MICROSOFT ACCESS 2007 — BOOK 2

4.1 INTRODUCTION TO ACCESS

FIRST ENCOUNTER WITH ACCESS 2007

P 205
Access is activated by means of Start, Programs, Microsoft Access or clicking on the icon.
The window opened by this process looks different from the previous versions:

It offers online templates, but the basics are still there: New Blank Database and Open Recent Database.

Template Categories

e e Getting Started with Microsoft Office Access

From Microsoft Office Online e w— Open Recent Database
- @

Sample Blank Database
Education Featured Online Templates

A

Ee

Events Marketing projects Projects Sales pipeline

Students

More on Office Online:
Training | Templates | Downloads

Eaﬁomine

What's new in Access 20077

JEE The new Access 2007 contains more powerful toals o Getthe latest content while working in the 2007
to help you quickly track, report, and share Microsoft Office system
Gl information in a manageable environment, Learn e to Reress 2007 User interface

more about the new features and improvements.

o Organize all your objects using the new, easy access
Mavigation Pane

Automatically update this content from Office Online Learn more

Activity 1 P 205:

e Load Access 2007.
e Open the existing database file CD_database.

You will see that a database can contain different components:



On the left task pane, a drop down menu displays the various components of a database:

External Data Database Tools Datasheet

_ . = b
Calibri [~ .@ = New = Totals "C Selection ] % ﬁ a5 Replace
= 4 Spelling Ll

5 copy = =5 Save W Advanced - = GoTo~
E === === == Refresh Filt Sizeto  Switch Find
Format Painter (B 7 UjA D ‘\E‘l | = ;.:e.s X Delete ~ EMore - || £ et " Toggle Filter F“‘ :ﬂ,‘:“ W‘,‘.“anm. " lg select -

Clipboard Rich Text Records Sort & Filter Window Find

B CD _table
Artist CD_name Genre ~ | ReplacementV; = Owner ~ | ContactDeta - Add New Field
LL Cool J 10 Jazz R 130.00 Vuyolwetu Ngcaba 0831514512
Staind 14 shades of grey Alternative Rock R 120.00 Tina Smith 0823070333
Goo Goo Dolls A Boy named Goo Alternative Rock R 100.00 David Boucher 0821458865
Celine Dion A New day has come Pop R 120.00 Peter Donovan 0825563851
Coldplay A Rush of Blood to the head Rock R 120.00 Piers Braybrooke 0821681123
Muse Absolution Rock R 180.00 Mary Hooton 0825568941
New Found Glory  All about the girl Punk Pop R 120.00 Carla Donnely 0842259684
Sum 41 AllKiller No Filler Punk Pop R 130.00 Mickey Curry 0123072008
Korn All Mixed up Alternative Metal R 130.00 Ron Malo 0825574689
Green Day American Idiot Punk Pop R 180.00 Carla Donnely 0842259684
The Offspring Americana Punk Rock R 120.00 Henrihette Matenaer 0721014254
Busta Rhymes Anarchy Rap R 120.00 Curtis Mayfield 0835547821
Robbie Williams  Angels Pop R 140.00 Kevin Roets 0725648765
Pearl Jam Animal Rock R 150.00 Kevin Roets 0725648765
Brandy Aphrodisiac R&B R 120.00 Lukhanyo Xiniwe 0723099921
Counting Crows August and Everything After SoftRock R 120.00 Misha Howard 0823362220
Ashlee Simpson  AutoBiography Pop R 120.00 Larry Frazin 0823659841
Jesse McCartney  Beautiful Soul Pop R 190.00 Gerhard Steyn 0842201568
Cutting Jade Between Two Lives Rock R 150.00 Rob Cowling 0835264125
The Walkmen Black and White Rock R 200.00 Rob Cowling 0835264125
Blink 182 Blink 182 Punk Rock R 120.00 Majorie Maye 0823365210
JaRule Blood in my Eye Rap R 120.00 Jay Maskey 0736622589
[Record: 4 <[1or250 | » W b | G [ search

