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Contents at a Glance

Jump in anywhere! Find the task or technique you want to learn from this list (for example, Update Query Results). Note the number in the blue oval (51, in this case). And then just flip through the book until you find that same number at the top of one of the pages.

Each short lesson lists any techniques that might be good to know as background ([image: U2713] Before You Begin) as well as other lessons that may be related or that might give you more information ([image: U2192] See Also). Have fun!
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Part I: Introduction to Relational Databases and Access 2003

CHAPTER 1 Start Here




1. Start Here

Microsoft Access is an extremely powerful product. It is the perfect product for storing and working with database information. Many people store database information in Word documents or Excel spreadsheets. Although Excel has limited database capabilities, it is not a robust database product. Microsoft Access is the perfect product for storing customer information, mailing lists, wine lists, recipes, or any other types of data that you need to keep track of. Once you have entered data into Microsoft Access, it is easy to retrieve just the data that you want whenever you want it. This book shows you how to harness the power of this marvelous product, taking advantage of all that it has to offer.



What Is a Relational Database?

The term database means different things to different people. For many years, in the world of xBase (that is, dBASE, FoxPro, CA-Clipper), database was used to describe a collection of fields and records. (Access refers to this type of collection as a table.) In a client/server environment, database refers to all the data, schema, indexes, rules, triggers, and stored procedures associated with a system. In Access terms, a database is a collection of all the tables, queries, forms, data access pages, reports, macros, and modules that compose a complete system. Relational refers to the fact that the tables that comprise the database relate to one another.





Key Terms

[image: key_term] Database—A collection of all the tables, queries, forms, data access pages, reports, macros, and modules that compose a complete system.

Relational database—A database whose tables relate to one another.





What Types of Things Can I Do with Microsoft Access?

I often find myself explaining exactly what types of applications you can build with Microsoft Access. Access offers a variety of features for different database needs. You can use it to develop six general types of applications:


	Personal applications

	Small-business applications

	Departmental applications

	Corporationwide applications

	Front-end applications for enterprisewide client/server databases

	Intranet/Internet applications





Access As a Development Platform for Personal Applications

You can use Access to automate everything from your wine collections to your home finances. Using Access’s built-in wizards, you can create application switchboards that allow you to easily navigate around the application, data-entry screens, and reports, as well as the underlying tables that support them.

If you’re an end user and don’t want to spend too much time learning the intricacies of Access, you’ll be satisfied with Access as long as you’re happy with a wizard-generated personal application. After reading this text, you can make minor modifications, and no problems should occur. It’s when you want to substantially customize a personal application without the proper knowledge base that problems can occur.



Access As a Development Platform for Small-Business Applications

Access is an excellent platform for developing an application that can run a small business. Its wizards let you quickly and easily build the application’s foundation. The ability to build code modules allows power users and developers to create code libraries of reusable functions, and the ability to add code behind forms and reports allows them to create powerful custom forms and reports.

The main limitation of using Access for developing a custom small-business application is the time and money involved in the development process. Many people use Access wizards to begin the development process but find they need to customize their applications in ways they can’t accomplish on their own. Small-business owners often experience this problem on an even greater scale than personal users. The demands of a small-business application are usually much higher than those of a personal application. Many doctors, attorneys, and other professionals have called me in after they reached a dead end in the development process. They’re always dismayed at how much money it will cost to make their application usable. An example is a doctor who built a series of forms and reports to automate her office. All went well until it came time to produce patient billings, enter payments, and generate product receivable reports. Although at first glance these processes seemed simple, upon further examination, the doctor realized that the wizard-produced reports and forms did not provide the sophistication necessary for her billing process. Unfortunately, the doctor did not have the time or programming skills to add the necessary features. So, in using Access as a tool to develop small-business applications, it is important that you be realistic about the time and money involved in developing anything but the simplest of applications.



Access As a Development Platform for Departmental Applications

Access is perfect for developing applications for departments in large corporations. Most departments in large corporations have the development budgets to produce well-designed applications.

Most departments have some local talent on hand that can help to develop the forms and reports necessary for the application. If complex design or coding is necessary, large corporations usually have on-site resources that can complete the development process. If on-site developers are unavailable, most corporations are willing to outsource to obtain the necessary expertise.



Access As a Development Platform for Corporationwide Applications

Although Access might be best suited for departmental applications, you can also use it to produce applications that you distribute throughout an organization. How successful this endeavor is depends on the corporation. There’s a limit to the number of users who can concurrently share an Access application while maintaining acceptable performance, and there’s also a limit to the number of records that each table can contain without a significant performance drop. These numbers vary depending on factors such as the following:


	How much traffic already exists on the network.

	How much RAM and how many processors the server has.

	How the server is already being used. For example, are applications such as Microsoft Office being loaded from the server or from local workstations?

	What types of tasks the users of the application are performing. For example, are they querying, entering data, running reports, and so on?

	Where Access and Access applications are run from (the server or the workstation).

	What network operating system is in place.



