Microsoft Office 2007

Access Chapter 3

Maintaining a Database




Objectives

* Add, change, and delete records

Search for records

Filter records

Update a table design

Format a datasheet

Use action queries to update records



Objectives

* Specify validation rules, default values, and
formats

* Create and use single-valued and multivalued
Lookup fields

* Specify referential integrity
* Use a subdatasheet
* Sort records



Plan Ahead

* Determine w
delete record

e Determine w
e Determine w

nen it is necessary to add, change, or
s in a database

nether you should filter records

nether additional fields are necessary

or whether existing fields should be deleted

* Determine whether validation rules, default values,
and formats are necessary

* Determine whether changes to the format of a
datasheet are desirable

* |dentify related tables in order to implement

relationships

between the tables



Starting Access

° Click the Start button on the Windows Vista taskbar
to display the Start menu

* Click All Programs at the bottom of the left Pane on

t
t

ne Start menu to display the All Programs list and
nen click Microsoft Office in the All Programs list to

C

isplay the Microsoft Office list

* Click Microsoft Office Access 2007 on the Microsoft
Office list to start Access and display the Getting
Started with Microsoft Office Access window

* If the Access window is not maximized, click the
Maximize button on its title bar to maximize the
window



Opening a Database

* With your USB flash drive connected to one of the
computer’s USB ports, click the More button to
display the Open dialog box

 |f the Folders list is displayed below the Folders
outton, click the Folders button to remove the
Folders list

* If necessary, click Computer in the Favorite Links
section and then double-click UDISK 2.0 (E:) to select
the USB flash drive, as the new open location. (Your
drive letter might be different.)

* Click JSP Recruiters to select the file name




Opening a Database

Click the Open button to open the database

If a Security Warning appears, click the Options
button to display the Microsoft Office Security
Options dialog box

Click the Enable this content option button
Click the OK button to enable the content



Creating a Simple Form

* Show the Navigation pane if it is currently hidden

* |f necessary, click the Client table in the
Navigation pane to select it

* Click Create on the Ribbon to display the Create
tab

* Click the Form button on the Create tab to create
a simple form

* Click the Form View button to display the form in
Form view



Creating a Simple Form
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Using a Form to Add Records

* Click the New (blank) record button on the
Navigation bar to enter a new record, and then type
the data for the new record as shown on the
following slide. Press the TAB key after typing the
data in each field, except after typing the data for
the final field (Recruiter Number)

* Press the TAB key to complete the entry of the
record

* Click the Close ‘Client’ button to close the Client
form

* Click the No button when asked if you want to save
your changes
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Using a Form to Add Records
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Searching for a Record

Right-click Client Form in the Navigation pane and
click Open on the shortcut menu to open the form in
Form view

Hide the Navigation pane

Click the Find button on the Home tab to display the
Find and Replace dialog box

Type MH56 in the Find What text box

Click the Find Next button in the Find and Replace
dialog box to find client MH56

Click the Cancel button in the Find and Replace
dialog box to remove the dialog box from the screen
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Searching for a Record
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Updating the Contents of a Record

* Click in the Client Name field in the datasheet for
client MH56 after the letter M to select the field

* Press the DELETE key twice to delete the letters
au

* Type the letters un after the letter M

* Press the TAB key to complete the change and
move to the next field
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Updating the Contents of a Record
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Deleting a Record

* With the Client Form open, click the record
selector in the datasheet (the small box that
appears to the left of the first field) of the record
on which the client number is EA45

* Press the DELETE key to delete the record
* Click the Yes button to complete the deletion

* Close the Client Form by clicking the Close ‘Client
Form’ button
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Deleting a Record
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Using Filter By Selection

* Open the Client form and hide the Navigation
pane

* Click the City field on the first record in the
datasheet portion of the form to select Berridge
as the city

* Click the Selection button on the Home tab to
display the Selection menu

* Click Equals “Berridge” to select only those
clients whose city is Berridge
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sing Filter By Selection
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Toggling a Filter

* Click the Toggle Filter button on the Home tab to
toggle the filter and redisplay all records
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Using a Common Filter

