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Databases, Tables, and Records

What is a Database?

A data base is a collection of related information.
Examples:phone book, address book, inventory list, student transcetpts,

9 Databases are made up t#bles’, "records’, and fields".

TA database may consi st of one or sever al itab
1 A Relational Databases a database consistinfirelated tables such that the tables are linked
via a common field.
Table: Acollectond r el ated records, each with the same
Note:A tabl e is often displ ayed datasheatvieao w oarnnia t
LastHame | FirstName Address City State | Fip Code =
Smith John 134 Borland Ave. | Saginaw  |[MI 45602
Mann Ralph 123 Plesant St. | Lake Mills Wl 53551
Srunwald James 86 Roslyn Rd. Mew Ulm | MM 56073
:eecord: Ll;” 3 b e |rk|of 3 il_l H o

Record: All of the specific field information for a particular person or item.
Example: Smith, John134 Borland Ave., Saginaw, Ml, 48602
Note:l n a table fidatasheet viewo for mat,

Field: A particular category of information contained in each record.
Examples: LastName, FirstName, Address, City, State, Zip code
Note:l n a table fidatasheet viewo for mat,
1 A Key Field, alsoknownas aPrimary Key is a desigated field (or fields) which angsed
to uniquely distinguish one record from another.

Getting Started } } §
One way to starf\ccessis to go toStart E All Programs E Microsoft Office E Microsoft Office
Access?2010, or make use o& desktop shottuticon.

Access will open and display tMicrosoft Access window with theFile tab and\New selectedFrom
here you cag & / Microsoft Access [E=NEERS

Home - Create External Data Database Tools Q
i create anew dathase -
from atemplate,

Blank database

create dNew blank database Pl
or open arexisting database/'

or see a list of
Recentdatabases

Recent
Ll

 oraccess
Office.com Templates
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Creating a new Blank Database

In this document we will be creating a MR —— — "L;J
new databaséle. o
Available Templates Blank database
From theFile tab window & with New i @ tome
selectedyou can start a new databage || o
by the following nethod : | ® )
1. With theBlank database Bl G tempme ‘
templates e | ect ed é - ‘ ‘
. o ‘m .S
a. Fillin a descriptiveFile —__| il i ol
Name (other tharDatabase#) S

b. Browse for an appropriate el
locationto save lhe new Bl etons ol 84
Exit Assets Contacts Issues &
databasen your computer s D ees
or school networky

. . =
selectingthefolder icon L= —

File Name

D
Non-profit Projects
Create
2. A File New Databasavindow will appear.
1 Accesgequires that the databas@a] rie New batabaze
be saved before any data can baooﬂ | « WIND... » (MTHL001) Comp App b « [ 4 | Seare

enteredbecausseveral hidden

f Organize ¥ New fold B @
files need to be created to e — '
.y . @ Music - ¢ - :
cortrol linking between various b Aoninevesion) - Ol Aeslgnments
=] Pictures 7 vti_cnf | Pictures
parts Ofthe database B videos | Access Handouts , Quiz Pools
1‘[ Selecta proper Iocatlomn your ! Elassroidm Sar'r|1ple5 ! zeatir;g Charts
| Course Manua | Sounds
ComPUter or a‘t your SChom | Course Materials | Syllabii
save the database by clicking on GROUPS (WACAU_| )| Design-brief-notes files || Testing out
the d|ve deS|gnat|OB, folder :\> £ _APPLICATIONS Evaluations (@] Called Workers-2007
names and/OB.I’I’OW-headS ¥ WINDATA (WACS . Exams II_‘]Called Workers-2007-sec 3
|n the F;ath box ¥ WINAPPS (\WACK | Grades [ dmlcgrad2007 |
i 5 PUBDOC (WACA Graphics (@] Orion Club Membership |I
9 In theFile name: box, if the | = oroacave-
descriptive file name you want File name: ||
|S not belng dISplayed, type |t |n Save as type: [Microsof'tAccessZUU? Databases ']
1 For this document,ebc_ertgin 2 Hide Folders Took v [ ok | [ Conced | |
the Save as typebox indicates ” '

Microsoft Access 2007 Databases.
The file extension .accdb is used by both Acce and Access 2010.

The file extension .mdb had been use rior versions of Access. (Realize that saving as
Access 2007 will prevent your datal om opening in an earlier version of Access, but is required for this
tutorial.)

1 Click OK.

File Name |

3. TheFile New DatabaseNindOWW Orion Clulb Membership accd o
] . I MTH1001) Comp Apph
1 é with the newFile Name: >
anddirectory pathfilled in. P
f Click Create. I :

Create
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4. Note: In Accesghere is ndisavéd command tdisave the databasas you work on itlt is periodically
saved automatically. This is why it is important to save the database witprapage nene when the
database ifirst created, although you coutdnameyour database later.

5. Thenew database is created amkwtablewill open inDatasheet View(as shown 8ow) with
Table ToolsandtheFieldstibbon displayed Thetitle bar will digpfay thedatabase titleandthe fact

that it is in(Access 200)7fo%a1\

@ = - = | rion Club Membership2 : Database (Access 2007) M... =] Jéj
Home Create External Data Database Tools Fields (] e
R B Ti i - =
l}‘fz AB 12 - 53y Date & Time : ;
o = [ ves/No f Fo - —
WView Text Mumber Currency _ . Walidation
- i More Fields ~ ab| $ % o -
Views Add & Delete Properties Formatting Field Validation
All Access Objects ¥ <« || 2 Tablel | -
Search gel 1D ~ | Click to Add  ~
Tables z ||* New)
B3 Tabler
|| Record: M lofl H Search

Datasheet View

Opening Databases

Note: Databases are automatically saved as you work, hence when you close a database, you will not
necessarily be askedbout savinghangesf they hae already been saved automatically

To open an existingd at abaseé

Num Lock | 4
e

1. StartAccessand theFile Ribbonshauld appear.

2. Click onOpegand a Openwindow o T—— )
ShOUId appear Home Create External Data Database Tools e
locate ad thenopent r
database Recent Databases

B D compieg
OR L;Ej Databased.mdb =
I
L;Ej Database3.mdb = 3
I

1. StartAccessand theFile Ribbonshould

appear.

Change the setting frodMewto Recent

On the right side of the windofRecent

Databases should appearclick on the | e

database you wish to open. I 3
4. The database will opebut aSecurity Warning mightbe displayed(See next pagéor details)
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External Data
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Database Tools

- r o ull=== i
database, you mighie greted with a et ol |E El = P
Securlty Warmng bar’ \ Views || Clipbo... I'T- Font Rich Text
2' CIICk on theo p t I 0 bmtmlé Qr' Security Warning  Certain content in the database has been disabled | Options...
to see your choices. =
All Tables | % ‘
3. A Security Alert window will probably
displaysimilar to the one ahe right l 21X
a. If you are trying to open a database yo @ Security Alert
created, selednablethis content .
. Access has disabled potentially harmful content in this database.

b ) CI ICk OK If you trust the contents of this database and would like to enable it for this session
only, dick Enable this content.

C- The database ShOUld Open ‘Warning: It is not possible to determine that this content came from a
trustworthy source. You should leave this content disabled unless the
content provides critical functionality and you trust its source.

More information
L, ile Path:  I:\(MTH1001) Comp App'Orion Club Membership.accdb
The IOOk 0 f a n e m p t y d a t a b a S e e {®) Help protect me from unknown content (recommended)

Once the database opens, it might have the following
appearance if no tables have been creatddaved.

() Enable this content

B T U e

Access Objects (=) «

.
@! ; |+ Orion Club Membership2 : Database (Acces:
Home Create External Data Database Tools
I Open the Trust Center
| = £ :
7 pos All
Views | Clipboard Sort & Filter Records Find
All Access Qbjects X o« Shutter Bar Open/Close Button
o used to open/close Navigation Pane v
Navigation Pane area

Notice theNavigation Panegrea on the left. It can lmpenedr
closedthrough theShutter Bax Open/Close Buttan

Also, by clicking on thedrop-down trianglebuttonat the

end of the title are of thdavigation Pane you can control

what is seen in thpane. It is suggested that you change th
Navigation Paneto displayObject Type andAll Access Objects,

Mavigate To Category
Custom

Object Type

Tables and Related Views
Created Date
Modified Date

Filter By Group
Tables

Queries

Forms

Reports

All Access Objects

All Access Cbjects /| «

Tables
F school Table

T3 TeacherTable

»

*»

Queries
‘ﬁj Teacher Query
‘ﬁj Teacher-5chool Query

Doing so will cause thBlavigation Paneto displayTables,

Queries Forms, andReport as they are created later in this documept——»

Creating Tables

Forms *
=
@

School Form

Teacher Form

Reports %
Eﬂ Teacher-5chool Report

Eﬂ Teacher-5chool Repa..