My general rule of thumb for an Access application that’s not client/server based is that poor performance generally results with more than 10–15 concurrent users and more than 100,000 records. Remember that these numbers vary immensely depending on the factors mentioned, as well as on what you and the users define as acceptable performance. If you go beyond these limits, you should consider using Access as a front end to a client/server database such as Microsoft SQL Server—that is, you can use Access to create forms and reports while storing tables and possibly queries on the database server.



Access As a Front End for Enterprisewide Client/Server Applications

A client/server database, such as Microsoft SQL Server or Oracle, processes queries on the server machine and returns results to the workstation. The server software itself can’t display data to the user, so this is where Access comes to the rescue. Acting as a front end, Access can display the data retrieved from the database server in reports, datasheets, or forms. If the user updates the data in an Access form, the workstation sends the update to the back-end database. You can accomplish this process either by linking to these external databases so that they appear to both you and the user as Access tables or by using techniques to access client/server data directly.





Note

[image: image] Alison Balter’s Mastering Access 2002 Enterprise Development, published by Sams, covers the details of developing client/server applications with Microsoft Access.





Access As a Development Platform for Intranet/Internet Applications

By using data access pages, intranet and Internet users can update application data from within a browser. Data access pages are Hypertext Markup Language (HTML) documents that are bound directly to data in a database. Although Access stores data access pages outside a database, you use them just as you do standard Access forms except that Microsoft designed them to run in Microsoft Internet Explorer 5.5 or higher, rather than in Microsoft Access. Data access pages use dynamic HTML in order to accomplish their work. Because they are supported only in Internet Explorer 5.5 or higher, data access pages are much more appropriate as an intranet solution than as an Internet solution.





Key Terms

[image: image] Data access pages—Hypertext Markup Language (HTML) documents that are bound directly to data in a database.
Static HTML pages—Standard HTML pages that you can view in any browser.
Dynamic HTML pages—Pages that are published by the Web server each time that they are rendered.



In addition to using data access pages, you can also publish database objects as either static or dynamic HTML pages. Static HTML pages are standard HTML pages that you can view in any browser. You can publish database objects either dynamically to the HTX/IDC file format or to the ASP (Active Server Pages) file format. Dynamic HTML pages are pages that are published by the Web server each time that they are rendered. The Web server publishes HTX/IDC files dynamically, and these files are therefore browser independent. The Web server also dynamically publishes ASP files published by Microsoft Access, but the published ASP pages require Internet Explorer 4.0 or higher on the client machine.

Access 2002 introduced the ability to create Extensible Markup Language (XML) data and schema documents from Jet or SQL Server structures and data. You can also import data and data structures into Access from XML documents. You can accomplish this either using code or via the user interface.



Starting Microsoft Access

The first step in getting started is to launch Microsoft Access. You launch Microsoft Access from the Start menu or from a desktop shortcut.

To start Access from the Start menu, you select Start, Programs, Microsoft Office, Microsoft Office Access 2003. The Access Desktop with the Getting Started window appears, as shown in the following figure. Here you can get help, open an existing database, or create a new database.

The Getting Started window in Microsoft Access is where you can get help, open an existing database, or create a new database.

[image: 01fig01]

To start Access from a desktop shortcut, with the Windows desktop active, simply double-click the Access desktop shortcut. Access launches.





Tip

[image: image] When you first launch Access, a special window, called the task pane, appears on the right side of the screen. From the task pane, you can easily open a recently used database, create a new database of any type, or navigate to any database stored locally or on a network drive.







Key Term

[image: image] Task pane—A special window from which you can easily open a recently used database, create a new database, or navigate to any database stored locally or on a network drive.





Opening an Existing Database

After you have started Access, you can create a new database or open an existing database. A database is a single file that contains objects such as tables, queries, forms, and reports. A database is stored as a file on your computer or on a network computer. To work with the objects in a database, you must open the database file.

To open an existing database from the Getting Started window, follow these steps:




	Click More under the Open options. The Open dialog box appears, as shown in the following figure.

The Open dialog box appears when you click More under the Open options.
[image: 01fig02]


	If necessary, open the Look In drop-down list box to select another drive or directory.

	Click to select the filename of the database you want to open.

	Click Open. Access opens the database.



To open a recently used database from the Getting Started window, follow these steps:




	Locate the database in the list of files in the Getting Started window.

	Click the link to the desired database. Access opens the database.



To open an existing database from the File menu, follow these steps:




	Choose File, Open. The Open dialog box appears.

	If necessary, open the Look In drop-down list box to select another drive or directory.

	Click to select the filename of the database you want to open.

	Click Open. Access opens the database.



To open a recently used database from the File menu, follow these steps:




	Open the File menu.

	Locate the desired database in the list of recently used files at the bottom of the File menu.

	Click to select the desired file. Access opens the database.







Notes

[image: image] You can open only one database at a time. When you open a database, Access automatically closes the currently open database.
On the Open dialog box, you can click My Recent Documents to open a database that you have recently worked with. You can click Desktop, My Documents, My Computer, or My Network Places to quickly locate documents stored in those special places.





The Access Desktop

The Access Desktop contains a title bar, a menu bar, one or more toolbars, and the Database window, as shown in the following figure.