Datasheet View

Navigate To Category
Custom

Object Type

Tables and Related Views
Created Date

Modified Date

Filter By Group

Tables < Tables
Queries ¢ Queries
Forms <4 Forms
Beport: < Reports

All Access Objects

IM

I D New Recent Documents I

| TA B LES - 1 CD_databasel 2007 l[
r‘:ﬁ Open 2 EAEng CAT Gr1INTHEME2\..\CD_database

The default component is tables and the first table will be @ ot |

displayed. o 3

Save

i

The methods to move within the table are still the same as the Ei S2EAy 2 §

previous version. i e N '

@ i

@ Manage » ;

Close the table by clicking on the Office 2007 button and selecting
Close Database.

i

E-mail

L

Close Database

|2 Access Options | |X Exit Access | I
L T T = 5




QUERIES

e Select Queries from the drop-down menu and open the Query ‘Owners, Eminem CDs’.

Note that this query only contains the titles, owners and contact details of all CDs by
Eminem.

Queries v«

3 CDs with value R100 and less
EH List per Genre

E3 List R&B CDs

=31 Owners, Eminem CDs
=

Rock CDs

FORMS

5] Input form _
e  Click on Forms, select Input form.
. . . I CDs
e Display different records by using navigation bar. .
e Close the form. LL Cool
Corame [

oere [
ReplacementvValue JESRE ]

Vuyolwetu Ngcaba
0831514512

Record: M 10f250 » » b { Search

'REPORTS

e Select Reports from drop-down menu.
e Open CDs grouped by genre, then artist.
o Close the report.



MORE ABOUT TABLES

CHANGING THE APPEARANCE OF A TABLE

Activity 3 P 209

Change the colour of the text, lines and background.

Change the font type and size.
Display some of the gridlines.

The Home tab, Font group is where all this can be
changed:

i
—/' Home Create External Data Database Tools Datasheet

Y & Calibri Sl -

oy

U3 Copy
View | Paste -|[ 28 ~| (B~ | [EE -~
¢ # Format ainter | | B || ||~ -8 ]
Views Clipboard & Font NI

Activity 4 P 210

Activity 5 P 211

|CHANGE THE CONTENTS OF A TABLE

Same as previous.

| PRINTING OF A TABLE

The print option is selected from the Office button.

Table Tools

Preview and print the view
New
Print
= Select a printer, number of copies, and
7 Qpen other printing options before printing.
& Quick Print
B convert Send the object directly to the default
- printer without making changes.

Print Preyiew
Save 4. Preview and make changes ta pages before
printing.

e
Close Database

|,_1 Access Options | ‘X Exit Access

Activity 6 P 212




CREATING A TABLE

TYPES OF DATA THAT CAN BE STORED

The same as previous versions (see Data Type & formatting group on the Datasheet

tab). It also makes provision for attachments and the Lookup feature is found with the

Fields & Columns group on the Datasheet tab in the Datasheet view.

==|j 2
i 5 K
Mew Add Existing Lookup

Field Fields Column
Fields & Columns

':f Insert
# Delete
=] Rename

In the Design view, the Lookup Wizard still appears in the dropdown list:

Data Type
Text
AutoNumber
Text

Memo
Number
Date/Time
Currency
AutoNumber
Yes/No

OLE Object
Hyperlink
Attachment

Lookup Wizard...

tabase Tools

Data Type:

Datasheet

Text

Text

Memo
Mumber
Date/Time
Currency
Yes/MNo
OLE Object
Hyperlink
Attachment

The icon for the primary key in Access 2007 can be found under the Design tab in the Tools group and can be

clicked to designate the selected field as the primary key.

Home Create

B§ & &

View Primary| Builde
hd Key Rules
Views Tools

External Data

Test Validation

j'ﬁ Insert Rows
= Delete Rows

3'_i Lookup Column

Table Tools

Database Tools Design

M =z
H /4
Property Indexes
Sheet

Show/Hide

Tables | Primary Key

FH D] Designate the selected field o
fields as the primary key.

r

——

Note that the Lookup Wizard can also be accessed by clicking Lookup Column in the Tools group.

=




DIFFERENT VIEWS OF A TABLE

A table can be displayed in Design View by clicking on the View icon on the Design tab.