Tablesare used to creafeeld definitions and to enter, edit, and hold the raw data, such as names and

addresses, irecords

When youcreated your databasetadblecalledTablelwas create@nd displayed iDatasheet View (See
image m thetop of the previous page, step B you closed your database without working onttide

and then repened the database later, thisle calledTablelwill not appeatbecause it was not saviho
modifications were made tt Instead your datase will probably look similar to the one above with the

Home ribbon selected.

The next page will lead you through the process of creating dafdsvPlease note that there are other
ways that this could be accomplished in addition to the method itiedtra

Access2010.docx.docx
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create a new table ¢é e e
1. With your database openedAccessselect theCreate ribbon. ===l e E
. . . L "N
In the Tablessection dick on theTable Design e TR @i e
A b| kt b| ||edTab|e_’]_ Templates =  Lists~  Design
anktapleca Tables
WI” appea'r Create External Data Database Tools Design @
- et Rows e | EZ
The DeSign ribbon E = Delete Rows Pﬁt} i/
1 1 =Ll Lookup Column ?h;ﬂ naees
WI” bedISpIawd fiew Too Show/Hide
All Tables | « || Tahlel.."'-.\ x
Field Name Data Type Description -~
E
Creating the Fields
Fields are thecategory headingm our table, such as Last Name, First Name, etc. Thielsis or
categoriesnust be setup prior to entering specific names for the pedpleundatabase.
I_n tthieId Namecolumn, type in your [=wsat p”
f|rst f|e|d name (Last Name \ Field Name Data Type Description -
. . Last Name Text v
in thisexample). El
. Memo
Note: Field namesshould be Number s
descriptive, and can contain up to 64 coretme
characters, including spaces. wrrel [Lookup AutoNumber
—
Press thd@ab key on the keyboard to | meuttas OLE Object
. Caption Hyperlink
move to theData Typecolumn.Textis | osautvaue Attachment U
V:l:d:t::: T:xtE Lomkup wizard... th:t uzearst{gil steuiem\‘l:rlcfwse ﬁ:\dfnprsssvlzlufeosr

10.

Acce

the default data type, but other data
types can be selext by clicking orthe
drop-down arrow at the end of the
Data Typebox.

Required

Allow Zero Legth
Indexed
Unicode Corfpression
IME Made
IME Sentejfce Mode

Mo
Yes
No
es

No Control
Naone

help on data types.

The Description column is used to type:
in additional descriptive infonation if
you think someonenight be confised by
the field name you used

The type of information which can be
entered into a particuldield when
entering data cabe controlled throug
Field Properties section,Generaltah

The choices will vary based on tData\

Type selected for the particul&ield.

ThelLookup tab is used to create a
Lookup chart for data emt, such as a list
displaying all 50 states.

Type in the information for the rest of
your fields.

Ip.

Num Lock | |E & @ |

If you laterwant to add in a missing Field between two other
Fields position the insertion point on the Field roelow the
missing rowandfrom theDesign ribbon selectinsert Rows.

$s2010.docx.docx

Revised 01/23/12 JRG

X
Field Name Data Type > Description -
Last Name Text @
First Name Text
Address Text
City Text
State Text
Postal Code Text
Joined Date/Time Date when member first joined club.
Duration MNumber Lenght of time the person has been a member.
Retired Yes/No Is the member retired?
Comments Memo Additional comments or notes. L |
\ Field Properties
General |Lookup
Farmat
Input Mask
Caption
Default Value
Lfalid=binm Ruln
ernal Data Database Tools Design
“raInsert Rows e | =7
= Delete Rows J E/
- Property Indexes
jﬁ Lookup Column Sheet
ols Show/Hide
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Saving the Table X

11. If you attempt to close the table or database a messag
asking you if you want to save changes or not will appear, 1 0 yeusent o seve angest e deson of e Tae1?

12. SelectingYesto thefido you wanto save changés [(ves | [(no ] [conce |
message, or if yohadoriginally sdectedSaveby some
other methoda Save as..window will appear. [' 2%

13. Give the table an appropriate naother tharirablel. T able Name:
(This document saved the tableNember Addresses.) \> Table1

14. SelectOK and ame s s a g e s There is no grimanhkayt 0
defined 0 \ppedr.l a

OK ] [ Cancel

Setting the Primary Key
15. Eac_h tgble shou_ld hz_nlvel?air_nary Kgy Theprimary & There is no primary key defined.
keyindicates which field ofields will be used to al . L
N A though a primary ke isn't required, it's highly recommended. & table
dIStInngh one record from anothel’ once the actual st have a primany key for you to defing a relationship between this
. table and ather tables in the database.
names of people are entered into the datafdsze D o wart ta create a primary key now?
are two waysd handle this, as explainedMethod A

andB below.

= Mo Cancel
Method A:
Allow Accesdo create aprimary key field for you:
(a) If you aresavingthe table for thédirst time
and if noprimary keyhas been sgthen | ember At =
the "no primary key" message will display. FieldName | DataType Description =
. . . 7 utoNumber =
(b) Click Yesand ariD field with an/v st Name Autofiumb =]
AutoNumbedata type will be First Name Text
insertedas the first field of your table.
ORprior to saving your table the first
Method B: )
Set your own primary key field(s): 3 m - A =z
(a) Priorto saving(selectCancelif a Save As " P

Tools Show/Hide

or primary key messag@indow are being

displayedjselect thedesiredield row(s) by~ ek manee :
clicking in the square to tHeft of the row(s)\‘? Last Name Text B
(To selecmultiple fieldrows, hold down the |©fmheme) T
Ctrl keyas youclick on the squargs

(b) Then,on theDesign ribbon click on theprimary key icon.An ¥ icon appears in front of the
approriate row(s) i prinargkey i ng which are set

(c) Note: In the example abovéember Addressesable), the primary key has been set tolthst
Name andFirst Name fields. This means Ht each person (record) will be distinguishable fexery
other persotry comparing the last and first names of the recdradsily the Last Name field has been
set as a primary key, then no two people with the same last name could have been entkead into
database.

(d) Saveyour table byany method(If this is your first savea Save as..window will appear. Give the
table an appropriate narother thamrablel. Click OK.

All Tables v @
16. Closethe table X button). The All Tables pane on the lékide of your | member Addresses =
screerwill display the namgof tables in the database P =1 Member Addresses : Table

Access2010.docx.docx
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Entering the Records

All Tables |«
1. From theDatabasewindow,in the All Tables (or All Access (bjects) Member Addresses 2
panedoublec | i ck on t Hoopehia bl e6s name> &I MemberAddresses: Table
2. The table will open inDatasheet View\g — =
displaying the field ames created in the _| LastName - | FirstName | Address -| Cit

previous section as column headings. * :h.e\ v)

3. Note:ID will be the first field listedf the Primar
Method A: on the previous pageéiAn * and
(New) at the beginning of a romdicates
wheredata fora new recordcan be enterd

runwald James 86 Roslyn Road Mew Ulr
4. Click theinsertion pointinto theLast Nameﬁ‘g.%'gode Eenn el e S
field and type in the first person's last nane. (Rew)

Note: If an ID field with Data TypeAutoNumber was present, a number will be filletbithelD field.

eywas set automatically biccessas explain in

|j Membeerlesses =
1D - Lash\lame ~ | FirstName - | Address - City

You may se theTab, Enter, orarrow keyson your keyboardo move to the next field.
Continue to type in the information for the first person (first record) into the remaining fields.

| X
! ': Index or primary key cannot contain a Mull value.

b) SomeData Typesequire thathe informationin a field ke [
entered in a specific format. For examplédate field"
must be entereds mm/dd/yyor you will receivean error message.

c) If the text dosn't fit within the width of the column, you may typ <

more, but not all of it will visible athe saméime in datasheet vie Address —wh City

d) You can adjust the width of each column by dragging the dmdmgmﬁ“” Road New Ulm
line, located on the gray column heading row, between columns=* ¥¥aodiand Di New Ulm

Important Notes on Data entry

a) You may leave some fielekllsblank Exceptthose set aa
Primary Keyfield) and fill in theinformation later

ok | | hep

e) Once you are in the last field, pré&ab or Enter to go on to the second record and type in the
information for the second person.

