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Tutor Setup Information

e Copy the sample files folder, called Access 2010 Intermediate Course to the
Documents folder on the PC.

e Atthe end of the course, remove all files modified or created during the course,
prior to re-running the course.

e Atthe end of the course, reset all program and operating system defaults that
may have been modified during the course, prior to re-running the course.

SAMPLE
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Sample files for this Course

¢ During this course you will need to open samples files.
These are stored under the Documents folder in a sub-folder called:
Access 2010 Intermediate Course.

If you create any new files, unless otherwise instructed, you should also save
the files in this folder.

SAMPLE
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Queries

What are queries?

e Using a query is similar to filtering and sorting tables but much more powerful.
Unlike filters, multiple criteria can be used in one or more fields to be highly
specific about the information you wish to extract from a table.

e Queries are used to extract and analyse data within one or more tables.

e Queries can be saved, edited and reused. They provide output for use by other
database objects, such a forms and reports.

e Queries are also capable of working with data across multiple tables.

e Different queries are designed to perform different functions, for example an
update query searches for and updates field information in one or more tables,
whilst a delete query searches for and deletes records from one or more tables.

e An update query is similar to the Find & Replace function found in most
Microsoft applications, only more advanced. For example, if telephone area
codes change to accommodate an increasing population, an update query might
be created to find all existing area codes affected by the change and at the same
time, replace the old area code with a new area code.

NOTE: Update queries cannot create new records, only update existing records.

e A select query is used to search for and display data according to the specified
criteria. This data can then be viewed as a table, in a form created specifically on
the query or as a report.

e A delete query is used when you need to remove entire records (rows) from a
tabley, Delete queries, by default, remove all of the 'data,in each field, along with
the unique key field, (normally the prumary key field) When the query is run, it
removes the entire record (row) from the table.

Before creating a delete query; you would create a select query first to ensure it
returns the records that you want to delete. This way you aresablesto, test the
query first, rather than inadvertently deleting the wrong records. Only when the
select query is tested and returns the correct results, would you convert the query
to a delete query.

e An append query, is used when you want to extract information (records) from
one or more tables and append (add) it to one or more tables. Normally the
tables would reside in the same database however other database can also be
used.
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¢ A make table query retrieves data from one or more tables, and then loads the
result set into a new table. That new table can reside in the database that you
have open, or you can create it in another database.

¢ As with all objects, Access provides a Wizard tool to help create different types of
gueries or blank queries that can be configured from scratch.

NOTE: Tables do not have to be open or selected to create a query.

Creating a query
e Start the Access program.

¢ Open a file called Queries. The database opens with two tables (Orders and
Sales Employees) displayed in the Navigation Pane.

@9 -®-s

Home Create External Data Database Too
v == ¥ cut 4] Ascending Tz
l_g—‘ 53 Copy _ 2] Descending =
e e  Format Painter e f}_, Remove Sort
Views Clipboard ra Sort & Filter
All Access Objects = «
Tables 3
E Crders

E Sales Employees

e Click on the Create tab and from within the Macros & Code group click on the
Query Wizard button.

= Quieries : Database (Access 2007) - Micros
Create External Data Database Tools

a E =] D Form Wizard i Q Repart Wizard
E-:l i i

| Mavigation = [ Labels
e Table SharePoint | Form Form  EBlank Report Report EBElank
jgn  Lists ~ Design EIMC”'E Formsz i

Query | Quer
Wizard jipesi

5

New Q
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igimple QueryWizard
o Crosstab Query Wizard

Find Duplicates Query Wizard

— Find Unmatched Query Wizard

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

o || concel |

e With the Simple Query Wizard selected, click on the OK button. The Simple
Query Wizard dialog opens.

o )

Simple Query Wizard

Which fields do you want in your gquery?

— I
t _%’ ! ‘ ¥ou can choose from more than one table or query.
- i

Tables/Queries

|Ta|::|e: Orders EI

Available Fields: Selected Fields:

First Mame
Last Mame

e Use the down arrow in the upper part of the dialog box to select the table or
guery you intend working with, in this case select Table: Orders.
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Simple Query Wizard

Which fields do you want in your query?

o |
= -’H You can choose from more than one table or query.

T oueri
Table: Orders|
Table: Sales Employees fields:
-
First Name D
Last Mame
Position
Emplayee ID f 1
Category L b )
Product Mame e
Unit Qty -
Cancel < Back [ Mext = ] [ Finish l

¢ In the lower part of the dialog box are two field selection boxes, Available Fields
and Selected Fields.

Simple Query Wizard
Which fields do ti ?
- b you want in your query’
S — -’H You can choose from more than one table or query.
I Queri
Available Fields: Selected Fields:
First Name D E
Last Mame =
Position C
Employee ID i
Category L =
Product Mame <<
Unit Qty -
Cancel < Back [ Mext = ] [ Finish l

Available Fie an be dtoth lected Fields bo first highlighting
the field and ickin erig inting arrow button

Or you could double click on a field within the Available Fields list.

Alternatively, clicking on the button below adds all fields to the Selected Fields
box.

NOTE: When fields are displayed in the Selected Fields box, this button will
remove all fields.
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This button removes a single highlighted field.

¢ Add the following fields:

First Name
Last Name
Category
Product Name

Quantity
Order Date.

o

Simple Query Wizard

Which fields do you want in your query?

= = ’ 1 ‘ You can choose from more than one table or query.

===
Tables/Queri
|Tab|e: Orders EI
Available Fields: Selected Fields:
Order Mo First Name
Position Last Mame
Employee ID == | [Category
O Product Name
Quantity
- Order Date

Cancel ]| < Back Next > Finish

LE

Sn An
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' ]

Simple Query Wizard
Would you like a detail or summary query?
O —
1 laa| |=----- , @ Detail (shows every field of every recaord)
2 laa| | ===== ! _
3 | ec i ----- i (T Summary
"
1 bbb --- Surmmary Options ...
2 dd| ===
3 [ dad |===|
1
[]
1
1
[]
-
1 | =3
2 | aa
3 | bb
4 | cc
5 | dd
6 | dd
Cancel ] ’ < Back " Mext = ] ’ FEinish

e Click on the Next button.

o )

Simple Query Wizard

What title da you want for your query?

? (Orders Query

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

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

@ Open the query to view information.
ify the quer

Mext =

¢ At this point you can accept the default name provided by Access or type your
own. Highlight the Query Name and type in Customer Orders, as illustrated.
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'

Simple Query Wizard

Cf

What title do you want for your query?

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

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

Open the query to view information.
{7) Modify the query design.

Cancel ” < Back " Next > Finish

Click on the Finish button. The Customer Orders query displays the result in
table form.

FirstName -| LastName - Category -| ProductName - Quantity - OrderDate -
~ Anna Bedecs Beverages Chai 75 15/01/2006
| Antonio Gratacos Solsona  Condiments Syrup 40 20/01/2006
| Thomas |Axen Condiments Cajun Seasoning 100  22/01/2006
| Christina Lee oil Olive Oil 120 30/01/2006
| Martin | 0'Donnell Jams, Preserves Boysenberry Spread 80 6/02/2006
| Francisco Pérez-Olaeta Dried Fruit & Nuts Dried Pears 100 10/02/2006
__|Ming-Yang  Xie Sauces Curry Sauce 40  23f02/2006
__|Elizabeth Andersen Dried Fruit & Nuts Walnuts 40 6/03/2006
__|Sven Mortensen Canned Fruit & Vegetables Fruit Cocktail a0 10/03/2006
__|Roland Wacker Baked Goods & Mixes Chocolate Biscuits Mix 40 22/03/2006
__|Peter |Krschne Jams, Preserves Marmalade 20 24/03/2006

40

Ganroa

@ng Grain Rice
Dacta Gnnerhi

nn

The new query can be seen as a new object in the Navigation Pane.

12/na/7nnR
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Home Create EBxternal Data Database Tools
b ﬁ - E g Form Wi
= L

= Navigati
Application | Table Table SharePoint Form Form  EBlank

Farts = Design  Lists ~ Design Form EIMWEFC'
Templates Takbles Forms
All Access Objects ¥ « || 73 CustomerOrders
Tables -3 First Name ~ Last Mame
EH Orders Anna Bedecs
FH sales Employees Antonio Gratacos Solso
Queries = Thomas Axen
@ Custamer Orders Christina 22
Martin O'Donnell
Francisco Pérez-Olaeta
Ming-Yang Xie
Elizabeth Andersen

Currently all this query has done is to display information from the Orders table
using only the fields chosen as you worked through the wizard.

NOTE: By default, Access has already saved the query using the name provided
during the wizard process.

Adding (and removing) criteria to a query

To utilise the power of a query and locate specific records, criteria must be
entered to give the query something to work with.

For example, if there is a need to locate orders placed between certain dates, we
would use the AND operator with the following type of criteria entered into the
date field of the query.

>=01/01/2006 AND <=01/06/2006

Using the OR operator you could enter the following criteria into the date field.
22/01/2006 OR™9/04/2006

This criteriapould locate records with either of those two dates.

The NOT gperator could be used to exclude/records with certain dates from the
query results. For example:

NOT 22/01/2006
This criteria would exclude all records dated 22/01/2006 from the query results.

TIP: Operators used to create criteria in queries are the same operators used to
create validation rules.
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Validation Rule Comparison Operators Description
< Less than
e
= Greater than or Equal to
< Mot Egual to

e To add criteria to a query, the query must first be in Design View. Click on the
Home tab. Click on the down arrow under the View button to switch to Design
View.

W EH9- -

=¥ cut
ﬁ 1= 3 copy :
View Paste

Fil
= - Format Painter
E :

Datasheet View

ac— -~
PivoiTable View [
ﬁ PivotChart View B
o~
a (-

SQL sQL view

|ﬁ Design View -
L

e Your screen will now look like this.

e FY
% Order No
First Mame =
Last Name
Position
Employee ID
g

[Quantity]
Orders
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¢ Similar to other objects when in Design View, queries have their own specific
ribbon, functions and tools.

| H9-t- |5 Query Tools Quieries : Database (Access 2007) - Microsoft Access

Home Create External Data Database Tools Design

E ! %! *! )/! % x' D Union % S=lnsertRows | Insert Columns z E]:?]

- O Pass-Through = Delete Rows 59‘ Delete Columns Table Mames
View Run Select | Make Append Update Crosstab Delete Show o~ Totals Parameters
- Tahle f_ Data Definition | Taple 2™ Builder Elé! Return: All
Results Query Type Query Setup Show/Hide

NOTE: Although this is currently a Select query, this query can be modified at
any stage to become a different type of query and therefore perform a different
function.

@“ H ) - -5 Query Tools

Home Create External Data Database Tools Design
== : (0 Union
B! = AEFE X

¥ '3 Pass-Through
Wiew  Run Make Append Update Crosstab Delete
< Table @, Data Definition

Results Query Type

e When working with existing queries, the table field list, located in the Query
Design window, is similar to that used when creating relationships between
tables. The underlying table can be identified by the name at the top of the list, in
this case Orders.

WHE9-®-|= Quey ool

Home Create External Data Database Tools Design
°E 3 D Union q
= # AE A

Q Pass-Through
Select | Make Append Update Crosstab Delete S
Table W, Data Definition | T

View  Run

-

Results Query Type
All Access Objects @ «||= Custunﬂﬁrdus\
Tables -3

Orders

*

E Orders

Sales Employees

»

¥ Order No

NOTE: One difference with this table field list is the * symbol above the Primary
Key. When used, the * represents All fields in the table and is used to save time.

e The Query Design Grid is where selected fields from one or more tables are
added, criteria entered, the sort order set and fields set to display or not when the
query is run.
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A9 -|= Gery Tools| Quieries : Database (Access 2007) - Microsoft Access
File Home  Create  ExernalData  Database Tools Design
i ' ﬁ %' 'i" /' % )(' @D Union % Zealnsert Rows ' Insert Columns z - (%7 Property Sheet
i E = 7
bt ot - - ® @ Pass-Through =¥ Delete Rows | B Delete Columns [l 5 Table Names
View Run | Select | Make Append Update Crosstab Delete Show | . Totals Parameters
> Table o, Data Definition | Tapje 5o Builder fl Return: All -
Results Query Type Query Setup Show/Hide
All Access Objects @ « |2 Mﬁm
Tables % [ o] Select
EH orders Orders 5| Sene
* Desc
EH sales Employees § Order No Form
Queries 2 First Name Inpu
= Customer Orders Last Name Capt
Position Smat
Employee ID Text
Category
=
Enimj

Field: | TS [Last Name] [Category] [Product Name] [Quantity] [Order Date]
Table: | Orders Orders Orders Orders Orders Orders
Sort:
Show:
Criteria:

or:

am|

il

NOTE: Fields can be included in the query design grid for criteria (record search)
purposes only and they do not have to be displayed when the query is run.

e Place the mouse pointer in the Criteria row under the Order Date field in the
guery design grid and type the following.

>=1/06/2006 AND <=31/05/2007

[Product Name] [Cuantity] [Order Date]
Orders Orders Orders
[¥]

==#1,06/2006% And -

ss the Enter key the keyboard cursor key to movLerE

grid.

¢ Notice how the criteria entered changes. Access places hash symbols either
side of the dates to signify this value as a date.

#
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NOTE: You may have to widen the column to see this clearly.

—
[CQuantity] [Order Date]
Crders Crders

]

»=#1,/06/2006% And <=#31,/05/2007#

NOTE: Don’t do this now, but if you wanted to remove this criteria, you would
simply select it in Design View and then press the Del key to delete it.

Running a query

e When all the necessary fields, criteria, sort parameters, etc., have been entered
into a query and it is ready to be tested or used, you will need to ‘run’ the query.

¢ As an example, when you run a select query, you are giving the query a
command to look at its parameters, go and search the table or tables for records
matching the criteria and produce a list of those records.

e Click on the Design tab and from within the Results group click on the Run

button.

|Q'q' [‘Jvl: Query Tools

Home Create External Data Databiase Tools Design

. CI;D.Union
@ g! *! /! % X! @ Pass-Through

Select | Make Append Update Crosstab Delete
Table e, Data Definition

Results Query Type

9

5
T

e The results of the query are displayed in table form, as illustrated.

Tham
Ramos
Entin

Olive Oil

|Jonas Hasselberg 80 16/06/2006
[John Rodman Pasta Ravioli 40 18/06/2006
| Run Liu Baked Goods & Mixes Scones 60 20/06/2006
| Karen Toh Condiments Syrup 100 22/06/2006
| Amritansh Raghav Sauces Tomato Sauce 125 24062006
|Soo Jung Lee Dried Fruit & Nuts Walnuts 30 26,/06,2006
|Anna Bedecs Dried Fruit & Muts Almonds 75 28/06/2006
| Antonio Gratacos Solsona Beverages Beer 40 30/06/2006
Thamac Aven lamc Dracarvec Brvcanharme Snreard 1nn 2/07/200R
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e Look at the data within the Order Date column and you should see that all the
dates displayed are within the range specified by the query criteria.