* Be sure the Home tab is selected

* Click the City arrow to display the common filter
menu

* Point to the Text Filters command to display the
custom text filters

* Click Begins With to display the Custom Filter
dialog box
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Using a Common Filter

* Type Ber as the City begins with value
* Click the OK button to filter the records

* Click the Toggle Filter button on the Home tab to
toggle the filter and redisplay all records
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sing a Common Filter
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Using Filter By Form

Click the Advanced button on the Home tab to
display the Advanced menu

Click Clear All Filters on the Advanced menu to
clear the existing filter

Click the Advanced button on the Home tab to
display the Advanced menu a second time

Click Filter By Form on the Advanced menu
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Using Filter By Form

* Click the Postal Code field, click the arrow that
appears, and then click 80330

* Click the Amount Paid field, click the arrow that
appears, and then click O

* Click the Toggle Filter button on the Home tab to
apply the filter
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Using Filter By Form
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Using Advanced Filter/Sort

* Click the Advanced button on the Home tab to
display the Advanced menu, and then click Clear All
Filters on the Advanced menu to clear the existing
filter

* Click the Advanced button on the Home tab to
display the Advanced menu a second time

* Click Advanced Filter/Sort on the Advanced menu

* Expand the size of the field list so all the fields in the
Client Table appear

* Include the Client Number field and select
Ascending as the sort order
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Using Advanced Filter/Sort

Include the Postal Code field and enter 80330 as
the criterion

Include the Amount Paid field and enter O as the
criterion in the Criteria row and >20000 as the
criterion in the Or row

Click the Toggle Filter button on the Home tab to
toggle the filter and view the results. Click the Client
Form tab to view the Client table

Click Clear All Filters on the Advanced menu
Close the Client Form
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sing Advanced Filter/Sort
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Adding a New Field

now the Navigation pane, and then right-click the
ient table to display a shortcut menu

ick Design View on the shortcut menu to open the
ient table in Design view

Click the row selector for the Amount Paid field, and
then press the INSERT key to insert a blank row
above the Amount Paid row

Click the Field Name column for the new field. If
necessary, erase any text that appears

Type Client Type as the field name and then
press the TAB key

OO0 OWw
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Adding a New Field
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Creating a Lookup Field

If necessary, click the Data Type column for the Client Type
field, and then click the arrow to display the menu of
available data types

Click Lookup Wizard, and then click the ‘I will type in the
values that | want.” option button to indicate that you will
type in the values

Click the Next button to display the next Lookup Wizard
screen

Click the first row of the table (below Col1), and then type
MED as the value in the first row

Press the DOWN ARROW key, and then type DNT as the
value in the second row
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Creating a Lookup Field

Press the DOWN ARROW key, and then type LAB
as the value in the third row

Click the Next button to display the next Lookup
Wizard screen

Ensure Client Type is entered as the label for the
lookup column and that the Allow Multiple
Values check box is NOT checked

Click the Finish button to complete the definition
of the Lookup Wizard field
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Creating a Lookup Field

0 L B R Table Tools | ISP Recruiters ; Database (Hecés - = X
éf‘a =
Home Create External Data Database Tools Design @
ﬁ? ;,\ = ?,'G Insert Rows [ ‘}‘
s % = Delete Rows ~
Wiews Primary Builder Test\alidation Property Indexes
- Key Rules § Lookup Column Sheet
|| Views Tools - ShosiHide |
[ o oo | Lookup Wizard
Al Tables SRR ]
Client A N — Whatlabel would you like for your lookup column? Description a
: ; —
& client: Table ¥ |Clien e@;{’ \ El
~ = | Clien| p—
B Client-Recruiter Crosstab gt fed Do you want to store multiple values for this lookup?
B Client Query : City [ &llows Multiple Yalues
B Client-City Query | State
@ Recruiter-Client Query |Postg . Those are all the answers the wizard needs to create your lookup
= Clien! - column,
Client Form —1 \
= | Amo
Client Address Report ;CurrE
Client Financial Report | Recry]
Recruiter-Client Report
Recruiter A
1 Recruiter: Table —
[ Cancel ] [ < Back ] ¥
@ Recruiter-Client Query
Bl Recruiter sddress Report General |Lgokup
Recruiter Financial Report Field Size 1255 -
i ) ) Format | |
E Recruiter-Client Report Input Mask
Caption
Default Value |
“alidation Rule | The data type determines the kind of values
“Walidation Text | that users can store in the field, Press F1for
Required |No help on data types,
Allow Zero Length Yes
Indexed ‘Mo
Unicode Compression  Yes
IME Mode No Control
IME Sentence Mode 'None
Smart Tags X
Lookup Wizard 1B
R Microsoft Access - J... < 0 645PM