7. You may continue this process to enter all of the recétde/ever there is a better way to view, enter,
and edit datayhich will be explained in the next lesson Barms.

Modifications to a Table

Once aablehas been created, even after entering records, it is possible to make modifications to the field
names, data types, and field properties. Additional fields can addeel or deleted.

1. When you first open a table, most likely you ar®atasheet View.
(Note: the status baiin the lowerleft of your database window will display the view that you are currently in.)

2. Switch toDesignView by either by selectinthe las button on thé/iew buttons

_— i, 1 Calit
bar (B & @ %], the lowerright of the status lva \;;/ Ga |[B
OR -
from theDatasheet ribbon, click theView button and seledesign View 7] patasheet view

3. Once you are back inf@esign view simply click on the field name you want to | .7 evetabie view
modify and type in your @nges. flote: changing data type and some propertie
can cause you to loose some data you have already entered into the records, Bllf™ "
you will be prompted if this is the case.) 17 pesign view

[72]

Access2010.docx.docx
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If you want to add (insert) new fields, position theertion point o oiror pesion
on the rav below the point where you want the new field to be
inserted and then seldasert Rowsfrom Design ribbon.

~+a Insert Rows Zidll /
= Delete Rows J

If you want to delete a field, place tesertion poinin the field Y @ iookup coumn “ap? 195

you wish to delete and selddeleteRowsfrom Design ribbon.” i ShowyHide
You will be prompted that the row (field) will be permanently deleted from the table.

Access2010.docx.docx
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Creating and Using Forms

What are Forms?
Forms are customized screen layouts used to enter, view, and edit the data found in the database

Why use forms?

9 Speeds data entry and &uj.

1 Presents data in an organized manner which helps to minimize errors.
9 Only one record is displayed on the screen at one time.

1 Allows for the viewing of all fields on a single screen.

9 Can be created so only certain fields are viewable.

Creating a Form

1. With your database open and at Betabasewindow, click on theCreate control tabto display the
Create ribbon.

Home Create External Data Database Tools & Q
by =8 Form Wizar iom| I8 % eport Wizar 3 odule
s = T FormWizard Report Wizard Modul
[ET = —_ H H {
] ZpS Crm = ] =] Mavigation = = = Labels — ¥ Class Module
Application | Table Table SharePoint | Query Query Form Form  Blank Report Report Elank Macro Gl - X
Parts ~ Design  Lists = Wizard Design Design  Form B Mare Farms ~ Design Report £ visual Basic
Templates Tables Queries Forms Reports Macros & Code

2. In theForms section, seledtorm.

3. A Form window will appeatin Layout Viewor Form View (as indicated in th&vi n d dowed-lsft corner)
Note the following:
A. The fieldnames from the tabl@and the data from the recordsefilled in.

B. Your layout mightappeatin aone or two columifiormat depending on the size of yonindow
when you clicked ofrorm in the previous step

C. TheForm currentlyhas the exact same name asTable, (Member Addresses) which can be
confusingWe will change the name later in this document.

r I j Member Addresses 1 §| Member Addresses X
| Member Addresses
I
1D: 1 Postal Code: |56073
Last Name: |Grunwald
Joined: 6/1/1978
g First Name: |James Duration: 31
-
= Retired: O
= Address: 86 Roslyn Road
o Comments: |Works with computers as Professor at
3 Martin Luther College
= City: New Ulm
State: MN
Record: M «[Lof2 | » M b | ik | searcn |
Layout View Mum Lock HE £} E‘l_:g

D. AFormis Wer, view, and edit the data one record at gAime.

E. In order to enter or edit data, if Layout View you need tdirst switchto Form Viewby selecting
the appropriate viewutton.

Access2010.docx.docx
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F. If in Form View, click in the appropriate box and type

G. Thelower left area of th&orm window, either inLayout Viewor Form View, displays several
buttons for noving to differentecords(see below)

| -
Record: M 1of5 oMK / i Mo Filter | Search 4 i 4
Form View Y ( Mum Lock |@EE 4

Previous Next New
Record Record Record

| \

I Record: M 1ofs B R
/ \

/o

First Current Number Last
Record Record of Record
Number Records

H You can add additi on alastReeocdd r @ d NetytiRecard @ h U hgoon
or by clicking on the New Record' button and filling in the formbut only if inForm View. (See
button names aboye

Saving a Form
1. With aForm windowopen clicking on theX to close it or

selectingSaveby any method, will cause@ave Asdialog savers 2]

window to appear.

Form Mame:

2. Fill in the Form Name:box with an appropriate descriptive Member Addresses Form |
name. D o n 6 the dsfauintpble pyaménstesad adding
thewordFormt o t he end o fvould beeagdod b | e 6 s h-a%fne L= |

idea p
Modi fying tlksgnFor més D = el
Ifatsomet i me you want to modify t heinekher mo|s V'“"'desf’llg n, i
Layout Viewor Design View butsome changes can only be mad®asign View =] o view
1. If your Form is not open, open it. Layout View
2. Switch toLayout View or DesignView either through th&iew buttors < O —

on theHome ribbon or theview buttonson the status baiin the lowerright —

3. TheForm will switch to Layout View or Design Mew (as show on

the next pageiind theForm Layout Tools or Form Design Toolstab Num Lock |[E3/EE | gy
will display along with theDesign\ribbn. (Note: The two ribbons look almost identicas shown belowy
[&]| = - © |5 Orion Club Membership : Database (Acce.. [ESREERE
Home Create External Data Database Tools Arrange Format 4] e

ﬂw“ﬁﬁmw@@di

Themes A Fonts =

. 0o H

Add Existing Property

(53 Date and Time Fields Sheet
Themes Caontrols Header / Footer Tools

@| = o = |+ Orion Club Membership : Database (Acce... Form Design Tools | = & ﬂ
Home Create External Data Database Tools Design l Arrange Format 3 e

i N = =

= — :

B colors ~ % ab| 00X Q L] Title == ' —OE =

View Aa =) — Insert Add Existing Property Tab ,:

b EF"”“ v T Image - %Date and Time Fields Sheet Order 4:]

Views Themes Controls Header / Footer Tools

Access2010.docx.docx
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4. The LayOUt VIeW r@| =] = " = |5 Orion Club Membership : Database (Acce... annl.:ym:lTnﬂs {‘:' = g‘
(dlSp|ay@ to the r|ght), Home Create External Data Database Tools Design i Arrange Format _ mﬁ e
along with theDesign || =] A Eee- 5|60 Ae B8 () @, (0] B2 - [ i ™ =2

H View | Themes Fonts ~ o) —| Insert ) Add Existing Property
r|bb0n, ContI’O|S = = %/ image - (8 Date and Time Fields ~ Sheet
Sec‘[|0n tOOIS (dls Ia ed Views Themes Controls Header / Footer Tools

h b f ph y » || 22 Member Addresses Form %
ont .e ottom of the = Member Addresses 3
previous page), allows B
you to modifycertain ' .
1D: Postal Code:
aspects ofhe Form, o 2 ; o
such as righalign field Joined: [6/1/1978
namesor Change the p First Name: |James Duration: 31
f orm 6 S t I t I % Address: 86 Roslyn Road e . E
= Comments:  Works with computers as Professor at
E‘ . o Ul Martin Luther College

Note: Some modifications || 2| | “~ "™

to the Formdesign will be state: [N

demonstrated in class for

faceto-face classes.

Students in these classes

will be required to modify Record W_4[1of5 | b 4 ¥5 ] K No Fier_[[Searen

the form design on their [li2esve =

assignments and test.

Students in onlinelassesare encouraged to experiment on
their own. Modificatios of the form design will be
considered extra credit on the assignments and test.

5. The Design View ] Member Addresses j =z| Member Addresses Form\

(displayedto the righ},

D T T

along with theDesign

orm Header

| #F

ribbon, Controls section
tools (displayed on the

=]

bottom of the previous
page) allows you to

modify the dsign of the

Last Name

form.

First Name

Address

Generally, it is easier to

work in Layout Viewinstead
of Design Viewfor basic

changes to the form.

Access2010.docx.docx
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Mail Merging between Access & Word

What is Mail Merge?

The process of combining (merging) information stored in a databasa wibrd processor letter is often
referred to asnail merge A common use of this process is to produce personalized letters by combining a
form letter file (in Word) with a name and address file (in Access). The file containing the standard generic
formletteris called theprimary file or main document The file containing the personalizing data
(pronouncedAY-ta) that will be merged into the form letter is called seeondary fileor data source

The actual merged letters which are produced are eeftoras thenerged file.