The Access Desktop.

[image: 01fig03]

Menu bars and toolbars change, depending on the view you are in at any given time. For example, when you look at a table object, there are tools on the toolbar that are appropriate when working with tables. When you are in Design view for a form, you see tools appropriate for designing a form.



The Database Window

When you open a database, the Database window, shown in the following figure, appears within the Access desktop window. The Database window allows you to select any of the Objects tabs. The Database window contains its own buttons and objects that are not found in its parent window, the Access desktop window. The table that follows describes these buttons and objects and what they do. The objects are discussed in more detail in the sections that follow.



The Buttons and Objects in the Database Window

[image: 011tab01]

The Database Window.

[image: 01fig03a]



A Preview of the Database Components

As mentioned previously, tables, queries, forms, reports, data access pages, macros, and modules combine to comprise an Access database. Each of these objects has a special function. The following sections take you on a tour of the objects that make up an Access database.



Tables: A Repository for Data

Tables are the starting point for an application. Whether data is stored in an Access database or you are referencing external data by using linked tables, all the other objects in a database either directly or indirectly reference tables.

To view all the tables that are contained in an open database, you click the Tables icon in the Objects list. (Note that you don’t see any hidden tables unless you have checked the Hidden Objects check box in the Options dialog box’s View page.) If you want to view the data in a table, you double-click the name of the table you want to view. (You can also select the table and then click the Open button.) Access displays the table’s data in a datasheet that includes all the table’s fields and records, as shown in the following figure. You can modify many of the datasheet’s attributes and even search for and filter data from within the datasheet. If the table is related to another table (such as the Northwind Customers and Orders tables), you can also expand and collapse the subdatasheet to view data stored in child tables.





Note

[image: image] The Northwind database ships with Microsoft Access. If you did not do a complete install of Microsoft Access, this file might not be available to you. In that case, you must reinstall and designate that you wish to install the sample files.



The Datasheet view of the Customers table in the Northwind database includes all the table’s fields and records.

[image: 01fig04]

As an Access power user or developer, you will often want to view the table’s design, which is the blueprint or template for the table. To view a table’s design, click the Design icon with the table selected. In Design view, shown in the following figure, you can view or modify all the field names, data types, and field and table properties. Access gives you the power and flexibility you need to customize the design of tables.

The design of the Customers table, which you can customize if you want.

[image: 01fig05]



Relationships: Tying the Tables Together

A relationship between two tables indicates how those tables are related to one another. To properly maintain data integrity and ease the process of working with other objects in a database, you must define relationships among the tables in a database. You accomplish this by using the Relationships window. To view the Relationships window, with the Database window active, you select Tools, Relationships or you click Relationships on the toolbar. In this window, you can view and maintain the relationships in the database. If you or a fellow user or developer have set up some relationships, but you don’t see any in the Relationships window, you can select Relationships, Show All to unhide any hidden tables and relationships (you might need to click to expand the menu for this option to appear).

Notice in the figure that many of the relationships have join lines between tables and show a number 1 on one side of the join and an infinity symbol on the other. This indicates a one-to-many relationship between the tables. In a one-to-many relationship, a record in one table can have many related records in another table. If you double-click a join line, the Edit Relationships dialog box opens. In this dialog box, you can specify the exact nature of the relationship between tables. The relationship between the Customers and Orders tables, for example, is a one-to-many relationship with referential integrity enforced. This means that the user cannot add orders for customers who don’t exist.

The Relationships window is where you view and maintain the relationships in a database. Join lines indicate the relationships between the tables.

[image: 01fig06]

Notice in the following figure that the check box Cascade Update Related Fields is checked. This means that if the user updates a CustomerID field, Access updates all records containing that CustomerID value in the Orders table. Because Cascade Delete Related Records is not checked in the figure, the user cannot delete from the Customers table customers who have corresponding orders in the Orders table.

The Edit Relationships dialog box lets you specify the nature of the relationships between tables.

[image: 01fig07]

It also covers the basics of database design. Remember that you should establish relationships both conceptually and literally as early in the design process as possible. Relationships are integral to successfully designing and implementing your application.



Queries: Stored Questions or Actions You Apply to Data

Queries in Access are powerful and multifaceted. A query retrieves data from a database based on criteria you specify. An example would be a query that retrieves all employees who live in Florida. Select queries allow you to view, summarize, and perform calculations on the data in tables. Action queries let you add to, update, and delete table data. To run a query, you select Queries from the Objects list and then double-click the query you want to run, or you can click in the list of queries to select the query you want to run and then click Open. When you run a Select query, a datasheet appears (as shown in the following figure), containing all the fields specified in the query and all the records meeting the query’s criteria. When you run an Action query, which is a query that lets you add to, update, and delete table date, Access runs the specified action, such as making a new table or appending data to an existing table. In general, you can update the data in a query result because the result of a query is actually a dynamic set of records, called a dynaset, that is based on the table’s data. A dynaset is a subset of data on which you can base a form or report.





