
keyboard shortcut for, 101, 234, 261
moving, 103
opening/closing, 101
selecting controls, 104
sizing, 103
publishers, of databases, 381



queries, 38

defned, 381

action, 197, 218, 219, 377
adding/deleting tables, 205

adding Total row, 209

append, 218

calculating with, 212, 213

columns, deleting from design grid, 206
columns, selecting in design grid, 206
converting action to select, 225
converting select to action, 219, 220, 223
creating manually, 203, 204
creating with wizards, 198, 199
criteria, 204, 206, 220, 223

crosstab, 198, 378

delete, 218, 222, 223, 378

Design view options, 355

duplicate, 378

expressions, 213

fnding duplicate records, 198
fnding unmatched records, 198
hiding felds in results, 202
importing, 281

make-table, 218, 380

modifying, 201

multiplying with, 215

in navigation forms, 312

nested, 212

operator list, 206

parameter, 204, 207, 381

parameter, supplying values, 207
properties, 40

running, 39, 40, 202, 206

saving, 39

saving from flters, 133

select, 197, 382

sorting results, 202

SQL, 218

summarizing numeric data, 208, 210

summary, 208
update, 218, 219, 383
viewing design, 41, 201
Query Designer, 39, 41, 201, 203
fltering with, 130
query feld lists, asterisk (*) in, 205, 223
query structure, 39, 41, 201
question mark wildcard character, 129
Quick Access Toolbar, 10, 381
customizing, 10, 370, 372
moving below ribbon, 370
restoring original confguration, 374

Quick Access Toolbar page (Access Options
dialog box), 371

Quick Start felds, 68, 72, 160
Quick Start lookup lists, 184
Quick Styles, control, 318

R

read-only forms, 314
rearranging report layouts, 144
record selectors
defned, 381
asterisk icon, 66
in forms, turning off, 236
pencil icon, 66
record sources, 98
defned, 381
selecting for reports, 270
records, 25, 28. See also rows
defned, 381
attaching fles to, 159
completing, 67
deleting with queries, 222
duplicate, fnding, 198
entering, 65, 68
entering in forms, 95
fltering with advanced criteria, 129, 130
fltering in forms, 121

records



records (continued)
fltering with forms, 125, 127
fltering in tables, 121
grouping in reports, 136, 138, 257, 260
grouping in tables, 116
keeping up to date, 218
moving among in forms, 36, 95
moving among in tables, 31
removing sort, 118
saving, 68
saving frst, 67
sorting, 382
sorting in forms, 116
sorting in reports, 257
sorting in tables, 116, 117
unmatched, fnding, 198
validating, 173, 181
referential integrity, 84
defned, 381
enforcing, 87, 191
refreshing table data, 97
region and language settings, 162
relational databases, 24
defned, 381
relationships, 39, 83
defned, 382

Cascade Delete Related Records option, 222

creating, 84, 85
deleting, 189
enforcing referential integrity, 87, 191
many-to-many, 84, 380
one-to-many, 83, 380
one-to-one, 84, 381
restricting data with, 189
Relationships page
tables, deleting, 189
viewing, 222
removing
form layouts, 111
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report layouts, 264
Navigation pane groups, 323
passwords, 334
Quick Access Toolbar customization, 374
ribbon customization, 369
sort from tables, 118
tabs/groups from ribbon, 364, 365
renaming
felds, 67, 69
tables, 70
repairing databases, 342, 343
replacing text. 218
Replication ID size (Number data type), 163
Report Footer section (reports), 257
Report Header section (reports), 257
report layouts, 140, 264
custom, 143, 144, 261, 266
rearranging, 144
removing, 264
Stacked, 264
Tabular, 264
undoing changes, 272
report selectors, 263
defned, 382
report structure, 45, 136, 256
Report view, 43
reports, 43
defned, 382
adding charts, 258
adding command buttons, 258
adding date/time, 265
adding felds, 259
adding hyperlinks, 258
adding to navigation forms, 316
adding subreports, 270
adding titles, 263
aligning controls, 146, 267
applying themes, 147
automatic error checking, 143



calculating in, 270, 273

charts, 258

command buttons, 258
conditional formatting, 148
controls. See controls

creating manually, 256, 259
creating with all felds, 136, 137
creating with wizards, 136, 137, 256
customizing layout, 143, 144, 261
date/time, 265

design grid, setting, 263
designing, 256

Design view options, setting, 355
Field List pane, displaying, 259
felds, 259

formatting, 263, 272

vs. forms, 135, 262

group headers, 144

grouping records, 136, 138, 257, 260
hyperlinks, 258

magnifying, 44, 144

main, 380

margins, 152

modifying, 263

moving among pages, 45, 151
opening, 43

orientation, 140

page breaks, 150, 151

page numbers, 268

page setup, 150, 152

previewing, 43, 50, 143, 150, 151
printing, 150

Property Sheet pane, displaying, 145, 261
query-based, 256

rearranging, 144

record sources, selecting, 270
sections. See sections, report
sorting records, 257