¢ Inthe Navigation Pane, click once on the Customer Orders query to select it.

A H9- -

Home Create External Data
% j # cut Y Flas

53 Copy il D
View Paste Filter
- o Format Painter 75 Re
Views | Clipboard T |
All Access Objects = « || 73 custon
Tables * First Ni
EH Orders Jean Pk
EH sales Employees Catheri
= = Alexan
ueries S
",_:l,;J Customer Orders George
Bernarc
Luciana

e Click on the Design View button to return to Design View.

@-E9-®-|=

Home Create
R 2o
=l 3 Copy
Wiew Paste
= F Format Paintei
r
Datasheet View
B o
o— H
PivoiTable View

ﬁ PivotChart View S

Place the mouse pointer into the
Category field. Type in the following.

Dried Fruit & Nuts.
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Field: | [First Mame] [Last Mame] [Categaory] [Product Mame] [Quant
Table: | Orders Orders Orders Orders Orders
Sort:
Show: =]
Criteria: Dried Fruit & Nuts|

ar

e Use the keyboard down arrow pointer key or mouse to move down to the row
below (the ‘or’ row) in the same field (Category).

Field: |First Mame Last Mame Category Product Mame CQuantity Order Date
Table: | Orders Orders Orders Orders Orders Orders
Sort:
Showr:
Criteria: “Dried Fruit™ & "Muts” ==#1,/06/2006% And <=#31/05/2007#
ar “Grains”
e Type in the following and press the Enter key.
Grains
Field: | [First Mame] [Last Name] [Category] [Product Mame]
Table: | Orders Orders Orders Orders
Sort:
Show: ]l
Criteria: “Dried Fruit” & "Muts”
ar “Grains”

NOTE: This time Access encloses the text with “Speech” marks to set the data
type to search for as text.

e When run, the query will now search for any records between the date range
specified which contain either Dried Fruit & Nuts or Grains.

¢ Click on the Design tab and from within the Results group click on the Run
button.

e When the results are displayed however they are not what we might have
expected. There are no records listing Dried Fruit & Nuts.
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FirstName - LastName -~ | Category ~ |  ProductName - : Quantity - | OrderDate -

- exander Eggerer Grains Long Grain Rice 60 9/04/2006
_iGeorge Li Grains Long Grain Rice 100 8/06/2006
_| George Li Grains Long Grain Rice 100 5/08/2006
_|Ge0rge Li Grains Long Grain Rice 100 2/10/2006
_| Bernard Tham Grains Long Grain Rice a0 21/11/2006
_|Thomas Axen Grains Long Grain Rice 40 11/02/2007
_| Martin O'Donnell Grains Long Grain Rice 40 15/02/2007
_IAmritansh Raghav Grains Long Grain Rice 100 30/05/2007

k|

e |tis possible that none of the sales of Dried Fruit & Nuts took place between the
dates specified but this is unlikely. Either way, it is worth checking the query
design to make sure the criteria is correct.

TIP: The easiest way to check the results is to take a look at the table or tables

the query is working with. If records matching the criteria are available in the
table but not the query, there must be an issue with the query design.

Editing criteriain a query

e Switch back to Design View (using the View button).

|’E||gu)v(u-|;

File Create Exte

=% cut
Ea Copy
View Paste
& Format Painter

] L=l
% Datasheet View
@ «
[F=] 3
PivotTable View

ﬁ PivotChart View

SQL 50l View

»

em must be elsewhere. Look at the criteria in the

Category field.
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Field: | [First Mame] [Last Mame] [Category] [Praos
Table: | Orders Orders Orders Crd
Sork:
Show: il
Criteria: “Dried Fruit” & "Muts”
ar “Grains”

When you entered the criteria and moved to the next row, Access added
“speech” marks. The criteria went from Dried Fruit & Nuts to "Dried Fruit" &
"Nuts".

Despite all good intentions, Access does not always interpret entries in the way
there were intended. Access has seen the & between Dried Fruit and Nuts and
interpreted this to be two statements;

1) Dried Fruit
2) Nuts.

As no such entries exist in the table, nothing was displayed.

Place the pointer into the Criteria row of the Category field and remove the two
“speech” marks either side of the & symbol.

The result should be "Dried Fruit & Nuts".

Field: | [First Mame] [Last Mame] [Categaory] [Prog
Table: | Orders Orders Orders Crds
Sork:
Show: e
Criteria: “Drried Fruit & Muts®
ar “Grains”

Press Enter to commit the changes.

Click on the Design tab and from within the Results group click on the Run
button.

The results are displayed and this time includes records which contain the
category Dried Fruit & Nuts according to the criteria set.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Intermediate

Page 24

3 Customer Orders
First Name - | Last Name - | Category
- |exande Egperer Grains
| |George Li | Grains
__|SooJung Les Dried Fruit & Nuts
. |Anna Bedecs | Dried Fruit & Nuts
~_|John Edwards Dried Fruit & Nuts
 |Andre Ludick | Dried Fruit & Nuts
| Carlos Grilo Dried Fruit & Nuts
| |George Li | Grains
_ |500lJung Lee Dried Fruit & Nuts
 |Anna Bedecs | Dried Fruit & Nuts
John Edwards Dried Fruit & Nuts
] hndra I ndirk Nriad Frnit & Nt

Saving a query

i |

Product Name
Long Grain Rice
Long Grain Rice
Walnuts
Almonds
Dried Apples
Dried Pears
Dried Plums
Long Grain Rice
Walnuts
Almonds
Dried Apples

MNriad Daars

- | Quantity - | Order Date ~

B0
100
30
5
40
20
120
100
30
5
a0
el

9/04/2006

8/06/2006
26/06/2006
28/06/2006
20/07/2006
22/07/2006
24/07/2006

5/08/2006
23/08/2006
25/08/2006
16/09/2006
1=2/na/720n6

When first created using the Access wizard, a query is saved automatically. If
the query is then modified at a later stage or you create a blank query, you will

need to save using the Save button.

@[LT) - -
File Home Create

Exter
i i ‘
53 Copy
View Paste
= # Format Painter
Views | Clipboard Fu |

If you make changes to a query and then run the query, then when you exit the
guery without saving, you will be prompted to save the query.

QE Do you want to save changes to the design of guery 'Customer Crders'?

they will be lost
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@|H'-’?"{‘-“'|:

Home Create External Data Database Tools
% == ¥ cut 4] Ascending V7 Selection - | ﬁ
3 T le

153 copy il Descending EAdvanced =

View Paste . Filter ) Refre

- o Format Painter 7.7 Remove Sort S Toggle Filter Al
Views Clipboard ] Sort & Filter
All Access Objects & « '\M
Tables # FIFrsSt Name - Last Name  ~
B orders Alexander Eggerer Gre
3 sales Employees George Li Grz
Queries = So00 Jung Lee Dri

Anna Bedecs Dri

"E Customer Orders

e This will display a popup menu. Select the Close command. If prompted, click on
the Yes button to save the query.

e e——
H G
@ : & save ]
First Na = = Ca
= Close
= Grains
George Ed Close Al Grains
SooJung g Design View Dried Fruii
Anna SOL SOL View Dried Fruii
John Datasheet View Dried Fruii
Andre | e pyotable View Dried Fruit
Carlos Dried Fruii
gl PivotChart view -
George Grains

Creating a two table query and sorting the results

e More often than not, the information in a database will be split across multiple
tables. For a query to work with multiple tables, a relationship between the tables
must be established.

e Continuing with the Queries database and the Customer Orders query, the next
objective is to search for records matching a given criteria, using both the Orders
and Sales Employees table.

Quieries : Database

2 QReport

ENavigation ' [ Labels
le Table SharePoint | Form Form EBlank Report Report Blank |
Design  Lists = Design Form EIMO"EF‘"""S' Design Report i Design @V'

Tables Forms Reports Macros & Code

e The Query Design window is displayed.
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S\A tdeZrls tIe

[ R R E Quieries : Database [Access 2007) - Micresoft Access e @ B
B o | ceste | prenwoss  ossbaseToos =@
- ==R === — Bromwiesra el ’ i | B repon wizara m Eﬂ T A Mogule
B BEm BEOZ > &8 LS & G oevose
Application | Tabde Tabbe SharePoint  Form  Form  Blank Report Report Dlank Queny Query Macro
Parts - Design  Lists = Design Form 8 Mare Farms = Design Report Wizard Gesign 8 sl Basie
Templates Tables Forms Reports Macrod & Code
reTTEECRET— e
Tables x| | Selection type: Query Properties
3 oroers || Genern|
0 sales Employess Dedault View o
Queries 2 Output Al Fiesds M
= cCustomer Orders Top Vahoes A
Unigue Values L
Unigue Records L
Source Databaie 0
Source Connect Str
Record Locks M
Aecordset Type [
OOBC Timeout -
Filtes
Qraer By
Max Records
Orientation L

The Show Table dialog box is also displayed, similar to the one used to add
tables when creating table relationships.

Tables | Queriez | Both

OGS e
Sales Employees
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koar e ]
Tables Que{iegIBoth
1
Orders l
Sales Employees
Cadd || dose |

e Select the Sales Employees table and click on the Add button again.

" Show Table R
Tables Que{iegIBoth
|"f']rdpr=:
I——
add ||| Close |

TIP: Double clicking on both table names quickly adds them to the query design
window.

¢ When both tables have been added to the query design window, click on the
se button to close the Show Table dialog box

ign windo
rmally ide
the right mouse
t image.

ith the

¢ When the Show Table dialog box is closed, the design window should be left
with two linked tables.
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@“ H9-w-|= Query Tools Quieries : Databi
Home Create External Data Database Tools Design
E ' @ E' #' /’ % x' D Unian % Zea Insert Rows
. b s i e - 0 Pass-Through = Delete Rows
View  Run Select | Make Append Update Crosstab Delete o Show | .
- Table ﬁData Definition | 13ple °4\ Builder
Results Query Type Query 5¢
All Access Objects ® «|}= Qllﬂ]'l\\
Tables 3
B orders Orders Sales Employees
* a2 *
E Sales Employees ¥ Order No - V Employee Mumber
Queries ~ First Mame = Employee Name
@ ErErE s Last Mame Paosition
Pasition Date Employed
Employee ID =3 Pay Grade
Category b

e The purpose of this query is to check the sales performance of staff. The Sales
Employees table contains the names of each of the sales teams and other staff
information. The Orders table contains information about products sold,
guantities, dates, etc.

e A relationship between the two tables has already been established with the
Employee Number (Primary key) field in the Sales Employees table linked to
the Employees ID (Foreign key) field in the Orders table.

e Employee names are not listed in the Orders table. To have the query display
the names of staff against the orders they have processed, a query will have to
include fields from both tables.

¢ Inthe Orders table, click once to select the Category field. Now hold down the
Ctrl key and click once on each of the following fields.

NOTE: You may need to scroll down the list to see all these items.

Product Name

tity
Order Date.
o et and(the four fields sho e highlighted within the
Ord t .
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@HH - Query Too| Quieries: Da
Home Create External Data Database Tools Design

% ! ﬁ %? +! /! % )(! @D Unian % Zs=Insert Rows

0 Pass-Through = Delete Row:
View  Run Select | Make Append Update Crosstab Delete Sho

w
- Table ”, Data Definition | Taple s Builder
Results Query Type Cluer
Tables &3
B orders Orders Sales Employees
Position |‘| ®
oo 1 '
E Sales Employees Emploves [0 e 1 7 Employee Number
Queries % Category ) Employee Name
EH Customer Orders hqdud B A Pasition
Unit Qty E Date Employed
Quantity i Pay Grade
Order Date ||

¢ In one movement, place the pointer over one of the highlighted fields, click and
drag to the design grid below. When the pointer is in the grid, release the mouse
button. The fields are added to the design grid and are ordered from left to right
as they would be in the table.

A

. I I I ]
Field: | Category | Product Mame | Quantity fOrder Date IZI
Table: | Orders | Orders Orders i Orders |
Sort: | |
Show: | | |

Criteria:

or

4 [

e Next click to select the Employee Name field in the Sales Employee table.

Quueries : Da

Tables
E3 orders Orders Sales Employees
Pasition - *
=3 sales Employees Employee ID ] = 1| 7 Employee Number
Queries ~ Category )
B Customer Orders Product Name ‘ Fosition
Unit Qty = Date Employed
Quantity L Pay Grade
Order Date |+
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¢ Click and drag the Employee Name field down and to the next blank column to
the right of the Order Date field.

¢ With the pointer correctly positioned, release the mouse button to add the field.

I ™ |l

Field: |Categaory Product Mame Quantity Order Date

Table: | Crders Crders Crders Crders Sales Employees
Sort:

Show:

Criteria:
ar

4|m

NOTE: The table row of the query design grid displays the names of the tables
used in this query.

e Click on the Save button.

Results

e When prompted to name the query, type in Staff Sales Figures.

by =

Query Mame:
|S13F’F Sales Figures |

icklon the Run

Create

Drata [rata b ! )
= : (D Union E
S El ¥ A
- @ Pass-Through
Select | Make A d Update C tab Delet 5
= T:bI: PRENG mpeate Trsen e i, Data Definition | ]
Query Type

e The query displays a table containing a list of all the sales staff and the orders
placed with each member of staff. At this time the table is arranged in order of
Employee ID, the primary key field, even though this field was not included in the
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query design.

I Jams, Preserves
Candy

|Condiments

| |Baked Goods & Mixes
| |Baked Goods & Mixes
Qil

|Condiments
|Soups

Pasta

|l Sauces

 |Beverages

| Dried Fruit & Nuts
Pasta

Sauces

Product Name
Crab Meat
Boysenberry Spread
Chocolate

Mustard

Scones

120
100
100

Chocolate Biscuits Mix |

Olive Oil

Syrup | 1
Clam Chowder

Ravioli |

Tomato Sauce I
Coffee

Dried Apples

Gnocchi

888088888838

Tomato Sauce 1

& | Quantity - | Crder Date - | Employee Name -

24/03/2006 Mariya Sergienko

5/05/2006 Mariya Sergienko
11/05/2006 Mariya Sergienko
14/06/2006 Mariya Sergienko
20/06/2006 Mariya Sergienko
10/07/2006 Mariya Sergienko
13/08/2006 Mariya Sergienko
19/08/2006 Mariya Sergienko

8/09/2006 Mariya Sergienko
12/10/2006 Mariya Sergienko
18/10/2006 Mariya Sergienko
15/11/2006 Mariya Sergienko
19/11/2006 Mariya Sergienko
23/11/2006 Mariya Sergienko
29/11/2006 Mariva Sergienko

Switch to Design View by clicking on the View button.