The merging process does nothing to change the primary and secondary files. The resulting merged file will
have the primary file information repeated as many times asdhesecondary file entries. For example:

if the primary fle is a single page letter and the secondary file has twenty names and addresses, the merged
file will contain twenty pages of merged letters, each page with the same letter but differing names and
addresses.

NOTE: The primary and secondary file can cofmem existing Word documents, be created new in Word,
or be linked into Word from another application such as AcoeExcel The actual merge can be initiated
from Access or Word.

This documenwill assume that the names and addressesondanor datasourcefile) have been created
in Accesgas coveredh theDatabases, Tables, and Recomction ofthis documeny, that themail merge
will take place fromAccessto Word, and that the standard gendoom letter (AKA primary or main file)
will be newy created inWord as part of the process.

Starting the Mail Merge Process in Access

1. In Accesswith the
database open, select
thetable or query =
(queries will be
discussed in the next
lesson) that contairtbe
data therecords) that
you want to us@ the
form letter (Member
AddresseJ ablewas
selectedn this example.)

2. From theExternal

Orion Club Membership : Database (Access 2007) - Microsoft Access 2
Database Tools [~ @

T | Text File =z W = ®hxmurie (&) Access = A 3
; A

GRS

All Access Objects

AAT:‘blH 2
] Member Addresses Table

Queries 2

;
|l = Member Addresses Query
|
|
|
|
i

Forms

TE] Member Addresses Form

Data ribbon tab,
Export section
selectWord Merge.

This wizard links your data to a Microsoft Word
document, so that you can print form letters or
address envelopes.

3. A onestepMail Merge Wizard window ——»
will then open.

What do you want the wizard to do?

() Link your data to an existing Microsoft Word document.

4. SE|ECt the I'adIO butt(ﬁreate a new document/.' () Create a new document and then link the data toit.

and then link the data to itand then clickOK .

Access2010.docx.docx
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5. Word will open to a blank page Mailings ribbon will appeayand aviail Merge task pane will

appear on the right. /
= Home Insert Page Layout References Mailings Review View

0 == Y o 5 = = ‘P Rules ~ <fie boM e
— _ﬂ =1 —&5% &d j j j j —T Mua::h Fields @%d 44
Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge e Preview ) Finish &
Merge ~ Recipients ~ Recipient List || Merge Fields Block  Line Field = Update Labels || pesults | S ANto Check for Errors || perge ~
Create Start Mail Merge Write & Insert Fields Preview Results Finish
6. The next step is to create the form lettenich is explained in the next Mail Merge v x
section
Select document type
What type of document
are you working on?
G} Letters
Creating the generic Form Letter O E-mail messages
(alsoknow as thdPrimary file or main document 85”“3'0'3'35
Labels

The primary file, or main document, will contain the text of the letter along with ) pirectory
variousmerge codesvhich are often referred to &sld markers Some of these

merge codg will indicate where the data from the database (secondary file) wil -
be inserted and some will indicate where other information, such as the currentzople. you can

Ftters

date, will automatically be insertedl.samplegenericform letter (primary file), SRR
as shown below, useglate codeand othefield codegmarker9 to place an S
insideaddressgreeting and othefield codesnto the letterThesefield codes

cannot be typed in, but must be inserted as explained below. SRl

® Next: Starting document

Sample Form Letter (Primary file)

September 14, 2008

wAddressBlocks

«GreetingLines

I hope things are going well for vou in «Citys. I noticed that vou have been a member of
the Orion Club since «Joineds. I look forward to vour continued membership. You mav
have heard that we are expanding club sites in «States and was wondering if vou would
like to be involved? I will be calling vou in the near future to discuss this opportunity
with vou.

Sincerely,
John Orion, IIT

Using the Mail Merge task pane
Thegeneric form lettefas displayed abovepuld be created from tools on thailing ribbon or through
the use of thd/ail Merge task paneThis document will demonstrate using thsk pane

1. First,on the blankWord documentreated in $ep 5 above, set pageargins font size, etcas you
would normallydoin any new document.

Access2010.docx.docx
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2. On theMail Merge
task panestep 1,
Select document type
we will selectLetters
of ourexample.

Note: The bottormhalf

of each task pane wi|l
give you a éscription

of each choice.

(Click Next: Starting
documentat the bottom of
the pando go on to step.)

Mail Merge

Letters

Send le
3. In step 2Select eceives.
Starting document
we will Use the
current document.

(Click Next: Select
recipients at the bottom of
the pameto go onto step 3

Step 1 of 6

Select document type

What type of document are
you working on?

@ Letters
) E-mail messages
() Envelopes
) Labels

O Directory

rs to a group of
" You can personalize
etter that each person

Click Mext to continue.

®  Mext: Starting document

Mail Merge v X

Select starting document

How do you want to set up
your letters?

{(®) Use the current document
() Start from a template
() Start from existing docupfent

/W

Use the current docupfient

shown here and
Merge wizard
information.

AN

Step 2 of 6

& Mext: Select recipi

/ {7 elect from Outlock contacts

Copyright © 2010
James R. Grunwald

Mail Merge w =

Select recipients
() Use an existing list

) Type a new list

Use an existing list

Currently, your redpients are
selected from:

[Member Addresses] in "Orion Clu
Select a different list...

@ Editrecpient list...

Step 3 of 6
®  Mext: Write your letter

4@ Previous: Starting document

Notice that h e
Addresses
Select a different list orEd i t

exi sti

(Click Next: Write your letter at the bottonof the pane to go oo step 4)

. In step 3 Select recipientswe will Use an existing list

ng | i
t ab | @rion Gudt hdea t A this moiat you could

/

/

st i Membendi c a

7

recipient |ist

5. In step 4 Write your letter, we are finally ready to begiwritingthe actual
generic form letterBefore working with thehoices on this step we will
insert an automatic date esplained below.

6. Entering the date: Forthe samplédetterin this documentdisplayed on the

previous pagewe want the date to automatically be inserted at the top of

letter. This can be accomplished through the following steps.
9 Position the insemin point in the document.
1 From thelnsert ribbon, Textsection, seledbate & Time.

1 A Date and Timedialog box

will openas showrhere——»

9 Selectone of the available
formats.

i Plaea check into th&Jpdate

automatically box so the N

document will always show
the current date when opened
or printed
1 Click OK

I The date will be inserted into
the letter.

Date and Time

Available formats: Lail

e - 4

bei

Mail Merge

ted as
Write your letter

If you have not already done
50, write your letter now,

To add redpient information
to your letter, dick a location
in the document, and then
dick one of the items below.

2] Address block. ..

2] Greeting line...

j Electronic postage. ..
jqjl More items...

th?ﬂ‘len you have finished
writing your letter, dick Next.
Then you can preview and
personalize each recipient's
letter.

Stepdof b6
% Mext: Preview your letters

@ Previous: Select recipients

19

9/11/2010

Saturday, September 11, 2010
9/11/10
2010-03-11

»

September 10
Sep-10
9/11/2010 10:31 AM
9/11/2010 10:31:54 AM
10:31 AM
10:31:54 AM
10:31
10:31:54

English (.5.)

~ A iipdste Sitematicaly:

=]

Set As Default [

OK

l ’ Cancel

Access2010.docx.docx
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7.

10.

11.
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Inserting the Address Block:Position thénsertion pointwhere you Hailterge v

would like theaddress sectioto begin on the letter. Select thAddress Write your letter
b | o clikkéand aninsert Address Blocklialog windowwill appear
(shown below)Select theaddress elementsu desire and then clicRK.
The <<AddressBlock>>field indicator will display in the form letter.

If you have not already done
s0, write your letter now.

To add recipient information
to your letter, dick a location
in the document, and then

ﬂk‘sl ick one of the items below.
Specify address elements Preview j Address blodk. ..
Insert recipient's name in this format: Here is a preview from your redipient list: nal
o N b =] Greeting line...
Josh Randall Ir. + SecoirE TiEeTs
is:ﬂu?al Randall Ir. James Grunwald =3 p g2
Joshua Randall Jr. fjsusﬁ‘yn;ﬁa;sgn i!dl More items...
Joshua Q. Randall Ir. b ew Lim,
When you\have finished
T writing youk letter r_cllck Mext,
Then you cdn preview and
personalize &ach recdipient's
Correct Problems letter.
If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your Step 4 of 6
mailing list. ;
Format address according to the destination country fregion N & Next: Preview your letters
Match Fields...
¥ Previous: Select recipients
[ OK ] [ Cancel ]

In some cases, you might want to have more control oediribs in the address section,
in which case you could insert the desired lines and field indicators one at a time thradginethe
i t e nliské(We will make use of this choice later in this document.)

