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0 Microsoft Office Specialist Certification

Microsoft*

a.0ffice

What is Microsoft Office Specialist
Certification? Microsoft Office Specialist
certification validates through the use of
exams that you have obtained specific skill
sets within the applicable Microsoft Office
programs and other Microsoft programs
included in the Microsoft Office Specialist
Program. The candidate can choose which
exam(s) they want to take according to
which skills they want to validate.

CertiPort is the premier provider for
validating technology skills.

The Microsoft Office Specialist tests are
offered at authorized testing centers.

For more information on the MOS exam
topics or to find a testing center near you
please contact: www.certiport.com

What is the Microsoft Office Specialist Certification Program?

The Microsoft Office Specialist (MOS) Certification Program enables candidates to show that they have something
exceptional to offer — proven expertise in Microsoft Office programs. Recognized by businesses and schools around the
world, millions of certifications have been obtained in over 100 different countries. The Microsoft Office Specialist
(MOS) Certification Program is the only Microsoft-approved certification program of its kind.

The Microsoft Office Specialist Certification Series

Core Certification: Pass any 1 test:
# Of.f' Word 2013 Core: Exam 77-418
LU, ‘ ICe Excel® 2013 Core: Exam 77-420
Specialist PowerPoint® 2013: Exam 77-422
Outlook® 2013: Exam 77-423

Access® 2013: Exam 77-424

Expert Certification: Pass either test:

Word 2013 Expert Part 1: Exam 77-425
Word 2013 Expert Part 2: Exam 77-426
Excel 2013 Expert Part 1: Exam 77-427
Excel 2013 Expert Part 2: Exam 77-428

Master: Pass 3 required and 1 elective test:
Required

Word 2013 Expert Part 1: Exam 77-425
Excel 2013 Expert Part 1: Exam 77-427
Master PowerPoint® 2013: Exam 77-422

Elective
Outlook® 2013: Exam 77-423 or
Access® 2013: Exam 77-424

Please Note: Comma Productions, LLC. is independent from Microsoft Corporation, and not affiliated with Microsoft in any manner. While the Complete
Computer Guides may be used in assisting individuals to prepare for a Microsoft Office Specialist Certification exam, Microsoft, its designated program
administrator, and Comma Productions, LLC. do not warrant that use of these Complete Computer Guides will ensure passing a Microsoft Office Specialist
Certification exam.
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O The Benefits of Certification

For More Information:
www.certiport.com

www.microsoft.com

Why Get Certified?

For employers, the certification provides skill-verification tools that not only help assess a person's skills in using Microsoft
Office programs but also the ability to quickly complete on-the-job tasks across multiple programs in the Microsoft Office
system. (http://www.microsoft.com/learning/en/us/certification/mos.aspx). Certification proves a certain level of advanced
competency with the programs in question. Employers don’t have to wonder if the skills stated on the resume are honest
and without exaggeration. This can lead to further employment opportunities and increased pay.

A person holding Microsoft Office Certification shows not just a level of skill, but an ability to quickly complete tasks, due
to familiarity with the program and it's many time-saving features. The hard work that goes into learning Microsoft Office
programs to the level of proficiency necessary for successful completion of the Certification Exams also indicates a desire
on behalf of the student to learn and succeed.

The Benefits: Earn More, Find Jobs Quicker

Research indicates that employees with Microsoft Certification earn more and find jobs quicker than those employees
without certification. Furthermore, employees with certification report a greater feeling of confidence. These things
translate into greater job satisfaction. (http://www.microsoft.com/learning/en/us/certification/mos.aspx)

Research also shows that individuals with certification make up to 12% more than those without certification. In addition,
82% of Microsoft Office Specialists report a salary increase after receiving certification. Managers like the skills proven
and the ability demonstrated by those with Microsoft Office Certifications.
http://www.certiport.com/Portal/desktopdefault.aspx?page=common/pagelibrary/mos2003.html
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0 About Our Certification Program

e Bagianiing ke 1
D Nicrosott Access 2013

Books in this Series:
Beginning Guide to
Microsoft® Access 2013

Intermediate Guide to
Microsoft® Access 2013

Advanced Guide to
Microsoft® Access 2013

Microsoft Office Specialist (MOS) Certification for Access 2013

Overview: Our Microsoft Office Specialist certification program for Access 2013 covers all of the exam objectives for the
Access certification exam. Microsoft Office Specialist exam 77-424 for Access is an elective exam that demonstrates
expert knowledge of database programming and Microsoft Office automation. It is not required for MOS certification.

Our Approach: In designing these Guides, we found that it made more sense to write the lessons based on the Ribbons
and Tasks. The beginning of each lesson provides an overview of the Ribbons and Tasks covered.

The Beginning Guide to Microsoft Access 2013 demonstrates the following Ribbons: Home, Create, Table Tools,
Form Layout Tools: Arrange and Format, Query Tools, and Report Layout Tools. The lesson activities focus on
basic database objects: Tables, Forms, Queries and Reports.

The Intermediate Guide to Microsoft Access 2013 demonstrates the following Ribbons: Table Tools, Form Design
Tools: Arrange and Format, Query Tools, Report Design Tools and the Macro Tools. The programming focuses on
representing one-to-many relationships: Form and Subform, Report and Subreport. The lessons show how to design for
Real Users that includes creating a Switchboard that opens when the database is launched.

The Advanced Guide to Microsoft Access 2013 begins with a discussion of how to design a database in Third Normal
Form to minimize repeat data and reduce errors. The programming focuses on using Key data to create relationships
between Tables. The projects include a Receipt Form that calculates the total amount owed and a Receipt Printout
formatted for a small Point of Sale (POS) printer.

Course Prerequisites: Students who enroll in the Microsoft Access 2013 program should have strong computer skills

including how to use an Internet browser and how to select commands from a menu. Students should know how to save
files and send attachments by email as well. In addition, students should have good skills with spreadsheets.
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O Microsoft Access 2013 Study Guide

Microsoft Office Specialist (MOS): Exam 77-424 for Access 2013

1.0 Create and Manage a Database 2.0 Build Tables

1.1 Create a New Database 2.3 Manage Records

Create a New Database, Pg 35 Manage Records: Add New Records, Pg 39

Create a New Database with a Wizard, Pg Manage Records: Delete Records, Pg 49

105 Manage Records: Find and Replace, Pg 93
Manage Records: Sort Records, Pg 94

1.2 Manage Relationships and Keys Manage Records: Filter Records, Pg 95

Relationships: Set Primary Keys, Pg 69

Navigate Through a Database, Pg 109 2.4 Create and Modify Fields

Navigation: Change Views, Pg 112 Tables: Add Fields, Pg 37

Add Validation Rules to Fields, Pg 46

: Change Field Captions, Pg 38

: Change Field Sizes, Pg 60

Tables:
2.0 Build Tables Tables
2.1 Create a Table

Tables
Tables: Import External Data, Pg 85 Tables

: Auto-increment Fields, Pg 69

Create a Table from an Application Part, Pg Tables

: Set Default Values, Pg 60

43

Tables:

Use Input Masks, Pg 61

2.2 Format a Table Tables: Delete Fields, Pg 45

Tables: Rename a Table, Pg 26
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3.0 Create Queries
3.1 Create a Query

Queries

: Create a Query, Pg 157

Queries

: Run a Query, Pg 161

Queries

: Create a Parameter Query, Pg 193

Queries

: Save a Query, Pg 160

3.2 Modify a Query

Queries

: Modify a Query, Pg 164

Queries

: Add New Fields, Pg 171

Queries

: Delete Fields, Pg 172

Queries

: Sort Data, Pg 162

Queries

: Format Fields,

Queries

: Use Calculated Fields, Pg 186




O Microsoft Access 2013 Study Guide

Microsoft Office Specialist (MOS): Exam 77-424 for Access 2013

4.0 Create Forms

4.1 Create a Form

Forms: Create a New Form, Pg 105
Forms: Save a Form, Pg 117

4.2 Set Form Controls

Forms: Move Form Controls, Pg 137
Forms: Set Form Control Properties, Pg 116
Forms: Manage Labels, Pg 137

4.3 Format a Form

Forms: Format a Form, Pg 140

Forms: Modify Tab Order, Pg 146

Forms: Apply Themes, Pg 114

Forms: Auto-Order a Form (Tabs), Pg 146
Forms: Insert a Picture, Pg 115

Forms: Modify a Form, Pg 134

5.0 Create Reports
5.1 Create a Report
Reports: Create a Report, Pg 210

5.2 Set Report Controls

Reports: Group Data by Fields, Pg 211
Reports: Sort Data, Pg 212

Reports: Manage Labels, Pg 255

5.3 Format a Report

Reports: Format a Report, Pg 213
Reports: Use Multiple Columns, Pg 251
Reports: Orientation, Pg 213

Reports: Sort a Report, Pg 227

Reports: Insert Header and Footer, Pg 219
Reports: Insert a Picture, Pg 219

Reports: Insert Page Numbers, Pg 222
Reports: Apply a Theme, Pg 218

Reports: Modify a Report, Pg 249
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0 About the Authors

Microsoft Office Specialist (MOS): The Beginning Guide to Microsoft Access 2013
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O How To Use This Guide

The Comma Method

Observation is a perceptual strategy that asks: why am | doing this
and which tools would be most effective? Each lesson begins with
a discussion of the purpose and the objectives.

Orientation helps students start at the right place. The screen
shots in the Complete Compute Guides show the entire window as
well as a close up of the particular button or command.

Notation There are "breadcrumbs" above each screen image. Like
Hansel and Gretel, the breadcrumbs show the pathway to a button
or option. Our notation uses the following convention:
Ribbon->Group->Button->Options

Menu Maps

The Comma Method recognizes that there is a difference in how
men and women navigate the menus. Men typically have the ability
to see the map first. This method of acquiring knowledge is called
Breadth-first. [1] Women tend to work with the details first. They
learn several commands, such as copy, cut, and paste, then they
put those concepts under the label, “edit.” This method of learning
is called Depth-first.

The Comma Method uses menu mapping to assist men and
women to see both the Breadth and the Depth. An example of the
menu map is can be seen here.

1 Ford, Nigel, Sherry Chen, Matching/mismatching revisited: An Empirical Study of Learning and Teaching
Styles. British Journal of Educational Technology v.32 no1 (Jan. 2001)

[

Pl L = e [P Erves e o
Tear mameras L e sy ] T
(=

Query Tools->Design

= l 0 Unian

D I Dj |_-|l +I /tl O () Pass-Through

View Run Select Make Append Update Crosstab Delete |
- Table L Data Definition

Results

Query Type
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Getting Started

Welcome!

Course Objectives
Students will be able to:

1. Log in to the online course

2. Navigate the outline and lessons
3. Take quizzes online

4. Submit assignments online

5. Participate in the forums and chat

© 2014 Comma Productions, LLC
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Welcome

This course presents a practical, hands-on
approach to computers. The lessons are based
on what you see on the screen, what you can do
with the options, and what works on the job. The
goal is to enable you to use Microsoft Office
effectively, even creatively.

=
4
3

Use this Guide as part of your professional
development plan to prepare for the Microsoft
Business Certification tests, Microsoft Office
Specialist (MOS), or as a reference book to
solve problems as they come up.

This introduction provides information on:
» Navigation

* Practice

» Sample Documents

* Assessments
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Log in to the course

This online course requires a User Name and
Password. You probably received an email with
your username and password when you
enrolled.

Try This: Login

1. Go to the website for your course.

2. Click on the (Login) link.

3. You will be prompted for your Username and
Password.

What If This Doesn't Work?

First, look at the keyboard and make sure the
Caps Lock is off (no light). Passwords may
include both upper and lower case letters.

Second, check the spelling. Your user name may
not be exactly the same as your email address.

Third, you can click on Live Chat and get
immediate assistance.

Memo to Self: It's OK if your computer does not
match exactly. The logon screen may show a
logo or it may be a different color.

& |5 CI—

My Course ->Login

Ei = B -2 # = Bage~ feday- Toehi- @~ 8 S D

Lat's get started!

i the wpper nght hand comes. Clck on Log
password Once you ane kopged i, you cam
Courted bax of the keR-handsids of B 4y

TN SO [uNGe

Qaestions I you Fave any quesSons, please contact us al

U

Coisrse calegories

Microsoft Offece 2000

e 1 |

When you ane ready 1o begn, simph get TOU @re not logged in. (Login)

English (en) | ~ |

ComeTapicommapiogect oo o any B VWe wll ansever shudent rguines
promptly, Remember 10 ALWAYS include your full name when emakng about your

Login here using your username and password
(Cookies must be enabled in your browser) (3

Username gjizabeth

Password |

i Login i
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My Course ->Topic Outline

The Topic Outline

When you log in to your course, you should see the
Topic Outline. The Topic Outline is a course
syllabus: it lists your lessons, practice and quizzes.

_
4
3

Addrviiniatrathon

Craes
Profiie

Topc outline

Each Level has Lessons and Assessments. The o
lesson links are short discussions that demonstrate . g

the options on a particular Ribbon. The lessons links :‘_""""‘ Werosoft ey

may also list the page number where these pages i:ﬁ:‘_’f‘““ This course accurately aad a1 g
can be found in the print version of the computer Pecioe] i crafion & am o .

guides.

Many students prefer to read the lessons on a 0 Level 1: Getting Sta rted

second monitor or in print, rather than switch from

the lesson screens to Microsoft Office to practice the B Level 1 Checklist & Sample Files
options.

P [ﬂ Beginning Access Table of Contents
Memo to Self: It's OK if your computer does m Download the Baginning Guide to Access as PDF

not match exactly. The important part is
learning the steps. Please contact your

facilitator if you have any questions Lessons

Beginning Access
Getting Started (Beginning Access, page 11)
Hello, Access (Beginning Access, page 23)

Assessments
Practice Quiz
Access Quiz 1
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Lesson Links

When you click on a hyperlink to read a
lesson, a new window will open.

What Do You See? On the left side of
each screen you should see the white
navigation arrows: Next, Previous, and

Home

What Else Do You See? When you are
done with a lesson, you can close the
browser window. Go to the upper right
corner of the lesson window and click on

the X to Exit.

wn|e=h T

The Topic Outline should be there, the
window was left open behind the lesson

screen.

My Course ->Topic Outline ->Lesson

100 b el LoR ¢ o v pig lede D0 A e ke apeBuganado g

Y Rasderad et v Pagre

ety = Tgohw i Help = G &30 Do bt Trpck

Addrinishration
Grades
Frofiia

Activinhs

& Asgreriants
B Fonme

| Tasirras

ﬂ Hemin e

Cmarne CalpgorRes

'_- liigh Tethool

£ Hicrosalt Office 7013
%" Hicresolt Office 2010
:l- MicToanft (HTkoe TO0T
%3 Hicrosoft ifios H03
b Hiellanecas

AR coor ...

Togse sastline

O Microsoft Access 2013

Thin course socurataly and crasthrly provide sn infroduchory sudiencs with an usdartanding of the
resacind irsformaftion bo pass the Microsolt Offics Spacislist Cartification Serbe. P uniquansss snd
sccurscy of conbent stands out among obher counwars, (Procert, Rowembar 2011) Studests lesm e
comamands in practical, mal workd spplications. Perfect for ofics workers, profssionaly, snd shudents whao
mant 1o know Bot how and whan b bast spply Mikrosolt Acoses.

Ao0ess Fi): Presenang Dats Visualy
J".h

Twg Designing Forms for Real Users

Fasginning Accous (ke

In his asos, you will eam how B

§ (b Wty Cupetig vy 3 s ol ey
Dugn Togh o +0f e Fom Felds

2 View B Fropefly Sheel fol T Faim i
e et F o Candeal

3 a3 pRCHS |8 ol 0 Hadoer aed use
S Pagperty Shast 10 nesive B packate.

4 Krange T Fom Fekds

e e Tk D,

o F Dpmms Poeriam. LI
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E on:" My Course ->Topic Outline -> Level Checklist
'y  Level Checklists L S —
Bitern - @ * [Rudmed MPis - Pegee ey Tk i Help = 0 AN Do bt Tamch
Each Level has many lessons, sample
files, and practice sheets, depending on Complete Guide to Microsoft Access 2013
which course you are in. [E]f=w 2|
worrens = Coegloly dcome 1015 - Aovourom: s Lo 2 Checkiel & el Pion
The Level Checklists offer a complete
list of the readings, downloads, practice, I
quizzes and Skill Tests. Level 2 Checklist
Downloads ) Rasd | eascn 1 in the Beginning &ooees guide, page 53-73
When you click on a link to a Download, mj'm ' ' '
you W|” be prom pted to Open or Save Creats and modfy the Customor Table by adding raw Falds in Design Vies
this file. Click on Save. Summteats
Browse to your Documents folder. Frontilamyidectieginl. scedt

Level 2 Checklist

This will save a copy of the file on your
computer. You can also save the files
online to your SkyDrive if you wish. 1. Readings

Read Lesson 3 in the Beginning Access guide, page 53-72
Memo to Self: It's OK if your Checklist

does not match exactly. Please contact Project
your facilitator if you have any questions. Create and modify the Customer Table by adding new Fields
Downloads

tbiMovies.xlsx
FrontRowVideoBegin3.accdb
Brown Bag Lunch ver3.accdb
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Take a Quiz Online

After you review the materials online or with the
Guides, you can log into the course online and take
a Quiz. This is an open book quiz. You are allowed
to look up the answers in your notes, online, or in
the computer Guides.

Review the Quiz Buttons
Submit: This button posts your answer for the
current question.

Save without submitting: This button saves your
answers. You can leave the quiz and finish it later.

Save without submitting

Submit page: This button sends your answers to all
of the questions on the page.

Submit all and finish: Use this button to finish the
quiz and submit your quiz online. When you Submit
all and finish, you cannot go back and print your
answers. So, print first!

Submit all and finish

My Course -> Topic Outline -> Quiz

= & [ - I I

» [Rmdmd mPas v Pagee Sdey e Toohoe i Help = O 4G Do Mot Tack

BiHemm = B
Complete Guide to Microsoft Access 2013 .
Wit s logged In a8 Elratesth Hofs: Shadant [Febum o my noread role) |
comma & Complsts Accass 2013 & Quistes & Access Quis 4 = Aflampt 1 F
Accesy iy 4 - Altempt 1
1 Rl oy cremaTLsndiy changs B dab st [fhes sl codrect sremwerr. )
Farke Chaeis a1 baast orst [ | Append
A ] b Craes Tab
[ -]
& Updats
| Subsral
wesn | Choose one @ a. Truev
o answer.
. 1 b. False
Correct
Marks for this submission: 1/1.
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Submit Your Work

Most of our online courses ask you to
upload a document or spreadsheet.
Here are the steps you can take when
you are ready to submit your work.

Review This: Upload a file
1. Go to the Topic Outline.
Click on Beginning Word Skill Test.

What Do You See? You will be taken
to the Upload screen. The instructions
should be available.

2. Click on Browse to select the file
you want to upload. Navigate to your
file, then click Open. The path and file
name will appear in the upload box.

3. Click Upload this file to submit
your Skill Test online. Your instructor
will be notified automatically.

My Course -> Topic Outline -> Upload a file

S R T T 1 i E .

Biteme ~ @ = [ARadmal pPoet - Pagew Siifvty = Tgoh = @ Help = @ AV Do Not Tasck 1

Complete Guide to Microsoft Access 2013

L _}Jmtu V >

comina & Complete ACCess 201 = Assijimenls » Bagnning Actess Skill Ten

A, Downdosd the Reginning Access. Skill Test (print ) instrsctons.

* Downiaad the nample Sle Reginning Accmes Skl Test.accdb

B, Follow the nstrection.

€. Upinad B compbetod e bs your inslinslor [Bebow) 2
.
.

Browse. ..

3 Upload this file

Memo to Self: There may be a maximum size to this assignment. Some
examples, say richly illustrated PowerPoint slide shows, may be too big.
If so, please contact your instructor. wns -
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Use the Forums

_
4
3

. . . g = * (3R L - = T - - &1 D Feph
In an online class, a Forum is similar to e b e e S e
raising your hand and asking a question.
When you post a qgestion toa F.orum Halrinisiration yophc etiinn
anyone can reply with a suggestion or ’ Grades
comment. Some of the answers are very R
creative and useful. O .
PR Microsoft Access 2013
Your instructor may also post an R P Thls 0 oWl SRy, b B ooty o it s Sl €
explanation or offer additional links. Pr— nessdext irformution b puses the Hierssoft Cffics Specialit Certification Serbe. P unkqusnssy
T scruracy of conbent stands oot among other counware, (Procent, Roeember 2011] Studenis

commands in practical, ral workd spplications. Perfect for ofics workers, professionals, snd o
mant 1o krow Bot how and when b bast spply Microsolt Aooses.

Edit | Delete | Repl‘f Courss colngories Thim courss has 14 bl Each beenl han s chackdiet of lsmson sctivities. You'l Tolkew slong with
¥ jligh Gchool the hook o gokt quided practics, then complete tha practics sctivities. to ssinfiorce what you'se
-4 R —— Asspanments consist of malipie choloe quizoes ondine snd Shill Teshs thad Semonstrats what you
¥
H ¥ Ficresolt Offics 2000 Pt
Live Chats % M Ofks 207

Ploase contadt yosr instnaon with ary questions.

Many instructors keep Office Hours. Chat 4 e B s T

allows you to type questions online and get :

an answer immediately from your ;’:’”: A
instructor. R Frequently Axked Questions

R Hicrosctt Office Cortification

Al couries ...

Certification Study Guides
Don't Explain and Don't Complain: - B ‘

Please keep your posts professional and The online instructor monitors several Forums
on topic!

H News forum
H Frequently Asked Questions
H Microsoft Office Certification
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My Course -> Topic Outline -> Practice

Pract_lce - . Practice Activities
This Guide offers additional reference materials N 8: More P Desi
. i . esson 6. More Form sign
and practice certification tests. You can use the Try This: Do the followng steps
multiple choice quizzes and skill tests to practice if girﬁ::;:u“‘lm,ﬁ'ﬁ:ﬁfﬁrmw""’"’“" SO, OV YR SNSTRONN T S SO,
you wish. When you are ready, please log in to the 2 Open the Customers Form in Design View
I lmtheF Header, change the of T Customers Label to Cestomers . Using the Property Sheet, ch: the
course and do the assessments online. O g e L oy omcluare - " e
4. Add the image [0 Customers Logo JPG to the Header. Restre the image 10 be witih 17 and hesght 17
The Microsoft certification tests are timed; you 5. Foemat the color of the Header wih a Shape Fill io be Theme Color: Dark Blve 2
. & Sedect ALL e Form Conrols & Labels {except the Header Label). Change the width o 2 5 and the hesgit o 25
haVe tO perform the prOCESS StepS Very quCkly 7. Ressre each of the Latels 50 that they arne st Wrger Tan e bixl. Move fe Seids 30 Mat ey ane neod 1o T Babals,
and efficiently in Order to pass. WIS (Teremal w::oem Move e Controls and P Labels: Place Company below Last Name Place Phose
Murriind Daplony Corraguasry

That takes practice! 8 Sabct the Form and chasge Me Tab Order a5 follows
Customas ID, First Name, Last Name, Company, Phone Numbes, City, State

9. Sodect the Form and sel e Cydle Propertes fo Current Record

More practice 10. Save the Customers Form
If you have a question about a document or file
you are working on you are always welcome to
email a copy of your work to your instructor as an
attachment.
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Microsoft Business Certification
The course prepares you for the Microsoft Office
Specialist (MOS) exams. This credential recognizes the
business skills needed to get the most out of Microsoft
Office. Microsoft certification exams are available through Products
authorized testing centers. They are not included as part of £
this certification training. CHRTIICATIONS

_
4
3

Microsoft

. . Office Specialint
More Information Online

Certiport provides the official Microsoft certification exams.
You can download the Microsoft certification topics and -
study guides: www.certiport.com Shine

Piromat grdd Covtopert prw phrased 17 prevesd My

Ve et grre atimn of Hhp sty

Comma Productions, LLC is independent from Microsoft
Corporation, and not affiliated with Microsoft in any manner. Microsoft Office e ot s
While the Complete Computer Guides may be used in i

assisting individuals to prepare for a Microsoft Business Specialist 2013
certification exam, Microsoft, its designated program
administrator, and Comma Productions, LLC do not warrant
that use of these Complete Computer Guides will ensure
passing a Microsoft Business certification exam.

Microsoft Office
Specialist 2010

Microsoft Office
Specialist 2007

Microsoft Office
Specialist Master
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Microsoft Office 365 includes the Office Software

When you purchase Microsoft Office 365, you get a license for the Microsoft Office
software: Word, Excel, PowerPoint, Outlook, OneNote, Access...and much more.
Microsoft Office 365 also has a suite of options that simplify collaborating and
publishing. It is an online business-in-a-box that includes:.

Email and Calendars
Look up your Email and calendar from your phone, laptop or tablet. If you can reach the
Internet, by phone or WIFI, you can use your email and calendars online.

Office Web Apps

Office Web Apps include Microsoft Word, Excel, PowerPoint and Notes. These are
*real” business applications. Office Web Apps have enough options that you can
actually get your work done.

Instant Messaging
Live Chat and Instant Messaging are excellent, professional tools. Microsoft Office 365
lets you conduct online meetings including video conferences.

File Sharing

Microsoft Office 365 uses a SharePoint Portal, a shared website, where you can upload
your files. SharePoint can face inward (only you and those with permission can see) or it
can be public.

Microsoft Office 365 is where you need to be: at work, at home or on the go
Microsoft Office 365 lets you save your work online and open it with any device: a
desktop, laptop, tablet, phone, or through a web browser.
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Self-Assessment

Skill Level-Beginning Mastered Needs Work Required for work
Create and Modify Tables

Modify Field Properties

Add a Primary Key

Create and modify Queries

Compact and Repair a database
Create a Report with the Report Wizard
Beginning Access is recommended if you selected “needs work” on three or more skills.

Skill Level-Intermediate Mastered Needs Work Required for work
Design a Subform

Link a Form and a Subform

Create multiple-item Forms

Make a Switchboard with Command buttons
Edit the Form Controls to minimize errors
Create Queries with many Tables
Intermediate Access is recommended if you selected “needs work” on three or more skills.

Skill Level-Advanced Mastered Needs Work Required for work
Use a Query for a List Form
Change the Default Form View
Create Synchronized Combo Boxes
Filter Data with Queries

Create Action Queries

Import, Export and Link data
Advanced Access is recommended if you selected “needs work” on three or more skills.
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Using an eReader If your course did not include books, you can
Now you can download our Microsoft Office buy them on Amazon.com, if you wish

Certification training books to your eReader. In amazoncom'
addition to being available online as a webpage, we have
included the materials within the course as Adobe PDF
files for download to your computer, eReader or Tablet.

=
4
3

eReaders provide full-color pages, zoom control, search,
bookmarking and other great features. You can prop the
eReader beside your mighty desktop or laptop computer
as you read the lessons and practice the steps.

This is a simple, easy to use process. Our books work
best on the iPad or other similarly-sized tablets because
of the large format of the pages. When a PDF is
accessed online, such as in our courses, the iPad
automatically offers to put that PDF file into the iBooks

app.

Any Kindle with a web browser should be able to
download the PDF to the Kindle, then open it with either
a PDF app or in the Kindle App. Another option with the
Kindle is to download the files to a desktop, email them to
your Kindle account, then send them to the Kindle.

For every bear that ever there was will gather

thers for certain
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Access 2013: Getting Started
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Hello, Microsoft Access

Beginning Access Objectives » || = switchboard \
In this lesson, you will learn how to: :

1. Create a new, blank Access database.

2. Use the Navigation Pane to find Access Objects.
3. Create and modify Tables: Add a Text Field.

4. Modify the Fields and test the Data Validation.

Today is Saturday, January 11, 2014

Customers

Movie Search

Mavigation Pane
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‘ .::h Lesson 2 : Hello, Microsoft Access!
(-]
Table Tools->Fields

1. Readings b{‘ AB 12 (e E% Date & Time L[| MName & Caption
Read Lesson 2 in the Beginning Access R x
Yes/MNo T1 Default Value

guide, page 25-50. Wiew Short Mumber Currency Delete ] Modify
- Ten Eil More Fields CaFiedSize 255 |lookups

Add & Delete
45 3

=
4
3

Project
Introduction to Access database objects. 1_]5 i]
Create and modify a customer Table.

Properties

Table Tools->Fields (continued)

Downloads
There are no downloads for this lesson. f_".‘ ab| Data Type: |Short Text v| Required EE

. ' ) Farmat: Formatting | Unigue o
2. Practice Modify Medify  Memo . Validation §

i ivi Lookups Expression Settings~ | 3 % ? | o0 0 L] Indexed .
Complete the Practice Activity on page 51. QOKUps EXpression Ings
Properties Formatting

3. Assessment Menu Maps

Review the Test questions on page 52. From the Table Tools->Fields Ribbon.

1. Table Tools->Fields, page 36

2. Table Tools->Fields-> Add & Delete, page 37

3. Table Tools->Fields->Properties->Name and Caption, page 38
4. Table Tools ->Fields->Add & Delete->More Fields, page 43

5. Table Tools ->Fields->Add & Delete->Delete, page 45

6. Table Tools ->Fields->Field Validation->Required, page 46

From the Home Ribbon.
1. Home ->Records->Delete, page 40
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@ Who Bought What?

Every business needs to record and track the goods and services that they provide.
u It is a fundamental question:
Who (our customers)
Bought (receipt)
What (our products)

Many offices manage this information with Microsoft Excel Spreadsheets.
For example, here is a list of customers in Excel. The data includes the name and address.

INSERT ~ PacELavouT  Formulas  pata OQur Business

In this course, we will use a simple business model:

sl J'E)Cut

Calibri 11 - A A == =— | a movie rental store. There will be three rental
- B Copy - ” prices: new movies, yesterday's movies and old
aste - | E S = - = == i
i . ~ Format Painter LD - A = =l movies
Clipboard = Font M This business model uses the date the movie was
released to calculate the rental price. It also uses
A2 - | j 770 the date on the receipt to determine if the movie
rental is overdue.
A B =
1 CustomerlD ~ FullName - | CityStateZip
P ?}'ﬂ_EIiza beth MyTown, MI 48116-
3 | 1 James Accardo Commerce Township, MI 4
4 2 James Adams Adamsville, MI
5 3 Lisa Alexander MyTown, MI 48507-
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Say What, Now?

Most offices enter customer and product
information separately. There may be a
spreadsheet for the customers (who) and
another spreadsheet for the products (what). In
our sample business the customers rent movies,
so there will be a list of movies.

Who Bought What?
A receipt lists who bought what.
Question: how do you show that in Excel?

A spreadsheet can record one-to-one
relationships. Picture the receipt spreadsheet.
Each row would have one answer in each
column: receipt number, date, customer, movie,
price. So far, so good.

However one customer may get many movies,
say 3 or 5 titles. At some point you need to
document that many customers bought many
products on many days.

Databases do many-to-many relationships.

Keep going, please...

Microsoft Excel: Sample Customer and Movie Data

BE%

Cammpmaetipmatil it L Town Vs ot gmgeaniey khoots] - Lt
ww wim

m T Asiwiaw - A
w m =
Tia- z H

mars Dk Foread

T
Lo Pl = St -

(2

! A B . C
: R | CustomerlD - FullName ~ CityStateZip
e 2 770|Elizabeth MyTown, MI 48116-
i oo 3 1 James Accardo Commerce Township, MI 48423-
" L'L;l':il q 2 lames Adams Adamsville, MI
- . 3lisaAlexander  MyTown, MI48507-
" O oy AT, G kbynnk ey e e T ke B
S A B C | D
m 1 |Movie *l\"ear - |Rating | = | Genre |~
2 |21 Jump Street (2011) 2012 R Action
3 |Kahaani (2012) 2012 Thriller
4 The Hunger Games (2012) 2012 PE13 Action
5 |50/50 (2011) 2011 R Comedy
6 |ASeparation (2011) 2011 PE13 Drama
7 |Drive (2011) 2011 R Drama
8 |Harry Potter and the Deathly Hallows: Part 2011 PE13 Drama
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Access Objects: Tables

What is a database? All databases begin with the
Tables. Data entry forms, queries, and reports just
use the information in the Tables.

Table Views: Design and Datasheet

The Datasheet View looks like an Excel
spreadsheet. The Header Row at the top of the
Datasheet has filters that you can use to Sort,
Select and Find if you wish.

The Design View lets you create the Table by
adding Fields and defining what kind of data these
Fields will store. The Fields can be Text, Numbers,
Date/Time, Yes/No.

Table Options: Unique Information

Each Table has a unique collection of data. For
example, tblICustomers has customer names and
addresses...it does not include any information
about movies. tbIMovieTitles lists products... no
customer phone numbers.

Keep going...

Microsoft Access: Sample Database Table

- (=] A n
B <~ csan  Oeeasnen  Gea oo R T [
ke con Y Loes Baas |18 g S, |0 0 (o=
- ', wrme T Al Access Objects © «
”,J o : “ems | e ue|| SeOrCH.. yo!
: S o x| Tables A
3 mer e i EH tblarchivedMovies
E :: ' .{' B tbiCustomers
\, & e EH thiGenre
= w = B tbiMovieRented
| . '  tbiMovies
~ = & tblMoviesearch
i =3 switthboard i T thiMovies \
MovielD - Movie ~ | Year - | Rating - Genre -
+ 127 Hours (2010) 2010 G Drama
+ 2 21 Jump Street (2011} 2012|R Action
e 3 50/50 (2011) 2011 R Comedy
+ 4 A Separation (2011) 2011 PG13 Drama
+ 5 About a Boy (2002) 2002 PG13 Comedy
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Database Objects: Queries

Queries ask questions. Queries can look up information
as well as manipulate the data in the Tables. For
example, a query can search for and modify the rental
price for all the old movies.

Query Views: Design and Datasheet

The Design View helps you select the tables and work
with the data. For example, the query on this page looks
at the Movies table and counts the movies by the
Genre. The Datasheet View displays the records in the
Movie Table.

Query Options: Query Types

Select Queries look for records that match your criteria.
Say you wanted to find the movies released before
1999.

Action Queries change or update the data.
The Action queries include:

Make Table

Append (Add new records)

Update (Modify the records)

Crosstab (Analyze the records)

Delete

Keep going...

Microsoft Access 2013 Beginning Page 30 of 289

Microsoft Access: Sample Database Query

" | [ Firsttaene )

Dbl wawnt

-

P

) All Access Objects @ «

LasthameFirst: [Lasthame] &~ " & Tables

' SO A L
S ” = ¥
o

EY  ArchiveMovieMT

s.ﬂ"'? ArchiveMovielQ

@ CustomerHomePhone5Q

s @ CustomerNamesQ

®¥  DeleteArchiveMovieDQ

B Find duplicates for tbiMaviessQ

=5 Switchboard i = CustomerNamesQ

CustomerlD - FirstName -
E Deeter
2 Mary
A Timothy
5 Alpha
6 Sage
* (New)

LastName - FullMame - | LastMameFirst -
Poohbah Deeter Poohbah Poohbah, Deeter
Contrary Mary Contrary Contrary, Mary

Allen
Beta
Young

Timothy Allen Allen, Timothy
Alpha Beta Beta, Alpha
Sage Young Young, Sage



Database Objects: Forms
Forms put a pretty face on the Tables.
Whatever is typed into a Form is saved in the
Table that goes with the Form.

Forms can prompt Users to enter all of the
necessary information. In this example the
Customer Form includes a phone number
Field, which is required.

Forms can also include Command Buttons that
save the data, close the Form and return to the
Home screen.

Form Views: Form, Layout, Design

The Design View is a wonderful form editor
with rich tools. The Layout View is a quick
and efficient form editor. There are three
Ribbons in the Design View: Design, Arrange
and Format.

The Normal View shows the Form as a User
would see it when they are entering data. Each
Table may have a Form for data entry.

Keep going...

Microsoft Access: Sample Database Form

g i P s W

Warm ran

All Access Objects @ =

daern £ - & Front Row Video Ree cipt
Vb '

P v '

p— . :

¥ HIGHH5H1FED

=
Hadaty Peolion el Dett Setirers Slishe (200K

J Hitary Feofioe ared the Chamistr of Seonefs (000

r
bige il

Wl e S

sy Pooties wrad e Prinorer of At | Hs04

-‘JE.;.I

Haay Fomied Bra te (Robaet of Fing (3004

iy OIS e Tt iy HalGwrs. Pl 2 (2031

Beturen et

Bengrane, Mt &3] 16

All Access Objects

Zearch.
Tables

-8] Customers
-S| MovieRentedSubform

-S| Movies

MaovieSearch

MaovieSearchSubform

==
==
==
2] MoviesByRatingChart
==
==
=]

Receipt

Front Row Video Receipt Kl

Fhone Mumber 21065551212

Deeter Poohbah

Brighton, Ml 48116
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Database Objects: Reports

A Report can be anything you want to print. A
Report can be a little 2" receipt that is printed
and handed to the customer. A report can also
sort and group all of the movies that are
currently rented.

Report Views and Report Design Tools
There are four Report Views: Report, Print
Preview, Layout and Design View. The Report
Design Tools include: Design, Arrange,
Format and Page Setup.

Keep going...

Microsoft Access: Sample Database Report

All Access Objects

rptCwerdus

Front Row Video

BE % f [r——
Bl o oo oeasas  owias e Learch.
B B o ", Tables
= 3 e o v Quenes
All Access Objerts & = O teecnsed | M) oontwmes Q
" : Forms
::. Front Row Video REPI)I"IS
g .
: Customer Mame
: . Mavies by Genre
W e )
- - Maovies by Year
i W rptMovieRented-POS

rptReceipt-POS

Deeter Poohbah
123 Main Street

Brighton MI 45116
Our records indicate that the following movies are outstanding.
Please return them as soon as possible.

sunday, July 22, 2012

Harry Potter and the Chamber of Secrets ~ 3-Day Rental
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Microsoft Access: Sample Database Property Sheet

[ [ [y e it [ WA
Database Programming T B e et (I e | m Bl i
Every aspect of the Tables, Forms, Queries and vom | o g 22 AT o ' il et b . e
Reports can be programmed to make it easier to . _
enter data and print the results. £l Acoess Obyects ; e Property Shes

— . = |Front Row Video Recpipt S .
Command Buttons can be added to Forms and o) . 'g&l,‘;‘ e
Reports for quick steps (Save, Print, Add a 2 ' I — .

Record) or navigation. = — o

L]
Curd oo 11

Macros can automatically update Forms and e ; T Pro pe rt}" Sheet

Reports. Access uses Embedded Macros that are st Selection type: Combo Box
easy to program. Macros can pretty much i b H |
automate anything in Microsoft Access! - — i ) i CustomerPhoneCombo

‘-.’n'.-.ﬁlte.'rﬁci.‘;lli’\‘crm

W
—
Visual Basic for Applications (VBA) is the . Format| Data | Event | Other | Al
legacy code for Microsoft Office applications. Mame CustomerPhoneCombao
Control Source CustomerlD
Keep gOlng Format
Decimal Places Auto
Visible Yes
Datasheet Caption
Column Count 2
Column Widths 01"
Column Heads Mo
List Rows 16
List Width 1"
Separator Characters System Separator
Width 1.75"
Height 0.25"
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Database Relationships

The Tables in a database can be linked by key data. For
example, a receipt includes key data on who
(tbICustomers) bought (tbIReceipt) what (tbIMovies).

Beginning Access Teaches One-to-One
The beginning lessons show how to create and modify
Tables. One Table will be used for each Form.

Intermediate Access Teaches One-to-Many

The intermediate lessons teaches how to create one-to-
many relationships. In our little video store, one customer
may rent many movies. In Access, one-to-many is
captured with a Form and Subform.

Advanced Access Teaches Many-to-Many

In a good business, many customers would return many
times and rent many movies. The Advanced Access
lessons show how to create Search Forms and how to
analyze the data.

OK, that's enough for the introduction.
Let's get started with Microsoft Access.

Microsoft Access: Sample Database Relationships

El inTHiTR BATA  ELARAI
Pl = [ e ekl
5 Koo ]
\ w1
L e sl n
il i L A i B
sman
s
g wh o -

thiMovieRented

¥ MovieRentedID
ReceiptlD
CustomerlD
MovielD
DateRented

thlCustomers

CustomerlD
FirstMame
LastMame
Address
City

State
HomePhone
MaobilePhone
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Year
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Start -> Microsoft Access

:} Create a New Database

When you start Microsoft Access you will be greeted by
the Backstage and prompted to select a database.

The options include sample Templates as well as
database templates online through Office.com

1. Try It: Create a New, Blank Database
Select Blank desktop database.

Enter a File Name: FrontRowVideo Begin1
"Begin1" is for numbering the different versions as we
complete the lessons.

What Do You See? The new database will be saved to
your Documents folder. You can choose a different

Blank desktop database

folder if you wish. This Guide will refer to the default
location, the Documents folder. File Marme

|FrnntROWiden Begin1| | ‘
Click Create. Keep going...