Microsoft Office 2007: Introductory Concepts and Techniques - Windows Vista Edition




Adding a Multivalued Field

Click the row selector for the Amount Paid field, and then press
the INSERT key to insert a blank row

Click the Field Name column for the new field, type
Specialties Needed asthe field name, and then press
the DOWN ARROW key

Click the Data Type column for the Specialties Needed field,
and then click Lookup Wizard in the menu of available data
types to start the Lookup Wizard

Click the ‘I will type in the values that | want.” option button to
indicate that you will type in the values

Click the Next button to display the next Lookup Wizard screen

Click the first row of the table (below Col1), and then type CLS
as the value in the first row
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Adding a Multivalued Field

* Enter the remaining values from the first column in
Table 3—1 on page AC 160. Before typing each value,
press the TAB key to move to a new row

* Click the Next button to display the next Lookup
Wizard screen

* Ensure Specialties Needed is entered as the label for
the lookup column

* Click the Allow Multiple Values check box to allow
multiple values

* Click the Finish button to complete the definition of
the Lookup Wizard field
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Saving the Changes and Closing the Table

* Click the Save button on the Quick Access
Toolbar to save the changes

* Click the Close ‘Client’ button
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Using an Updated Query

* Create a new query for the Client table

* Click the Update button on the Design tab,
double-click the Client Type field to select the
field, click the Update To row in the first column
of the design grid, and then type MED as the
new value

* Click the Run button on the Design tab to run the
qguery and update the records

* Click the Yes button to make the changes
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Using an Updated Query
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Using a Delete Query

* Clear the grid

* Click the Delete button on the Design tab to
make the query a Delete query

 Double-click the Postal Code field to select the
field

* Click the Criteria row for the Postal Code field
and type 80412 as the criterion
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Using a Delete Query

* Run the query by clicking the Run button
* Click the Yes button to complete the deletion
* Close theguery window. Do not save the query
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Specifying a Required Field

Show the Navigation pane, and then open the
Client table in Design view

Select the Client Name field by clicking its row
selector

Click the Required property box in the Field
Properties pane, and then click the down arrow
that appears

Click Yes in the list
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Specifying a Required Field
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Specifying a Range

* Select the Amount Paid field by clicking its row
selector, click the Validation Rule property box to
produce an insertion point, and then type >=0
and <=100000 astherule

* Click the Validation Text property box to produce
an insertion point, and then type Must be at
least $0.00 and at most $100,000
as the text
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Specifying a Range
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Specifying a Default Value

* Select the Client Type field. Click the Default
Value property box to produce an insertion point,
and then type =MED as the value

booe

Fuwtrrtval Matna
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Specifying a Collection
of Allowable Values

Make sure the Client Type field is selected

Click the Validation Rule property box to produce
an insertion point and then type =MED or
=DNT or =LAB as the validation rule

Click the Validation Text property box and then
type Must be MED, DNT, or LAB asthe

validation text
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Specifying a Collection
of Allowable Values
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Specifying a Format

* Select the Client Number field
* Click the Format property box and then type >
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Saving the Validation Rules, Default
Values, and Formats

* Click the Save button on the Quick Access
Toolbar to save the changes

* Click the No button to save the changes without
testing current data

° Close the Client table
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Saving the Validation Rules, Default
Values, and Formats
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Using a Lookup Field

Open the Client table in Datasheet view and
ensure the Navigation pane is hidden

Clic
to C
Clic

< in the Client Type field on the third record
isplay the arrow

< the down arrow to display the drop-down

list of available choices for the Client Type field
Click DNT to change the value