subreports, 270

summarizing numeric data, 140, 273
viewing, 43
viewing design, 45, 144

required felds, 176

Required property, 176

restricting
data via data types, 158
data via default values, 183, 186
data via feld format, 172
data via feld properties, 157
data via feld size, 163
data via input masks, 165
data via lookup lists, 183, 184
data via relationships, 189
data via validation rules, 173
data via Yes/No data type, 183
database use, 323, 325, 338
form changes, 314

results datasheets, 382

ribbon, 10
defned, 382
buttons, 12
customizing, 363, 365
groups, 12, 379
hiding/displaying, 12, 21, 372
restoring original confguration, 369
tabs, 11
tool tabs, 11

ribbon tabs, 382

Rich Text data type, 158

Row Height dialog box, 75

row selectors, 382

rows, 25, 28
alternate colors, 147
selecting in forms, 110
sizing, 74

rulers, turning on/off, 263

running queries, 39, 40, 202, 206

running queries
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S

Save As dialog box, 70
saving
.accdc fles, 341
.accde fles, 338, 339
databases, 18
frst record, 67
forms, 98, 106
import process, 280
input masks, custom, 171
keyboard shortcut for, 161
.pdf fles, 298
queries, 39
records, 68
tables, 67, 70
themes, 99
xps fles, 298
screen magnifcation, 15
screen resolution, 13
ScreenTips, 12
searching text, 218
sections, form, 229
color, 233, 315
selecting, 233
sizing, 233
sections, report, 257
color, 263
hiding/displaying, 257
sizing, 261
secure passwords, 382
security warning for macros, 26, 382
select queries, 39, 197
defned, 382

converting to action queries, 219, 220, 223

creating manually, 203, 204

creating with wizards, 198, 199
selecting

adjacent columns, 75, 119

all controls, 104, 110, 148

all controls, keyboard shortcut for, 148

422 Save As dialog box

columns in forms, 108
columns in query design grid, 206
controls, 94
feld contents, 177
felds in Design view, 78
form sections, 233
multiple controls, 145
rows in forms, 110
selectors
form, 379
record, 381
report, 382
row, 382
Set Database Password dialog box, 332
shadow effects, 105
SharePoint lists
exporting to, 298
importing, 283
linking to, 283
Short Text data type, 158, 161
Show Table dialog box, 85, 204
signing database packages, 382
Simple Query wizard, 199
Single size (Number data type), 163
size
of felds, 163, 164
of Felds, specifying maximum, 81
of font, controls, 265
Size Mode property, 101, 148, 239
sizing
columns, 30, 74
columns, to ft contents, 30, 74
controls, 109, 145, 233, 265
Expression Builder dialog box, 217
form sections, 233
Navigation pane, 12
panes, 103
program window, 10
report sections, 261
rows, 74
subreports, 271



snapping to grid, controlling, 266
sorting
defned, 382
numbers, 120
query results, 202
records in forms, 116
records in reports, 257
records in tables, 116, 117
removing sort, 118
spaces in feld names, avoiding, 69
speeding up performance, 334, 342
spelling, checking, 356
split forms, 230
splitting databases, 334, 335
defned, 382
SQL databases, 382
SQL queries, 218
square brackets, 221
Stacked layout, 107, 264
standard deviation, calculating, 208
starting Access, 8, 18
startup pages, navigation forms as, 313, 325
status bar, 13
customizing, 369
StDev function, 208
strings, empty, entering, 176
structure
database, documenting, 342, 345
form, 33, 36, 228
navigation form, 313
query, 39, 41, 201
report, 45, 136, 256
table, 24, 32, 77, 80
table, copying, 67, 71
subdatasheets, 29
defned, 382
collapsing, 31
expanding, 30
exporting, 297
hiding, 31
SubForm wizard, 246

subform/subreport controls, 246
subforms, 33, 35, 245
defned, 382
creating, 246
customizing, 250
deleting felds, 252
exporting, 297
subqueries, 212, 382
subreport controls, 270
SubReport wizard, 270
subreports
defned, 382
adding to reports, 270
border, making transparent, 275
sizing, 271
Sum function, 208, 273
summarizing numeric data
with queries, 208, 210
in reports, 140, 273
in tables, 209
summary queries, 208
synchronizing forms and tables, 97
syntax, 382