ChUsers\eBeth' Documents),

]

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.1 Create a New Database
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Microsoft Access

- %] . . stontalons Do smanay Dhmstaned | 50118 ooy F0T . 3 ) ol gt . hecmt ¥ &
Hello, Access Database AT L I > e
All databases begin with the data. Data is Vo | e ot ey T i
saved in Tables. Microsoft Access 2013 opens ST famemng e - 2
a new, blank database with a Table. At Arcess Db % - 1=y
2. Try it: Review the Ribbons
The Access Ribbons, from left to right are:
File
Home
Create
External Data
Database Tools
E H s TABLE TOOLS
The Table Tools are available: Fields and HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FIELDS | TABLE
Table.. A new Table, Table1, is open.
" t =1 [} Date & Time Mame & Caption ]
What Do You See? On the left side of the hri/ﬂ,, AB 1 2 © | J
database is the Navigation Pane. The Vi <h Yes/No Default Value o
Navigation Pane is showing All Access I iew art Mumber Currency _ Delete _ - Modify M
Fiil Mare Fields - Field Size e Earn
Objects. Table1 is in the Tables. N Text Lookups Expri
Views Add & Delete Properties
Keep going... . - = et
All Access Obje... ® « || = Taviel \
1D ~ | Click to Add  ~
Search, 2
#* (Mew)
Tables o
EH Tablet

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.1 Create a New Database
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r, e Click to Add
E BE i A B Drtshana]: Dt -\ stont slbont) Doty Dhpnstorst | 20018 (hoowss J07 - 35011 e gt - Aeccoms ¥ a =
. . poaA  CRAR  (aTEeM BATA  DATRRN TOSIS | PEER | TAR [TRos= el & |
:} Click to Add a Field T —ur
A Table in Access looks like a spreadsheet in Ver | e Wt ey © e
Microsoft Excel. At the top there is a Header Row with = - g fomamny 3
the labels. The first Column in this Table is the ID, an " Ao i =
Autonumber, which we will discuss in a minute. You Taen - e -
can Click to Add a Field. S -
. . =1 Tablel
3. Try it: Click to Add a Field e erv e -
Go to Click to Add. = Lo 1D ~ | Click to Add  ~
Select a Field Type: Short Text L l::.y o = (New)| a8 Short Text
What Do You See? The Field Types are: 12 MNumber
Short Text A
Number Currency
Currency = .
Date & Time R Date & Time
Yes/No Yes/MNo
Lookup & Relationship . -
Rich Text E{l Lookup & Relationship
Long Text .
Attachment Aa Rich Text
Hyperlink AB
Calculated Field Long Text
Paste as Field @J Attachment
At the bottom of the list is Paste as Fields. & Hyperlink
Calculated Field r

Keep going...
Paste as Fields

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Add Fields to Tables
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Add the Text Fields

4. Try it: Edit the New Text Field
Select the Field Name: Field1

Go to Table Tools->Fields->Properties.
Click on Name and Caption.

Edit the Name: FirstName

Click OK.

Try This, Too: Add Another Text Field

There are several ways to add Fields to a Table.
The previous page used Click to Add. The next
Field will be added with the Table Tools.

Go to Table Tools->Fields.
Go to Add & Delete->Short Text.
Edit the Field Name: LastName

Keep going...

Thoughts to Consider: Should the Field names
include spaces? It is usually better to skip the
spaces in a Field name. When Microsoft Access
finds a Field name with spaces, the database will
alter the name with an underscore like this:

Last Name.

Table Tools->Fields->Add & Delete->Short Text

TR
Bl o o

be' | s 17 05 Sowesre
12 = M et Wk
Var | Dt Nt Cuvasiy Dutete
Tt .

InTiien) BATA  BATARK TOSRA | F T

I P 8 i
=

o - Feshers -

et

Chsta T Thoaed Tk

LN - Chck to 4SS - I

E d : TABLE TOOLS
FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TAELE
b{‘ AB 12 (=2 % Date & Time L[| Mame & Caption
- [+] Ves/No FL Default Value _
View Short Murnber Currency Delete | __ Modify |
- Text Fil More Fields - %ng Field Size (255 Lookups Ex
Views Add&DeIetE Properties
- ® Tablet \,
All Access Objects @ « || = Tablet \
|8} +  FirstName -~ LastName - Clickfi
Search.. ya
* (New)
Tables *
1 Tablel

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Change Field Captions
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Table Tools->Fields

gl | s P Vot bigen | Dot s [pcsamety oo Bgee” ot oot 200 0071444 e ¥ A W
Add a Couple of Records IR L T B ek
5. Try it: Add a New Record Vo |t ey DI SR T e
Go to Record 2 and Tab to the second column. - e T Fomstny v ok ) 5
Add the following: Al s Dbjects & | e T e
FirstName: Alpha Tabes * i e Ty
LastName: Beta o -
Try This, Too: Add Another Record
Enter the following in Record 3.
FirstName: Deeter
LastName: Poohbah
What Do You See? There should be a pencil @ E ©- v W DoUL A
on the Record Selector as you are entering FILE HOME  CREATE  EXTERNALDATA  DATABASETOOLS | FIELDS | TABLE
data. When you go to the next record, your
data will be saved automatically and the pencil o = fFh Date & Time LI Marme & Caption
will be gone. h/ AB 12 © :
- [+] Yes/No T Default Value :
. View Short Mumber Currency Delete | _ Modify
Please keep going... E - Text Eil More Fields ~ ey Field Size |255 Lookups E
Views Add & Delete Properties
: = Table1 ',
All Access Objects @ « = -
1D =  FirstName - LastName - Clfic
Searchi ye
1 Alpha Beta
Tables -3
= W 2 Deeter Poohbah
Tablel
anie * (Mew)

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Record: Add New Records
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N Home ->Records->Delete
(-]
8 H g a Vepralomt o agen | [natabnat et sibere D ool g™ g oo 0T 8 ] by R, P = & ¥
Delete a Record ?;“12':; ::;m::u. m:::‘::n:\.mn dniri -unl : . } Titern bty l
You can use the Record Selector to delete @ = st sy T 770 T e
record from a table. e e amimea o e s 6
:.,.:1”;‘“ Obgects @ : E '°"‘ﬁ e T
6. Try it: Delete a Record e 3. T
Select Record 1, the sample customer named S
Alpha Beta.
The row will be highlighted blue, the same as it
would be in Microsoft Excel. T3 Tablet x
Go to Home ->Records->Delete. ID - FirstMame - LastMame - ClickioAdd -
Note: You can also click Delete on your
keyboard if you wish. = 1 Alpha BE‘tahb .
2 Deeter Poohba
What Do You See? A database has only one * (New)

job: Save the data. A database is supposed to
keep the data. You will be prompted to confirm
whether you really wanted to delete this
record.

Click Yes. Record 1 will be permanently
deleted from this Table.

Keep going... You are about to delete 1 record(s).

If you click Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Memo to Self: There is NO undo after you
click Yes to delete a record!

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Record: Delete Records

Microsoft Access 2013 Beginning Page 40 of 289



=
4
3

Ta

M File ->Save
B i [ T p—— [ TAT, SE— ey B ol lecvna, FO0C - 20°] e l
Save the Table I T e |
So far so good. You can add and delete data ou | et Wt ey © O o ; T e
in this little Table. It is always a good idea to = —— s = 7
save things that work. AN Access Uigedts ® e e T AR
— = §twtar Posriar,
— - [Hew]

7. Try it: Save the Table

Go to File->Save.

You will be prompted by a Save As box.
Enter a Table Name: tbiICustomers
Click OK.

Table Mame:
thlCustomers

The tab at the top of the Table1 should say
tblICustomers, now.

Memo to Self: One key to working with
databases is naming objects consistently. The
Tables, Forms, Queries and Reports should be
named according to the object they use. For
example, tblICustomers has customer data, not
movie data.

T4 tbiCustomers \

1D - | FirstMName -~ | LastName - |Click toAdd -
EDeeter Poohbah
* (New)

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Save a Table
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Table Tools ->Fields->Add & Delete->Short Text

=
4
3

B E % i Al Topnahaetes Bigen | Datshasa st alben Dhceamasnty sorel¥cban Wy o0 il Yot vt 2007 - 200 ] g oo v A =
Edit the Table W | o 12 B Ve f (Bt gl e
This Table will be designed for customer Vo |t Wty 1 e S "
information. The demographic data will include haah b _ e fomamey - 1
name, address and phone number. Al s Obgects @ [ s TG T T B T v (S ™
" . |brw]

1. Try it: Add More Text Fields

Go to Table Tools ->Fields->Add & Delete
Click on Short Text.

Edit the Name: Address1.

Please add the following Short Text fields:
City

State

Zip

Keep going...

| = tbiCustomers

D - | FirstName - | LastName - | Addressl - City = State = 2ip|
2 Deeter Poohbah
* (Mew)

Exam 77-424: Microsoft Access 2013
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Table Tools ->Fields->Add & Delete->More Fields

=] I Trmnahast ot Bigen | Db i atbons! Dot e ¥iaben e’ 52l oot vms 3007 - 3071 b

Fields: Number or Text? T T g
When you add a Field for the customer's phone Ve b ot ey D e
number you may be tempted to add a Number 34 e by . ‘
Field. Indeed, there are many Number Formats R i T R B T I T
(Currency, Percent, Decimals). But, a phone Tabien
number is really a Text Field: it uses punctuation -
to separate the Area Code from the number. For Mo
example: (810) 555-1212, where (810) is the Area > L—q 5 .
Code. Can a Text Field be formatted for phone | b{ AB 1 2 = L_é' Date & Time
numbers? | = Yes/Mo

. View Short Murmber Currency _ Delete
2. Try it: Find More Fields { Text B More Fields
Go to Table Tools ->Fields->Add & Delete. 1 Views Add & | Basic Types

Go to More Fields.

All Access Objects & Aa Rich Text
What Do You See? The list includes:

]  Attachment
Basic Types Search. [l Attachmen
Number Tables & Hyperlink
Date and Time |
Yes/No EH tbiCustomers AB  Long Text
Quick Start £, Lookup & Relationship
Try This, Too: Add the Phone Fields Mumber
Go to Quick Start-> Phone.

12 General
Keep going...

P going 2 Currency
e Euro
12 Fixed

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Add Fields to Tables
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Table Tools ->Fields->Add & Delete->More Fields->Quick Start->Phone

L . ar Fepnrhoatoes g | [t i ot Dty oo Wabes W il Hhec vt 0T - 301 g g ¥ a =
More Fields: Phone Numbers "% == <o conor s o = e e ey |
3. What Do You See? The Quick Start added four v s st 777 i 2700 S e
new Fields for the customer's phone: - fmating v e 3
Business Phone ::“'l-"" Obyects ® ;_| y ;.m:u:.- Addesud - Oty - dtms -] Bp - ButeewMhons - soms Phone - Aobils Phoss - Fln Mumber - ol o ASY -
Home Phone Tatin o [ rochos
Mobile Phone o
Fax Number

Design Consideration: What is the purpose of
collecting this data? In our Front Row Video store,
a clerk can use the phone number to look up a
customer. How many phone numbers are
needed? And, how many numbers are your
customers willing to share?

Keep going...

Zip -~ | Business Phone ~ | Home Phone -

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Add Fields to Tables (Phone Fields)
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7‘,,',:"’ Table Tools ->Fields->Add & Delete->Delete
3K i i b [ SR S —— PR V—— pur¥iies B ol s, 2000 - 2000 & .
Fields: Delete a Field Y L T e W s - = R
A database has only one job: keep the data. Ver |t et ey T e 2T ey o e
Microsoft Access is very emphatic when you . Fose vanmee 4
delete something. So, you will see some in-your- P ACCRSSOROIS ™ " | me -t ] Gy <] e <] Be - e iens - e e e vacns - I ik oA -
face screens when you delete a Field. - S

4. Try it: Delete A Field

Select a Field: Fax Number.

Go to Table Tools ->Fields->Add & Delete.
Click on Delete.

Do you want to permanently delete the selected field(s) and all the data in the field(s)?

What Do You See? Access will prompt you that

deleting a Field is permanent: no Undo. To permanently delete the field(s), click Yes.

Click Yes to delete the Field.

Try This, Too: Delete Another Field

Select a Field: Business Phone

Go to Table Tools ->Fields->Add & Delete.
Click on Delete.

Click Yes to delete the Field.

Keep going...

Zip Business Phone -~ Home Phone - | Mobile Phone -

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Delete Fields
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J",,v:" Table Tools ->Fields->Field Validation->Required
g e TN WE | Tenthoaties Begen ] - Ditubans- - iiventalbentADocumantdl s Welen e ¢ e o, 200 - 200 e A .
Field Properties: Required iy 12 @ Bt @ [Bvbiomm 08 o G [ e R
Validation means the the right data is in the Vow |t e ey e 2 oty sy T e
right place. In Front Row Video, the o had b femrea s - 5
customer's phone number is essential to our PLACCERS OISR = " 1 e < e | Al < Gy ] e Be - ENER] vebse prone - 0 AR -

business. You can use the Table Tools to
make a Field Required.

5. Try it: Review the Data Validation
Go to Table Tools ->Fields and review the
Field Validation. The options include:

y Do you want to keep testing with the new setting?
"% % *Tokeep the new setting and continue testing, click Yes.

Required

Unique *To revert to the old setting and continue testing, click Mo.
Indexed *To stop testing, click Cancel.

Validation

I | Mo | ‘ Cancel |

Try This: Make a Field Required
Select a Field: Home Phone

Go to Table Tools ->Fields. Data T)rp.e |5h ort Text - Requ”.ed =
Go to Field Validation->Required. -
Farmat: Formatting | Unigue
. i Validation
What Do You See? Selecting Required T o5 0 | Shoa [ Indexed .
changes the Field Property. Microsoft Access
Formatting Field Walidation

will prompt you to confirm, again.

Pl lick on Yes.
ease click on Yes ,l State vl Zip - _

Keep going...

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Add Validation Rules to Fields (Required)
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Tak, . . o o
7‘.‘, > Table Tools ->Fields->Field Validation->Validation
E 3 H % : a Vomnaioa'ago. Bigen| - Dt vt alfons [iecsamesnt f omeisr¥icbes Weagee” e rlh eci vsa 0T - 3071 4 Mg, ¥ s n
:} Test the Field Validation s i i o B R
Adding Fields and changing the Table Field om |t b Gy DO e 2 "
Properties changes everything in a database. = BT - pumcieg —— 6
:::\r:\-“"—.;"."I-u:-’\ 1: ﬁ - PemtMams - antMeme - Addesud - oty - Suee - ™ - Moms Fhons - Mobils Phons - Clchigddd -
- ~ 2 Ceete Fochbak 11 e Sereat Begbton ] A daraihl
So, does it work? The only way you can tell if it T mecurnes o

worked is to try it. Pretend you are a User, not the
Programmer, and add some data.

6. Try it: Test the Field Validation
tblCustomers is still open.

Selectan ID: 2

Enter Address1: 123 Main Street
Enter the City: Brighton

Enter the State: Ml

Enter the Zip: 48116

Enter the Home Phone: 8105551212.
So far, so good.

Keep going...

= tthustomersH"'-._

ID - | FirstMame - | LastMame - | Addressl - City - State - Zip -~  Home Phone - l
¥ 2 Deeter Pochbah 123 Main Street Brighton M 48116 810551212]
* (Mew)

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
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Test the Validation

7. Try This: Add an Incomplete Record.
This will be a test of what happens when a User
does NOT add a phone number.

Create a new record. Click on (New).
Enter the First Name: Mary.

Enter the Last Name: Contrary.
Enter Address1: 24 EIm Street.
Enter the City: Pinckney

Enter the State: Ml

Enter the Zip: 48169

Do NOT enter the Home Phone.

Click the pencil on the Record Selector to Save
the new customer information.

What Do You See? Microsoft Access will prompt
you to enter a value in the HomePhone Field, the
one that is Required.

Table Tools ->Fields->Field Validation->Validation

BE S = SB Yoot [ ———— e et Dot et e 2 il eccess, 2000 - 200 e b -
B s o G pascivoss || T P—
b | 17 O B ke B P I ot 1 o . i _ Cvts Typen Dt Tkt FR— =
| Vew'Tn - o D Water d i =

Her | ek b Gty = i x X X & st e,

" Tt P Mhire Pl ¢ P e 19 i *

= T -

All Access Objects @ = || 1 s

— - 0 - FenMess - Lnthews - Addeend - oy - Ry - by - Hoems Fhons - Mobils hoss - Clchtoddd -

I = % 3 CeEte Poohbah 120 e dereet Beghtoa L] ak1d [ =Y

sl * 3y Costrary  MDmSres Geeny M wm

T — - N |

.‘V e raa
o .y

,ii You must enter a value in the ‘tbhlCustomers.HomePhone’ field.

OK | | Help

Enter the Hone Phone: 7345551212, | — Do\
nter the Hone Phone: . >
Save the record. ID - | FirstName - LastName -  Addressl - City - State - Zip ~ | Home Phone -
That's good enough. 2 Deeter Poohbah 123 Main Street Brighton Al 48116 810551212
# 3 Mary Contrary 24 Elm Street  Pinckney Ml 48163
*  (New)

Exam 77-424: Microsoft Access 2013
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Data, Data, Data

The purpose of a database is to keep
the data. The database has only one job:
the data, the data, the data.

As we saw a few pages back, if you delete
any record, the database will ask you to
confirm. If you change or modify a Table
Field, you will be prompted to save your
changes.

Data Validation is one method worth
considering when you design Tables.

This is a good start to understanding
Tables. But, it is just the beginning.

Home ->Records->Delete

B T ow g HOolnch Vemntiostiaiog. Bagen | - Distulana vt alfon® [igecmesot'  omeapaWiabes Bape 0 ot oot TO0T - 061y Mg, T = & X
B o coun oo eusvoos | R | e —
b a8 17 D Bombrm () 1 P 80 i = fy = vy
¥ Tewten i . g =
L e . & - i o
- Tk = Wy Foplin ¢ - =
o Asidbwe g e -
Al Access Objects = |2 v
- - -] « Fevihiess - Unthews - OF oA
—— N 1 Al et
— 2 Dwtar Prohissh

=] Tablet \

ID - FirstName - LastName - ClicktoAdd -
1 Alpha Beta
2 Deeter Poohbah

(New)

You are about to delete 1 record(s).

If you click Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Records: Delete Records
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BES ' v TrantratYuies Beger] - Detmhans- C/ibventalbett vt sl ales e ac it Yhcomms 2007 - 2000 latoem. T a =
I oo cnan (e taTe DATAR YOO | P | TR st it + Y
be|a 12 QR Boeat= i | Bnmsione ey - —
Summary AR -
This lesson focused on creating and modifying =7 T U e i e e i
a simple customer table, tbiICustomers. In the = . T Cominey  HDatet  Swdiry M e T
next two lessons we will look at options for -
managing data.
Well, you done good.
You can get two cookies if you wish!
| s SIINTERS
Ed ©- : TABLE TOOLS FrontRowVideo Fas
FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE
h‘/ AB 12 =2 % Date & Time L)(J Mame & Caption P(:'I.‘ i:]lJ-|
! [+] Yes/No 1 Default Value . v
View Short Murmber Currency _ Delete | _ _ Modify Meodify Memo
- Text Fil More Fields ~ €oy Field Size | 233 Lookups Expression Settings
Views Add & Delete Properties
9 §| All Access Objects @ « || 3 toicustomers |
g ID - FirstMame - | LastName - Addressl -~ City

Sarch, ye
2 Deeter Poohbah 123 Main Street Brighton

Tables # . anoB Jarn
: 3 Mary Contrary 24 Elm Street  Pinckney
EH thiCustomers
#* (Mew) e
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Practice Activities

Lesson 2: Hello, Microsoft Access

T

ry This: Do the following steps

1. Open a new blank database. Name the database Brown Bag Lunch EAN database, where EAN is your initials.

2

. Add the following Short Text Fields. Do NOT include spaces.

Company

F

irstName

LastName
Address
City

State

Zip

Phone

3

. Add a new Record with the following information:

Computer Zone, Jennifer Whittly, 987 Pontiac Trail, Wixom, Ml, 48939, 248-555-9854

4. Add these additional records:
Company FirstName LastName  Address City State Zip Phone
Bright Futures Academy Consuelo Justice 123 Grand River Ave  Novi Mi 48734 248-555-3913
Rhino Paper Printing Dwain Coffey 5575 Michigan Ave Novi MI 48734 313-555-6589
Travel Pal Stefan Alonzo 1237 Main Street Milford Ml 48380 810-555-9172
Pixel Butter Web Design Valerie Carter 3211 Eight Mile Road  Novi Mi 48734 248-555-6878

5. Use Data Validation to mark the Phone Number field as Required

6. Add the following record to test the Data Validation: Pest People, Andrew, June, 1258 Grand River Ave, Milford, MI, 48380

7. Add the following phone number for Pest People: 248-555-6882

8. Delete the Record for Travel Pal.

9. Save the Table as tbiICustomers. Close the Brown Bag Lunch EAN database, where EAN is your initials.
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Test Yourself

1. Which of the following is true about Access
databases? (Give all correct answers.)

A. Access databases save the information in
Tables

B. Data entry Forms, Queries, and Reports all
use the information stored in Tables

C. Databases record a one-to-many
relationship

Tip: Beginning Access, page 29, 34

2. Which are Field options?
(Give all correct answers.)

A. Short Text

B. Numbers

C. Date/ Time

D. Yes/ No

Tip: Beginning Access, page 29

3. Which of the following are Access database
Objects?

(Give all correct answers.)

A. Spreadsheet

B. Table

C. Reports

D. Queries

E. Forms

Tip: Beginning Access, page 29

4. Which of the following is true about
Queries? (Give all correct answers.)

A. Select Queries show records that match the
criteria

B. Action Queries show records that match the
criteria

C. Select Queries change or update data

D. Action Queries change or update data

E. None of the above

Tip: Beginning Access, page 30

5. Each Table may have a Form for data entry.
A. True

B. False

Tip: Beginning Access, page 31

6. What is displayed in the Navigation Pane?
(Give all correct answers.)

A. All Access Objects

B. The last Access Obijects created

C. Objects formatted with a particular Theme
D. Text formatted with a Heading Styles

Tip: Beginning Access, page 36

Microsoft Access 2013 Beginning Page 52 of 289

7. Which is true about Field Names?

A. ltis not possible to have a space in a Field Name
B. Access with change spaces to an underscore
(such as First_Name)

C. Access will remove any spaces (changing First
Name to FirstName) automatically

D. Access allows spaces and doesn't change them
Tip: Beginning Access, page 38

8. Which type of Field is a Phone Number Field?

A. Numerical field just for phone numbers, allows only
numbers and provides the dashes

B. A Short Text field that includes text (humbers) and
punctuation

C. A generic field with no special meaning

Tip: Beginning Access, page 43




Access 2013: Working with Data

Table Design

Beginning Access Objectives P ——

In this lesson, you will learn how to: Els € ™= | M
Wew Py Tk bt R Wty o, Crmbe e Ry

1. Use the Table Design View to edit Field Properties. ... ™ - g Seryilf-ovurd
Wl Access Objiects @ = || S s

2. Edit the Field Properties and add a Default Value. e C —————— Eeta Ty

e I - it Ta
A Short Tawd
thort Tewt
et Taat
Waint Twl

3. Add an Input Mask to a Text Field: format the
Phone Number to include placeholders.

4. Review the purpose of the Primary Key.
5. Rename the Primary Key.

ot Tewd
Short Tewi
Aot Taan

= -
] thiCustomers \

s Field Name | Data Type
~:~_E CustomerlD AutoMumber
. FirstMame Short Text
LastMame Short Text
Address1 Short Text
City Short Text
State Short Text
Zip Short Text
© 2014 Comma Productions, LLC HomePhone Short Text
MobilePhone Short Text
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L' Lesson 3: Table Design

=
4
3

Ong
Table Tools-> Fields
1. Readings b/‘ 2% Cut 7l Ascending T Selection - [ I = New 2 Totals
- - |
Read Lesson 3 in the Beginning Access s . 7 . T il H aBg -
guide, page 53-72. : E® Copy . il Descending |- Advanced ~ A SAVE v Spelling
’ View Paste Filter Refresh
- Format Painter Remove Sort ToggleFilter | py~ X Delete ~ = More -
Project
Create and modify the Customer Table by Hiews 1 Spbcard RN Hecoras
adding new Fields in Design View.
Table Tools-> Design
Downloads
tbIMovies.xlsx D ? El—_.1_—| = Insert Rows —\‘: = F H=||
FrontRowVideo Begin3.accdb - g 2% Delete Rows —I = ) —L]
Brown Balq Lunch ver3.accdb View | Primary Builder Test Validation J'_| _ Property Indexes | Create Data Rename/
tunCE;gq: - Key Rules g Maodify Lookups Sheet Macros = Delete Macro
ez i Views Tools Show/Hide | Field, Record & Table Events
Lunch3.qif 2 3
Lunch4.qif _J _J
) Menu Maps
2. Practice From the Home Ribbon.
Complete the Practice Activity on page 73. 1. Home ->Views->View->Design View, page 57
3. Assessment From the Table Tools-> Design Ribbon.
Review the Test questions on page 74. 2. Table Tools->Design, page 59

3. Design->Tools->Primary Key, page 68

Of The Teaf

#1 Mnbmated Fibm
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Tables and Table Design

Everything in Microsoft Access has several Views. Each object (Table, Form, or Report) has a View that displays the object as a User would
see it. For Tables, this is the Datasheet View. For Forms, it is the Form View, and for Reports, it is Print Preview.

In the first lesson, we created a simple customer table in Datasheet View. We used the Table Tools to add Fields to the Table. So far, so
good. All objects in Access also have a Design View. The Design View is how a programmer sees the objects. For Tables, Design View lets
the programmer define what data will be saved in a Table and how the information will be formatted.

Microsoft Access: Example of a Table

@ E a5 2 = TABLE TOOLS
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TAELE

b/‘ 2% Cut Y %l Ascending Y Selection ~ ’7 == Mew
o

EI% Co Z.L Descendin 7= Advanced - H save
View | Paste . T Filter 9 efresh
* Format Painter z.# Remove Sort T Toggle Filter All - x D=

-

Views Clipboard P Sort & Filter
All Access Objects @ « || 3 ticustomers\
earch ye 1D + | FirstName -~
.
Tabi 2 Deeter
ables 3
3 Mary
% tblCustomers a Timothy
N 5 Alpha
* (New)
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7'0.\-. . .
One Start -> Microsoft Office Access
:’ Before You Begin R ke | Han D | 3 e o | gy e s =
This lesson uses the database that was created in the s - e T A i s arn
previous lesson, FrontRowVideo Veri.accdb. Youcan -
continue with the database that you saved or download """ "1 i s et G e o Ge e e e e G
the sample database at the beginning of this lesson if o e g ————
you wish. B S
Before You Begin: Open the Sample Database
Go to Start -> Microsoft Access.
Access will prompt you to open a database.
If you have been following with these lessons you can
continue with the database you have been
programming. Otherwise, please open the sample:
FrontRowVideo Begin3.accdb.
What Do You See? This database has one Table, . =y tbl[ustcumers.-
tbICustomers. All Access Ob_JE‘CtS T« - -
earch o IDD - FirstName ~ | LastName -~ I
crlE
Double-click tbICustomers. The Table will open in N E Deeter Foohbah
Datasheet View. There should be two records. Tables & 3 Mary Contrary
j thlCustomers * {NEW}

Keep going...

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Open a Table
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Opg Home ->Views->View->Design View
@ e el T Tepnrhoat v Bgen] Ditsbama 12ty slbors! Dhoersamatety o ahen e 25 g hotims 2000 007 iy Ao, T = "'.x
Table: Datasheet View e ey [ T T Y T —

5 Loy I

So far, we have been working with the Table in W | e e o
Datasheet View. The Datasheet View looks like a

o =

T L]
[ae—y & > [
a- * e =
e . Lot i e

i T

Sies W T W AW -

st Famamang

1

spreadsheet. Many of the Table options are similar b(,::'h b5 = e ey e o O
to the ones in Microsoft Excel. i . P —— T
There are two Table Tools in the Datasheet View:
Fields and Table. There is another Table Tool
Ribbon in the Design View.
1. Try it: Change the View
Go to Home ->Views->View. FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS
Select a View: Design View. oy X cut %l Ascending Y: Selection - @
Keep going... ! ER Copy ﬁ %l Descending "] Advanced -
View Paste Filter Refresh
- ¥ Format Painter Z# Remove Sort 'Y Toggle Filter All =

P

Sort & Filter

% Datasheet View
)

= «
B/ Design View L
[ 2

E tblCustomers

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Datasheet View
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r‘ﬁ'e . . . .
Opg Home ->Views->View->Design View

[ T} re et ¥len Baped: Gushass- CA\Uarvualosh D smament antows¥iaies. Beygiel.accels (s com 2087 - 2015 e A x
Hello, Design View! PE &t B & & 5 m e
2. Try it: Review the Design Ribbon Vo | B e tervatn DT e Bt G e '““'"*".»,.;Zgln
The Design View displays the Table Fields as : - smres Bl 2
a List. The list includes the Field Name, Data Al Acess QBRI ™~ | e e STy Goumpton Gpesand Shee *
Type, and Description. T . P T S ——

' ey P | = thiCustomers ',
There are twelve Data Types including: Short " :3;::: FieIdIName Data Tvoe
Text, Long Text, Date/Time, Currency, mometions et o @ e
AutoNumber, Yes/No, OLE Object, Hyperlink, ) AutoNumber
Atltachment, Calculated and the Lookup FirstMName Short Text
Wizard. — LastName Short Text
The Design Tools are: ?;j" - Address1 Short Text
Views monst T Dy City Short Text
gEO'S/H,d State Short Text
ow/Hide .
Field, Record & Table Events Zip Short Text
Relationships HomePhone Short Text
MobilePhone Short Text
What Else Do You See? When you select a
Field Name from the list on the top, Access will
show the General Field Properties on the
& =
Keep going... D ? [E = Insert Rows = = _Tl |-|=”—|'
me- 2 Delete Rows - - e

View | Primary Euilder Test Validation

- Key Rules |-__'-C-|J, Modify Lookups

Views Tools

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Design View
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Field Properties

3. Try it: Review the Field Properties

Select a Field: HomePhone.

Look at the General Field Properties listed on the
bottom of the Table.

What Do You See? The Design View has a
robust set of Field Properties:
Field Size

Format

Input Mask

Caption

Default Value

Validation Rule

Validation Text

Required

Allow Zero Length

Indexed

Unicode Compression

IME Mode

IME Sentence Mode

Smart Tags

Text Align

What Else Else You See? The HomePhone is a
Short Text Field. It is Required.

Goon...

Table Tools->Design

geE

[ R A

? R S
ol = L
irw Py Tk Wlhalion
oy P [T -
" T [Rm—
Al Acoess Objects ® = |2
aen.
1
o Tl Kame
s Aaane
Addrent
any
wate

LI

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Design View

Tredd M

Froperty ity CovsirDin Brmary Boisborabge gt
Taart oy -

o Type

Dk Vscos Dirgaradara o

Rl

Waiwd Tawl
Tt Tawt
thort Tewt
Wt Téal
Waint Tawl]
et Tawl
Short Tawt
Ahort Tewn

[Eep e

General |Lopokup

Field 5ize

Format

Input Mask
Caption

Default Yalue
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Text Align
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One Table Tools->Design
B ES i ST T T TSR SR T SRR S TR p—

Edit the Field Properties N s T H = B @ B
Many of the Field Properties are simple... and = Poter T P o ot i
they make sense. Say the Front Row Video : oo | e L B Srmnaas
store was located in Michigan. How many Al Access Ot = st Sengean iy
customers are going to drive in from Texas or = o B e T
California? ’ ey i
You can edit the Field Properties for the State f::m E}:
Field so that it automatically fills in "MI" by .
default. There are only two letters in the
abbreviation for the State. You can make the e
Field Size smaller as well. i
4. Try it: Edit the Field Properties S
Select a Field: State an - General |Lpokup

i Field Size
Edit the following Field Properties: Format
Field Size: 2 Input Mask
Default Value: Ml Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Text Align

What Do You See? Microsoft Access will add
the quote marks ("MI") as needed.

Keep going...

Exam 77-424: Microsoft Access 2013
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o::“ Table Tools->Design->Tools->Builder->Input Mask Wizard

E ﬂl e i Agai FOsind s - b FLESEEFINY PR P o L b i - A l

:} Field Properties: Input Mask T b o e s = o B e

An Input Mask helps Users fill in the right numbers. For o T ot o el rn-mﬁ;:?;ﬁ
example, you can use an Input Mask to show the places for - ; W T = ) 5 -
the Area Code and phone number. There is an Input Mask " “osstimss 0 e winnes ponal Froperty .
Wizard that walks through the steps to select a formatand 3 = it e
write the code. . Fad S Y

5. Try it: Find the Input Mask Wizard
The HomePhone Field is selected.
Select a Property: Input Mask. Which input mask matches how you want data to look?
Click on the three-dot Builder that is now available on the
right side. This will launch the Wizard. You may be asked to
Save the Table and confirm that the Field size changed. ‘ To see how a selected mask works, use the Try It box.

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

General Lookup

Input Mask: Data Look:
::'Eld I5:‘_'2'E = Phone Mumber
orma Social Security Number 831-86-7180
Input Mask | Zip Code 98052-6399
Caption Home Phone Extension 63215
Password FEEETEE
What Do You See? The Wizard has several templates Long Time 1:12:00 PM
including Phone Number, Social Security Number, Zip
Code. Extension, Password, Time and Dates. Try It: I[ Y -

Try This, Too: Add an Input Mask
Select an Input Mask: Phone Number. -
Click Next. Keep going... Edit List Cancel

Exam 77-424: Microsoft Access 2013
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Table Tools->Design->Tools->Builder->Input Mask Wizard

o H, . T Taal FOOEE A somia oo B ; Dutatet (4 Loyl [ wwmnnt S spntliowudes Bagen] mroi Ui cow 2087 - 391} by Spvwmaard - R "
Input Mask: Placeholders T e T = SR
The Input Mask Wizard will prompt you to Vo [Py it e Gt e s :-3-"-_
select a Placeholder. Placeholders help Users = oo thmtete | bma brcesah Vit rabmna - 6
Al Arcess Objects ® = | R — Froperty Sheet X ‘

by offering something visual that reminds them  "* o ek B Tre Bevcryecn [Optm] Progerty Sheet
how many characters they need to enter. The =~ e A et =
default Placeholder is a dash. You can choose

an asterisk or an underline if you wish.

6. Try it: Select a Placeholder
Select a Placeholder: Underscore.
Click Next.

Do you want to change the input mask?

Input Mask Name: Phone Mumber
Input Mask: 1(339) 000-0000

Keep going...

What placeholder character do you want the field to display?
Placeholders are replaced as you enter data into the field.

Placeholder character: I:EI

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
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T
onre Table Tools->Design->Tools->Builder->Input Mask Wizard
[ W5 #a Tl ROOEE Mspaeawwass Bapad : Dutshast R NSRS Sy S - . i .
Input Mask: Store the Data RN R I S e
Now, the Wizard will ask if you would like to save vee ottt T g Gt bt bt St
(store) the data in tblCustomers with or without the . MY Rovrifyroymned s ) 7
symbols in the mask. e ; e — i — = z) Progerty Sheet
'5“" - l“nﬂt’r- ‘u:-um ol
This is a challenging question that the Computer sty oy, :*.“““:.:‘.'.‘,.““' -
Mama has struggled with in many database designs. =
Saving the symbols makes the data look like phone =
numbers in tbICustomers.
How do you want to store the data?
However, symbols make it difficult to Iook_up a — (™) With the symbols in the mask, like this:
phone number because you have to type it exactly, et
with the parentheses and all that. -E'_u- (855) 3370775
ierkers® : . 2
The default programming is to store the data without praar. @?mth the symbols in the mask, lie this:
the symbols. e 04873813

7. Try it: Store the Data
Select the Default Option: Without the symbols.
Click Next.

Keep going...

Cancel ||<§ack || Next > || Finish

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Use Input Masks

Microsoft Access 2013 Beginning Page 63 of 289



=
4
3

T
o::& Table Tools->Design->Tools->Builder->Input Mask Wizard
g N At RO —— — "
Input Mask Wizard: Finish E.‘" T e R T D e B e
8. Try it: Finish the Input Mask Wizard vou o Tt oy i Gttt St
The Input Mask Wizard displays a checkered : L Srusear - E 8
flag on the final step. et : ——— e == 2| Progerty Sheet )
Ep— = s —
Click Finish. The Wizard will close. Aservul o, e——

Please turn the page to review the results.

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

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
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o:,:’ Home ->Views->View->Datasheet View

LG she¥ides Baged; Dutshass- AL Do rmemat T vanthouties Begenl ol

®

Review the Input Mask Code
The Wizard created the Input Mask code:
\(999") "000\-000;;

=
4
3

Dascrigmoe. | Optionad|

Save the Table epe— | S b
All programming needs to be tested. Right now, el
the Customer Table is in Design View. This is "
how a programmer sees the Table Properties. ereseces

When you are ready to test the Table, you will
need to Save your changes and return to the
Datasheet View.

Before You Leave: Save the Table
Go to File->Save.
General |Lookup

9. Try it: Return to the Datasheet View Field Size 255
Go to Home ->Views->View. Format
Click on Datasheet View. - STORY %p Input Mask 9997 "000\-0000;:_

Caption Home Phone

Keep going, there is one more step... ‘ a Py o> Default Value
- i Validation Rule
| . Validation Text
i Required Yes
‘\ Allow Zero Length Mo
= _ g Indexed Mo
-y

Unicode Compression Yes

ansmated Pl OF The Yoar IME Mode Mo Control
s ; IME Sentence Mode Phrase Predict
Text Align General

Exam 77-424: Microsoft Access 2013
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Test the Input Mask

Try it: Test the Input Mask

Create a new record. Click on (New).
Enter the First Name: Timothy

Enter the Last Name: Allen

Enter Address1: 789 Second Street
Enter the City: Ann Arbor

Enter the State: Ml

Enter the Zip: 48103

Enter the Home Phone: 3135551212

Click the pencil on the Record Selector to
Save the new customer information.

What Do You See? The Home Phone Field

displayed the Placeholders as the numbers
were typed.

That worked.

Home ->Views->View->Datasheet View

e i Al O Femoaliontotvs: Bagen] Distmbams
I oo cean oeestats Bl Tt BB Tami

b’ K. ok ....._,, ‘!'uh.w Sy e 21-@. H ta Bapler
ol ek Lo rsen - canetll -l ng Lt

e [
= - FUmMenE - LEnMEnE - AGeUl - Oy
2 Cweted Fochbad 120 e s Bnghoon
Takden
3 3 My Contreey M et Pichnay
£ & Temaiti b R el Ao e Rt
* (N

All Access Objects @ =)

P &

et alors Dt e s By o S F0T Y |4 Lo,

==z thICustomers"-.k
1D + | FirstMame
2 Deeter
3 Mary
N 4 Timothy
#* (MNew)

+  LastName =~ Addressl - City

Poohbah 123 Main Stree Brighton
Contrary 24 Elm Street  Pinckney
Allen 789 Second 5tn Ann Arbor
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One Home ->Views->View->Datasheet View
BEH% 0 ar Vipnbonaars bagen] Ditshans 1L bt slbon®’ Dicsgmetnt ) lrw'cies oo a1 eccrms B0 007 14 boam, ¢ a x
. A I oo cean Geestats  Balad Vot P Tami Vs it + JY
Wanted: Unique Records N M ae |} Haie B | [ e Toes | g e [T o
In the previous lesson we created a new customer named - — = el Ll Lo Rl FET TV @ |-
Alpha Beta. This customer had ID number 1. During our = towe : 1
practice, we deleted the customer named Alpha Beta. O.0 [ " W0sr T i e e e e -
= ey Geiwy  WOatwed mden W v
e anmeay A MeEmssmAmAve 8 we  (mmmeun
1. Try it: Enter the Customer, Again 3 o 12 P s W Towm W8 i 113

]

tblCustomers is open in Datasheet View.
Create a new record. Click on (New).
Enter the First Name: Alpha

Enter the Last Name: Beta

Enter Address1: 123 Practice Street
Enter the City: MyTown B s
Enter the State: Ml ) T@Y
Enter the Zip: 48103 ony A NBFscony
Enter the Home Phone: 8102313211 il

What Do You See? The new record has ID 5.
It did not get ID 1 again.

Why?

== thiCustomers ),
ID - | FirstName - LastName - | Addressl -~ City - State - Zip -~  Home Phont -
2 Deeter Poohbah 123 Main Stree Brighton M 48116 (810) 555-1212
3 Mary Contrary 24 Elm Street  Pinckney M 48169 (734) 555-1212
4 Timothy Allen 789 Second Stri Ann Arbor M 48103 (313) 555-1212
£ 5 Alpha Beta 123 Practice St MyTown Ml 48103 (810) 231-3211
* (Mew) I
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r‘ﬁ'e . . . .
Opg Home ->Views->View->Design View
@ mtharWchen Bnd: Dottt £ Larv\lbs g ot magiiVidin. Bagen]. ool U vows 208 - 2811 Vi &
Look For Clues in the Design =% S\ @ b B2 M| aE
2. Try it: Return to the Design View oWt T e Gt ,,am.if

Go to Home ->Views->View.
Select a View: Design View.

Try This, Too: Find the Primary Key ' e .

Select a Field: ID

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS
What Do You See? The ID Field is different

fredd e Curts e DT | Optenad |

ity et Tewt
Uate Wrain® Tl
ot Tawd

from the Text Fields we have been editing. D v [E €= Insert Rows

This is the Primary Key. The Primary Key View | Primary Builder Test Validation
uniquely identifies each record. It is an Integer, a

Whole Number.

value entered for the Primary Key cannot be

duplicated.

Keep going...