Table Tools
=
— Home Create External Data Database Tools Design
El ] S, SalnsertRows K g_j‘
r £ = = Delete Rows E L
View Primary Builder Test Validation Property Indexes
2 Key Rules 20 Lookup Column || 5k
Views Tools Show/Hide

The Design View of the CD_table from the database CD_database looks as follows:

Tr
FH CD_table - ] x
Field Name Data Type Description -
Artist] <+ E
% cD_name Text Title of CD
Genre Text For example Hip Hop, Jazz, Kwaito, Pop, Rock
ReplacementValue Currency Current price of CD
Owner Text Name and surname of owner of CD
ContactDetails Text Telephone or cell number

-
Field Properties

General |Lookup

Field Size 30 N A

Format -

Input Mask

Caption

Default Value

validation Rule Afield name can be up to 64 characters long,

‘Validation Text including spaces. Press F1 for help on field

Required No names.

Allow Zero Length No <

Indexed No

Unicode Compression  Yes

IME Mode No Control

IME Sentence Mode  hone

Smart Tags -

Activity 7 P 214

Activity 8 P 215

Click on a field in the top
part to view the properties in
the lower part

Field Properties

An explanation of each
property is displayed here
when you click on the
property



CREATE A TABLE

Activity 9 P 215

e C(Create a new database.
Blank Database
o Open Access. Create a Microsoft Office Access database that does
New Blank Database not contain any existing data or objects.
File Name:
Sporﬂ |_?
(o] C|ICk Blank Database C:\Users\User\Documents,
or [ Create ] [ Cancel
0 Click on Office button, New.
0 Choose Blank Database.
0 Specify the applicable disk drive and type Sport in the File name box.
O Click on Create. T——
0 A database WlndOW for a new database W||| appear_ Home Create External Data Database Tools Datasheet
7l I I el '
VI e s Cotamn @l Rename | [S%le
Views Fields & Columns Data Type & Formatting
All Tables ~ <« || =] Tablew
e  Start creating a new table. Table1 P D - AddNew Feld
X 3 . ) 3 Tablel : Table * (New)
O Anew table is displayed in the Datasheet view.

0 Choose Design View.
O Save table as Students.

The rest remains the same as before.

Activity 10 P 217
Activity 11 P 218
Activity 12 P 219

Activity 13 P 220



4.2 QUERIES AND REPORTS

FORMULATION OF SIMPLE CRITERIA

Same as previous version .

ENQUIRIES WITH A FILTER

To do this, complete the following instructions in the table in Datasheet View:

e Right-click in the field to which the criteria must be applied.
e Select the option you want to filter for from Text Filters.
e Some preset options can be selected from the bottom of the

[ CD_table
Artist

Staind
Goo Goo Doll.
Celine Dion
Coldplay
Muse
New Found G
Sum 41
Korn

The Offspring
Busta Rhyme:
Robbie Willial
Pearl Jam
Brandy

CD_name

Genre - Rg

& | cut
53 Copy
Paste
2!

11

SortAtoZ
SortZto A
Test Filters
Equals "LL Cool J°

tfp.Does Mot Equal “LL Cool J*

Contains “LL Cool J©

Does Mot Contain "LL Cool J©

Jazz
Alternative Rock
Alternative Rock

Pop
Rock
Rock
Punk Pop

Equals...
Does Not Equal...
Begins With...

Does Not Begin With...

Contains...

Animal
Aphrodisiac

Does Not Contain...

Ends With...

The records found as a result of the filter are shown. The total

number of records in the table will be displayed when the filter is removed.

Remove the filter as follows:

e Right-click again in the field where the filter must be removed and choose Clear Filter from Genre.

Activity 1 P 226
Activity 2 P 227

Activity 3 P 227



ENQUIRIES USING ACCESS QUERIES

HOW DOES A QUERY WORK?

Home Create Bxternal Data Database Tools

== K cut —

53 copy

e # Format Painter [B L U[[A |‘J |

Views Clipboard (P Font

@ Security Warning Certain content in the database has been disabled

Options...