In a

similar fashion, change MED on the ninth

record to LAB
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sing a Lookup Field
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Using a Multivalued Lookup Field

* Click the Specialties Needed field on the first record
to display the arrow

* Click the arrow to display the list of available
specialties

* Click the CNA, PA, Phy, and RN check boxes to select
the specialties for the first client

* Click the OK button to complete the selection

* Using the same technique, enter the specialties
given in Figure 3—47 on page AC 173 for the
remaining clients
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sing a Multivalued Lookup Field
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Resizing a Column in a Datasheet

Point to the right boundary of the field selector for the
Specialties Needed field so that the mouse pointer becomes a
doubled-ended arrow

Double-click the right boundary of the field selector for the
Specialties Needed field to resize the field so that it best fits
the data

Use the same technique to resize all the other fields to best fit
the data. To resize the Amount Paid, Current Due, and
Recruiter Number fields, you will need to scroll the fields by
clicking the right scroll arrow shown in Figure 3—52 on page AC
175

Save the changes to the layout by clicking the Save button on
the Quick Access Toolbar

Close the Client table

56



Resizing a Column in a Datasheet
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Including Totals in a Datasheet

* Open the Recruiter table in Datasheet view and
hide the Navigation pane

* Click the Totals button on the Home tab to
include the Total row in the datasheet

* Click the Total row in the Commission column to
display an arrow

* Click the arrow to display a menu of available
computations
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Including Totals in a Datasheet

* Click Sum to calculate the sum of the
commissions

* Click the Total row in the Rate column to display
an arrow

* Click the arrow to display a menu of available
computations

* Click Average to calculate the average of the
rates
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Including Totals in a Datasheet
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Removing Totals from a Datasheet

* Click the Totals button on the Home tab to
remove the Total row from the datasheet
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Changing Gridlines in a Datasheet

Open the Recruiter table in Datasheet view, if it is
not already open

Click the box in the upper-left corner of the
Datasheet selector to select the entire datasheet

Click the Gridlines button on the Home tab to
display the Gridlines gallery

Click the Gridlines: Horizontal command in the
Gridlines gallery to include only horizontal
gridlines
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Changing Gridlines in a Datasheet
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Changing the Colors and Font
in a Datasheet

With the datasheet for the Recruiter table selected, click
the Alternate Fill/Back Color button arrow to display the
color palette

Click Aqua Blue (the second from the right color in the
standard colors) to select aqua blue as the alternate color

Click the Font Color arrow, and then click Red (the second
color in the bottom row) in the lower-left corner of
standard colors to select Red as the font color

Click the Font box arrow, and then select Bodoni MT as the
font. (If it is not available, select any font of your choice.)

Click the Font Size box arrow and select 10 as the font size
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Changing the Colors and Font
in a Datasheet
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Closing the Datasheet Without Saving
the Format Changes

* Click the Close ‘Recruiter’ button to close the
Recruiter table

* Click the No button in the Microsoft Office
Access dialog box when asked if you want to save
your changes



Querying a Multivalued Field Showing
Multiple Values on a Single Row

* Create a query for the Client table and hide the
Navigation pane

* Include the Client Number, Client Name, Client
Type, and Specialties Needed fields

* View the results
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Querying a Multivalued Field Showin
Multiple Values on a Single Row
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Querying a Multivalued Field Showing

Multiple Values on Multiple Rows

* Return to Design view and ensure the Client Number,
Client Name, Client Type, and Specialties Needed fields are
selected

* Click the Specialties Needed field to produce an insertion
point, and then type a period and the word Value after
the word, Needed, to use the Value property