—
-—

—

—

2% Delete Rows

Property Indexes | Create Data Renamef

Macros = Delete Macro
Field, Record & Table Events

- Key Rules |-_'-:-|:|, Madify Lookups Sheet
Views Tools Show/Hide
A Primary Key cannot be empty, or null. The A” ACCE‘SS Ob_jE‘CtS & « ==z thCustnmerg
Field Mame
Search.. ye @ IDI
Tables & FirstMame
1 tblCustomers LastMName
Addressl
City
State
Zip
HomePhone
MobilePhone

Exam 77-424: Microsoft Access 2013
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The Primary Key

Some organizations use a special numbering system.
For example, many medical databases use the Social
Security number to identify their patients. Each of us
has our own unique, social security number. However,
there are identity and security concerns about using
SS numbers.

In Microsoft Access the Primary Key should be an
AutoNumber. As you add new records, Access will
use the next number automatically.

Databases crunch numbers quickly. If the Primary Key
is text, such as a social security number, then each
character must be evaluated by the database one at a
time. This process is slow.

3. Try it: Review the Field Properties
tblICustomers is still open in Design View.
The Table Tools are available.

Select the first Field: ID

What Do You See? The ID Field is identified with a
Key. It is Indexed (No duplicates.) It is also an
AutoNumber. Keep going, please.

Table Tools->Design->Tools->Primary Key

[ ] -

Ky [

Tradd e
L
tir b
o M.

j tblCustomers

Daesrignon, | Cptsnad

S

Field Name
i ID|

FirstName
LastMame
Addressl
City

State

Zip
HomePhone
MobilePhone

Exam 77-424: Microsoft Access 2013
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1.2 Manage Relationships and Keys: Set Primary Key Fields

Microsoft Access 2013 Beginning Page 69 of 289

Data Type
AutoMNumber
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text



Taﬁ,ﬁ

One Table Tools->Design->Tools->Primary Key

Primary Key Properties FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS ’ DESIGN ‘

The definition of a Primary Key can be seen ' ‘;\’/ &= |nsert Rows —
in the Field Properties at the bottom of the ol E i LT 4
Property Indexes | Create Data

. - 0 a—
Table Design window.
f_.la Modify Lookups Sheet Macros = Delete viacro

=
4
3

7 Delete Rows
View | Primary Builder Test Validation

Key

-

4. Try it: Review the Field Properties

Fleld S|Ze Long |nteger, a Whole number* Views ShOW/HIdE F|E|d, Record & Table Events
for counting. .» tbiCustomers \
New Values: Increment All Ac — B
Index: Yes (No Duplicates) Field Name Data Type
Search.. TN
ID| AutoNumber
_Sc_>, when a record is deleted from the Table, Tables FirstName Short Text
it is deleted permanently by design and by
default in an Access database. The ID LastName Short Text
number is deleted as well. It cannot be Addressl Short Text
reassigned to another customer or product. City Short Text
. State Short Text
Keep going...
Zip Short Text
* The Computer Mama sez: Last time we { Short Text
looked, we only had whole cust General [
ooked, we only had whole customers, _ _ Short Text
although some may be half crazy. Others Field Size Long Integer
may be totally crazy. Mew Yalues Increment
Format
Caption
Indexed Yes (Mo Duplicates)
Text Align General

Exam 77-424: Microsoft Access 2013
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Rename the Primary Key

The Primary Key creates unique numbers that
are indexed (no duplicates). The Primary Key
should have a unique name. By default,
Microsoft Access just enters "ID" for the Field
Name. We can do better.

5. Try it: Rename the Primary Key
Select the Field: ID
Edit the Field Name: CustomerID

Try this, Too: Save the Table
Go to File->Save.

Done and done.

Memo to Self: Naming should conform to
rules. The Primary Key Field Name should
match the type of content the little Table
stores. For example, CustomerlID is the
Primary Key for the customer Table,
tblICustomers.

Table Tools->Design->Tools->Primary Key

@ E e i T e o Tl T E R P P o P P TR R LT
I <o cean e pats Btk Tt sy
m—— I - — — - - —
| .. i - o
Vs Pemany Tkl Wiy Propedly irdreey  Coaste Dot v/ Brigtorahge  Thant
» = VindFy L mihaagn. ot Twgarosar: o

oy [

Aradd M S Tepd Dargmee | Optacrad|

e # I Cunpmnts Rk iyt
e oy Yt Tl
= maesaen Lt thort Tawt

Asdrenl Short Tewt

cary et Teat

ate et Taul

F Thrt Tawd

et Short Tewd

W e hort Tawt

3 -
T tbiCustomers ',

Field Name
¥ customerlD
FirstMName

LastMame

Addressl

City

State

Zip

HomePhone
MobilePhone
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Summary: Table Design

This discussion introduced the Table Design
View. We modified the Field Properties to fit
the data and the user's needs. The Default
Value for the State simplifies data entry and
the Input Mask for the Phone field fills in the
punctuation.

The introduction of the Primary Key is the
most important concept in this lesson. All
databases use the Primary Key to keep track
of unique values.

Allez Allez in free. You done good.
You get the cookie.
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Search.

All Access Objects @ «

Tables -3

E thlCustomers

ye

FH tbiCustomers x
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¥ A x
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2 Deeter Poohbah
3 Mary Contrary
4 Timothy Allen
W 5 Alpha Beta
* (New)

-~ Addressl1 -
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123 Practice 5t



Practice Activities

Lesson 3: Table Design

Try This: Do the following steps

Open the Brown Bag Lunch database you have been programming.
Or you may download the sample database Brown Bag Lunch ver3.accdb online.

1. Go to All Access Objects->Tables.
2. Open tbICustomers in Design View.
3. Apply an Input Mask to the Phone Field.

Use the phone number input mask, with asterisks (*) for the placeholder. Also store the data without symbols.

4. Set a default value for the State column. Enter Ml for the default value.

5. Rename the Primary Key as Cu
6. Save tblCustomers.

stomerlD.

7. Return to the Datasheet View and add the following customer data to the Table.
Check that the Input Mask and Default Value work.

Company FirstName | LastName | Address City State | Zip Phone

Buzz Luv Marketing Daryl McGuire | 4456 Wixom Road Wixom | M | 48393 [B10-555-4793
Wire Spin Network Solutions | Selena Sulivan | 5575 Novi Road Novi | M | 48374 [P17-555-5486
Moon Labs Gaming Chester Morrison | 8945 W. Twelve Mile Road | Novi | MI | 48374 [?48-585-7511

8. Close the Brown Bag Lunch database.
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Test Yourself

1. Which are Table Views?
(Give all correct answers)

A. PivotTable View

B. Datasheet View

C. Design View

D. Normal View

Tip: Beginning Access, page 58

2. Which are available Input Masks?
(Give all correct answers.)

A. Phone

B. Social Security Number

C. Zip Code

D. Extension

E. Password

F. Time

G. Dates

Tip: Beginning Access, page 61

3. What does clicking the pencil icon on a
Record do?

A. Opens the Record for editing

B. Saves the Record

C. Selects the Record

Tip: Beginning Access, page 66

4. Which is true about the Primary Key?
(Give all correct answers.)

A. Uniquely identifies each record

B. It is an Integer, a whole number

C. It cannot be empty or null

D. The value entered for the Primary Key
cannot be duplicated

Tip: Beginning Access, page 68

5. When a Record is deleted from Access,
the ID number is also permanently deleted
and can never be reassigned.

A. True

B. False

Tip: Beginning Access, page 70
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Access 2013: Working with Data

More Data, More Tables

Beginning Access Objectives

In this lesson, you will learn how to: FILE HOME CREATE EXTERNAL DA g o
1. Import a Microsoft Excel spreadsheet . [& /o /v
into a new Table in an Access database. D ? By & nsegni
2. Use the Design View to edit the Field : S BT L
Properties. View | Primary Euilder Test Validation = - . st
. . - Key Rules ES Macros = Delete Ma
3. Sort and Filter Records in Access. ] ,
Views Tools S Field, Record & Table Ev
All Access Ob _J oects ® « = tbiMovieTitles
N | carens yo Field Name Data Type
| earh- #» MovielD AutoMNumber
e - Movie Short Text
E thiCustomers Year Number
T tbIMovieTitles Rating Short Text
Genre Short Text
Stars Short Text
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1. Readings
Read Lesson 4 in the Beginning Access
guide, page 75-99.

Project
Import an Excel spreadsheet into Microsoft
Access. Create and modify a product table.

Downloads

FrontRowVideo Begin4.accdb.
tbIMovies.xIsx.

Brown Bag Lunch ver4.accdb
Brown Bag Products.xlsx

2. Practice
Complete Practice Activity on page 100.

3. Assessment
Review the Test questions on page 100.

Lesson 4 : More Data, More Tables

The External Data Ribbon

= = [2]3 Text File [ ] I—
> B B 57 conn | S 25 B
Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF  Email
Imports  Manager Database |+ More~ Exports File  File orXPS
l] Import & Link Export
The Home Ribbon
b/‘ e X Cut Y 21 Ascending T Selection + Fﬂ = New 2 Totals
— ER Copy ) il Descending TD Advanced - ~ H Save v Spelling
View Paste Filter Refresh
- * Format Painter Remove Sort T Toggle Filter All - 7% Delete ~ D Maore -
Views Clipboard ] Sort & Filter Records
8] 4 3)-5 : 2]
Menu Maps

From the External Data Ribbon.
1. External Data ->Import & Link->Excel, page 85

From the Home Ribbon.

2. Home ->Find ->Find, page 93

3. Home ->Sort & Filter-> Descending, page 94
4. Home ->Sort & Filter-> Filter, page 95

5. Home ->Sort & Filter-> Selection, page 96

6. Home ->Views->View->Design View, page 97
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r @ More Data, More Tables

The information that we need for the Front Row Video database is in Microsoft Excel. It is a spreadsheet with hundreds of movie titles. The

3 information includes the name of the movie, the year the movie was released, and even the rating. Question: How do we get the data from here to
there? The answer is rather easy: There is a Wizard that will guide you through the process of selecting and importing the spreadsheet data into a
new Microsoft Access table.

Top: Microsoft Excel, Bottom: Microsoft Access

A E C D
1 |Movie *l\"ear - | Rating | ~  Genre |~ Stars
1 2 127 Hours (2010) 2010 R Drama  James Franco, J
£ 3 21 Jump Street (2011) 2012 R Action  Jomah Hill, Cha
4 |50/50(2011) 2011 R Comedy Joseph Gordon
5 |ASeparation (2011) 2011 PG13 Drama  Peyman Moadi
6 |Abouta Boy (2002) 2002 PG13 Comedy Hugh Grant
" All Access Objects ® « || thiMovies \
8 |A cearch e MovielD - Movie - | Year - | Rating -
i N il 127 Hours (2010) 2010 R
2 21 Jump Street (2011) 2012 R
& thiCustomers 3 50/50 (2011) 2011 R
= tbiMovies 4 A Separation (2011) 2011 PG13
5 About a Boy (2002) 2002 PG13
& About Schmidt (2002) 2002 R
7 Absolute Beginners (1986) 1986 MR
8 Absolute Power (1997) 1997 R
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Before You Begin

We will begin by reviewing the information in
the Microsoft Excel spreadsheet. It is useful
to see the original data so that you can
compare it with the data after it is imported
into a Microsoft Access table.

1. Try it: Download the Sample File
Go online to this course.

Go to the Downloads.

Find the sample file: tblMovies.xIsx.

Right click the sample spreadsheet.
Select: Save (not Open!)

Browse to your Documents Folder
Save, Save, Save!

Keep going...

fyHome - @ = [ Readrmail g Print = Pagew Safety= Tgoh~ i Hele = (0 AV Do Net Track

Bei
Br

The Exfermal Data RabEon
1. Readings pum— — e T | e
Aoad Lesson 4 n e Beginning Access . . [ fed = F I s &N
i idanagiad L 4y @y Qi 57 o, p 9 @B Sl o0 G
Saved i focel hooess ODBC Swved Hocel Ted XML POF Emal

Project

Imgor an Excoel spreadshaet inbo Merrsoft np
Acrnss. Crealn and maddy o product tabke 1]
Downloads

Erenifiow'ries Bsand acod. . . .
AMovies s b(" _1“- Cut Y £l Ascending W7 Sabection - b e T Totak

Lesson 4 : More Data, More Tables

Import ) Datsbase 5 Mofes  Frpoay Fle Fde ordPS

i & Link Expaort

T il Oescending Toadvanced- | 2 Blipe 3 dpeiing
1. Readings [ L Removeson
Read Lesson 4 in the Beginning Access 4} %™~ 3] 5|
guide, page 75-99.

H, poge B4

Project
Import an Excel spreadsheet into Microsoft |, q.
Access. Create and modify a product table. *

m
. paga 37

Downloads

FrontRow\Video Beqgind accdb.
tbiMovies. xlsx.

Brown Bag Lunch verd accdb
Brown Bag Products. xlsx

2. Practice
Complete Practice Activity on page 100.

3. Assessment
Review the Test questions on page 100.
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Microsoft Excel

BE% i g ks - Lol a n
Review the Product Data e E B 5 T VIR _
2. Try it: Review the Product Data e A | Bl - | § s G | Do bt T ettt
Go to the Documents folder. mensuy e e o - = 2
Open the spreadsheet: tblIMovies.xIsx. - - AL tial -
L] L] [ B 1 1
1 [ “Prew |- |Ruting - Gease || T
What Do You See? This spreadsheet has the | = . : p
product data. It is a list of movies that is sorted . e 2, i
alphabetically on Column A, the name of the e
movie. The first Row is the Header Row. The o =
labels are Bold and each one has a Filter. pris S
Keep gomg ::::::—;::nvw “'-nl.';ﬁ! :: : Tarmidy  eirnatrd
e = *
A B . . .
1 |Movie v Ivear [~ Rating | ~ | Genre |~ | Stars
2 127 Hours (2010) 2010 R Drama  James Franco, J
3 |21 Jump Street (2011) 2012 R Action  Jonah Hill, Chai
4 |50/50 (2011) 2011 R Comedy Joseph Gordon
5 |A Separation (2011) 2011 PG13 Drama  Peyman Moadi
6 About a Boy (2002) 2002 PG13 Comedy Hugh Grant
7 |About Schmidt (2002) 2002 R Satire Jack Micholson
8 |Absolute Beginners (1986) 1986 MR Rock Musi David Bowie
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J",,v:" Home ->Editing-> Find & Select->Find

E r.
4
»

MEH B [F TR
. | T T ]

Flnd a Record i, :'.“ Gt In K& B #- | Tyt S =l B 2 E

This movie list includes the names of the stars. == ™ w:u. . 54 B | Elipenose <[ § <%+ |2 3| ol fem | et O

If your customers enjoyed one movie by a - o : e 5l s :

favorite actor, perhaps they would like another ~ * o ]

movie by the same actor. = 2 e o et ' T .
3 137 vown |8 i L] Drama  samen Franco, dember Temblyn, wate e

- ilanep B3 R Camedy rosegh et immn bk fagin, s ek

3. Tl"y it: Find a Record 3 & Seperston (HL1] I PGE  Dvems  Feyman Mosdi Leds Haterd Sareh Bayet

The sample spreadsheet is open. el . L oaly. -

Go to Home ->Editing-> Find & Select. | e T B

Click on Find. |

B Advenmare of 0o Mieh, Tra | 20
B Adventiarm of Procthio. The (199

What Do You See? You will be prompted to s SR
enter the Find criteria. e
Find What: Depp | ST
Click on Find All. 20 A L5, !'

:JI- m:ld“rlﬂf

ZF A0t

Keep going... - el

Find Replace

Find what: |Depp

FindAll | | FindNed | | Close |

Exam 77-420: Microsoft Excel 2013
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Find All, Find Next

This list has 10 movies that have Johnny Depp

as one of the Stars.

Home ->Editing-> Find & Select->Find

B a% i
B e s s
- X cu
— s
B Capy -
Faer oIy~

R

e Fam

e = &

& b
4. Try it: Review the Results 35T e ottt ) =4 = Find Replace
Go to results and select one. P S ——— . -
. . . . 30 Bothe, Wit AT This? | X000 e
MlcrosoftllExcelllvylll highlight the Cell that B0 ey of At e 0 e Find what: Depp W
includes "Depp" in the Value. e priv
288 Omow pom 8 Teme i Artoba (7001} am :::"
S Cpa Range | X00) b ™
Close the Find and Replace window. B et e =
s = Options >>
Keep going...
Find All Find Mext Close
: Book Sheet MName  Cell WValue
_ thiMoviesxlsx  tbiMovieTitles $ES73  Johnny Depp
thiMovies.xlsx  thiMovieTitles SE384 lohnny Depp
'\ (—-”“_I g thiMovies.xlsx  thiMovieTitles %E3136  Johnny Depp
B thinovies. s tbIMovieTitles $ES258  Johnny Depp

BT tbIMovi
i ; tbiMovies

tbiMovieTitles
thiMovieTitles

SES277

SES2T7E

276 | Pianist, The (2002) 2002 R

8 277 | Pirates of the Caribbean: At World's End (2007 2007 PG13
'278| Pirates of the Caribbean: Curse of the Black Pe 2003 PG13
279|Pirates of the Caribbean: Dead Man's Chest (2( 2006 PG13

Exam 77-420: Microsoft Excel 2013
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Sort the Data

. @islh Le B e | [ | ™ & i 4
Microsoft Excel has data tools to analyze data. = to= tom tomien dies nien g e foile Fuk fwmew  Os  Gomabite Weat
N ‘ S i VT T Tddeancnd | Gt Dl g e sy -
What does our product inventory look like? o v ot famarass sannran
How many movies are new? '~' - i LT
4 L)
1 Wil H

5. Try it: Sort the Data
Select the entire spreadsheet.
Go to Data ->Sort & Filter->Sort.

Data ->Sort & Filter->Sort

3% i ko s - [sc
Lt it Fadd e L T LT L L U

& | 137 own | X8
1 |23 wp rwet (301

L)

A Separation (41}
At 8 By (0T}
st St [3063)
rrohse Beprren 18
ikt Power |1

%l Y. Clear

El Sort Filter

Sort & Filter

What Do You See? You will be prompted to

select the Sort criteria.
Sort by: Year

Sort on: Values

Order: Largest to Smallest

Click OK.

Keep going...

Y- Reapply
Y Advanced

hcrdestl Tourne (19K
edbagdial e | FORT

edvirimaren of Dok Mash, Tha | 300
vt o Pramthia, The (199

EEZEwmuene

4| Add Level || X Delete Level || [ Copy Level

Options...

My data has headers

Column Sort On

Order

Sort by |‘Fear |E” |‘u’a|ues

IE” |Largest to Smallest IE”

Exam 77-420: Microsoft Excel 2013
3. Create Tables
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Filter the Data

Each field in the Header Row has a Filter.

You can use the filters to show the records that
meet your criteria, say only the new movies
released in 2012.

6. Try it: Filter the Data

The sample spreadsheet is open.

Go to Cell B1: Year.

Click on Filter.

Clear all of the check marks EXCEPT: 2012

What Do You See? There are three movies in this
list that were released in 2012. The filter Hides the
other movies that do not match the criteria for the
year.

Try This, Too: Remove the Filters
Go to Data ->Sort & Filter->Filter
The Filters should be gone.

Do This: Save the Spreadsheet.
Go to File->Save.
Close Microsoft Excel, please.

Let's start our work with Microsoft Access.

Data ->Sort & Filter->Filter

@E % TR s Lo a N
——_—— . wi -
Wafl R X - B
B e e e e e | R
: e 6
Ll L] - ] & H [l 1 K L
A M « | Woas -|h.u.¢
H hamp e ]
3 Wabasrd 201
5 307%0 11 (]
:“‘ Drama  foyen Soading, Cavwy Moliyges, Bryes Cranuos
« PGNN N o, Wasphart Gk
= sas o Rach e Ay
= M trums  ckamenet v, hmanfrogm, e bt
\;‘ :'.'.:-.' Ao e Traman, dndy Javin, Prpsds Pivio
Bineeis [t 1
W Tha e (20 Ct P
3 Mdea: Pt Claw |01 il :-.-. aTe MRy, e TusH ST e Wl LT
127 own [ 2000 wie L] e Trgran, Ambar Tembhyn, Gate Ve
H Bl vl fe | Year
A B C D
1 |Movie - |Year leR.ating - Genre |~
2 |21 Jump Street (2011} 2012 R Action
3 Kahaani (2012) 2012 Thriller
4 |The Hunger Games (2012} 2012 PGE13 Action
402
403
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Microsoft Access

- i . Trmatiaains. Beger) - Dutmbans- C s albeti Decumeiri spesfursWicies Bayed o0t hacorms 2000 - 2001 ke bo 4 =
Start Microsoft Access R T e e e e e T
This demonstration uses the Front Row Video = o my Jowhy Do lusan SN | SO s LA .
database that was created in the previous et T s o ot temamng 1
lesson. You can open the mighty Access AR Access Objects O = s T T T N T T R e A
database that you programmed or download - : e ————
the sample database if you wish. —— = A e B e o L

1. Try it: Open the Sample Database
Go to the Documents folder.

Open the sample database:
FrontRowVideo Begin4.accdb.

What Do You See? There is one Table.
Go to All Access Objects->Tables.
Doubile click to open tblICustomers.

HOME CREATE EXTERMNAL DATA DATABASE TOOLS FIELDS

2 Cut Y 2| Ascending 'V Selection~ ’_@

What Do You See Now: tbICustomers has bt ER Copy Eit % Descending "= Advanced + Refrech
asre Ieer res|
four Records. Farmat Painter Remowve Sort Toggle Filter All -
Click the small "X" to the far right of the tab Clipboard Y ) Sort & Filter
that says tblICustomers to Close the Table. . thiCusto mer;-.,__
All Access Objects @ « || = ™\
Keep going... 4 oarch. ¥ Custt = FirstMame -~ | LastMame -~
T 2 Deeter Poohbah
A \ Tables b3 - —
ary ontrary
! thlCust
I\. - ! HERAmER 4 Timothy Allen
| 5 Alpha Beta
ol * | (New)
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N ° External Data ->Import & Link->Excel
E o . i Fomanioaagio. Iigend. - Didtbanat- i alfon ecnsmeant'l oais®abes g b ol Joci ves JOC - 701 Ay Mgt - it 8
:} Get External Data e BRE i B oD b -
Microsoft Access can import records from almost = s s 224 Ii._n =R T i

any data source including big IBM mainframe .

systems and small QuickBooks financial records. /e bt
Of course, Microsoft Access can import data from =
Excel. o

2. Try it: Get External Data

The sample database is open.

Go to External Data ->Import & Link.
Click on Excel.

) . FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS
There is a wizard that walks you through the

process. ==z T e TetFile | P 2
Keep going 7 T @T E @? XMLFile | 2
Saved Linked Table Excel Access ODBC Saved Excel
Imports  Manager Database I+ More~ Exports
Import & Link

| All Access Objects @ «

Search.. e

Tables E

E thlCustomers

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
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External Data ->Import & Link->Excel

ol i - e .
External Data: Find the Source "™ = oo o R
The Import Wizard asks questions. The first step in ot b o u 1 -
the Wizard asks you to find the data that you wish im i et e et et o N R 3
to import. The Wizard also asks asks you where you "' Ao ties =0
would like to store the data in your current b Fmmmm———
database. s o e [Cimrebresvcmiraa—r o
3. Try it: Browse for the Data Source e e W ——
The database is still open. e P s i s
The Import Wizard is on step 1. i A i e i St M e
Place your cursor to the right of the File Name. R
Browse to your Documents folder. Specify the source of the definition of the objects.

Select: tbIMovies.xlsx

Try This, Too: Specify How to Store the Data Eile name: | cyUsersieBethi\DocumentsitbIMovies.dsx
The three import options include:
Import into a new table

Append (add) records to a table

Link to an external table Specify how and where you want to store the data in the current database.

Select: Import the source data into a new table. (@ Import the source data into a new table in the current database.

Click OK. If the specified table does not exist, Access will create it. If the specified table

contents with the imported data. Changes made to the source data will not £
Keep going...

() Append a copy of the records to the table: | tp|cystomers

If the specified table exists, Access will add the records to the table. If the tab
Changes made to the source data will not be reflected in the database.

() Link to the data source by creating a linked table.

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Import External Data into Tables

Microsoft Access 2013 Beginning Page 86 of 289



Ta
L7
ros

External Data: Show Worksheets

A spreadsheet may have many Worksheets or Named
Ranges. The Wizard will ask you to select which
Worksheet you wish to import.

4. Try it: Show the Worksheet
The database is still open.
The Import Wizard is on step 2.

There is one Worksheet and it is selected. The sample
data is displayed below in the preview.

Click Next.

Keep going...

External Data ->Import & Link->Excel

s o ey P TS :

B e csan e fwtasad o — ]
r ey

e [E

e

All Acoess Dihpegts = S el g T

=

Tabden e T —

o e — W ] B

Frars
ponsh Baii.

Lags Balss,
Pramifer Las
fapeps dooac
Porman Hoadi
bpun Scaiing
Pasiel Raded
¢y fesa Burcarda
Pues Wuzses,
pred Fur
S
amay France
hronsss Fass |«

7 @

"

Fre

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

I (@) Show Worksheets
(") Show Named Ranges

ample data for worksheet 'thiMovieTites',

1 HMovie ear
2

1 Jump Street (2011) 01z

Eating E

Exam 77-424: Microsoft Access 2013
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External Data ->Import & Link->Excel

=]} . i
:} External Data: Column Headings ™= = =70l "2 o R
This sample spreadsheet has a Header Row. The - Dl e oo
Header Row contains all of the data field names. This . o epd ket 5
step lets you identify the Column Headings. P Aocess Obgects @ et i A M L
— s | rensemeamml

5. Try it: Use Column Headings for Field Names
The database is still open.

The Import Wizard is on step 3.

Select: First Row Contains Column Headings.

r mnd che Bewtily Sabiowss Fesn I ook

What Do You See? The first Row is now selected for
the Field Names.

Furss (1413

Click Next.

Microsoft Access can wse your column headings as field names for your table, Does the first

Keep going... row spedfied contain column headings?

I [/[First Row Contains Column Headings

Movie Year |Rating
21 Jump Street (2011) 012 R
ahaani (2012) 2012

3 The Hunger Games (2012) 012 PG13

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
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External Data: Field Options

The Import Wizard will prompt you to review the Field ot

Options for each Column in the spreadsheet.

6. Try it: Review the Field Options
The Import Wizard is on step 4.
The First Column, Movie, is selected.

What Do You See? The Field Options include:
File Name

Indexed: No (Duplicates are allowed)

Data Type: Short Text

Please accept the default answers for File Name,
Indexed and Data Type.

Click Next.

Keep going...

External Data ->Import & Link->Excel

7 Saan |9 o 50 G

oy 1 ety bt vt rack of S e, ey gy e bk e s bt e sk ek
rhreatr

= o Wenkd e’ ares.

Fud Sy

e L r— ] e Toots et Tent
Pl o] 0w matempn e et

You can spedfy information about each of the fields you are importing. Select fields in the area below. You
information in the 'Field Options' area.

ﬁ Field Options

Field Mame: Data Type: |Short Text W

Indexed: Mo W [ ] Do notimport field (Skip)

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
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External Data: Primary Key

The original data in the Excel spreadsheet did not
have a unique number for each record. It is not
indexed, yet. This step creates a Primary Key.

7. Try it: Create a Primary Key
The Import Wizard is on step 5.
There is a new First Column, ID.

What Do You See? The Import Wizard offers three
choices for the Primary Key:

Let Access add primary key

Choose my own primary key

No primary key.

Select an option: Let Access add primary key

Click Next. Keep going...

External Data ->Import & Link->Excel

sl s e Bl o et s a1y S ot e L o s by w e b
gty ity et e ard o s e [l s e deis s gy

et s ] o ¢ s
o my e s gy
-y

o

-BA1;

ey

i

Bl
B

i

b

. 6T A%a Mpes 13833 E =

T

HHEOHHE RER
HEH R A

1
2

H Foun wmnonnn
PR HETH
4

Microsoft Access recommends that you define a primary key for your new table
uniguely identify each record in your table. It allows you to retrieve data more

(w)Let Access add primary key.

(1Choose my own primary key. "

WHE OHHE RRR
{("JNo primary key.
ID Movie Year |R
1 1 Jump Street (2011) F012 R
2 ahaani (2012} 2012
3 he Hunger Games (2012) Folz B

Exam 77-424: Microsoft Access 2013
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J"wo“ External Data ->Import & Link->Excel
External Data: Name the Table "™ =" = "-"0 o =S
The little checkered flag is a good clue that we have et v e O - . ————
come to the finish line. The last step in the Import b 8
Wizard asks you to name the new table. e )
N e ) —

8. Try it: Name the Table J
The Import Wizard is on step 6.
Import to Table: tbIMovies.

Click Close to complete the Import Wizard.

You will be prompted to Save the choices that you
made as you answered the Wizard's questions. You
do not have to save these steps.

Click Done. Keep going...

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

Impart to Table:
|ﬂ::IMuuiE'5|

Exam 77-424: Microsoft Access 2013
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Microsoft Access: All Access Objects

- [ ' Voot e Bge o Ditehns A bt fonh Do samanraty' Popmrars Wickess Bepn! - Cioy. 504 0 hrom 700 ¥ & M

Hello, Movie Table D e BB e T G G s e R

There are now two Tables in the Navigation ot e s oo SOt e T e e e S

Pane on the left side of the database: cdies en -

tbICustomers and tbIMovies. Al Access Objects © = |5 e 3o b CR—C :
— B} Ty ._.-.-.,T::::.- -\._,::.

1. Try it: Open the Movie Table — Ry __ DA e e

Double-click tbIMovies. sy iy . g reart

The Table should open in Datasheet View. Ta

What Do You See? The Field Names in the
Table match the Header Fields in the Microsoft

Excel spreadsheet. This Table has the = v-t p w
following Fields: Movie, Year, Rating, Genre P o Nese
and Stars. There is a unique ID number for S A ey ket ik
each record. . _ | Y
All Access Objects ® « || = thiMovies | _

What Else Do You See? (Look at the earch ye ID = Movie
Bottom of the Table) There are 400 records . 127 Hours (2010)
in tbIMovies. Tables -3

1 2 21 Jlump Street (2011)

tblCustomers

So far, so good... _ 3/50/50 (2011)

= toiMovies A A Separation (2011)

5 About a Boy (2002)

6 About Schmidt (2002)

7 Absolute Beginners (1986)
8 Absolute Power [1997)

9 Accidental Tourist (1988)
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Review the Data: Find
Let's Find the same records that we did in
Excel. The steps are similar.

2. Try it: Find a Record

tbIMovies is open in Datasheet View.
Select a Field: Stars

Go to Home ->Find ->Find.

Find What: Depp

Look In: Current field

Match: Any Part of Field

Click Find Next.

What Do You See? Microsoft Access will
highlight each Field that contains "Depp."

Close the Find and Replace window.
Keep going, please.

Memo to Self: The default selection in

Microsoft Access is to Match the Whole Field.

When you select Match Any Part of the
Field, Access will look for anything that
matches the criteria in the Find box.

Home ->Find ->Find

[ =] ' r [ ————
_ s CRAR  DnTHEM DATA  DAIRAKE TOME  PaDs L
b'!" L 1. duwding T riecras - e T Tonain Fagar
— - ] o kel . Mo pr [ PR !f o P
= - o T SRy [ TR [
Al Access OF | i
— 5 - = T ewr - Reing | Geew -
o 143 Fouurth hnged, Thae {181 i e
- 182 e Hall (001 a1 0 -
= = [rep-m Rlnos | vy ._,.:,.I
N4 st Brplace
Find Replace
Find What: Depp
Look In: Current field W
Match: Any Part of Field | w

m Search: All W

[ | Match Case

180 American Psycho (2000)
181 Animal Factory (2000)
182 Bad Faith (2000)

183 Chocolat (2000)

184 Golden Bowl, The (2000}

Exam 77-424: Microsoft Access 2013
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Search Fields As Formatted

2000 R
2000 PG13
2000 PG13
2000 PG13
2000 G

Thriller
Drama
Thriller
Romance
Romance

¥ ¥ W
tsanars vt + JY

W Find Mext

Cancel

Christian Bale
Willem Dafoe

Johnny Depp|
Anjelica Husto
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Review the Data: Sort e e R gy
. i Dby ™ tbre i

Access can Sort the records as well. Vom | P - S tememen T Fuggie e | M i o

Home ->Sort & Filter-> Descending

v ] 3 Lo & han

Al Access Objects ® = E '":“

3. Try it: Sort the Records s, ey sy
Select a Field: Year. =g " m o
Go to Home ->Sort & Filter. 3 mamn 330730 ety
Click on Descending. wonpay

Y

Filter

| = tulmmes\.k

——

i,

%l Ascending YT selection ~ 1D - |
=l Descending '|;| Advanced - 2 21 Jump Street (2011}

203 Kahaani (2012)

348 The Hunger Games (2012)

ic Remove Sort | Toggle Filter -

Sort & Filter —
B 3 50/50 (2011)
What Do You See? The Movies are sorted by [ | 4 A Separation (2011)
Year from the newest (2012) to the oldest l 98 Drive (2011)
1953). —
( ) | 157 Harry Potter and the Deathly Hallows:
One more comparison to the Microsoft Excel | 179 Hugo (2011)
spreadsheet.... 238 Midnight in Paris (2011)

242 Moneyball (2011)

263 Once Upon a Time in Anatolia (2011}
296 Rise of the Planet of the Apes (2011)
321 Shame (2011}

323 Sherlock Holmes: A Game of Shadows
Exam 77-424: Microsoft Access 2013
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bl | Year v1| Rating - |

2012 R
2012

2012 PG13
2011 R
2011 PG13
2011 R
2011 PG13
2011 PG
2011 PG13
2011 PG13
2011 MR
2011 PG13
2011 NC-17
2011 PG13

el
- Eﬁ»““‘:"'ﬂu
et L
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Review the Data: Filter

This Table has Filters in the Column Headings.
The Filters can Sort and Select. The default
option is Select All.

4. Try it: Filter the Records
Go to the Column Heading: Year

You should see a little Filter to the right of the
Heading.

Select a Number Filter: 2012

What Do You See? There are 3 movies that
were released in 2012 in this Table.

What Else Do You See? The Navigation
Buttons at the bottom of tbhIMovies sez there
are 1 out of 3. The other 397 records are still in
the Table. Those Rows are just hidden, as
they were in Excel.

Try This, Too: Remove the Filter
Go to the Column Heading: Year
Select a Number Filter: Select All

Keep going...

Home ->Sort & Filter-> Filter

BEs P —r———
I oo cvan i nata DATAA YOG PRLER AR
ke K Cat T 1 Bsming T alecinn - ot X e H S Baptae |2
by Sasint | E Bine  Digaey | [ atates
> i

s el i L)
—— pragl T e
Oibiecic @ = || S e
e - )
3 1 g Seruat (1841 o

== | T tbiMovies ",

D - Movie
2 21 Jump Street (2011)
203 Kahaani (2012)
348 The Hunger Games [2012)
3 50/50 (2011)
4 A Separation (2011}
98 Drive (2011)
157 Harry Potter and the Deathly
179 Hugo (2011)
238 Midnight in Paris (2011)
242 Moneyball (2011)
263 Once Upon a Time in Anatoli
296 Rise of the Planet of the Ape
321 Shame (2011}
323 Sherlock Holmes: A Game of
343 The Artist (2011)
346 The Girl with the Dragon Tatt
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20
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20
20
20
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-1 [[¥ear = Rating -
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L€

Mumber Filters

[Select All)
(Blanks)
1953
1971
1972
1980
1981
1982
1983

[+] 1934

Genre

Cancel
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Filter Selection

There are several options for Filtering the records.
The Selection tool offers:

Equal

Does Not Equal

Less Than or Equal To

Greater Than or Equal To

Between

5. Try it: Use the Filter Selection

Go to the Column Heading: Year

Select an example in the records: 2011

Go to Home ->Sort & Filter.

Make a Selection: Less Than or Equal to 2011

What Do You See? There are 397 movies that
match the criteria.

Try This, Too: Toggle (Turn Off) the Filter
Go to Home ->Sort & Filter-> Toggle Filter

What Do You See, Now? There are 400 movies in
tbIMovies.

Keep going...

Home ->Sort & Filter-> Selection

0E s ) Trastiirafules Reghr] - Capy Duinms- Cliumnh sl Do Pt des Beghd - Capy acedls Phcoem 288
[ T e —

v e mer Tl Pl -

v, Bl T o L

1
f
R
=
I

- el b ddd -

a, et Radps

Lllw'!;{ E(ff

2] Ascending ¥ Selection~ |_|;r=] == New
%l Descending Equals 2011

Does Mot Equal 2011

Less Than or Equal Te 2011
Greater Than or Equal Te 2011

z.# Remaove Sort
Sort & Filt

= tbiMovies

ID - D
321 Shame (2L.-,
323/ Sherlock Holmes: A Game of Shadows (2011)
343 The Artist (2011)
346 The Girl with the Dragon Tattoo (2011)
347 The Help (2011)

Between...
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E Totals
2‘5 Spelling

r El Mare =

Year - | Ra
2011 NC
2011 PG
2011 PG
2011/R
2011 PG



Home->Views->View->Design View

:} Last But Not Least... W aie (Yl e e e T e
Each of the simple steps in the previous pages = g o =t [ St DRl FRT IO S a-
confirmed that the Microsoft Excel P et vem b - 6
spreadsheet was successfully imported into a R TR Fatng - Geew - ST T
new Table in Microsoft Access. — st It
3w B s
There is one more task to complete. This is the S o
Movies Table. The Movies Table should have B roia
a MovielD that matches. o
81 ULl
6. Try it: Change the Table View ~ I

01 ru1 Ritaom ey M By, b Pl | aribeedns ewsten Liwy

HOME CREATE EXTERMAL DATA DATABASE TOOLS

.:}E;. Cut Y %l Ascending YT Selection -

tbIMovies is open in Datasheet View.
Go to Home ->Views->View.
Select: Design View.

Keep going... ER Copy %) Descending ] Advanced -
View Paste Filter
- Farmat Painter 7# Remove Sort Toggle Filter
I Sort & Filter
D Datasheet View i Y
® « T tbiMovies ",
b/‘ Yo > - Movie
PR Design View N 157 Harry Potter and the Deathly

179 Hugo (2011)

238 Midnight in Paris (2011}

3 tbiMovies 242 Moneyball (2011)

263 Once Upon a Time in Anatoli

E tblCustomers

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Rename a Field
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Edit the Field Name

The first Field in tbIMovies is the Primary b Py i ~M ey oo P o oo S -
Key. The Data Type for the Primary Key is = nrtite | b e i e i
AutoNumber, which means that it is an

Integer (a Whole Number) and that it

increments automatically. It is indexed so g g

that there are no duplicate numbers.

7. Try it: Rename the ID Field
Select the Field: ID
Type a New Name: MovielD

Do This: Save the Table
Go to File->Save.

And Do This: Change the View

Go to Table Tools-> Design->Views.

Select a View: Datasheet View.

Done and done.

Table Tools ->Design

Data Pyps
— b
by Moar b Tl

- Foar L
Shan Tt
[ fnmn P
e i) Tl

CREATE

¥

HOME
EE PP 2

View | Primary Euilder Test Validation
- Key Rules
Views Tools
All Access Objects® «
Search. yo
Tables =

j thlCustomers
= tbIMovies

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Rename a Field

EXTERMAL DATA

- g7 e Do gy ol e B o bl b 2000 - 11

Bsorpnion |Ogroral)

F—
el

DESIGN

=

3
€= |nsert Rows —

—

[—

22 Delete Rows

Pro| Indexes | Create Data Renar
E.E Madify Lookups SthrtF Macros~ Delete
Show/Hide Field, Record & Table
==z tbIMovies
Field Name Data Type
#» MovielD AutoMumber
Movie Short Text
Year Number
Rating Short Text
Genre Short Text
Stars Short Text
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b T 'A.i»,-m:-g :T‘:..M‘..
Summary oo
This lesson demonstrated a common business — T e ——
task: importing data into Microsoft Access. We . "L 178 et o s, T 130

looked at the options available in the Import
Wizard.

It was also interesting to compare how Access and

Excel work with data.

OK, you done good. You get two cookies.

3 wat ol T werkdh (1]

e

All Access Objects® «
Search.. o)
Tables 2

E thlCustomers
=1 tbIMovies

e i i |
3 avseding V6 Garp, Thoi | 138

E tbiM mries\'

Wb Tadi

R .
oy =
s

Mo - ’ Movie - | Year -
377 WALL-E (2008) 2008
378 War of the Roses, The (1983) 1989
379 War of the Worlds [1953]| 1953
380 Warrior (2011) 2011
381 Watcher in the Woods, The (1980) 1980
382 We Need to Talk About Kevin (2011) 2011
383 We Were Soldiers (2002) 2002
384 Welcome to Sarajevo (1997) 1957
385 What's Eating Gilbert Grape (1993) 1993
386 What's the Worst that Could Happen? (2001) 2001
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Practice Activities

Lesson 4: More Data, More Tables
Try This: Do the following steps

1. Open the Excel Spreadsheet: Brown Bag Products.xlsx

2. Use the Filter function to show only the records with the
Specialty Gluten Free. How many Records do you see?
Remove the Filter and close Excel.