Queries <«

“3] CDs with value R100 and less
@ List per Genre

& ListR&B CDs The names of different queries that have already been created
@ Owners, Eminem CDs

and are saved as part of the database.
= Rock Ds

Activity 4 P 229

Activity 5 P 230

CREATING A QUERY
Activity 6 P 230

You must still work with CD_database.

e  From the Design view, select the Create tab and select Query Design from the Other group.

Microsoft Access
Home Create External Data Database Tools

3 j Q i PivotChart Ea E 2 Labels

Jslank Form == f | Blank Report 1]

Table  Table SharePoint Table | Form Split Multiple Form | Report  Rfort  Quey Quey Macro
Templates~ Lists~ Design Form Kems [ More Forms - Design I5 Report Wizard p{gn | Wizard Design  ~
Tables Forms Reports Other

The rest remains the same as previous, except that to display the results of the query, click the Run icon in the
Results group on the Design tab or choose the Datasheet view.

Activity 7 P 232 Lo e
View Run
Activity 8 P 234 :
Results

Activity 9 P 235



REPORTS

DIFFERENT SECTIONS IN A REPORT
Same as previous.

Activity 11 P 237

CREATING A BASIC REPORT

Activity 12 P 237

Microsoft Access

Ye==| [3] Labels i )
H d /
[_| Blank Report == g L
Form || Report Report | Query Query Macro
B More Forms ~ pesign I3 Report Wizard pesign || Wizard Design -
Forms Reports Other

e Click the Create tab.
e Use the Report wizard in the

Home Create External Data

=3 T

Table  Table SharePoint Table
Templates - Lists~  Design
Tables

Database Tools

g —

= === e
== ]Blank Farm

Form  Split Multiple

Form

Items

i3 PivotChart :l,

o

Reports group to create the

report.

The rest remains the same as previous, except that the Styles differ — select the Access 2007 style instead.
Activity 13 P 240

Activity 14 P 240

CHANGING THE APPEARANCE OF THE REPORT

Summary of the basic changes that can be made to the appearance of a report that have changed in Office 2007:

Changes that can be made

Steps that must be followed

Moving the controls to
another position

»  Click on the border of the control.
>  After the pointer changes to a cursor with 4 arrows, you can drag the
control to a new position. (Not the open hand as in previous versions.)

Add a label or text box

» Go to the Design tab and select an icon from the Controls group.

sternal Dats  DatsbaseTools | Design | Amange
A _E,‘.L.j ol = Tetals @ =- éigm A g BN RS = = Eﬂ E@@
D =5 B {5 Hide Details e = B BEBOFEEe = % & . = L8
Conditional || Group Gridlines Logo Text Label Button _ . 7 J:dd Existing Property
= & Sort - B be E#e ol &5 Fields  Sheet L
Grouping & Totals Gridlines Contrals Tools

» Click on the icon for the control you want to add (Aa for label and ab for a
Text box.)
> Click on the place in the report where you want to add the control.

Activity 15 P 242

Activity 16 P 242

10



CREATING REPORT WITH GROUPINGS
This works the same as in previous versions.
Activity 17 P 244

Activity 18 P 244

Activity 19 P 245

| CALCULATIONS IN A REPORT
Functions are the same as in previous versions.
Activity 20 P 246
Activity 21 P 247
Activity 22 P 248
Activity 23 P 248

Activity 24 P 250

11



|VIEWING AND USE OF AN EXISTING FORM

View and Datasheet view.

FE=]
PivotTable View
ﬁ PivotChart View

-
—

\% Design View

Activity 1 P 254

CREATING A FORM USING A WIZARD

Activity 2 P 255

e  Open the database AnimalHospital.

e Select Forms from the dropdown list in the left task pane. You
will see that there are currently no forms.

e Select the Create tab and click on More Forms in the Forms
group to select Form Wizard from the dropdown list.

The rest remains the same as previous, except that there is no
Normal style. Select the Access 2007 style instead.