Al 9 -~
Home Create E
| T Lo
5 53 Copy
View Faste
= o Format Painter

&
I Datasheet View
a—/
PivotTable View

ﬁ PivotChart View

|®
55

b

until the pointer
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“31 staff Sales Figures

Orders Sales Employees
T = e e S
|leo 1 ) |

Employee ID | = | ¥ Employse Number |
Category | Employee Name
Product Name Position
Unit Qty = | Date Employed
Quantity : Pay Grade

| Order Date il

Al
Field: |Categary Product Mame Quantity Order Date
Table: | Orders Orders Orders Orders
Sork:
Show @ & & @
Criteria:

an

e Move the pointer once more to just above the Employee Name field name
where there is a thin line and until the pointer this time changes to an arrow
shape.

kS

¢ In one movement, click and drag the field to the left of the Category field, then
release the mouse button.

NOTE: As always, Access,provides aithick black.guideline to, highlight the current
position of the moving field before release. The Employee Name field should
now be on the left side of the query design grid.
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' =3 staff Sales Figures

Orders Sales Employees
[ Pasition Ta [ -
|02 1 :

Employee IO i ¥ Employee Number |
Category ‘ Employee Name
Product Mame | Pasition
Unit Qty ‘ Date Employed
Quantity . Pay Grade
Order Date il

[T
Field: Product Name
Table: EFIE Orders
Sork:
Show: ]
Criteria:

an

Order Date
Orders

Quantity
Orders

Using the pointer, click in the Sort row under the Sales Employees field. Then

click on the down arrow displayed in this cell.

‘‘‘‘‘‘‘‘

Field: | Employee Name Category Product Name
Table: ales Employes Cirders COrders

sort:
ELTUHE Ascending v v

Criteria:
or:

Descending
[not sorted)

Juantity
Orders

Order Da
Orders

Select Ascending from the drop down option box. When run, this query will
display the results in alphabetical/order of Employee Names, rather than order of

Employee ID.

Click into the Criteria row of the Category field, type in the following word and

then press the Enter key.

Beverages

When run, this query will return only records which match Beverages in the

Category field.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Intermediate

Page 34

Field: | Employee Mame Category Product Mame
Table: |Sales Employees Orders Crders
Sort: [ Ascending
Show: ]l ]l
Criteria: “Beverages” q
4m

Click on the tick box above the criteria you just entered in the Category field.

This will remove the tick. Although the Category field is used by the query to
specify search criteria, the field does not have to be displayed in the final results.

[ ]

Field: | Employee Name Category Product Name
Table: |5ales Employees Orders Orders

Sort: | Ascending
Show: ]

Criteria: “Beverages”
or:
4|
[ ]

A9
Home Create
| save
l Save Object As
@ Save Database As

ave 'Staf]

ales Figures' to:

Click on the File tab and click on the Save Object As button.

|513FF Sales Figures — Beverages

As

|_Query

e Click on the OK button.
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Click on the Home tab and the Navigation Pane displays the newly saved query.

B H9- ™=
File II Create External
== ¥ cut y
E DO r

53 Copy
View Paste ilte
=  Format Painter
Wiews | Clipboard T |
All Access Qbjects @ « |2
Tables -3
E Orders

E Sales Employees

Queries

@ Customer Orders

»

@ Staff Sales Figures

@ Staff Sales Figures — Beverages

e The query tab also changes to display the new name, as illustrated

Al 9~ -5 QuenyTools

W Create External Data Database Tools Design
% ‘—Aj # cut f 4| Ascending 7 Selection ﬂ i
=23

L='|3 Copy il Descending EAdvanced = i

View Paste Filter A Refresh ,
- o Format Painter 7 Remove Sort “F Toggle Filter All
Views | Clipboard Ta | sort & Filter |
All Access Objects ® «
Tables 3
EH orders Orders Sale
Position e

FH  <alac Fmnalaveas | - - |—|| 1 -

¢ Click on the Design tab and from within the Results group click on the Run
button.

Al d 9= [GleniTosis)
Haome Create External Data Database Tools Design

inition | T;

. Only records matchingthe

d are displa
field is hidden.
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=31 Staff Sales Figures — Beverages
Employee Name - | Product Name + | Quantity -  Order Date -

Andr cini Green Tea B0 7/02/2007
| |Andrew Cencini Chai 80 2/09/2006
| |Andrew Cencini Coffee 40 14/07/2006
| |Andrew Cencini Green Tea 100 9/12/2006
|| Andrew Cencini Beer 20 19/12/2006
|| Andrew Cencini Beer 40 30/06,/2006
| |Anne Hellung-Larsen  Coffee 40 10/09,/2006
| |Anne Hellung-Larsen  Green Tea 20 1/08/2006
| |Anne Hellung-Larsen  Coffee 40 19/06,/2007
| |Anne Hellung-Larsen  Coffee 100 20/01,/2007
| |Anne Hellung-Larsen  Green Tea 20 28/09/2006

Anne Hellung-Larsen Beer 40 15/03,/2007

e Save your changes and close the Access program.

Refining your query

e Start the Access program.
e Open a database called Refining a query.

Bl 9- -5
W Create External Data Databa
== % cut Lr7 E,I,."a.scending
E3 copy % | Descendin
e e & Format Painter o ?_, Remove 5t
Views | Clipboard e Sort &
All Access Objects & « _
Tables ~
B orders

E Sales Employees

»

Queries
@ Customer Orders
@ Staff Sales Figures

# 5taff Sales Figures — Beverages

a0

80
|| Andrew Cencini Coffee 40 14/07/2006
|| Andrew Cencini Green Tea 100 9/12/2006
|| Andrew Cencini Beer 20 19/12/2006
|| Andrew Cencini Beer 40 30/06/2006
| |Anne Hellung-Larsen  Coffee 40 10/09/2006
| |Anne Hellung-Larsen  Green Tea 20 1/08/2006
| |Anne Hellung-Larsen  Coffee 40 19/06/2007
| |Anne Hellung-Larsen  Coffee 100 20/01/2007
| |Anne Hellung-Larsen  Green Tea 20 28/09/2006

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Intermediate Page 37

What if there was a bonus incentive for staff who sold more than 40 items of any
Sauce products since 01/01/2007. Also Nancy Freehafer has left the company;
therefore we want to exclude her from the search.

You can use and modify an existing query; however the query should be given a
new name and saved before changes go ahead.

Click on the File tab and click on the Save Object As button.

CYIN™ R R R
Home Create ]

Q Save

l Save Object As

@ Save Database As

ﬁ Open

[ Close Database

In the Save As dialog box, replace the default name with:

Staff Incentive — Sauce Sales.

Save As [t
Save 'Staff Sales Figures — Beverages' to:

|513F’F1ncenﬁue — Sauce Sales |
As

| Query |E“

Click on the OK button.
Click on the Home tab and the Navigation Pane displays the newly saved query.

Tables & Employee Nam

3 orders Andrew Cencini
B3 sales Employees | Andrew Cencini
Queries x Andrew Cencini

@ Customer Orders _Andrew G2
‘}»Andrew Cencini

H  Staff Incentive — Sauce Sales
|@ Andrew Cencini

@ Staff Sales Figures Anne Hellung-La

EF  Staff Sales Figures — Beverages Anne Hellung-La
Anne Hellung-La
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e The query tab also changes to display the new name.

@Al - = s
W Create External Data Database Tools
j % cut Y 4] Ascending V7 Selection - ||_@ =
53 copy il Descending EAdvanced - =
View Paste . Filter ) Refresh
-  Format Painter 77 Remove Sort “F Togale Filter All - }'
Views | Clipboard Fa |
All Access Objects = <
Tables & Employee Name - | Product Name
& orders i Green Tea
F sales Employees Andrew Cencini Chai
e x Andrew Cencini Coffee

e Click on the Home tab, click on the View button and then click on Design View.

Al - s

Home Create Ex

[

oc—
PivotTable View
ﬂ PivotChart View

SQL sQL View

Sales

HWerages

B2 pesn view

e Move the pointer to just above the Category field name where there is a thin grey
line and until the pointer changes to a down arrow shape. With the down arrow
shape as the pointer, click to highlight the Category field.

SAMPLE
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=7 Staff Sales Flgmes—&:uuages\
Orders Sales Employees
- - .
% Order No 7 Employee Mumber
First Mame = Employes Mame
Last Mame Position
Paosition Date Employed
Emplayee ID Pay Grade
Category =
41
Field: | Employee Name ;F‘roduct Mame :Quantity :Drder Date
Table: | sales Employees | Orders | Orders | Orders
Sort: | Ascending | | |
Show: ; ; _
Criteria: Beverages
or:
4

With the field highlighted, press the Delete key on the keyboard to delete the field
from the grid.

Field: | Employee Name Product Name Quantity COrder Date IZ|
Table: |Sales Employees Orders Orders Orders
sort: [Ascending
CSi-I;o?nr. [
riteria:

an

riteriar fthe E y ield and type:
ke I
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|
Field: | Employee Name Product Mame Cluantity
Table: |5ales Employees Orders Orders
Sort: | Ascending
Show: ]

’ Criteria:

<>Mancy Freehafer I
ar.

4 |

e Click into the Criteria row of the Product Name field and type:

Like *Sauce*

Then press the Enter key.

Field: Product Name

Table:
Sort:
Show:
Criteria:
ar

Employee Mame
Sales Employees
Ascending

<="MNancy Freehafer

Orders

Cluantity
Orders

Il
o)

Like *Sauce*

4

NOTE: Wildcards such as the * can be used to signify, in this case for example,
that the word Sauce can appear anywhere in the Product Name description.

e Click into the Criteria row of the Quantity field and type the following and press
the Enter key.

e Click into the Criteria row of the Order Date field and type

>=01/01/2007

and press the Enter key.
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Field:
Table:
Sork:
Show:
Criteria:
ar

Employee Mame Product Name Cluantity
Sales Employees Crders Cirders
Ascending

<x="Mancy Freehafer® Like "*Sauce*” =40

Order Date
Orders

=

>=01,/01/2007

¢ Click on the Save button in the Quick Access toolbar to save the changes to the
new query.

- - |5
Create Extern
Save [Ctrl+5)
All Access Objects = « |
Tables =

E Orders

¢ Click on the Design tab and from within the Results group click on the Run

button.

Al 9 -

Home Create

=

Results

\QueryTools]
External Data Database Tools Design
' D Union E]

el ¥ A B

Select | Make Append Update Crosstab Delete
Table

Query Type

@ Pass-Through l
st
W, Data Definition | T;

e Your screen will now look like this.

Al -

o- =

Home Create

External Data Database Tools

Refining a query : Database (Acces

All Access Objects

= «

Tables

£ oOrders

=

E Sales Employees

Employee Name ~

Anne Hellung-Larsen|

Mariya Sergienko

Product Name - Quantity - | Order Date -
Curry Sauce 100 6/05/2007
Hot Pepper Sauce 5/06/2007

PLE

e Right click on the Staff Incentive — Sauce Sales query tab and from the popup
menu displayed select the Close command.
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@9 s
Home Create Extdrnal Data Database|Tools
. - b
All Access Objects =) « || 3] staff Sales Figurey i swe
Tables A ==
= Close
E3 orders Anne Hellung-
L
5 sales Employees Mariya Sergienk O Closeal e
- = || 5 b Design view
B Customer Orders SQL - S0L View
@ Staff Incentive - Sauce Sales Datasheet View
[i3] PivotTable vi
@ 5taff Sales Figures d  PhofTable View
gl PivotChart View
@ 5taff Sales Figures — Beverages

e Close the Access program.

What are Wildcards?

e Wildcards are special characters that you can use within a query to specify or
exclude certain characters. If you examine the charts below, they should become

more understandable.

Wildcard | Function Examples
% Matches multiple characters within a wh%o would find:
string at the start or finish of a character when
string. what
which

It would not find:

awhile
watch
water
Matches a single alphabetic character B_ Il would find:
- within a string bull

within the brackets.

atches any single character defined

B[ae]ll wou
ball
bell

It would not find:
bill

the brackets.

N Matches any character not defined within

b[~ae]ll would find:
bill
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bull

It would not find:
ball
bell

- Matches any one of a range of characters z[a-c]z would find:

defined within the brackets, which must xaz
be defined in ascending order, i.e. Ato Z xbz
and not Z to A. XCZ

Deleting a query
¢ Inthe Navigation Pane, click once to highlight the Staff Sales Figures query.

@Bl E 9=

Home Create EBxternal Data Databa
All Access Objects = « _

Tables &

E Orders

E Sales Employees

Queries

@ Customer Orders

Eed

@ Staff Incentive — Sauce Sales
g Staff Sales Figures

J Staff Sales Figures — Eeverages

e Press the Delete key on the keyboard. Access displays a warning dialog box.

i Do you want to delete the query 'Staff Sales Figures'? Deleting this object will remowve it from all groups.

For more information on how to prevent this message from displaying every time you delete an object, dick Help.

the query. screen now
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@ 9~ e-|s

Home Create Bxternal Data Database Tools

All Access Objects

o

Tables

E Orders

ﬁ Sales Employees

#

Queries
@ Customer Orders

e Close Access.

@ Staff Incentive — 5auce Sales
=3 staff Sales Figures —

Eed

Beverages

Hiding and un-hiding fields within a query

e Open the Access program.
e Open a database called Hiding. Your screen will look like this.

@9 - ®-s

.ﬂn Haome Create External Data Database Tools

Tables S

Categories

LE L

Customers
Crders

Parts

Payment Method

Suppliers

a.

e 0 oEn

|
i

e Double click o

h iy .U WY, § I

e query called Customers Query and you will see the

Customer m Building Si Zip Cod -|  Country
mith nt St ighg GLS0 2L UK
Harrig 22 Cormic Joond ) 6005 Australia
Sing st Avend Madis 35758 USA

To hide the City field, we need to select the City column. To select this column

click at the top of the City column, as illustrated below.
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lilding ~ Street
Bent St Igngate ondon GL5C
McCormick Drive  Joondalup WA 6005
35 East Avenue Madison AL 357%

¢ Right click over the top cell containing the word City and from the popup menu
displayed select the Hide Fields command.