T

tab order of controls, 112
tabbed pages, 382
vs. overlapping windows, 20
table data, appending, 71
table structure, 24, 32, 77, 80
copying, 67, 71
tables, 24, 28
defned, 383
adding felds, 78, 79, 80, 82, 159, 167
adding to query design grid, 205
adding to Relationships page, 88
adding Total row, 209
analyzing, 342
appending data, 71

tables
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tables (continued)

closing, 31, 70

copying, 306

copying structure, 67, 71
creating, 67, 159

deleting, 70

deleting felds, 78, 80, 189
deleting from query design grid, 205
deleting from Relationships page, 189
Design view options, setting, 355
exporting, 300

feld names, 67, 69

fltering, 121

fltering with advanced criteria, 129, 130
fltering by date, 124

fltering with forms, 125
grouping records, 116
importing, 281

margins, 48

moving among felds, 66

moving among records, 31

in navigation forms, 312
opening, 19, 28, 29, 74

opening in Design view, 77, 80
orientation, 48

page setup, 48

previewing, 47

primary key feld, 66, 78, 191
printing, 47

refreshing data, 97

removing sort, 118

renaming, 70

saving, 67, 70

sorting, 116, 117

summarizing numeric data, 209
viewing, 28

viewing design, 32, 77, 80

tabs, ribbon, 11
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defned, 382
creating custom, 364, 367

tabs, ribbon

removing, 364, 365
removing groups, 364, 365
Tabular layout, 107, 264
tags, HTML, 380, 383
templates, 53
defned, 383
basing databases on, 54, 55
text
concatenation operator (&), 269
fnding/replacing, 218
text box controls, 91, 142
defned, 383
moving without label controls, 236
text Fles
exporting to, 297, 302
importing, 282
themes, 99
applying, 100, 233
applying to reports, 147
previewing, 99, 100
saving, 99
Themes gallery, 100
time, adding to reports, 265
time format, 162
title bar, 9
titles
adding to forms, 239
adding to reports, 263
assigning to current database, 324
toggling flters, 122
tool tabs, ribbon, 11
Total row
adding to query design grid, 209
adding to tables, 209
totaling feld values, 208, 273
transparent borders, 275
True/False data type display, 163

Trust Center page (Access Options dialog box), 360

trusted locations, 26
trusted publishers, 26, 341



U

unbound controls, 237
defned, 383
undocking, 383
undoing layout changes, 107, 272
unfreezing columns, 77
Unhide Columns dialog box, 75
unhiding
columns, 75
ribbon, 372
unique felds, 176
unique values, extracting from feld, 241

Universal Naming Convention (UNC), 383

unmatched queries, 383
unmatched records, fnding, 198
update queries, 218, 219
defned, 383
updating records, 218
upgrading
from Access 2003, 6
from Access 2007, 5
from Access 2010, 4
user ID, 350
user interface options, setting, 350

Vv

valid dates, checking for, 181
validation rules, 173, 176
defned, 383
control, 174
creating, 175
error messages, 175, 180
feld, 173, 177
record, 173, 181
required felds, 176
unique felds, 176
wildcard characters, 178
values
extracting unique from feld, 241
fnding, 124

Var function, 208
variance, calculating, 208
Vertical Tabs layouts (navigation forms), 312
viewing
form design, 36, 100, 232
forms, 33
query design, 41, 201
Relationships page, 222
report design, 45, 144
reports, 43
table design, 32, 77, 80
tables, 28
views
defned, 383
Backstage, 11
Datasheet, 378
Datasheet (delete queries), 224
Datasheet (queries), 39
Datasheet (tables), 28
Datasheet (update queries), 221
Design, 378
Design (forms), 33, 36, 228
Design (queries), 39, 41, 201
Design (reports), 43, 45, 256, 263
Design (tables), 28, 32
Form, 33
Layout (forms), 33, 100, 228
Layout (reports), 43, 144, 263
Print Preview (reports), 43, 263
Report, 43
switching, 28
View Shortcuts toolbar, 13
defned, 383

W

web apps, 54, 55, 61

web browser controls, 258

weight of control font, 103

width of columns, 30
adjusting, 74

width of columns
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wildcard characters, 126, 129

windows. overlapping, vs. tabbed pages, 20

defned, 383
in validation rules, 178

wizards

control wizards, activating, 246
control wizards, deactivating, 240
Database Splitter, 335

Form, 231

Get External Data, 287

Import Spreadsheet, 293
Import Text, 290

Input Mask, 168

Lookup, 184, 380

Simple Query, 199

SubForm, 246

SubReport, 270

Word documents, exporting to, 297
worksheets, Excel
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copying to, 307
exporting to, 297, 301
importing, 282, 293

wildcard characters

X

xml Fles
exporting to, 299
importing, 286
XML, 383
xps fles, 298

Y

years in dates, 162
Yes/No data type, 158, 162, 183
specifying display, 163

Z

ZIP codes, data type for, 81
zooming in/out, 44, 144
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