Inserting the Greeting Line: Position the ' ﬂl:i_l
insertion pointwhere you would like the Greeting lne format:

greetingor salutation lineto appear in the lett Dear  |v| | Joshua Randal Jr. A - >
SelecttheaGr eet i n |g]k ftom thedVidil Greeting line for invalid recipient names:

Merge task paneand a Insert Greeting Line Dear Sir or Madam, b4

Preview

dialog windowwill appear. Make your _ _ S

. . . . Here is a preview from your recipient list:
selections and clicK. The<<Greeting Line>> |y 4 |, b
field indicator will appear in the letter.

Diear James Grunwald,

In some casegou will want to have more
control over thereetingor saluation ling

Correct Problems

If items in your greeting line are missing or out of order, use Match Fields to

eSpeCia”y |f yOU have set U[Iiae fleld in your identify the correct address elements from your mailing list.
database table and you want to make use of it|in
your letter. In thizase, make use of tidore o] [ coel ]
items... link, which will be explained next.
As you type ajeneric formetter, you might want to insert a i E]L_:i_]
particular field, sule as<<City>> or <<State>>right into the Insert:
body of the letterTod 0 s o f ol | ow t hes e Qadespis & © Databaseficlds
a) Positiontheinsertion pointwhere you want the field El'z'ds’
marker to appear. Selecttheo r e i link forsn éhe Last Name
Mail Merge task paneand a Insert Merge Fielddialog s hame
windowwill appear.Note that the field names from he
database table are dispalyed. Postal Code

Joined

b) Click on the desedfield nameand clickinsert. The field Duration
code will automatically be inserted intee letter Retired

Comments
c) After inserting a filed name, you witleed toClosethe
Insert Merge Field windowbefore you can work in your
document.
[Match Figlds... ] l Insert ] [ Cancel

Access2010.docx.docx
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nces Mailings Review View

12. Note: You could havenserted the vaous fields :
and blocls into the generic form lettetirectly from j j j j =F Rules -
theMailings ribbon, Write & Insert Fields —»  — , © 3 Match Fields

. . . . Highlight Address Greeting Insert Merge
section by selecting the appropriate butfomstead | merge Fields Black  Line Field =
of using the links found on thdail Merge task Write & Insert Fields

pane step 4 of 6
Mail Merge v X

Previewing the Letters Preview your letters

1. On theMail Merge task pangStep 4 of 6 Write your letter we created i 0 2% e e Eners <

the generic form letter. Now ware ready to move dio see what the another letter, dick one of
letters will look like is we completéhe mail mergeprocess the following:

Recipient: 2
2. On the bottom of th#ail Merge task panedick the Next: link
andStep 5 of 6 Preview your lettersshould appeaas shown here) 4] Find a recipient. ..

Make changes

3. The generic form letter should now be giving you a preview of whajyoy_ change your
will get if you actually completed the mail merge. In the task panef use recipient list:

the<< and>> buttons to peview the various letters. 5 Edit recipient list. .
4. If the formatting does not look correct, then return to the previous step | Exclude this recpient
(Step 4 of 6: Write your letteand make any necessary changes. When you have finished
previewing your letters, didk
. i = Mext. Then y int
5. Note: You could have gviewed your 3 Qﬁ%a H 4l: b Next. Then you can print
letters directly from thlailings 21 Find Recipient individual letters to add
ribbon, PreviewResultssection, —__  [Preview personal comments.

Results || S Auto Check for Errors

by selecting the appropriate butson Step 5 of 6

Preview Results

6. When you are satisfied tlyenericform letter(primary file) is correct, it | 4 = Compit e merge

is a good idato sae it under an appropriate name suchirashis
example OrionClub-Form Letter.docx

@ Previous: Write your letter

Merging the Files

We have created both the primagefericform lette) and secondary file
(database recordsThe following will merge them into a third document
known as thenergedfile (or in our case thmergedettersfile).

Mail Merge w X

' | complete the merge

Mail Merge is ready to produce
1. Assuming you are still étep 5 of 6of theMail Mer getask paneselect | Yourlstters.

Next: Complete the merge To personalize your letters,
) ) dick "Edit Individual Letters.”
2. TheComplete the mergeStep 6 of 6 will appear in the task pane. This will open a new document
with your merged letters. To
3. If youwant to save the merged lettgmu need teselectEdit individual R E:H;ngms'
| et t and aviérge to New Documentdialogwindow appears. document.
a.All should be selected. \ Merge
b. Click OK. ’ dd 25 Print...
c. The merged letters appear, one after | werge records £ 4 Editindividual letters...

the other, in a singleewmerged file. gi" -
urrent recor Step E c|.f ﬁ

4. You may now save the set of merged O Erom: To:
documents under a new file nansei¢h as [
OrionClub-Merged Letters.docx), print

them, ordelete them.

¥ Previous: Preview your letters

Ok l [ Cancel

Access2010.docx.docx
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5. FromStep 6 of 6of theMail Merge task paneselectingP r i ot é s
would result in aMerge to Printer dialog box opening. n\ Merge

\ - \‘:g Print...

Merge to Printer @m Ly Edit individual letters. ..
Print records

@al

) Current record

) From: | | To | | Step6of6

4 Previous: Preview your letters

[ OK l’ Cancel ]

6. Note: You could have completed timeergevia the Mailings
ribbon, Finish section by selecing theFinish & Merge button

and then selecting one of the choices \ﬁ‘ :

Edit Individual Documents...

Print Documents...

£y Send E-mail Messages..,

Note on Printing Merged Documents Crinter

A fimerged |l etterso document i s i f|.£}-feH5L&rﬁtIIUDWE)r om a
Word Therefore you cannot print a single page of a merged document; .. e
as you would normally dsothough thePrint menu. Instead you must Typs:  Hp LaserJet 1100 (MS)

hi ghlight the desired paSglectionro| t'fe *Bocument and

Comment:

& range Cor
) all MU
(:) (#) Selection

Current page

(:) Pages: | |
Type page numbers andjor page
ranges separated by commas counting
from the start of the document or the
section. For example, type 1, 3, 5-12

or plsl, pls2, p1s3—p8s3
Print what: |Document w | Zog
Print: |AII pages in range ~ | Pai
Sii
Options...

Access2010.docx.docx
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Creating and Using Queries

What is a query and what can it do?

A queryis a very useful tool for analyzing data stored in a database. A igugsed to "question" or

search, sort, and retrieve particular records which meet specific criteria. In other words, a query can be used
to limit the display of information from a database to only the type of information you are currently

interested inFor example, a query in a graduate database could be constructed to "display all 1978 female
graduates who currently live in Wisconsin."

A querycan be constructed in a database from an exisdlrigor from anothequery.

Query Types

This document willonly coverthe most common query type, t8elect querybut you should be aware
that additional types of queries exist.

Select: The Select query selects information from one or more tables and/or other queries and displays the
information in a datasheetew.

Parameter: When run, @arameter querylisplays a dialog box requesting specific information (criteria)
which is then used to display information from records consistent with the request.

Crosstab: Crosstab queriedisplay data in a spreadsheet fotyeith the row and column heading based
on field names from the table.

Action: An Action querywill create a new table or change data (delete, update, and append) in existing
tables. UnlikeSelect querigavhich change records one at a tithetion quereschange many records at
once.

SQL: StructuredQuery LanguagéSQL) is a programming language used to customize instructions of a
guery in a relational database, such as Access.

Creating a "Select" Query

A Select Qery can be created throughQauery Wizard or via aQuery Designscreen. Both methods

involve basically the same proce$his document wilbnly lead you through th@uery Designprocess.