I Street - r—“““— ~ Zip Codeo

: 4] SortAteZ
Bent St Highgate z GL50 2LD
McCormick Drive  Joondalu &l sertZtoa 6005
East Avenue Madison| 53 Copy 35758
&, Paste
3 Field Width
Hide Fields

HrdeFretds
@ Freeze Fields
Unfreeze All Fields

e The screen will change as illustrated below. The City column has been hidden.

e/ Building - Street - State ~ ZipCodeor ~
Bent 5t London GL502LD U
McCormick Drive WA 6005 A

1121 #35 East Avenue AL 35758 U

¢ To unhide the hidden column you need to select the columns either side of the
hidden column, as illustrated below. Now when you right click over the selected
columns you will now see the Unhide Columns command.

stralia
A

1 Field Width

Hide Fields

l Unhide Fields

% Freeze Fields
Unfreeze All Fields

e Clicking on this command will display the Unhide Columns dialog box.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Intermediate Page 46

Column:

Customer Name

House / Building Mumber
Street

City

7 state

Zip Code or Post Code
Country

Contact Number

e Click on the column that is hidden, in this case City and then click on the Close
button. The column will then become visible, as illustrated below.

Iding ~ Street - City - State ~ | Zip Ct
Bent 5t Highgate London GL50 .
McCormick Drive  Joondalup WA 6005

5 East Avenue Madison AL 35758

e Save your changes and close the database.

SAMPLE
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Reports

What are reports?

e In Access, a report is a summary generated from information in a table or query.
Access provides you with a number of tools that help you to quickly build reports
that present the data in an organised, meaningful and easy-to-read layout.

These reports can then be printed.

e You can use the commands on the Create tab to create a simple report with a
single click, use the Report Wizard to create a more complicated report or create
a report from scratch by adding all the data and formatting elements.

@' : |= Exporting : Database (Access 2007

Home External Data Database Tools
: @ — E j [#=] Form Wizard
=] |

i @ E& Report Wizard =

o —— flr‘-la\-'igati-:nn = R =l Labels
Application | Table Table SharePoint Form  Form  Blank Report Report Blank Qu
Parts = Design  Lists = Design  Form EIMD"E Forms - Design Report Wiz
Templates Tables Forms Reports

e Whichever method you choose, you will probably need to make at a few changes
to the design, for example, adjusting column positions and widths to fine tune the
final output of the report (how it displays on the screen or printed).

Creating a simple report

e Reports are based on information in tables or queries. If the report is to be based
on information contained in more than one table, a relationship must exist,
however it is far more likely that a query has already been created to produce the
information required for the report.

e Click on the File tab and click on Open and open a file called Reports contained
within your samples folder.

e The database opens with two tables (Orders and Sales Employees) and two
queries (Beverage Sales and Customer Orders) displayed in the Navigation
Pane.

AE -~ AE

m Horme Create External Data Database Toa
Allgticeess Ofjerts - . v I
k_ri A
abl

e5

e
|

j Orders
j Sales Employees

»

Queries
—'E Beverage Sales

-'_3,=-| Customer Orders
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¢ In the Navigation Pane, click once on the Beverage Sales query to highlight the
query, but do not open it.

|’E||Hu)-(uv|;

Home Create External Data Data
All Access Objects = « _

Tables 2

E Orders

E Sales Employees
ueries S
= Customer Orders

e Click on the Create tab and from within the Reports group, click on the Report
button.

BEH9- &~ = Reports : Database (Access .

ME Create External Data Database Tools
==j % @ E EI_: D Form Wizard B : & Report Wizard
= e == ] ]

Mavigation ~ |j-| Labels
Application | Table Table SharePoint | Form Form  Blank Report Report Elank

Parts = Design  Lists = Design Form MGV@FO"‘"S' Design Report
Templates | Tables Forms | Reports

e Areport based on the Beverage Sales query is displayed on your screen.

o | epat (Ayout T o0k 1 Reports : Database (Access 2007) - Micrasolt Access e & B
Hame Coeate External Data Database Took Design Asnange Format Page Setup v @
Al Access Objects (= |18 Beverage sates
Tables = -
B onaers Monday, 12 April 2010
T sales Umpboyees ) 5:05:55 PM
ey oma| © L e

A Beveoage Sale
1 cutomer Sideer

75 15/01/2006
Anne Hellung-Larsen Beer 0 24/03/2006
Nancy Freehafer Coffee 100 5/04/2006

Green Tea 175 27/04/ 2006

Beer an 305/ 2006

Chai &0 8/05/2006

Coffee 40 17/05/2006

Fobert Zare Green Tea 0 4/06/2006
Andrew Cencini Beer A 30/06/ 2006
&0 607006

1/ 2006
27/08/2006
2/09/2006
10/09/2006

5112006
15/11//2006
5/12/2006
19/12/3006 |

e The simple report is displayed for any modifications that may be required. Editing
and modifying a report is similar to editing a form. The title, field text labels and
logo images can all be resized, moved or deleted as necessary. Even the style
can be altered at the click of a button using the pre-set styles in the AutoFormat

group.
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e Simple reports are not saved until you either click on the Save button in the
Quick Access toolbar or attempt to close the report, at which point Access will
prompt you to save the report.

M

ng Do you want to save changes to the desiagn of report ‘Beverage Sales'?

Cres | [ | [ conce |

Hame Create Extel

All Access Objects = «

I T A

e The Save As dialog box is displayed.

Report Mame:

e Click on the OK button. The new report is displayed in the Navigation Pane.

Al - ==

Home Create External Data
All Access Objects = « Beverag
Tables &

E Orders

¢ Click on the Close button towards the top right of the report window, to close the
report.
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= B IR

X

.
Close 'Beverage Sales'J

Using the Report Wizard

Click on the Create tab and from within the Reports group click on the Report
Wizard button.

@WH9-®~-|=

.ﬂ“ Home Create External Data Database Tools
==j % @ m E_.: El Form Wizard k= §j & report Wizard E
=l e = = 3 1
= [ == [n]

Q
W

Reports : Database (Access 2007

Mavigation =l Labels
Application | Table Table SharePoint | Form Form  Blank

Report Report Blank
Parts = Design  Lists = Design  Faorm MU’EFO""S'

Design Report
Templates | Tables |

Forms | Reports |

e First fields from one or more table must be selected. Click on the
Tables/Queries dropdown list and select the Table: Orders.

Report Wizard

Which fields do you want on your report?

You can choose from more than one table or query.

Query: Beverage Sales|

Table: Sales Employees Fields:
Query: Beverage Sales
Query: Customer Orders

F OO T
Quantity
Order Date
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Report Wizard

First Name Ii‘
Last M
Em ID
Cagzr::
Product M
e .
’ Cancel | < Back |I Mext = I [ Einish

l

From the Available Fields, double click each of the follow fields:

Category
Product Name
Unit Qty
Quantity
Report Wizard
. Which fields do you want on your report?
= = 1
— .’; You can choose from more than one table or query.

Tables/Queri

|Tab|e: Orders EI

Awailable Fields: Selected Fields:

Order Mo Category

First Mame Product Mame

Mame

Lnit

Quantit

Click on the Tables/Queries drop down list and select the Table: Sales

Employees.

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au
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s

Report Wizard

Which fields do you want on your report?

- b : You can choose from more than one table or query.

e: Sales Employees

Query: Beverage Sales

Query: Customer Orders ?
0 o 0 L oo A3me
Last Name E Unit Qty
Paosition -

Employee ID

Order Date

ack [ Mext = ] [ Einish

e The dialog box will now look like this.

s

Report Wizard

Which fields do you want on your report?

— b You can choose from more than one table or query.

Table: Sales Employees =

Available Fields: Selected Fields:

Employes Mumber Category
Product Mame

Employee Mame
Unit Qty

From the Available Fields, double click on the Employee Name field.
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'

Report Wizard
Which fields do you want on your report?
] :_:l:- :
s .’ You can choose from more than one table or query.,

Tables/Queri

Table: Sales Employees [=]

Available Fields: Selected Fields:

Employee Mumber Category

Product Mame
Date Employed Unit Qty
Pay Grade Quantity

Employee Mame

| < Back | Mext = Finish

NOTE: The report will now use information from the Orders table and also from
the Sales Employees table.

e Click on the Next button.

'

Report Wizard
How do you want to view your
data? Category, Product Mame, Unit Qty,
Quantity, Employee Name

by Sales Employees

Showe me m

Cancel || <Back | mext> || Einish

e Leave the default by Orders selected.

NOTE: When the report is complete, because by Orders is selected, information
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will be grouped according to a field or fields in the Orders table. This field or
fields will be selected in the next section of the wizard. For example, the ideal
field to use to group information in the report is the Category field. If by Sales
Employees was selected instead, the employees names would take priority in
the report and products would be grouped under each employee.

e Click on the Next button.

Report Wizard

Do you want to add any grouping
levels? Category, Product Name, Unit Qty,
Quantity, Employee Name
Pruduct ame
Unit Qty |?|
Quantity S
Employee Mame S
3
Priarity
)
Grouping Options ... | [ Cancel ] ’ < Back " Mext = ] ’ FEinish

NOTE: When the report is complete, you will see that the report is broken down
into Categories first, then Products, Quantities, Dates and finally Employees.

e Select Category, and then click on the right arrowed button to add the grouping
level.

SAMPLE

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au




Access 2010 Intermediate Page 55

' ]

Report Wizard
Do you want to add any grouping
Product Mame, Unit Qty, Quantity,
Employee Mame
Uit Oty
Quantity
Employee Mame
Priority
Grouping Options ... ] [ Cancel ” < Back Mext = Einish

e Click on the Next button.

o )

Report Wizard

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

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

I 7] (L Ascendng ]
2 | Izl Ascending
3 | Izl Ascending

¢ Inthe Sort Order dialog box, click on the drop down arrow and select Product
Name.
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o

Report Wizard
What sort order and summary information do you want for detail records?

You can sort records by up to four fields, in either

Ascending

Employee Mame

ascending or descending order.
I m)] | latemion|
{Mone)
PR Froduct Name
Unit Qty
iove

4 | IZI Ascending

[ .. |

Cancel ” <Back | MNext> ’ Finish

e The dialog box will look like this.

o

Report Wizard
What sort order and summary information do you want for detsil records?

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

e S roduct Name > [W]
: gi="n
E| Ascending

mrmrrmmrmrmmm
€3

NOTE: By selecting a field, in this case the Product Name field, when the report
is complete, information will be organised in Ascending order of Product Name,
within each category.

¢ Click on the Next button. Leave the Layout as the default setting.
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'

Report Wizard

How would you like to lay out your report?

Layout

() Block

i) Qutline

a page.

Orientation

@ Partrait

(7 Landscape

A

Adjust the field width so all fields fit on

Cancel || <Back | mext> || Einish

NOTE: The three Layout options control how the report will be laid out when
finished. Depending upon the number of fields included in a report, consideration
should be given to the report Orientation. If there are too many fields for a

single page width, select Landscape, otherwise (in this case) Portrait will be

sufficient. Orientation can be changed at any stage before printing.

e Click on the Next button.

o

Report Wizard

T

What title da you want for your report?

(Orders

© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au
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Access has given the report the name Orders. Click on the Finish button to
accept the name and complete the wizard. The report is now displayed in Print
Preview view. Take a while to see what has been produced.

Orders

Category
Baked Goods &

Product Name

Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix
Chocolate Biscuits Mix

Chocolate Biscuits Mix

Chocolate Biscuits Mix 10 boxes x 12 pieces 40 Michael Neipper
Scones 12 baxes 60 Robert Zare
Scones 24 pkegs. x 4 pieces 40 Nancy Freehafer
Scones 24 pkgs. x 4 pieces 100 mariya Sergienko
Scones 24 pkgs. x 4 pieces 40 Mancy Freehafer

Unit Qty

10 baxes x 12 pieces
10 boxes x 12 pieces
12-12 ozjars
12 - 12 oz jars
12-12 oz jars
12-12 ozjars
12-12 oz jars

e Click on the Close Print Preview button.

=== fiwp Ward
e _ kd
b Text File :
JareFaint Clase Print
List % More = Prewieu
1ata Close Preview
|

Quantity Employee Name

40 Nancy Freehafer

40 Nancy Freehafer

40 Laura Giussani

40 Anne Hellung-Larsen
40 Laura Giussani

40 Jan Kotas

40 Mariya Sergienko

e The report will be displayed in Design View.

||Product Name ||L.|nit Qty ||E1uantit\y ||Employee Name H
J +# Page Footer I ' ! : : L ! T T T T T T T T ’ "
2 | [ [ [ ] | L r 1 1 1 [ T 1]
X |:NOW[]' | ="Page " & [Page] & "of "& [PEEES]|
J # Report Footer
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Modifying the layout of a report

¢ Click on the Layout View button, displayed at the bottom-right of the screen.

< rLJ?L Ii:' i

JLovout view
14

(e T LT

e The report will be displayed as illustrated below.
.Orders

I : Category Product Name Unit Qty

Quantity Employee Name
| Baked Goods &

Chocolate Biscuits Mix 10 boxes x 12 pieces 40 Nancy Freehafer

Chocolate Biscuits Mix 10 boxes x 12 pieces 40 Nancy Freehafer

Chocolate Biscuits Mix 12-12 oz jars 40 Laura Giussani

Chocolate Biscuits Mix 12-12 oz jars 40 Anne Hellung—Larsen.
Chocolate Biscuits Mix 12-12 oz jars 40 Laura Giussani i
Chocolate Biscuits Mix 12-12 oz jars 40 Jan Kotas

Chocolate Biscuits Mix 12-12 oz jars 40 Mariya Sergienko

Chocolate Biscuits Mix

10 boxes x 12 pieces

40 Michael Neipper

Scones 12 boxes 60 Robert Zare

Scones 24 pkgs. x 4 pieces 40 Nancy Freehafer
Scones 24 pkgs. x 4 pieces 100 Mariya Sergienko
Scones 24 pkgs. x 4 pieces 40 Nancy Freehafer
Scones 12 boxes 60 Anne Hellung-Larsen:

within th
ield name {to first

‘Orders

+ ey

i 1Category Pfoduct Name Unit Qty

. i Baked Goods &

Chocolate Biscuits Mix 10 boxes x 12 pie

Chocolate Biscuits Mix 10 boxes x 12 pie
Chocolate Biscuits Mix 12-12 oz jars

Chocolate Biscuits Mix 12-12 oz jars
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¢ Move the pointer to the dotted line running down the right side of the Category
column. When the pointer changes to a horizontal line with arrows on each end,
click and drag the line to the right, increasing the width of the column until it is
wide enough to display all categories.

=

e The columns will now look like this

prders ______________________________________________________________________________________________

Category IProduc‘t MName Unit Oty

Baked Goods & Mixes

E Chocolate Biscuits Mix 10 boxes x 12 pieces
Chocolate Biscuits Mix 10 boxes x 12 pieces
Chocolate Biscuits Mix 12-12 oz jars
Chocolate Biscuits Mix 12-12 oz jars
Chocolate Biscuits Mix 12-12 oz jars
Chocolate Biscuits Mix 12 -12 oz jars
Chocolate Biscuits Mix 12-12 oz jars

Modifying the report title

e Click once on the report title (Orders).