Key Terms

[image: image] Query—Retrieves data from a database based on criteria you specify.
Dynaset—A dynamic set of records, based on table data, that results from a query.
Action query—A query that lets you add to, update, and delete table data.



When you run a Select query for Employee Sales by Country, you get a datasheet containing all the fields specified in the query and all the records meeting the query’s criteria.

[image: 01fig08]

When you store a query, Access stores only the query’s definition, layout, or formatting properties in the database. It does not store the results of the query. Access offers an intuitive, user-friendly tool that helps you design queries: the Query Design window. To open this window, select Queries from the Objects list in the Database window, choose the query you want to modify, and click Design. The query pictured in the following figure selects data from Employees, Orders, and Order Subtotals tables. It displays the Country, LastName, and FirstName fields from the Employees table, the ShippedDate and OrderID fields from the Orders table, and the Subtotal field from the Order Subtotals query. The query’s output displays only records within a specific Shipped Date range. This special type of query is called a parameter query. It prompts for criteria at runtime, using the criteria entered by the user to determine which records it includes in the output. Because queries are the foundation for most forms and reports, they are covered throughout this book as they apply to other objects in the database.





Key Terms

[image: image] Query Design window—An intuitive, user-friendly tool that helps you design queries.
Parameter query—A special type of query that prompts for criteria at runtime, using the criteria entered by the user to determine which records it includes in the output.



This query design displays data from the Employees and Orders tables and from the Order Subtotals query.

[image: 01fig09]



Forms: A Means of Displaying, Modifying, and Adding Data

Although you can enter and modify data in a table’s Datasheet view, you can’t control the user’s actions very well, nor can you do much to facilitate the data-entry process. This is where forms come in. Forms are used to collect and display information, navigate about an application, and more. Access forms can have many traits, and they’re very flexible and powerful.

To view a form, you select Forms from the Objects list. Then you double-click the form you want to view or click in the list of forms to select the form you want to view and then click Open. The Customer Orders form shown in the following figure is actually three forms in one: one main form and two subforms. The main form displays information from the Customers table, and the subforms display information from the Orders table and the Order Details table (tables that are related to the Customers table). As the user moves from customer to customer, the form displays the orders associated with that customer. When the user clicks to select an order, the form displays the products included on that order.

The Customer Orders form, which includes customer, order, and order detail information.

[image: 01fig10]

Like tables and queries, you can also view forms in Design view. The Design view provides tools you can use to edit the layout of a report. To view the design of a form, you select the Forms icon from the Objects list, choose the form whose design you want to modify, and then click Design. The figure that follows shows the Customer Orders form in Design view. Notice the two subforms within the main form.

The design of the Customer Orders form shows two subforms.

[image: 01fig11]



Reports: Turning Data into Information

Forms allow you to enter and edit information, but with reports, you can display information, usually to a printer. Reports are the primary output device in Microsoft Access. The following figure shows a report in Preview mode. To preview any report, you select Reports from the Objects list. You double-click the report you want to preview or choose the report you want to preview from the list of reports in the Database window, and then you click Preview. Notice the graphic in the report, as well as other details, such as the shaded line. Like forms, reports can be elaborate and exciting, and they can contain valuable information.

A preview of the Catalog report.

[image: 01fig12]

As you may have guessed, you can view reports in Design view, as shown in the following figure. To view the design of a report, you select Reports from the Objects list, select the report you want to view, and click Design. The figure illustrates a report with many sections; in the figure you can see the Page Header, CategoryName Header, Detail section, CategoryName Footer, Page Footer, and Report Footer sections—just a few of the many sections available on a report. Just as a form can contain subforms, a report can contain subreports.

Design view of the Catalog report.

[image: 01fig13]



Pages: Forms Viewed in a Browser

Data access pages, discussed earlier in this chapter, first appeared in Access 2000. They allow you to view and update the data in a database from within a browser. Although Access stores them outside the Access database file (that is, the .MDB file), you create and maintain them similarly to the way you create and maintain forms. The following figure shows a data access page viewed within Access. Although Microsoft targets data access pages for use with a browser, you can preview them within the Access application environment.

An example of a data access page based on the Employees table.

[image: 01fig14]

You can also view and modify data access pages in Design view. The figure that follows shows a data access page in Design view. As you can see, the Design view of a data access page is similar to that of a form in Design view. This makes working with data access pages, and the deployment of an application over an intranet, very easy.





Note

[image: image] Access 2002 introduced the ability to save an Access form as a data access page. This feature makes it easy to develop forms used by Access users and browser-based users simultaneously.



A data access page shown in Design view.

[image: 01fig15]



Macros: A Means of Automating a System

Macros provide you with a means of automating application tasks. Macros in Access aren’t like the macros in other Office products. You can’t record them, as you can in Microsoft Word or Excel, and Access does not save them as Visual Basic for Applications (VBA) code. With Access macros, you can perform most of the tasks that you can manually perform from the keyboard, menus, and toolbars. Macros allow you to build logic into your application flow.





Key Term

[image: image] Macro—Allows you to build logic into your application flow.