3. Open the Brown Bag Lunch database you have been
programming. Or you may download the sample database
online:

Brown Bag Lunch ver4.accdb

4. Import External Data from Excel. Select the spreadsheet
Brown Bag Lunch Products.xlIsx.

5. Import the data into a new Table in the Current Database.
6. Select the Worksheet named Products.

7. Select that the first Row contains Column Headings.

8. Accept default settings for Field Options.

9. Name the table tbIProducts. Finish the Wizard.

10. Use the Find command to find the Records with Ham.

11. Use the Filter to show only the items with the Specialty
Gluten Free. How many Records do you see?

12. Remove the Filter.
13. Rename the ID field to. ProductID
14. Save the changes to tbIProducts.

Test Yourself

1. Which types of files can Access import?
(Give all correct answers.)

A. IBM Mainframe system files

B. QuickBooks financial records

C. Microsoft Excel files

Tip: Beginning Access, page 85

2. Which are options for imported data?
(Give all correct answers.)

A. Import into a new Table

B. Append (add) records to an existing
Table

C. Link to an external table

Tip: Beginning Access, page 86

3. Which are options for adding a Primary
Key to imported data?

(Give all correct answers.)

A. Choose my own Primary Key

B. Let Access add the Primary Key
C. No Primary Key

Tip: Beginning Access, page 90

Microsoft Access 2013 Beginning Page 100 of 289

4. Access column headings have
Filters by default.

A. True

B. False

Tip: Beginning Access, page 95

5. Which functions does an Access
Table share with a spreadsheet?
(Give all correct answers.)

A. Find

B. Sort

C. Filter

Tip: Beginning Access, page 94, 95




Access 2013: Presenting Data Visually

Forms and Form Design

Beginning Access ObjeCtives -ul - :—_u f;ll'l inThiTeM DATA  BATRAN TOERN m o - e———
In this lesson, you will learn how to: 2] e ]

f o Loy i
* latl| Ag (= ¥ 1 LB W Y Yt
Vew | T . il == 1 Qo f

. . A iy - Dt o T

Lokt Limony Pomgunty
i | Shem

it

o s e e ¢ P

1. Create a Form with the Form Wizard.
2. Modify the Forms in Layout View with the N e " Property Sheet

: 2 | Custorners rinnn
Form Design Tools. Tt ] o

- Pumatl | Dutn | Woeedl | DO A0

3. Apply a Theme to a Form. =pe—

;m

4. View the Property Sheet and use the
Properties to resize and position a picture.

5. Use the Design Ribbon to Format the
Header.

Rpowen @ o vath  mome T o

EXTERMNAL DATA DATABASE TOOLS | DESIGMN

©2014 Comma Productions, LLC % Aa [»=] E Q%J @] ’E‘

Controls

ARRAMGE FORMAT

B

0
£l

1 ER v

—| Insert
|T Image -
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1. Readings
Read Lesson 5 in the Beginning Access
guide, page 101-126.

Project
Create two Forms with the Form Wizard.

Downloads
FrontRowVideo Begin5.accdb
popcorn1i.qgif, popcorn2.gif,
popcorn3.gif,

popcorn4.qif

Brown Bag Lunch ver5.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpg

Lunch1.qif, Lunch2.gif, Lunch3.gif,

Lunch4.qif

2. Practice
Complete the Practice Activity on page 127.

3. Assessment
Review the Test questions on page 128.

Lesson 5 : Forms and Form Design

The Home Ribbon

T Selection ~

b/‘ = _ o Cut Y 2| Ascending
= ER Copy . %l Descending 7] Advanced -
View Faste Filter

- * Format Painter Z# Remove Sort ¥ Toggle Filter
Views Clipboard ] Sort & Filter

Form Design Tools: Format

-

= New 2 Totals
Hsave 7 Spelling

Refresh
All~ 25 Delete ~ DMure'

1

Records

D E n Colars =

View | Themes Fants =

H

| EH

‘u"ie'l.rl] 1] Themes i]

Menu Maps

From the Home Ribbon

1. Home ->Records->New, page 110
2. Home ->View-> Layout View, page 112

From the Form Design Tools: Design.

3. Form Design Tools, page 113

4. Form Design Tools ->Design->Themes, page 114

5. Form Design Tools ->Design->Controls, page 115

6. Form Design Tools ->Design-> Tools->Property Sheet, page 116
7. Form Design Tools ->Design->Views, page 125

Microsoft Access 2013 Beginning Page 102 of 289

Controls il E]

More Menu Maps
From the Create Ribbon
Create ->Forms->Form Wizard, page 105
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Forms and Form Design

The first time | tried to create a form in Microsoft Access was the longest week | ever wasted. | cussed and ranted for 40 hours straight. |
couldn’t figure out how to put the “blanks” on the form so people could enter and review their data. | was not aware that a Form is just a

pretty face on a Table. You need to have Tables, first. Then, the Form can help users fill in the blanks.

Forms can be simple: Showing one record at a time. Forms can be complex as well: Filtering records and updating data automatically
every time it is opened. In general, forms are built from Tables or Queries. The Table, or Record Source, presents the data. The Table also
provides the Form Fields. The Front Row Video database has two tables: tbiICustomers and tbIMovies. This lesson will create a Form using

the Form Wizard.

Sample Microsoft Office Access Form

Vrmentlionmntons B - D v slbent ' s st e s o Y

0 - 20

INTTGR BATA ETRAAA TOXRA
T fllermrding Vi Lalncim. - E e ¥ H L Py
14 Dty i+ A e 1 fa T
ot
W Toghe fae | gy M .

.
-
-
=
-
-
-
-
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Microsoft Access

Before You Begin

This demonstration uses the Front Row Video
database that we programmed in the previous
lessons. You can continue with the database
you have been working on. You can also
download the sample Access database at the
beginning of this lesson.

=
4
3

1. Try it: Open the Sample Database
Go to the Documents folder.

Open the sample database.
FrontRowVideo Begin5.accdb

What Do You See? There are two tables in
the mighty Access database:

tblICustomers

tbIMovies

What Else Do You See? This database has a
Security Warning. In order to edit the objects .
and save your work, you need to click on I SECURITY WARNING Some active content has been disabled. Click for more details. | Enable Content

Enable Content. _ _
All Access Objects © «

2. Do This, Now: Enable Content 2
Click on Enable Content. Search.. R

Tables -
Keep going... =4 tbiCustomers

EH tbimovies

Microsoft Access 2013 Beginning Page 104 of 289
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Ong Create ->Forms->Form Wizard
a v
Create a Customer Form e e | e | G 1y B | I T 5 e | e R
There are three ways to create a Form in sepiuri | B bt S -*.\:\-1 B b i e ot e T b
Microsoft Access: Templates, design from - s v - [r——— . 1
Ay o5 Ot 5

scratch (begin with a blank form) and the Form

Wizard. This lesson will walk through creating ’”;- : L temwem

a Form with the Form Wizard. S bl

T O et B i P G T Ay

In the next lesson, we will create another Form et iy
using Form Design. *:"H" =
1. Try it: Create a Form with the Wizard :_.i_‘"w

The sample database is open and enabled.
Select a Table: tbiICustomers — = |
Go to Create ->Forms->Form Wizard.

What Do You See? The Form Wizard will

open and guide you through the process. FILE HOME = CREATE = EXTERNALDATA  DATABASE TOOLS
Keep going... H = 3 Form Wizard
e M | RS | EEO
— S _ S S =] Navigation ~
Application | Table Table SharePoint | Query Query | Form  Form Blank
Parts ~ Design  Lists ~ Wizard Design Design Form More Forms ~
Templates Tables Queries Forms

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.1 Create a New Database: Use Wizards
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O,::D Create ->Forms->Form Wizard

4 e |

:} Form Wizard Design: e B e T ——— S

Select the Record Source T T R ’
The Form is just a pretty face on a Table or AN Access Obiects @ =]
Query. The Form Wizard asks which Table or ==
Query you wish to use for this Form. o ——

- R

2. Try it: Select a Record Source .
Select a Table/Query: tblICustomers Which fields do you want on your form?

What Do You See? When you select a == B Yioun oy chnices frcm mawe Wices e Siblle o fuery-
Record Source, you should see all of the ‘
Fields that are available in that Table or Query
on the left side of the screen.

Try This, Too: Choose the Fields

Use the Right Double Arrow to move all of the Available Fields: Celected Fields-

Available Fields to the Selected Fields on — B B

the right side of the screen. .o

Click Next. LastMame
Address1

Keep going... City
State
HomePhone
MobilePhone

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Create New Forms (Select the Record Source)
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Form Wizard Design:
Select a Form Layout

There are four different Form Layouts in this little
Wizard. The options are:

Columnar: organizes the Fields in columns. This
option is good for data entry.

Tabular: organize the Fields in a Table.

Datasheet: creates a Form with Rows and Record
Selectors like an Excel spreadsheet. This layout is
good for forms that show a list of the products or
customer names.

Justified: organizes the Fields evenly across the
Form.

3. Try it: Select a Form Layout
Select a Layout: Columnar

Click Next.

Keep going...

Create ->Forms->Form Wizard

— e — e m— — T e
= B U B b R "
ol o[ —
Bpplcsion | Table Table WarePued | Geany Qe el il Rt Ryt B
Pl Pnge  Lan- | Waed S Do, g L ki i B .
[ - - Pasms P

Al Aocess Objedts = =
T
Vabies

=

What layout would you like for your form?

i

TR
| BEnn0nnnn
L n

|

" ol s 2O - 0] il bt - e

st it + J)

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Create New Forms (Select a Layout)
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navigate to the right place. If you open the o e
Customer Form, it should say Customers. ’

The default text is simply the name of the Record
Source. In this example, that would be
tblICustomers. We can do better.

4. Try it: Edit the Form Title
Edit the Title: Customers.

What Else Do You See? There are two options
when you complete the Wizard:

Open the form to view or enter information
Modify the form's design.

Let's Open the Form as a User would and see
how it works.

Click Finish.

Keep going...

T
O::” Create ->Forms->Form Wizard
(- 1] L ) [ PR TR S— - - .
Form Wizard Design: -.' Ll s
Edit the Form Title | DT R I e [T e
The Form Title is the label that Users will see All scces Ghiecs © <8 ' 4
when they open the Form. Labels help Users e

What title do you want for your form?

[Customers|

That's zll tha infarmatinon tha wizard neade tn rraste vnor
oo S de Ul INTSTMS0oN TN WIZSrS Nesss 1o Oeats 4
form.

Do you want to open the form or modify the form's design?

(@) Open the form to view or enter information.
() Modify the form's desian.

Exam 77-424: Microsoft Access 2013

4.0 Create Forms

4.1 Create a Form: Create New Forms (Edit the Form Title)
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Hello, Customer Form

5. Try it: Review the New Form

When you finish the Form Wizard, you will see
a new Form. The Customers Form is shown in
the Navigation Pane on the left side of the
database.

The Form tab includes the Title we entered on
the previous page. The label at the top of the
Form has the same Title as well.

What Else Do You See? Look at the bottom
of the Form at the Records. There are four
Records in tbICustomer, the Record Source for
this Form.

Keep going...

All Access Objects

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database

Microsoft Access 2013 Beginning Page 109 of 289
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' o Cx.':vrnf.-':.
e L
...... []
: = —8| Customers %
All Access Objects @ «||=
search. £l Customers
Tables &
fj tblCustomers
B tbIMovies 4
Forms & CustomerlD
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One Home ->Records->New
BE S [ FRERY PR P
Test the Customer Form B e T s S TO o
The best way to learn how the new Form e il i i, T -
works is to enter some data. Crerews ‘ baaw
Al Appess Obgegts = = [ comtemen
— & Customers
6. Try it: Add a New Record i '
The Customer Form is open. e ‘ ¥ <
Go to Home ->Records->New. G - =
’_ =] Mew E Totals 5 L1 Brighton R
o Save W Spelling ’
Refresh CustomerlD
All - K Delete - |:| Mare
Records FirstName
A new, blank record will open.
LastMName

Try This, Too: Edit the New Record
Enter the following information:
FirstName: Sage

LastName: Young

Address1: 123 Brighton Road

Clty: Brighton

State: Ml

Zip: 48116

Home Phone: (810) 231-1111

Keep going...

Addressl

City

State

Exam 77-424: Microsoft Access 2013
4.0 Create Forms

Home Phone

et s Dt ] e s B e Y 0

4.1 Create a Form: Create New Forms (Test the Form)

55 Raplern
+ T

e |

7 - 201 ) - o

Sage

Young

123 Brighton Road

Brighton

|

(810) 231-1111)

Microsoft Access 2013 Beginning Page 110 of 289
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T
o;:’ Home ->Records->New
TR ———
Design Considerations B e |l Yo [ i "o
7. Design Considerations tre - fing L oty bttt . f::_ Py |
What should you look for when you test a
Form? Here are some thoughts you might - P

consider. Most people TAB to the next Form ekt

Field as they type in the information. Did your S T
Form automatically TAB to the next logical
Field, or did it bounce around the Form like a )
ping pong ball?

People like similar objects to be grouped

together. Are all of the Form Fields for the .
Address in the same area? In the example on City
this page, the Zip Field is not located near the

rest of the Address Fields.

Did the Home Phone Field use the Input Mask

that you added in tbiICustomer? Home Phone

The Form Wizard is a good start, but it is just a

start. The next pages introduce the wonderful Mobile Phone
programming options that are available in a

different View.

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Create New Forms (Test the Form)
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o::° Home->Views->View-> Layout View
5 Form Views: Layout - A,-.:l r-..nl i T DATA u.u:.\u o = _ :: H Tiatmas by l
Each object in Access has several Views. The  #= ol gl | ool e [ e

Form View is the one we have been using to P R— o b 4
test the functionality. There are two more A5 =
Views that can be used to edit the Form: :

Layout View and Design View. B¢’ e e

famees

B e

| L i £ Customers

Layout View is a simple editor.
Design View is a more detailed editor.

1. Try it: Go to the Layout View FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS

Go to Home ->Views->View. — A . - .
Select a View: Layout View. — db Cut Ascending selection
ER Copy ) Descending '@Advanced*
Keeb qoin View Paste _ Filter _
p going... . Format Painter Rernowve Sort Toggle Filter
| f Sort & Filter
2 romves
- acts @ « =53] Customers ',
Layout View # | Customers
DN Design View
[
Forms * CustomerlD
@ Customers FirctName

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Change Views
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5 Hello, Form Layout Tools Eﬂu.:]“..:;:." W ! E _ iy,
2. Try it: Review the Form Layout Tools e L e ol =] e e i b
There are three Form Layout Ribbons: Design, - o o e ) . 2
Arrange and Format. Al Access Objects @ = 'c“ - Progerty Sheet ,
= # ustoMmers o ool

'_:“"" . uabemee_Lael w

The Design Ribbon includes:

Views i T = —
Themes _ _ pos i
Controls - - L
Header/Footer 1 gt et :‘.:::.,',:,_ ::.E:;'
T00|S Brgioe ‘:::‘IF:- :::' Lgeam &
¥ ek g H—
The Arrange Ribbon includes: E*.'..T“' -
Table e ot L Ly
Rows & Columns - e e
Merge/Split
Move
Position

The Format Ribbon includes:

Selection

Font EH S & s FORM LAYOUT TOOLS
Number

Background HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM ARRAMGE FORMAT

¥

v U

Control Formatting D B co
So far, so good. Keep going, please... alors e T[S
L5 Bbll Aa =1 [7] €3 &l 5

View | Themes m Forts =

Wiews Themes Contrals

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Layout View
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O::G Form Layout Tools ->Design->Themes->Themes

E B i T T B el bt B b | matedid gy ol Lo vt | spenrima g B | e L s ¥ a4 =

5 Choose a Theme E‘H“l-‘_:“ . inTHI BATA  EWTARKE TOGRE “j :Mu St e — S l

Color and Fonts are important in Form Design. You vor | 1., . (M= Ao (= - B o o | 4 Py
can use the Form Layout Tools to apply a Theme to R : i i 3
this Form. M MAa l - : Property Sheet
3. Try it: Select Theme EH' 2o (A 2o B [ ‘ i s T T
The Customer Form is open. o I e o
It is still in Layout View. P (e R e :
Go to Form Layout Tools ->Design->Themes. Ao | .
Click on Themes. & i
Select a Theme: Wisp w

What Do You See? As you run your mouse over = D A‘]l n Colors -

the Theme Library, you should see a Live Preview of . .
the formatting. The Theme specifies the formatting View | Hse: Fonts -
for the Colors and Fonts. ' T W

%Aﬂ@[

‘ Views In this Database

| VICWS
Keep going...
All Al Aq
Search.. EEEEEE
Tables) (e
E b

= w | Al Aa ﬂ A E AQ
Forms | |[====m= EEEEEE ENEEEE [pp——
E a AQBI Aa 7_ Aa E]- Aobﬂ

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Apply Themes
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Add an Image to a Form

People use pictures to confirm that they are in the
right place. The following pages will show how to add
an image Control. We will also use the Property
Sheet to edit the size and position.

4. Try it: Add an Image

The Customers Form is open in Layout View.

Go to Form Layout Tools ->Design->Controls.
Select a Control: Insert Image

Browse to the Documents folder.
Select an Image: popcorn1.gif.
Click OK.

Keep going...

Form Layout Tools ->Design->Controls->Insert Image

BE -

[ T e

| [E] s
Vew | Thamas [ty -
Al Acoess Dibger
doaen.

Tabdes

W meew

;mn-m-m

e I

15 @

st LR RS

o ek Randy maga Tim Pjgg” ©

|
]
|
|
|

EXTERMNAL DATA

DATABASE TOOLS | DESIGN |

ARRAMGE

FORMAT

5 @bl A =] [7] & @

E

] ER

(11111
oo

vl

Exam 77-424: Microsoft Access 2013

4.0 Create Forms

4.3 Format a Form: Insert Images

Controls
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Review the Image Properties
Every object in a database has Properties. The
Property Sheet lists all of the options that can be
edited. The numerous options are grouped by
purpose: Format, Data, Event, etc.

We will use the Property Sheet to resize the Image
and place it in a corner of the Form.

Before You Begin: Find the Properties
The Customers Form is open in Layout View.
Go to Form Layout Tools ->Design->Tools.
Click on Property Sheet.

What Do You See? The Property Sheet should be
available on the right side.

5. Try it: Review the Image Properties
Click on the Image to see the Properties.
Go to the All tab.

The Property Sheet now shows all of the options for
the Image, popcorn1.gif.

Keep going...

Exam 77-424:

Form Layout Tools ->Design-> Tools->Property Sheet

LR T

inTiien: DATA  DATaRl oSG | Bl

’:‘».-1;.:-‘._.» L& atl| Ag (= 32 E B i

Microsoft Access 2013

4.0 Create Forms
4.2 Set Form Controls: Set Form Control Properties
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Property Sheet

Selection type: Image

Imageld W
Format| Data | Event | Other Al
Mame Imagel19
Control Source

Visible Yes
Picture Type Shared
Picture paopcarnl
Picture Tiling Mo

Size Mode Zoom
Picture Alignment Top Left
Width 6.6354"
Height 4,1667"
Top 0.25"

Left 0.25"
Back Style Transparent



E >

O::G Form Layout Tools ->Design-> Tools->Property Sheet

E 8E% ' T FORMLAAB NS Maoshawien Bepe i Ouiduss. [kl Decanmat retionVides bogert ol uem 2. ¥ F

5 Resize the Image E-n—:i“'.u:u inThivens BATA  Eniad ToRE u: :.ml.lu drmnant R — tisanars vt + J
6. Try it: Edit the Image Properties Vo | T | 20 AT -t I O i e
Name: popcorn1 o i o . - 6
Width: 2" AN Aocess Dbyets ® r:n-";- Property Sheet ’
Height: 1.25" = . | TETEE — ;
Top: 0.25" =S— el e T =
Left: 7.125" (Access may align the image to e : . -l R [ —
the grid, hence the odd number) h &i o T .
e i ey B

Try This, Too: Save Your Form b4

Go to File-> Save. PFDF}EH}’ Sheet

Close the Customers Form. .
Selection type: Image

Very well. We have a simple customer form.
And it has a picture of popcorn.

popcornl W

Format| Data | Ewent | Other | All

MName popcornd
i Control Source
. Visible Yes
: .a Picture Type Shared
Picture popcornl
" Picture Tiling Mo
Size Mode Zoom
I3 - Picture Alignment Center
L Width 2
J d Height 1.25"
L Top 0.25°
Left 7.125"
Back Style Transparent| v

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form : Save Forms
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Create Another Form

Please use the Form Wizard to create a Form for
the movie Table. Here are the steps.

1. Try it: Create a Form
Go to All Access Objects.
Select: tbIMovies

Go to Create ->Forms->Form Wizard.
Select a Record Source: tbIMovies
Select All Available Fields.

Keep going...

Create ->Forms->Form Wizard

BE s o Toantho¥idis B Dt vt e Dt oo g e 200 - 2071 Al b A x
I oo cman iR paTa Bl TR st ity + J}
b | p— g R by | [ B et Wi | [T A Aiate
= & MEl =& - " - al
’ T et - . s o ki
Sgplosion,  Table Toble WavPued  Geey Gy B Bk ” Bapeort Bapee Bk Maow
Pamn - Srgn Lamc | Wawd Srgn [ — LRay wt T B
Rl anad O od e ragpe s b L
All Access Objeis & =
W i
Tabien
B wrcasasn
= e
[p—
B tesemen

Which fields do you want on your form?

You can choose from more than one table or query.

Table: thiMovies

Available Fields:

Exam 77-424: Microsoft Access 2013
4.0 Create Forms

4.1 Create a Form: Create New Forms (Use the Form Wizard)
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Create ->Forms->Form Wizard

[T o Trmeth¥ides Byt D C/vibsandalietilioscamantd ssealirsten Baggedh 1 Yoot oes 2007 - 2070 Al Vammmat] - Actm %
. . B s cman e pata bt T Ry |
Form Wizard: Layout BT M e B S | 5 ][] R | ] e
2. Try it: Select a Form Layout Sepe | o T S| Gy Gy b Bk 2T et o iy
Po - Smgn  Lan- | Waed Sngn [ - L ]
Select a Layout: Tabluar eowr o et e e i 2
All Access Objects & =

dn
Ty

So, what does the Tabular Form Layout look
like? Click Next.

Keep going..

Exam 77-424: Microsoft Access 2013

4.0 Create Forms
4.1 Create a Form: Create New Forms (Use the Form Wizard)
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Create ->Forms->Form Wizard

gE s e
Bl o o e

Finish the Form Wizard B ES O

3. Try it: Finish the Form Wizard Srebutes | L S b | Gy ey
Enter the Title: Movies. imaar =

Select an option: Open the form to view or P FAO0RES LIgeCEs B

dan.

enter information. s
=

v

Click Finish.

Keep going, let's see it...

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Create New Forms (Use the Form Wizard)

e (T e

What title do you want for your form?

|Movies

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

Do you want to open the form or modify the form's design?

(@) Dpen the form to view or enter information.
() Modify the form's desian.
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E B ®a p Vomnrhoatoed: Bigen ! Db 12 b et Doty ) el g bt B 000 oo a 300 - 1071 Uy bommgt)  ocqoma T = & ®
. I oo cman i pata B T Vst vt + )
Hello, Movies Y R S . s
! 4. Try it: Review the Movies Form vos i e Plouity Do e siin B | g onw i
The Movies Form is a Single Form: It shows Dot ekt e - romanng = 4
one Movie per form. The Form Fields are [Rpccess Otgects © i -
e . . = e MOVIas
Justified which means the Fields are all the e g
same width. The Fields are formatted with an e # T Jarreen gon
outline as well. g

B Cassmin -

3w 2 Juvp Sreei WEF R AL o

What Else Do You See? Look at the bottom = Movies \
of the Form at the Records. There are 400 ==l WIOVIES
Records in tbIMovies, the Record Source for

this Form. MDVIES

Keep going... vielD Movie Year Rating
g §(127 Hours (2010) 2010|[R
2(|121 Jump Street 2012||R

Record: M < [1of400 | » » »: | W Unfiltered

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Create New Forms ( Form View)
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o::” Home->Views->View->Layout View
E - g Fopaloat oo oo [hatabomat - ety st D el g e oyl Do o, 0T ] bl Rt i v P = & ¥
:} Change the View B o T e e T | o B e
The following pages will use the Layout View e o o [y T M Tl R
to format the Movie Form. T e T pres Reoer S = 1
L Vo £ Movies
1. Try it: Change the View. W L et

Go to Home-> Views-> View. T3 pro et e astion
Select a View: Layout View.

Jonch H

Hmrre 1 {2040 Charring Fakum,

1 1 r
e ey :..-..F-In 5‘-_:..- B
Kee oin . 4 A Lanorofen (20111 p i PG Drowrss P orarmon, Lo o
P going FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS
== X, Cut Y 7| Ascending T Selection -
ER Copy ] ,z:,,l Descending '|:| Advanced ~
View Paste | Filter
- ¥ Format Painter z# Remove Sort YToggIe Filter =
| I Sort & Filter
D Form View — Y
i scts @ « || ZE Movies\
= layout View A1 Movies
h{ Design View vielD Movie
Bkl
2121 Jump Street
Forms % (2011)
Customers
_ 3(150/50 (2011
Movies / [ ]

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
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Format the Form Controls

Look again at the new Movies Form. The Form
Controls are formatted with a large Font Size,
which makes it difficult to get all of information, say
the Movie Title, on one line.

Microsoft Access has a Format Ribbon that looks
very similar to the one in Microsoft Word.

2. Try it: Format the Form Controls
Select the Movie Field.

Go to Form Layout Tools ->Format->Font.
Select a Font: Arial.

Select a Font Size: 10

Do It Again: Format All of the Form Controls
Select each Form Field.

Go to Form Layout Tools ->Format->Font.
Select a Font: Arial.

Select a Font Size: 10

Keep going...

Form Layout Tools ->Format->Font

LR - —
(LT Angd ™ m oy | ?. s g Bl
o g oot -
e A NrW A h‘::‘-u I»”j‘.-::
A ; —
s Movies ET Mowvie = ||| Anal
: el ] e BT 1, i :-:--:
S Select All B
PPy — Selection
1 i
i . _ _
] i e "
=8| Movies ',
Movi

vielD Movie
4 2|21 Jump Street (2011)

3(50/50 (2011)

Year Rating
2012||R

2011||R

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
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Opg Form Layout Tools ->Design->Property Sheet
(IR ; T
Edit the Form ContrOIS E K“. ‘..:., I:P'?-L'I.:IA ‘L:ll.l.lu T u.w.—m. R
The Form Controls have other Properties, as o Y-t Vetigeend

well. For example, we can use the Property Sheet

to change the Height or Width.

All Access Objects @ = | T e

3. Try it: Edit the Form Controls 3 - 'l A
The Movies Form is still open in Layout View. B o i
Select the Movie Field. iy
Go to Property Sheet->All. p—
Edit the Height: 0.25". :

Do It Again: Format All of the Form Controls

Select each Form Field.
Go to Property Sheet->All.
Edit the Height: 0.25".

Keep going...

01 Adartare of Dxses Feas

T Adgrtavs o Peoochea e o

3 Actan (1997 W R
N Al Dk Wy Swset (1| VW0 R
sngm st

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Set Form Control Properties
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Crama

Format| Data | Event | Other | Al

MName

Control Source
Format

Decimal Places
Visible

Text Format
Datasheet Caption
Show Date Picker

Width

Height

Top

Left
EBack 5tyle

Movie
Movie

@

Auto

Yes

Plain Text
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0.25"
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Q;:" Form Layout Tools ->Design->Views->View->Form View
] ‘ TrmntonVidies Bagin: Demhs- st Ducumentr'd rossiretslen Bag s il ectms 20
Save and View i Yt Dim: | [3 e Tiee | gy S
Even a simple Form should be tested as a o e e S (it R | g Sow

User would see it.

14
= ¢
i

13

Before You Begin: Save the Form
Go to File->Save.

I

e

Still Before You Begin: Change the View
Go to Form Layout Tools ->Design->Views.
Go to View->Form View.

4. Try it: Test the Movies Form
The Movies Form is open.

Go to Home ->Records->New.
A new, blank record will open.

Try This, Too: Edit the New Record e T T R e T
Enter the following information:

Movie: Titanic 3D 399|[Year of Living Dangerous 1982/ PG
Year: 2012

Rating: PG13 400|Year of the Dragon (1985 1985| R

Genre: Romance

Stars: Leonardo DiCaprio, Kate Winslet 401|[Titanic 30| A 2012(|PG13
W

(Mew)

EI

Record: M 4 401 0f 401 [ + M} E(Unfiltered Search

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Save Forms
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Summary Al Acces

We created two new Forms with the Form =
Wizard: Customers and Movies. This —
lesson also introduced the Form Design S -
Tools that are available in Layout View.

The next lesson looks at what you can do
with Forms in Design View.

Allez Allez In Free. You done good.
You get the cookie... Em -

or popcorn if you wish!
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Practice Activities

Lesson 5: Form Design

Try This: Do the following steps
1. Open the Brown Bag Lunch database you have been programming. Or you may download the sample database

Brown Bag Lunch ver5.accdb online.

2. Create a New Form with the Form Wizard. Use tbICustomers as the Record Source.

3. Select all available Fields for the Form.

4. Select the Columnar Layout.

5. Name the Title Customers. Select the option to open the Form to view or enter info. Finish the Wizard.

6. Add a new record to verify that the Form works.
Wordnation, Andrea Carter, 1275 Grand River Ave., Milford, MI, 48380, 248-555-6100

7. Go to Layout View. Select the Theme Hardcover.

8. Save the Form as Customers.

9. Create a second Form with the Form Wizard. Use tbIProducts as the Record Source.

10. Select all available Fields. Select the Justified Layout.

11. Name the title Products. Select the option to open and enter information then finish the Wizard.

12. Add a new Record to test the Form.
Sandwich, Peanut Butter and Honey, Vegetarian, Peanut butter and Michigan honey on fresh bread.

13. Return to the Layout View. Select all of the Controls in the Detail Section and resize them so that the Width is 3".
Add the image Lunch1.gif Resize the image to 2" x 1.5" and place it in the lower right corner of the Form.
14. Save the Form as Products.

15. Close the Brown Bag database and get some cookies.
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Test Yourself

1. Which are ways to create a Form in
Access? (Give all correct answers.)
A. Templates

B. Design from Scratch

C. Form Wizard

D. Import from Word

Tip: Beginning Access, page 105

2. Which are Form Layouts available in the
Form Wizard? (Give all correct answers.)
A. Columnar

B. Tabular

C. Datasheet

D. Justified

Tip: Beginning Access, page 107

3. Which are options for finishing the Form
Wizard? (Give all correct answers.)

A. No action, which returns you to the Table
B. Modify the Form opens it for editing

C. Open the Form to show it as a user would
see it

Tip: Beginning Access, page 108

4. The TAB key, when pressed, should
advance the cursor to the next logical field.
A. True

B. False

Tip: Beginning Access, page 111

5. Which are Form Views available?
(Give all correct answers.)

A. Form (to use and to enter data)
B. Layout (a simple editor)

C. Design (a detailed editor)

Tip: Beginning Access, page 112

6. Which are the Layout Tools Ribbons?
(Give all correct answers.)

A. Layout

B. Design

C. Format

D. Arrange

E. Advanced

Tip: Beginning Access, page 113

Microsoft Access 2013 Beginning Page 128 of 289

7. Any Form created should be tested as User
would see it.

A. True

B. False

Tip: Beginning Access, page 125

8. The Form Wizard always arranges Fields
ideally, making sure related fields stay together.
A. True

B. False

Tip: Beginning Access, page 111




Beginning Access Objectives
In this lesson, you will learn how to:

1. Go to the Design View and use the Form
Design Tools to edit the Form Fields.

2. View the Property Sheet for the Form and
the individual Form Controls.

3. Add a picture to the Form Header and use
the Property Sheet to resize the picture.

4. Arrange the Form Fields
and edit the Tab Order.

© 2014 Comma Productions, LLC

Access 2013: Presenting Data Visually

Designing Forms for Real Users
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1. Readings
Read Lesson 6 in the Beginning Access
guide, page 129-150.

Project
Edit the Form Controls with the Form
Design Tools and the Property Sheet.

Downloads

FrontRowVideo Begin6.accdb
popcorni.qgif, popcorn2.gif,
popcorn3.qif, popcorn4.qif,
movies1.gif.

Brown Bag Lunch ver6.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpqg

Lunch1.gif, Lunch2.gif, Lunch3.gif,

Lunch4.qif

2. Practice
Complete the Practice Activity on page 151.

3. Assessment
Review the Test questions on page 152.

Lesson 6 : Designing Forms for Real Users

Form Design Tools: Design

AG alors = T[S
| | M s bl Ag =1 [T & =l B [

View | Themes Fonts - h“?:-'l'

Views Themes Controls
Y 4

Form Design Tools: Design

E,El Logo DD ; Dlz:ﬂé Subform in New Window
[ Title S T i Code
Add Existing Property Tab
F.'E.Date and Tirne Fields Sheet  Order %Convert Form's Macros to Visual Basic
Header / Footer iJ EJ iJ Tools

Menu Maps
From the Home Ribbon.
Home ->Views->View->Design View, page 133

From the Form Design Tools: Design Ribbon.
1. Form Design Tools, page 134

2. Form Design Tools ->Design->Tools->Property Sheet, page 136
3. Form Design Tools ->Design->Header/Footer->Logo, page 138
4. Form Design Tools ->Format->Font, page 144

5. Form Design Tools ->Design->Tools->Tab Order, page 146
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Forms: Designing for Real Users

A Real User is the person who has to use your database to get their job done. If your Forms are easy to enter information, then the data
will get typed in. If not,...images of playing whack-a-programmer come to mind. Real Users get real frustrated if the Form does not behave
as expected. Each time the Form is changed, we will test it to see if it still works.

| Zg| Customers

This lesson looks at Form Design from the
m User's perspective and corrects two

C U STO ers common Form errors: Tab Order and

Cycle (how the Form acts when you Tab to

the end of the Form Fields.)

Customerl|D ‘ 2‘

Home Phone |(810) 555-

LastName |Poohbah ﬂgﬂf{””g S Py ’F
Address] 123 Main Stree Mfiﬂuee"sfﬁ ‘

-~

City |Brighton

Mobile Phone
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Before You Begin

This demonstration uses the Front Row
Video database that we programmed in
the previous lessons. You can continue
with the database you have been
working on. You can also download the
sample Access database at the
beginning of this lesson.

1. Try it: Open the Sample Database
Go to the Documents folder.

Open the sample database:
FrontRowVideo Begin6.accdb

What Do You See? There are two
Tables:

tblICustomers

tbIMovies

There are two Forms as well:
Customers
Movies

What Else Do You See? This database

may have a Security Warning. In order to
edit the objects and save your work, you

need to click on Enable Content.

Microsoft Access: Enable Content

T ' Temnthoaiins Beget Dt vt b Dt somehiis g ¢l i e 20 - 2071 Al bt - i

InTiiveny BATA  BATARAH VoG

T M Dvne

I SECURITY WARNING Some active content has been disabled. Click for more details.

All Access Objects @ «
Search... ol
Tables 2
1 tbiCustomers

EH tbiMovies

Forms 2
@ Customers

@ Movies
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Change the View

The previous lesson considered the options
available when a Form is in Layout View. This
lesson uses the Design View.

2. Try it: Go to the Design View
Go to the Access Navigation Panel.
Double-click the Customer Form to open it.

Go to Home ->Views->View.
Click on Design View.

Keep going, please...

Home ->Views->View->Design View

- %] i [ PHESESTAY - vy stk s gmtng
A nTiivems BATA  Bwiabicd Tons
T wraing T Tarinctae - i e 3 H ¥y Taphar
- P R - = B o T
W i . teturen
- =]

0T - 2007] A - et ¥ & ®

[ l
EXTERMAL DATA DATABASE TOOLS
7] Ascending T Selection -

Y

%l Descending =] Advanced -

Filter

m
= w«

e

=

o

FILE HOME CREATE
— Cut
== ER Co
View Paste Py
- Format Painter
|
D Form View 1
2Cts
Layout View
D Design View
[
Forms
E Customers
E Movies

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Change Views
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Hello, Design View

3. Try it: Review the Form Design Tools

Form Design Tools

There are three Form Design Ribbons: Design,

Arrange and Format.

The Design Ribbon includes:
Views

Themes

Controls

Header/Footer

Tools

The Arrange Ribbon includes:

Table

Rows & Columns
Merge/Split
Move

Sizing & Ordering

The Format Ribbon includes:
Selection

Font

Number

Background

Control Formatting

Keep going, please...

I ' T TORADERN NG Msoshawtiden Bagnk LV | et Clkerunbiducunsen reneetuies Dol Do . T 4 ¥
[ TR RO -y [ — s st - i)
0@ Peecoamnnymasam ST [0 0B
- = [ ke - -y T, i Tk Pabds Coaer Dede E
Al Access Objects @ = -i""- . — — o _. ¥ Property Sheet : 3
B = o - Yeleiben o Fum
e Custorhers | { | | | | ,.:, T e [ o —
EH S 2@ s FORM DESIGN TOOLS
HOME  CREATE  EXTERMALDATA  DATABASETOOLS | DESIGN | ARRANGE  FORMAT

L5 [bl] Ag

View | Themes Fonts «

WViews Themes

= [ @ @ B - D i

Controls

All Access Objects

Search..

Tables &

® « |§| Customers

S T T T S A AT SR TR T SRR R SRR ST

B tblCustomers
B thimovies -

'1'|
e
E
w
»

# Form Header

El Movies

|[CustomeriD

irstiame)

o FirstName

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form : Modify Existing Forms
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Form Headers and Detail

4. Try This: Find the Sections

A Microsoft Access Form may have many
sections. Each section has a purpose. The Form
Header is used for navigation and corporate
logos. Users look for clues or signs that they are
on the right page. Color and images are part of
good form design.

The Detail section is used for the Form Fields.
This is the data from the Customer Table,
tblICustomer.

Here are the changes we will make to the
Customer Form:

1. Edit the Label on the Form Header
2. Insert a picture

3. Change the Layout

4. Fix the Tab Order

5. Change the Form Properties

Form Design Tools

B '
[
-

A Wcson-

Vi | T [ty -

11

"

Ay @Ea

Al ACoess Obhpepis = =

s D SRS

inThiven DATA  DATARAGH TooRA | DERSM | ARRaMGE  FORAT

gl priches gk LA : Dttt

—_ —_ —

= Customers.x'"n\_

Ul etosttee biged Lo, T = & X

ks . |

a3

" o vk - 1 . =)
A bt L L § - T - T Ve Gl
Aa - - H - |- = i iy Pty T T
o~y - Dhate el Tt oty | Shea | e B Dot P’ Mo 5 Wl R
R
: o Froperty Sheet
= @ Feam vt rinchesn bypr #uem
- T n Pum -
i
Custorers | - -
. Lo P W e wlml A
@ i gt Comtpman
- ey by -

HE I I

 Form Header

CustomerlD

FirstName

LastName

Address]

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Design View
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Form Design Tools ->Design->Tools->Property Sheet

T : T T o ¥chas B LA : Dmatarnt- T\ Loy aslbanb g cmmpmmyf voniios¥ots. Beged LM sl 1 a

Form Controls: Labels Ejl“k;jf' e = S Ry — 1= e I
A Label is a simple box to display your v | T . | M A e f i B e (B M.'.::,‘,..;“..,_.:: .
descriptions. This step edits the Label in the Form = § : e i 5
Header by editing the Property Sheet. AR hooess Ofets 0 T —rr — — Progerty Sheet
= |} [T T T T ==
|
|

I matmas Custormears |

5. Try it: Find the Property Sheet i

The Customer Form is open in Design View. 3 s (I e —
Go to the Form Header. S . 0 i | i
Select a Label: Customers. - -
Go to Form Design Tools ->Design->Tools. L et e '-'::'E;\ E-E’-"«‘
Click on Property Sheet. prant o) L ——
What Do You See? The Property Sheet for the : ) . =
Label shows the following: = oe oA L

Name: Label18
Caption: Customers
Visible: Yes

Property Sheet *

) Selection type: Label
And more...keep going...

’Labenﬂ |v‘

Memo to Self: The name in your Property Sheet
may or may not match the example on this page.
That is OK.

Format| Data | Event | D‘Izhelr‘ All

MName Label13 ~
Caption Customers

Visible Yes

Width 1.525"

Height 0.7083"

Top 0.0417"

Left 0.0417

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Design View (Properties)
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Form Design Tools ->Design->Tools->Property Sheet

:} Edit the Label =8 Customers
6. Try it: Edit the Label T T T T < B I B
Click on the Label to select it. & Form Header
Edit the following Properties:
Name: CustomerLabel
Left: 2

What Do You See? The Label is now placed 2"
from the Left edge of the Form.

Keep going...

Hrsthloms|:

Firsthame

Property Sheet *
Lastl Selection type: Label
e |CustnmerLabeI W
! Add Format| Data | Event @ Other  All
' —— Mame CustomerlLabel LS
LghIRIng = = s S < Ci Caption Customers
MEQueet ¥ g™ : e P ty Visible Yes
i S | | Width 1.525"
Height 0.7083"
Top 0.0417"
Left 2"

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Manage Labels (Edit Label Properties)
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Form Design Tools ->Design->Header/Footer->Logo

TR BT e e B Srer— .
:} Add a Logo N s o S B e B S o

You can use the Form Design Tools to add a vor | e e (Ml A0 (=1 L) 5 B PN B 2 [l S

Logo to this Header. Here are the steps. - o s o 7

All Access Objects ® = wmomen % Property Sheet

7. Try it: Add a Logo to the Header e A i

The Customer Form is open in Design View. I

Click on the Form Header to select it. PR

Go to Form Design Tools ->Design. "

Go to Header/Footer->Logo.

What Do You See? You will be prompted to
Browse for an image.

Go to the Documents folder.

Select an image: movies1.gif

Pin ey | Gomphers Vi g g it

g Lamanl

Click OK. Keep going...

