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INTRODUCTION

Access is a database program, created by Microsoft. At the end of 1999 the Trust
upgraded to Access 2000 (running in Windows NT).

What Is A Database?
Databases are used to store information in a structured way.

Computerised databases enable you to store large amounts of information. You can
then search for any piece of information or sort the information by any criteria. You
can cross reference the data easily, and extract data to be viewed on screen or
printed out in a variety of different formats.

For example, if you have a database of staff working at a company, you can extract
the names of all staff who work at a certain location and have been with the company
for over 5 years. You can then sort the extracted list alphabetically by surname and
print it out.

Multiple Users

Unlike Word documents and Excel spreadsheets, an Access database can be used by
several people at the same time. The changes made by all the users will be saved
into the same database. This avoids the need to duplicate data as you can create one
single database that everyone can access at any time.

The Aim Of This Manual

In the Basic manual you learnt how to use an existing database. This included moving
through data records, inputting new data, creating queries to extract data and creating
reports to produce documentation of the data.

In this Intermediate manual you will learn how to create a simple Access database, to
be used by a small number of people. This will involve planning the database,
creating tables to store your data and creating forms to facilitate and control the data
inputting process.

Instructions

All the important instructions in this manual appear in bold. Toolbar button and Menu
commands appear bold and in quotation marks. Keyboard instructions are bold and in
square brackets. For example: In the "Edit" menu, select "Undo", or use the
combination command [Ctrl]+[Z].
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NEW FEATURES IN ACCESS 2000

Access 2000 is very similar to Access 2. But there are a few exciting new features for

intermediate users.

Feature

Description of Change

Database Window

The Database Window has been reformatted. There is
also a new database object, called a Page.

@ 5tai2000 - Database MK
Qpen lﬁgesign -’!Iégmew | x | Eg TE'EE

Chjects thl Staff List
tbl Training Attendance

Groups

Drop Down Lists in

This is a useful new feature. You can now create a drop

Tables down list in a table to allow users to input values by
selecting them in the list. Previously you could only do this
on a form.

Staff ID| Firstnam| Lasthname | Department | Office [ Extension |
1 Martin Smith IT Grove 15110
2Jenny  Jones Housing kot
3 Betty Bond Housing hot Grove
4 Jeannie | Jones T Kensington
5 James Brown harketing Longfield
B Paul Mason Finance
7 James Dean Furniture
(See section on Creating a Drop Down List in a Table).
Hyperlinks There is a Hyperlink field property that allows you to use

hyperlinks in tables and fields to link to any web page,
document, spreadsheet or PowerPoint presentation, on the
network or the Intranet.

Two Digit Year Dates

Access 2000 recognises two digit dates between the

period 1930 to 2029. But it is probably a good idea to
format all date fields to display the year in a four digit

format.

Conditional Formatting
on a Form

You can now format a field on a form so that its formatting
changes depending on its current value.

(See section on Conditional Formatting).
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Feature

Description of Change

Print Relationships

You can now print out the relationships between the tables
in your database.

(See section on Printing Relationships).

Subdatasheets in
Tables

This is another useful new feature. If two tables are linked
together in a one to many relationship, you can actually
view the data from the sub-table in the main table.

Staff ID| Firstname | Lastname Department Office Extension DoB Sex|Ethnic|«
| | 1 Martin Smith IT Grove 5110 120471970 b Black
| |* 2 Jenny Jones Housing Services  Kensington | 45967 040841972 F White

k= 3 Betty Bond Housing Services  Kensington (5104 0507 /1965 F White
Antendance 10] Course [ Date [ Atend | Late [ comment |

i 10 Windows 14/01/1998 Yes 1]

| 11 Waord Basic 150141993 No 0 Sick

|| 12 Waord Basic 24/03/1998 Yes 0

| 13 Waord Interrediate 02/06/1998 Yes 15

| 14 Word Advanced 2711015898 Yes 15
|| |I¥[ (AutoNumber) 1] -
| |* 4 Jeannie Jones IT Grove A103 210311962 F Other
L™ 5 James Brown harketing Grove 4611 17/05/19E0) M Black

Access Pages

Pages are a new type of Access obiject (like tables, queries
and forms).

A Page is like a web form, allowing people to input data
into an Access database via the Internet (or Intranet) using
a web browser such as Microsoft Explorer.

a pge Stalf List - Microsoft Internet Explorer [_ (O] x]
J Elle Edit “iew Favorites Tools Help |
. = »
@« .o+ 9 | A G IR
Back Farward Stop  Refresh  Home Seach Favortes  History b ail PFrint
| Address [E7 MAHARVET\TRASHADniine Staff Detais.him = @60 ||Liks »
-
Lastname Adams| Ethnic White
Fitstname Celine Salary £20,000.00
Department [Training Address Flat 2, Waverley Place
Office: Grove Town Landon
Extension cea7 Zounty
Dok 25/03/1969 REETEL) Mg 30
Sex . Telephane 151 457 9887 -
| thl Staff List 1 of 24 » »l|m>K?ﬁsz*‘lil?V@|
-
4| | »
|@ Done ’7’7‘551 Local intranst 4

Creating Access Pages is not covered in this manual.

Converting Old
Databases

You can covert old Access databases to Access 2000.
You can also convert an Access 2000 database down to
Access 97 if you need to share it with an Access 97 user.

(See section on Converting an Access 2 Database).
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DO YOU NEED TO USE ACCESS?

Before you start thinking about creating an Access database you need to decide if
Access is actually the right tool for the job.

Access is a large and complex program that can be used to create fairly sophisticated
databases. But if the database you wish to create is quite simple, you may not need
to learn and use Access. You could perhaps use Excel, especially if you already know
how to use it.

The Benefits Of Excel

Excel can be used to create and store a table of data that can be sorted, subtotalled,
and filtered to extract data. You can also use all the Excel formula to perform any type
of calculation on the data. You can link to an Excel workbook to perform a Mail Merge
to create bulk letters or mailing labels in Word. You can also create graphs from
numerical data to display it in a more interesting way.

Furthermore, if your Excel spreadsheet becomes too large or complicated at a later
date, you can then export it to Access and build it up from there.

The Failings Of Excel

Although Excel has thousands of empty rows, it will begin to slow down if you have
more than approximately 2000 rows of data. So you can't use if for large amounts of
data.

Complex databases contain multiple tables of data that are linked together. You
cannot create this type of relationship in Excel. (You can create more than one table
of data, but you cannot link the tables together). This means you can't ask the
database questions that cross reference across all the data.

Although several people can open an Excel workbook if it is stored on a shared area,
two people cannot have it open at the same time. Only Access allows multiple users
to update the same database at the same time.

In summary - if your database is going to consist of one simple table of data,
containing fewer than 2000 rows of information and only one person needs to use it at
a time, then you could use Excel. Otherwise Access is probably more suitable.

Having decided that you need to use Access, you can now start designing the
database.

DATABASE DUPLICATION

As more databases are created at the Trust, the likelihood that information is being
duplicated will increase. Try to find out if someone has already created a similar
database to the one you have in mind. If it already exists, you don't need to recreate
it.

4 INTERMEDIATE ACCESS 2000
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DESIGNING A DATABASE

It is very important to plan your database out on paper before you do anything in
Access. This will save you a lot of time.

These are the four steps that you need to follow to help you design the database:

Determine The Purpose Of The Database

The first step is the most important one. You must ask yourself — What is the
database is for? What is it supposed to do?

This will help you to determine what information it will need to contain. For example, if
you want to keep track of staff being trained, you will need to store information about
who the staff were, what they were trained on and when they were trained.

It is also useful to ask - What information do | want out of the database?

If you know what information you need to get out of the database, then you will know
what information you need to put into it. For example if your manager might ask you
to determine if more men attend training than women then you will need to include
gender information in the database.

Think ahead. What information might people start asking for in a years time? Itis
easier to include this data at the beginning, than to have to add it later.

Determine What Fields You Need

Having determined the information you wish to store in the database, you must now
break it down into basic units of data. These are known as fields.

For example, information about people can be broken down into the following fields:
title, first name, middle name, surname, date of birth, gender, ethnic origin, etc.

The only fields you don't need to include are those that will actually contain the results
of calculations based on other existing fields. For example the VAT on a product can
be calculated from the product price and the VAT rate.

Determine What Tables You Need

Having decided what data fields you want to store in the database, you can divide the
fields into fundamental groups.

Make sure every field is allocated to one group.
Each group of fields will be stored in a separate table.

Give each group a name that describes all the data in that group. You can use these
as the table names.
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Determine The Relationships Between The Tables

Having chosen the tables you need, you must now determine the relationships
between the tables.

There are three types of relationship:

One to Many Each record in table A can relate to many records in table B.

For example, If you have a table of staff names and a table of
training attendance, then the tables have a one to many relationship
as each staff member could attend many training courses. This is
the most common type of relationship.

Many to Many Each record in table A can relate to many records in table B and

each record in table B can relate to many records in table A.

For example, If you have a table of staff names and a table of
computers, then to record which computers are being used by
which staff you would have to set up a many to many relationship
as several staff could use the same computer and several
computers could be used by the same person.

One to One Each record in table A can have no more than one matching record

in table B.

This type of relationship is unusual as the data from the second
table is usually just added into the first table.

COMMON DESIGN PROBLEMS

There are several common design problems:

Avoid creating one table with a large number of fields that don't all relate to the
same subject. Create different tables for each subject.

Avoid having fields that are intentionally left blank in many records because they
aren't applicable to those records. This usually means that the fields belong in
another table.

Avoid having different tables which contain the same fields. You should not have
to repeat the same information in different tables.

If two tables are linked together, the field that links them will appear in both tables.
But you should never create fields in different tables, with the same name, if they
contain unrelated data. This is often done with common fields such as Phone,
Date or ID. You should use names that differentiate the fields, ie Home Phone,
Work Phone.

Don't use the word Date, on its own, as a field name as this is a special code word
used by Access to calculate the current date. But it is okay to use Date in
combination with other words, eg Start Date, End Date, Date of Birth.

If you will ever need to provide access to your database via the Intranet, don't use
spaces in your field, table or query names.

INTERMEDIATE ACCESS 2000
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DESIGN EXAMPLE

Here is an example for the design of a simple Training Database for staff working at a

company.

Staff Table Training Table
Staff ID OnetoMany gl e ip
First Name Relationship Course
Surname Date
Department Attend
Office Late
Extension
Start Date
Status
Gender

There are two tables. The Staff Table contains information about each staff member.
The Training Table contains information about each time a person attends a training
course.

The Training Table has a one to many relationship with the Staff Table, as each
person could attend many training courses.
Thinking Ahead

To determine the fields that each table needs, you need to think of the questions the
database will need to answer.

If you will need to know how soon a person was trained after joining the company then
you will need a field in the Staff Table that contains the Start Date.