Activity 3 P 256

IMPROVING AN EXISTING FORM

After a form has been opened, you can click on any button to view a form in Form View, Design

Table

Home | Create | EdernalData  Database Tools

e = || [EF=] o] F=) i3)PivotChant E
M = =

Table SharePoint Table

Templates -
Tables

Lists =

Design

Forms

bl 203

JBiankForm ==

Form  Split Multiple Form
Form  fteme |7 Mere Forms =| Design

Fo

BASIC ASPECTS THAT WILL IMPROVE A FORM’S LAYOUT

Basic aspects stay the same in Office 2007.

12



TIPS FOR WORKING IN DESIGN VIEW

Aligning controls

Align controls with
one another

Select the controls, choose the Arrange tab
and select the desired layout from the
Control Layout group.

The Arrange tab is available in the Layout
view and in the Design view.

Design

Ehi Snap to Grid

If*1 SiTab Order

Arrange

7o g
I Left
=l Righ

=l D

Tabular Stacked Remove

Control  Control
Aargins ~ Padding ~

Control Layout Contr

To change the
spacing between the
controls and the
margins in the
controls

Select the controls, choose the Arrange tab and select the desired layout from the Control
Layout group he  create

Externa Design Arrange
or Control Margins. il 3 = i [ snov o e Hrog
| EE| |=— | = et
Tabular Stacked Removel] Control  Control 1 =2Tab Order -
Margins = Padding ~ "= E

Contr

To change the size
and position of the
controls

Select the controls, choose Arrange tab and select the desired layout from the Size group
and Position group.

j, B To Fit o To Grid FJJ =

|
ncharing G[ToTallest |2 To Widest b ;E
— =(1To Shortest 4 To Narrowest | 45 Front to Back

Size Paosition

To change the
alignment of the
controls

Select the controls, choose Arrange tab and select the desired layout from the Control
Alignment group.

range
4 To Grid T Top
IZ Left
S| Right

Control Alignment

ik Bottom

Drawing Tools: These are all available options on the Design tab

Images

Click on the Logo button. You will be presented with an Insert Picture dialog box where
you can simply choose your picture and then click OK. You can set the size and position of
the image with the mouse.

Formatting: These are all available options on the Format tab

Formatting options

From the Layout view, click on the Format tab.

A - = width * 5 = o
e a Py = width | [ Titie = Line Thickness ='=|4
=] = P == Li 25, L3
) = =2 Style ~ Page Numbers == Line Type ~
=== Conditional % e a|| Gridlines Logo \Add Existing| | | e =
BIUEEES $ % a - & color g 5] pate and Time & Line Color = ol

Font Formatting Gridlines Contrals AutoFormat

Activity 4 P 257

Activity 5 P 258

13




THE USE OF COMBO BOXES IN A FORM

Activity 6 P 259

e The Control Wizards button can be found on the Design tab in the Controls group. (The button must be

highlighted to show that it is “on”.)
The rest is same as previous.

Activity 7 P 259

PHOTOGRAPHS AS FIELDS IN A DATABASE

Same as before.
Activity 8 P 260
Activity 9 P 261

Activity 10 P 262

14

[abl Ag (=]

Text Label Button
Box

SN T =]
EOMHEe
EEe @0

Contrals

2l lg Select
% [N Use Control Wizards

- Bl 73 Adtivex Controls
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6.2

COLLABORATION AND INTEGRATION

CONVERTING BETWEEN FILE FORMATS — ACCESS (P 337)

|EXPORTING DATA FROM AN ACCESS TABLE/QUERY

Exporting to Excel

Click the External Data tab and click Excel in the Export group.

—" B4 Home Create | External Data | Database Tools Datasheet

| o S = =5z W=z yﬂrm File = ot lwp Word i T | i A 8 |y Discard Changes ~ ol
FoR: @ ; . el PR l ) = ; ] i ==

(¥ | S XML File SE N B8 S | P B |2 S gt oats ]
Saved | Access Excel SharePoint | Saved Excel SharePoint PDF = Create Manage || Work Synchronize . ) Move to
Imparts Lst  %3dMore - Exports List orXps EgkMore™ || E mail Replies || Online =4 Relink Lists SharePoint
Import Expart | Collect Data SharePoint Lists
The following appears: o T T

e  Make sure that the correct drive, folder and file

name appear.
e Select the correct file format.
e Select the desired options.
e Click OK.