1. With your database open and at Betabasewindow, click on theCreate control tabto display the
Create ribbon.

Home Create External Data Database Tools Fields Table [~} @

j ‘j I;j F’ﬂ I@ Bl E j EFormwizard  ¥=| I59| ¥ E&| Report Wizard 942 Module
=i = 3 i
o - "?\’ ] = ] =] Mavigation ~ = =l Labels — [% Class Module
Application | Table Table SharePoint | Query Query Form Form  Elank Report Report EBlank Macro S .
Parts = Design  Lists~ Wizard Desig Design Form ?'._E'I More Forms = Design Report ¢4 visual Basic

Templates Tables Queries Forms Reports Macros & Code
I

2. IntheQueriessectionselect theQuery Designbutton.

3. A Queryl area willappeaiin the background and@how Tablewindow (shown on the next page)
will appear in the foreground

Access2010.docx.docx
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4. On theShow Tablewindow, with theTables tab to the front: :

a) Sekct thetablefrom which you want to build the query
(Member AddresseRablein the example at the right).

b) Click theAdd button in order to add the table to thgper
part of theQuery larea

Tables | Queries | Both

Member Addresses

c) Click theClosebutton to close th&how Tablewindow. add | [ cose ]
@| H - = |\A_;'|_|'_,__‘| Orion Club Membership : Database (Access 2007) - Microsoft Access | — | = ﬁ]
Home Create External Data Database Tools I Design I [~ Q
L' = ' ' /’ 3 ' D Unian 2 SInsert Rows 3 Insert Columns =ﬂ F%f Property Sheet
l]j v lﬁ s d:j. i E e @ Pass-Through j ¥ Delete Columns 2 _[?] %Tablel\lames
VIEW Run Select #-labﬁ: Append Update Crosstab Delete ,ﬁ_Data e i:gl\: f{\EuiIder ﬂ&lReturn: Al Totals Parameters
Results Query Type Query Setup Show/Hide
. . . A=t Queryl‘\"-\
5. A Query Toolscontrol tabappears along with Resign ribbon
(see above and heQueryl areabecomes active (see right) Member Addresses
TheQueryl area has an upper and lovpamne. _ - L\
jin}
a. Theupper panalisplays the tabl@Member Addresses tablahd ¥ Last Name H
. . . . # First Name
field names from which thguery will be built. Address
H n n H H CIty
b. Thelower panes a "query by example" design area and is used State v
for entering query criteria. \ i
6. To ad in thefield names that you want in the query. A
a) With theinsertion pointin the firstField: cell in the lower pane;— rable
. oG
click on thedrop-down arrow button at the — Show: O C
H f ot Field: W Criteria:
end of thecell to display a menu listing the ;. fteria
available field names. sort: (1D
. i . Show Lst MName 4 EI
b) Singleclick on the field name you Want— it | First Hlame
(such ad.astNamein the example). | ity
State Field: |Last Name
¢) The field naméLast Namgwill be filled Pt e Table: | Member Addresses
into theField: row and theTable rowwill indicate thetablefrom  shous
which the field came. S

on

Note: The Table rowis used because a query can access .
information from several different tables within a database oo

Last Name
Member Addresses Member Addresses.®

(although this tutorial section only deals with a sirigliele Sort: D
Show: Last Name
database). e M First Mame

arn

d) Click in the next column of thEield: row to position the
insertion point click on thedrop-down arrow button

select the next field you want in the queny- Member Addresses
(First Namein the example at the right). ;D -
e) Continue the process to add in other fields intagtinerydesgn. g s ome H
(Note: A faster method to insert desired fields isto simply |y address
double click on thelesiredfield namen the upper pane.) o i
Field: |First Name First Mame
Table: |Member Addresses | Member Addresses
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Field: | Last Mame First Mame Address City State Postal Code b

Table: | Member Addresses Member Addresses Member Addresses Member Addresses | Member Addresses Member Addresses
Sart:

Show:

Criteria:

7.

10.

Saving the Query

1.

ar

f) The image above shows digldsthat have been added to teery -._F'j SGpd Insert Columns
design Oncefieldsare inserted intquery designunwantedrFields :
can beremovedand room for skipped fields can be inseyrtgd the
Design ribbon, Query Setupsection,DeleteColumns andinsert
Columns, respectively

A Delete Columns

allgle o Bl Return: |All -

Query Setup

TheSort: row is used to enter descending or ascending sort instructions into the query.
a) Click in aSort: row cell to display thedrop-down arrowhead buttan.\

b) Click on the arrowhead button to display a listing of , :
Field: | Last Mame irst Mame
Table: [Member Addresses | Mem ddresses

available sorting choices.

c) SelecteitherAscending(A-z) or DescendingZ-A). Srfz:: Am”di L . &
' ~5CEnding

d) Note If multiple fields are selected for sortinguch asast  criteria:
NameandFirst Name the leftmost field will be sorted first, ~ °" (not sorted)

with any duplicates being sorted by the next field with sort instructions.

In theShow: row, if a box is checked, the field's data will be displayed in the datasheet viewoxf a

is not checked, the field's data can still be used for sorting or criteria selection, but the actual data will

not be displayed in thgatasheet view

TheCriteria: row is used to select only those records from the table which meet specific criteria.

a) On theCriteria: row, click

in the column $tatein the Field: | First Mame Address City State P
Table: | Member Addresses| Member Addresses| Member Addresses | Member Addresses | b
example) where you want .

b
to enter selection criteria.  show:
. . Criteria: W
b) Type in the criteria, such as  or: MN°

"WI" in the example to

select only thoseecordsthat havew! in the Statefield. (Note: You do not have to type ihe
guotation marksAlso, remember thahe Criteria itemsneedto be adirect matchTyping in
fWisconsim instead ofiwldis not considered the same thing.

¢) Theor: rowis used for additional lines of criteria, suchoaSMN" to select only those records from
Wisconsinor Minnesota.

d) If you wouldlike records thatlo notmeetparticular criteria, place the wofiNotoin front of the
criteria, for example Not AMNO would bring

Microsoft Access Lﬁj

Do you want to save changes to the design of query 'Query1'?

e [ Yes ] | Mo | | Cancel |

With aQuerywindowopen, clicking on theX to close it
willcauseadd o y ou wa nmessage toa@
SelectingYeswill cause &ave Asdialog window to

appearif this is the first time you are saving\ = S
Save As [ iz_]

Fill in the Query Name: box with an appropriate descriptive name. [ .., nane:
Doné6t si mpl yQuergleamé. mstead ramesuch &s WIMN Members Query]
WI-MN MembergQuerywould be a good descriptive naniick OK .

[ oK ] | Cancel |
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Viewing the Query

The results of your query can be viewed attimg during the design process or at a v _
future date. g2, o

1. If yourQuery is not open, open it. /' - Nl
2. You can witch tovarious viewseither through th&iew butto | B oot i

on theHome ribbon or throughthe viewcontrol buttonsin the lowefright area é ' @ T

the window \

3. Select theDatasheetView button — ) | i e
to view the results of your guy. | il | i iso| i | ner SQL soL view

Home Creat

4. To make changes to tiiguery designselect thdesign Viewbutton.

|_D>_j Design View

Additional Notes

1 Once aguery has been created, it can be used cifeates, reports, or otherqueries. It can also be
used as th®ata Sourcefor amail merge

1 The results of a qug are updated every time the query is opened. This means that if records in the
database tables are edited, or if records are added or deleted, the query data will automatically be
updated to reflect the changes.

Creating a "Select" Query from two Tables

A relational database&ontains two or more tables that share at least one common field. This allows the
database to gather information fog@ery from more than one table.

Database: To illustrate thisywe will consider a different database thihaoneused earlier in this
documentOur database will be callafELS Teachersandhas beemsaveal in Access 20040 format

Tables: The database consists of two tableSchool Tableand aTeacher Table lllustrated elowis the
table fields and data types usadkach table.

£H school Table N . 4 j Teacher Table N o - 4
Field Name Data Type Description - Field Name | Data Type Description -
# |school Name Text IE| Title Text El
Address Text ¥ | First Name Text
¥ | city Text | Last Name Text
State Text Address Text Home Street Address.
PostalCode Text City Text
Phone Text School phone number. State Text
Established Date/Time  Year the school was started. Postal Code Text
Enrollment Number Number of students enrolled in K-12. Home Phone Text
Pre-school? Yes/No Does the school have a preschool? School Text Teaches at this school.
Directions Memao Directions to the school.