Orders

tategory Product Name Unit Qty

Baked Goods & Mixes

Chocolate Biscuits Mix 10 boxes x

Category Product Name
Baked Goods & Mixes

Chocolate Biscuits Mix

e Type in the following to replace the existing label and press the Enter key to
complete the modification.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Intermediate Page 61

Product Orders by Category

Product Orders by Category

Category Product Name Unit Qty

Baked Goods & Mixes

Chocolate Biscuits Mix 10 boxes

Plhmmmladn Pimmea it Bl AR e

¢ Position the pointer over the report title box again, this time until the pointer
changes to crosshair.

&

¢ Click and drag the report title box to the right as illustrated below.

Product Orders by Category

Category Product Name Unit Gty Quantity Employee Mame

Baked Goods & Mixes -
Chocolate Biscuits Mix 10 boxes % 12 pieces 40 Mancy Free_hafer
Chocolate Biscuits Mix 10 boxes x 12 pieces 40 Mancy Free}!afer
Chocolate Biscuits Mix 12-12 oz jars 40 Laura Giuss-'ani
Chocolate Biscuits Mix 12-12 oz jars 40 Anne Hellung-Larsel
Chocolate Biscuits Mix 12-12 oz jars 40 Laura Giussani
Chocolate Biscuits Mix 12-12 oz jars 40 Jan Kotas

Adding alogo to areport
CI|ck on the Design tab and from within the Header / Footer group click on the

7| Image Numbers
| Controls | Header / Footer

e The Insert Picture dialog window is displayed.
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»
v Access 2010 Intermediate ... » - | 3 | | Search Access 2010 Intermedia... O |
Organize * Mew folder =« [ @
i N
i |
. Libraries
@ Documents /j -
2 NS S
[ Pictures T = & =
B videos images logo_Access logo_Excel logo_Outloock
#% Homegroup 1 L @
:ll = | A=
/8 Computer B logo_PowerPoint logo_Word
&, Local Disk (C)
- USB_KEY ())
File name: - [Graphis Files v]
Tools - I Open I ’ Cancel ]
e Double click on the Images folder to display your sample images.
|A] Insert Picture (]
v| 1. < Access 2010 Intermediate Co... » images - | 3 | | Search images e |
Organize * Mew folder
. Libraries
@ Documents
JF Music
i) Pictures linllon
B videos 5W-30 Moter Qil Air Filter Beverage Logo

eadlamp
Assembly

- [Graphis F

Tools + | 0K

J |

Cancel ]

e Double click on the Beverage Logo file to add the image to the report.
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Orders

T
T Product Orders by
category | productName  Unitaty

Baked Goods & Mixes
Chocolate Biscuits Mix 10 boxes x 12
Chocolate Biscuits Mix 10 boxes x 12
Chocolate Biscuits Mix 12-12 oz jar:
Chocolate Biscuits Mix 12 - 12 oz jar:

e The new image is too small. Position the pointer over the right edge of the logo
box until the pointer displays an arrow.

>

e Click and drag the right side of the box to the right (expand size). Expand the
box a small amount and let go of the mouse button.

e As the box expands, the image increases in size. Keep expanding the box until
the image fits in the box from top to bottom.

e With the logo resized, position the pointer over the report title box again, this time
until the pointer changes to crosshair.

<

¢ Click and drag the title box to the left until there is a small gap between the title
and the new logo, as illustrated below.

Formatting a form using themes

e Click on the Design tab and within the Themes group, click on the Themes
button.
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Access 2010 Intermediate
@ E9- ™=
Home Create External Data Database Tools Dresign l Arrange Format Pa
=
a Colors ~  aZ2Y X Totals ~ N -
_ S |Re Ae = (@ BRI
View | Themes [[a|Fonts ~ | GroUP 13 Hide Details
- - & Sort
Views | Themes |  Grouping & Totals | Controls

e A drop down theme menu will be displayed. As you move the mouse pointer
over each theme the format will preview the theme formattlng
]I H9-0o-|s
Home Create External Data Database Tools Design Arrange Forma

! n Colors = ¥ Totals =
= wa]
View | [Themes|[4]Fonts ~ grgurg'c 13 Hide Details % Aa = E] gl
~ i s}
Views || In this Database E” Cal
"’Ies EEEEEE
H o = m " Produ
E 5a . I e s e e
ries Aa Aa | 1 1| Product Name
E:E Be EEEEEE EEEEEN EEEEEE EEEEEE vilxes
F AOT Az W AOE 1|  Chocolate Biscuits M
R:wm il " Chocolate Biscuits Mi
= B P
o Aa H | Aa Aa a ::::::_ChocolateBiscmtsM
= . Chocolate Biscuits Mi
. Chocolate Biscuits Mi
E Aa 1 H Aa T ' Chocolate Biscuits Mi
EEEEEE L L L] Elem@ EEEEEE |:| P . . . .
— — . Chocolate Biscuits Mi
Erowse for Themes.., FesEes i i |
@ Save Current Theme... p— iz e
. | Scones
¢ Click on any one of the themes and the theme will be applied to the form

" | Chocolate Biscuits Mix

: Chocolate Biscuits Mix
| Chocolate Biscuits Mix

. Scones
. Scones

" Scones

. Scones

12-12 oz jars
12-12 oz jars

10 boxes x 12 pieces

12 boxes
24 pkgs. x 4 pieces
24 pkes. x 4 pieces
24 pkas. x 4 pieces
12 boxes
12 boxes

40 Mariva Sergienko
40 Michael Neipper
60 Robert Zare
40 Nancy Freehater
100 Mariva Sergienko
40 Nancy Freshafer
60 Anne Helling-Larsen
40 Michael Neipper
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Modifying field names within a report
e Click on the Product Name field title.

) ‘-IProduct MName IT_.'m't Oty

Category

' Baked Goods & Mixes

. Chocolate Biscuits Mix 10 boxes x 12 pie

¢ Double click on the word ‘Name’ and press the Del key.
|@omen
FUEEERRY  Product Orders by

Category |Pr0ductE |L.'nit Oty

Baked Goods &Mixes
... ChocolateBiscuits Mix 10 boxesx12
-------------------- . Chocolate Biscuits Mix 10 boxes x 12

e Press the Enter key. The column will now be called Product, rather than
Product Name.

Category iProduct |Ur|1r Qty

ke Goods & Mixes -
:fChocolateBiscuitsl\'Iix 10 boxesx 12 p
..................... . Chocolate Biscuits Mix 10 boxesx 12 p

g and attin e dat ti
Within the Dgsign tab yo see t a

. Click onithe Date

ime on.
Report Lay ols, Rep Datab (Access 2007) - Micro
esig rrange F age Seti

'j &l Logo
600 Aa ) QBN § b ) awe

Controls | Header / Footer

e The Date and Time dialog box is displayed.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Intermediate Page 66

@ Wednesday, 14 April 2010
(7) 14-Apr-10

() 14f04/2010

Indude Time

(@) 5:49:56 PM

(71 5:43PM

) 17:49

Sample:

Wednesday, 14 April 2010
5:49:56 PM

o || conce

e Click on the OK button.

| neauer j rouLern |

gof‘\!ednesday, 14 April 2010
5:50:08 PM

¢ The date and time are inserted into the top (header) section of the report to the
right of the report title but are very hard to read as they are displayed using a
dark coloured font, on a dark background.

NOTE: The date and time are inserted separately; therefore each will require
individual modification.

e Within the Home tab you will see the Text Formatting group.
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e )
Aharoni

3

v 12 -

Blr u A-¥- 5~

Text Formatting

Use the normal font formatting techniques to make the date display using bold.
Also increase the font size and maybe use a different font type.

Repeat the steps to modify the time.

Adding existing fields to areport

Click on the Design tab, and within the Tools group, click on the Add Existing
Fields button.

Report Layout Tools

5 Dresign |

Arrange Format

%mm@@@&lﬂﬂ-

Controls

‘ Reports : Database (Access 2007) - Microsoft Access
Page Setup
j ﬁﬁLogo Eﬁ :!@
2 L Tite -l =
| image - | Numpers EbDate anaTime | ““icids - | sheet

Header / Footer Toaols

The Field List opens (to the right of your form) and displays the tables within the
database and the available fields.

] Feiati

|| Fields available for this view:

=

=] Orders

Edit Table
Order Mo

First Mame

Last Mame

Position

Employee ID

Category

Product Mame

VIPLE

Click within the Employee Name column.
In the Fields List, double click on the Position field to add it to the report.
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Field List x

Fields available for this view:

[=] Crders Edit Table

= Sales Employees Edit Table

Crder No
First Name
Last Mame

Employee ID
Category
Product Mame
Unit Qty
Cluantity
Crder Date

Employee Mumber
Employee Mame
Position

Date Employed
Pay Grade

e The new field will be displayed as illustrated.

t Orders by CategWednesday, 14 April 2010

6:02:50 PM

___________________________________________________________________________________________________________________

10 boxes x 12 pieces

10 boxes x 12 pieces

12 -12 oz jars

12 - 12 oz jars

12 -12 oz jars

12 - 12 oz jars

12 -12 oz jars

40 Nancy Freehafer

40 Nancy Freehafer

40 Laura Giussani

40 Anne Hellung-Larsen

40 Laura Giussani

40 Jan Kotas

40 Mariya Sergienko

Snr Account
Manager
Purchasing
Representative
Snr Account
Manager
Purchasing
Representative
Accounting
Assistant
Purchasing
Representative
Purchasing

pTesen

or example, If the Employee

Name was selected, the Position field would have been inserted to the right of

e Click on the Close button to close the Field List.

Employee Name.
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[T ETI- Y

Tools

|| Fields available for this vieps
[El Orders Edit 151058
Order No
First Name
Last Mame
d Position
_____________________ Employee ID
. o Category
Product Name
f Unit Qty
Manager Mauantite

Resizing reports for printing

e With the field list closed and the Unit Qty field added to the report, it is possible
that you may to see a dotted line running down and through the field displayed at
the extreme left of the report.

%-Eﬂadnesday, 14 April 2010
6:02:50 PM
Quantity Employed Name Position
40 Nancy Freehafer Snr Account
Manager
40 Nancy Freehafer Purchasing
Representative
40 Laura Giussani Snr Account
Manager
40 Anne Hellung-Larsery  Purchasing
Representative
40 Laura Giussani Accounting
Assistant
40 Tan Kotas Purchasing
Representative

ick in each of the field name at the top of each column and one by one, use the
normal drag and drop techniques to resize each column so that you will be able
to print on a single page.

e Save and changes you have made and close the Access program.
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Totals

e Start Access.

e Open a database called Totals.
e Double click on a report called Orders.

@id9- s

Create

External Di

All Access Objects

ol

Tables
% Orders

E Sales Employees

-
F

Queries
Beverage Sales

Customer Orders

]

Reports

Eeverage Sales

«

_

Category
Baked Goods & Mixes

he report i
ate

Clickon t

The screen will look like this.

_

Product Orders by Calegon ety leaputaiid

Product

Chocolate Biscuits Mix

Chocolate Biscuits Mix

Chocolate Biscuits Mix

Chocolate Biscuits Mix

Chocolate Biscuits Mix

Unit Qty

10 boxes x 12 pieces

10 boxes x 12 pieces

12 -12 oz jars

12 -12 oz jars

12 -12 oz jars

Quantity Employee Name

40 Nancy Freehafer

40 Nancy Frechafer

40 Laura Giussani

40 Anne Hellung-Larsen

40 Laura Giussand

Position

Snr Account
Manager
Purchasing
Representative
Snr Account
Manager
Purchasing
Representative
Accounting
Assistant

40 Jan Kot P i
d tI number oIaes in
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. Chocolate Biscuits Mix 10 boxes x 12 pieces

. Chocolate Biscuits Mix 10 boxes x 12 pieces

e Click on the Totals button, located under the Design tab within the Grouping &
Tools group

Al -~ \

Home Create External Data Database Tools [ Dresign IAI
:

Wiew Themes [A] Fonts ~ GFOUD 13 Hide Details

Views | Themes | Groupmg &Totals |

e From the drop down list displayed, select Count Records.

@“nqvpﬂvh Report Layout

Home Create External Data Dratabase Tools Dresign Arrange Format F
=
' | E Colors = I! % Totals =

— =
. S A =l () @ B
Wiew | Themes Fonis ~ Group sum
- M & Sort R
Average
Views | Themes | Grou 1 Controls
Count Records
All Access Objects @ «
COUTTt Y aEs
Tables -3 "
Max
% Orders R . T
= Min :
Sales Employees '
pey Standard Deviation 0
Queries 2% e s |
= Variance .
Beverage Sales — S IPI‘Dduc‘t IT_,
Customer Orders Baked Goods & Mixes -

B W|n the Grouping

Create External Data Database Tools Demgn Ar

AY mcoon
i Aa

View | Themes [A] Fonts ~ grgurg'c 13 Hide Details
- . =

Views | Themes | Grouping &Totals |

e From the list displayed select the Sum command.
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| Sum

Average
Count Records
Count Values
Max

Min

Standard Deviation

Variance

e Below each group (category) a value is displayed in both the Product Name and
Quantity columns.

pL T ; Kepresentative
: Scones 24 pkgs. x 4 pieces 100 Mariya Sergienko Accounting
] ’ Assistant
: Scones 24 pkgs. x 4 pieces 40 Nancy Frechafer Purchasing
e e Representative
: Scones 12 boxes 60 Anne Hellung-Larsen  Accounting
S Assistant
: Scomnes 12 boxes 40 Michael Neipper Purchasing
e S Representative
i Scones 24 pkgs. x 4 pieces 40 Laura Giussani Accounting
i * Assistant
: Scones 12 boxes 100 Andrew Cencini Snr Account
T Manager
: Scones 12 boxes 60 Mariya Sergienko Accounting
P Assistant
] 17 e
S —— e ]
; Beer 12 - 550 ml bottles 40 Anne Hellung-Larsen  Snr Account

777777777777777777 Manager

e On the last page of the report, grand totals of all groups are also displayed.

................. : t
': - Clam Chowder 40 - 100 g pkgs. 40 Anne Hellung-Larsen  Purchasing
................. : Representative
""""""""""  Clam Chowder 40 - 100 g pkgs. 60 Mariya Sergienko Puschasing
................. : Manager
. Clam Chowder 40 - 100 g pkgs. 40 Mariya Sergienko Purchasing

Pagelofl

: The format of the /totals be modi
e Font group in the Home ribbon tab, select
making them bold.

d by selectin t,
ing a different size, font or simply

Closing areport

¢ Right click on the Orders report tab. Select the Close command from the list
displayed, to close the report.
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@ d9-~-|- ’

Home Create Bxternal Data Database Tools

All Access Objects = « W save .
fiblcs 2 Eﬁ' LClose ]
£ orders .
i Close Al :
B sales Employees {ll
Report View L
Queries Py i Rep o
- -] -
Beverage Sales Layout View
- Design View (.
Customer Orders g =esia Wi
= |_~l Print Preview - -
%

Reports
]

Deleting areport

¢ In the Navigation Pane, click once on the Beverage Sales report to highlight.