If you will ever need a breakdown of training for permanent, contract and part time
staff then you will need a field in the Staff Table that contains the Status.

If you will ever need to know how many women have attended a particular course then
you will need a field in the Staff Table that identifies the Gender.

If you will need to know which staff did not turn up for training, as well as those that
did, you will need an Attend field in the Training Table to identify those that did or did
not turn up.

If you will need to know who is persistently late for training, then you will need a field in
the Training Table called Late, to contain the number of minutes each person is late.

This should demonstrate the need to think about the database before you create
anything in Access.

Don't forget to talk to the other people who will use this database to see what their
needs are.

INTERMEDIATE ACCESS 2000 7

IT Support London
Free Microsoft Office Training Manuals



SEPTEMBER 1999

EBIT SOLUTIONS LIMITED

CREATING A NEW DATABASE

Once the database has been thoroughly planned on paper, you can start to create it in

Access.

To Start Up Access

. Click on the “Start” button, select "i”““'“‘w“ h HE
“ “ . Create a new database using
Programs, then select “Microsoft - o e
Access” =

Access will open up and the Startup dialog

box will appear.

€ Access database wizards, pages, and projects

i

& Open an existing file,

(s

M:\ACCESS Access20004Staff2000
M: 1 ACCESS Access20000Basich, .\ Staff2000Form

M\ HARYEYI TRASH StafF2000

Y\ grofps Lhitbraint ACCESSY, A Staffz000 ;I
Cancel

To Create A New Database
. In the Startup dialog box, select create a new “Blank Access database” and

click “OK”

Or if that is not showing, you can click on the “New” button [ on the Access toolbar.
The New dialog box will appear. In the General tab, select the “Database” icon and

then click “OK”.

The File New Database dialog box will appear.

You must give your database a name
and choose where you want to save
it before you can do anything else.

. Enter a file name for the
database

. Select a folder to store it in

. Click on the “Create” button

The new database will be created.

The Database Window for your new
database will appear.

You can now create the tables that
will contain the data.

File New Database [ 7] ]
Save it Izl itkrain on ‘grofps1’ (M:) j & ‘ & X o + Todls +
| faccessi _scanner
|l acrobat _schedule
| convert Clstats
| lExcel i
| _lExchange ver_a33
[ IHarvey _Iwindows
| 1Hou_man lword
| Jinductia
| Jinternst
| Jintranet
| Imail
| IMurray
|_Ipictures
|1 Pauerpt
| Praject
File name: IStaFFZUUU‘mdb =] I create I
Save as bype: [picrasoft Access Databases (*.mdb) =l Cancel
g5 5taff2000 : Database 8 [s] 3

B Open I Desion) 5 Hew | b4 | Bp Tl EE

Objects

Groups

INTERMEDIATE ACCESS 2000
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CREATING A TABLE

Having created a new blank database, you are ready to create the tables that will
contain the data.

To Create A New Table

In the Tables tab in the Database window. =Sl Dalbse =1
G open B Deson Aagbew | %[ 2o Te[EE
. Click on the "New" button oo
e
Groups
The New Table dialog box will appear. New Table i B3

There is a Table Wizard available to help you
create a new table. But it is best to create
new tables manually in Design View. M Sl

Create a new table in Design
g,

. Select Design View
o Click “OK”
[a]4 I Cancel
The Table Design window will appear.
& Tablel : Table !Iﬂ!!!
> Field Mame Data Type Description -
] i

Field Properties

General | Lookup I

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

Each row in the Table Design window represents a column of data in the actual table.
The Field Name is the name of the column of data.
The Data Type specifies the type of data in a column (eg text, numbers, dates, etc.).

The Description is just a notes area to explain the field to other users of the
database.
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To Add A Field To A Table

s

Field Mame Data Tvpe Descripkion

| [Skaff ID AutoMurnber
| |First Mame Text

Surnarnme Text
| |DoB Drake) Time Dake aof Birth
| [Department Text
| [Office Text
B |Ext Text Telephone Extension

. Click in the Field Name column and enter a name

Field names can be longer than eight characters and can contain spaces.

©TIP

Never use the same name for different fields in the same database.

values the fields will contain.

It is also handy not to create field names that are much longer than the

You must now specify the type of data that will be stored in the field (see section on

Data Types).

. Click in the Data Type column
A drop down menu arrow box will appear.

° Click on the arrow and select a data type

Merno

Murnber
Dake/Time
CuUrrency
AukaMumber
Yes/Mo

OLE Object
Hyperlink,
Lookup Wizard...

You can now enter an explanation of the field into the Description box, if you want to

explain the field to other users.

This text is displayed in the status bar at the bottom of the screen when the user

selects the field in a table or form.

|Te|ephu:une Extension

. Enter field description

You can then edit the Field Properties for each field (see section on Field Properties).

You can then create a Primary Key if you need to link this table to another table (see

Primary Key section).

You can then save the table (see section on Saving A Table).

10
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DATA TYPES

There are ten data types. The last two are new to Access 2000.

Data Type Stores Size
Text Text, up to 255 characters Up to 255
bytes/characters
Memo Large amounts of text, over 255 characters Up to 65,000 bytes
(usually several sentences or paragraphs)
Number Numbers 1, 2, 4 or 8 bytes
Date/Time Dates and times 8 bytes
Currency Monetary values, eg £44.50 8 bytes
AutoNumber | An automatic counter that generates a hew 4 bytes
number for each new record: 1, 2, 3, 4, etc.
(This was called Counter in Access 2)
Yes/No A field with a ready made Yes or No options 1/8 byte
OLE Object OLE objects or graphics (eg a scanned Up to 1 gigabyte
photo, logo or signature)
Hyperlink Links to any file on the network or Intranet 2048 bytes
Lookup This is a new feature that starts a wizard to 4 bytes
Wizard help you create a drop down menu field

O©TIP

Fields containing telephone numbers should be set as Text, because
numbers are not allowed to have spaces in them, eg 0181 357 5000.

HYPERLINK

The Hyperlink data type creates a field that can contain links to any file on the network
or Intranet (or Internet).

For example, having created a Hyperlink field, the user could enter:

http://nhhtnews.nhht/hr/default.htm

\\grofps1\IT\Harvey\letter.doc

to create a link to the Human Resources

home page on the Intranet.

to create a link to a Word document called

letter in the Harvey folder, on the IT shared
area on the grofpsl server.

You can also enter a friendlier name for the link if you enter it in the format:

friendlyname#address eg HR Home Page#http://nhhtnews.nhht/hr/default.htm

LOOKUP WIZARD

The Lookup Wizard data type will guide you through the steps to create the drop down
menu. The best way to do this is to create a separate table to contain the drop down

values first. Then use the Lookup Wizard data type to link to this table. Don't try this
until you have read through the section ‘Creating a Combo Box’.

INTERMEDIATE ACCESS 2000
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FIELD PROPERTIES

Field Properties allow you to control the appearance of data, specify default values,
and speed up the process of searching and sorting.

The field properties are set in the Table Design window.

5 thl Staff Details : Table . =] B3
Field Name Data Type Description -
¥ | staff ID Autohomber

Firskname: Text

Laskname Text

Selected
field

Office Text
Extension Text
Dok DatefTime |

Field Propetties

General | Logkup |
Figld Size 50
Format

i Input Mask
FI e | d Caption
i e e A field name can be up to 64
Propertles Walidation Rule characters long, including spaces,
for Selected Walidation Text Press F1 for help on field names,
Required Mo
f| eld Allow Zero Length Mo

Indexed o
Unicode Campression Yes

The field properties available varies for each field type. This is a summary of all the
available field properties.

Field Property What It Controls
Field Size Maximum number of characters allowed in field
Format Appearance of dates and numbers (and text)

Decimal/Places Number of places shown after the decimal point

Input Mask Forces inputted data to appear in a particular format

Caption Creates an alternative label that will appear in Forms (instead of
the actual field name)

Default Value Automatically fills a value into the field when a new record is
created

Validation Rule An expression that limits the data that can be entered into the
field

Validation Text The message that appears when the ValidationRule is not
satisfied

Required Field can't be left blank

Allow Zero Allows zero length strings to be stored in a Text or Memo field

Length

Indexed Speeds up searches on fields that are searched frequently

Unicode Turns on Unicode compression

Compression

@ T | P Changing field properties can alter existing data in the table. Try to set all the
appropriate field properties before you start entering data into the table.

12 INTERMEDIATE ACCESS 2000
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FIELD SIZE

The options available differ for Text and Number fields.

Field Size For Text Fields
The field size can be set between 1 and 255 characters. The default setting is 50.
If a field is to store eight character codes, you may wish to change the setting to 8 so
that no one can accidentally enter a longer code. If you want to enter text that might
be longer than 50 characters you will need to increase the size.

Field Size For Number Fields
There are seven options, but you need only use two of them.
Select Double if you wish to use numbers with decimal points.

Select Long Integer if you do not need to use decimal points (or if you need to link
this field in a One to Many relationship with a Counter in another table).

FORMAT

Access can display number and date values in many different formats.

Number Formats

These are examples of the number format types. The exact number of decimal places
shown will vary if the Decimal field property has been altered.

Format Name Number Without Formatting Number With Formatting
General Number 5678.5 5678.5
Currency 5678.5 £5678.50
Euro 5678.5 €5678.50
Fixed 5678.5 5678.50
Standard 5678.5 5,678.50
Percent 0.345 34.50%
Scientific 5678.5 5.67E+03

Date & Time Formats

There are a selection of date and time formats. But due to the Year 2000 dates
problem, you should not use the ones containing two digit year dates, as Access
guesses which century a two digit date belongs to.

You can use the Long Date format, which will display a date in the format 31 January

1998.

Or you can enter the format code dd/mm/yyyy into Farmat dd/mm
the format property box of any date field to display Input M ask

the dates in the format 31/01/1998. Caption

You can use any of the three time formats. These are Long Time (4:30:00 PM),
Medium Time (04:30 PM) or Short Time (16:30).

INTERMEDIATE ACCESS 2000 13
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Yes/No Formats

The default format for a Yes/No data type is to use "Yes" and "No". But you can also
choose "True" and "False", or "On" and "Off".

The underlying values stored in the table are actually -1 (Yes) and 0 (No).

Custom Formats

If the standard formats do not meet your needs, you can create your own customised
format by entering the format into the Format box. These are some examples:

Customised Format Original Number Formatted Number
"Acc No " 0000 115 Acc No 0115
mmm yyyy 31/01/98 Jan 1998
hhmm "hours" 2:00 PM 1400 hours

DECIMAL/PLACES

The default Auto setting uses the decimal points associated with the selected Format.

If you select a value, the decimal places of the selected Format are overridden by the
selected value.

INPUT MASK

If all the data to be inputted into a field has the same format, you can control and
simplify data entry by creating an input mask.