To run a macro, you select Macros from the Objects list, click the macro you want to run, and then click Run. Access then executes the actions in the macro. To view a macro’s design, you select Macros from the Objects list, select the macro you want to modify, and click Design to open the Macro Design window. The macro pictured in the figure has four columns. The Macro Name column is where you can specify the name of a subroutine within a macro. The Condition column allows you to specify a condition. The Action column is where you specify an action for the macro. (The action in the macro’s Action column won’t execute unless the condition for that action evaluates to true.) The Comment column lets you document the macro. In the bottom half of the Macro Design window, you specify the arguments that apply to the selected action. In the figure, the selected action is MsgBox, which accepts four arguments: Message, Beep, Type, and Title.

The design of the Customers macro, which contains macro names, conditions, actions, and comments.

[image: 01fig16]



Modules: The Foundation of the Application Development Process

Modules, subroutines, and functions allow you to write programming code to automate and provide professional polish for your application. Modules, the foundation of any complex Access application, let you create libraries of functions that you can use throughout an application. You usually include subroutines and functions in the modules that you build. A function always returns a value; a subroutine does not. By using code modules, you can do just about anything with an Access application. The figure shows an example of a module. If you want information on modules after reading this book, see Alison Balter’s Mastering Access Office 2003 Desktop Development, published by Sams, which provides extensive coverage of modules and Access coding techniques.





Key Term

[image: image] Module—Lets you create libraries of functions that you can use throughout an application.



The global code module in Design view, showing the General Declarations section and the IsLoaded function.

[image: 01fig17]



Closing an Access Database

Closing an Access database is quite simple: You just select File, Close. If you have any objects open in Design view, Access prompts you to save those objects. You can also close a database by opening another database or by exiting Access.



Viewing and Navigating Table Data

Tables are the basis of everything that you do in Access. Most of the data for a database resides in tables, so if you’re creating an employee payroll database, the employee data will be stored in a table, your payroll codes might be stored in a table, and your past payroll records could be stored in a table. A table contains data about a specific topic or subject (for example, customers, orders, or employees). Tables are arranged in rows and columns, similarly to a spreadsheet. The columns represent the fields, and the rows represent the records.

A table composed of columns and rows associated with customers.

[image: 01fig18]



Opening an Access Table

Before you can view the data in a table and work with its records, you must open the table. To open a table in Datasheet view, follow these steps:




	Select Tables in the list of objects in the Database window.

	Select the table you want to open and click the Open button in the database window or double-click the table you want to open.





Navigating Around a Table

You can move around a table by using the keyboard or mouse. When you are editing or adding records, your hands are on the keyboard and you might find it easiest to move around a table by using the keyboard. However, if you are looking for a specific record, you might find it most convenient to use the mouse.

The table that follows shows the keyboard and mouse actions for moving around a table and their resulting effects. As you can see, Microsoft Access provides numerous keyboard and mouse alternatives for moving around a table.



Keyboard and Mouse Actions to Move Around a Table

[image: 027tab01]





Tip

[image: image] The insertion point does not change locations just because you move the mouse; only the mouse pointer moves when you move the mouse. You need to click within a field before you begin typing, or the changes occur in the original mouse location.



The Table window includes tools that allow you to scroll through the fields and records, move from record to record, expand and collapse to show and hide related records, and more. The figure that follows illustrates these features. The table that follows provides a list of these features and provides a description of each.

The Table window.

[image: 01fig19]



The Components of the Table Window

[image: 028tab01]



Closing a Table

When you are finished working with a table, you need to close it. To close a table, you choose File, Close or click the Close button in the upper-right corner of the Table window.

Access often prompts you as you close a table, asking if you want to save changes to the layout of the table. It is important that you understand that Access is not asking you if you want to save changes to the data. As you’ll learn in Chapter 2, Access saves changes to data the moment you move off a record. When you close a table and Access prompts you, it is asking you if you want to save formatting changes, such as changes to column width, to the look of the datasheet, and so on.




Part II: Work with Existing Databases and Objects

CHAPTER 2 Working with an Existing Table

CHAPTER 3 Working with an Existing Query

CHAPTER 4 Working with an Existing Form

CHAPTER 5 Working with an Existing Report




2. Working with an Existing Table

IN THIS CHAPTER:

1 Edit Table Data


2 Add Records to a Table


3 Delete Records from a Table


4 Find and Replace Text in a Table


5 Filter Table Data


6 Modify the Appearance of a Datasheet


7 Spell-Check Your Data


8 Using the AutoCorrect Feature

Tables are the foundation of any Access application. In working with tables, the first thing you’ll want to be able to do is to open them in Datasheet view and navigate around them. Chapter 1 covered navigation techniques. Next, you’ll probably want to be able to modify table data. This includes the ability to edit, add, and delete rows.

After you know how to navigate around a table and modify its data, you’ll be ready to learn some of the tips and tricks of the trade. This chapter will show you how to find the data that is important to you. You’ll learn how to make replacements so that you can make bulk changes to the data in your tables. You’ll also learn how to use filters to look at just the data that is important to you at a certain moment in time.