Al - s

Home Create Bxternz

All Access Objects ® « ||
Tables &
EH orders

E Sales Employees
Queries

Beverage Sales

k3

Customer Orders
Rep A
Beverage Sales

LITOETS

e Press the Delete key to delete the report. Access prompts for confirmation.

i Do you want to permanently delete the report ‘Beverage Sales'?

If you dick Yes, you won't be able to undo the deletion.

On etp;t
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Exporting

What does exporting data mean?

e When you save data you save it to disk in the same file format used by the
application, in this case Microsoft Access. Exporting data means saving the data
in a different format. For instance we could save our database in a spread sheet
format (such as Microsoft Excel format), or as text or in XML format.

It is important to note that you cannot use the Access Save As command to save

the database in an alternative format such as an Excel workbook, text file or XML
file. You need to export the file.

What is a spread sheet format?

e The file is actually stored as a workbook and each workbook can contain many
worksheets (which contains the tables of data). A typically example is Microsoft
Excel.

What is text only and CSV format?

e As the name implies, if you export a database in text only format, then only text
will be saved. You will lose all formatting and other non-text information.

A common text format is called a CSV format. This is short for Comma
Separated Vales. A CSV file maintains the record and field database structure by
inserting a comma after each field within the file. You could then import the CSV
formatted files into a database or spread sheet and it would be able to delimit, i.e.
separate, the rows and columns to correctly display the basic data. CSV files will
not retain any formatting or other non-text related information.

Whatus a PDFfile?

e The Adobe Acrobat PDF file format is useful because if you save your objects as
PDE files these can be viewed by other people who may not have access tojthe
Access programss=The PDF files can also be displayed within web sites or
attached to emails and send to colleges.

e The Adobe Acrobat Reader program is‘required to view PDF formatted files'and
is available as a free download from the Adobe web site.

What is an XML file?

e XML is short for ‘Extensible Mark-up Language’. It is a general-purpose mark-up
language that allows you to share data created by different hardware and
software via the Internet.
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Exporting a table as an Excel file

e Start the Access program.

e Open a database called Exporting.

e Select but do not open the table called Next Weeks Courses.

@9 -®-s
Home Create External Data Databs:
All Access Objects = «
|Se\a'rch... |P
Tables &

= MNext Weeks Courses

¢ Click on the External Data tab and from within the Export group, click on the
Excel button.

|’E|| = R I Exporting : Database (Acces

= ﬁTextFile % % % A (A Access
/ - X4 - = ="
& E 5 e 57 2 B G

¥ XML File
Saved Linked Table Excel Access ODBC | Saved Excel Text XML PDF  E-mail
Imports Manager Database ’.FMWE' Exports File File  orXPS %More'
Import & Link | Export

e You will see the following dialog box.

T e % )

Select the destination for the data you want to export 'l/ A
\\ Z

Specify the destination file name and format.

File name: |C:‘JJsers\Dave‘.DommemsWext Weeks Courses. xlsx | Browse. ..

File format: |Exoe| Waorkbook (*.xlsx)

Export data
Select this g

en you export formatted da

export formatted data and

S &
selected.

e Click on the Browse button.
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%vLﬂ <« Documents » My Documents »

- | 3 | | Search My Documents je |
Organize » New folder = - (7]
@I Microsoft Access —  Documents ||brary Arrange by: Folder
My Documents
0 Favorites Name Date modified Type
B Desktop
j Downloads E | . Access 2010 Intermediate Course 14/03/2010 1417 File folder
%5 Recent Places My Data Sources 20/05/2010 12:27 File folder
[ Libraries |
@ Documents
Jﬁ Music
[ Pictures
B Videos
Lo - 4 m 3
File name: Next Weeks Courses -
Save as type: ’E](CE' Workbook ']
(~ Hide Folders Tools v | Open | | concel |

You should see the Access 2010 Intermediate Course folder displayed within
the right section of the dialog box. Double click on the Access 2010
Intermediate Course folder to change to that folder. The dialog box will now
look like this.

QU = -

. b Access 2010 Intermediate C... »

- | g | | Search Access 2010 Intermedia... 0O |

Desktop
Downloads

B Recent Pla

ibraries

. ima
Con

el Formate,

Organize = MNew folder = - @

(A] Microsoft Access Documents | Ibrary Amangeby: Folder ¥
Access 2010 Intermediate Course

7 Favorites Name B Date modified Type

File folder
Microsoft Ex

i Videos
o . || m b
File name: Mext Weeks Courses -
Save as type: [El(cel Workbook vl

(+ Hide Folders
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¢ Enter a file name such as Excel Version Next Weeks Courses.
e Click on the Save button and you will see the following dialog box displayed.

Select the destination for the data you want to export \",/ A

Spedify the destination file name and format.

File name: |C:‘|JJsers‘|David Murray\DocumentsAccess 2010 Intermediate Course\Excel Version Next Weeks Col| l Browse. .. ]

File format: |Exoe| Workbook (*.xlsx) E|

Spedify export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

["] open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

["] Export only the selected records.
Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected.

e Click on the OK button to save the database table in an Excel file format. You
will see a final dialog box displayed, click on the Close button to close the dialog

box.

|ErreEadiEmeiss Enr=

Save Export Steps \‘VIA

Successfully exported ‘Mext Weeks Courses',
Do you wanit to save these export steps? This will allow you to quickly repeat the operation without using the wizard.

Save export steps

SAMPL
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e Don't actually do this now, but if you used the Windows Explorer program to
view the contents of your Access 2010 Intermediate Course folder you would
see the new Excel file listed as illustrated.

%v| _. ¥ Libraries » Documents » Access 2010 Intermediate Course » - | +y | | Sea
Organize * @ Open - Share with - Print E-rnail Burn Mew folder
3T Favorites Documents library
Ml Desktop Access 2010 Intermediate Course
& Downloads Name : Date modified Ty
£ Recent Places Data Exchange - Linking data in an Excel ..  31/08/200913:13  Mi
) Data Exchange - Linking to existing datab... 31/08/200913:13 Mi
73 Libraries ivg-a-Tabd 12/04,/2010 15:08 i
] Documents |@ Excel Version Next Weeks Courses 14/03/2010 14:19 Mi
J' Music ERpoTTTg 14/03/201014:19 i
=] Pictures Exporting 14/03/20101417 M
B videos External Data File 17/11/2009 15:07 Mi

e Close the Access program.

Exporting a table as a text file (keeping data format & layout)

e Start the Access program.
¢ Open a database called Exporting.
e Select but do not open the table called Next Weeks Courses.

Bl - s

Home Create External Data Databs:
All Access Objects & «
Il_ffarch.. |)'-3
Tables &

= Mext Weeks Courses

Data tabh and from within the Export group, click on the
tton.

t
le

@9~ ®-s

Exporting : Database (Acces

& 75 oF & wF oo

QODBC

Saved Linked Table Excel Access :
Database % More ~

Imports Manager

Import & Link

Create EBxternal Data I Database Tools

57 a0 w0 wm ea B3 g

Saved Excel Text XML PDF  E-mail
Exports File  File or¥ps & More -
Export
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You will see the following dialog box.

E=3)

Select the destination for the data you want to export \\\t\\\\ ///.%

Spedify the destination file name and format.

Eile name: |C:‘|Users‘qDa\-'id Murray\Documentsiiext Weeks Courses. bt| | Browse...

Spedfy export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

["] open the destination file after the export operation is complete.
Select this option to view the results of the expart operation, This option is available only when you export formatted data.

["] Export only the selected records.
Select this option to expart only the selected records. This option is only available when you export formatted data and have records
selected,

Click on the Browse button.

[al B
- @ v Libraries » Documents » ¥ | ¥4 || Search Documents L2
|

Organize » Mew folder EEE (7]

Fs

Documents library

Includes: 2 locations

@I Microsoft Access

Arrange by:  Folder =

i ame B ate modifie e
7 Favorites N D dified Typ:
B Desktop
j Downloads lj.; Access 2010 Intermediate Course 14/03/2010 14:19 File folder
OUrCEs ile folder
S /2010 JEE7 File fold

2| Recent Pla

(= Libraries

o 4 m b
File name: Mext Weeks Courses -
Save as type: | Text Files - l
(4 Hide Folders Tools v | Open | | cancel |

Page 79
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e You should see the Access 2010 Intermediate Course folder displayed within
the right section of the dialog box. Double click on the Access 2010

Intermediate Course folder to change to that folder. The dialog box will now
look like this.

@-@v| . % Doc.. » Access 2010 Intermediate C... » - | +y | | Search Access 2010 Intermedia... B |
Organize « Mew folder = - (7]
@I Microsoft Access —  Documents I|brary B by Folder ~

Access 2010 Intermediate Course

(R Mame Date modified Type

Bl Desktop 3

B Downloads . images 14/03/2010 14:10 File folder

5 Recent Places @ Contacts C5V Formated 270872009 18:06 Microsoft Exc

o u Contacts Text Formated 27/08/2009 18:07 Text Docume
- Libraries

@ Documnents

Jl Music

[E5] Pictures

B Videos - 4 m

File name: Mext Weeks Courses

Save as type: lert Files v]

(+ Hide Folders Tools = I Save I [ Cancel ]

e Enter a file name such as Text File Version Next Weeks Courses.

e Click on the Save button to export the table to a text file. You will see the
following dialog box.

SAMPL
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desmaljonford]edatayouwanttoexpmt \‘\\\\‘

Spedfy the destination file name and format.

File name: |C:'VJsers‘\David Murray\DocumentsiAccess 2010 Intermediate CourselText File Version Next Weeks C| I Browse... I

Specify export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

["] Open the destination file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you export formatted data.

[] Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected.

Lo J[ conc

e Select the first option which will keep the column structure intact.

Ix!

desthaﬁonford]edatayouwanttoexpmt \\\\\‘

Spedfy the destination file name and format.

File name: |C:‘1IJsers\Da\tid Murray\Documents\Access 2010 Intermediate CourseliText File Version Next Weeks C| Browse...

Specify export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

Open the destination file after the export operation is complete.

rma ta and have records

e Click on the OK button and you will see the following dialog box displayed.
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Encode ‘Next Weeks Courses’ As e
Choose the encoding to use for saving this file: E
@ Windows (defauit)
() M3-DOS
(7 Unicode
() Unicode (LUTF-3)

e Use the default encoding option and click on the OK button. The following dialog
box will be displayed.

Save Export Steps \"I/ A

Finished exporting ‘Mext Weeks Courses' to file 'C:\Users\David Murray\Documents\Access 2010 Intermediate Course{Text File Version Mext
Weeks Courses. twt' successfully.

Do you want to save these export steps? This will allow you to quiddy repeat the operation without using the wizard,

Save export steps

Click on the Close button.

Don i [ orer program to

folder yo
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%" 1.« Docu.. » Access 2010 Intermediate Course » - | +y | | Search Access .
Organize - E Open - Share with « Print E-mail Burn Mew folder
7 Favorites — Documents library

Bl Desktop Access 2010 Intermediate Course
.-" Downloads Mame : Date modified
7| Ll e (] Tables - Modifying a lookup within a field  17/11/2009 15:22
) A @ Tables - Medifying an input mask 17/11/200915:22
@ Libranies r (] Tables - Modifying an outer join 17/11/2009 15:22
E Docements (2] Tables and Recards 12/04/2010 11:08
J’ Huslc Test document 16/07,/2007 18:20
= Pfctures | || Text File Version Mext Weeks Courses 14/03/2010 14:31
B videos oAtk 14/04,/201019:20

e |f you were to open the file to a text only editing program, such as Notepad, the
data would look like this.

" Text Flle Verion Next Weeks Cousres - Notepad =N =R~
File Edit Format View Help

| ID 1 Course Name | Course 1 Price | Places Left | Course Date | Do )
| 1 | word 2010 | Basics | $200.00 | 5 3/03/2010 |

| 2 | Excel 2010 | Advanced 1 $400.00 | 2] 3/03/2010 |

| 3 | PowerPoint 2010 | Basics I £200.00 | 4 | 3/03/2010 |

| 4 | PowerPoint 2010 | Advanced 1 $400.00 | 1] 3/03/2010 |

| 5 | outlook 2010 | Basics | $200.00 | 4 | 3/03/2010 |

| 6 | Access 2010 | Basics 1 $200.00 | 3] 3/03/2010 |

| 7 | Access 2010 | Advanced I $400.00 | 1| 3/03/2010 |

< n LA

NOTE: This format is NOT what many programs will expect when importing data
from Access. Normally you would save to a text file in CSV format.

e Close the Access program.

eeks Cours
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@9 e-s
Home Create External Data Datab:
All Access Objects = «
|_f£arch... |}J
Tables *

= MNext Weeks Courses

e Click on the External Data tab and from within the Export group, click on the
Text File button.

|E“ H9-@o-|< Exporting : Database (Acces

Home Create Bxternal Data Database Tools
' - _?= o] Text File == sss % % ===8 07y (B Access
@ [}% Iﬁ ¥ XML File @ e e (= &l word Merge

7

Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF  E-mail
Imports Manager Database {;EMWE' Exports File File  orXPs %More*
Import & Link | Export |

e You will see the following dialog box.

Select the destination for the data you want to export \\"/// 5]

Specify the destination file name and format.

File name: |C:‘\Users‘\David Murray\Documents\Next Weeks Courses. bet] | Browse...

Specify export options.

Export data with formatting and layout.
Select this option to preserve most formatting and layout information when exporting a table, query, form, or repart.

[] open the destination file after the export operation is complete.
Select this option to view the results of the export operation, This option is available only when you export formatted data.

["] Export only the selected records.
Select this option to export only the selected records. This option is only available when you export formatted data and have records

ok || concel

¢ Do not select one of the three export options, but simply click on the OK button to
continue. You will see the following dialog box displayed. Make sure that the
Delimited option is selected.
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5 Export Text Wizard

This wizard allows you to spedfy details on how Microsoft Access should export your
Which export format would you like?

data.

(@ Delimited - Characters such as comma or tab separate each field

Fields are aligned in columns with spaces between each field

Sample export format:

[, "Word 2010", "Basics",£200.0000,5,3/3/2010 0:00:00,
2, "Excel 2010","Advanced",$400.0000,2,3/3/2010 0:00:
5, "PowerPoint 2010", "Basics",£200.0000,4,3/3/2010 O:
4, "PowerPoint 2010", "Advanced", $£400.0000,1,3/3/2010
5, "Cuclook 2010","Basics",$200.0000,4,3/3/2010 0:00:

1,"logo_Word.jpg"

00,2,"logo Excel.jpg”

00:00,1, "logo_PowerPoint.jpg"
0:00:00,2,"logo_PowerPoint.jpg"
00,1,"logo Cutlook.jpg”

B, "Access 2010", "Basics",$200.0000,3,3/3/2010 0:00:00,1,"logo Access.jpg"
[T, "Access 20107, "Advanced",$400.0000,1,3/3/2010 0:00:00,2,"logo Access.jpg"

[=3 Jon Jen Tubs Tiad T i

| I ) |

Mext =

Click on the Next button. You will see a dialog box allowing you to specify
delimitation type. Make sure that the Comma option is selected.