Exporting to text format with a separator character

Select the destnation for the data you want to export

Speafy the destriation fle name and farmat.
Berame: ¢\ ers itk Documents KUADS i
e formad; | Eved Workbook [ 2] =}

Specfy export spbine.
_ Eapart data with formatting sod Lopout.
o "

T AR

kil query, farm, o repcet,

Owen the destingtin fide alter the export operation i complele,

peraBon. Th ooton o &

tapart only the yelected reconds.

1 export only the selected recsrde. Thas epten s only avatase when you sport farmatted

Click the External Data tab and click on Text File in the Export group.

The following appears:

e  Make sure that the correct drive, folder and file
name appear.

e Select the correct file format.

e Select the desired options.

e Click OK.

e Follow the Export Wizard as before.

15

aladhe 5ty when you ExDerE for

Export - Excel Spemadshest p—

— ——

Select the destnation for the data you want to export

Speafy the destriation fle name and farmat.
Berame: ¢\ ers itk Documents KUADS i
e formad; | Eved Workbook [ 2] =}

Specfy export spbine.
_ Eapart data with formatting sod Lopout.
o "

kil query, farm, o repcet,

Owen the destingtin fide alter the export operation i complele,

cer A o o &

tapart only the yelected reconds.

15 enport oy the selectied records. Tha aption i oy ayslable when you s:gort fanna

alatile oty whes




Exporting to Rich Text format

Click the External Data tab and click on Word in the Export group.

The following appears: T
Select the destnation for the data you want to export < I
e  Make sure that the correct drive, folder and file
Speafy the destnaton fle name and format.
name appear. (L Sy wp— e Exwe...
e Select the correct file format. e ey . '
e Select the desired options. P —
e Click OK. e s i i ol e
[ ox Cansed
The table/report/query is now in .rtf format.
CONVERTING TO PDF FORMAT (FOUND WITH VISTA OPERATING SYSTEM) (NEW)
Click the External Data tab and click on Text File in the Export group.
The following appears: o R -

e  Make sure that the correct drive, folder
and file name appear.
e  (Click Publish.

Activity 10 P 337

Save as type: [PDF

Open file after
publishing

= Hide Folders

Optimize for: () Standard (publishing

online and prirting)

@ Minimum size (publishing
orline)

CONVERTING TO A DATABASE IN A LOWER VERSION

Click on the Office Button.

s Save Object As
Select the version to which you want the database to be converted. 7 o« e
£ comer B oo e ot 504 5
H Swe Save the database in anather fermat

16

L
B

Saue the runent database abject

.'::J Brird

+ 51 % Access 7000 Database
gl L& i
1) Sare 2 copy Wiak will b campolible wilh

i | Manage

arcess

U emall

=
Glose Database

Ty Aecess 0] Database
Save 8 eapy that will ne campatible with
hi Save g3 . Atess 2007
[ 2] Access 1007 - 2003 Database
| save a capy that will e compatible with
It 2.2003,

2] aceess Optjons 0 Eyit Arcess |



|IMPORTING DATA FROM A SPREADSHEET TO A TABLE IN ACCESS

Click the External Data tab and click on Excel in the Import group.

— ks Home Create External Data Database Tools
‘Ij | “; f; # | Text File ‘I‘j e
7 P EF [P a7 |56 %D
Saved Access  Excel SharePoint Saved Excel SharePoint
Imports st k#AMore~ || Bparts List
Import Expart

The following appears:

e Click on Browse...

e  Make sure that the correct drive, folder and
file name appear.

e Click Open.

e Select the desired options.

e Click OK.

Follow the Import Spreadsheet Wizard as before.
Activity 11 P 339

Activity 12 P 342

Datasheet

D:E1 b Word .Eq _ =
s Chrestriie | g e B

PDF Create Manage
orxps Lk Mare *

&y Discard Changes

€ List Data

=1 Relink Liste
SharePaint Lists

Online

E-mail Replies
Collect Data

Select the source and destination of the data 4

Specify the source of the data.

File name: | ¢;\Users\Werk\Documents\Uitgawes. xdsx

Spedify how and where you want to store the data in the current database.