* View the results
* Close the query by clicking the Close ‘Queryl’ button

* When asked if you want to save the query, click the No
button
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Wiews || Cliphoard | Fonit || Rich Text Records Sort & Fiiter Find
» || 3 quert.
| Client Number -~ Client Name - | Client Type ~ | Client.Specialties Neede ~ -
1 | (Alys Clinic MED CN&
_|AC34 Alys Clinic MED P&
|AC34 Alys Clinic MED Phy
__|AC34 Alys Clinic WMED RN
_ |BH72 Berls Hospital  MED CLS
 |BHT72 Berls Hospital  MED o7
_ |BH72 Berls Hospital | WMED P&
~ |BH72 Berls Hospital  MED Phy
_|BH72 Berls Hospital  MED PT
 |BH72 Berls Hospital  MED RN
o __|FD83 Ferb Dentistry  DNT DH
& FD39 Ferb Dentistry DNT Dnt
|
° FH22 Family Health  MED NP
=
B|| |FH22 Family Health  MED Phy
E _|FH22 Family Health  MED RN
_|MHS56 Munn Hospital MED CRMNA
| MHSE Munn Hospital  MED oT
~ |MHSE Munn Hospital  MED Phy
WHS6 Munn Hospital | WMED PT
_|MHSe Munn Hospital MED RN
PRIl Peel Radiology 'MED RT
~|TC37 Tarleton Clinic  MED NP
| TCa7? Tarleton Clinic  MED P&,
_|TC37 Tarleton Clinic  MED Phy
| TC37 Tarleton Clinic | MED RN
WilLes Mok Lok Lang = 1LC ¥
Record: 4 « /1 [ > ¥ k| & bioFilter | [Search

ReEQy

Microsoft Office 2007: Introductory Concepts and Techniques - Windows Vista Edition




Specifying Referential Integrity

* Click Database Tools on the Ribbon to display the
Database Tools tab

* Click the Relationships button on the Database
Tools tab to open the Relationships window and
display the Show Table dialog box

* Click the Recruiter table and then click the Add
button to add the Recruiter table

* Click the Client table and then click the Add
button to add the Client table
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Specifying Referential Integrity

Click the Close button in the Show Table dialog
box to close the dialog box

Resize the field lists that appear so all fields are
visible

Drag the Recruiter Number field in the Recruiter
table field list to the Recruiter Number field in

the Client table field list to open the Edit
Relationships dialog box to create a relationship

Click the Enforce Referential Integrity check box
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Specifying Referential Integrity

Click the Cascade Update Related Fields check
box

Click the Create button to complete the creation
of the relationship

Click the Save button on the Quick Access
Toolbar to save the relationship you created

Close the Relationships window by clicking the
Close ‘Relationships’ button
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Specifying Referential Integrity

~nn ﬂjip‘i v Relationship Tools | JSP Recruiters ; Database (Sccess 2007) - Microsoft Sccess - g X
Home Create External Data Database Tools Design @
% X Clear Layout uﬂﬂj =4 Hide Table ’_)-?
[23) Relationship Report ‘ aj Direct Relationships .
Edit Show Close
Relationships Table ES:;AII Relationships
Tools Relationships |
| — X =
Recruiter Client |—§-|
¥ Recruiter Number | ¥ Client Number
Last Name Client Name k
First Name Street
Street City
City State
State Postal Code
Postal Code Client Type
Rate =l Specialties Needed
Commission Specialties Neec
Amount Paid
Current Due
Recruiter Number

Navigation Pane

(P Microsoft Access - ... < 72 PM
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Using a Subdatasheet

* Open the Recruiter table and hide the Navigation
pane

* Click the plus sign in front of the row for
Recruiter 24 to display the subdatasheet

* Close the datasheet for the Recruiter table
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sing a Subdatasheet