For example, if all dates should appear in the format 31/01/1998, you can create an
input mask in the format ##/##/####. The slash separators are already in place (so
they don't have to be typed) and each # marks the point at which a number should be
entered.

There is an Input Wizard to help you create an input mask. To create an input mask
using the Wizard.

. Click in the Input Mask box

Input M aszk, | [=a]

A button showing three dots will appear.

. Click on the button to start the Input Mask Wizard
. Follow the steps of the Wizard
CAPTION

To keep column widths in your tables small, it is best to use short field names.
However, in a Form there is more space to display a proper name for a field. The
Caption property allows you to specify a longer name for the field that will be used in
any forms containing the field instead of the actual field name.

For example you could use DoB as a field name and Date of Birth as the caption.

14
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DEFAULT VALUE

If a field usually has the same value entered into it you can set that value as the
default value. This saves you having to input it each time. Then you only have to
input a value when it is different from the default value.

For example in the Status field in our Staff table we record whether staff are
permanent, contract or part time. Most people will be permanent, so that could be set
as the default value.

VALIDATION RULE
The Validation Rule controls the values that can be entered into a field.

It is important that values are entered into fields correctly and consistently, especially if
you will be using that field to query data by.

For example, in the Status field of our Staff table, you do not want some people to use
the word "Permanent"”, and some to use the word "Perm". Because a query to display
all "Permanent” staff will not display staff who are "Perm".

Here are some examples:

Validation Rule Values That Can Be Entered
"Permanent" or "Contract” Value can only be Permanent, Contract or Part Time
or "Part Time"
>0 Value must be greater than zero
Like "H???" Value must be four characters, starting with the

letter H
>=#1/1/1995# Date cannot be before 1st January 1995

VALIDATION TEXT

If a field's Validation Rule is broken, a
message box will appear. You can
Specify the text in the message box by ® *You cannot enter a negative value into this field

setting the Validation Text.

@ T | P If there are a limited number of values that can be inputted into a field, you

can create a drop down list, containing the available options, to speed up and
control the inputting process. (See section on Creating a Combo Box on a
form).
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REQUIRED

If you want to force users to input a value into a field, so that it is not left blank, you
can use the Required property.

When the Required property is
Changed to Yes (from the defau It & The Field thi St‘_aFF_Detfai\s.Lastname‘ cannot contain_a N_uII \_falua because the Required
property For this field is set to True. Enter a walue in this field.

value of No), it becomes compulsory
to enter a value into the field.

Help |

If a value is not entered into the field,
a message box will appear.

ALLOW ZERO-LENGTH

This property relates to empty fields. If you turn it on, it allows you to differentiate
between two types of empty fields:

- Fields that are empty because the value is currently unknown.
This is a null value.

- Fields that are empty because the value does not exist for that record.
This is a zero-length value.

When the Allow Zero Length property is turned off (which is the default setting), all
empty fields are treated as null values.

When the Allow Zero Length property is turned on, you can make a field zero-length
by entering " (two double inverted commas with no space in between). Or you can
leave the field empty to make it a null field.

Creating this distinction can be useful if you will need to create queries that can
differentiate between these two types of empty fields.

INDEXED

The Index property speeds up the process when you sort or find by that field. But if
you turn on the Index property for too many fields, it will slow Access down.

Turn on the Index property for a field if:

- ltis not a primary key

- The values stored in it vary greatly

- Itis often used to find records (using Sort or Find)

There are three Index options:

No Index option turned off

Yes (Duplicates OK) Creates an index on the field. The same value can appear
twice in the field.

Yes (No Duplicates) Creates a unique index on the field. The same value cannot
appear twice in the field.

UNICODE COMPRESSION
Compresses the data to save memory space. Leave on the default value Yes.
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PRIMARY KEY

The Primary Key is a field in a table used to uniquely identify each record.

It is good practice to set a primary key in each table (unless the table is just being
used to provide a list of options in a Combo Box or List Box on a form).

If you intend to link two tables together you must have a primary key on the one side
of a 'one to many' relationship.

The easiest data type to use as a primary key is an AutoNumber, because it
automatically gives each record a unique number.

Staff Table ) ) Training Table
- One to Many Relationship -
Staff ID (Primary Key) P Staff ID (Foreign Key)
First Name Course
Surname Date
Department Attend
Office Late
Extension
Start Date
Status
Gender

To Create A Primary Key
When the table is open in design view.
o Click on the field selector to select the field you wish to make the primary key

¥

. Click on the "Primary Key" button on the Toolbar

B tbl Staff Details : Table
|| Field Name: | DataType | Desoripion . [a

kaff 1D Autobumber
Firstname

- Department Texk
Text

A small key icon will appear in the field selector to identify the primary key.

To Turn Off The Primary Key

Turning off the Primary Key removes the primary key function without deleting the
field.

When the table is open in design view.
o Click on the field selector to select the primary key field

¥

. Click on the "Primary Key" button on the Toolbar
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Setting Two Fields As The Primary Key
You can combine two fields to create a unique reference for each record.

B8 tbl Staff Details : Table =] E3
[ | Field Hame | DataTwpe [ Descripion [a]

| Skaff ID AutaMumber
Firskname

Texk
Texk

. Select the first field, and then [Ctrl]+click to select the second field

7

. Click on the "Primary Key" button on the Toolbar

The "There Is No Primary Key Defined" Message Box

If you create a new table, save and close it without creating a primary key, a dialog
box will appear asking if you would like Access to create a primary key for you.

Microzoft Access | x| |

There is no primary key defined.

primary key for wou to define a relationship between this table and other tables in the
database.
Do ywou wank ko create a primary key nowe

& although a primary key isn't required, it's highly recommended. & table must have a

Ho Cancel

If this table is the ‘one’ table in a one to many relationship then it must contain a
primary key.

. Select “Yes”

Access will create a new AutoNumber field called "ID", which will be set as the primary
key. But you should rename this to give it a more specific name.

If you are going to have several tables in a database, make sure that the ID field in each
table has a different name (ie Staff ID, Training ID, etc).

But not all tables need to have a primary key.

If a table is the ‘many’ table in a one to many relationship, or if it is just being used to
store the values for a drop down list (see Creating A Combo Box), then it does not
need to have a primary key.

) Select “No”
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SAVING A TABLE

Having created your table with all the appropriate fields and field properties, you will
need to save it.

To Save A New Table

In the Table design window.

. Click on the "Save" button = on the Toolbar
The table Save As dialog box will appear.

Save As

Table Hame:
|bl Staff Details
Cancel |

A common naming convention in Access is to preface all tables, queries and reports
with a three character name that describes the type of Access element that it is.

You should also use names that describe the function of the element, especially for
gueries and reports. Here are some examples:

Object Name Prefix Example
Tables Thl tbl Staff Details
Queries Qry gry All Staff Trained on Word Basic
Reports rpt rpt 1998 Training Statistics
o Enter a name for the table
. Click "OK"

The table will be saved with that name. It will now be visible in the Table tab of the
Database window.

§E2 5taff2000 : Database P [=]
B e ghew | | B e R

thl Staff Details

Groups
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CHANGING THE TABLE DESIGN

If you need to alter the design of the table, you must open it in Design View (rather than
Datasheet View, which is used to input data into the table).

To Edit The Table Design

In the Database window.

. Click on the Table tab to view all the available tables
. Click to select the table
° Click on the "Design" button

g Design

The table will open up in Design View.

& thl Staff Detailz : Table

Field Marne

Data Type

o]

Description ry

B | Staff ID
Firstnarne:
Lastname
Department
Office
Extension

Autohlumber
Text
Texd
Text
Texk
Texk

Field Properties

General | Lookup I
Field Size

Format

Input Mask.

Caption

Default Yalue
“alidation Rule
Yalidation Text
Feequired

Allow Zero Length
Indexed

Unicode Compression

30

Mo

Mo
fes

A field name can be up ko 64 characters long,
including spaces. Press F1 for help on field names.

To Switch Between Design View and Datasheet View

) Click on the "Datasheet View" button

& thl Staff Details : Table

Staff ID | Firstname | Lastname Department Office Extension
3 1/ Martin Smith IT Grave 5110 12/041970 Male Bla
| 2 Jenny Jones Housing Services | Kensinogton | 4967 04081972 Female WWh
|| 3 Betty Bond Housing Services  Kensinaton (5104 05071965 Female W
| 4 Jeannis Jones IT Grove 5103 21031962 Female | Otk
| 5 James Birown Marketing Grove 4611 17051960 hale Bla
|| G Paul Mason Finance Grove 4599 160111957 hale Wy
| 7 Jammes Dean Furniture Windmill 4563 03031963 Mals Otk
| A Jane Parker Communications Grove 53687 09011963 Female W
|| 9 Julie Mewman Finance Grove 5993 28011971 Female Bla
| 10 Robert Stroppendrop | Fundraising Grove 5231 05/05/1959 Male Iris:
| 11 Cassiana  Calamari Admin Grove 5488 16041970 Female Bla
| 12 Candice Berqdorf Housing Services  Ealing 5722 18/04/1963 Female Bla
| 13/ Tim Tiny Housing Services  Windmill 5093 05091975 Male Asi
| 14 Michelle Green Human Resources | Grove 5829 07071968 Female W
| 15 Caolin Firth Marketing Grove 4003 18071975 Male Bla
| 16 Rooer Charity Fundraising Grove 5921 27M0EN946 Male Blaw
Record: |1| 1 || 1 |>| |*| of 26 4 | 3

to view the Datasheet

Click on the "Design View" button o to view the Design

20
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LINKING TABLES

Only a very simple database will contain just one table. In fact, you can create this
type of database in Excel unless you are going to store a large amount of data (ie
more than about 2000 records).

Most databases contain several tables that are linked together. These are known as
relational databases. Access is a good tool for creating a relational database.

There are three ways that you can link tables together.

One To Many Relationship
This is the most common type of relationship.

In a one to many relationship each record in table A can relate to many records in
table B.

For example, If you have a table of staff names and a table of training attendance,
then the tables have a one to many relationship as each staff member could attend
many training courses.

Staff Table Training Table
1 John Smith P 1 Windows 12/1/99
2 Kate Parker 1 Word Basic  14/1/99
3 Alice Baker 1 Excel Basic 21/1/99
2 Word Basic  14/1/99
2 PowerPoint  19/1/99

One To One Relationships
Each record in table A can have no more than one matching record in table B.

For example, If you have a table of staff names and a table of who plays golf (for the
company golf team), each person will only appear on the Golf table once, if at all.

This type of relationship is unusual because the data from the second table is usually
combined with the first. But if there are 1000 staff members and only 20 golf players,
you will have lots of empty cells if you store the golf data in the staff table.

Staff Table Golf Table
1 John Smith 1 Handicap 7
2 Kate Parker 4 Handicap 12
3 Alice Baker
4 Peter Jones
5 Shola Barnes
INTERMEDIATE ACCESS 2000 21
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Many to Many Relationships

Each record in table A can relate to many records in table B and each record in table
B can relate to many records in table A.