Memo to Self: It is not necessary to MATCH the
images in this lesson. You can use your own
picutres if you wish.

DESIGN ARRAMGE

FORMAT

Xz || - D E,EI Logo
IS H B\ B o

Image ~ E{l} Date and Time

Contraols Header f Footer

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Insert Images
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Form Design Tools ->Design->Header/Footer->Logo

=5| Customers ",

Resize the Logo

8. Try it: Edit the Logo < L
Click on the Logo to select it. & Form Header 8
Edit the following Properties: 2 —— ——————————— !
Name: FrontRowLogo |
Size Mode: Zoom

Picture Alignment: Center
Width: 1.5"

Height: 1" - ‘ ]
Top: 0.0417" - [I; oy
Left: 0.2083" : e

Property Sheet

1 selection type: Image

What Do You See? The Logo is now resized to
be 1.5" x 1".

FrontRowlLogo (V]

What Else Do You See? The Page Header did
NOT automatically resize when you changed the
Logo. Please resize the Page Header.

Format| Data | Event | Other | All

Mame FrontRowlogo LS
Looking good. Keep going... 5:1?;[:' source Yes

Picture Type Embedded

Picture Movies1.gif

Picture Tiling Mo

S5ize Mode Zoom

Picture Alignment Center

Width 1.5"

Height 1

Top 00417

Left 0.2083"

Exam 77-424: Microsoft Access 2013
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Form Design Tools ->Design->Tools->Property Sheet

LR

Format the Header = ] g
9. Try it: Format the Header Vo | T [y
The Form Header is selected.

Go to Property Sheet-> All. ittt il B

Click on Back Color. Taen
Use the three-dot builder to select a Theme =S
Color: Light Grey 2. —

So far, so good.

?_E'T| Customers

iven BT

abl| Ag

Eainaki Tomd | DM bl

1)

uslorerns

demnan]

1

CustomerlD [

Exam 77-424: Microsoft Access 2013
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mapr Dt i Tt Fain B | et ] it P Wl Wl i 9
Fromerty Sheet

R —-

Property Sheet *

Selection type: Section

Fismat | Duln | Boret | w46

FormHeader W

Format| Data | Event | Other | All

Mame FormHeader

Visible Yes

Height 1.0569"

Back Color #D2DEDg =
Spedial E_ﬁHt Automatic

Auto Height

Can Grow Theme Colors

Can Shrink [ EEEEEERE
Display When

Keep Together

Force Mew Page

Mew Row Or Cal IIIIIIII
On Click [ |

On Dbl Click Standard Colors

On Mouse Down

On Mouse Up | EEN Ll
On Mouse Move [ |
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Working with Form Controls
Each Form Field has two parts: Label and Control.

> |3

,z__ i.g

& X

g oot Bl LM bl

v
[

The previous pages looked at the Label and the
various Properties that can be edited to resize and
position the Label.

BHifEEE
P i}
HJ' -

Cuslor‘f‘ers l
The Control is where users enter and change C oW
data. The Detail Section of this Form has several : 1 [ i
Controls that we will edit and arrange. e iy

1. Try it: Select the Control
Select the FirstName Control.

What Do You See? The FirstName Control is
highlighted. There are small square handles in
each corner and side that can be used to resize
the Control.

The Label and the Control both have special
handles in the upper left corner that can be used

N,

to move them independently.

Keep going...

LastName

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Move Form Controls
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Select Multiple Controls
Say there are a half dozen Controls that you Ve D |8 =
would like to resize. You can select and edit
them all at the same time.

2. Try it: Select Multiple Controls B e
Hold the Control (Ctrl) key on the keyboard as | & w “arma
you select all of the Controls in the Detail a - T T —
Section of the Customers Form, EXCEPT the
State Control.

Try This, Too: Resize Multiple Controls
Go to the Property Sheet.

Edit the Width: 2"

Edit the Height:0.25"

Keep going...

Form Design Tools ->Design->Tools->Property Sheet

B E 5 - ot ten Bl LA Dridis Tt ailscarmsentil vtiratiites begedt Ubaccie T ]
RN CEAR DT BATA  DATARKG TOSHE | DR Tissarh ok l
7 | [A] Ecum- — Lo m | = ]
:-\.-1 ab | g (- —:‘.._\“_' M‘I:‘:"ﬂ": -:: :._T:__ R
— oy ! | ! e
: r Property Sheet
: E Selection type: Multiple selection
a W

Format Data @ Event | Other | All
Control Source
Format
Decimal Places Auto
Visible Yes
Text Format Plain Text
Datasheet Caption
Show Date Picker For dates
Width 2
Height 0.25"
Top
Left 2.0208°

Exam 77-424: Microsoft Access 2013
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BE s PO DR IS orrwcban B LA st £ Lsa ol Doy | sontbionsogas Bt LAM bl a =
Reposition the Controls T e e s e e | o B e
The Customer Form collects information that can v | T . |0 A E" ' 1 3 e | Mmin P R
used for billing, reports and mail merges. This - - : 3
step arranges the Form Controls as they would AR Acces Otfects 8 S hr——— ERERRRT ; sh

look on an address label or receipt.

3. Try it: Move the Controls T o | | - 2

Select the Controls one by one. e -

Resize and move them as shown on this page. ;,,.“1 e

Keep going...! ; e e Famic e’ —

- i . e s

Memo to Self: You can instantly resize a Label ' | ' | ' ' ' ' o S -

so that it fits the text. : . —
T T

Try this: Select the Label  Detail

Place your cursor on the bottom right handle.
When you see a double arrow, double click.
Access will resize the Label precisely. - i Tk Customer|D

Don't Forget: You can move a Label and
Control separately by using the grey handle in
the upper left corner. 1

LastMame Firsthame

e Address]

Exam 77-424: Microsoft Access 2013
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Format the Controls

In this business scenario, the Front Row Video
employees look up customers by their phone
numbers. So, the phone number is critical data
that users need to enter.

You can make the phone number very obvious
by moving it to the top of the form and
formatting the size and color.

4. Try it: Format the Controls

Place the HomePhone Control at the top of the
Detail Section.

Both the Label and the Field are selected.

Go to Form Design Tools ->Format.

Go to the Font group and select:

Size: 12

Attribute: Bold

Fill: Orange, Accent 2, Lighter 60%.

Keep going...

Form Design Tools ->Format->Font

e et e R el chas Bogerd LA : sttt ey ol Do gy | spnalina' g Bagedl LM 4 ool a N
I oo cman iiTeanaTa DATAA TOG  DEM AR | R Tisas vty + [}
- —_— s g B -
i R S —" - [T} Pae P
. IRt Batigpon
gt -

Wlllll — i e Sty bl
P

Al A v 1
Al Acoess Objects ® = |3 &

S

I:AH - -
'SL-S’»‘U'I?EI'&
|
B e JEE] |
L] - - peck
o Fhote MomePhong
]
- Detail

CustomerlD

one . HomePhone

LastName

Address]

FirstMome

'Ezip

:t MobilePhone

Exam 77-424: Microsoft Access 2013
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Form Design Tools ->Design->View->Form View

[ W= ‘ Voo Bt LAY Dt iy sfbont Oty speiartabss B LM i Shccons P07 - 207 Al At - At a x

:} Test the Form B o o W s e —
Whenever you change a Form, it is a good ideato = : 8 e sl Ba iy | o, Son:
go back to Form View and test it. e E——— e . 5
Al Acoess Dbpecls == -

- & Custormers
Tab through your Form. Does it advance to the o i B
next Field as you expected? B mans

=g Customers-""“-._l

5. Try it: Test in Form View

The Customer Form is open in Design View.
Go to Form Design Tools ->Design->View.
Select a View: Form View

Customers

Try This, Too: Test the Tab Order
Use the keyboard to Tab to each Field.

4
What Do You See? Does Tab begin at the top
with the Home Phone, or First Name? I CustomerlD l 2‘
What happens after you Tab through all of the Home Phone ‘{8] 0) 555-1212 A ‘
W

Fields. Does it return (Cycle) to the first Field on
this Customer or go to the next Customer?

LastName |Poohbah FirstName |Deeter

Address] (123 Main Street
City |Brighton State Iip 48116

Mobile Phone

Good questions. Turn the page to see...

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Modify Tab Order in Forms
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Form Design: Tab Order

Form Design Tools ->Design->Tools->Tab Order

BE % = T CEMDESNINEE. | Reschaw¥ides Bapind LA : Deitans. C\lserusliethlsrarmse] rantfieaaivs. Begond- LM i

T U v e —

7 [2] e

Forms that Tab around like a ping pong ball can Vo | Vo [y - Ll ) Ao (=
get old very fast. The Tab Order can be fixed with -
H Al Access Objects & = e
the Form Design Tools. . " oo R G
D wnee ' Form Head
Before You Begin: Go to the Design View e e = l LT
The Customer Form is still open. i — : # Form Footer HomePhone

Go to Form Design Tools ->Design->View.
Select a View: Design View.

6. Try it: Edit the Tab Order
Go to Form Design Tools ->Design->Tools.
Click on Tab Order.

You will be prompted to edit the Tab Order:
Click on Auto Order.

What Do You See? The Fields in the Detail
Section will be reordered as they appear, top to
bottom, in the Customer Form.

What Else Do You See? You can drag the rows
by hand if you wish.

Click OK.

Keep going, please...

. | popcornl
hmfr LastName
FirstName
Addressl
City

State

Zip
MobilePhone

Click to select a row, or
dick and drag to select
multiple rows. Drag
selected row(s) to move
them to desired tab
order.

| | |

Exam 77-424: Microsoft Access 2013
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Form Design: Cycle Records
Cycle is the term used to describe what happens
after you Tab to the last Form Field. You can stay
in the current record and Tab back to the top. You
can also advance to the next record until you have
tabbed through all of them. Cycle is in the Form
Properties.

Before You Begin: Select the Form
Click on the Form Selector, the small square at
top where the two rulers meet.

7. Try it: Edit the Cycle Property

The Customer Form is open in Design View.
The Form is selected.

Go to Form Design Tools ->Design->Tools.
Click on Property Sheet.

Go to the Other Tab.

Click on Cycle: All Records.

Select: Current Record.

Keep going...

Form Design Tools ->Design->Tools->Property Sheet

Form Selector

[ I T - I |

& Form Header

1

' HomePhone

L[] - - Form V]

e T T bbb ! ...........

g LastName Format| Data | Event | Other | aj

1 ' Pop Up Mo

- aE Address] | Madal No
Cycle Current Reco rd| v
foobbar M
Toolbar
Shortcut Menu Current Page

Menu Bar
Shortcut Menu Bar

Exam 77-424: Microsoft Access 2013
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Test it, Again

8. Try it: Test in Form View

The Customer Form is open in Design View.
Go to Form Design Tools ->Design->View.
Select a View: Form View

Try This, Too: Test the Tab Order. Again
Use the keyboard to Tab to each Field.

What Do You See? Does Tab begin at the top
with the Home Phone and return to the top after
you Tab through each Field?

Good.

Form Design Tools ->Design->View->Form View

0u e T ST

W T Erbrrsn

Home Frone (810} 555-1282

=8| Customers %

CustomerlD

LastName [Poohbah

Address]

City |Brighton

Microsoft Access 2013 Beginning Page 148 of 289
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Save, Save, Save!

Now would be a good time to save your Form.

Especially if it works!

9. Try it: Save the Form
The Customer Form is still open.
Go to File->Save.

Done and done.

File ->Save

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Save Forms
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r LI e Topnlonachos Begesst IR Diahana- vty lbont Dopcnamanty' oot s LM 1 ooy 200 - 2077 ke Aot - ot i —e
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: L, fllsmaing T baiectom. - b e P
- T s e | B oo e
- LT . Al Access Objects & « | femeemm =
This discussion introduced the Form Design tiedoadi ol

View and the Form Design Tools. We used the =

3 a Customers
Tools to arrange and edit the Form Fields. S o =

b
Keep in mind that you are designing for "Real Home Pone. (810} 85-1212 N o
Users." Users want to be fast and effective. e M
Make it good enough even for you, the =2 customers
programmer. \

OK, enough for now. Allez, Allez in Free.
You get two cookies. Maybe three.

Customers

CustomerlD | 2|

Home Phone (810) 555-1212 4|

LastMame |Poohbah Firsthame |Deeter
Address] 123 Main Street

City

Brighton

Mobile Phone

State Zip
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Practice Activities

Lesson 6: More Form Design

Try This: Do the following steps
1. Open the Brown Bag Lunch database you have been programming. Or you may download the sample database

Brown Bag Lunch ver6.accdb online.
2. Open the Customers Form in Design View.

3. In the Form Header, change the name of the Customers Label to Customers. Using the Property Sheet, change the
position of the Label to be left 1.25" and top .25"

4. Add the image BB Customers Logo.JPG to the Header. Resize the image to be width 1” and height 1”.
5. Format the color of the Header with a Shape Fill to be Theme Color: Dark Blue 2.
6. Select ALL the Form Controls & Labels (except the Header Label). Change the width to 2.5" and the height to .25"

7. Resize each of the Labels so that they are just larger than the text. Move the fields so that they are next to the labels,
with minimal space in between. Move the Controls and their Labels: Place Company below Last Name. Place Phone
Number below Company.

8. Select the Form and change the Tab Order as follows:
Customer ID, First Name, Last Name, Company, Phone Number, City, State

9. Select the Form and set the Cycle Properties to Current Record.
10. Save the Customers Form.
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Test Yourself

1. Which are the Form Design Ribbons?
(Give all correct answers.)

A. Design

B. Format

C. Layout

D. Arrange

E. Advanced

Tip: Beginning Access, page 134

2. Which is true about the sections of Form?
(Give all correct answers.)

A. Form Header contains the Form Fields
B. Form Header is for navigation and a logo
C. Detail contains the Form Fields

D. Detail is for navigation and a logo

Tip: Beginning Access, page 135

3. Which of the following is true about the
Property Sheet? (Give all correct answers.)

A. The Label is edited with a Property Sheet

B. Resizing an image is done with the Property
Sheet

C. Setting the distance from the edge of a
Form is done with the Property Sheet

Tip: Beginning Access, page 136, 137, 139

4. What is the procedure for selecting multiple
Fields at the same time?

A. Press the Shift Key before clicking each Field
B. Press and hold the CTRL (Control) key on the
keyboard while clicking each Field

C. Press the Control command on the Home
Ribbon while clicking each Field

Tip: Beginning Access, page 141

5. Which is true about the parts of a Field?
(Give all correct answers.)

A. The Label is the description of the Field

B. The Control is where users enter and change
data

C. The Name is the description of the Field

D. The Cell is where users enter and change data

Tip: Beginning Access, page 142

6. Which of the following is true about Cycle?
(Give all correct answers.)

A. Describes what happens after a user tabs to the

last Form Field

B. Can stay on the Current Record and return to
the first Field

C. Can advance to the next Record

Tip: Beginning Access, page 147

7. Double-clicking the bottom right handle of a
Label does what?

A. Fills the Field with the selected Fill Color

B. Selects the Label

C. Resizes the Label to fit the text

Tip: Beginning Access, page 143

8. What are two common Form errors? (Give all
correct answers.)

A. Tab Order

B. Font Size

C. Cycle

D. Layout

Tip: Beginning Access, page 131

Finnegan
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Access 2013: Questions

Query Designs BN

View Run

Beginning Access Objectives B e can oo s | e T

In this lesson, you will learn how to: E P + 2 Lo 1) | bt | Tt | ] Results
i (I e ot it e, P | Hosmimens | e ro—

1. Use the Query Wizard to select a Table as the Record : e T femtuttis | Yo e

Source and add Fields in a Select Query. 20 Access Objects @ <@ et
2. Sort the Query Results. “;..," q | -...4

3. Edit the Query Criteria in Design View. SIS ) e

4. Add, Delete and Rearrange Fields in the QBE Grid. z_.""_w . E:‘

5. Save the Select Query. s R

Field: | [MovielD] [Year] [Maovie]
Table: |tbiMovies tbiMovies tbli ovies
Sort: Descending Ascending|
© 2014 Comma Productions, LLC Show:
Criteria: Descending
an [not sorted)
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g:ke Lesson 7 : Query Designs
L]
Create Ribbon
1. Readings HOME = CREATE = EXTERNAL DATA

Read Lesson 7 in the Beginning Access

guide, page 153-176. D blﬁl'j D Im\ Q

Project Application | Table Table SharePoint | Query Query
Create several Select Queries based on the Parts = Design  Lists - Wizard Design
Table tblMovies. Templates Tables 1_] Queries
Downloads Query Ribbon

FrontRowVideo Begin7.accdb
popcorn.qif, popcorn2.gif,
popcorn3.qgif, popcorn4.qgif, movies1.gif.

EEN

VYiew  Run

== ) +] ~I

Brown Bag Lunch ver7.accdb N Table
BB Customers Logo.j Results ery Type
Brown Bag Loqo.i?)q = i] l] e
Lunch1.gif, Lunch2.gif, Lunch3.qif,

From the Create Ribbon.
2. Practice Create ->Queries-> Query Wizard, page 157

Complete the Practice Activity on page 177.

From the Query Ribbon.

1. Query Tools ->Design, page 164

2. Query Tools ->Design-> Results->Run, page 166
3. Query Tools ->Design->Query Setup, page 172

3. Assessment
Review the Test questions on page 178.

Microsoft Access 2013 Beginning Page 154 of 289
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Select Make Append Update Crosstab Delete

p— F‘jﬁ Form Wizard
h.l:l
[t

Mavigation =
Form EBlank J

Farm
Design  Form More Forms -

Forms

M
(10 Union

'\ (D Pass-Through
£ Data Definition

=
how
Table

3

More Menu Maps

From the Home Ribbon

1. Home ->Sort & Filter->Descending, page 162
2. Home ->Views->View->Design View, page 163




Queries and Query Design

Queries ask questions. In a business database, the big question is: Who bought what? A query looks at all of the data
in the Tables and pulls out a handful of records. Programmers sometimes describe it as getting the red jellybeans out
of the jar. Select Queries look at the Tables and only return the Fields that you selected. There are Action Queries
as well. An Action Query modifies the data in the Tables. Action Queries can Update, Append, Delete records. An
Action Query can also make a new Table.

4l This lesson will create a Select Query with the Query Wizard. We will edit the Query in Design View, too.

Microsoft Access : Example of the QBE grid

[ =] i TECTTTTIN PEY PR Y PR S TITE STOPPRY STTFELT ot SPRTPUR] BV PRI EREL R FTPet NTTPPSS, i T
B s cnen  oeenais  catartoo | o
— B = = 1 - = Ee neilioms | T it Gl = M= T Pepey e
! | # 4 ol — T — 2 ], -
e P A - i
= Table B i v B e m
Al 5 b % F v Prog 1}
- etk oyt
. e iy
— p—
3 - iomn
i . — Seimai s
o rary o
- s
:
o = p— =
ki e ——— ——
L ST ] .
Field: |[MovielD] [Year] [Mowie] Rating|
Table: |tbiMaovies tbiMovies tbiMovies tbiMovies
Sort: Descending Ascending
Show:
Criteria:
on
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Before You Begin

This lesson uses the Front Row Video
database that we have been developing.

You can continue with the database you have
been programming if you wish. You can also
download the sample Access database at the
beginning of this lesson.

Try it: Open the Sample Database
Go to the Documents folder.

Open the sample database:

Brown Bag Lunch ver7.accdb

What Do You See? There are two Tables:
tblICustomers has 5 records.
tbIMovies has 401 records.

There are two Forms as well:
Customers
Movies

What Else Do You See? This database may
have a Security Warning. In order to edit the
objects and save your work, you need to click
on Enable Content.

Microsoft Access

I s cman TR BaTe AR TONS
.

&0

aring
7 SROUMITY ARG, Lo amert Cosmant s b st Dl Los s s P —

Acoess Obgects

All Access Objects @ «

E Search. ye

Tables #
j thlCustomers

EH tbiMovies

b

Forms
% Customers

% Fovies

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database

1.3 Navigate Through a Database: View All Access Objects
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MovielD - Movie
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3 50/50 (2011)
4 A Separation (2011)
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6 About Schmidt (2002)
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8 Absolute Power (1997)
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Create ->Queries-> Query Wizard

o b P e bt LA Diatahiasa i st (et by e LGN 5 iy Oy 7007 - 20711 il Agmat? - ®
Create a Select Query B e (R Lo peenn ——X
Microsoft Access has a Query Wizard that goes Srebutes | L S b 3—3 Y — et s T g S e
through the process of choosing a Record Source =~ = . e G 1
(a Table or another Query) and then selecting the =~ ™ Ao bleeis =~ x

Fields you want. This is a good way to get started. ";..L o

= ma——
1. Try it: Create a Select Query B e '
Go to Create ->Queries-> Query Wizard. ke

What Do You See? The Query Wizard has four
templates: Crosstab Query Wizard
Simple Query Wizard Find Duplicates Query Wizard
Crosstab Query Wizard 1 Find Unmatched Query Wizard
Find Duplicates Query Wizard
Find Unmatched Query Wizard

Select: Simple Query Wizard.
Click OK.

Keep going...

This wizard reates a select query
from the fields you pidk.

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.1 Create a New Database: Use Wizards
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Query: Select a Record Source
2. Try it: Select a Record Source
Select a Table: tbIMovies

What Do You See? There are six Fields Available
in tbIMovies on the left side.

You can use the arrows pointing left or right to move
the Fields from the Available Fields on the left to
the Selected Fields on the right.

Select these Available Fields:
MovielD

Movie

Year

Click Next.

Keep going...

Create ->Queries-> Query Wizard

BEE e cenn o st oo — ]
—_— i — B e g — g ey - ', Rapat Wased et e
& =g ~ “ LT*
(- Lot N
Bpplcaioe | Table Teble WarPued | Geey Geey  Swe Gpe Bk [Pl [T
el

P - Prgn  Lasc | Wasd Prage
Al Access Dbpeis = = | 00 S B

: s . emrng B g e e
Vabden "

Which fields do you want in your query?

You can choose from more than one table or guery.

Tables/Queries

[Tahle: thiMovies =il
| ¥

Available Fields: Selected Fields:

7| [MovielD

Genre Movie

Stars

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Simple Query Wizard
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Query: Detail or Summary

3. Try it: Choose Detail

The Detail option will return all of the Movies in
tbIMovies. The Summary option will give you
choices on how you want to Group the Movies.

Select: Detail
Click Next.

Keep going...

Memo to Self: Sometimes the Query Wizard skips
the option to select Detail or Summary:

It depends on the data. The Movies Table has
several Fields (Year, Rating, Genre) that can be
Grouped and Sorted.

Exam 77-424:

Create ->Queries-> Query Wizard

[T ' sl b g7 LAy Dhamalyasss
. TR T ——

B Imom o Eg - —
Bpplcsinr | Tty Teble Warbuek | Geey Geey
Posin - Prmgn  Lam - Wasd Srvagn

g - ot

All Access Obgegis & =

Would you like a detail or summary query?

® Detail (shows every field of every record)

() Summary

Summary Options ...

Microsoft Access 2013

3.0 Create Queries
3.1 Create a Query: Simple Query Wizard
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Save and Name the Query o cun | e~ s ,,__,M_ﬂ

4. Try it: Save and Name the Query
Enter the title: MovieSQ

Create ->Queries-> Query Wizard

[ R R T R ——

el |
gy W T o ke
B B W B b = W ) e
Bpplcsion | Tabls Tabls Warbeed | Gy Gy b Bk T Bapert gt Biark Mo ©
Pk - Smige Lnn- | Wl Sugn Do, By [ i P © i s e

rmgaas e (et

Select: Open the query to view information. :‘i’:’-f{b"ﬁﬂ Objects ® =
Click Finish. é_"‘“‘

o [T

e

What Do You See? The Query Wizard will run
your Movie Query. Please go to the next page to

review the results.

Memo to Self: The names for Queries in this

database are as follows:
(Name of my Record Source)SQ,

where SQ means this is a Select Query.

The names include upper and lower letters.

There are no spaces in these names.

What title do you want for your query?

MoviesSQ

That's all the information the wizard needs to aeate your
query.

Do you want to open the query or modify the query's design?

(®) Open the query to view information.
(") Modify the query design.

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Save a Query
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o::" All Access Objects-> Queries
B P gyt B LAy Dttt b slemt Doy ) ey By LA 2 80 Ly 7 - 070 P o - ot ¥
Query: Review the Results e BEE G B -
5. Try it: Review the Query Results b o T et | o Gy b o Bt EUT e e e S DO
The MovieSQ Query is in Datasheet View. Hagaar o e e G
Al Acpess Obgegts = = ;':'.; . — =
This is a Select Query: only the three Fields that :"" - ' I::T:::."?'ﬁ“ ?
were selected in the Query Wizard are displayed: 0 s : f«;mm..m:. -
MovielD, Movie and Year. B e i -
e s 7 Airpohste Bapesan (158 «::
What Else Do You See? There is a new category :
for Queries in All Access Objects. 12 e ;f.ﬁ
Keep going, please... “E“.,‘E: :-:
H e MO‘H‘T-ESSQ.\"'-.
All Access Objects ® «||= \
MovielD - Movie
Search. ye
1 127 Hours (2010)
Table= #
3 2 21 Jump Street (2011)
thlCust
ustomers 3 50/50 (2011)
= toiMovies A A Separation (2011)
Queries 2 5 About a Boy (2002)
B MoviessQ 6 About Schmidt (2002)
Forms =

@ Customers
@ Movies

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Run a Query

7 Absolute Beginners (1986)
8 Absolute Power [1997)
9 Accidental Tourist (1988)
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Query: Sort

You can Sort and Filter a Query, just
as you would a Table. Here are the
steps.

6. Try it: Sort the Records

The MovieSQ results are still open in
datasheet view.

Select a Field: Year

Go to Home ->Sort & Filter.

Click on Descending.

What Do You See? The Records
should be sorted by Year: descending
means the new movies will be on top.

The Wizard is a good way to get started.

Let's look at the Query Design.

Home ->Sort & Filter->Descending

[ ) ' R P ————— - e W
B < oo e o . . e ict + Ji}
Fi’ - '-.n-m:‘ T i + jﬂ i_,.f_,., E :..’:’- .%: - I_
i 6
3 e =
5 o
FILE HOME CREATE EXTERMNAL DATA DATABASE TOOLS
b/‘ Cut Y %lhscending Y Selection - =] Mew ZTotaIs
@ B Copy ] ,zs,l Descending T|j Advanced - |'=,E5E|'|"E f} Spelling
View Paste Filter Refresh
- Farmat Painter 7.# Remove Sort Toggle Filter All = Delete - = Mare -
Views Clipboard T Sort & Filter Records
- @) =3 MoviessQ '\,
All Access Objects © «||= -
MovielD - Movie - Year -
Search..
203 Kahaani (2012} 2012
Tables § i
= 401 Titanic 3D 2012
H  thlCust
HEemEr 348 The Hunger Games (2012) 2012
= tbiMovies 2 21 Jump Street (2011) 2012
Queries & 3 50/50 (2011) 2011
B MoviessQ 179 Hugo (2011) 2011

Exam 77-424: Microsoft Access 2013
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o::° Home ->Views->View->Design View

E [ ' S — bt sl o R LN o118 Dhacomms 7007 - 110 Pl et . cooms ¥ a4 s

:} Query: Design View ) s S [ e E | g3 8o [ -
Every Access object has many Views. Queries = o Skl vl vl R T OIS
have the following Views: — e - o — - 1
Datasheet View R R e - ] .
SQL View . i e o]
Design View i et [

e ; .,:.i, HOME  CREATE  EXTERNALDATA  DATABASE TOOLS
1. Try it: Go to the Design View - b
The MovieSQ is open in Datasheet View. 3 o e b .(‘ Cut Y 7| Ascending T Selection +
Go to Home ->Views->View. St sicoass E 7 .
Select a View: Design View. el —— EE Copy . %l Descending 7] Advanced -
e Wiew Paste Filter
ot el R Format Painter 7# Remove Sort Toggle Filter
Please go to the next page to see... ' )
Ta Sort & Filter
D Datasheet View _— —
) ® « 3 MoviessQ ',
MovielD - Mo
SQL sQL View o)

203 Kahaani (2012)

b{, 401 Titanic 3D
Design View
Lesig 348 The Hunger Game

2 21 Jump Street (2

Quernes * 3 50/50 (2011)

= MoviessQ 179 Hugo (2011)
Forms % 380 Warrior (2011}
EE customers 343 The Artist (2011)

B Movies 382 We Need to Talk .
Exam 77-424: Microsoft Access 2013

1.0 Create and Manage a Database
1.3 Navigate Through a Database: Change the View
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o::° Query Tools ->Design

E [ (=] HAE WONT Trmatowtuins BagenT UMM 1 Duinkins- AL bl esit oo usmamts FonafomVides BgeaT DAH.sccell w2007 - A ibn b -lx
Hello, Query Design E n-:u-_'.-:l- ;::-uiw::f. u;.uhu:\-: m.:._ — o 9

! ' +H 7 b E " Vol P
2. Try it: Review the Query Design Ve b S| ke g Ut G Gt | e o o Pt
The best feature in Microsoft Access is the s e P— ‘ . 2
Query Design. The Query By Example (QBE) [ "ot = z| Property Sheet -
is a visual format for programming. o ' e =
- . ¥ sheury - W

At the top of the Query are the Record P s s
Sources. In this example, the Record Source T e -

is a Table: tbIMovies. =

The bottom of the Query is the QBE Grid.
These are the three Fields that were selected
in the Query Wizard:

MovielD

Movie

Year

What Else Do You See? The QBE Grid lists
the name of the Table that each Field comes
from.

Keep going...

Field: | [MovielD] w | [Movie] [fear]
Table: |tbiMovies tbikovies thiMovies
Sort:
Show:

Criteria:

ar

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
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o::" Query Tools ->Design

(- %] R TOERT Trmnthoaiies BegecTLAM | Dviabent B Do e ounioficins B LA oo P o 2007 - 11 U b

Query: The Query Tools =R e R e — ——

3. Try it: Review the Query Tools Vo |t b i i S | e — o Premats ERR

B D Belmas |

The Query Tools include the following: e - i . 3

=
4
3

Results :;x.:...\:-h..\.\ T lremiy : - i::_ perty 1!_.,.,. =
Query Type - : — —
Query Setup S e = —
Show/Hide Bemia : -

T Y =
There are several types of Queries. 3
Select and Cross Tab Queries show the data

in the Tables.

Make Table, Append, Update and Delete are ] — 2 -
all Action Queries that change the data in the
Tables.

We will create each Query Type in the

E A : QUERY TOOLS

This lesson will look at the options in a simple
Select Query that has only one Table. FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM

Keep going... D I D’j I__|I +I */-.'! = I D Union E

. 'x & Pass-Through
View  Run Select Make Append Update Crosstab Delete Show
- Table L£’ Data Definition

Results Query Type

Exam 77-424: Microsoft Access 2013
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Ong Query Tools ->Design-> Results->Run
[ = ' MR WOCRT [rmntoutidies BagesT UM : Dbt 4Lkl pieh [ o omatfonmicao BeynT. LAH ool o rms 2007 . 4 e b T A #
Query: Sort the Records S G+ B Lo g b e T R
Look at the QBE Grid at the bottom. There are = = s v st e 7 70 e e
several Rows of options that you can program : iy - 4
if you wish. Start with a simple function: Sort Al Access Dbjects @ - Frogerty Sheet :
the Records. T — o
- ¥l svrem
4. Try it: Sort the Records B ' s s
Go to a Field: Year T e -

Click on the Sort Row under the Field.
Select a Sort Order: Descending.

Try This, Too: Run the Query
Go to Query Tools ->Design-> Results.
Click on Run.

EEN

A e

View Run
REsults ........
] Field: |[MovielD] [Mowvie]
Keep going... Table: |tbIMovies tbiMavies tbIMovies
Sort: Descendingﬂ |;_|
Show: Ascending
Criteria:
or [not sorted)

Exam 77-424: Microsoft Access 2013
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Query: Review the Results B8 = = oo =

Home ->Views->View->Design View

[T v ot e Bagre?- L : e v b bommain o et Lot Jhccems T07 - 2041 Ml et - eccvms

¥ T
ok |

. : - ! bl | Tl "
5. Try it: Review the Query Results e o o [y bt g i T 1R e aer o
The Query Results for MoviesSQ are: o e
Number of Records: 401 P Access Obgects - 17 e = T
Sorted: By Year (descending). - ' — :
e e 21
Yes, this is correct. oy =
[ J— Foul]
| . =i
Try This, Too: Go to the Design View W e L a2
Go to Home ->Views->View. 12 s 31 »
Select a View: Design View. DO T I—
Ve e bl
/™ BT Wi e 313 ] T
View e —
- . =1 MoviessQ
g All Access Objects  © «||= \
Iews o po MovielD - Movie
M
Keep going... Tables & E Kahaani (2012)

E tblCustomers

EH  tbiMovies
Queries #
@ Mowies50
Forms *

@ Customers

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
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348 The Hunger Games (2012)
2 21 Jump Street (2011)
3 50/50 (2011)

179 Hugo (2011}

380 Warrior (2011)

343 The Artist (2011)

-~ | Year -
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2012
2012
2012
2011
2011
2011
2011
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Ong Query Tools ->Design->Results->Run

@ M ouiesS{i."'-..__

Query: Criteria

Criteria can be used to Filter the Records. Criteria
can be words, phrases or numbers. Say you thiMovies
wanted to find the movies released in 20127

=
4
3

&
6. Try it: Edit the Criteria # MovielD
Select a Field: Year Movie
Enter a Criteria: 2012 Year
Go to Query Tools ->Design-> Results. )
Click on Run. Rating

Genre
What Do You See? Your Query should find four Stars
movies that have the year 2012.
Go to Home->Views->View->Design View.
Enter a different Criteria: 2005.
Click on Run.
What Do You See, Now? Your Query should find
25 movies that have the year 2005. 1
Try ThiS, TOOI: Delete the Criteria Field: [MCI'H'IElD] [M CI'H'iE] FI"EE r]
Go to the Design View. Table: |tbIMovies tbiMovies tbIMovies
Select a Field: Year Sork Descending
Delete the Criteria. Show:
Keep going... Criteria: 2005|

ar:

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query: Filter Data With Criteria

Microsoft Access 2013 Beginning Page 168 of 289



=
4
3

Ta
o,,:ﬁ Query Tools ->Design
fas ' EE OONT Trnatontuins By TAUAM 1 Duinkins- 4L bl osit g usmamt Fomaom¥Vides BgiaT UM sccell e 2007 - 1 F ibn b A ¥
Rearrange the Fields B 4 A Loe 15 b e |5 @ EE mese-
Queries read from Left to Right. You can move == = s s oo s e = e e
and rearrange the Fields. It is similar to moving = o i p— ‘ . 7
a Column in Microsoft Excel. Al Access Objects @ - L : - Property Sheet .
B = e l
7. Try it: Rearrange the Fields ;m - _ ';0 E"
Select the Year Field by clicking on the Field P uesna _ h e
Header. The whole column should be T e n

highlighted (black). 3

Drag and Drop the Year Field between
MovielD and Movie.

Try This, Too: Add Another Sort Order
Go to a Field: Movie

Click on the Sort Row under the Field.
Select a Sort Order: Ascending.

Keep going...

Field: | [MovielD] [fear] [Movie]
Table: |thiMovies tbiMovies thibovies
Sort: Descending Ascendingl
Show
Criteria: Descending
on

[not sorted)

Exam 77-424: Microsoft Access 2013
3.0 Create Queries

3.2 Modify a Query: Sort Data With Criteria
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Ong Query Tools ->Design->Results->Run
:} Run the Revised Query I e f Yo [ T | gy Vo e R

This Query is supposed to Sort the movies by = e --LHJ' Al Rl P I T O

Year, then Sort them alphabetically. Does it? crima . s ; = iuenamed = 8
Please Run the Query and see. A Access Dbpects. & = 12 T~ = . ;

ok N e impiinee 2ty

8. Try it: Run the Revised Query :“

Go to Query Tools ->Design->Results. -

Click on Run. ——

, @ Mu:uviesS(i
MovielD ~ | Year - Movie -
B 2012 21 Jump Street (2011)
203 2012 Kahaani (2012)
348 2012 The Hunger Games (2012)
401 2012 Titanic 3D
3 2011 50/50 (2011)

. . . 4 2011 A Separation (2011)
And Do This: Return to the Design View )
Go to Home->Views->View. 98 2011 Drive (2011)

Select a View: Design View. 157 2011 Harry Potter and the Deathly Hallows
179 2011 Hugo (2011)

238 2011 Midnight in Paris (2011)

242 2011 Moneyball (2011)

263 2011 Once Upon a Time in Anatolia (2011)
296 2011 Rise of the Planet of the Apes (2011}

What Do You See? The MovieSQ should
open in Datasheet View. The Year Field is first
and is sorted descending (new movies first).
The movies are sorted alphabetically by the
movie title as well.

BEEFESEYEENSE.

5. EE

Do This: Save the Query
Go to File->Save.

Keeeeep going...

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Run a Query
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On:G Query Tools ->Design
:} Add a Field P e e e N e T o e
This Select Query shows three Fields = s s s s s o 7000 (0 T F
from tbIMovies: MovielD, Year and barem o — P ‘ R 1
Movie. Say you wanted to Add a Field. "' “res imes =

Here are the steps to add the Rating
Field.

T b

1. Try it: Add a Field

MovieSQ is open in Design View.
Go to tbIMovies.

Double-click a Field: Rating.

What Do You See? The Rating Field
has been added to QBE Grid.

Keep going...

Field: | [MovielD] [Year] [Mowvie] Ratin g|
Table: |tbiMovies tbiMovies tbiMovies tbiMovies
Sort: Descending Ascending
Show:
Criteria:
or:

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query: Add New Fields

Microsoft Access 2013 Beginning Page 171 of 289



=
4
3

[:]
Onyg

Remove a Field

Say you added the Rating Field a couple of imes v w= s ve s o o s | 77

Query Tools ->Design->Query Setup->Delete Columns

I oo cman i pata DA TR

- —! +! ,»-! !:, . e T e L e >— [

as you were practicing. Here are the steps to

Remove a Field.

v Te—

" Srrangha

Before You Begin: Add Another Field B _ ol e

MovieSQ is still open in Design View.
Go to tbIMovies.
Double-click a Field: Rating.

What Do You See? There should be
of the Rating Field in the QBE Grid.

2. Try it: Remove a Field

Select the second Rating Field by clicking on the
Field Header. The whole column should be

highlighted (black).

Delete the second Rating Field.

Delete Rows
Show

Tahle Builder

two copies

Hm Ly [EEY
pTe— [ remar,
v rmdng Arrmseg

-

Query Setup

S

2

3 s : — D £ Insert Rows | "} Insert Columns
™ L}cJ Delete Columns
E,@ Return: |All

Go to Query Tools ->Design->Query Setup.

Click on Delete Columns.

What Do You See, Now? The second Rating

Column should be removed.
Keep going, please...

Movie Rating
tbikovies tbiklovies
Ascending

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query: Remove a Field
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Run the Query, Again

3. Try it: Run the Query, Again

Go to Query Tools ->Design->Results.
Click on Run.

What Do You See? The MovieSQ should
open in Datasheet View. The Rating Field
should be included in the results.

Please return to the Design View.

Query Tools ->Design->Results->Run

- S

b

3
Al Acgess Objects & = |4

e,
Ve

e
A iy

F——

;
W e

P P SR TN e

vt alemte [hmesn ) e st et LA o s o 07 - Y1 Pl ot . deccmt

— o
Y e, b [Bas S, A=
E B St Avund il PRSP
= : -3
™ g
E:
MovielD - Year - Movie - | Rating -
E 2012 21 Jump Street (2011) R
203 2012 Kahaani (2012)
348 2012 The Hunger Games (2012) PG13
401 2012 Titanic 3D PG13
3 2011 50/50(2011) R
4 2011 A Separation (2011) PG13
98 2011 Drive (2011) R
157 2011 Harry Potter and the Deathly Hallows PG13
179 2011 Hugo (2011) PG
238 2011 Midnight in Paris (2011) PG13

Exam 77-424: Microsoft Access 2013
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Add More Fields
4. Try it: Add Another Field
MovieSQ is in Design View.
Go to tbIMovies.
Double-click a Field: Genre.

What Do You See? The Genre Field
should be added to the QBE Grid.

Keep going...

Query Tools ->Design

| 3 Moviessa'\
tbiMovies
*
% MovielD
Movie
Year
Rating
Genre
Stars
Field: | MovielD :Year | Movie tRating jGenre
Table: |tbiMovies tbiMovies tbiMovies tbiMovies tbiMovies
Sort: Descending Ascending
Show:
Criteria:
or

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
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o::" Query Tools ->Design->Results->Run
E L ¥ . Pogeriomabes Bope” LAY Dithans 'yt bomt! Dt e bt g™ LAAL 4  Accams F007 - 013 Pl oot dccomt t - ""!
:} Run This Query, Too N ke Yt T | B AT T — -
5. Try it: Run the Query, Yet Again Vo | tue e M e T e e | " 2 o « bk | ™ Gomar |87 R |A-Z-D 2. |m.
Go to Query Tools ->Design->Results. b e s tesnameq ; 3 5
Click on Run. AR Access Objects 0 ~ o SI i Lo
= 4 B e st s smeet 0ty . s
What Do You See? The MovieSQ should E_m —_ , e g
open in Datasheet View. The Genre Field - & 200 & Saparon ) T
should be included in the results. B o R e e e =
Do This, Too: Save the Query R e e S
Go to File->Save. e e
o -."m".:'I '"‘“ i) comedy
= MoviessQ \
W  MovielD - | Year - | Movie - Rating - Genre -
: WY - SOUR , , B 2012 21 Jump Street (2011) R Action
ﬂ/[l/gsﬂllf/es 203 2012 Kahaani (2012) Thriller
® sy JD‘ u 348 2012 The Hunger Games (2012) PG13 Action
. 401 2012 Titanic 3D PG13 Romance
3 2011 50/50 (2011) R Comedy
4 2011 A Separation (2011) PGE13 Drama
98 2011 Drive (2011) R Drama
157 2011 Harry Potter and the Deathly Hallows PG13 Drama

Exam 77-424: Microsoft Access 2013
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3.1 Create a Query: Run a Query

Microsoft Access 2013 Beginning Page 175 of 289



=
4
3

Ta k.
L]
Ong

Summary
This discussion begins by creating a
Select Query with the Query Wizard. We

had an opportunity to play with the Query
in Design View as well.