Now we’re ready to have some fun. You’ll learn how to customize the appearance of a datasheet to your liking. In addition, you’ll learn how easy it is to harness the power of the spell-check and autocorrect features right from within Microsoft Access.



1. Edit Table Data

Before You Begin

[image: U2713] 2 Add Records to a Table

[image: U2713] 42 Build a New Table

See Also

[image: U2192] 3 Delete Records from a Table

[image: U2192] 7 Spell-Check Your Data

[image: U2192] 8 Using the AutoCorrect Feature

You can change the data in your table at any time when you are in the Datasheet view of a table, the result of a query, or the Form view of a form. Access saves changes you make to a record (a new row containing all the same fields as all the existing records in the current table) as soon as you move off the record.





Key Term

[image: image] Record—A new row containing all the same fields as all the existing records in the current table.






	Select the Record to Change

Open the table containing the data you want to change by clicking Tables in the Objects list on the main Access window. On the right side of the window, click the table you want to edit.

When the table opens in a separate window, navigate the table and select the record you want to change by clicking in any field in the table.



	Select the Field to Change

In the current record, move to the field you want to change by clicking the field or by using the directional keys.

[image: 02fig01]


	Type Changes to the Data

Type to make the necessary changes to the data in the current field.

To delete the contents of the current field, select the contents and press the Delete key. You can now enter new data in that field or leave that field blank.



	Undo Changes

There are many times when you will want to undo changes that you made to a field or to a record. There are several different options available, depending on whether you are still within a field, have left the field, or have left the record. You can use the Undo feature to undo only the last change made to a field or changes made to the most recently modified record.

To undo changes made to the current field, click the Undo tool on the toolbar, choose Edit, Undo Typing from the menu, or tap the Esc key once.

To undo changes after moving to another field (but before you have made changes to that new field), click the Undo tool on the toolbar, choose Edit, Undo Current Field/Record, or tap the Esc key once.

To undo changes after saving the record, click the Undo tool on the toolbar, choose Edit, Undo Saved Record, or tap the Esc key twice. (Remember that when you move to a new record, Access saves all changes to the first record—as long as you do not begin making changes to another record, you can still undo the changes to the most recently modified record.)







Tip

[image: image] When you begin to type, note that the black arrow at the left of the current record (which marks the current record) changes to a pencil icon to indicate that you are making changes to the current record.







Note

[image: image] If Access cannot undo your correction, the Undo tool appears dimmed. After you have made changes to a record and gone on to make changes to another record, you cannot undo the changes made to the first record.





2. Add Records to a Table

Before You Begin

[image: U2713] 42 Build a New Table
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[image: U2192] 1 Edit Table Data

[image: U2192] 3 Delete Records from a Table

[image: U2192] 7 Spell-Check Your Data

[image: U2192] 8 Using the AutoCorrect Feature

Access adds records to the end of your table, regardless of how you add those records to the table. You add records to a table when you want to add a new item to the table. For example, if the table keeps track of customers, you add a record to the table each time you add a new customer. If the table keeps track of orders, you add a record to the table each time you add a new order.

[image: 02fig02]




	Open the Table

Open the table that contains data to which you want to add information by clicking Tables in the Objects list on the main Access window. On the right side of the window, click the table you want to edit. The selected table opens in a separate window.



	Click the New Record Navigation Button

Click the New Record navigation button at the bottom of the Datasheet window to add a record to the table. Alternatively, choose Edit, Go To, New Record from the menu bar. Access inserts a new record at the bottom of the table. You can also press the Tab key while entering data into the last row of the table. This process inserts a new row, placing your cursor in the first field of the new row.



	Type Information in the Record’s Fields

Type to add the necessary information to the fields within the new record. To move from one field to the next in the new record, press Tab; to move back to the preceding field, press Shift+Tab. Of course, you can always click in whichever field you want to edit.

Whenever you move off the record—by clicking a new record or using the arrow or Tab keys to leave the current record—Access saves the changes you’ve made to that record.



	Add More New Records

It is important to note that Access always displays one blank record at the end of a table. As you are entering data into the table, you can press the Tab key at the end of the current record to insert another new record without moving your hands from the keyboard. You can also click the New Record navigation button or choose Edit, Go To, New Record from the menu bar to add additional new records to the bottom of the table.









Tip

[image: image] You can press Ctrl+” to copy the data from the field directly above the current field into the current field.





3. Delete Records from a Table

Before You Begin

[image: U2713] 1 Edit Table Data

[image: U2713] 2 Add Records to a Table
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[image: U2192] 42 Build a New Table

[image: U2192] 46 Establish Relationships

[image: U2192] 47 Establish Referential Integrity

There are times when you will want to remove a record from a table. An example is when an order is cancelled. Once the order is cancelled, you may not want to retain its data within the table. This is an example of when you would delete the record from the table.

[image: 02fig03]




	Select Record or Records to Delete

Before you can delete records, you must first select them. To select one record, simply click the gray record selector button at the very left end of the record’s row within the datasheet. Alternatively, if the insertion point is already in the record you want to select, choose Edit, Select Record.