For example, If you have a table of staff names and a table of current projects, then to
record which staff are involved in which projects, you would have to set up a many to

many relationship as one person could work on many projects and each project could
have many staff working on them.

To create this type of relationship you must actually create three tables - a staff table,
a project table and a project/person table. The staff table and the project table both

have a one to many relationship with the project/person table.

Staff Table Staff/Project Table
1 John  Smith i: 1 A
2 Kate Parker 1 B
3  Alice  Baker i: 3 A
4  Peter Jones 3 B
\ 4 B

RELATIONSHIPS PREPARATION

Before you create a relationship between two tables by linking them together you must
ensure that:

1.
2.

O©TIP

Project Table

A Staff Conference

B Summer Challenge

The main table contains a field that is defined as the Primary Key.

The second table contains an identical field with the same name and data type

(and field size). This is known as the Foreign Key.

But there is one exception to condition 2. If the primary key is an
AutoNumber, the foreign key should be a field whose data type is a Number
and whole field size is a Long Integer.

These are the data types that must match up.

Primary Key Data Type Foreign Key Data Type
Text Text
Number Number (must have the same field size as the
primary key field)
AutoNumber Number (the field size must be Long Integer)

22
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CREATING RELATIONSHIPS

Having created the two tables and ensured that a primary key exists in the main table,
and an appropriate matching field exists in the second table (see previous page), you
are ready to link the tables.

This is done in the Database Window.

° In the "Tools" menu, select "Relationships”
The Show Table dialog box will Show Table EE
appear, containing the names of all —— _ X
the tables (and queries) in your | ueres | oo |
tbl Training Attendance
. Click to select the main table
you wish to link from
. Click on the "Add" button
. Click to select the second
table you wish to link to
. Click on the "Add" button
. Click on the "Close" button
The selected tables will be added to -:= Relationships _ O] x]
the Relationships window.
_ _ tbl Training At... |
To create a relationship between the = -
two tables. Firstname
Lastnarme
o Click and drag the field in the Department
main table onto the e
corresponding field name in Dok
the second table Sex [
(In this example you would drag the | - ;
Staff ID field on the left table onto the -
Staff ID field on the right table).
When you release the mouse a new Edit Relationships HE
dialog bOX Wl” appear- Table/Query: Related Table/CQuery: P
. Itbl Skaff Details thbl Training F\ttendancnj
. Click to turn on the Enforce Canicel |
. . . Skaff I =] staff 1D .
Referential Integrity option BT
— Jdoin Type. . |
Access will guess the type of ek
re|ati0nship you wish to create ¥ Enforce Referential Inkegrity | ml
depending on fields you are linking I™ Cascade Update Related Fields
together. " Cascade Delete Related Recards
Relationship Type: Cne-To-Many |
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If Enforce Referential Integrity has been turned on, there are two options that you can

select:
Option Effect

Cascade Update Related Fields: If you change the data in the primary field
Access will update the corresponding data in
the linked fields in the second table.

Cascade Delete Related Records If you delete a record in the primary table
Access will delete all related records in the
second table.

Having selected the appropriate relationship you are ready to create the link.
. Click on the "Create" button

The link will appear between the two tables in the Relationships window.

=~ Relationzhips =] B2
FY
thl 5taff Details tbl Training At __
1 oo —
Staft I Skaff ID
Firstname Course
Lastnarme Date
Cepartment Attend
Cffice Late
Extension Comnent
Dok
SEx ;l
w
KN v

A one to many relationship will show a small 1 on one side of the link and an infinity
sign co on the many side of the relationship.

To Edit A Relationship
. Double click on the link line that joins the two tables
The Relationships dialog box will appear.

. Make the appropriate changes and then click "OK"

To Delete A Relationship

. Click to select the link line that joins the two tables

. Press the [Delete] key

A dialog box will appear
. Click "Yes" & g:a?;sl sureyou want to permanently delete the selectad relatianship from your

The relationship will be deleted.
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To Add Another Table

At some point you may need to add more tables to the Relationship window.

0
o Click on the "Add Table" button on the toolbar = &
The Show Table dialog box will appear. Sl (1]
Tables | queries | Bath |
J Select the table (or query) you wish to add R TT— eee
o click on the "Add" button

Repeat this for each table you wish to add.

° Click on "Close" to close down the dialog box

To Remove A Table

You may wish to remove a table from the Relationship window.
o Click on the table to select the table

. Press [Delete]

Having created all the appropriate relationships, you will want to save them and close
the Relationship window.

To Save The Relationships

) Click on the "Save" button on the toolbar =

To Close The Relationship Window

. In the "File" menu, select "Close"

@ T | P To create a many to many relationship between tables A and B, you must

actually create a third table C. You then link table A to C with a one to many
relationship, and link table B to C with a one to many relationship.

The following diagram shows how a many to many relationship would look. Table 'C’'
is in the middle.

== Relationzhips - |O] x|
ﬁ

thl Staff List tbl Staff Projects thl Projects

1 oo 1

Saff ID == |Skaff ID Project ID

Firstnarme Project ID

Lastname Role Start Date

Departrment End Date

OFffice

Extension LI

-
4 | A
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FORMS

Forms provide a more user-friendly way to enter new data or view existing data, than
working directly in a table.

You can also use forms to view and edit data from two separate tables (that are linked

together).
B2 Stalf Details I8 [=] S = 5talf Training Detads o [=] 1
H st | M swiio [ £0D B
Firstname: Matn Fritnaime T — Sex e
Lastname l‘smh— Lastmama S — Eiknic [Fock dfean
Department M Depatmerd [T Selay [fomm
Office [Goe | Ofice Fove Distled [
Extension o Exderion L Cullin  F
Dok (e S
Sex | CEC— Course [ Date  [Attend] Late | Comment
e EEr— - R P
Salary £20,000.00 I e AU EEY e u
Disabled | o ha 2
Car User fres
Record: 141« b [oufvelof a
Record: 4|4 [[ 1 [»ifek]of 25 wecord: a0 |t el of 2%
This form displays data from one table. This form displays data from two linked

tables. This is known as a main form
containing a subform (a main/subform).

CREATING A FORM

The easiest way to create a new form is to use the Form Wizard. You can then
customise the form in design view if you need to.

A form can be based on a table or a query.

These are the steps to create a simple form based on one table.

To Create A Simple Form

. Click on the "Forms" tab in the Database window
. Click on the "New" button
“i=g] Mew |
The New Form dialog box will appear. New Form HE
The first step is to choose the type of form —
you wish to create, and then the table or ____ AutoForm: Colurmnar
guery that you want to base the form on. ik AutoForm: Datasheet
E;;;Ztea 3 new Form WEROLE | | Chart wizard
° SeleCt "Form Wizard" PivotTable Wizard
. In the drop down menu, select a
table (Or query) Choose the table or query where

Staff Details
the object's data comes from: Lhlkstatfibictaly

. Click “OK”

OK I Cancel
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The first dialog box in the Form Wizard EIXZE

W| I I appear ? Which Fields do you want on your Farm?

A . . ¥ou can choose from more than one table or query.
This is used to select which fields you & -
want to appear on the form. TablesfQueriss

) . [Table: tbl Staff Detais =1
The available fields are shown on the

Available Fields: Selected Fields:

left.
Firstrarme
. Double click on each field you  [szmre, =

wish to add

Extension
DB

|
=
Cffice _I
Sex j _I

The selected fields will be moved to the
bOX on the rlght Cancel | = Bank I [ext = I Einish

@ T l P You can click on the il button to add select all the fields in one go.

You can now select a layout for the
fo m ‘what lavout would vou like For your Form?

Columnar is probably the most
commonly used layout.

&
' Tabular
" Datashest
 Justified

. Select a layout
o Click “Next”

Cancel < Back I [ext = I Einish

You can now choose a format style for
the form ‘What style would vou like?

Blends
Blueprint
Expedition
Industrial
International
Ricepaper
SandStone

° Select a style
o Click “Next”

tStandard
Stone

Label |Data Sumi Painting

Cancel < Back I Mext = I Einish
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You can now choose a title for the

form ‘what title do you want for vour Farm?
|Frm Staff Detalls

In Access 2000 this is the name the
form is Saved As (not a text title that
appears on the form).

That's all the information the wizard needs ta create your

Farm,
. Do you want ko open the Form or modify the Form's design?
. Enter a title for the form | ’ ’ ’ ’
4 £ Cpen the Form to view or enter information.

o Cllck “F] nis h ”  Modify the Form's design.

™ Display Help on working with the Form?

Cancel < Back et =
The form will be created, showing data  EEEEEETE - [Olx]
. 14

from the table the form is based on. Staff D | !

Firstname IMartm—
Lastname ISmllh—
Department IIT—
Dffice [Grove
Extension |511D—

Db I 12/041370
Sex IMaIE

Ethnic IBIack African
Salary I £20,000.00

Dizabled I Mo
Car User I Yer

Record: l<| 1 1[1i8 |>||>*| of 26

To Close The Form

. In the "File" menu, select "Close"

Changing A Form

If you want to change the position of the fields on the form, add or delete fields, or
change the fonts and colours used on the form, then you will need to edit the form in
Design View. (See section on Editing a Form).
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CREATING A MAIN/SUBFORM

A main/subform displays [ ]|
data from two tables M saitin [i Do P
I|nked together |n a one to Firstname IMartin Sex IMaIe
many I’e|at|0nShIp Lastname ISmith Ethnic IBIackAfrican
' Department IIT Salary |E2U,DDD.DD
The main part of the form Dffice [Gove | Diabkd [
is based on the ‘One’ Extension [5110 Calser
table. The subform is liainig _
. , Course | Date | Attend | Late | C
based on the Many table. [ [wwindowes 0B/01/1993 Yes [
| |¥vord Basic 200011993 Yes u]
Excel Basi 10003993 Y u]
You must set up the R = ;
relationship between
the tables before you
create a main/subform Records L] Dtloilaldt s
’ Record: I<| 4 ” 1| |>I|H&| of 26

To Create A Main/Subform

In the Forms tab in the Database
Window.

) Click on the “New” button

The New Form dialog box will appear.

. Select "Form Wizard"

. Select the table you wish to
base the main form on

. Click “OK”

Create a new Form withouk
using a wizard,

Choose the table or query where
the object's data comes From;

v
Farm YWizard
AutoForm: Columnar
AukoForm: Tabular
AutoForm: Datasheet
Chart Wizard
PivatTable Wizard

| =

You can now choose which fields from
the main table appear on the form.

° Double click on each field you

Form Wizard

which Fields do you want on your form?

‘ou can choose From more than one kable or query,

wish to add

You can now select and add fields from

another table.
In the Tables/Query drop down list.