This lesson also introduced our approach
to programming: make a change, test the
change.

You done good.
You get the cookie.

Or the red gum balls if you wish.

= 1+ #1

g H % : AR R [rmmhottaie Bagen LN Dt 4 albene Do wommay S mneonstiaios BegenT- LM sccdlh ks o 2007 - 301 b b a8 n
- FonN  CRAR TR BATA  EWimkid Tooes [ [ ] l
— Il TP T . PR T oty i
| [ERIS # ! b g Z T |
! e Tormagh e ! e Py

Wam  Bor Sl sk dppeed Upelst Grevdsl Garirie = . Temin Papmetm

E Tanta B D Bt | 1y | Tee—r

i Arcess Cibiecs o | TP e e

All Acoess Obgecis - Property Shest ®
Lot R Lrwcbaam rypr S Pragad

Toshiion g e iy

= ¥ g Srimp

e .

. x - ot e

D useng —

— . ot

T e s

B e

[Ty [ [ . it
Tobir  maaged| T el el A
Lt [— amang
frgr ” o e £ =
Trdems
T .
— D I 10 Union
L .

& Pass-Th rough

YWiew  Run Select Make Append Update Crosstab Delete how
- Table g Data Definition Table
Results CQuery Type
Field: | [MovielD] [Vear] [Movie] Rating| ™ {"'{\
Table: |tbIMovies tbiMovies tbiMovies thiMovies : ] :
sort Descending Ascending b i
Show: % /
Criteria: 3
ar:
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Practice Activities

Lesson 7: Query Design

Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been programming. Or you may
download the sample database Brown Baqg Lunch ver7.accdb online.

2. Use the Query Wizard to create a Select Query with tbIProducts as the Record Source.
3. Select the following Fields in the Query Wizard,: ProductID, Type, ltem, and Specialty.
4. Name the Query ltemSQ and Finish the Wizard.

5. Open the ItemSQ Query in Design View. Use the QBE grid to set the Sort Order for the
Specialty Field as Descending. Run the Query to verify that is Sorts with Vegetarian on the
top.

6. Return to Design View. In the QBE grid, enter the Criteria “Gluten Free” to the Specialty
Field. Run the Query to test that only Gluten Free items are displayed.

7. Return to Design View. In the QBE grid, add a new Field: Type. Set the Sort Order as
Ascending. Run the Query to test it, again.

8. Return to Design View. Remove the Criteria “Gluten Free” from the Specialty Field.

9. Rearrange the fields in the QBE grid so that Specialty is to the left of Type. Run the
Query to test it one more time. The Query should Sort by Specialty in Descending order
(with vegetarian on top) and then by Type in Ascending order (with breakfast first.)

10. Save the ItemSQ Query.
11. Close your Mighty Access dartabase,

»

p . ST
s T
|
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Test Yourself

1. Which are templates in the Query Wizard?
(Give all correct answers.)

A. Simple Query Wizard

B. Crosstab Query Wizard

C. Find Duplicates Query Wizard

D. Find Unmatched Query Wizard

Tip: Beginning Access, page 157

2. Queries have which of the following views?
(Give all correct answers.)

A. Datasheet

B. PivotTable

C. PivotChart

D. SQL View

E. Design View

Tip: Beginning Access, page 163

3. Which Query commands show data?
(Give all correct answers.)

A. Select

B. Cross Tab

C. Append

D. Update

E. Delete

Tip: Beginning Access, 165

4. Which Query commands change the data?
(Give all correct answers.)

A. Select

B. Cross Tab

C. Append

D. Update

E. Delete

Tip: Beginning Access, page 165

5. To add a field in Query Design mode, double-
click the Field name in the Data Source box above
the QBE Grid.

A. True

B. False

Tip: Beginning Access, page 171, 172

6. When you Run a Query, it displays the results
based on the fields and any criteria programmed.
A. True

B. False

Tip: Beginning Access, page 167, 166, 170

7. Any change to a Query should be tested to
make sure it works as desired.

A. True

B. False

Tip: Beginning Access, page 173

Microsoft Access 2013 Beginning Page 178 of 289

8. What is QBE?

A. Quick Blank Example: a quick new template

B. Query Back Empty: returns any blank fields

C. Question Bank Effect: creates sample question to
help in designing a Query

D: Query By Example: a visual format for programming
Tip: Beginning Access, page 164




Access 2013: Questions

More Questions, More Queries

Beginning Access Objectives e ———
In this lesson, you will learn how to: E! R | k- U] | Bt | Timatony
Bl e toma >~ ol
1. Create a Query in Design View and use the P - — - -
Show Table command to add a Record Source. AR o et O —— ILELEIIIETL
2. Add Fields to the QBE Grid. e it 8105551212
3. Create a Field that combines (Concatenates) i’“‘, . e
two or more Fields together. P it . =
4. Create a Parameter Query that prompts the R -
User to enter more information when the Query
runs.

% ! H::-H E@! +! Z‘! 10 Union E

] @ Pass-Through
View Run Select Make Append Update Crosstab Delete Show

- Table L£ Data Definition | Taple

Results CQuery Type

© 2014 Comma Productions, LLC
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1. Readings
Read Lesson 8 in the Beginning Access
guide, page 179-202.

Project
Parameter Queries with calculated Fields
from the customer and movie Tables.

Downloads
FrontRowVideo Begin8.accdb
popcorni.qgif, popcorn2.gif,

popcorn3.qgif, popcorn4.qgif, movies1.qif.

Lesson 8 : More Questions, More Queries

Create
FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS
L el C&l Form Wizard
HE M RE E8EO2
] N [ [t

Mavigation -

Application | Table Table SharePoint | Query Query | Form  Form Blank
Parts ~ Design  Lists ~ Wizard Design Design Form =] More Forms -
Templates Tables Queries Forms

1

= 0 Union

Query Tools->Design

E ! 25+ 7

8

Brown Bag Lunch ver8.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpg

Lunch1.gif, Lunch2.qif, Lunch3.qif,

Lunch4.gif

2. Practice
Do the Practice Activity on page 203.

3. Assessment
Review the Test questions on page 204.

& Pass-Through
E£ Data Definition

View  Run Select Make Append Update Crosstab Delete
- Table

Results 1]

Menu Maps
From the Create Ribbon.
1. Create ->Queries-> Query Design, page 184

how
Table

Query Type

From the Query Tools->Design Ribbon.
2. Query Tools->Design->Show Table, page 184
3. Query Tools ->Design->Results->Run, page 187
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More Questions, More Queries

OK, a Select Query asks questions. Sometimes, how you ask a question can return a better answer. This lesson will look at ways to use a

Query to find the answer. The first example works with the customer data: combining the Fields for reports and printouts. The second example

will create a Parameter Query that asks the User for more information, say the customer's phone number.

This lesson will create several Select Queries in Design View using the Show Table options.

Microsoft Office Access: Example of a Parameter Query and the results, below

Field: | FullName: [Firstame] & -~ & [LastMame] CityStateZip: [City] & =, ~ & [State] & "~ & [Zipl| |w
Sort.
Show:
Criteria:
an
@ Querﬂ\"-.._
CustomerlD - |FirstNome - | LastName - FullMame = CityStatelip T
E Deeter Poohbah Deeter Poohbah Brighton, Ml 48116
3 Mary Conftrary Mary Contrary Pinckney, MI 48149
4 Timothy Allen Timothy Allen Ann Arbor, Ml 48103
& Alpha Beta Alpha Beta MyTown, M
4 Sage Young Sage Young Brighton, MI 48114
* (New)
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Microsoft Access

Before You Begin [ | I_..- TR BATA  EWTAA TOSE

This lesson uses the Front Row Video o s«
database. You can continue with the database
you have been programming. You can also
download the sample Access database atthe ..
beginning of this lesson. =

B SOOSETY SRR b oo Commant b bbb, Ul bt g s

1. Try it: Open the Sample Database
Go to the Documents folder.

Open the sample database:
FrontRowVideo Begin8.accdb

What Do You See? In All Access Objects
There are two Tables:
tblICustomers has 5 records.

tblMovies has 401 records. All Access Ohjl??{'ffﬂ = =
There are two Forms:
Customers Search- £
Movies i Tables &
And a Query: MoviesSQ A twiCustomers
What Else Do You See? This database may = toiMovies
have a Security Warning. In order to edit the Quenes &
objects and save your work, you need to click .3—_| Moviessa
on Enable Content.
Forms =
T_';l Customers
ﬁ Movies

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Home
L] : Trnaton - f
Review the Customer Table e Yt Vo | [ e Ee | g A
The goal of this lesson is to create a Query that o ooty D (e S| SN [ Bl
can fill in the information for a customer receiptor = et AL
report. This Query will use a calculated Field to — Cintomeei = riticma - Lonthiome < Addemi < Cfy < |on - o
combine several Fields together to create a e N S —
mailing label. e B s 1
This Query will use tbICustomers for the Record 2 e . :
Source. Know your data... 3
2. Try it: Review the Customer Table
Go to All Access Objects.
Double click tbiICustomers to open it in Datasheet
View.
What Do You See? The Customer Table has 5
customers. The Table includes the name and R B
address Fields. I j thiCustomers
Close thiCustomers. CustomerID - FirstName ~ | LastName -
, 2 Deeter Poohbah

Keep going...

3 Mary Contrary

4 Timothy Allen

5 Alpha Beta

6 Sage Young

* (New)

e Phors - Motle Pron - Bip - Ok o A -

[ Bl L L AT
[ 8551383 ey
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123 Practice Street
123 Brighton Road

City -~
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MyTown
Brighton



Query the Customer Table
This lesson creates a Select Query in Design
View. The first step is to select a Record
Source when you are prompted by a
ShowTable window.

Before You Begin: All of the Tables, Forms
and Queries are closed.

1. Try it: Create a Select Query
Go to Create ->Queries-> Query Design.

What Do You See? A blank query will open.
The Show Table window will prompt you to
choose a Table or Query for the Record
Source.

Select a Table: tblICustomers
Click Add.

Click Close.

Keep going...

Create ->Queries-> Query Design

S i T T e—
| R T R Ty T T T

P T - -.-.I +' ,.r s 5‘ 1 g A= 4 i

- Ll e

= Tabla T e

Al Aocess Objects @ = |5 ==

Saarn. ]

T

i R T

T mane
Chaiter 1

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Select Query Design

“T° inaart Cipdgmang
. Dt £ aarmns
B s B

Tables

thiMovies

A veris Wb

Queries | Both

tisanars vt + JY

et g Caay et
ey

B
et

g 48 Furigy
Top Wakars.
g Vb
ey Brom

ey
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Query Tools ->Design

BES ' T WO Trmnehosiais Beged AN | Dutabiss- 4 baialios Do wmamar Fopntiosiies Begend UAN. st Worms 2007 - 1 i b 1 a

5 Add Fields tO the Query Eluu::r,:: +;;(;uﬁm h;;mul_” m:.-._ R 3 = —-...,...,,..,. st vty +
There is a Table at the top of the Query: o | B e et U o e DO | e T DO e
tbICustomers. However, the QBE grid is still . o - rimrin ]
blank. Let's add the names. e ety B Propeiy Sheat
pa— L =
2. Try it: Add Fields to the Query Lo . s e
Go to tblCustomers. - e oa Pt
Double click to select the following Fields: Tt ' e
CustomerID W e g
FirstName
LastName
What Do You See? By default, all of these e e e
Fields has a check mark for Show. That s - - -
means they will be visible when you Run the -
Query.
It's a start. o= - -
B 2 oz [ 8 N e Y

Keep going... j

.'\ W hl ‘

e '_"f._‘ .

’-"' P Field: | CustomerlD Firsthame LastNamel )
1 Mg Table: |tblCustomers tblCustomers tblCustomers
. Sort:
i;;, . show [
[ }J,‘ Criteria:
F or:

Exam 77-424: Microsoft Access 2013
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Query Tools ->Design

] T e ———

Concatenation 31 CEPL RS bRy

Business envelopes, letters and customer receipts Vo b | [d] S et e it - FR—
usually display the First Name and Last Name Fields
together. You can use a Query to combine both Fields | °
into one. The command is called concatenation. retirs =
Here is how it works. e —

Chasrien 2 Ladtims
Addrrns®

3. Try it: Concatenate Two Name Fields L. ' -
Place your cursor at the top of the next blank Column W e

in the QBE Grid.

Type: FullName:[FirstName]&" "&[LastName]

Fomatioutas Bagid- LA scod L ros 007 - 201 Vi s ¥ a

All Access Objects @ = | F ==n

Fullname is the label, or alias, for the new field. e — . — s Fomnath b B =

i
i

[FirstName] and [LastName] are Fields from
tblICustomer.

The two quotes have a space between them.

Whatever is inside the quotes will be placed between I 2
the fields. FirstMame LastMame

tblCustomers tblCustomers

The two & signs are the glue that sticks the two fields
together.

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.3 Utilize Calculated Fields and Grouping Within a Query: Add Calculated Fields (Concatenation)
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Test the Query

How does this look when you Run the Query and
see the Customers' Names?

4. Try it: Test the Query
The Query is open in Design View.
Go to Query Tools ->Design->Results->Run.

What Do You See? The Query Results will open
in Datasheet View. There should be a new Field
called FullName that combines the First Name and
Last Name Fields.

Try This, Too: Return to the Design View
Go to Home->Views->View.
Choose a View: Design View.

Keep going...

Query Tools ->Design->Results->Run

T ' bopenhioe ke Bagped-LAP Db ' veet sl Dmmmasn oo B LA 1. Qhcoems 200 - 2001 e et - s . s

R T ——

b T I taumetng ] T 5 mtiew X Ten H B (o

oy TN " Biow D iguing -

- . L Referst = - srela

. - * ey feai1 =
Al Acoess Objets @ = | F o=

r— - Cunlomar®) - fnikiors - Lowtkioms - Falkiarea

Taklon i Eoaater

= mamuae 3 Mary

Chwrren

- N —

-

== {Iuerw\"-._

CustomerlD - FirstName - LastName - FullMame -

E Deeter Poohbah Deeter Poohbah
3 Mary Contrary Mary Contrary
4 Timothy Allen Timothy Allen
5 Alpha Beta Alpha Beta
4 Sage Young Sage Young

* (New)

Exam 77-424: Microsoft Access 2013
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‘ ra.k .
?wo" Query Tools ->Design
E BE% i TR RRn Trnahosetis Beged LM Dethns (4o Do ot ites Begend AN ool U s 2007 - 20110 b ¥ a n
:} More Concatenations BB B L i e e T 6 . R
5. Try it: More Concatenations e | B ettt e e O e T DO e
If you wanted to display Last Name, First Name your o : o v 5
concatenation would look like this: £ foem gt = =
LastNameFirst:[LastName]&", "&[FirstName] — e
. ‘ proe
Another useful concatenation is: p . ot

el
B e

CityStateZip:[City]&", "&[State]&" "&[Zip]

Now, when you create a report or mail merge, the
fields will be evenly spaced, without ugly gaps
between short and long names.

Enter these examples into the Query.
Keep going...

Field: | FullMame: [Firsthame] & -~ & [LastMame]

CityStateZip: [City] & =, - & [State] &~ & [Zip] |1|
Table:
Sort:
Show:
Criteria:
orn

Exam 77-424: Microsoft Access 2013
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Test These Changes, Too

6. Try it: Test the Query, Again

The Query is still open in Design View.

Go to Query Tools ->Design->Results->Run.

What Do You See? The Query Results will open
in Datasheet View. There should be two new
concatenated Fields:

LastNameFirst and CityStateZip.

Try This, Too: Return to the Design View
Go to Home->Views->View.
Choose a View: Design View.

Keep going...

| @ Quer].r1."'-.__

Query Tools ->Design->Results->Run

) . i carhaevaes baped Ly Dasbas v sl Doyl ot aben Bagondl- LA 5ot il Dhic pda Agrma . 8
+
I ces cvan e tats DAk Yoo s |
b’ W iy T e—— p W VTR Y
1 Loy I vt T bt + L 7 g + dum T
Vw | Pk tan - Koo X Vst s rwla- n . .
. - aa- ® himy febet =
All Access Objects @ « || F 5== 6
sy - s Cistomer® - Fnfhiome - Loithome - FulName - Cidscheln -
Tabden : Eraster

Poghingh Dl Pochioh  Brighlor, MI @11
Conies e

T matcasas 3 Mary orleary Mary Conleary Frciney. M &

CustomerlD - FrstMame -

E Deeter

3 Mary

4 Timothy

5 Alpha

4 Sage
* (New)

Exam 77-424:

LastMame - FullMame =

CityStateZip

FPoohbah Deeter Poohbah Brighton, MI 48114
Conftrary Mary Contrary Pinckney, MI 48149
Allen Timothy Allen Ann Arbor, Ml 48103
Beta Alpha Beta MyTown, M

Young Sage Young Brighton, M| 481146

—
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r""o Query Tools ->Design
[ IS T "B VRS TrmnthoeNuie Begendh LAM; Dtnbens CALmrialen Do e opsthoatfickes Begped LA bock (o 007 - M ilw e, ¥ = A M
Zoom Into the Code B ol 1 B b |t b e [T S .
Typing Code in the little Cells seems like itis = & s v st s (070 (00 D e
the "hard way." You can Zoom into the Code o S e i Bamttde . - 1
and see it much, much bigger. Al Access Dbyects @ - = - Property Sheet "
2t o i
1. Try it: Zoom Into the Code f—;m . ) E:-o :'..:..‘.':-
Right Click the FullName Field. B camms e o e
Select Zoom from the options. LA , o
A et (e
- Ll
Keep going...
: mu_m gy Feanpad B l.um-lﬂ'x .||I:..-| D B Y. LR
:E o o ﬂ T 24

L L
I:'I- FullMame: [FirstMame] & * ° & [LastMame] e

E Totals

! Table Mames
E@ Lop
T-_n, Paste
S5 Build...
Q, Zoom..
Properties...

|

Exam 77-424: Microsoft Access 2013
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Query Tools ->Design

:’ Really See the Code =R RS T s & B L
When the Zoom Window opens, the Code may = & s e st i s (17007 a0 e T
still be small, 6 pt type. Too small is still too bevm G et s - 2
small. However, we can change this. We're Al Access Objects & = |57 = Property Sheet . <

rwten g e Papata
i . T e e iy

Access programmers!

; [Frsthiame] &~ - & [Lasthame] e
2. Try it: Increase the Font Size : fom o
The Zoom Window is open. S
Click on Font..
Edit the Size: 14
Click OK.

What Do You See? The image on this page
shows the Code in 14 pt type. It is easy to see
the spaces and punctuation.

FullName: [FirstName] & " " & [LastName]

Very Good. Click OK to close the Zoom.

Exam 77-424: Microsoft Access 2013
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T

Query.
Click OK. Close this Query.

So, we have a useful Customer Query.

' Tk .
1"';,,0 File ->Save
G AR TEONT Irenthosites Beged LA | Datsbans CALamralbri Do srmar otV o | AM ol L s 207 - 2011 1 o .
Save the Query B e A e v 5 5 B froue "I
This is a good time to Save the Query. e e | B ettt e I e T D i R
Al .ﬂ:?'m"u"h Obpeiis == H,::: et = A :
Try This: Save the Query = # pr— - et et
Go to File->Save. D meteasaen .
| = S T
F weanicy Asmm = et L -
Enter the Query Name: — : s :
CustomerNameSQ T e ‘_m
Customer because Record Source is
tblCustomers and Name because that is — =
the Field that we manipulated with this [ i S, S ———
Query. SQ because this is a Select - : ’ :

Query Name:
CustomerMamesg)|

Exam 77-424: Microsoft Access 2013
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Create ->Queries-> Query Design

[ Foa R P S e——

:} Parameter Queries e o4 A b |15 b e |3 @ EE R
Parameter Queries prompt you to answer a e B e ot i T T DO e R

question before the Query runs. baren e . p— . 1
Al Access Objects 8 == = = Property Sheet ¥
T & et tppr S i nd Fogartan

Before You Begin: All of the Tables, Forms B e : — R

and Queries are closed. i . d—
o | E

1. Try it: Create a Parameter Query - ' .

Go to Create ->Queries-> Query Design. W v

What Do You See? A new, blank query will

open. The Show Table will prompt you to e | ,

choose a Table or Query for the Record =

Source. B ——

Select a Table: tblICustomers
Click Add.

Click Close.

Keep going...

Exam 77-424: Microsoft Access 2013
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7‘0&
T';l,b" Query Tools ->Design
BE S & g T o T RTINS - g LA oy s 007 - W Ml T = & X
Add the Fields B B+ 71 B om0 b re [T % G o
When a customer goes to check out some e B v et U G e | B ] T Py
movies, the clerk at the register asks for a = _ a 2
phone number. Our Parameter Query can do /' Arerss Oeis == 55 . = P et .
the same thing. e ' r—
2. Try it: Add Fields to the Query o s e
Go to tbICustomer. F— : .
Double click to select the following Fields: : R——
CustomerID
FirstName
LastName
HomePhone

Keep going...

Field: | CustomerlD FirstMame LastMame HomePhone

Table: |tblCustomers tblCustomers tblCustomers thlCustomers
Sort:

Show:
Criteria:
orn

Exam 77-424: Microsoft Access 2013
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L :
r""o Query Tools ->Design
E B EH % AR M el Bl LAN | Detebass C4kawyliem [ FonntosiVicter B LA ot Voo 00T - M ie. T = & %
AN i{maty InTiioan DATA DATRRAY YOk S =) Thostmns bed, © l
5 Add a Parameter = r.p = &l ! !ih i Te— = il | T e Cobimny Z = Ty e
- - - - A - . ‘ - - - - & Owarbe Py Disirde [ sarmen, .
3. Try it: Edit the Criteria e e | B e sttt i e T e T DO e
Go to the HomePhone Field. brrom e — s
Enter the following Criteria: L _ Sy e ’
Voo - ke [ree— "
—— e T
[Enter the phone number] — ) S e <
prasen s =
That's it. This is what the User will see when Fon ’ Hemetems e
= Ssnsetans Barsewer Tope Brmasrt
the Query runs. B s - e ~
i
. | J . Ceremas 1 g
Keep going... ; =TT
7 . 8 Mgsle Poidy
i oo S e R e B i) el R
Tt e Do L naad Aa

Field: | CustomeriD Firsthame LastMame HomePhone
Table: |tblCustomers tblCustomers tblCustomers tblCustomers
Sort:
Show:
Criteria: [Enter the phone number]
or:

Exam 77-424: Microsoft Access 2013
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7',,% Query Tools ->Design->Results->Run
BE % & BREIOON, [rentioniies By UAM : Duiskhns st Do Feantom ik Begil UAM.accol W rom 2007 - 1E B b x
Run the Parameter Query T e e e % —
4. Try it: Run the Parameter Query o | B e et e o e 0 | T D e

Go to Query Tools ->Design->Results->Run.

Al Access Objeqts & =5 ==n = Property Sheet 4
e - [ s ]
1

What Do You See? You will be prompted to Enter =7

e gy

il

the phone number. . ) — P
F timenan o = e
B i

Type: 8105551212 . . Hemerians

C|ICk OK = | . . »

Now What Do You See? The Parameter Query
found the right phone number as well as the
customer's name.

Enter the phone number
Memo to Self: The HomePhone Field was
formatted with the Input Mask Wizard. The last
question in the Wizard asked if the phone number
should be saved with or without the punctuation.
We elected to save the data as just numbers...

So, this Parameter Query works if you type in just 3 Queryt \

the numbers, no punctuation. CustomerlD ~

8105551212

Home Phone -

] tZ Deeter Poohbah (810) 555-1212
*| (New)

Firsthame - | LastName -~

Exam 77-424: Microsoft Access 2013
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T
L)
).w*s File ->Save
(-]
3EH % ' GRI G0N, Trmstfoniies Brgend UM 1 Duishins- CAlkmrislbe\ o ormmas fopntiontices Brgid- Lt
Save the Parameter Query LT o1 o1 B bt P i S o
If it works, it's worth saving, isn't it? o | B e et o e O e T DO e S
J'-.?I".ﬂl.‘r'.:i-'-u.IJI?‘.W'.(. ™ | “’:: B g
5. Try it: Save the Parameter Query s & prr—
Go to File ->Save. . ) Pp—
Enter the Query Name: CustomerHomePhoneSQ. e ) -
Click OK. pra— pross e
Close the Query.

Query Mame:

st vt + )

= Froperty Sheet 5

e bype Cusey Fragpasan

|CustomerHumEPhuneSQ|
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One More Query...

In the first lesson on Queries we used the
Query Criteria to find all of the movies that
matched the Year we entered. In order to
change the search, we had to return to the
Design View and edit the Criteria under the
Year from say 2012 to 2011.

This Parameter Query will be more flexible.

Before You Begin: All of the Tables, Forms
and Queries are closed.

1. Try it: Create a Parameter Query
Go to Create ->Queries-> Query Design.

What Do You See? A new, blank query will
open. The Show Table will prompt you to
choose a Table or Query for the Record
Source.

Select a Table: tbiMovies
Click Add.
Click Close.

Keep going...

Create ->Queries-> Query Design

R # . T o T R
B <ss  cman e naie Bk TomS | D
= =] 21 = it | T e ey

s | EES  AE L B

- T PR, ) oy~ —

- Fada B Do s | ngpn el | P

baran et s e

Al Apcess Objects @ = |50 ==

e &

Tabdes

T mewtwes

= m

e

o Teee———
[ ——

B i

i T g onafachas B | AN sl Ui s

I.‘-._'!ml—i

_"_“ [ PV

= Froperty Sheat "
et g ey e
e
Srusghan
S et Bl
g 48 Forigy ™
Top Kakars. i
-
-
e
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Add All of the Fields

There are two methods for selecting all of the
Fields from the Table and adding them to the QBE
Grid on the bottom of the query: the Wildcard (*) or
double-click.

If you double-click the Wildcard(*) you should see
one Field on the Grid that says *tbIMovies, where *
means "select everything."

If you double-click each Field separately, you will
see the Field names lined up on the QBE Grid.
This method works great for Parameter Queries
because each Field can have a different Criteria if
you wish.

2. Try it: Add Fields to the Query

Go to tbIMovies.

Double click to select the following Fields:
MovielD

Movie

Year

Rating

Genre

Stars

Keep going, please...

Exam 77-424:

Query Tools ->Design

[ TS ] i W oot B LM : Detsbass 4 Lharyslbonn Lo somamy Fopaeotagias Bagend LA scodi Uit 007 - 201 | Vi b T a4 n

[ T T ——————— i i
=BR .k s ,} . TR SR R S— }—- = [S———
. d . - 3 Fars. Thrmagh I Bkl - ‘i et e
L Beinl Mabe Append Updeie Crowisl Suicle W & Tutaly Pwwmwtery
- v B D Btinn | g, O eikies B e i

dan.

T stpwry

il g

&
ik
i

]
Rty

-

W 3' ol ok &b
f

Pt | Mt Ao . [ Erees Haed -

Field: | MavielD Maovie Year Rating
Table: |tbiMovies tbiMovies tbiMovies tbhiMovies
Sort:
Show:
Criteria:
or:

Microsoft Access 2013
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Add a Parameter
3. Try it: Add a Parameter
Select a Field: Year

Type the following in the Criteria:

[Enter the year]

Keep going...

Query Tools ->Design

e '
R o can e s
=R -

Wm  Bur | Mk Appenad Updeie Cremisk Sivin
- Tasle

s Obiecls & = || &=vi

Rty

S

}" = TPy e
e B Y e s
tedn Fasmten

4 s o st otV Mgl A o L o JOOTY - 2011 ¥ B

Property Sheet
e L
PRy re—

P ]

o

mgemaiya

[T
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r""o Query Tools ->Design->Results->Run
W ' P vchen Bagped LAY - Ditahams- vt albor e gmant'd o't Baqped LA 01 s Dhcoms 07 - 2011 e Spommaet - it T = & X
Test the Parameter Query TR e L T T TR
4. Try it: Run the Parameter Query en i me fioveiiy Kb Juiia s SR e Lo [ DA A

Go to Query Tools ->Design->Results->Run. s -

& - - ew - Rating - fanee - Stam |
.

Lomdy Sreph Lardat-LFetL. deth hogan, Arrs

What Do You See? You will be prompted to Enter =7

the Year. ;...., 7y b s ..La”.,‘.'.'lf;.vf.o.,ﬂ..\
el 179 Hugpis [3941] 0L Vamddy Bt Bad e Vel bt (oo i Mol O
Type: 2011 g
Click OK. - '
- Enter the year
Now What Do You See? The Parameter Query |2|:|1]J
found all of the movies that match the year that we
typed in. =
Do This, Too: Save the Query
Go to File->Save.  —
Enter the Query Name: MoviesByYearSQ. - G po s
Click OK. -l v -
@ MoviesByYear .-"x
Close the Query. MovielD - Movie -~ | ¥Year -~ Rating -| Genre
B 50/50 (2011) 2011 R Comedy
4 A Separation (2011} 2011 PG13 Drama
98 Drive (2011} 2011 R Drama
157 Harry Potter and the Deathly Hallows 2011 PG13 Drama
179 Hugo (2011} 2011 PG Family
238 Midnight in Paris (2011) 2011 PG13 Romance

Exam 77-424: Microsoft Access 2013
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Summary

This lesson demonstrated how to create a
Query in Design View. We used the Criteria to

find answers to our questions.

The Parameter Query was interesting because
it asks the User for more input, say the year a

movie was released.

Allez, Allez in Free.
The movie's starting!

gas f
- L} iman InTHira DATA
E!BRD+AD
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Enter the phone number

8105551212

Field:
Table:
Sort:

Show:
Criteria:
on

CustomerlD
tblCustomers
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tblCustomers

LastMame
tblCustomers

HomePhone
tblCustomers

[Enter the phone number]



Practice Activities

Lesson 8: More Query Design

Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been programming. Or you may
download the sample database Brown Bag Lunch ver8.accdb online.

2. Use the command Create->Query->Query Design to make a Select Query using the
Table tbICustomers.

3. Add the following Fields to the QBE grid: CustomerID, Company, and Phone.

4. Add a new Concatenated field as follows:
FullName: [FirstName] & " " & [LastName]

5. Add the following Criteria for the Company Field: [Enter the Company Name]
6. Run the Query. When prompted for a Company enter: Wordnation.

7. Save the Query as CustomerCompanySQ.

8. Close all Tables and Queries.

9. Create a new Query with the command Create->Query->Query Design using the
Table tbIProducts.

10. Select the following Fields: ProductID, Type, ltem, Specialty, and Description.
11. Add the following Criteria for the Type field: [Enter a Product Typel].

12. Test the Query. When prompted for a Type enter: Snacks.

13. Save the Query as ProductsbyTypeSQ.

14. Close the Brown Bag database, please.

Microsoft Access 2013 Beginning Page 203 of 289



Test Yourself

1. What does Concatenation do?

A. Merges 2 or more cells in a form into one

B. Concentrates the data into just the first part of each
field

C. Combines 2 or more fields into a single, new field
Tip: Beginning Access, page 186

2. Which is true about Concatenating Fields?
(Give all correct answers.)

A. Anything, such as a space, in quotes is put
between the Fields

B. The Field name is in Brackets, ie [First Name]
C. The new Field needs a label, or alias

Tip: Beginning Access, page 186

3. What command opens a new window where font
size can be adjusted to better view and work with the
code displayed?

A. Zoom Into Code

B. Edit Code

C. Manipulate Code

D. View Code

Tip: Beginning Access, page 191

4. Which is true about Queries?

A. A Parameter Query asks a question before
running the query, such as a phone number.

B. A Select Query asks a question before running
the query, such as a phone number.

Tip: Beginning Access, page 194

5. Which of the following is true about the Data
Source in Query Design view?

(Give all correct answers.)

A. Double-clicking the wildcard (*) results in
adding one “everything” field to the QBE grid.
B. Double-clicking the wildcard (*) adds a new,
separate field for each field in the Data Source
C. Double-clicking an individual Field in the Data
Source adds that Field being added to the QBE
grid as a separate new Field.

Tip: Beginning Access, page 199
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Access 2013: Answers

Beginning Access Objectives
In this lesson, you will learn how to:

1. Use the Report Wizard to create a Report
based on a Table.

2. Modify a Report in Report Layout View.

3. Apply a Theme and edit the Report
Header to include a Logo.

4. Add Page Numbers to the Report Footer.
5. Use the Report Sort and Filter options.

Reports and Report Design

Y

© 2014 Comma Productions, LLC

Filter

Movies by Year ',

Year Movie
1953 War of the Worlds (1953)
1971 Shaft (1971)
1972 Dirty Harry (1972}

%l.ﬁscending T Selection - ’@ Mew ZTDtalz H 2 Replace

£l Descending '@Advanced* Refresh Save v’ Spelling Find =2 GoTo~
res in
i; Remove Sort Y Toggle Filter All - < Delete - Mare [+ Select~
Sort & Filter Records Find
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g::e Lesson 9 : Report Designs
1. Readings

Read Lesson 9 in the Beginning Access
guide, page 205-231.

Project
A Report created with the Report Wizard
and formatted with a Theme..

Downloads
FrontRowVideo Begin9.accdb
popcorn.qif, popcorn2.gif,

popcorn3.gif,
popcorn4.qif, movies1.gif.

Brown Bag Lunch ver9.accdb

BB Customers Logo.jpg

Brown Bag Logo.jpg

Lunch1.gif, Lunch2.gif, Lunch3.qif,

Lunch4.qif

2. Practice
Complete the Practice Activity on page 232

3. Assessment
Review the Test questions on page 232.

Report Layout Tools->Design Ribbon

::| HCDIors* . ETDtEﬂS'

View | Themes [alponic- | GroupP 5 Hide Details
- & Sort

8 1) 2J

Report Tools->Design Ribbon

Themes Grouping & Totals

Menu Maps
From the Create Ribbon
Create ->Reports->Report Wizard, page 210

From the Report Layout Tools->Design Ribbon
1. Report Layout Tools, page 217

2. Design->Themes, page 218

3. Design->Header/Footer->Logo, page 220
4. Design->Header/Footer->Date, page 221
5
6

. Header/Footer->Page Numbers, page 222
. Report Layout Tools->View->Print Preview, page 223
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E,El Logo

[
ESHv4 mj D [ Titl R
itle
- —| Insert Page ) Add Existing Property
Image - | Mumbers % Date and Time Fields Sheet
Header / Footer Tools
5 34—~

feas)
o =L

%.Aﬂ@l—i—l

Controls

More Menu Maps
From the Print Preview Ribbon
Print Preview, page 215

From the Home Ribbon

Home ->Views->View->Layout View, page 216
Home->Find->Find, page 225
Home->Sort&Filter->Descending, page 227
Home->Sort&Filter->Filter, page 228
Home->Sort&Filter->Selection, page 230




Reports and Report Design

Technically, a database designer should begin with the Reports, first. Reports printout the answers. Often, an entire database may
be designed to fill in the information for a particular government report. The Front Row Video database needs to print customer
reports: a receipt or statement of accounts. Our mighty Access database also has to print business reports. We'll begin with a
simple report first: a list of all the movies in the Front Row Video collection.

This lesson will use the Report Wizard to create a Report based on the Movie Table. This lesson uses the sample Front Row Video
database. You can continue with the database you have been programming. You can also download the sample Access database
if you wish.

Sample Microsoft Access Report

wla B s e R ERN lsrlrt!.i_"_w,
\

Movies by Year x

Movies by Year

:1 ﬂ

1 r:‘:-q'l

Year Movie AovielDRating
1953 War of the Worlds {1953) 379 PG
1971 Shaft (1371} 320R
1972  Dirty Harry (1972) 89 R
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a Pouathon/¥iieo Bt : Dabams- C/ivent abat icamant vorsracben BN sculhs hcorms 7007 - 2001 e ol Ao v a =

Before You Begin B e e | s
1. Try it: Open the Sample Database ol o

Go to the Documents folder. o | s s g i I 1
Open the sample database: - e e

Brown Bag Lunch ver9.accdb dhat

=
4
3

What Do You See? There are two Tables: by
tblICustomers has 5 records. P ol

tbIMovies has 401 records. r—
There are two Forms: 1 SECURITY WARNING Some active content has been disabled. Click for more details, Enable Content
Customers . .
Movies All Access Objects ® «
Search... Fol
There are four Queries: Tables &
CustomerHomePhoneSQ =
CustomerNameSQ tblCustomers
MoviesByYearSQ B toiMovies
MoviesSQ i
Quernies &
What Else Do You See? This database may have I CustomerHomePhonesQ
a Security Warning. In order to edit the objects B CustomerNamesq
and save your work, you need to click on Enable
Content. “21 MoviesByYearsQ
B MoviessQ
Farms &
B8 Customers
=8| Movies

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Take .
Ong All Access Objects->Tables.

0

Review the Movie Table e P

The goal of this lesson is to create a list of the vou
movies in this database, sorted alphabetically and
grouped by year.

2. Try it: Review the Movie Table

Go to All Access Objects->Tables.

Double click tbIMovies to open it in Datasheet
View.

guug?_' EIf-
3

i

bl & i— L L LR

What Do You See? The Movie Table has 401
records. The Table includes the name, rating,
genre, year and stars.

Close tbiMovies. - = tthD\I'I'E'::."-._

Keep going... MovielD ~ Movie

ﬂ 1 127 Hours (2010)

2 21 Jump Street (2011)

3 50/50 (2011)

4 A Separation (2011}

5 About a Boy (2002)

6 About Schmidt (2002)

7 Absolute Beginners (1986)
8 Absolute Power (1997)

9 Accidental Tourist (1988)

Exam 77-424: Microsoft Access 2013
5.0 Create Reports

5.1 Create a Report: Create New Reports (Use the Report Wizard)
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Year - | Rating -

2010 R

2012 R

2011 R

2011 PG13
2002 PG13
2002 R

1986 NR

1997 R

1988 NR

Genre -
Drama
Action
Comedy
Drama
Comedy
Satire
Rock Musical
Thriller
Drama

4



o : : . ’

:} Begin the Report Wizard YR AT T e e A
This example uses the Report Wizard. The
steps are similar to the Form Design Wizard
that we walked through in an earlier lesson.
The Wizard will prompt you to select a Record
Source and choose the Grouping, Sorting,
Layout, and Totals.

T
O:ZG Create ->Reports->Report Wizard

3;'1"":-'

Which fields do you want on your report?

1. Try it: Begin the Report Wizard

Go to Create ->Reports->Report Wizard.
Choose a Table/Query: tbIMovies

Select: All Available Fields.

TLTLIC LD

¥ou can choose from more than one table or query.

L.ll:li-

Tables/Queries

’Table: thiMovies cal
Click Next.

b

Availahle Fields:

Keep going...

Exam 77-424: Microsoft Access 2013
5.0 Create Reports

5.1 Create a Report: Create New Reports (Report Wizard Select Record Source and Fields)
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c::” Create ->Reports->Report Wizard
:} Report Wizard: Grouping 'S el BRSO === TR
Grouping levels organize the Report by Fields. Sophus | R s bt | ey Sy el —srmecnall S s a2 o
You can have one or more Group Levels. In 2
this Report, the movies will be grouped by
year.
Do you want to add any grouping
On the left side of the Wizard is the list of the levels?
Fields available in tbIMovies. On the right is a
preview of the Report Grouping. MavieID, Maovie, Rating, Genre, Stars
2. Try This: Add a Group Level MaowielD
Select a Group Field: Year Mavie
Click Next.
Keep going...

Grouping Options ...

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Group Data by Fields
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o::" Create ->Reports->Report Wizard
E @] o IS oo o—ivdos VT O i T - T T Vv R O S T T3
:} Report Wizard: Sort M e e Sl T T T T TR T =
This step in the Report Wizard will Sort the - i . - , P o Do

movies alphabetically in each Group.

.

Report Wizard

3. Try it: Sort the Records What sort order do you want for detail records?

Click on the Sort Combo.
Select a Field from the list: Movie

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

I o] (atommions|
| |E| | Ascending |
|Z| | Ascending |

What Do You See? You can add up to four
Fields to the Sort order if you wish.

Click Next.

Keep going...

T

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Sort Data
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Report Wizard: Layout

This step in the Report Wizard asks you to

select the Layout options.

4. Try it: Edit the Report Layout
Edit the following options:
Layout: Block

Orientation: Landscape

What Do You See? By default, the Report
Wizard will adjust the width of the Fields so

that all of them will fit on one page.

Click Next.

Keep going...

Create ->Reports->Report Wizard

B coe o Gt owtas oo
prm o g [ | -
& i B
Sepicsbes | Rt Tt St | vy ey | S S B
e b | Wt e Do

How would you like to lay out your report?