To select multiple records, click and drag within the record selector area. Access selects the contiguous range of records in the area over which you drag. Alternatively, click the gray selector button for the first record you want to select, hold down the Shift key, and then click the gray selector button of the last record you want to select. Access selects the entire range of records between the two records you clicked.



	Press Delete

After you have selected the records you want to delete from the table, press the keyboard Delete key. A dialog appears prompting you to confirm the deletion.



	Confirm the Deletion

Click the Yes button in the dialog box. The selected records are removed from the table.

If the record you want to delete is related to another record in another table in your database, you won’t see a confirmation dialog box. Instead, you will see a notification that you cannot delete the selected record. Click OK to close that dialog box and continue to step 4.






Tip

[image: image] When you select records, they appear in reverse type (white text on a black background). You can copy the selected records (press Ctrl+C), delete them, or modify them as a group. Remember that deleting records is a permanent process. You cannot undo record deletion.




	Delete a Record with Related Records

Deleting records is not as simple as the preceding steps imply if you have established referential integrity between the tables in your database and the row you are attempting to delete. (Refer to 45 About the Types of Relationships, 46 Establish Relationships, and 47 Establish Referential Integrity for information about relationships and referential integrity.)

For example, customers in your Customers table probably have orders associated with them; the details of those orders are kept in an Orders table. The relationship between the Customers table and the Orders table prohibits you from deleting customers who have orders. This means that when you attempt to delete a customer who has orders, a dialog appears, notifying you that the process cannot complete.

Access provides a referential integrity option that enables you to “cascade” a deletion down to the child table. For example, if you attempt to delete an order record from the Orders table, Access will delete the associated order detail records—including the customer record from the Customers table. If you establish referential integrity with the Cascade Delete option enabled (see 47 Establish Referential Integrity), when the confirmation dialog box appears, you can click Yes to complete the deletion process. Access will delete the parent record, and all associated child records.





4. Find and Replace Text in a Table

Before You Begin

[image: U2713] 1 Edit Table Data

[image: U2713] 2 Add Records to a Table
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[image: U2192] 5 Filter Table Data

[image: U2192] 9 Open a Query in Datasheet View

[image: U2192] 13 Refine a Query with Criteria

[image: U2192] 76 Create and Run Action Queries

When you are working with records in a large data table, you will want a way to locate specific records quickly. Using the Find feature, you can easily move to specific records within a table.

The Find feature allows you to search in a datasheet for records that meet specific criteria. For example, you can search a Customers table to locate the records for those customers who live in Indiana.




	Define Search Criteria

Select the field containing the criteria for which you are searching. For example, if you want to search a Customers table to find those customers for whom your contact is a Sales Representative (and not those customers for whom your contact is the Owner, a Marketing Manager, or an Agent), click any field in the Contact Title column. If you want to find all records for a particular city and your table lists the customers’ addresses, click the City column.

Click the Find button on the toolbar. The Find and Replace dialog box appears.

Type the criteria in the Find What text box. In this example, type Sales Representative in the Find What box to search the current field (the Contact Title field) for this text.






Tip

[image: image] When using either the Find or Replace feature, you can use wildcard characters in the Find What text box. Use an asterisk (*) as a placeholder for several characters, use a question mark (?) to replace a single character, or use the pound sign (#) to replace a single number. For example, type dog* to find dog, dogs, and dogsled; type c?t to find cat, cot, and cut.




	Specify Field to Search

Use the Look In drop-down list to designate whether you want to search only the current field or all fields in the table for the text you’ve specified. By default, Access searches through only the field you selected in step 1. From the Look In list, you can select the Entire Table option to have Access look in every column for the specified text.



[image: 02fig04]


	Specify Portion of Search Text to Match

Use the Match drop-down list to designate whether you want to match any part of the field you are searching, the whole field you are searching, or the start of the field you are searching. Suppose that you select the Ship Via column from the Look In drop-down list and type Federal in the Find What text box. If you select Whole Field from the Match drop-down list, you will find entries in the Ship Via column where Federal is the entire entry. If you select Any Part of Field, you will find entries where Federal is any part of the entry (such as Federal Shipping, Federal Express, United Federal Shipping, and so on). If you select Start of Field, you will find Federal Shipping and Federal Express but not United Federal Shipping.

	Enable Other Search Options

Use the Search drop-down list to designate whether you want to search Up from the current cursor position, Down from the current cursor position, or in All directions.

Use the Match Case check box to indicate whether you want the search to be case sensitive. For example, select the check box if you want to search for the text exactly as you typed it; deselect the check box to look for the search text regardless of how it is capitalized in the table.

Use the Search Fields As Formatted check box to determine whether you want to find data based only on the display format. For example, if you are searching a Date field that has been formatted to display dates in the date-month-year format, deselect this check box to find 17-Jul-96; July 17, 1996; and 07/17/96. If you are looking only for those records with the date entered as 17-Jul-96, enable the Search Fields as Formatted check box.








Key Term

[image: image] Display format—The format in which Access displays data.




	Click Find Next

Click the Find Next button in the Find dialog box to find the next record meeting the designated criteria. The Find dialog box remains open after the search process completes.