O \_B_"T M) Table Taols ISP Recruiters ; Database (Access 2007) - Microsoft Access - = X
B | Home | create External Data Database Toals Datashest @
e T r — — = = A - ab
i ‘j [calibri -l - x |‘ ”@ = New ;Totals ;i N éSelectlon [ﬁ Sac Replace
[ Bt Bl ol =8 Save Spelling | & “Jadvanced v | = GoTo~
View || Past [ = ' Refresh Filter ind
‘ ‘fw ‘ avs : J 1 M,“Aiug‘@—‘ S ‘ :ﬂej X Delete ~ 55 More - o) e W Toggle Fifter 1‘ g Select~
Views || Clipboard | . Font . Records L semariter |l Find
» || ] Recuiter
" |RecruiterMt - | Last Name - | FirstName - | Street | Cit - State - |Postal Code - Rate -~ | Commission - | Add New Fieid
) . | | | ¥
Kerry Alyssa 261 Pointer Tourin CO 80416 0,10 517,600,00
Reeves Camden 3135 Brill Denton CO 80412 0.10 $19,900.00
Client Number - [ Client Name ~|  Street -|  City - \ State - \ Postal Code - | ClientType - | Specialties Needed - | Amount Paid
_\ BH72 Berls Hospital 415 Main Berls CO 80343 MED CLS, OT, P&, Phy, PT, RN 529,200,
77@ FH22 Family Health 123 Second Tarleton CO 804039 MED MNP, Phy, RN 30,
7‘ MHSE Munn Hospital | 76 Dixon Iason CO 80356 MED CRN&, OT, Phy, PT, RN S0,
*[ WLSE West Labs 785 Main Berls CO 80343 LA&B CLS 514,000,
| |E MED
| |®]27 Fernandez Jaime 265 Maxwell  Charleston CcO 80380 0.09 $9,450.00
& 34 Lee Jan 1827 Oak Denton CcO 80413 0.08 50.00
9 [l
£
&
c
2
o
g
2
=
2
Recordi M« Lof4 | b M b | G loFilter [Search | |4 [ m | »
Datasheet Wiew B |

(® Microsoft Ac
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Using the Ascending Button
to Order Records

* Open the Client table in Datasheet view and hide
the Navigation pane

* Click the City field on the first record to select the
field

* Click the Ascending button on the Home tab to
sort the records by City

* Close the table. When asked if you want to save
your changes, click the No button
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Using the Ascending Button
to Order Records

Datasheet Wiew

A N (@ Microsoft Access - J...
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<

- s Table Tools ISP Recruiters ; Database (Access 2007) - Microsoft Access - =7 X
] —_— 1 = |
| Home [ Create External Data Database Tools Datasheet @
O = . = =, 7; N v ah
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(| 3 ” prp— = = =8 Save Spelling | & ‘ o Advanced v = GoTo~
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[z [Pt e } B 7 ujA-(&-E2 Bt S e B ere | 8| ™™ 7 reggte iter | Py el
Wiews || Cliphoard 5| Fofit i | Records | Sort & Fiiter Find
» || = client’ X
| client Number - | Client Name - |  Strest - | -1| State - | Postal Code - | Client Type - |  Spedialties Needed - | Amount Paid - | C
RV32 Roz Medical 315 Maple CcO 80349 MED CNA, NP, P&, Phy, RN 50,00
_|'WLSe Wast Labs 785 Main Berls CO 80343 LAB CLS $14,000.00
_ |BH72 Berls Hospital 415 Main Berls Cco 30349 MED CLS, OT, P&, Phy, PT, RN $29,200.00
__|FD83 Ferb Dentistry 34 Crestview Berridge CO 80330 DNT DH, Dnt $21,000.00
_|AC34 Alys Clinic 134 Central Berridge CO 80330 WED CN&, P&, Phy, RN 50,00
~ |PR11 Peel Radiology 151 Valleyview Fort Stewart CO 80336 MED RT $31,750.00
_|MHSE Munn Hospital | 76 Dixon Mason cO 80356 MED CRN&, OT, Phy, PT, RN 50,00
_|TC37 Tarleton Clinic 451 Hull Tarleton CO 804039 MED NP, P&, Phy, RN $18,750.00
|FH22 Family Health 123 Second Tarleton CO 80409 MED MNP, Phy, RN 50.00
* MED
o
<
&
B
2
=
o
>
7
=
Record: 4 «/1ofg | » M b [ & o Fiter [[Search ] e m ] »
B

0 7.4 PM
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Quitting Access

* Click the Close button on the right side of the

Access title bar to quit Access
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Summary

Add, change, and delete records
Search for records

Filter records

Update a table design

Format a datasheet

Use action queries to update records
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Summary

* Specify validation rules, default values, and
formats

* Create and use single-valued and multivalued
Lookup fields

* Specify referential integrity
* Use a subdatasheet
* Sort records
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