. Select the table you wish to
base the subform on

. Double click on each field you

wish to add

Tables/Queries

[T abile: thi Staff Detalls

Selected Fields:

Available Fields:

Firstname

Extension

DoB

Sex hd|

Caneel |

< Bk I Mext = I

Einish

The selected fields will all be moved to the box on the right.

. Click “Next”
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You will now be asked how you wish to

view the data from the tables on the

form.

The names of both tables will be

displayed.

In the list of tables.

) Select the main table

) Ensure the Form with
subform(s) option is selected

. Click “Next”

You can now choose a layout for the
subform. Datasheet is best.

. Select Datasheet
. Click “Next”

You can now choose a format style for

the main form.
. Select a style
. Click “Next”

How da you wank ta view your
et |

kbl Staff Details_Staff ID, Firstname,
Lastname, Deparkment, Office, Extension,
Do, Sex, Ethnic, Salary, Disabled, Car User

tbl Training Attendance_Staff ID, Course,
Date, Attend, Late, Camment

£ Form with subfarmis) € Linked forms

< Back I [ext = I Einish |

Cancel |

‘What layout would you like Far your subform?

Cancel < Back I Mext = I Einish

What style would vou like?

Blends
Blueprint
Expedition
Industrial
International
Ricepaper
Sandstone

iStandard
Stone
Sumi Painking

Label |Data

Cancel < Back I Mext = I Einish
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The main form and the
saved as two separate

subform are
objects. (But

you need only open the main form to

view both together).
You can now choose n

ames to save

the main form and the subform as.

. Enter a title for the main form

) Enter a title for
) Click "Finish"

the subform

‘wehat titles do ywou want For your Forms?

Form: |Frm Skaff Training Mainform

Subfarm: |Frm Skaff Training Subform

That's all the information the wizard needs ko create your
form,

Do you want ko open the Farm or modify the Farm's design?

¢ Dpen the Form ko view o enter information.

" Modify the Form's design.

™ Display Help on working with the form?

Cancel < Back [dExE = | Einish I
The main/subform form will then appear.
B3 frm Staff Training Mainform O] %]
Iy
Staff D 3 Dok IDSJD?N 3E5
Firstname Betty Sex IFemaIe
M a' n Lastname Bond Ethnic I\N"hite
Form Department Housing Services Salary IEEZ,DDD ]
Office Kenzington Dizabled e
Extension 5104 Car User I No
_ frm Staff Training Subform
Course | Date | Attend | Late Comment
| b | windows 1440111995 Yes ]
| |vvord Basic 1540141998 No 0 Sick
word Basic 24/03/1995 Yes a
Su bform | |[vvord Intermeciste 02/06/1995 Yes 15
| |vviord Advanced 27101995 Yes 15
* ]
l Rrecord: 14 < |[ Kl b o1 [r#] of 5
Record: 14 |4/| 3 [ | [P of 26
Main Form Subform

Navigation Buttons

Navigation Buttons

The main form fields appear at the top of the form.

The navigation buttons for the main form records appear at the very bottom of the

window.

The subform fields appear in datasheet format at the bottom of the form, with the
navigation buttons for these subform records just underneath.

To Close The Form

. In the "File" menu, select "Close"

Changing A Form

If you wish to make changes to the appearance of the form or add new fields to it, you
can edit it in design view.

o Click on the "Design View" button ke

See next section for editing a form in design view.
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EDITING A FORM

You can edit an existing form to change the position and formats of the fields, the field
labels and the form background. These edits are made to the form in design view.

If the form is already open (in Form View), you can change to Design View.

To Change To Design View
o Click on the "Design View" button ke

If the form is not already open, you can open it directly in Design View.

To Open A Form In Design View imSLIEIE Datbee =10/x]
[ open 2 Design ] hew | x | Bp e |EEEE

. Select the form in the Database window e Frm Skaff Training Manform

frm Staff Training Subform

° Click on the "Design" button
ﬁ Design

The form will be displayed in Design View.

Eroups

The Detail area contains the field controls for each record. In this picture the field
controls are all text boxes. Each field control has a label.

B frm Staff Details : Form

|[Staff ID
l

! |First hame ||Firstname

- |

2- !La thame !|Lastname

- l I

- |Dep Eirtrnemnt ||Department
1

: |Elffi|:e ||I:Iffi|:e

4 Extabreiot HE stension
: I_‘ Il
1
N | it
|

Field Label Field Control (Text Box)

In this section we will look at selecting, moving, resizing and formatting the fields and
labels on a form.
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To Select A Field Or Label
. Click on the field or label

The eight sizing handles will appear around the field or label. The bigger handle in the
top left corner is the move handle. When you select a field the label associated with it
is also partially selected (so the move handle becomes visible) and vice versa.

Field Selected Label Selected

- | Firstname: irstrianme n Firstname: irstnanme
L'_‘ﬁ: q - Lg—jﬁ: |
To Move A Field Or Label
. Click to select the field or label
. Click and drag on the move handle on the top left corner of the field or label

@ T | P To move both the field and its label at the same time, you can click and drag
on the border of the field or label (whichever is selected). A hand icon will
appear when the cursor is positioned correctly.

If you change the order of the fields on the form, you will need to change the Tab
Order (see Setting The Tab Order).

To Resize A Field Or Label
. Click to select the field or label

. Click and drag on one of the sizing handles around the selected control (but
not the larger move handle)

To Reformat A Field Or Label

You can reformat a field or label to change the font, size, alignment, colour and border
width. The easiest way to make these changes is using the buttons on the Formatting

Toolbar.
Right Align Border Effect
Centre Align Border Width
Font Size Left Align l
JFirstname + || M3 Sans Serif -la «|B I O |§ = = |£v A -
Bold Back Colour T
Italic Font Colour
Underline Border Colour
. Click to select the field or label
. Click on the appropriate formatting button
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To Change A Label Name
You can rename any field label.

. Click to select the label

° Click again on the label text to insert the flashing text insertion point into the
text

. Use the [Backspace] or [Delete] keys to delete the existing label caption and

then type a new one

To Delete A Field Or Label
) Click to select the control

° Press [Delete]

To Undo A Mistake

° In the "Edit" menu, select "Undo" or you can use the keyboard shortcut
[Ctrl]+[Z]

You can also move, resize or reformat, several fields or labels at the same time. This
will save you a lot of time.

To do this you need to select all the fields or labels that you wish to change.

To Select Multiple Fields Or Labels
. Click to select the first field or label
. Hold down the [Shift] key and click to select each additional field or label

You can now move, resize or reformat all the select fields or labels, using the same
steps for changing one field or label.

@ T I P There is a faster method for selecting a large number of fields and/or labels.

Click on an empty part of the form and drag across the form, to create a
rectangular selection box. When you release the mouse, everything that is
wholly or partially included in the box will be selected.

If you have selected an extra field/label by mistake, you can hold down the
[Shift] key and click on the field/label to deselect it.

34 INTERMEDIATE ACCESS 2000



www.ebitsolutions.net SEPTEMBER 1999

ALIGNING, SPACING AND SIZING

Once you start moving and resizing fields and labels, the form can get a bit messy.

You can use the align, space and size commands to keep the form neat and tidy.

To Align Fields Or Labels

If you have moved or resized some fields or labels, you may wish to line them up
neatly. This can be done using the Align command.

. Select all the fields or labels that you wish to align
. In the "Format" menu, select "Align" to bring up the alignment options
You can align elements by their tops, rights, lefts or bottoms.

. Select the appropriate alignment option

To Space Out Fields Or Labels

You can use the horizontal and vertical spacing options to space fields and labels
evenly across the form, or to increase or decrease the spacing between them.

. Select all the fields or labels that you wish to space out

o In the "Format" menu, select "Horizontal Spacing" or "Vertical Spacing"”,
then choose "Make Equal”, "Increase" or "Decrease"

To Size Fields Or Labels

The size options allow you to resize fields and labels to ensure that they are all the

same size.
. Select all the fields or labels that you wish to size
. In the "Format" menu, select "Size"

A submenu of size options will appear:

Option Result
Fit Adjusts fields and labels to fit the text they contain
Grid Adjusts fields and labels in or out to meet the nearest points on
the forms grid
Shortest Makes the selected controls the height of the shortest control
Tallest Makes the selected controls the height of the tallest control
Widest Makes the selected controls the width of the widest control
Narrowest Makes the selected controls the width of the narrowest control
. Select the appropriate size option
INTERMEDIATE ACCESS 2000 35

IT Support London
Free Microsoft Office Training Manuals



SEPTEMBER 1999 EBIT SOLUTIONS LIMITED

CHANGING COLOURS ON A FORM

You can change the colours of any field or Border Effect
label on the form. You can also change Border Width
the colour of the form background.

Colours are changed using the colour | & .
buttons on the Formatting toolbar.

A -

S -

There is also a Border Width button to T T
change the width of a field control, and a Back Colour

Border Effect button to change the border Font Colour

style of a field control (eg to give it a Border Colour
shadow, or make it invisible).

Each button contains a drop down arrow. Click on the Drop Down Arrow
arrow to bring up a menu of all the choices. ¢

The picture on the left of the button changes to show the .
last choice you selected. You can click on this to apply the
same choice again.

To Change The Colour Or Border Style Of A Field Or Label
° Click to select the field or label you wish to change

° Select the colour or border style you with to apply using the appropriate
button on the Formatting toolbar

To Change The Background Colour Of The Form
. Click to select the form background

. Use the “Back Colour” button to select an appropriate colour

© TIP | Youcanuse the Format Painter tool to copy and paste the formatting from one
field or label to another.

To Copy And Paste Formatting

° Select the field or label containing the formatting you wish to copy

<f

. Click on the “Format Painter” tool to copy the formatting

° Click on the field or label you wish to apply the formatting to
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CONDITIONAL FORMATTING

This is a new feature in Access 2000.

Conditional formatting is used on a form to change the formatting of a field when a
particular value appears in the field.

This is very useful if you want to highlight or monitor particular values. For example if
you had a field showing tenants arrears, you could make the number change to red for
all records where the arrears was a negative value.

You can actually have four different formats on one field - one default format and then
up to 3 conditional formats.

Conditional formatting can be applied to text box and combo box fields.

To Apply Conditional Formatting

In form design view.
. Select the field control you wish to format
. In the “Format” menu, select “Conditional Formatting”

The Conditional Formatting dialog box will appear.

Conditional Formatting EHE |

—Default Formatting
=

A .

This Farmat will ke used if no AaBbCCYyzz B 7 U |& -
conditions are met: =

—Condition 1
Field value Is j IIess than ﬂ ID
Preview of Format ko use A B | N |
when condition is krue: sz BUCIE L ‘ B I U & =

Add == | Delete. .. | (04 I Cancel |

At the top you can set the default format style. This is applied to all values that do not
match the conditions you set underneath.