1mrrmrmrrmrmrmTm

— Orientation —
DEnﬂra'l:
(@) Landscape

A

Adjust the field width so all fields fit on

a page.

Exam 77-424: Microsoft Access 2013
5.0 Create Reports

5.3 Format a Report : Change Report Orientation
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Report Wizard: Report Title

This last step names the Report. The name
will appear at the top of the Report in the
Report Title. It will also be the name of the
Report in the Access Objects.

5. Try it: Add a Title
Enter the Title: Movies by Year.

What Do You See? There are two options
when you click Finish: Preview or Modify.

Select an option: Preview the report.

Click Finish.

Turn to the next page to see the report...

Create ->Reports->Report Wizard

a . *a rhiitas el ARy Dt st albon! ety ) st ey B M o1 (doccwna 007 - 2071 Bl st -

I ces  cvan e pata DA TG el . |
— e — | e s T e Wi L gt W P 4 Mk
i [ W & b i T -
[ — T e b
Bpplosior | Tobly Toble WaePued | Gy Gleey o Wik Paprsy Bk Moy
- Smage Lam- | Wasd Srag Do S [ i P « P — Vsl bt
gy au :
Al ACoess Obpeis = =

What title do you want for your report?

j Movies by Year |

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

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

(@) Preview the report,
() Modify the report's design.

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.1 Create a Report: Create New Reports (Use the Report Wizard)
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o::" Print Preview
:} Hello, Report! g G S — -
6. Try it: Review the Print Preview e T T Pt S ot

The Report opened in Print Preview. ] Pae g i ' e i

W
A

The Report Header has the Title we added h:"
to the Wizard: Movies by Year. o ovies by Yeo
The movies are grouped by year. Some :
groups have many records, some have -
only one. For example, there are many -
movies that have the year 1980. .;_, MOV]ES by \rrec”_
What Do You See? The Print Preview
Ribbon has many print options: ;
Print Voo A e e i [ s
Page Size { ear Movie onvielD %uhr‘lg 50
Page Layout '
Zoom E 1953  War of the Worlds (1953) 379 PG
Data 1971 Shaft (1971) 320R
What Else Do You See? This Report 1972 Dirty Harry (1972) 87R
Layout is good, but it needs some editing. 1980 F@eﬂcy [ ] 93[}] 14 R
Close Print Preview. Altered States [1980) 26R
Keep going... Blue Lagoon, The [1980) 40R
Dogs of War, The [ 1980) 23R
Mirror Crack'd, The (1980) 241G

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.1 Create a Report: Create New Reports (Use the Report Wizard)
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Reports have several Views. The Views include:
Report View

Print Preview

Layout View

Design View

1. Try it: Open the Report in Layout View
Go to All Access Objects

Right-Click the Report: Movies by Year.
Select an option: Layout View.

Go to Home ->Views->View->Layout View.
The Report should open in Report View.

Keep going...

Memo to Self: The same View can be found when
you right-click a Report. Here are the steps:

Go to All Access Objects
Right-Click the Report: Movies by Year.
Select: Layout View.

Home ->Views->View->Layout View

e s R L T B o P e ey |

| i - —_— - — p—
) G- | o E o . 2 B ;
- 4 ab| Ag [= LY o ) Ty
W Therws [ R B | -] o Pogr _ Bkl Ly Proprty
" e [k ully -, 1 SVSFE S5 Tk el
e il P e
s .
-
o, Pt e
A PP P T
Movies by Yea e
[ — =
4 2 I M e
B Dty v - -

e i 1 St (19 WOR

R

Ei| ﬁﬂl nCqurs' . ZTDtE”S"

View | Themes [A] Fonts - grgup i Hide Details
- ort

o Grouping & Totals
i Beport View * Movies by Yoar\
CtS ® «|| 6 ovies by Year

@ =
B v cean Gveeacnata et todi | DRle | MM SOBMT  Rasiume (A

Open the Report in Layout View -

P
Q) Print Preview P

Pl

* Movies by Year

Layout View
b‘(‘ Design View A rear
L
50 1953
B CustomerNamesQ 1971

B MoviesByYear 1972

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Format a Report in Layout View
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Hello, Report Layout Tools -
2. Try it: Review the Report Layout Tools
The Report is open in Layout View.

There are four Ribbons in the Layout Tools.

Design
Arrange
Format
Page Setup

This lesson will focus on the Design Ribbon.
The Design Ribbon includes these Groups:

Views

Themes

Grouping & Totals
Controls

Header & Footer
Tools

Keep going...

B H

FILE HOME

ﬁﬂl H Colars =

View | Themes Fonts »

Ej|

Views

Report Layout Tools
[ T i P ppE———— oo g bt TN : Diptitasd- T gy bl [ p—y
BRI v can  Greacats  Gwted o | e | A KWMAT  hadi Wns
, — —_ —
_1 [ F tein- . - =
3 ab{| Ag [ Ry = . Tite
Worw T [y . e S o - Page Rl snsry Prpaety
= preind e . sl Tt Sl
all ess Dhpect o || W b i Y ,
Al Acoess Qbpexts Property Sheet
— friedimn type. Tt Vae
Fibdes BAreasieme B Y e
w—r; Movies by Yea e
=={a P e T
v Db et
F e ¥ 0 C ¥ Tty T
- Vs i
e - 1l w LC3
i [ . .p R b T
= ot e
- iR L
i e
- TR g
o R
N L1 ] o
[ T 41 ¢

EXTERMAL DATA
. E Totals =

Group 5 Hide Details
& Sort

Grouping & Totals

CREATE

Themes

Exam 77-424: Microsoft Access 2013
5.0 Create Reports

DESIGN

DATABASE TOOLS

%AGEE

5.3 Format a Report: Format a Report in Layout View
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Apply a Theme to a Report

Themes format a Report quickly and elegantly. The
Themes in Microsoft Access match the ones found in
Word, Excel, PowerPoint and Outlook. The options for
Reports are similar to the ones for Forms that we
reviewed in an earlier lesson.

3. Try it: Apply a Theme to a Report

The Report is open in Layout View.

Go to Report Layout Tools->Design->Themes.
Click on Theme.

| n Colors -

Themes Fants =

Themes

Select a Theme from the Gallery: Retrospect.

What Do You See? The Theme formatted the Report
Colors and Fonts.

Keep going...

BE i
Bl v o e

Report Layout Tools->Design->Themes

LT LATER RS e L e T A

Eainiakd Toous | DRl | MGl oA Rl Whe

_-a]kw- I3 F tisa- ! — B | [g) e il B
= | .. o ab|| Ag [= 5 - toge DT

[ERTRY ——
Py T Bt i Tt gy

®
st it +
e
= Property Shoet
v

ey Bttt [ o =

b e, Clgdhanar

Lrinchonn bype T

w Year -

- ;':;'_] A [ (2] | T

Ej| nCoIors' '._ 2 Totals~ % Aa I—jl

= View | Themes [A]fonts~ | GrouP §i5 Hide Details
—— IR - & Sort
Views || |n this Database
Search. EEEEEE
E Tables .. "f Yea r
EH tb
B w |Aa ] Aa E Aci E Ad ]
Querie EEEEEE EEEEEE EEEEEE EEEEEE Movie
= : |
E L P’\C] Aa { | A iﬁ\(] ‘1‘353 War of the World:
@ A — EnEEE EEEEEE EEEEEE 1971 Shﬁﬂl{lg?l}
= owm ~ 1972 Dirty Harry (1972)
=E A .“?-J 1980  Agency (1930)
Fnrmc

Exam 77-424: Microsoft Access 2013

5.0 Create Reports

5.3 Format a Report: Apply Themes
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Headers/Footers: Logo

This Report has Headers and Footers. The
Header can include a Logo, Title and the Date

and Time.

4. Try it: Add a Logo to the Header
The Report is open in Layout View.
Go to Report Layout Tools->Design.
Go to Header/Footer->Logo.

I, ] L
gl Logo

[ Title
Page
Mumbers F{'g. Date and Time
Header / Footer

You will be prompted to Browse to your
Documents folder to find a picture.

Select a picture: popcorn1.gif,
Click OK.

Keep going...

Report Layout Tools->Design->Header/Footer->Logo

gd e g
Bl < oo
n _"I | =
P

All Access Objects =
scn.

Tabien

Chrrers

¥

¥

F u

B

[
Bt

B i
S

B e e

T BATA

in % vpimiy -

=l ]
]

T LAPZLT PO

B i TS [ L) L

3 bl Ag = ) os

e

1 by T

Movies by Year

File name:

— - — -

=] = P
= wang

’ - Sué ol T . i

s o
1 e, The (1] T

Frpmgh Ladnrael s Wornan, The | DELR

popcorn.gif

Graphics

Files (*jpg:* jpeg.”jpe v

Exam 77-424: Microsoft Access 2013
5.0 Create Reports

5.3 Format a Report: insert Headers and Footers

Microsoft Access 2013 Beginning Page 219 of 289

Tools -

oK

Cancel




E -
O::G Report Layout Tools->Design->Header/Footer->Logo
E - IS i P — PR SRRV TRTH, WYPURE FITUSN S TORE SIS (He TPt T A u
5 Headerleooters: Logo — ;;I«L:;:..-. .|:;‘;1-\:.:m m-mu:..ﬁ. i | A , N T — st it - Y
The Logo that you added to the Header, may =~ = =i oo s 0 000 i BV e o

be too small. That is easy to fix.

Al Access Objects @ « |8 S i

e,

1§
3

5. Try it: Format the Logo
Click once on the Logo to select it.

Fai
i

[N

! Movies by Year Posnat] Bata | deest | e am
T s gl

o Lammpig Fas i lngel

TWRE el T Wik | 1 G s Fam

The Logo should have a bold outline with
handles. Use the handle to resize the logo. As
you make the logo bigger, the height of the
Report Header will increase as well.

W7 S {1971 LA B v

IR ey e A EVE Bras

iﬂd;‘ﬂﬂﬂ'\\

']
{

Tl Ayperecy [ 1S (L1

Movies by Year x

Try This, Too: Move the Title
Click once on the Title to select it.

Run your mouse over the border until you see
a four-headed arrow. Drag the Title to a better
position in the Header.

Movies by Year

Keep going...

Year Movie
1953 War of the Worlds (1953)
1971  Shaft (1971)
1972  Dirty Harry (1972)

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Design Headers and Footers (Logo)
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o::” Report Layout Tools->Design->Header/Footer->Date and Time
E ] [ ek Lera e - .
5 HeaderleooterS: Date — ;Iu‘l:“:.r-. .lr;‘::.':m u-\.ll.uu s | Diles | AdRase : e _ - - — lisamars vt J
You can use the Header/Footer options to add = =i o S | el A E & B T e i
the Date and Time to the Report. Vo | g o ; e - 6
Al Acess Objets 8 = |8 St = Prooerty Shest ®
6. Try it: Add the Date and Time S ' L :r;_,,.m CT —
The Report is open in Layout View. B e _ ‘a MGVIESY - e
Go to Report Layout Tools->Design. Y — £ AT e
Go to Header/Footer->Date and Time. F— . . es -
What Do You See? By default both Date and 5. | ez e
Time are included. The long Date Formatand ™ *~ el = (i
Time are selected. W s i et 1 = Indude Date
Select: Include Date kit — (®) Friday, February 21, 2014
Format: Short (5/9/2012) ek o () 21Feb-14
Do NOT include the Time. U o 1380 s
C|ICk OK :..::“" ::_:“‘\ g | vy ::I"ull D mjm 14

Indude Time
(@) 11:46:22 AM

Now, What Do You See? The Date will be
placed on the left side of the Report.
The Hunger Games (] () 11:46 AM

Keep going, please... Titanic 3D () 11:46

Sample:

Friday, February 21, 2014
11:46:22 AM

Friday, February 21, 2014

Kl

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Design Headers and Footers (Date)
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E ) ' — :
5 Footers: Page Numbers — --:'“L:;:... “;T::tm ek akiid :..ﬁ. o | e u e - - — s ity + Y
Page Numbers are usually placed in the v | [t | S s (020 A =T g i D | o D i by
Report Footer. Let's consider the options. o |__moam | vt : e " 7

7. Try it: Add Page Numbers

The Report is still open in Layout View.
Go to Report Layout Tools->Design.
Go to Header/Footer->Page Numbers.

What Do You See? You will be prompted to
select the Page Number Format, Position and
Alignment.

Format: Page N of M

Position: Bottom of Page (Footer)

Alignment: Center

Yes, Show Number on First Page. =

Click OK. T = 8 Opragen

_ ' N ", g | (®)PageNofM

Keep going...
Position
(") Top of Page [Header]
(®) Bottom of Page [Footer]

Alignment:
Center w

Show Number on First Page

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Design Headers and Footers (Page Numbers)
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Report Layout Tools->View->Print Preview

[T ' P

Footers: Page Numbers
We have been working with the Report in Layout

View. You can see the page numbers in Print
Preview.

8. Try it: Review the Page Numbers
The Report is open in Layout View.
Go to Report Layout Tools->View
Click on Print Preview.

What Do You See? Look at the Footer at the
bottom of the Report. The Page Numbers, Page
N of M, are centered.

What Else Do You See? There is another
Date/Time Control in the Footer that was added
as we walked through the Report Design Wizard.

Do This, Now: Save the Report
Go to File->Save.
Done and Done.

Ww | Thee

Al ACoess OIhpes

pamwfongl
L

iW%

.;.‘1 ¥}

o
H

CRAR TR DATA  BATRR TS

s | ab|

348 PG13

401 PG13

Pagel1ofl

DRl Ak

Aa

Action

Romance

Ty

Jennifer Lawrence, Josh Hi

Leonardo DiCaprio, Kate W

Pagelofl
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One Home->Views->View->Layout View
[ S ‘ SERRT LRRY PRI Uscmehane®aben gL AN | Driabans CALNarvabobislg wmsenit S rmnghoutiovs 1. T a =
. BEE oo cwan oot oaeiion  peN M far R une — ]
Using the Report = e T Yo | @ o T | g S [
There are several useful options available when Vo | P b | ™™ 3 et T Tyt | " 3¢ oo e e la-T-a
you open a Report in Layout View. Let's review — T Baee L 1
the choices available for Sort and Filter adi il b o ‘ 5 Property Sheet

S

Movies by Year Posnet] pote | hovet [ omer| 44

1. Try it: Go to the Report View

The Report is open in Print Preview.

Go to Print Preview->Close Print Preview.
Click on Close Print Preview.

When you close the Print Preview, you may return
to the Report View.
Go to Home->Views->View->Layout View.

Try This, Too: Review the Home Menu
The Home Menu includes these Groups:
Views

Clipboard

Sort & Filter

Records

Find

Text Formatting

Keep going... Y 7| Ascending Y Selection - ’_@ Mew > Totals H 3.c Replace

] ,%,.L Descending '@Advanced' Save v Spelling ] =2 GoTo-
Filter A Refresh Find
7.# Remove Sort Y Toggle Filter All - < Delete - Maore [} Select -
sort & Filter Records Find

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Format a Report in Layout View
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T
B Home->Find->Find
] g R LAPZT A it s A : Dt ’ . - S
Use the Report: Find __ el | Cllan .,..Tu.::mm.:h:; .m.. m: — Huu'\l:l\.r o = RS- |
You can learn a lot about the data in a Report = o s e b e e A
by using the commands on the Home Ribbon. - R b e 2 2
The following pages will show the Find, Sort Al Access Objects @ =%, =

JEE

and Filter options.

fai
§

2. Try it: Find Data in a Report

The Report is opened in Layout View.
Select a Column: Stars.

Go to Home->Find->Find.

Lok Ty, M Bk o

Wechard hzmdiren

ildulil'lﬂﬂ'\‘a

i
[ ]

You will be prompted to enter the criteria.
Find What: Depp. : - Chrmapher wals
Match: Any Part of Field. P
Search: All. i v e
Click on Find Next.

What Do You See? Each time you click Find
Next, Access will go to the next record that
matches your criteria.

Comedy Charlie Sheen
Keep going... Drama Leonardo DiCaprio, Johnny SIS
Drama Geena Davis
Thriller Harrison Ford
Drama Tom Hanks
Drama Steve McQueen

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Find Data
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r
B Home->Find->Find

B E% $a 9 RT Lawind o et sy iLAL | Ol o el [ g o % ®
Find Options — eas  CEAH u';mu:.u‘:‘“:m:;:: n:.u m} dsnant Hmun.r — — [Tee———— l
3. Try it: Review the Find Options o o e s | ™ b Trermera | S T | ™ i [0 1 ® Az
There are three options for matching the v I - b - 3
criteria in Microsoft Access: A M T © y—= Tl s Ve i3 L — ¥
Whole Field st
Any Part of Field 3 man
Start of Field g

- Find
If you select Whole Field, Access will search o _
for an exact match. B Find What: ‘Depp

e T
If you select Any Part of Field, Access will B
parse the data and look for whatever includes Loak In: [Current document ‘
the criteria, whether it is in the beginning, :
middle or end of the data. Match: I‘A”V Part of Field @|

Search: All E

If you select Start of Field, then the Find < el 4
search will only return records that include the [ IMatch Case Search Fields As Formatte

criteria at the beginning.

Click Cancel.

Keep going...

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Find Data
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0::” Home->Sort & Filter->Descending
E e % f TmhLT LerZR Y FRE oot aben g | Dbians- TNl wrmsmnit S imntiouttiins 1 A
5 Use the Report: Sort — el AR |:+m.l:u:.|‘:ﬂmll:|1::::1 u:u m:. r— Huuu.ur — e Vs ity + J
4. Try it: Sort the Records in a Report orm | e ity :T::.':'. e 2 - S A B
Let's begin with Sort. SN E— - T . 4
All Access Dhgeis & = v vy e -

The Report is still opened in Layout View.
Select a Column: Years.

i
3

218

Go to Home->Sort & Filter. E Movies by Year \
Click on Descending. # o
m
A . _ Lpii
Y 7] Ascending T Selection~ 2
W b e

) %) Descending o] Advanced -
Filter

Z# RemoveSort Y Toggle Filter

Sort & Filter Lt

What Do You See? The records should be
sorted descending by Year, from newest to

gt Year Movie

oldest. The movie titles are not sorted

alphabetically within each group. 2012 Kahaani (2012}
Keep going... Titanic 3D

The Hunger Games [2012)

21 Jump Street (2011)
2011 50/50 (2011)

Hugo (2011)

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Change Sort Order
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One Home->Sort & Filter->Filter
- TSI ' T
- on £ fhiven BATA  GAWTRRAL oS DERM ke

Use the Report: Filter -

A Filter narrows the focus of a Report and e
only returns the records that meet the criteria.
This example uses the data to select only the =
movies that were released in a particular year, ==
not all years. -

T 11 Bareaing 17",-.\‘”-

Loy 1. Bt " ki +

Movies by Year

5. Try it: Filter the Records in a Report e
The Report is still opened in Layout View. £ B
Select a Column: Years. i ) - oo
Go to Home->Sort & Filter. . by
Click on Filter.

F
¥
i
LY

What Do You See? The Filter should be
available by the Field for Year.

FUFHEUEgE
i

Try This, Too: Select Only One Filter Y i i

By default, there should be a check mark in
Select All. Clear that check mark and all of the
Filters will be cleared as well.

Select a Filter: 2000.
Click OK.

Keep going..

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Filter the Data With a Field
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Year Maovie
1953 War of the Worlds [{1953)
21| Sort Smallest to Largest
Z| Sort Largest to Smallest |
T,'.; Clear filter from Year
Mumber Filters » 920)
] 197 A (1980)
[] 1998 {1980)
[ 11999
2000 1e (1980)
[ 2001 (1980)
[] 2002
[] 2003 )
L] 2004 0)
[] 2005
7 2006 v 980)
foods, Th
0)
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One Home->Sort & Filter->Filter->Advanced

- bebiel par x s b B ; Dhpnstept- TALuaey’ ok Do gomgmy | sprationsoe. B ¥ & %

Review the Filtered Report ™%

6. Try it: Review the Filtered Report =
This Report displays 17 out of 401 records in
tbIMovies when the Filter is set for 2000.

=
4
3

Made You Look: In the Sort&Filter Group

there is a button that will Toggle the Filter. 1 e ———— "
Toggle means that it will turn the Filter on or _; o A Sy SE
off so that you can see the data with or without = - g i
the Filter. g

-------

In this example, there are 17 records that .
match the Filter criteria 2000. There are 401 1 e o i 2000 b
records when the Filter is toggled off. bbb

Try This, Too: Clear the Filters R R s
Go to Home->Sort & Filter->Advanced. S S N ==
Click on Clear All Filters. I

Year Movie

Keep going... 2000 All the Pretty Horses (2000)

American Psycho (2000)
Animal Factory (2000)
Bad Faith (2000)
Chocolat (2000)

Golden Bowl, The (2000)

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Filter the Data With a Field
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B Home->Sort & Filter->Selection
E B Es i Py o' abag gL | Dottt Tty ol g srmapomyf spmnalionsietes a x
5 Filter by Selection — ean  Cmam u+m.l;u:.l':‘-‘u|:.l:; l.l:u.u N st teoms — =] et ity + [}
A Filter limits the Report to records that match vem ey | T Rt T ol K il PR T
your criteria. Here is a different method for e 7
selecting the data you want. A Hooem Siyeas = il i

7. Try it: Filter by Selection i
The Report is still open in Layout View. P cosse
Alll of the Filters have been cleared. -

¥

Select the Year: 2011. Srons N ) — T N alters Dafos
Go to Home->Sort & Filter->Selection. I ¥ B e hatot -l
B iy oy e
What Do You See? The Selections include: A
Equals Y Zl Ascending T Selection | Z Totals
Does Not Equal z ) s )
Less Than or Equal To Filter &l Descending Equals 2000 Spelling
Greater Than or Equal To %+ Remove Sort Does Not Equal 2000
Between... P . L
sort & Filt Less Than or Equal To 2000 a

Hmmm, math stuff. Movies by Year
Do not select a Filter at this time. « Greater Than or Equal To 2000

e Between...
OK, that's enough for now. N
Save the Report. ™

R

Exam 77-424: Microsoft Access 2013
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Summary

This lesson created a Report by using the
Report Wizard. The Wizard walked through the
process of selecting a Record Source,
tbIMovies, as well as the Grouping, Sorting,
and Layout.

We investigated the Report Layout Tools,
particularly the options available on the Design
Ribbon. The Report was formatted with a
Theme.

Allez allez in Free.
You get the cookie.

EH 9 & =

FILE HOME
j ﬁgl n Colars =

View | Themes Fonts -

Views Themes

CREATE

[ =) ST LePZT PO
- H T ] InThivem Daia  ClRRaid ToRRS HEH RN AT P T
- T 1] hsrmraing W Nplaciapmn. - . 3
A Loy o ) g ™ taert - “'l""“ v e L LS
N | gt Fadid W Taghs Flte | pg- N Dl i Lokt +
v e 1 (YT e e
Al Access Dhgels ® = W by e
i
|:.... 1 e o
=" B
- i z .
o — g A4 Descending
S . Filter
Fu B z# Remove Sort
trwes '
. Sort & Filt
i »u
[£ QT

2 Movies by Year

g

¢l Ascending T Selection~ | (b = New

St abta Baghl; Detateins- Dol b Dncsmimn fimatostiorn L. T = A =

It by ¢ l

zTntals
A& Spelling

r D Ware

Less Than or Equal To 2000 i

Equals 2000
Does Mot Equal 2000

Greater Than or Equal To 2000

Movies by Year

EXTERMAL DATA

DATABASE TOOLS DESIGN ARRAMGE

REPORT LAYOUT TOOLS

FORMAT PAGE SETUP

. E Totals =

Group 35 Hide Details
& Sort

s Bl Ag (=] [T & EF

EH

v 0 [d

Grouping & Totals
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Practice Activities Test Yourself

Lesson 9: Reports and Report Design 2 Which is true about Re[;)ort Grouping? 5. Report Layout Tools includes
. . Give all correct answers. which Ribbons?
Try This: Do the following steps A. Grouping levels organizes the Report by (Give all correct answers.)
1. Open the Brown Bag Lunch database you have been working on. Or Fields A. Design
you may download the sample database Brown Bag Lunch B. You can only have one Group level B. Arrange
ver9.accdb online. Tip: Beginning Access, page 211 C. Format
: - D. Page Setup
2. Create a Report using the Report Wizard. 2. What is the maximum number of Tip: Beginning Access, page 217
3. Selept the C_)uery ProductsByTypeSQ as the Record Source. Select Grouping levels that can be applied in the
all available Fields. Report Wizard? 6. Which is the correct way to resize
4. Group by Type. A.2 a logo on a Report?
5. Sort the Item Field in Ascending order. B.4 A. Click the image to select it and
6. Set the Layout to Block. C.6 use the handles to resize it
D. Unlimited B. Click the image and use the

7. Name the Report as Products by Type. Finish the Report Wizard and

Close the Print Preview. Tip: Beginning Access, page 212 E;?gﬁrgngrﬁzmo chance the image
8. Modify the Report design in Layout View. Apply the Theme 3. By default, the Report Wizard adjusts Tip: Beginning Access, page 220
Apothecary. the Field widths so all the Fields fit on the
9. Add a Logo in the Header. Add the image Brown Bag Logo.jpg,. page, if possible.
Resize the logo to make it just larger than the Header Label text. Move A. True EY - \ > 1 W\ Y
the Logo to the far left of the Header. B.False _ -r""'“}i n ':'\ e NoW
10. Move the Header Label so that it is just to the right of the Logo. Tip: Beginning Access, page 213 Y _':/rr L ; h I*I g tn“i a8
11. Use the Insert Date/ Time command to add a short date with no 4. Which of the following are Report ' :
time to the Header. Views? (Give all correct answers.)
12. Add a page number to the Footer. Format the page number to be A. Report View
page N of M with alignment left. Show the number on the first page. B. Layout View
13. Save the Products by Type Report. C. Print Preview

D. Design View

14. Close the Brown Bag database. Tip: Beginning Access, page 216

Microsoft Access 2013 Beginning Page 232 of 289
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Beginning Access Objectives o
In this lesson, you will learn how to:

1. Create a Report that uses a Parameter Query for the
Record Source. Al Accs

2. Modify the Report with the Report Layout Tools. :“
3. Create a Table with the Report Arrange options. b
4. Use the Table functions to Move and Merge Cells. A

Enter the phone number

8102313211

F o
| Il customer Name ",

Front Row Video

Where our customers have the best seat in the house

Beta 3
(810) 231-3211 Alpha Beta

© 2014 Comma Productions, LLC

Sunday, February 23, 2014
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Lesson 10 : Reports and More Reports

1. Readings

Read Lesson 10 in the Beginning Access

guide, page 233-258.

Project

A Report that uses a Parameter Query for

the Record Source.

Downloads
FrontRowVideo Begin10.accdb
popcorn.qif, popcorn2.gif,

popcorn3.gif,
popcorn4.qif, movies1.qgif

Brown Bag Lunch ver10.accdb
BB Customers Logo.jpg

Brown Bag Logo.jpg

Lunch1.gif, Lunch2.qif, Lunch3.qif,

Lunch4.qif

2. Practice
Do the Practice Activity on page 259.

3. Assessment

Review the Test questions on page 260.

Report Layout Tools->Design

j HCDIors*

. 2 Totals =

=] [7] &, &
=
View | Themes Fu-n13* Group TEl Hide Details [’\\5 Aﬂ i -
- - & Sort
lJ!uiJ Themes Grouping & Totals Controls
Report Layout Tools->Arrange
E= EIEE |"“|‘“| L J I{_ _][ [ select Layout - —
ﬁ EI= =
T — Lol : £ select Column ] ]
Gridlines Stacked Tabular | Insert Insert Insert Insert Merge  Split Split
- Above Below Left Right L. Select Row Vertically Horizontally
Table Rows & Columns hMerge / Split
4 7 6

Menu Maps
From the Create Ribbon
Create ->Reports->Report Wizard, page 243

More Menu Maps

From Report Layout Tools->Design

1. Report Design Tools ->Design, page 248

2. Report Design Tools ->Design->Views, page 249

From Report Layout Tools->Arrange

3. Report Design Tools ->Arrange, page 250

4. Report Design Tools ->Arrange->Tabular, page 251
5. Report Design Tools ->Arrange->Move, page 252
6. Report Design Tools ->Arrange->Merge/Spilt, page
253

7. Arrange->Rows & Columns, page 254

8. Arrange->Table->Gridlines, page 257

Microsoft Access 2013 Beginning Page 234 of 289



@ More Questions, More Answers

In the previous lesson we created a simple Report based on a Table. Both Reports and Forms can also use a Query as the Record Source.
Queries ask questions. Reports show answers. When the questions are asked right, the answers come easy.

=
4
3

Microsoft Office Access: Example of a Parameter Query and the Report, below

B o T N b Vi | Db it Ot 2060 - i
| -
Ir-l ! *:j —J! +! '1 i"-j }L! all ol -. oA loes L i Cobusn X Property Shert

Wew Ren | Seed | Mabe Append Updste Crosiub Dwiete T
B Fagtr

N .] 3
i R “ Enter Parameter Value | —c—
AN Accesy Obpecks = a b3 "

CHANGELING

e humsmen Enter the phone number %*EF‘:::E'Z ;
3 teiluricms ¥ l-:uv‘.?-nﬂ' . r :
S — rowme (| |8102313211
Qrarvies :-::'I:

A i ity ;

- — e [ Ok, ] [ Cancel T

B Cussmisnig [IETTE S5 ' ‘

P ctemctionamanaiq " IHE ,NCREDIBL

[ :
= p— 7-018C COLLEETOR'S e.-:-l"l»-'--H
e QYT
Rrgeets
B ey

Front Row Video
Where our customers have the best seat in the house

Beta 5
8102313211 Alpha Beta

i Friday, May 18, 2012
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Microsoft Access

Before You Begin Mo ~ ;
1. Try it: Open the Sample Database : oo
Go to the Documents folder. ] st e
Open the sample database:
FrontRowVideo Begin10.accdb

TE

What Do You See? Two Tables: I SECURITY WARNING Some active c?ntent has been disabled. Click for more details. Enable Content

tblCustomers has 5 records. j .
tblMovies has 401 records. | All Access Objects ® «
= | Search.. yo

There are two Forms: - 1
Customers »=| Tables &
Movies BEH tbiCustomers

, tbIM avi
There are four Queries: — _ =
CustomerHomePhoneSQ Queries &
Cust'omerNameSQ ‘13.' CustomerHomePhones0
MoviesByYearSQ E
MoviesSQ Bl CustomerNamesQ

“@ MoviesByYear
There is one Report: Movies by Year

B MoviessQ
What Else Do You See? This database may Forms -
have a Security Warning. In order to edit the B custome
objects and save your work, you need to B Customers
click on Enable Content. B8 Movies

Reports &

bl Movies by Year

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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All Access Objects ->Tables

[ ; - TS e e - T pre—— T P

Know Your Data e e T R e o T TR R
This Report will print the name, address and - Cor o Jomedy W Jumatten SN e | R LA :
phone number for our customers. So, the first step = eries - e L -t fosmareg 2
is to review the data in tblCustomers. A Form, Pl ACeess ORI 1™ comamant ™ e - o <] Addwa < Gy <Y <] o one | ek e < B - G o ARY -
Query or Report is only as good as the information - e e e T —
in the Table. - . e N = f%

4 - (L L} - .

2. Try it: Review the Customer Data
Go to All Access Objects ->Tables.
Double click: tbICustomers.

T LLLId

L s &

ea

What Do You See? There are 5 customers. Each
customer has a home phone number.

Close tbiCustomers. Keep going...

E tblCusto mers-'-.__

CustomerlD - | FirstName - | LastMName -~ Addressl City - | State -~ Home Phone -

E Deeter Poohbah 123 Main Street Brighton Ml (810) 555-1212
3 Mary Contrary 24 Elm Street Pinckney MI (734) 555-1212
4 Timothy Allen 789 Second Street Ann Arbor  MI (313) 555-1212
5 Alpha Beta 123 Practice Street MyTown MI (810) 231-3211
b Sage Young 123 Brighton Road Brighton M (810) 231-1111

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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All Access Objects ->Queries

:} Queries Ask Questions v i T T T e
This lesson will use a Parameter Query to ask the L b
user to select a customer by entering the customer's 3 s 3

phone number.

Our Access database has two Parameter Queries ;_\
that ask users to enter data: e
MoviesByYearSQ asks for the Year. i
CustomerHomePhoneSQ asks for the Phone. .

]

3. Try it: Run the Parameter Query
Go to All Access Objects ->Queries.
Double click: CustomerHomePhoneSQ.

Enter the phone number

. 8102313211
You will be prompted to enter the phone number.

Type: 8102313211

What Do You See? The Query will show one record
that matches the number you entered.

= CustomerHomePh onesq

Keep going...
CustomerlD ~ | FirstMame -~ | LastMame ~ Home Phone -~
5 Alpha Beta (810) 231—321ﬂ
* (New)

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Home ->Views->View->Design View

B ES i A B Trmneioeaie Begen WU - Db vt alberi Do

More Questions, More Fields ", "2 "7 70 " = eI

m (i L S wettem | Trotuess | 5 B
This Report needs the customer's address as Well = s s v sppems ot s 77 77 e T DT e
as the name and phone number. Please take this - 4
Query into Design View and add two new Fields, /A fbes = - s

Faden

4. Try it: Go to Design View W _ e
The Query is still open in Datasheet View. -

Go to Home ->Views->View.
Select a View: Design View.

- ]

What Do You See? There is one table at the top:
tbICustomers. There are 4 Fields in the QBE Grid
on the bottom:

CustomerID

FirstName

LastName

HomePhone

The HomePhone Field has a Parameter in the
Criteria Row: [Enter the phone number].

Keep going...
Field: | CustomerlD Firsthame LastName HomePhone
Table: |tblCustomers tblCustomers tblCustomers tblCustomers
Sort:
Show:
Criteria: [Enter the phone number]
or:

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query: Modify a Query in Design View
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riyo Query Tools ->Design
L i TERRIOINT  Ivasthonudes begen HUAN - Danubns WY S P ——— «
Concatenate Two Fields e i e = b .
Here are the steps to Concatenate (combine) the P ;.:....'.,....'..-;..a.... - ) e |- - T e

first and last names together into one Field. bara
All Access Objects ® = |5 ¢
e .

5. Try it: Concatenate the Name

The Query is open in Design View.

Place your cursor in Column 6.

Right Click->Zoom.

Type: FullName:[FirstName]&" "&[LastName]

FullName is the label, or alias, for the new Field.

[FirstName] and [LastName] are Fields from
tblCustomer.

The two quotes have a space between them.
Whatever is inside the quotes will be placed
between the Fields.

The two & signs are the glue that sticks the two
Fields together.

Click OK. KEEP QOING... e YT

LastMame HomePhone FullMame: [FirstMame] & ~ ° & [LastName]
tblCustomers tblCustomers

[Enter the phone number]

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.3 Utilize Calculated Fields and Grouping Within a Query: Add Calculated Fields (Concatenated)
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6. Try it: Run the Query

The Query is still open in Design View.

Place your cursor in Column 6.
Right Click->Zoom.

Type: CityStateZip:[City]&", "&[State]&" "&[Zip]
CityStateZip is the alias, for the new Field.
[City], [State] and [Zip] are Fields from tbiICustomer.

The two quotes have a space between them.
Whatever is inside the quotes, say a comma, will be

placed between the Fields.

The two & signs are the glue that sticks the two

Fields together.

Click OK. Keep going...

3
"lv:s Query Tools ->Design
@E S T T T T =TT r—— ;
Concatenate Three Fields T o s e .
Here are the steps to Concatenate (combine) the vew b | et :-...',....;c;.u... promensecal] | s ot e, EAII
city, state and zip fields for a Mail Merge. v oy e

Al ACoess Obgeis = =

FullMame: [FirstName] & -~ & [LastName] CityStateZip: [City] & -, = & [State] & ~ ~ & [Zip]

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.3 Utilize Calculated Fields and Grouping Within a Query: Add Calculated Fields (Concatenated)
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Pw:" Query Tools ->Design->Results->Run
:} Run the Query 1 TR T W Y = one 18
This Query needs to be tested because it has vor | (B st ot i et S T | B | T e ]| T Pt Ea—
been changed. Let's Run the Query and see if the _ . iy 0 e 7
new Concatenated Fields work. fhpecessOnects 22—
7. Try it: Run the Query fm . E
The Query is still open in Design View. P — .
Go to Query Tools ->Design->Results->Run. f R ar
Enter the phone number: 8102313211. - . Enter the phone number

What Do You See? The Query Results will open |81':'2:"'15"21]J

in Datasheet View. There should be two new
Concatenated Fields:
FullName and CityStateZip.

Try This, Too: Return to the Design View
Go to Home->Views->View.
Choose a View: Design View.

Do This, Now: Save the Query
Go to File->Save.

So far, so good. Close the Query.

*H CustomerHomePhone5Q \

CustomerlD - | FirstName - | LastMame - | HomePhone =~ FullMame - CityStateZip -

|5 Alpha Beta (810) 231-3211 Alpha Beta MyTown, MI
#* (New)

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Run Queries
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Create a New Report

Let's walk through the Report Wizard to create
a new Report that uses a Parameter Query, tomgsar
CustomerHomePhoneSQ, as the Record

Source.

1. Try it: Use the Report Wizard

Go to Create ->Reports->Report Wizard.

Create ->Reports->Report Wizard

T - e R R
El - - (N BATA  ETARAG TERRS
— — — —— = g T o Wi R, Repet Waeed r
e B W B b = T
Bppiaion | e Teble WaPued | Gy Gy b Py At B
e Wt Sragn D e [ ki it Doy St

Smge  Lan-

dorn

Tbdes

- I P

B mase

[
e ]

L L]

What Do You See? The Report Wizard should '-; —

open. Please answer the prompts.

Select a Table/Query:
CustomerHomePhoneSQ

Select the following Fields:
CustomerID

LastName

HomePhone

FullName

CityStateZip

Click Next.

Keep going...

g

Al Acoess Obpects ™

et

|

1

UL ERLLELES
L
UL TEELELE

Tables/Queries

Which

e |

fields do you want on your report?

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

\Query: CustomerHomePhoneSQ

™

Available Fields:

FirstMame

W

Selected Fields:

CustomerID
LastMame

HomePhone
FullMame

ystateZip

Exam 77-424: Microsoft Access 2013

5.0 Create Reports

5.1 Create a Report : Create New Reports
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Report Wizard: Grouping
2. Try it: Add a Grouping Level

Select a Field: LastName.

Add LastName to the Group Header.

Click Next.

Keep going...

T ——

Create ->Reports->Report Wizard

— e o W
3 W b .
Pincigpatons «

Bpplcuion  Table Teble WarPued | Gy Gy o Bk

Pt - Smgn  lan- | Wawd Snge [
spr . (st Paom

Al Acoess Obgects & =

I ~

Talden

T meeusan

D maser

[ u
e ]

levels?

e
i{1

Do you want to add any grouping

FullMame
CityStateZip

CustomerID

*
Priority

¥

LastName

CityStateZip

CustomerID, HomePhone, FullName,

Grouping Options ...

‘|Canoe|

Next =

Einish

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
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J",,vo" Create ->Reports->Report Wizard
L e — |
:} Report Wizard: Sorting 'S =e n B EE =T T TR
3. Try it: Consider the Sorting gt | 1 Lo Bt | Gy Qe | 1 b Pt — il o et e
There is nothing to Sort in this Report. It is s  — E 3
based on a Parameter Query that results in e s
one customer record. -
Click Next. : S What sort order do you want for detail records?
s
Keep going... :

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

'] V] [ g |

2 ’ | Ascending
3 ‘ | Ascending
4 ’ | Ascending

I h e b a R RN bR R R

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Sort Data

Microsoft Access 2013 Beginning Page 245 of 289



E Tos,
)"wo" Create ->Reports->Report Wizard
:} Report Wizard: Layout P T e il
4. Try it: Choose a Report Layout Srpbs | R L Sabe | Grey ey | 1o b Bt g D | et et T
Select a Layout: Block. temssar = o o o - 4
Choose the Orientation: Portrait. e T
What Do You See? By default, the Report S— .
Wizard will adjust the Field width so that all of D temisnrmanic 5
the Fields should fit on the page. : B What sort order do you want for detail records?
— X You can sort records by up to four fields, in either
Click Next. '-_: ascending or descending order.
Keep going.. : o | | ] Leening
: I T . —_—_—
- 2 l | Ascending
- | |
i |
- = L
- b 3 ‘ | Ascending
— |
- — 4 I | Ascending
- ]
L] ——
- —
-
-

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
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J"h,b“ Create ->Reports->Report Wizard
- 1] ’ *a g Vomnahiostatve Bigen WEAN  atishss PR, e i g TILAM 0 vl Yoot 7 - VT Ay Bt - it =
Report Wizard: Title gl i —————— - )
5. Try it: Enter a Report Title i T o bt Gy oy |t Bk DO et B ey
Enter a Title: Customer Name tovssar tna aen o o - 5
All Access Dbpedis & =
What Do You See? There are two options after =
you complete the Report Wizard: I~
Preview the report R ———
Modify the Report's design s What title do you want for your report?
¥
Select an option: Preview the report. .1;.. |Customer Name
Click Finish. N
Keep going...!

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

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

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

.....