3l Export Text Wizard

What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below.

Choose the delimiter that separates your fields:

® Tab ® Semicolon Space

(@) Other: l:l
[ =]

[[]Indude Field Names on First Row Text Qualifier:

, "Word 20107, "Basics", §200.0000,5,3/3/2010 0:00:00,1, "logo_Word.jpg"

jpg"
erPoint.jpg”™
owerPoint.j

k.jpg”
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¢ Click on the Next button. The following dialog box will be displayed.

[=5] Export Text Wizard 2

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

Export to File:

= Wsers\Dave \Documents Pext Weeks

’ Cancel ] ’ < Back ] | Mext = | l Einish I

e You will notice that the default file name extension is .TXT.
5] Export Text Wizard

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

Export to File:
|C:‘|,Users‘lDave‘lDummentsWext Weeks Courses, tut

needs to export your |

Export to File:
|C:\.IJsers\Dave‘|DummentsWE}(t Weeks Coursed.csy
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¢ You can also manually modify the save location, as illustrated, to save the file in
the same folder as your other sample files.

53] Export Text Wizard

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

Export to File: 1
|C:‘JJsers\David Murray'\Documentd\Access 2010 Intermediate Course‘{}lext Weeks Courses.csv
|

¢ Finally you could change the actual file name from Next Week Courses to CSV
Formatted Courses. The dialog box should now look like this.

[=2] Export Text Wizard

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

Export to File:
|C:‘ql..|sers‘,David Murray\Documents\Access 2010 Intermediate Course\CSY Formatted Courses.csy

e Click on the Finish button and you will see the following dialog box displayed.

Export - Text File S|
RRCl S are "/ 7 N
Finished exporting table 'Mext Weeks Courses' to file 'C:\Wsers\David Murray\Documents'Access 2010 Intermediate Course\CSV Formatted
Courses.csv'.

Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard.

|:| Save export steps

SAMPLE

e Click on the Close button.

FOR USE AT THE LICENSED SITE(S) ONLY
© 2010 Cheltenham Courseware Pty. Ltd. www.cheltenhamcourseware.com.au



Access 2010 Intermediate Page 88

e Don't actually do this now, but if you used the Windows Explorer program to
view the contents of your Access 2010 Intermediate Course folder you would
see the new CSV file listed as illustrated.

%v| .. % Docu.. » Access 2010 Intermediate Course » - |4

Organize = @ Open = Share with « Print E-mail E
7 Favorites — Documents library
Ml Decktop Access 2010 Intermediate Course
4. Downloads Mame -

U +
‘= Recent Places

Contacts Excel Formated

| ibrari
= Libraries |[%‘]C51.-meaﬁed Courses
@ Documents
Musi
ﬂ o (@] Data Exchange - Importing a TXT file
[= [ EES TS

e Close the Access program.

Exporting a table as a PDF formatted file

e Start the Access program.
e Open a database called Exporting.
e Select but do not open the table called Next Weeks Courses.

@9~ o=

Home Create External Data Databs:
All Access Objects = «

|_‘-'farch... |}J
Tables 3

= MNext Weeks Courses

o 5o

#3 XMIL File @y word Merge

Saved Linked Table Excel Access ODBC Saved Excel Text XML PDF  E-mail
Imports Manager Database ?_ﬁ Mare ™ | Exports File File  or¥PS % More -
Import & Link Export

e This will display the following window.
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[A] Publish as PDF or XPS =]
%v|@ v Libraries » Documents » - | g | | Search Documents e |
Organize » New folder A== @

Microsoft Access —  DOCUME ntS IIbrary Arangeby: Folder =
Includes: 2 locations
W Favorites Mame Date modified Type
Bl Desktop L
3 . Access 2010 Intermediate Course 14/03/201014:51 File folder
4 Downloads
5| Recent Places My Data Seurces 20/05/201012:27 File folder
o Libraries L
@ Documents
J‘ Music
(&= Pictures
B Videos
i - 4 [} »
YT CRlN ext Weeks Courses| -
Save as type: ’PDF -
Open file after publishing Optimize for: @) Standard (publishing
online and printing)
@ Minimum size
(publishing enline)
’ Options.. ]
“ Hide Folders Tools = I Publish I l Cancel l

e Change to the Access 2010 Intermediate Course folder, by double clicking on
the folder.

¢ Inthe Save as Type section make sure that PDF is selected.

e Click on the Publish button. If you have the Adobe PDF Reader program
installed you may see the file displayed, as illustrated.

Next Weeks Courses.pdf - Adobe Reader ===

File Edit View Document Tools Window Help *

B D e e - i -

12/04/2010

6 Access 2010  Basics . 3/03/2010
7 Access 2010 Advanced L 3/03/2010

e Close the PDF Reader program.
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¢ Close the Export — PDF window by clicking on the Close button.

—— 497 A

Finished exporting 'Mext Weeks Courses' to file 'C:\Wsers\Dave\DocumentsMext Weeks Courses.pdf successfully.
Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard.

Save export steps

e Don't actually do this now, but if you used the Windows Explorer program to
view the contents of your Access 2010 Intermediate Course folder you would
see the new Adobe PDF file listed as illustrated.

%vl .. » Libraries » Decuments » Access 2010 Intermediate Cours

Organize * _| Open Share with + E-mail Burn Mew
7 Favorites Documents library

L] Desktop Access 2010 Intermediate Course

& Downloads Name

) - - P L E

e Close the Access program.

Exporting a table as an XML formatted file

e Start the Access program.
e Open a database called Exporting.
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e Select but do not open the table called Next Weeks Courses.

@9~
Home Create External Data Databs:
All Access Objects & «
Il_ffarch.. |}J
Tables &3

= Mext Weeks Courses

¢ Click on the External Data tab and from within the Export group, click on the
XML File button.

@“ = R I Exporting : Database (Acces

Home Create I EBxternal Data IDatahaseTuuls
5 = o el I RR RGO
= ¥ XML File = ®ly word Merge

Saved Linked Table Excel Access ODBC Sawved Excel Text XML PDF  E-mail
Imports  Manager Database @MO’E' Exports File File orXps %}More'
Import & Link Export

¢ You will see the following dialog box.

|x|l

Select the destination for the data you want to export \\\?\\\\\",///

Spedify the destination file name and format.

File name: |C:WsersDave‘lDommentsWext Weeks Courses.xml | Browse...

e Click on the Browse button.
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%v| . % Doc.. » Access 2010 Intermediate C... » - | “f| | Search Access 2010 Intermedia... 9 |
Organize = MNew folder == - (7]
(A] Microsoft Access — Documents Ilbrary e by Folder ~

Access 2010 Intermediate Course
7 Favorites Mame ° Date modified Type
B Desktop E _ _
I Dovniloads . images 14,/03/2010 14:10 File folder
5| Recent Places =] XMLCustomerFile 31/08/2009 13:52 XML Documne
[ Libraries
@ Documents
Jl Music
[E5] Pictures
B Videos - | m b
File name: Mext Weeks Courses -
Save as type: [}(ML v]
'~ Hide Folders Toos v [ sawve | [ cancel |

e You should see the Access 2010 Intermediate Course folder displayed within
the right section of the dialog box. Double click on the Access 2010
Intermediate Course folder to change to that folder. The dialog box will now

look like this.

%v| .« My Documents » Access 2010 Basics » - | 3 | | Search Access 2010 Basics 2 |
Organize - Mew folder == - 0
@ Microsoft Access Document_s IIbrary Arrangeby: Folder ~

Access 2010 Basics
Favorites Name T
J im File folder
ﬁ Homegroup
- 4 1 3
File name: Mext Weeks Courses -
Save as type: IXML v]
(= Hide Folders Toos v | sawe | [ cance |
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¢ Click on the Save button and you will see the following dialog box displayed.

Select the destination for the data you want to export W "/// §
\\
Specify the destination file name and format.
Eile name: | C;\sers\David Murray\Documents\Access 2010 Intermediate Course\Next Weeks Coursesoaml | [ Browse... |
oo J[ cenc

e Click on the OK button and you will see the following dialog box.

Schema of the data (XS0
Presentation of your data (X5L)
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Save Export Steps "/ A
.

Finished exporting ‘Mext Weeks Courses' to file 'C:\Wsers\David Murray\Documents Access 2010 Intermediate Course\MNext Weeks
Courses, xml' successfully,

Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard.

Save export steps

e Click on the Close button.

¢ Don't actually do this now, but if you used the Windows Explorer program to
view the contents of your Access 2010 Intermediate Course folder you would
see the new XML file listed as illustrated.

v| _. ¥ Libraries » Documents » Access 2010 Intermediate Course » - |4, || Search Access 2010 Interme

Organize = &3 Open = Share with « E-mail Burn Mew folder = =

i Favorites Documents library —
Bl Desktop Access 2010 Intermediate Course

Downloads i Type

Microsoft Acc

ibraries

147057 2010 15

s AT FINNT NELA

e Close the Access program.
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Printing

Considerations before printing

e Tables, queries and reports all use a grid layout which includes columns and
rows. ltis therefore important to consider the number and width of columns when
it comes to printing.

e If the number of fields can be kept to a single sheet (width), either portrait or
landscape, it will save on the number of pages you need to print.

e Although information can be printed directly from a table, consider using a query
to extract only the fields and records that are actually required.

Print previewing

e Print Preview view shows how the report, table, etc. will look when printed. This
includes the layout of columns (fields) on the page(s), how many pages are
required to print the information, the margin sizes, titles, page numbers, etc.

e Before you can preview your print job, the object must either be selected within
the Navigation Pane or open in the object window. To print only selected records
from a table, the table would have to be open first to select the records.

e Open Access and open a file called Printing. You will see the following.

@' : I=
Home Create External Data Database Tool
¥ cut l
33 Copy }
‘/
Views Clipboard Sort & Filter
All Access Objects %
Tables S
I &5, Orders

j Sabes Employees

Queries S
I EE Eeverage Sales

-'_3,:3 Customer Grders

Forms &

SEL S

Reports -

Eﬂ Orders

e Double click on the Orders report to open it, as illustrated.
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Wednesday, 14

,Mlu..‘ j r‘%@ Product Orders by Category L

Product Name

Category Quantity Order Date Employee

Baked Goods & Mixes

Chocolate Biscuits Mix 10 boxes x12 pieces 40 12/05/2007 Nancy Freehafer
Chocolate Biscuits Mix 10 boxes x12 pieces 40 3/11/2006 Mancy Freehafer
Checolate Biscuits Mix 12 -12 oz jars 40 12/04/2007 Laura Giussani
Chocolate Biscuits Mix 12 - 12 oz jars 40 13/05/2006 Anne Hellung-Larsen
Chocolate Biscuits Mix 12 - 12 oz jars 40 16/01/2007 Laura Giussani
Chocolate Biscuits Mix 12 - 12 oz jars 40 6/09/2006 Jan Kotas
Checolate Biscuits Mix 12 -12 oz jars 40 10/07/2006 Mariya Sergienkeo
Checolate Biscuits Mix 10 boxes x 12 pieces 40 22/03/2006 Michael Meipper
Scones 12 boxes 60 17/08/2006 Robert Zare
Scones 24 pkgs. % 4 pieces 40 16/05/2007 Nancy Freehafer
Srones M nlknac v 4 nieces 100 11062007 Mariva Sernienkn

e To use Print Preview, click on the File tab and from the drop down list displayed,
click on the Print button. Click on the Print Preview button.

B0z Printing : Dat

Home Create External Data Database Tools

Save

Save Object As
Quick Print

Send the object directly to the default printer
without making changes.

@ Save Database As

ﬁ Open

[ Close Database

Print

Select a printer, number of copies, and other
printing options before printing.

(@] Printing.accdb
%‘] Refining a query.ac...
[E] Quieries.accdb

%‘] Forms - Headers an...

Print Preview

Preview and make changes to pages before
printing.

Info

e The screen will now look like this.
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@| H G RN CRN Printing : Database (Access 2007) - Microsoft Access

File Print Preview

& [ [ oo Q YTEEEEI

Print Size  Margins [T print Data Only | |Portrait| Llandscape Columns  Page Zoom | One | Twa More Refresh Excel Text PDF  E-mail Mare Close Print

Setup - Page | Pages Pages~ All File  orXps - Preview
Print Page Size Page Layout Zoom Data Close Preview
All Access Objects ® «||E Oﬂiﬂs\
Tables *
E orders

E Sales Employees

Wednesday, 1
Queries &

@ Beverage Sales

@ Customer Orders

?mi ; a8 h‘llﬁ Product Orders by Category

Category Product Name Unit Qty Quantity Order Date Employee

%ms@smmr Orders 2 Baked Goods & Mixes

T = Chocolate Biscuits Mix 10 boxes x 12 pieces 40 12/05/2007 Mancy Freehafer

B orders Checolate Biscuits Mix 10 boxes x 12 pieces 40 3/11/2006 Nancy Freehafer
Chocolate Biscuits Mix 12 - 12 oz jars 40 12/04/2007 laura Giussani
Chocolate Biscuits Mix 12 -12 oz jars 40 13/05/2006 Anne Hellung-Larsen
Chocolate Biscuits Mix 12 - 12 oz jars 40 16/01/2007 Laura Giussani
Chocolate Biscuits Mix 12 - 12 oz jars 40 6/09/2006 Jan Kotas
Chocolate Biscuits Mix 12 - 12 oz jars 40 10/07/2006 Mariya Sergienko
Chocolate Biscuits Mix 10 boxes x 12 pieces 40 22/03/2006 Michael Neipper
L — ERJ— &n 17 MMQIMNNE Dot T

e A previously unseen Print Preview ribbon appears, offering you the most
common tools required to adjust and modify the layout of you object to achieve
the best printing results.

@‘ H9-o-|= Printing : Database (Access 2007) - Microsoft Access

Print Preview
EE [E E Show Margins Ii% ﬂ % ?é @ Z:E' E

Print Size  Margins [ print Data Only | |POMrait| Landscape Columns  Page Zoom | Ome | Two More @ Refresh Excel Text FDF  E-mail More Close Print
= = Setup = Page | Pages Pages~ All File  or XPS = Preview

Print Page Size Page Layout Zoom Data Close Preview
"

e A Page Navigation Bar, similar to the Record Navigation Bar used in tables,
gueries and forms can be seen at the bottom-left of the object window.