Standard format buttons in the dialog box - Text Colour
bold, italic, underline, fill colour and text Fill Colour
colour - are used to set the default and

conditional formats. ¢

There is also an Enable/Disable button. This B 7 U | - A~ IE
is used to lock a field so that its contents

cannot be edited. T T T

Bold Enable/

Italic Disable

Underline

. Use the format buttons to set the
default format
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In the Condition 1 area, you can set the first conditional format.

Condition 1
’7 IFieIu:I Yalue Is j quual ko j I"Gru:uve"

° In the first drop down list, ensure Field Value Is is selected

. In the second drop down list, select a comparison phrase such as equal to, or
greater than

. In the third box, enter a value
You can now choose the format you wish to by applied if the condition is met.
. Select the formatting

If you want to create a second format condition, you can click on the “Add” button. A
Condition 2 area will appear in the dialog box. Repeat the previous steps to set the
second condition.

To apply the formatting.
. Click “OK”

You can also make the formatting change when the field is selected using the mouse
or the tab key (regardless of the value in the field). This is known as having the
‘focus’.

This is useful for highlighting the field that is currently being edited on the form.

To Apply Conditional Formatting (On Focus)

. Select the field you wish to format

o In the “Format” menu, select “Conditional Formatting”
The Conditional Formatting dialog box will appear.

. Set the default format

In the Condition 1 area.

o In the first drop down list, select Field Has Focus

Condition 1
’7 IFiell:I Has Focus j

o Select the formatting you wish to apply
o Click “OK”
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SETTING THE TAB ORDER

The tab key can be used to move from field to field on a form, when you are inputting
data.

The tab order is the order in which you move through the fields as you press the tab
key.

The initial tab order is determined automatically when you create the form. But if you
then change the order of the fields on the form, the tab order will need to be changed
so that the tab key will move you through the fields in the new order.

To Reset The Tab Order

You can only change the tab order if you looking at the form in design view.
. In the "Edit" menu, select "Tab Order"

The Tab Order dialog box will appear.

Tab Order HE |

Section—————  Custom Crder:
" Form Header | [Staff ID -
S - || Firskname
= Detail | |Lastrname o
" Farm Fooker L LBl s
- || Office
Click to select a row, or || ExtENsion
click and drag ko select | [DoB
multiple rows, Drag || Sex :
selected pow(s) ko move || Ethnic
them o desired tab || 5alary
order, | |Disabled -

K I Cancel Auto Order

The current tab order for the fields is shown in the Custom Order box. The small grey
box to the left of the field name is the field selector used to select and reorder the
fields.

. Click on a field selector to select a field (and then release the mouse)
. Click and drag on the field selector to move the field up or down the list of
fields
You can use these steps to reorder all the fields on the form.
o Click on the "OK" button to save the new tab order
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CREATING A NEW BLANK FORM

If you wish to create a form that is unlike any of the existing forms in the Form Wizard,
you can either create a new form using the form wizard, and then edit it. Or you can
create a new blank form from scratch and design it to suit your needs.

You can use the Form Design Toolbox to add a variety of field controls to the form,
such as drop down lists and check boxes, to control the data inputting process.

To Create A New Blank Form

. Select the "Forms™" tab in the Database New Form B E
Window b e
_.’../‘ AflrtrgForI:nar Columnar
° Click on the "New" button AutoForm: Tabular

Create a new Form without Chart Wizard
using a wizard,

The New Form dialog box will appear.

. Select Design View

Choaose the table or query where =TT
Staff Details
the object's data comes From: FhlSES B

You must now choose which table or query you
wish to base the form on.

© TIP If you want to create a form to display data from two tables, you should create a

guery containing data from both tables, then base the form on that query.

° Select the Table or Query you would like to base the form on
. Click “OK”

A new blank form will be created based on the select table or query.

Microsoft Access - [Form1 : Form] M= &3
J File Edit Wiew Insert Format Tools Window Help ;Iill“
B-RBagRy|iae v olaanelaaNda-@.

[ Form . | e ruE==[2- AL |-
|L|I'I'1'I'2'I'3'I'-1'I'5'I'S'I'?'I'S'I'S'I'1U'I'11'I'12'I'13'I'14'I'15'I'18'I'1?

-

# Detail

da abl [ 2 ®
v EEE 2 [
B @ S o E
SO

=L

|Design Wiew '_’_I_I_’_W’_’_ A

Hopefully the Toolbox will be visible, containing buttons for adding fields controls and
labels to the form, and the Field List containing the names of all the fields in the table
that the form is based on. If they are not showing:

o Click on the “Toolbox” button 2 to display the toolbox.

. Click on the “Field List” button B to display the field list

40
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PROPERTIES

Each field control and label (and form) has a set of properties that determine its
position, format and behaviour.

Some of these properties can be changed in other ways, eg “’“ —T
you can change the position of a control by dragging it with

the mouse, or you can change the formatting of a label Pomat .«

using the formatting buttons. Coutvae ..

walidation Rule . . . .
walidation Text . . . .

But some properties can only be changed using the

Enter Key Behavior .

Properties window. e o

Display When . . . . .
vertical .. . . ... Mo

To View The Properties Window i
Auko Tab . ...

astname]
Lastname

L. Auto

You can only view the properties in form design view. DG pona: =
Scroll Bars . . . . None
, _ 2 e m
o Click on the “Properties” button Coi A c5Ecn
width . . . voo 3cm
The Properties Window will appear showing the properties . T
. ack Color . .
of the control, label or form that is currently selected. S |11 r
. . . Border Calor v i
You can view all the properties for the selected object at e R e |

once, or view groups of properties. There are tabs at the

top of the property window that allow you to choose which

properties are displayed.

(Ensure the "All" tab is selected while you work through this manual).

To View The Properties For A Control Or Label

° Click on the “Properties” button to display the Properties window

. Click to select the control or label

To View The Properties Of The Form

. Click on the small grey boxin ——® [ 1112
the top left hand corner of the

form

The properties shown will vary slightly depending on whether a control, label or form is
selected. These are some of the useful properties for fields, labels or forms:

Property What Is It?

Control Source The field the text box is linked to in the underlying table.

Record Source The table or query the form is based on.

Caption The text label that appears on the form.

Left and Top The position of the control from the left of the form and the top
of the form.

Default View Determines how a form is displayed. (New blank forms are
set as 'Continuous Forms'. You will probably want to select
'Single Form”).
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FORM DESIGN TOOLBOX

The Toolbox allows you to add field controls and labels to any form.

There are several different types of field controls (apart from the basic text box) that
can be used on a form to control the data inputting process.

These are the steps for using the toolbox buttons to add labels and controls.

Select Objects —— IEIT «4— Control Wizards
Label —» 4a abl| «— Text Box

Option Group ——p [[] &

Option Button —— p @ v E: Check Box
Combo Box EEm— List Box

Subform _

B L
2 2 L EBRE

These are the most commonly used buttons:

Button

Function

Select Objects

Used to select labels and controls on the form.

Label

Add text labels to the form.

Option Group

Adds an Option Group control to the form

Option Button

Adds an Option Button control to the form

Combo Box

Adds a Combo Box control to the form

Subform

Adds a subform to the form

Control Wizards

Turns on the wizards

Text Box Adds a Text Box control to the form
Check Box Adds a Check Box control to the form
List Box Adds a List Box control to the form

42
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ADDING FIELD CONTROLS TO A FORM

In form design view, the Toolbox buttons are used to add a variety of labels and field
controls to any form.

ADDING A LABEL

Labels are used to describe a field control or Staff Details Form
as a heading for a form.

. Click to select the "Label" button Lastname:  [Smith
° Click and drag on the form to choose the position and size of the label on the
form

A white box will appear, containing the flashing text insertion point.

. Type the text you wish to appear in the label

Changing The Label Text

° Click to select the label you wish to edit
. Click on the label again to enter edit mode
. Type the new text

ADDING A TEXT BOX
The text box control is the most common

Lastname: |5mith

field type.

o Click to select the “Text Box” button

o Click and drag on the form to chose the position and size of the text box on
the form

You must now link the box to the appropriate field in the underlying table (by assigning
a Control Source — see next page).

© TIP You can now add text boxes to forms using the Field List. And if you use this
method you do not have to assign a Control Source (as it does it for you).

Click on the “Field List” button E to display a list of all the available fields.
Then drag the name of the field you wish to add onto the form. A text box and a
label will appear on the form.
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To Assign a Control Source

This is done by editing the properties for the control (see section on Properties).

o Click to select the control
o Click in the Control Source property  Cantral Source . . ..
box

A drop down arrow will appear.

° Click on the drop down arrow to bring up list of all the fields available and
select the appropriate field

The control is now linked to the selected field.

ADDING A CHECK BOX

A Check Box is a yes/no (true/false) option. Car User I

Check boxes can only be used with fields that have been given a Yes/No data type (in

table design view)

o Click to select the "Check Box" control on the Toolbox
o Click and drag on the form to choose the position and size of the check box
on the form

You must now link the box to the appropriate field in the underlying table by assigning
a Control Source (see previous steps).

ADDING A COMBO BOX

Combo boxes are used to provide you with a Office: [Grove B
drop down list of options. The listis

accessed by clicking on the drop down arrow

at the right of the box. You then click on the Dffice: [EERE
appropriate option in the list to select it.

If there is no appropriate option in the list you

K.enzingtan

can type something different into the box at Longfield
the top of the list. Menwharn
Windril

There is a wizard to help you create a combo
box (see section on Creating A Combo Box).

44
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ADDING A LIST BOX

List boxes are used to provide you with a list Office:
of options and to force you to choose one of
those options.

K.enzingtan
Longfield
Mewham

If the list is long a scroll bar will appear on
the right to enable you to scroll up and down
the list.

There is a wizard to help you create a list box
(see section on Creating A Combo Box).

ADDING AN OPTION GROUP

An Option Group is a collection of option Perfarmance Rating —
buttons (of which only one can be selected).

" Good
There is a wizard to help you create an & R
. . . dAverage
option group (see section on Creating An P :
Option Group). " Poor
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CREATING A COMBO BOX (OR LIST BOX)

You can add a drop down list to a form that enables users to select choices from an
existing list, rather than type in the data. This speeds up the data inputting process

and ensures consistency.

For example if you had a field for Office Location, you could create a drop down list of

all the available offices.

There are two types of drop down lists - Combo box and List box.

COMBO BOX

The Combo box has a drop down arrow
that you click on to bring up a drop down
list.

Office: IM *

K.enzington
Longfield
Mewharm
Witvdriill

Advantages

Takes up less room on the form (because
the list isn't shown until you click on the
drop down arrow).

If the value you wish to enter isn't
displayed on the form you can type it in
(you can disable this).

LIST BOX

The List box has a scroll bar for you to
scroll up and down the list.

Office:

larove
K.enzington
Longfield

M ewham
il

Advantages

The values in the list are visible on the
form without you having to click on
anything (unless the list is long, then you
have to use the scroll bar).