(@ Import the source data into a new table in the current database.
If the specified table does not exist, Access will qreate it. If the specified table already exists, Access might overrit its contents
with the imported data. Changes made to the source data will not be refiected in the database.

() Append a copy of the records to the table: [0A05
If the specified tabie exists, Access will add the records to the table. If the table does not exist, Access wil create it Changes made
to the source data wil not be refiected in the database

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

Access will create a table that will maintsin a link to the source data in Excel. Changes made to the source data in Excel will be
reflected in the linked table. However, the source data cannot be changed from within Access.

IMPORTING DATA FROM A TEXT FILE TO A TABLE IN ACCESS

Click the External Data tab and click on Text File in the Import group.

The following appears:

e Click on Browse...

e Select the correct drive, folder and file name
of the file you want to import.

e  Click Open.

e Select the desired options.

e Click OK.

Follow the Import Spreadsheet Wizard as before.

Activity 13 P 342
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Select the source and destination of the data 4

Specfy the source of the data

File name: [c,y

Uments\FW Mi Casa Guesthouse. bt

i Browse.. |

Spedify how and where you want to store the data in the current database.

@ Import the source data into a new table in the current database.
1f the specified table does not exist, Access will reate . If the specfied table aleady exists, Access might averwrite its contents
with the imported data, Changes made to the source date will not be refiected in the database.

) Append a copy of the records to the table: |5 105
If the specified table exists, Access will add the records to the table. If the table does not exist, Access will reate it. Changes made
1o the source data wil not be reflected in the database.

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

Access will create a table that will maintain a link to the source data, You cannot change or delete data that is linked to a text fle.
However, you can add new records.




MICROSOFT ACCESS 2007 - BOOK 3

5.1 DESIGN A SIMPLE DATABASE

DECIDE WHAT DATA SHOULD BE STORED

As before.
Activity 1 P 164

Activity 2 P 165
DESIGN WITH A FOCUS ON IMPROVING DATA CAPTURE

As before.

Activity 3 P 169
Activity 4 P 170
Activity 5P 171

Activity 6 P 171

5.2 CALCULATIONS IN QUERIES AND REPORTS

CALCULATED FILEDS IN QUERIES

As before.

Activity 1 P 173
Activity 2 P 173
Activity 3 P 174

CALCULATED FIELDS IN REPORTS

Activity 4 P 175

CALCULATIONS ON FIELDS WITHOUT GROUPING
As before.

Activity 5 P 177

18



|THE USE OF FUNCTIONS IN GROUPING

e
~—/ Home Create External Data Database Tools Design Arrange Page Setup
[&-] B ¥ Totals @ = j/ pj | Aq ] B~ ds jﬂ vl
|B & U (&= = “E_I) {73 Hide Details BEOMEES e L&
View i Conditional ||[Group’ Gridlin Logo Text  Llabel Button = Add Existing Property
- (IEEET = & sort 5:‘9 Box EiEe @0 -5 §‘ Fields  Sheet L
Views Font Grouping & Totals Gridlines Controls Tools

As before, except to create a footer for the field Shopping Centre, do the following:
e Click Group & Sort in the Grouping & Totals group.

The following will be displayed: Group, Sort, and Total

||Gmt.pon Shopping Centre ™ with Aontop ™ « Mare »

Sort by Questionnaire number

"o |[E= Add 3 group ‘%l Add a sort

e Click on More.

with a header section ™ + without a footer section ™ .

The following will be displayed: with a footer section
| without a footer section

Click on the arrow without footer secton and select with a footer section.
The Shopping Centre footer will now be displayed.
The rest as in previous versions.

Look at the other options at Group, Sort and Total.

Group, Sort, and Total

.| Group an Shopping Centre ™ with Aontop ™ : by entire value ™ : with no totals ™ » with tite Shopping Centre , with a header section ™ » with a footer section ™ »

do not keep group together on one page ¥ 1 Less -4

Sortby Questionnaire number

= Add a group ||‘%\l Add a sort |

Activity 6 P 180
Activity 7 P 180
Activity 8 P 181

Activity 9 P 181
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