Primary Keys: Notice theSchool Tabledesignabovehasboththe School NameandCity field set asa
primary keyfield. (Primary keyfieldswere discussed earlier in this documeliti3 not uncommon for two
schools in different citie® share the same school name, such asa8tirPNew Ulm, MN and StPaul in
Arlington, MN. By settingboth theSchool NameandCity fieldsasprimary keyfields the database will be
able to distinguish between two schools in the same state with tkensane. For a similar reason, in the
Teacher Tabletheprimary keyfields have been set teirst Name andLast Nameso it will be possible

for two teachers to be in the database with the same last name.
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In order to keep our example simple, let us amsourSchool Tablecontairs only three schoolstwo with
the same name, baach school is in different city. Let us assume otieacher Tablecontairsten
teachers teaching at one oétbchools listed in thBchool Table. For simplicity, we will alsassumeaach
teacher livein the same cityas the school where they teaBlelow is an example dherecords in each
tablethatmees these criteria

B school Table - M X
School Mame -~ Address ~ | City - State - Postal Code « Phone  ~ | Established « Enrollment | Pre-school? » | Directions -~
St. Matthew's | 34 E. Washingt Jackson Wi 56789-8767 (609) 765-7689 4/18/2001 5687 Assuming you cg
St. Peter's 126 N Locust  Hayward MN 56073-1234 (507) 354-2896 1/26/2029 1257 If you are comin,
St. Peter's 345 Madison A Hillside Wl 76895-8975 (678) 643-9875 2/15/1988 562 1 Go to mapguest
* n ¥
£ Teacher Table \ \ - x
Title - |First Mame - | Last Name - | Address - City - |State - | Postal Code -~ |Home Phone ~ School =
Mr. James Roberts 769 5. 49th St.  Hillside Wi 56789 (567) 456-9823  St. Peter's
M. Jeff Coppson 65 5.King Hillside wi 56739 (567) 456-1398  St. Peter's
Mr. Jeff Maorgan 567 Locust Hayward MM 78904 (348) 769-8903 5t. Peter's
Ms. Jill Smith 457 Locust Jackson wi 76899 (456) 764-2345  5t. Matthew's
Mr. Joseph Johnson 234 North 5t.  Hillside Wi 56739 (567) 456-5678  St. Peter's
Ms. Karen Custom 65 Peabody Lar Jackson Wi 76899 (456) 764-8790  St. Matthew's
Ms. Mandy Shoemann 65 S. 10th Jackson wi 76899 (456) 764-8734  St. Matthew's
M. Ralph Mann 89 N. Hampton Hayward MN 78904 (348) 769-0276 St. Peter's
Mr. Robert Mann 123 South 10th Hillside Wi 56789 (567) 456-9835  St. Peter's
Ms. Susan Mavrick 65 E. Lake Hayward MN 73904 (348) 769-9438  St. Peter's

Why two tables?

Notice that lhe Teacher Tablecontains thdavomecontact informatiorior each teactr. The last field

(Schoo) contains the name of the school where each teacher teaches. Becausanightisantto

contact each teacher throuthieir schoolcontact informationwe couldhaveaddedon additionalschool
relatedfields to theright of the Teacher Table But this would have made tfieacher Table very long

and would have required the typing of duplicate school information for each teacher at the same school.

A much better method of making the exdoolcontact information of each teamhavailable is to create

a separat&chool Tableto contain this information. As you can see above, this means the school
informationfor each schoabnly needs to be entered into the database once, (3 records in our example)
instead of separately for dateacher atachschool (10 records in our example). By placing the school
contact information into a separate table, it makes data editing easier too. For example, if a school would
change its phone number, the new phone number would only have to gectianne record, the single
record in theSchool Table rather than in the records of each teacheraatparticulaschool.

Of course, if we have two or more tables, the tables need to have a least one duplicate field so the

information between the thds can be shared. In the example above there are two duplicateQiglds;

with City andSchoolwith School Namg(illustrated by the arrows drawn between theligtice that the

field names donot have t o mat c hesefieldstshoaldhaveanpi ece o
exact match in the corresponding field of the other tAlikeneeded to useb duplicate fieldsn our
examplebecause it is common to have two schools with the same name.
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Setting up a Query involving two tables: =8 queny
The following steps will lead you through creating a .
singlequery drawing information from both tables. Show Table @B}
The queried data wil!/l confsi. st 0 the teachdg¢ro6s na
. ~ . . ables | Queries | Both
with the school s mai l |/ag address.
School Table <
1. Followsteps 13fromtheCr eat i ng A $ elghhelyet o

Querysection (pag@0 of thisdocumenkto
begin the creation process. TQaerylandShow add | [ dose
Tablewidows should open.

2. With theTablestab of theShow Tablewindow
to the front 3 Quenyt

a) Selectbothtables at the same time using tBhiftkey

. School Table Teacher Table
(or you carselect anédd each table one atime). — . —— .
i ¥ School Name Title
b) _Cllck Add, and loth tables should appear __—% o . o e
in theQueryl upper pane. ? city @ Last Name
. . State Address
c¢) Click theClosebutton to close th&how Tablewvindow. PostalCode city
Fhone = State -

3. TheQuerylwindow is how active.
(Note: If a line appears connectirtgvo fields between tablel is 4 [
becauseghe a primary keyfield in each table has the same name

Field:

Removing connecting linesill be coveredater) Table:
4. Addinthefield g3, o ¥
namesthat you
. e
want in thequery School Table Teacher Table =
from each table * -~ @ Last Mame -
% school Name Address
Note: Adding field _ Address City
names to theuer ¥ c State
. € y State Postal Code
wasexplainedon PostalCade Home Phane
page 21, step.b Fhone [~ school N i
Notice: In this ) 000 /
qUerdQSlgn the Field: |First Mame Last Mame school Address City State PaostalCode
Table: IOW ——— P Table: |Teacher Table | Teacher Table| Teacher Table | Schoal Table | School Table | School Table | School Table
H H Sork:
indicates that the chon
Last Name Criteria:
First Name, and or

Schoolfields were selected from tHeacher Tableand theAddress, City, State, andPostalCode
fields were selected from ti8zhool Table

5. Link the Tables: Because we want to diestr information from more than one table for this query, we
need to leAccesknow how the tables are linked so the information can be shared between tables.

a) Scroll theSchool TableandTeacher Tablevindows so

. . E eryl
you can see th8chool name field on eachWith the Fauen
mouse pointer drag from oi@xhool name field to the School Table Teacher Table
\n ki i 1 * T Lasth
otherand release. Anking line should appear (see right). | .. st Hame
. . . . Add i
b) Do the same to crate a linking line betweenGity fields. ¥ty e
State Paostal Code
c) You can remove a linking lineonnectingwo fieldsby PostalCode Home Phone

Fhone School

right-clicking on the slanted part of the line and selecting
Deletefrom the shorcut menu.
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6. Modify theg u e rSgrtd amdbr Criteria: rows as needed.
7. Saveyour newquerywith an appropriate name, suchTa@acherSchool Queryin our example
8. Switch toDatasheet \few to see the results of yoquery.

'@ Teacher-School Query B e - 4
Last Mame - First Name - School - | Address -~ | City - |Stal - |Postal Code ~
Coppson Jeff St. Peter's 345 Madison A Hillside Wi 76895-8975
Custom Karen St. Matthew's 34 E. Washingt Jackson Wl 56789-8767
Johnson Joseph St. Peter's 345 Madison A Hillside Wi 76893-8973
Mann Ralph St. Peter's 126 N Locust  Hayward MMN  56073-1234
Mann Robert St. Peter's 345 Madison A Hillside |'wi 76895-8975
Mavrick Susan St. Peter's 126 N Locust  Hayward MM  56073-1234
Maorgan Jeff St. Peter's 126 N Locust  Hayward MMN  56073-1234
Roberts James St. Peter's 345 Madison A Hillside 'wil 76895-8975
Shoemann Mandy St. Matthew's | 34 E. Washingt Jackson Wl 56789-8767
Smith Jill St. Matthew's 34 E. Washingt Jackson Wl 56789-8767

*

[Record: 4 «[1of10 | » M b | & | Search | 4 m b

9 If all of the expectedecordsare not showing, it is likely that yareated a typing mistake
when entering the information into one of timked fields(City or Schoolname fields in our
example)in one of thdables Note whichrecordsare missing in youquery. Close thejuery
and open the twtablesto check for typing mistakemn therecordsthat were missing.
Remember, there needs to be an exact match between linked fields for a link to take place. For
instanceSt. Raul will not match withSt . FCartett érors, close thablesand reopen the
gueryto see if the propaecordsnow display If not, repeat the process an look more closely.

1 If too manyrecords are showing, it might be that you did not draw thénlinlinesbetween
tables properly while iDesign View Return taDesign Viewto make changes as needed.
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Reports are used to display, often in printed form, formatted data, including calculations and totals.

Reportscanbebased on the contentstableor aquery.

Creating a Report

1. With your database open and at BDetabasewindow, click on theCreate control tabto display the

Create (ibbon.