Users cannot select a value that does not
appear in the list.

These are the steps to create a combo box (the list box is very similar).

CREATING A COMBO BOX

The best way to add a combo box to a form is to create a table (that will contain the
list of choices) and then to use the control Wizard to add the combo box to the form.

To Create A Table For A Drop Down List

In the Table tab in the Database window.

. Click on the "New" button to create a new table

. Select "Design View
The Table Design window will appear.”
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In the Table Design window. & Tablel : Table (=] E3
. . Field M Data T Description | «
. Enter a field name for the list Hoffices e To o L
of values =l
Field Properties
o .
{Enter an appropriate data General I Lackup |
ype Required Mo :I
Allow Zero Length Mo
Indexed ‘es (Mo Duplicates)
Unicode Compression ‘fes -

@ T | P If you want the values in your list to appear in alphabetical (or numerical)

order, you should change the Indexed property for the field to Yes.

. Click on the "Datasheet View" button

You will then be asked if you want to save the table.

. Click on "OK"

. Give the table a name Save As HE
You may want to use a name that Tahle Mame:
differentiates this table from your main = |tbl offices Combo List

data tables. Cancel |
. Click on "OK"

You will then be asked if you wish to
create a primary key. You do not There s no primary key defined.

need to have a primary key in a & Errs o o 7o e i vlatone i Semvon i a4 e bl £ e
table that is being used to feed a e O

combo box or list box. T o e

. Click on "No"

The table will be shown in datasheet

B tbl Offices Combo List : Table

view. Offices
Ealing
. Enter the values that you  Grave
want to appear in the list Kensington
. In the "File" menu, select Mewham

Longfield

"Close" to close the table

You are now ready to create the
combo box.

Recaord: H|<|| 5 >|H|He| of §
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To Create A Combo Box

. Open the Form you wish to put the combo box on, in Design view

o Ensure the Toolbox is showing

. Ensure that the "Control Wizard" button is selected AN on the Toolbox

. Select the "Combo Box" button (or the "List Box" button if you wish to

add a List Box)

° Click and drag across the form to establish the size and position of the field
control on the form (you can move or resize it later)

Combo Box Wizard

When you release the mouse button,
a Wizard will appear to help you
create the combo box (because the
Control Wizard button was turned on).

o Select "l want the combo box
to look up the values in a
table or query”

. Click on "Next"

You must now tell Access which table
or query contains the values that are
to appear in the combo box.

° Select the table containing the
values for the list
. Click "Next"

You must now tell Access which fields in the
selected table contain the values that are to
appear in the combo box.

All the available fields in the table are listed

on the left.

. Select the appropriate field

. Click on the "Add" button LI
to add the field to the box on
the right

o Click "Next"

This wizard creates a combo box, which displays a list of values yau
can choose from. How do you wank your comba box ko get its
values?

= il want the combo box to look up the values in a table or query.

T will type in the values that T want,

" Find a record on vy form based on the value T selected in my
combo b,

Cancel = Bach I Mext = I st

Combo Box Wizard

Prry vI

Which table or query should provide the values for your comba
box?

|5 Staff Details
tbl Training Attendance

—Wiew

& Tahles . Queries " Both

Cancel < Back I Mext = I st

Combo Box Wizard

i AR S i
B HHR S R
K HRR B

HRHERE vI

Available Fields:

Which Fields contain the values you want included in your combao
box? The fields vou select become columns in your combo box,

Selected Fields:

=

EEMEE

Cancel | < Back I Mext = I Eiishr
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You now get a chance to choose the
width of the column(s) in the drop

down list.

. Drag on the right border of the
column heading to resize the
column

o Click "Next"

You must now tell Access where you
want it to store the values each time
someone selects a value in the drop

down list.
) Select "Store that value in
this field"

The drop down list on the right will
contain all the fields in the table or
guery that the form is based on.

. Select the field that relates to
the values in the combo box
. Click "Next"

You can now enter an appropriate
label for the combo box field.

. Enter a label name
. Click on the "Finish" button

Combo Box Wizard

How wide waould vou like the calumns in vour cambo box?

Ta adjust the width of a column, drag its right edge to the width you want, or double-click the
tight edge of the column heading to get the best Fit.

Offices

| P | Ealirn
Grove
Kensington
Mewham
Longfigld

I Mext = I Finish

Cancel < Back

Combo Box Wizard

Microsaft Access can stare the selected value From your comba box
in your database, or remember the value so vou can use it later ko

e j‘ perform a task, When you select a value in your list box, what do
wou want Microsoft Access ko do?
W | R
w | om e
weme | we | omaw " Remember the value For later use.
) ( Store that value in this field:  [Office =1
HEH RHE HRR RRR
i R s
s e e e
-

I Mext = I Finish

Cancel < Back

Combo Box Wizard

What label would you like For your combo box?

[office:

Those are all the answers the wizard needs ko create your combo
b,

™ Display Help on customizing the combo bosx.

[ilERE = | Finish I

Cancel < Back

The combo box will be added to the form.

Cffice;

Grove j

You can now look at the form in Form View, to test the combo box.

If you ever need a new value to appear in the list, you should open the table
containing the values for the list and enter the new value.
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CREATING AN OPTION GROUP

An option group is used to provide a list of

) ! Petformance Rating —;
options, only one of which can be selected.

" Good
The value selected in an option group is | | = g
stored in the table as a number || s
(eg: Good = 1, Average = 2, Poor = 3).  Poor

If you wish to be able to perform statistical -
analysis on these numbers, you should
ensure that the data type for this field is set
as a Number.

If you would prefer to have the options stored in your table as text, you should
probably use a combo box instead of an option group.

These are the steps to create an option group.

o In design view on your form, ensure the "Control Wizard" button is selected

on the Toolbox
. Select the "Option Group” button on the Toolbox

[
° Click and drag across the form to choose the position and size of the option

group
The Option Group Wizard will appear.

. . i An option group contains a set of option buttons, che:l_(
You must nOW SpeCIfy What Optlons you WISh f;x:::ww I boxes, or toggle buttons, You can choose only one option,
to be dlsplayed on the form- ix * What label do you want: for each option?
. . . Label Names:
. Enter the values/options you wish to Good
. VErage

be available re

. Click "Next"
Cancel = Bt I Mext = I Finish
The next dialog box allows you to specify a Option Group Wizaid
default Value. o Do you want one option to be the default choice?
. . . . b s i &5, [he aefault choice 1s: [M—;[

This is useful if one value is more common {; | R
than any of the others. If this is not the case, #ilp el
choose no default value.
. Select the appropriate option
® CIICk NeXt Cancel < Back I Mext = I Finish
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Access assigns numerical values to the Option Group Wizaid

options/values you have created. 1 L oW
These are the Va|UeS that Wl” appear |n the ’V; ::::::m zg What value do you want to assign to each option?
table. But you can change them if you would T

like to use other numerical values. v 3

. Change values if necessary

® CIICk NeXt Cancel < Back I Mext = I Finish

You must now specify which field you wish to  HaElETALId

H 1 You can either store the value of a selected option in a field,
Store these nu merlcal Val ues In. pr or use the value later o perform a task such as printing a
i s repork,
n H 1 2
L]
SeIeCt the Sto re th e Val u e I n th I S i i What do you want ta do with the value of a selected option?

field" option, and choose the

appropnate f|e|d |n the dr‘op down " Save the value for later use,
menu & Store the value in this Field: lm

. Click "Next"

Cancel | < Back I Mext = I Finish |

You can now choose a format style for the e — S—
. at bype of contrals do wou want in the option
option group controls. group?
. _— & Option buttons
] Select appropriate format o ™ Chedeboes
. " " C fiverane _I Toggle buttons
d CIICk NeXt " Poor What style would you like ko use?
% Etched © Shadowed
O Flat € Surken
i~ Raised

Cancel | < Back I Mext = I Einish |

You can now choose a label for the option
group.

° Enter a name for the group
. Click "Finish™

What caption do you want Far the option group?

|Performance Rating

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

™ Display Help on customizing the option group.

Cancel < Back [t = | Finish I

The Option Group will be created. Perfarmance Rating —

" Good
o
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EXPRESSIONS

Expressions can be used on a form to display useful information or perform

calculations.

For example you could use an expression to display the current date or to calculate
the VAT by multiplying values by 17.5%.

The result of an expression is NOT stored in the table, it is only displayed on the form.

Expressions are created in a text box control on the form.

To Create An Expression

This must be done in form design view.

. Click on the "Text Box" button on the Toolbox abl and then click and drag
across the form to add a text box
° Click in the text box and enter the appropriate expression
Date: | [=Date() |
T

Here are some examples.

Field names always appear in square brackets, eg [Firstname].

Expression

Result

=Date()

Displays the current date.

=[Firstname] & " " & [Lastname]

Combines the Firstname field with a space and
then the Lastname field to display the full name.

=[Salary]*0.24

Calculates 24% of the value in the Salary field.

=Date()-[DoB]

Subtracts the DoB (date of birth) field from the
current date to display the age in days.

=(Date()-[DoB])/365.25

Subtracts the DoB (date of birth) field from the
current date, and divides it all by 365.25, to
display the age in years.

=Int((Date()-[DoB])/365.25)

This is the best formula for calculating age as it
rounds the result down and displays it as a
whole number.

=[Startdate]+7

Displays the date 7 days from the date in the
Startdate field.

=[Price]*0.175

Multiplies the Price field by 17.5%.

=([Price]*0.175)+[Price]

Multiplies the Price field by 17.5% and adds the
result to the original price.

You will probably also want to change the caption property of the text box label to give

it an appropriate name.

When you view the text box in form view, the result of the expression is displayed.
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CREATING A DROP DOWN LIST IN A TABLE

This is a new feature that appeared in Access 97.

You can now create drop down lists in tables. This is useful if you like to input data
directly into tables.

8 thl Staff Details : Table ==l &3
Staff ID | Firsthame | Lastname Department Office Extension -

+ 21 Alice Baker Adrmin Ealing 5195 1
+ 22 Celine Adams Training Grove o637 p
*+ 23 Anastasia | Smith Temporary Housing | Windmill 5829 1
+ 24 Tom Brown Furniture Windmill 5198 C
+ 25 Karen Jones Housing Services Kensinutof 5952 z
*+ 26 Maria Molan Housing Setvices

Ealing
Grove
Kensington
Langfield

Mewharm

Mumber)

Record: I1| L] || 26k |>| |H6| of 26

As with Combo Box on a form you should create a new table to hold the values that
will be displayed in the drop down list. These steps are covered in the section
Creating a Combo Box.