Mext =

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.1 Create a Report : Create New Reports (Edit Title)
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Report Design Tools ->Design

. ,

HeIIo, Customer Report _- K{L“ ““ i voous. | e ........ i u.u:. o —T e i

This Report is based on a Parameter Query. |V - | S e, ([ = A0 =L g L] | s M T s et i

When the Customer Name Report opens in Print - Sy : ——— 6
Al Acoess Objects = = S —

Preview, the CustomerHomePhoneSQ Query will "’
Run and ask for information. So, you will be o
prompted to enter a value. ==

6. Try it: Enter Parameter Value
Enter the phone number: 8102313211
Click OK.

Enter the phone number

ﬁiigld;’ﬂ\i“.

What Do You See? The Report will open in Print
Preview and show one customer record that

matches the number you entered.

OK, OK. This Layout needs some work.

8102313211

F Y
ﬁ Customer Mame *,

Customer Name

LastMame stomerlD Home Phone

Beta 5(810) 231-3211

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.1 Create a Report : Create New Reports (Edit Title)
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Change the Report View

This little Report opened in Print Preview. We need to
go to Layout View in order to edit the Report. The
Report Layout View has excellent tools on the Arrange
Ribbon.

Before You Begin: Close the Print Preview
Go to Print Preview->Close Preview.
Click on Close Print Preview.

What Do You See? The Report will open in Design
View. The Report Design Tools should be available.

1. Try it: Go to Layout View
Go to Report Design Tools ->Design->Views.
Select a View: Layout View.

This is a Parameter Query. You will be prompted.
Enter the phone number: 8102313211

Keep going, please...

Report Design Tools ->Design->Views

- %] A
N N ivThivems GATA  DWIMANH OGNS DELGM | adRaMl  FORMAT  Radd WRS Dt vt + Y
X 1" - P atl| Aa | = - U =] 2 £ o Coke
'u :'_;;r.l_.: n-t:‘r Name .:.:.-;
;'w | FiLE HOME CREATE EXTERMAL DATA DATABASE TOOLS DESIGM
B i

j n Colars -

Yiew | Themes Fonts ~

E e

All Access Objects
Search.. el
Tables E

=:=| thlCustomers

& Sort

Themes

|i| 2

B tbiMovies

»

Queries
@ CustomerHomePhone50

Exam 77-424: Microsoft Access 2013
5.0 Create Reports

5.3 Format a Report: Modify Existing Reports (Change Report View)
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Report Design Tools ->Arrange

PERET arad N (e FERET TN TTTRL Peray S TNSSI PRV, SRRsY S P ey

@ =
B v cean Geanata el oo DR | wma | SORMT  RASume

Change the Report Layout . —— -
Please Review the Report Tools et Fae L
The Report is open in Layout View. There are four e g e ’ -
Ribbons in the Report Design Tools: i o — Fidd Ls
Design — * | Customer Name il
Arrange ="y ey
Format ;“:-u—-m : Barta W0} 3913711 .-l'.»-; Brin nr‘."w- i :-":-‘-
Page Setup 5 — ‘ — ol

$ u
This Report has a very simple Layout. If you e
change the Report to a Table Layout, there will be ~ * * C u Sto mer N dme
a lot more options available. a

 u
2. Try This: Select The Report Controls LastName stomeriDHome Phaone
Select all of the Report Controls.
Keep going... Beta 5(810) 231-3211

Here is one way to select all of the Controls:
Click on the first Control: LastName.

Hold the Ctrl key on the keyboard as you click the
other Controls: CustomerlD, HomePhone,
FullName and CityStateZip.

Release the Ctrl key. The Controls that are
selected should be highlighted.

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Modify Existing Reports (Select Report Controls)
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T,
ijn Report Design Tools ->Arrange->Tabular
E e i g.\-.l.._.ju.;.._.,, Vo gnetaban T DLAM : Dutahans- T Ly lbot [iod womgrs T onaichos. T = & %
:} Create the Table T LT = T AT e
3. Try it: Create the Table S Sk T | et ;; i o o o | - foan-
The Report Controls are still selected. e e eyl o b : . 3
Go to Report Design Tools ->Arrange. s Tt Fiekd List x
Go to Table->Tabular. e * | Customer Name e
i I [ o[ ey 2313211 Aigha Beta [ortown, e
What Do You See? The Arrange Ribbon now & cens e by i L
has the following Groups available: : camante
Table O i
Rows & Columns T ‘
Merge/Split & m—
Mov% Pl s /ﬁ == EIEIE |"“|‘—| L J I{_ _)[ [ select Layout
iti . : 2=
Position : — ¥ | : [ select Column

- Gridlines Stacked Tabular | Insert Insert Insert [nsert
What Else Do You See? The Fields are , - Above Below Left Right [ Select Row

arranged in a Table: Rows and Columns. Table Rows & Columns

Keep going...

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Modify Existing Reports (Arrange Report Controls)
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Report Design Tools ->Arrange->Move->Move Up

B E % SEb! Laeind WA S sossiretiulen Sage AN | Duishae. Gyl oi\De (rmar FomaifionVidien. 4 =
Arrange: Move Up B e or| & s
Let's work with the Report Design Tools. o e T |t et et et e Mo | Gt e
Looking at the Arrange Ribbon: The Rows & e g - 4
Columns are similar to the ones on the I —— KL s - . o — —
Ribbons in Microsoft Excel and Word. [ + | Customer Name = = A ==
Here is something different. You can use the S 3 s i .w Move Move | Control Control
Move commands to change the layout. e PP Up  Down | Margins - Padding -

ol Move Position

4. Try it: Move the Report Control B o
The Report is still open in Layout View. epets

Select a Control: LastName. o
Go to Report Design Tools ->Arrange.

Go to Move->Move Up.

Try it, Again: Move Another Control
Select a Control: CustomerlD.
Go to Report Design Tools ->Arrange. C u Sto mer N ame

Go to Move->Move Up. LastName

What Do You See? The Table has two Rows,
now. Row 1 has two Controls: LastName and
CustomerlD. The rest of the Controls are on :
Row 2. PSP PP PR

Keep going..

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Modify Existing Reports (Arrange Report Controls)
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Report Design Tools ->Arrange->Merge/Split->Merge

B e i ! Larad e Vepmegctes B UM ; Dotslans. 4 ey [ oy Ty t a n
L] {ilafi inThiveny BATA  BTakad Tosms BRbdM | adiased iwnant i e [
:} Arrange: Merge Cells B oo memonn e - E "
There are two blank Cells in Row 2. Here are  «om s e 0 = — e aten | e o | St o
the steps to Merge those Cells with the Home . Ees e peses = )
Phone Control. LT Rk —
e | (IR Merge  Split Split Move Maove
5. Try it: Merge the Cells i — Vertically Horizontally | Up  Down

The Report is still open in Layout View. P tmirianety ’ e

Select the first three Cells in Row 2. . & Merge /Split Move
Go to Report Design Tools ->Arrange. $ u
Go to Merge/Split->Merge. = o

o u
What Do You See? All three Cells have been 5
merged into one.
Keep going...

LastMame stomerlDHome Phone
]

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Modify Existing Reports (Arrange Report Controls)
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Report Design Tools ->Arrange->Rows & Columns->Select Column

B EHS f CE prartaben B OLAM | Dotshans. C Ly alban Dot o Frpanhaicion.

Arrange: Resize the Cells T e e T
The Cells in this Table can be resized. Before you  swem swim toie _:; m— S e o
begin, use the Rows & Columns options to select e _tembime
what you need. - it T -

e Customer Name

6. Try it: Resize the Cells

Select a Control: FullName.

Go to Report Design Tools ->Arrange.
Go to Rows & Columns->Select Column.

TLILTLTL
it

i B 1 P S
i
—
[Pr—
Armrbnans
Fiiams
Clylaery

= |
What Do You See? The Column should be - Ll L J - 5 [ Select Layout
highlighted. Run your cursor over the Column g o | | B Select Column
border. Now, you can use a double-arrow to resize Insert Insert Insert Insert
the Controls. The HomePhone Control can be Above Below Left Right 7] Select Row

smaller (it is only 10 numbers). The FullName and
CityStateZip should be larger.

Keep going...

LastMame stomerlDHome Phone
_________________________________________________________________________________________________

| Beta 3

(810) 231-3211 Alpha Beta

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Modify Existing Reports (Arrange Report Controls)
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Report Design Tools

gHs . SERORT (R FOO oot sien g AN Eshanr ol arvisboi Do martTounthoatnn . 5

:} Delete the Control Labels T T LS Tl T R

Each Control has a Label in the Report Page e P S

Header. The Labels in this report do not add e b e g e s e . -

anything. In fact, the Page Header looks cluttered =~ ' e bt = - oo - Fieid List .

with too much information. risie Customer Mame S

7. Try it: Select the Control Labels 5 e aas roun. P

Select the following labels: : T Qe

CustomerID £

HomePhone D o

FullName i

CityStateZip o e

Try This, Too: Delete the Control Labels
Type Delete on the keyboard.

There should be one Label left in the Page
Header.

Keep going, please...

Customer Name

LastMame

Beta 3 7

(810) 231-3211 Alpha Beta

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Manage Labels
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Report Design Tools

] ] e ) preges WM ; W STT S Y Spep—] - - ¥
Edit the Label T e T — -
The Report may be called "Customer Name." ke e e
However, this is the Front Row Video store st g 50 e - :
and that is the brand that should be presented =~ " e bl = =i Field List 8
to the customer. Tabin * | Front Row Video ——
8. Try it: Edit the Label : o parraneass o
Select the Label in the Report Header. - caacie
Type: Front Row Video ¥

= |

Select the Label in the Page Header. e
Type: Where our customers have the best seat : ——
in the house

Keep going...almost done.

ﬂ Customer Name

Front Row Video

Where our customers have the best seat in the house

Beta 5
(810} 231-3211 Alpha Beta

Sunday, February 23, 2014

Exam 77-424: Microsoft Access 2013
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Report Design Tools ->Arrange->Table->Gridlines

- e L O Vol g wias Detshass ke . PR
Arrange: Gridlines EN o :,L.“.' ;M.:\,J,:_h Do | amasect ‘:u-:.l-_;u ;: —— ]
9. Try it: Add Gridlines to the Table ot e T | et et et et i S | Suae o
Select the following Controls in Row 2: s g . 9
HomePhone AN A i ‘ B coton
FullName Tbim * | Front Row Video et e

CityStateZip =i Ptinr

Fiams
Cllytatary

Go to Report Design Tools ->Arrange.

Go to Table->Gridlines. o — : — »
Select an option: Bottom - ; ﬁ E% EEE r —I L J :{_ _}: [ select Layout
- I ¥ I select Column

r——— ' Gridlines Stacked Tabular | Insert Insert Insert Insert
o - Above Below Left Right [ Select Row

Table Rows & Columns

What Do You See? The Controls should be
formatted with a line on the bottom.

Do This, Now: Save the Report

Go to File->Save.
| Il customer Name ",

That looks good.

Front Row Video

Where our customers have the best seat in the house

Beta ]
(810) 231-3211 Alpha Beta

Sunday, February 23, 2014

Exam 77-424: Microsoft Access 2013
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l“’o - "] [e TL ] (afiiveny BATA  BATARA VoG Bl | abiandl | PORMAT sl uh
4 | e g *: :. ﬂv!ﬂ—il‘w 2 = .':.é
E oo o B e e e
: Summary - = e s gt i
This lesson began by modifying a Parameter Query. it o — 7] *"Lu‘_
We used the Report Wizard to create a new Report - * | Front Row Video i e
based on the Parameter Query. Finally, we modified D man g S —— [o—
that Report in Layout View. B e | B — ) e
Clyllainly
This concludes the Beginning Guide to Microsoft
Access 2013.
Well, you done good.

You earned all of the cookies.

Front Row Video

Where our customers have the best seat in the house

Beta 3

(810) 231-3211 Alpha Beta

Sunday, February 23, 2014
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Practice Activities

Lesson 10: More Report Design
Try This: Do the following steps —
1. Open the Brown Bag Lunch database you have been programming. Or you may download the f Wen A( !!HHHCHEDIBIH
! NCREDIBLE ———ne

sample database Brown Bag Lunch ver10.accdb online. .
2. Open the CustomerCompanySQ Query. When prompted, enter the company Wordnation. I I
3. Open the Query in Design View. ,
4. Add a new field. Add the following Concatentation:

Location: [City]&”, “&[State]
5. Run the Query to test the new field. Use the Parameter WordNation when prompted.
6. Create a new Report using the Report Wizard. Use the Query CustomerCompanySQ as the
Record Source. Select all available fields.
7. Add a Grouping level: Company. Select a layout: Stepped.
8. Name the Report: Customer Name. Select Preview and Finish the Wizard.
Use the Parameter Wordnation when prompted.
9. Close Print Preview. Open the Report in Design View.
10. Select all the Fields in the Detail Section. Change the arrangement to Tabular.
11. Go to Arrange Rows & Columns and Insert 2 new Rows above.
12. Select the CustomerID Control in the Table. Use the Move Up command to place the Field in the
top Row.
13. Move these Fields up to the second Row: Phone Number and Location.
14. Use the Table Tools to Merge the Cells.
Select Cells A2:A4. Merge them.
Select Cells A3:A4. Merge them.
15. Go to the Page Header and Delete the Labels EXCEPT the Label for Company. Change
Company to “The taste of eating out, the price of brown bagging it.”
16. Go to the Report Header. Change Customer Name to Brown Bag Lunch Co.
17. Select the second Row, with the company name Wordnation and apply a top gridline.

18. Save the Customer Name Report. Please close the Brown Bag database.
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Test Yourself

1. Which is the acceptable way to Concatenate 2
fields with a space between them?

A. (FirstName)&” “&(LastName)

B. [FirstName]&”space“&[LastName]

C. [FirstName]&” “&[LastName]

Tip: Beginning Access, page 240

2. What Ribbon has the command for the Report
Wizard?

A. Home

B. Insert

C. Create

D. Wizards

Tip: Beginning Access, page 243

3. When switching to Design View on a Report that
includes a Parameter Query, you need to enter a
parameter before proceeding.

A. True

B. False

Tip: Beginning Access, page 249

4. Refer to the Concatenation code: FullName:
[FirstName]&” “&[LastName]. What is the label of the
new Field created?

A. FullName

B. New Field

C. Unnamed Field

D. Concatenated Name Field

Tip: Beginning Access, page 240

5. Refer to the new field LastNameFirst with the
record Smith, Bill. Which Concatenation will create
this field?

A. [LastName]&” “&[FirstName]

B. [LastName]&”,“&[FirstName]

C. [LastName]&”’comma“&[FirstName]
Tip: Beginning Access, page 241

Microsoft Access 2013 Beginning Page 260 of 289




Access 2013: Appendix

Working with Databases

Beginning Access Objectives
In this lesson, you will learn how to:

1. Create a copy of an Microsoft Access
Objects with Save Object As.

2. Use Copy and Paste to create a new
copy of a Table and review the options.

3. Rename an Access Object.
4. Delete an Access Table and confirm.

5. Use Save Database As to make a
backup version of a database.

© 2014 Comma Productions, LLC

T - v ]

x
Dissars vt +

Search for online templates

e g E——— Suggested searches:  Assets  Business
oo e g -.-‘.‘
FEATURED PERSOMAL
Front Row Video +

Template
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g:i‘a Lesson 11 : Working with Databases

1. Readings
Read Lesson 11 in the Intermediate Access
guide, page 261-284.

4
:} File Types

Project ‘3 Save Database As

A sample Table that is not saved.

Downloads
FrontRowVideo Begin11.accdb
Brown Bag Lunch ver11.accdb e D

L)

E}* Save Object As

2. Practice
There is no Practice Activity for this lesson.

3. Assessment

There is no test for this lesson. Menu Maps
From the Right Click
1. Right-Click ->Rename, page 268
2. Right-Click ->Copy, page 269
3. Right Click->Delete, page 270

From the File Ribbon

1. File->Open, page 264
2. File->Save As->Save Object As, page 267
3. File ->Save As->Save Database As, page 273
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Working with Databases

A Database Administrator has one key objective: save the data. The rest--Queries, Reports, better Forms--come next. The last lesson in this
Beginning Guide to Microsoft Access 2010 teaches how to manage your Mighty Access databases. Good Database Administrators never
DELETE an object or record. The best practice is to make a copy. We will practice creating a copy of a Table and renaming it. This lesson also
includes how to create a backup copy of a database and offers suggestions for managing version control.

Sample Microsoft Office Access 2013 Database

| Z2] Task Details \,

Task Details Save & New

THOMAS'
R

Task

Finish database

Status

MNot Started

Priority Start Date
(1) High vl*
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Ong Start ->Microsoft Access 2013

Getting Started

1. Try it: Start Microsoft Access 2013
Go to Start -> Microsoft Access 2013.

What Do You See? Welcome to the Microsoft
Access Backstage. There are several options

for getting started including templates or even

a blank database.

Click Open Other Files.

Keep going...

Memo to Self: The steps to start the Microsoft
Access 2010 software program may not
MATCH the ones in this lesson. Your steps
may be different depending on which operating

system you are using. That is OK. o

n? _|Recent

| FrontRowVideo Begin10.accdb
My Documents

[m# Open Other Files

1. Managing the Access Environment
1.1. Create and manage a database: Open a Database
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c::” Start ->All Programs->Microsoft Access 2010->Open

Open a Database R
2. Try it: Open a Database Open
When you click Open you will be prompted to Browse for a D e i Computer 2
Microsoft Access Database. - PR——
Wl Evaabenh Wotis OneDvive My Docengsts

Browse to your Documents folder. o
Select a database: FrontRowVideo Begin11.accdb :
Click Open. + rorare ) et e N _| _ B
Keep going... _: E ‘ n E u '

:::,___ b s g :I':.::z-‘ Bt e

;:.: = = ey ki

. 300

- Bepeipm P Dot Bepedincois  Bepal-lhbasccd v
Porrame Fosthomivades bogs L atcl ©  Mowsal s 7 sorl” e v
Tosh v | Opem | e

FrontRowVideo
Beginll.accdb

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Open a Database
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Enable the Database

A database needs read/write permissions so that it

can update the Tables when a User enters new

information. However, when you open a database it

may be disabled as a security check. You need to
Enable Content in order to edit and save your
programming. Here are the steps.

3. Try it: Enable the Database
If the database opens with a Security Warning:
Click on Enable Content.

FrontRowVideo Begin11.accdb has:

Two Tables: tblICustomers, tbIMovies

Four Queries: MovieSQ, MoviesByYearSQ,
CustomerNameSQ and CustomerHomePhoneSQ

Start ->All Programs->Microsoft Access 2010->Open

......

I SECURITY WARNING Some active content has been disabled. Click for maore details,

All Access Objects @ «

Two Forms: Customers, Movies Search.. A
Tables =
Two Reports: Movies by Year, Customer Name CH tbiCustomers
Keep going.... j tblMovies
Quernies &

'@ CustomerHomePhone50Q

@ CustomerfameSQ

@ MoviesByYear

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Home->Clipboard->Copy

Copy and Paste a Table
Before manipulating any data in the Tables, it
is a wise precaution to create a COPY of the
Table. So, a word to the wise!

Before You Begin: Select an Object
Go to All Access Objects->Tables.
Select a Table: tbICustomers

1. Try it: Copy and Paste a Table
Go to Home->Clipboard->Copy.

Try This, Too: Paste the Table
Go to Home->Clipboard->Paste.

You will be prompted to enter the following:
Table Name: Copy of tbiICustomers
Paste Options: Structure and Data

What Do You See? You can choose to keep
the Table Structure only, without the Data if
you wish. This is a good way to purge any
sample records.

Click OK.

Keep going...

sjuujesssio

Table Mame:

|C|::n|:|3-I Of thlCustomers]|

Paste Options

() Structure Only

(®) Structure and Data

(") Append Data to Existing Table
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Right-Click ->Rename

Venahoa e B | LMy Ditbmsa- O e albin® Decgmgnnt o bt B’ AN i o W s, 2007 - 250 Al Voot - i T =8N

o T
R T —— —

unm

Rename the Table

b | o Row - T

¥

[

2. Try it: Rename the Table . .
Select a Table: Copy of tblCustomers e All Access ObJECtS ® « 2
Al ACOESS =
Right-Click the Table: Copy of tblICustomers. - search.. L
Click Rename. g - Tables =
Enter a new name: tbICustomers 022814, G |
where 022814 is the current date. ‘; o 2 copyoft ms Open
= B tbiCuston BY Design View
Tables ES 3 et EEH  tbIMovies
: Import
| tblCustomers 022814 w= i Queries
— Export
B tblCustomers : @ Customer =he Tg'lmn.s
= FRIENDS
EH tbIMovies = Customer =] Rename ;
@ MoviesBy' Hide in this Group
Click the ENTER key to finish.
Y u @ Movies50) Delete
Keep going... Forms 24 Cut
Customer Egy Copy
Movies T—_nl Paste
Reports ¥Z] Linked Table Manager
il Cust
= Hstome] Convert to Local Table
il Movies b
= oules Table Properties

Exam 77-424: Microsoft Access 2013
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Take . .
Opg Right-Click ->Copy
:} Copy the Table, Again i 'Y Hiremims T = o mane

Before You Begin: Select an Object N . s e M= o

Go to All Access Objects->Tables. -0 e sres e . 3
Select a Table: tbICustomers e

p— ' [ rmenes THCE
3. Try it: Copy and Paste a Table ol ) — -
Go to Home->Clipboard->Copy. Sty = =

v Tt o e T

Try This, Too: Paste the Table
Go to Home->Clipboard->Paste.

You will be prompted to enter the following:
Table Name: Copy of tbICustomers
Paste Options: Structure and Data

Click OK.

Keep going...
Table Mame:
|C0|:|y' Of thlCustomers]|

Paste Options

() Structure Only

(®) Structure and Data

(") Append Data to Existing Table

Exam 77-424: Microsoft Access 2013
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Right Click->Delete

[ IR
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3

Delete a Table e T e S
The purpose of a database is to save the data. So, - ’ - roioiit-tvmnd E Il E I _

when a Table is deleted, the database asks if this - o 4
is really something you want to do. R o Ll B

4. Try it: Delete a Table

Select a Table: Copy of thiICustomers.
Right click the Table: Copy of tbiICustomers.
Click on DELETE.

- P g g pingedt, chck maig.
What Do You See? You will be told that deleting
this object will remove it from the database...That
means: There is No UNDO!!.

Click Yes. The Copy of tbiICustomers Table will be
permanently deleted from the database.

Keep going...

i Do you want to delete the table "Copy Of tblCustomers? Deleting this object will remowe it from all groups.

For more information on how to prevent this message from displaying every time you delete an object, click Help.

| | Mo | | Help

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
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Ong Find the Navigation Pane Options

=

o lguiieg

Find the Navigation Options

As you work with your database, you may

| i f the Tables. Which - — p—
accumulate many copies of the Tables ichone =’ A” AcCcess ObJECtS ® « 1

is the current data and not the backup? It can

=
4
3

become very confusing. _— : (=

i ’ B vt e Mavigate To Category Al| All Access Ob_JectS =
Save As What? When you create a copy of an Custom - Search. pe
Access Object you will be prompted to enter a Py ) Tabl P
name for the copy. If you include the date as part - Object Type —

of the name, it makes it easy to identify when the — tbiCustomers

Tables and Related Views

copy was created. oy - i
For example: tbICustomers 022814, — Created Date B3 tbiCustomers 022814

4 8 -

.. . # EH tbiMovies
Use the Navigation Pane By default, the Modified Date . N
Navigation Pane displays All Access Objects. The Filter By Group Queries =
Objects are Grouped and Sorted. You can change @ CustomerHomePhonesQ
the Navigation Pane if you wish. What are the Tables
options? - @ CustomerMames0

ﬂ Queries I @ MoviesByYear

1. Try it: Find the Navigation Pane Options Forms N
Go to All Access Objects. B - B MoviessQ
Click on the Option arrow. Reports M o

All Access Objects @ Customers
@ Movies

Ei Customer Mame Reports

What Do You See? The Access Objects are
grouped by Type (Table, Chairs). Reports
Keep going...

E

»

B Movies by Year Customer Mame

Movies by Year

Exam 77-424: Microsoft Access 2013
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Set the Navigation Pane
2. Try it: Set the Navigation Pane

Go to All Access Objects.
Click on the Option arrow.
Select: Modified Date.

What Do You See? The Access Objects are g
sorted by Date. The Sort Order is Descending P
(newest to oldest): the object that was saved last

is first on the list.

Set Navigation Pane Options

| ou | 4 | oun emmeiom oo
* All Dates
,_,#.:,, Mavigate To Category
- Custom

Object Type
Tables and Related Views
Created Date

What Else Do You See? The Navigation Pane - Medified Date

uses the Date to Filter by Group, too.

Try This, Too: Return to the Default View

Go to All Access Objects.
Click on the Option arrow.
Select: Object Type.

Very Good.

Filter By Group

Today

Sunday

Last Week

Two Weeks Ago
Three Weeks Ago
Older

All Dates

Ulder
B tbiMovies

E Movies

Exam 77-424: Microsoft Access 2013
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All Dates

Search.

Today

] tbiCustomers 022814
Sunday

"E CustomerHomePhone50Q
Bl customer Name
Last Week

E Maovies by Year
Two Weeks Ago

E5 tblCustomers

@ CustomerMames0
@ MoviesByYear

B Moviessq

Three Weeks Ago

El Customers

Older

B tbiMovies

E Movies
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0::& File ->Save Database As

Save a Copy of the Database o s - J}
The preceding pages showed how to make copies Save As
of the Access Objects. You can create another File Types —— 1
copy of your database as well. &) - T B
Accen Detsbun [ sl T L r——
H S Ogect o & ,“.m_._,,,u;‘-n_.__ P — o

1. Try it: Save Database As
FrontRowVideo Begin11.accdb is still open.
Go to File ->Save Database As.

What Do You See? If a Table, Form, Query or
Report is left open, Microsoft Access will close all
open objects. You will be prompted to Save
anything that you were working on.

wn L)

Click Yes.

Keep going... All open objects must be closed prior to continuing this operation.

Do you want Microsoft Access to close the objects?

|| Mo

Exam 77-424: Microsoft Access 2013
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Save A Copy: Options
2. Try This: File ->Save Database As
Browse to your Documents folder.

Enter the following:
File name: FrontRowVideo Int EAN 022814

Where "EAN" are your initials.
and "022814" is the current month and year.

Click Save.

Keep going...

File ->Save Database As

- e o

e =

Tt i e M il . Dt (i il

infiiens BATh  ETakid Toxi

T

[

L [[ER

o n u
[ -
P

4 Lisswan Fopreloaicten

] — BB A5 R
i -
v Y-
- Paren
. u n
[ T -

Vi gy ootk ! M a1

Feeroa e
Bt LA e
.

File names:

FrontRowVideo Begin11EAM.accdb

= Hide Folders

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database

Save as type: | Microsoft Access Database (*.accdb)

Tools - Save

1.4 Protect and Maintain a Database: Backup Databases (Create a Copy of a Database)
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Ong Sample Documents Folder

Find the Database Copy

3. Try it: Trust, But Verify

Go to the Documents Folder and confirm that
there is a new copy of the database.

=
4
3

Try This, Too: Open the Database

Doubile click the database copy,
FrontRowVideo Int EAN 022814 to open it in
Access 2013.

Return to the Documents Folder while the
database is still open.

What Do You See, Now? There should be a
little laccsb file. Whenever a database is open,
this locking file keeps track of which records
are open to make sure two people don't edit
the same record at the same time.

Close the Documents Folder.
Return to Microsoft Access, please.

FrontRowVideo FrontRowVideo
Begin11EAN Begin11EAN

Exam 77-424: Microsoft Access 2013
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Save the Database
There are several different versions of Microsoft
Access. Each version has a unique file format.

] Sawvw Databure Ax

You can use the Save Database options to make
copies of the database that are compatible with
Microsoft Access 2000 or Access 2002-2003.

1. Try it: Save and Publish

A COPY of the database is still open.
Go to File ->Save As.

Click on Save Database As.

Save Database As

Database File Types

@ Access Database
Default database format.

What Do You See? The Default Access database
format is *.accdb, The File Type for Access 2000
(*.mdb) is different than the File Type for Access

2002-2003.
[#5] Access 2000 Database

Save a copy that will be compatible with
Access 2000,

Advanced

Keep going...

B ¢ Package and Sign
Package the database and apply a digital
signature,

=2 Back Up Database

Back up important databases regularly to
prevent data loss.

Exam 77-424: Microsoft Access 2013

1.0 Create and Manage a Database
1.5 Print and Export a Database: Maintain Backward Compatibility
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[#3] Access 2002-2003 Database
Save a copy that will be compatible with
Access 2002-2003.

B Template

Save the current database as a database
termnplate (ACCDT).

Make ACCDE
File will be compiled into an executable
anly file,

=] .

(& SharePaint
Share the database by saving it to a
document managermnent server,
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0:? File ->Save As->Save Database As->Template
o
Save as a Template -: - \‘ :‘.nn u.::u.mu u.u:.lu =ty : - ‘ canat vty + i}
In Microsoft Word, Excel, Outlook and PowerPoint you ¢om ﬁ ‘
can save a file as a Template if you wish. Microsoft ey e N [ ot ey 2
Access has the same option. s - P
Cp— ‘ T
This Mighty Access database can be saved as a 3 ' e
Template and used to make a another application. it | o Gt st part =l
There are many advantages to using a Template: The = . —
Forms are complete with logos and User Controls, g = |_|
such as the Combo Boxes. e e e
= " AP
2. Try it: Save as a Template =g -
A COPY of the database is still open. B 7 g B e
Go to File ->As->Save Database As->Template. it st
Click Save As. —
Enter the following:

Name: Front Row Video Template.

Description: a movie rental database with three Tables
and four Queries.

Category: User Templates

Include Data in Template: check Yes.

Mame:

Front Row Video Template

Description:

A movie rental database that has three Tables and four Queries,

Click OK.
Keep going...

Category:
|User Templates |E“

lcorn: Displayed as 64x32 pixels

Exam 77-424: Microsoft Access 2013
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User Templates

After the Template is created you will be notified that it
is Saved in the User Templates folder. Here are the
steps to open a User Template.

N e

Search for online templates

3. Try it: Find the User Templates )
A COPY of the database is still open. ) e r Suggested searches:  Assets
Go File ->New. Y [

Click on Personal. FEATURED PERSOMAL

What Do You See? The From Row Video Template
should be listed in the Available Templates folder.

Create a Database from a User Template
Select a Template: Front Row Video Template.
Click Create.

Keep going...

Front Row Video
Template

Exam 77-424: Microsoft Access 2013
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2.1 Create a Table: Create Tables from Templates and Application Parts
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E All Access Objects

(=}
W

:’ Hello, Database from Template =~ M« = moee woee . o
4. Try it: Review the Database ,
This sample database, a copy of FrontRowVideo w_omwt o wetew _ lwe ' 4
Begin11.accdb has the following Objects: —— o -

Four Tables: tblICustomers, tblICustomers052012,

tbiMovies, and tblRating. 2 1 SECURITY WARNING Some active content has been disabled.
Four Queries: CustomerHomePhoneSQ, : ) ~ I
CustomerNameSQ, MoviesByYearSQ, MovieSQ. All Access Ob_JE’CtS &«
Two Forms: Customers, Movies. | Search. L
u| Tables #
. . £}
Two Reports. Customer Name, Movies by Year. B tbiCustomers
Keep going...
EH tblCustomers 022814
Memo to Self: Click Enable Content if you see the e
Security Warning. B3 tbiMovies
Queries x

'@ CustomerHomePhonesQ
@ CustomerMamesQ
'ﬁj MaoviesByYear

B MoviessQ

Exam 77-424: Microsoft Access 2013
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Use a Quick Start Template

Quick Start allows you to quickly add to your Access
database. Quick Start templates create a Table and
companion Form with one click.

The Quick Start templates can be found in the
Application Parts.

5. Try it: Use a Quick Start Template

The Front Row Video Template is open.

Go to Create ->Templates->Application Parts.
Select a Quick Start Template: Tasks.

Keep going...

Exam 77-424:

Create ->Templates->Application Parts->Quick Start->Tasks

T = 8 X

o " : Dot} Dimatared- L5 ey et D gy Dot bt ] b oo Dot s 000 - 20011 40 ot - A
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o = S 5
=y : Top D h D ‘;\ h
1 ] = .,.;] [iasaa] [w | m]
— Application | Table Table SharePoint | Query Cuery
o - Parts = Design  Lists~ Wizard Design
a3 &3 & Blank Forms
P — =
e = e SoE ===
Lr— [ —
e 1 Right 1Top 2 Right 2Top
Details Dialeg List Media
— i
Msghox Tabs
Quick Start
Comments  Contacts lssues Tasks
Users
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O;? Create ->Templates->Application Parts->Quick Start->Tasks

4 _— | |

:} The Quick Start Wizard [ L e T T [ e b

6. Try it: The Quick Start Wizard oo | Tl e b fom o et e SRS
The Quick Start Wizard will prompt you to o o< [ 6
create a simple Relationship. The example given e e R DR ‘
is tblCustomers: One customer may have many Itirn .
Tasks. The other example is that one Tasks may = e e
fix a complaint from many customers. The third I : O b oy T

i
L]

option is that there is no relationship between

Tasks and tbICustomers, or perhaps any other _— —_—
Table in the database. 5 F—

Select: There is no relationship.

Click Create. .

Keep going... Create a simple relationship

Memo to Self: There is a discussion on why

;ibfjvjr:%:lg (t;ii:je;ifclgﬂfcr:gs\gga;\étaetsz?;: (i:r;n u You can specify a relationship that would be created when Microsoft Access imports the new template.
skip ahead and read the lesson on database
design if you wish.

'gn ihyou wl One "tblCustomers’ to many ‘Tasks'.

i:J thlCustomers

One "Tasks' to many 'tblCustomers’.

I:J thlCustomers

@] There is no relationship.

Exam 77-424: Microsoft Access 2013
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Hello, Quick Start Parts

There are two new Forms in the Access
database: TaskDetails and TaskDS.
TaskDetails is a Form View. TaskDS is a
Datasheet View.

7. Try it: Open the Task Form
Go to All Access Objects->Forms.
Double-click to open a Form: TaskDetails.

What Do You See: The new Form has Text
Fields to enter the Task. There are several
Combo Box Controls for the Priority, Date and
% Complete. There are also two command
buttons for Save & New and Save & Close.

Try This, Too: Test the Task Form

Enter the following:

Task: Finish Database.

Priority (1) High.

Start Date: Please select today from the Date
Picker.

Click Save & Close. One more thought...

All Access Objects ->Forms

Save & Nrw | rew & T

—2| Task Details

Task Details

Save & New ‘ |

Task

Finish database

Mot Started

Priority

(1) High

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Create Tables from Templates and Application Parts
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Where's the Data?

When we created the two Task Forms with the
Quick Start Application Parts, the Wizard also
created a Table to store the Data. Last, but not
least, please review the Task Table and the data
in it.

8. Try it: Review the Task Table
Go to All Access Objects->Tables.
Double-click to open a Table: Tasks.

What Do You See: The Task Table saved the
data we entered into the TaskDetail Form.
Done and Done! Close the Tasks. Table.

All Access Objects ->Tables

2 e

¥
f
-

diwwssifoead

e

4 43d3

e

All Access Objects @ «

SEarCh. 2
Tables o
j Tasks

j thlCustomers
B tbiCustomers 0225814
EH tbiMovies

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.5 Print and Export a Database: Save Databases as Templates

fj Tasks;."-.__
1D - Task Title -~ | Priority -~
1 Finish database (1) High
#* [(New) {2) Normal
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Summary

This lesson offered several methods for making copies
of the Access Database Objects. We also walked
through the steps to save a copy of the database, as

well.

All of these steps should be part of your backup
program. Imagine how angry you would be if you lost a
Form that took hours to design and proof? Save your
work and use descriptive names so that others can
understand which version is which.

We also looked at creating Templates and using Quick
Start Forms. Join us in the Intermediate and Advanced
Guide to Microsoft Access 2013: we'll make our own
Forms with Command Buttons!

Short, but sweet. You get the cookie.

< ‘}_t',

FrontRowVideo FrontRowVideo
Begin11EAN Begin11EAN

Microsoft Access 2013 Beginning Page 284 of 289
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Beginning Access Skill Test

Before You Begin: Download and open the sample database:
Beginning Access Skill Test.accdb

1. Create a Form with the Form Wizard.

Use tblICustomers as the Record Source.
Select all available Fields for the Form.
Select the Columnar Layout.

Name the Title Customers. Finish the Wizard

2. Open the Customers Form in Design View.

In the Form Header use the Property Sheet to edit the position of the
Label: Left 1.25" and top 0.25".

Format the Label Font: 48pt, White, Bold.

Resize the Label to fit if needed.

3. Add the image Lunch4.gif to the Header.
Resize the image: Width 1” and Height 1.
Format the color of the Header with a Shape Fill Color: Dark Blue 2.

4. Select ALL the Form Controls & Labels (except the Header Label).
Change the Width to 2.5" and the Height to 0.25"

5. Resize each of the Labels so that they are as wide as the text.
Move the Controls next to the Labels, with minimal space between.
Move the Controls and their Labels:

Place Company below Last Name.

Place Phone below Company

6. Select the Form and change the Tab Order to Auto Order.

7. Select the Form and set the Cycle Properties to Current Record.
8. Format the Form with a Quick Style: Pushpin.

9. Save the Customers Form and test the Form in Normal View.

10. Close the Beginning Access Skill Test.accdb.
Submit this database online.
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Microsoft Office Specialist (MOS): Exam 77-424 for Access 2013

Concatenation: combines multiple Fields into a
new, single Field. p186

Control: where users enter and change data on a
Form. Attached to a Label. p141

Cycle: refers to what happens after you Tab to the
last Form Field. You either remain on the current
record, returning to the first Field, or you advance
to the next record. p145

Datasheet View: this view of an Access Table
looks like an Excel spreadsheet, complete with a
Header Row. p29

Data Validation: verifying or limited data to
ensure accuracy of data entry. p46

External Data: data retrieved from other
programs, such as QuickBooks or Microsoft Excel.
p85

Field: where the record of data is stored. p37

Field Properties: programmable options attached
to a selected database field. p59

QBE/ Query By Example: a visual format for
programming Query objects

Queries: function that looks up or manipulates data
by asking questions of a Table.p30 See also:
Select Queries and Action Queries

Real Users: the people who have to use the
database to get their job done. p131

Record: holds all of the information about a specific
item or entry in the database. p39

Reports: Access data in printed form, such as a
receipt or an inventory. p32

Select Query: asks questions and returns the
appropriate data as an answer. p164

Tab: using the keyboard key Tab to move from one
form field to another. p111

Tab Order: sequence of Form Fields selected when
pressing the Tab key on the keyboard. p145

Microsoft Access 2013 Beginning Page 287 of 289

Table: Access databases store all data in Tables. p29

Theme: specifies colors and fonts applied to the current
Access object. p114

Toggle: switch a command from on to off, or off to on,
such as with a Filter. p96

Wizard (Form, Query, etc): a step-by-step guide that
walks you through creating or using a complex function.
p86, 105

Worksheet: section of an Excel workbook (or file), used
when importing data from Excel. p85
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Create a New Database, Pg 35
Create a New Database with a Wizard, Pg
105

Forms: Apply Themes, Pg 114

Forms: Auto-Order a Form (Tabs), Pg 146
Forms: Create a New Form, Pg 105
Forms: Format a Form, Pg 140

Forms: Insert a Picture, Pg 115

Forms: Manage Labels, Pg 137

Forms: Modify a Form, Pg 134

Forms: Modify Tab Order, Pg 146

Forms: Move Form Controls, Pg 137
Forms: Save a Form, Pg 117

Forms: Set Form Control Properties, Pg 116

Manage Records: Add New Records, Pg 39
Manage Records: Delete Records, Pg 49
Manage Records: Filter Records, Pg 95
Manage Records: Find and Replace, Pg 93
Manage Records: Sort Records, Pg 94

Navigation: Change Views, Pg 112
Navigate Through a Database, Pg 109

Queries:

Add New Fields, Pg 171

Queries:

Create a Parameter Query, Pg 193

Queries:

Create a Query, Pg 157

Queries:

Delete Fields, Pg 172

Queries:

Format Fields,

Queries:

Modify a Query, Pg 164

Queries:

Run a Query, Pg 161

Queries:

Save a Query, Pg 160

Queries:

Sort Data, Pg 162

Queries:

USe Calculated Fields, Pg 186

Relationships: Set Primary Keys, Pg 69

Reports:

Apply a Theme, Pg 218

Reports:

Create a Report, Pg 210

Reports:

Format a Report, Pg 213

Reports:

Group Data by Fields, Pg 211

Reports:

Insert a Picture, Pg 219

Reports:

Insert Header and Footer, Pg 219

Reports:

Reports:

Insert Page Numbers, Pg 222
Manage Labels, Pg 255

Reports:

Modify a Report, Pg 249

Reports:

Microsoft Access 2013 Beginning Page 289 of 289

Orientation, Pg 213

Reports: Sort a Report, Pg 227

Reports: Sort Data, Pg 212

Reports: Use Multiple Columns, Pg 251

Tables:

Add Fields, Pg 37

Tables:

Add Validation Rules to Fields, Pg 46

Tables:

Auto-increment Fields, Pg 69

Tables:

Change Field Captions, Pg 38

Tables:

Change Field Sizes, Pg 60

Tables:

Create from an Application Part, Pg 43

Tables:

Delete Fields, Pg 45

Tables:

Import External Data, Pg 85

Tables:

Rename a Table, Pg 268

Tables:

Set Default Values, Pg 60

Tables:

Use Input Masks, Pg 61
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