External Data

Fields

& O

Home Create Database Tools Table

8 =3E

Application | Table Table SharePoint | Query Query Form  Form  Blank
Parts = Design  Lists - Wizard Design Design Form :_;'_5”"]'3"5 Forms =
Templates Tables Queries Forms
| F 9

2. In theReports group section, you have several methods that

couldbe uséd to create aeport

3. This document will lead you through the process usindréort Wizard.

=] Form Wizard
j Mavigation =

=1 &

Report Report Elank

Working your way through the Report Wizard

1. OntheCreate ribbon, Reports section,select
Report Wizard.

1 TheReport Wizard will be displayed/

2. Tables/Queries Select theableorquer\ :
that you want to use to build the report. [ebis/Quenes

3. Choose the fields:

a) Available Fields: are displayed in the left par’ré.'

b) To select a field, highlight the field and click the
> button to move it to the right panel

¢) Use the>> button b move all fields.

d) Use the< or << buttons to remove fields.
(The fieldsLastName, FirstName, Address, City,
State, PostalCodeereselected irfor this examplg

e) Click theNext button to go on to the next step.

Query: Teacher-School Query

Available Fields:

First Name
School
Address
City

PostalCode
Phone

Cancel

4. Grouping: >

a) Selectgrouping levelsf desired.(Grouping
levelsare used to place the data of the report into
groups. Normally, simple reports would not use
grouping levels. HoweveRostalCodevas selected
as a grouping level in the example.)

b) If grouping levelare seleatd thenGrouping
Option s évill allow you to controlthe
Grouping Intervals

c) Click
Next to
go to the
next
step.

What grouping intervals do you want for group-evel fields?

Group-evel fields: Grouping intervals:

PostalCode Normal ~

Access2010.docx.docx
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Do you want to add any grouping
levels?

Last Name
First Name
Schoal
Address
City

Priority

Design Report
Report,

>>]

?)
%% Module
I‘l_c I Class Module
Macro
% visual Basic

Macros & Code

Which fields do you want on your report?

‘fou can choose from more than one table or query.

.

Selected Fields:

Mext = } [ Finish

PostalCode

Last Mame, First Name, Schoal,
Address, City, State

Grouping Options ...

l [ Cancel

] [ < Back ][ Mext = ] [ Einish
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5 . SO rt' n g > What sort order do you want for detail records?
a) You can sortecordsby up to fourfields. e
b) Click on the dowrarrowhead at the end of each T -
dialog box and select the desirfegd.
. . i 2 |First Mame v
¢) The example indidas that theecordswill be _
sorted bythe LastNamefield first, and if need be : hd
the FirstNamefield, andin Ascendingorder. 4
d) Click Nextto continue.
Cancel ] [ < Back H Next = l [ Finish

6. Choose the report layout:
a) Layout: Select one of several layout choices:

9 As you click on a radio btdn, a preview is
. How would you'T t your report?
displayed on the left. ot orientaton

1 Note: Different Layout choices will be ® Stepped @ Portait
available depenidg onwhether or not you
selected anydroupind' in an earlier step.
(See ste@. on the previous page.)

9 If no grouping was selected earlier, than
"Tabular' layout (not shown here) is often
selected for the report.

Adjust the field width so all fields fit on
b) Orientation: Select eithePortrait or Landscapee/'-apage.
¢) Checkbox:Checkingthis shouldforce all of the
fields of the report to fit acrosspage This may (oot J[ <ot J[ x> J[ oown

cause some data to becomecatedin the reprt.
d) Click theNext button to go to the next step.

() Landscape

7. Finish the report:

a) Replace the defauleport title
with a more appropriate one \fh t ite d tfo 3
. . What title do you want for yvour report?
(TeacherSchoolReportwith Groupsin our SR
example)
1 Note:When you create a report through the
WIZElI’d, |t |S S&VG@.Utomatlca”y USIng the tltle That's all the information the wizard needs to create your
you type in at this step. reeert
. . . design?
b) For this exampleve will selectPreview the A(® brevem the regort
re pOI't . (©) Modify the report's design.

c¢) Click on theFinish button to complete the
process.

d) A print previewof the report Wl be displayed
(see next pageand well as th@rint Preview
ribbon.

Do you want to preview the report or modify the report's

Cancel ] [ < Back
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Print Preview & e

= } ) B © EE === === PDF or XPS
&0 Doww D2 B SE0E EB" B
Frint Size  Margins [ Print Data Only | |POrtrait|Landscape Columns  Page Zoom | One | Two More Refresh Excel Te_xt = CIose_Print
- - Setup - Page | Pages Pages~ A File Egy More ~ Preview
Print Page Size Page Layout Zoom Data Close Preview
» | {2l Teacher-School keportwimamupg"-.__\ X
-
Teacher-School Report with Groups
PostalCode Last Name First Name Address City State
56073-1234
Mann Ralph 126 M Locust Hayward MN L
Mavrick Susan 126 M Locust Hayward MN [
v Morgan Jeff 126 N Locust Hayward MN
I 56789-8767
II .g Custom Karen 34 E. Washington Jackson Wi
E‘ Shoemann Mandy 34 E. Washington Jackson wi
2 Smith Jill 34 E. Washington Jackson wi
76895-8975
Coppson Jeff 345 Madison Ave, Hillside Wi
Johnson Joseph 345 Madison Ave. Hillside wi
Mann Robert 345 Madison Ave. Hillside Wi
Rnherts lames 245 Marisnn Ave Hillsida Wil

Modifying the Report

If at some time you want to modify thee p odesigid, & is possible to do so in eitheryout Viewor
Design View but some changes can only be madeeasign View

1. If the Reportis not open, open it. word E
Text File
2. Switch toDesignView by one of the following methods: lose Print

a. If the report is open iRrint Preview, you canselectthe Close Print Preview
buttonat the end of th€rint Preview ribbon and thereportwill display in

i=
Design View V Bz
b. Or, when not irPrint Review view, you can mad use of th&/iew button | S
on theHome ribbon, to switch toDesign View. 54 Report view
c. Or,no mater what view theeportis currenty in, youcanswitch toDesign D pant presicn
View through theappropriaté/iew button(located in the loweright of the R )
screen at the end of tkestus baj). l B & e in Layout View
3. Thereportwill switch to Design view(as displayed on the B2 | pesion view
next pagg and theReport Design Toolgab will display Des|qn View =
alongwith theDesign ribbon. N
A9 -~z Report Design 001 RelationslDb E:2 : Database (Access 2007) M., | — | =) |
Home Create External Data Database Tools hesign | Arrange Format Page Setup & e

i

(= Group & Sort = | Logo <

3 | n Colars = XYz = o) < ':I— |
ek % | Aﬂ' ﬂ“ u J = 5] Title 4@ el

View Themes Fants ~ — | Insert Page Add Existing Proper‘ty Tab ..
- 1 Hide Details T Image* MNumbers 53 Date and Time Fields Sheet Order

Views Themes Grouping & Totals Controls Header / Footer Tools
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4. TheDesign View(displayed below)along with theDesign ribbon, Controls section toolsllow you
to modify the design of theeport

r T 5
Al 9 -~ |= ‘ Report Design Tools | RelationalDb Ex2 : Database (Access 2007 M... | — 1= o
Home Create External Data Database Tools | Design | Arrange Format Page Setup & o

i (= Group & Sort =N I gl [0 =
&[5 o Eowee — o @ RO W SRS
= s bl Ag =] (] (¥ = |- 5] mite e
View | Tnemes [A]Fonts v | =z ) = I Insert Page ) Add Existing Property  Tab .,
- - 1= Hide Details T Image~ | Numbers 55 Date and Time Fields Sheet Order &
Views Themes Grouping & Totals Contrals Header / Footer Tools
s» | 12l Teacher-School Report with Groups - x
L T T T T S B R O S B S R AN BRI - RSN SN - BN SRS <l
& Report Header
# Page Header
B ||First MName ||Address ||
° i
g
o i B I ey
_E - [||FNow() ="Page " & [Page] & " of " &[Pages]|
" # Report Footer
=2
=
]
=

Note: The various sections of the report designRieport HeaderPage Headeretc.) will vary
depending on the type t#youtyou selected when you went through teport wizard

5. ThelayoutView (displayel below) along with theDesign ribbon, Controls section tools also allow
you to modify certain aspects of treportd design.

Note: Some modifications to thReportdesign will be demonstrated in class for fazéace classes.
Students in these classeill be required to modify thReportdesignon their assignments and test.

Students in onlinelassesare encouraged to experiment on their own. Modifications dréipertdesign
will be considered extra credit on the assignments and test.
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