Assuming you have already created a table to hold the drop down list values:

° Open the table, in which you wish the drop down list to appear, in design view
. Select the field that is to display the drop down list
In the Field Properties.
o Select the Lookup tab
. Change the Display Control property to Combo Box
Some new properties will appear.
o Click in the Row Source
property box S St
. Lastname Text
A drop down menu will appear. Departnant I
Extension Text LI
. Click on the drop down et
H H eneral  Looky
arrOW to dlsplay a IISt Of gisplay Cantrol i Combo Box
all the tables and queries = feziemes o
in the database. Select Bound Calumn L A fiskd e canbe up o 64
the table containing the Sl o e
values for the drop down Lt e B
| |St Limit Ta Lisk Mo
. Save the changes to the
table

You can now view the table in datasheet view. The drop down menu will now appear
when you click in the amended field.
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IMPORTING DATA

If you already have data in an alternative source, such as Excel, you can import it into
your database.

You can either import the data into the database as a new table, or you can import it
into an existing table.

Your data mUS'[ be Set u in B Microsoft Excel - STAFDATA xls !EIE!
p (] Fle Edt View Insert Format Iools Data Window Help ;Iilil‘
Excel as one large data PEHOGRY|[I BT~ B ANY BB -6
table’ Startlng at the top Of Arial . - 10 I “? i O |§ = |§ % 5 W iu.g|‘;;§ = ] =
i . Ad - =| Firstname
the first sheet in the book. A T B [  © 1 b | E [FlGl A I] T
1 Firslnﬂme!Lnslnnme Department Office Extension DoB Sex Ethnic Salary Address
. 2 |Martin Smith T Grove 5110 25670 W Black | 2000012 Broad Street
ROW 1 must contain 3 |Jenny Jones Housing Services  Kensington 4357 26515 F  White | 17500 28 Smith Street
. 4 |Betty Bond Housing Services  Kensington 5104 23928 F  Wvhite | 2200063 Blossom Road
headmgs for the columns of 5 |Jeannie .Janes T Grove 5103 2272 F  Other | 23500/14a Stoke Raad
B |James Brown Marketing Grove 4611 22053 M Black | 24000 21 Copeland Road
data 7 _|Paul Masan Finance Grove 4599 20836 M MWvhite | 1550033 Arcadia Street
8 |James Dean Furniture Windmill 4563 23073 M Other | 21000 5 King Street
. . 9 |Jane Parker Communications  Grove 5387 23020 F  Wvhite | 22000 112 Harmmersmith
These headmgs will be 10| Julie Newman Finance Grove 5093 250B1F  Black | 20500 67 Euston Street
d h f Id . 11 |Robert Stroppendrop Fundraising Grove 823 21675 M Wvhite | 19500 12b Gresham Mews
12 |Cassiana  Calamari Admin Grove 5488 25674 F Black | 1650017 Kings Lane
use as t e Ie names In 13 |Candice  Bergdorf Housing Services  Ealing ar22 239 F Other | 19500 9 Bow Road
14 |Tim Tiny Housing Services  Windmill 5093 27643 M MWhite | 19000 11c Stoke Road
the Access table 16 [Michelle  Green Human Resources  Grove 5829 25026 F  Wvhite | 23500Flat 4, 13 Redlands ‘=
[ 4 w\sraroaa ,
Ready ‘ [ [ |

Importing Data Into An Existing Access Table

There are a few things to bear in mind if you wish to import the data into an existing
table.

The columns of data do not have to be arranged in the same order in the Excel
spreadsheet as they are in the Access table, but...

The column headings in Excel must be identical to the matching field names in the
Access table.

You do not have to import the same number of columns of data. But if there are more
columns of data in the Excel spreadsheet than in the Access table, the extra columns
will not be imported unless you create new fields for those extra columns (with the
same name as the headings in Excel).

To Import Data From Excel

In Access, having closed down all tables and forms.

. In the "File" menu, select “Get External Data”, then select "Import"
The Import dialog box will appear. e
o In the Files of Type drop down menu, i
select Microsoft Excel
. Navigate through the folder structure to
select the excel file containing the
data
. Click "Import" i, [ — ==

54 INTERMEDIATE ACCESS 2000




www.ebitsolutions.net

SEPTEMBER 1999

The Import Wizard will start up.

You can view the data in the
workbook by named ranges or just by

sheets.
° Select appropriate option
o Click “Next”

If there is a row of headings in your
spreadsheet, these can be used as
the field names for the imported data

in Access.

. Select “First Row Contains
Column Headings”

. Click “Next”

You can now choose to import the
data into a new table or add it to an
existing table.

If you choose an existing table, you
must specify the table, and then
Access will only import the columns
whose headings exactly match
existing field names in the selected

table.
. Select the appropriate option
o Click “Next”

E3 Import Spreadsheet Wizard E

Your spreadsheet file contains more than one warksheet or range. Which worksheet or range
would vou like?

Sample data For worksheet 'STAFDATA'
irstname [Lastname
artin Fmith IT

epartment

office o
IGrove

1

2

3 fenny Jones ousing Services [Hensington

4 Becty [Bomnd ousing Services [Eensington

5 Peannie Mones IT [Grove

6 [James [Brown arketing IGrove LI
KN i

Cancel | = Bach I Mext = I Finish |

B3 Import Spreadsheet Wizard

Microsaft Access can use your column headings as field names For your table, Does the First
row specified contain column headings?

¥ First Row Contains Calumn Headings

Firstname [Lastnsme Department Office
artin Fmith IT

IGrove =
Housing Services [Eensington

1

2 Henny Hones

3 pecty [Bomnd Housing Services [Eensingrton

4 eannie Mones IT [Grove

5 James [Brown Earket, ing IGrove

& [Paul E{asnn inance [Grove J

-
T ¥

Cancel | < Back I Mext = I Finish |

E3 Import Spreadsheet Wizard E

‘¥ou can store your data in a new table or in an existing table.,

Where would you like to store yvour data?

€ Inan Existing Table: | [~ |

Firstname |Lastname Department Office
1 Martin Fmith IT [Frove ﬂ
Z Jenny Mones Housing Services [Eensingrton
3 Eetty [Bond Housing Services [Fensington
4 Jeannie Mones IT IGrove
5 James [Brown arketing IGrove
6 Paul Eiason Einance IGrove LI
KN i

I Mext = I Finish |

Cancel | < Back

If you chose to add the data to an existing table, one final dialog box will appear
confirming your choice. You can then click on the “Finish” button to import the data as

new records at the bottom of the selected table.

If you chose to import the data as a new table — see next steps.
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This dialog box can be used to
change the field names, turn on
indexing or choose not to import a
particular column.

But you can do all these things to the
table in design view once the data has
been imported.

. Select “Next”

You can now let Access create an
extra ID field to be used as the
primary key, choose an existing
column of data as the primary key, or
select no primary key.

If this table is going to be linked to
another table in a one to many
relationship, it will need to have a
primary key (if it is the main table in
the relationship).

. Select the appropriate option
o Click “Next”

You can now enter a name for the
new imported table of data.

° Enter a name
) Click “Finish”

Hopefully you will be informed that the
data has been imported successfully.

. Click "OK"

A new table will be created, visible in
the table tab in the database window.

Importing Data From Word

E3 Import Spreadsheet Wizard E

You can specify infarmation about each of the fields you are importing.  Select fields in the
area below, You can then maodify figld infarmation in the 'Field Options' area.

~Field Cptions

Field Name: IFirstname [ata TEer IText 'I

Indexed: |Nn

52 [ EDD it irmport Field (Skip)

Department Office
IT [Frove o
Housing Services [Eensingrton
Housing Services [Eensington
IT IGrove
Ear keting IGrove
inance IGrove _I
-
i3
Cancel | < Back I Mext = I Finish |
B3 Import Spreadsheet Wizard

=

LREEEE
2wy unn
3wy wnn
2w
L REUHREES

Microsoft Access recommends that you define a primary key for
wour new table, & primary key is used ko uniguely identify each
record in your table. It allows vou to retrieve data more quickly,

€ Choose my own primary key. | =1
Mo primary key.

Firstnsame Lasthnsame Department Cffice
harcin  pwith T brove ﬂ
Jones Housing Services [Fensin
EBond Housing Services [Kensin
eannie Jones 1T Grove
Brown arketing Grove
E{asc\n Einance Grove LI
¥
Cancel | < Back I Mext = I Finish |

E3 Import Spreadsheet Wizard E

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

Import ta Table:
tbl Staff

™ Iwould like a wizard to analyze my table after importing the
data,

I Display Help after the wizard is finished.

[ERE = | Finish I

Cancel < Back

If you have data in a Word table that you wish to import into Access, you could copy
and paste the data into Excel and then follow the steps for importing data from Excel.
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PRINT RELATIONSHIPS

You can now print out the relationships between the tables in your database.

Microsoft Access - [Relationships for Staff2000] =] E
J B File Edit Yiew Tools Window Help == x]
|E-& P oDBE|« - o= F- B a-0.

Page: 14| 4 |] 1] il

Ready ) I )

This can be useful for showing other people how the database has been constructed,
especially for more complex databases.

This is done in the Relationships window.

) In the “Tools” menu, select “Relationships”

) In “File” menu, select “Print Relationships”

Access will create a report showing the relationships between the tables.

. Click on the “Print” button to print the report

You can also save this report for later use.
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CONVERTING AN OLD ACCESS DATABASE

You can open an Access 2 or an Access 97 database in Access 2000. But the
database will open in read-only mode. This means you can view the data, but you
can’t create any new tables, queries, forms or reports, or modify any existing ones. To
do that you will need to convert your database to Access 2000.

If the database is simple, ie it does not contain lots of clever features using Access
Basic programming, it should convert easily. If in doubt, contact the IT Helpdesk or
the person who originally created the database.

To Convert A Database To Access 2000

° Open Access 2000, but do not open a database

) In the “Tools” menu, select “Database Utilities”, then “Convert Database”,
then “To Current Access Database Version”

The Database to Convert From
dialog box will appear.

[ Feanmat =l - ®=| @ % CIE - ook -
[Z35taft, mdb

° Navigate through the
folder structure and
select the database you
wish to convert

. Click on the “Convert”
button

Fiename: [ = B Convert

ers
Files of type:  [Data Files (*.mdb;*. adp;* mdw; ¥ mela;* mde; * ads; ™. ot | concel |

An identical looking dialog box
will appear. This one is used to
save a copy of the converted
database.

Savein: [ Accesszo00 j<:=|Q)<_§§v1oo\_s-

In the Convert Database Into
dialog box.

. Enter a name for the
converted database and
select a folder to save it in

Fle pame:  [3taff2000 mdb = H save I
Save 3 bypsi [Wicrossft Access Datahssss (*.mok) = Cancel

. Click on the “Save” button

A new copy of the database will be created that is Access 2000 compatible. The
original database will still exist in the old format.

You should then open the converted database in Access 2000 and check to see that it
functions properly and contains all the correct data.

Do not delete the old database until you are certain there are no problems with the
new one.
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