1
—l Scones

Page: 1 [ K 4

Ready

e o™ &

y appear
inter chan
nt readabl

stoa
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@| H9-0-(5 Printing : Database (Access 2007) - Microsoft Access
Print Preview

= JRERN R ] 2R Ra%

Print Size  Margins [ print Data Only | |Portrait| Landscape Columns Page Zoom | One | Two More | Refresh Excel Text PDF  E-mail More Close Print
= = Setup = Page | Pages Pages~ All File  orXPS ot Preview

Print Page Size Page Layout Zoom Data Close Preview
| | | | |

All Access Objects = «
Tables %
= orders

E Sales Employees

Queries 2
@ Beverage Sales

@ Customer Orders

Forms S
Customer Orders

Errr—

Reports 3
Orders

uuuuu

EREIETC R A

EruwbEususnalaaBEYa

e The Zoom group also offers further tools to enhance the focus and view of the
document when working within Print Preview.

Q Bl & | §

: Columns Page Zoom | One Two  Mare Refres
Setup = Page | Pages Pages~ I

Layout | Zoom |

=

e The Zoom button offers zoom pre-sets in percentages and the three pages per
view options offer the chance to preview multiple pages at once. This is useful

Syou are Ere inter din the | ut pa Ita contentE
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Printing : Database

s ElE]
& K
=
ns Page Zoom | One Two  More |
Setup = Page | Pages Pages~
& Fitto window
10%
25%
50%
75%
Tamzce
= zoom100%:
150%
200%
500%
Maximum 1000%
N

¢ Inthe Page Layout group the buttons control page size and page orientation, as

well as margin sizes.

[ [
1 Margins
Data Only | |Portrait| Landscape Columns  Page

Setup
| Fage Layout |

R

Zoom

-

¢

¢ Clicking on the Page Size button displays a dialog box listing common

International pages sizes.

Margins (milimeters)

Top: 6.35

Print Form Only
Print Datasheet Cnly
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e By default, Access previews pages in portrait orientation. If you are unsure which
orientation you are viewing, look at the Layout group in the ribbon. Whichever of
the two orientation buttons is active, i.e. brightly shaded, indicates the current
page orientation.

e When the Portrait button is selected and active, the page orientation is Portrait

= | E @

Portrait|Landscape|Columns Page Zc
Setup

gins

Cnly

Page Layout

e The page will look like this.

Qantzy
Takwz Cooda L Micea
Trocdete@acusMe 10 oo x 12 peca & 120572007 Nancy Fresheter
Crocoem@acamilc 10 s 13 peonn £ L2008 Mancy Fresraer
Thocdselocus M 1313 crje & 12042007 Laws Guom
Comselasai 12-Toje = LETT000 A e e e wn
Thocdselocus M 1313 crje & 180L/200 Laws Guomn)
Crmsemlaami 13-Tmje = BT08 e
Thocdselacus e 1313 crje & 10072008 Marye S egeioz
Crmsemlamsmii: 10Eman 13 ceen = T30 M M
Lrzm Z iz = AT I Rzzeniw
Zzzm 23 ad pemm = LTSI My Erma
Lizom gz =S peam - ALTLINT Maryelegens
Zzzm 23 ad pemm = s
Lizom L2 iz - LATDIN Ao e ng- e
Loone 12 oo & ITLL008 Michesl Meigcer
Lizom gz =S peam - TAL DI Lo G man
Loone 12 oo 1m 30300 Andrew Cenan
Lizom L2 iz - TN Maryelegens
™ a0
LR —
e LI B e £ LLTEINT Ao e ng- e
e 2517 sz = FLLII0E M Mg
e R k= LETLINT Acme e ng- A
e 12 - 550 mi e 1m SO0 Meryel egenic
e 13- 550 mi e = FYDR0E Arxdrww S
e 12 - 550 mi e & 052008 Leur Gunmni
e LI B e - TADNT L G man
e 12 - 550 mi Ic T £ IT/CN 2008 Jen o
T e = 1405 Ja i
o 2417 b = AR08 A e R L
T 13- = 11208 A Tz
om R Py = 1RO My Fresater
e FERE Py = 2RI A Caman
om 10 = 2 e 1m FADATOT MaraS egmni
e FERE Py = BTTI0E Fwny Ereee
k- RON DI Fozenisw

o400 AszeIve

ctive. The p orientati
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Wadnasday, 14 Apsl 2010
Product Orders by Category L1807 AM
Bak s & Mixes
ol Beous Mx 10 boos x12 piaces i 12052007 Mancy Frachater
atz Besouis Mix 10 bowas x12 piaces £ 31,2006 Mancy Fraghatar
ata Diouis Mie  12- 10 eoffars £ 12/04/2007 Laura Gussan
ata iouis Mie  12- 10 eojfars L] 13/05/2006 Anna Hallung-larsan
etz Bisouis Mie  12- 10 eofars L] 15/01/2007 Laura Grussan
o Beours M 12-12 eojars 40 &08,2006 Jan Kotas
hoonlaa Baout M 12- 12 szjans & 10/07/2008 Wariya Sargianks
Cholabo Bicoure Mx 10 boox x12 piocs 40 22/03/2006 Michaal Moippor
oS 12 oo il 1708/20068 RobortZaro
Semnes HMp 0 15/05/2007 Mancy Frachater
e 24 ple 100 11/06/2007 Maria Sergianio
Semnes 24 pigs w4 piames 0 24/03/2005 Mancy Freshafer
Seonas 12 koo & 14/10/2005 Anna Hallung-Larszn
Scones 12 oo e 312/2008 Wichas] Naippar
== 24 pligs x4 piems = 7412005 Loura Geussan
Scones 12 oo 100 23/03/2007 Andraw Cancin
Seonas 12 koo &l 2,06/2006 Maria Sergienico
17 850
Beverages
Baar 12 - 550 mi bottles 20 1503/2007 Anna Hallung-Larszn
Baar 24- 12 crbotfias 20 9112005 i
Baar 24- 12 crbotfias 125 13/05/2007 Anna Hallung-Larszn
Baar 12 - 550 mi bottles 100 a01,2007
Baar 12 - 550 mi bottles By 30,/06/2006 Andraw Cancin
Bzar 12 - 550 mi bottlas e 05,2006 Laura Grussan
Baar 12 - 550 mi bottlas 100 2042007 Laura Grassan
Wadnecday, 14 el 000 Tgelet 1o

¢ Close the Access program and save any changes you may have made.

Which orientation, portrait or landscape?

e When printing portrait pages, the advantage, assuming the report is only one
page wide, is that more records can be printed per page, resulting in less pages
being printed.

Landscape orientation on the other hand is useful when the table, report, etc. has
more fields (columns) than a portrait page can accommodate.

NOTE: When gelumns overflow the first,pagegzasecond page is used, in.effect
creating a two page wide printout. If those who the printouts are intended for are
to make good use of the printouts, regports, ete., it is recommended that the
printouts be kept to .a manageable size.

Adjustingflayout in'Print Preview

e Start the Access program.
e Open the database called Printing.
e Double click on Orders in the Navigation Pane to open the Orders table.
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@9

External Data

Database Tools

e

Cut
vaL:=¥.
E3 Copy
View Paste
& Format Painter
Clipboard

Views | ]

‘El Ascending ‘l'f/ Sele

T

Filter

%] Descending Vo Adv:
‘«}J Remove Sort W Togq
Sort & Filter

All Access Objects

= «

Y

==
T 5ales Employees

UTOETS

Queries &

Beverage 5ales

Customer Orders

23

Forms
Custamer Orders

Reports
Orders

»

[ ]
Preview button.

Click on the File tab and then click on the Print button

. Click on the Print

g x|z Table Tools Printing : Dat:
Home Create External Data Database Tools Fields Table
H Save )
Print
[El Save Object As
Quick Print

Save Database As

ﬁ Open

[ Close Database

Printing.accdb

Refining a query.ac...

without making changes.

Print

Select a printer, number of copies, and
printing opticns before printing.

Send the ohject directly to the default printer

other

Quieries.accdb
Forms - Headers an...

Info

Print Preview

printing.

Heln

Preview and make changes to pages before

The displayed is illustrated below.
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@“ H L AR A Printing : Database (Access 2007) - Microsoft Access

0 [ oo e REIHE 3EEE O

Print size  Margins [ print Data Only | |POFFANt|Landscape Columns  Page Zoom | One | Two More | Refresh Excel Text PDF  E-mail Maore Close Print

Setup = Page | Pages Pages~ All File  orXPs Preview
Print ‘ Page Size | Page Layout Zoom ‘ Data | Close Pre\r\ew|
All Access Objects = «
Tables 3
E orders
E Sales Employees

Queries A
@ Beverage Sales
@ Customer Orders

Forms 3
Customer Orders

Reports A
Orders

e The Page Navigation Bar is displayed below the table preview.

Page: 11 41 » M b | WK No Filter

e Click on the right arrowed button once.

Make a note of the fields in page 2 and then click on the right arrowed button
again and note which fields are in page 3.

Iti

B H9--|s

| Print Preview |
- = s . B I 2
EE lj [ Show Margins J

Print Size Margins [ print Data Only | Portrait{fandscape|folumns Page
¥ - o : Setup
| |
Print | Page 5ize | Page Layout |
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¢ In Landscape orientation, the printout only requires two pages (width), again
multiplied by the number of pages require to print all or selected records.

NOTE: You use the same page orientation techniques for tables, forms, query
output and reports.

Setting margins
e Next, click on the Margins button within the Ribbon.

Al -5

Print Preview
@ Ij @ Show Margins [

Print Size | Margins Frint Data Only | Po

- -

Print | Fage 5ize |

e This will display some pre-set options.

|EI|EL—']'FJ'|:

Print Preview

J— by
@ lj @ Show Margins
Print Size |Margins Print Data Only | Portrait (Landscape) Colu
Print Mormal yout
. Top: 191 em  Bottom: 191 cm
All Access Obje Left: 089 cm  Rightt 029 cm
Tables
EH orders Wide
Top: 254 em  Bottom: 2.54 cm
EH sales Empl Left: 191 cm  Right 191 cm
ueries
Q - Narrow
B¥ Beverages Top: 064cm  Bottom: 0.64 cm
- Left: 064 cm  Right: 064 cm
@ Customer
Forms Custom Margins
Customer '-,_';'(
Repaorts

Sel [ [ : : vIe in the p[ew
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37 Francisco

3B Ming-Yang
3o Eimbeth

41 Roland
42 Peter
43 John

45 carlos

OrderNo | Firsthame |

Last Name Pociti on
Feres-Clasts Furchasng Representative
e Purchasng Representative
anderzen Purchasing Representative
Mortenzen Purchasing Representative
Wacksr Furchasng Representative
Krschne Purchasing Director
Edwards Purchasng Representative
Lusdfick: Purchasing hanager
Grilo Arcounting Azsistant
Kuphkova ACcounting Amistant
Goldschmidt Furchasng Representative
Bagel Purchasng Representative
satier hiconi Arcounting Azistant
Eggerer snr Arcount Manager
L Purchasing hanager
Tham Purchasing Representative
Ramos ACcounting As=istant
Entin Enr Account Manager
Hazzelberg Purchasng hManager
Rodman Inr &ocount Manager
Liu Arcounting Azsistant
Toh Snr ADcount hManager
Raghav Furchasng Mansger
Les Purchasng Representative
Bedecs Purchasng hanager
GratacosSolsona  InrAccount Manager
Aen Arcounting Azsistant
Les snr Arcount Manager
‘0 Do nnell Furchasng Mansger
Mg Furchasng Representative
Anderzen Purchasng Representative
Iortenzen Purchasing Representative
Wacker Purchasing Representative
Krzchne Furchasng Director
Edwands Furchasng Representative

| Empicyesip |

Category
1Candy

3 Baked Goods B Mxes
Bsoups

3IEeverages

Acanned Mest
BSauces

5Dried Fruit & Nuts
EDried Fruit &Nuts
5Dried Fruit & Nuts
Acanned Fruit & Vesstables
3Pasta

3Cereal

SEeverages

A5300ES

TFGrains

Blams, Preserves

2 Dairy Products

1 Condi ments

30l

BPasta

1 Baked Goods B Mxes
3 Ccondiments

BSauces

3 Dried Fruit &Nuts
ADried Fruit & Nuts
BEeverages

5Jams, Freserves
‘BCondiments
SEeverages

Acandy

1Baked Goods & Mixes
3Zoups

BEeverages

3JCanned Meat
ASa0CEE

EDried Fruit &Nuts

Product Mame
Chocolate
Chocolate Biscuits Mix
Clam Chowder
Coffes
Crab hMest
Cury Sauce
Cried Apples
Cried Pears
Cried Plums
Fruit Cocktail
Gnocchi
Grangla
'Gneen Tea
Hot Pepper Sauce
Long Gran Rice
Marmalade
Mozmrels
Iustard
Oifve ol
Ravioli
SCones
Hrup
Tomato Sauce
Walnuts
Amonds
Beer
Boysenberry Spread
c3un sezoning
Chal
Chocolate
Chocolate Biscuits Mix
Clam Chowder
Coffes
Crab neat
Curry Sauce
Dried Apples

Unit Oty
12-11bphes.
132 - 12 oz jars
40 - 100 g phes.
15250Z
10 bomes x 12 pisces
30 gift bowes
24 phgs.x 4 pieces
24 - 12 oz bottles
24 -4 oz tins
12 -17 oz cans
15 - 500 g tins
10 pkg=
50 - 300 g phes.
15 - 2 kgbaxes
24-250 g phes.
24-250 g phes.
32 - E oz bottles
24-Eozjars
24-200 g phes.
Skgpkg
12 bowes
11bbag
20 bags per box
10 per box
10 bowes x 20 bage
12 - 550 ml bottles
4B - 50z jars
36 bowes
12-Eozjars
12-11bpke.
12-1Zozjars
40 - 100 g phes.
153502
10 bowes x 12 pieces
30 gift bowes
24 pkgs. x 4 pieces

NOTE: Another option to help further reduce the number of pages required to
print a table, is to resize and reduce column widths or even hide columns not
necessary to the printout.

SAMPLE
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J CHELTENHAM

END OF THE EVALUATION PREVIEW

This sample is approximately half of the complete course and is provided for
evaluation purposes only.

To purchase the rights to the editable version, supplied in Microsoft Word,
please visit our web site at:

http://www.cctglobal.com

Un imited Learning

er Courseware for IT Trainers

3
L [

Complete courseware libraries containing everything you need to deliver your training

Customisable Courseware.
No Annual Renewal Fees.
Unlimited Number of Users.
Unlimited Reprinting Rights.
PLUS Intranet Versions.

SAMPLE
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