Tip

[image: image] To conduct the same search after you close the Find dialog box, press Shift+F4 to re-open the Find dialog box and find the next record meeting the specified criteria.




	Search for Text to Replace

There may be times when you want to update records meeting specific criteria with a new value. The Replace feature automatically inserts the new information into the specified field. To replace text in a field with some other text, start by clicking within the field containing the criteria you are searching for. Click the Find button on the toolbar. When the Find dialog box opens, select the Replace tab.

Type the criteria you want to search for in the Find What text box.

Type the new information (the replacement text) in the Replace With text box.

Designate the Look In, Match, Search, Match Case, and Search Fields As Formatted options as described in steps 2 and 3.

Click the Find Next button. Access locates the first record meeting the criteria you designated in the Find What text box.






Tip

[image: image] Use the Replace All option with quite a bit of caution. Remember that the changes you make with the Find dialog box are permanent. Although Replace All can be a useful option, take care that you have a recent backup, and that you are quite certain of what you are doing. In fact, I usually click Find Next/Replace a few times to make sure that I know what Access is doing before I click Replace All.




	Click the Replace Button

Click the Replace button; Access deletes this occurrence of the Find What text from the table and replaces it with the specified Replace With text. Click Find Next to search for the next occurrence of the Find What text or click Replace All to replace all occurrences of the Find What text with the Replace With text.

	Finish the Search

Click Cancel when done to close the Find dialog box. Because Access makes changes to a record when it replaces text and then leaves that record to continue searching, the find-and-replace operations result in changes to individual records that are automatically saved as you progress through the search. In short, the changes you make with the Replace tab are permanent.






Note

[image: image] If you are searching a very large table, Access will find a specific value in a field much faster if the field you are searching on is the primary key or an indexed field. You will learn about primary keys and indexes in 45 About the Types of Relationships and 70 About Working with Field Properties.





5. Filter Table Data

Before You Begin
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[image: U2192] 9 Open a Query in Datasheet View

[image: U2192] 13 Refine a Query with Criteria

In a table you can apply filters to fields to limit the records you are viewing. These records temporarily disappear. You can view them again any time that you’d like. Filters allow you to hone in on the data that is important to you at a particular moment in time. For example, you might want to view only the customers who are based in the state of Alaska.




	Open Table in Datasheet View

From the Database window, select Tables in the object list. The list of tables appears. Double-click to open the table whose data you wish to filter.



[image: 02fig05]





Key Term

[image: image] Filter—Something you apply to fields in a table to allow you to hone in on the data that is important to you at a particular moment in time.




	Select Record and Field

Click within the record and field that contain the value on which you want to filter. This lets Access know what data you want to use as the example for the filter. For example, if you click within a record where the ContactTitle equals Sales Agent, Access will filter the data to show all of the sales agents.



	Click Filter by Selection

Click the Filter by Selection button that appears on the toolbar. Once you click this button, the data appears filtered to only the specified rows. For example, you can filter the data so that it shows only customers who are Owners.



	Click Remove Filter

After you have analyzed the filtered data, you may want to remove the filter so that you can once again view all rows, or apply a different filter. The process is very simple. You must simply click the Remove Filter button on the toolbar.







6. Modify the Appearance of a Datasheet

Before You Begin

[image: U2713] 1 Edit Table Data

[image: U2713] 2 Add Records to a Table

You can customize how data in a datasheet appears. For example you can change the column widths, row heights, font, font size, and font color. This makes the data easier to work with. Changes made to the appearance of a Datasheet view affect only the display of the data, not the underlying structure of the table.




	Format Font Used in Table

One of the things that you can change about a datasheet is the appearance of the text. Choose Format, Font. The Font dialog appears. Select the desired font, color, font size, etc. Click OK when finished. Access applies the selection to the entire datasheet.

	Modify Columns and Rows

You can modify the width of the columns within a datasheet. Move your mouse within the right column separator in the column heading until you get a double-headed arrow. Drag to the right or left to increase or decrease the width of the column. Release the mouse when the column reaches the desired width.


[image: 02fig06]

Whereas the process of changing a column width changes the width of only the selected column(s), the process of changing the row height affects all rows in the table. To change the row height, place the mouse pointer at the lower row border in the record selector area until the mouse pointer turns into a double-headed arrow. The record selector area is the gray button that appears at the very left end of each record’s row within the datasheet.

Drag up or down to increase or decrease the height of the row. Release the mouse when the row reaches the desired height.

There are times when you will want to ensure that specific columns remain visible, even when you scroll to view other columns in the table. For example, you may want the CustomerID and CompanyName to remain visible, even when you scroll to the right to view other fields. The process of freezing table columns solves this problem. Click the column selectors of the columns that you want to freeze to select the desired columns. The column selectors are the gray buttons containing the field names. Choose Format, Freeze Columns. Notice that a slightly darker line appears between those columns and the other columns. Scroll over to the right. Notice that those columns remain on the screen as you view columns to the right. To unfreeze columns, choose Format, Unfreeze All Columns.





Tip

[image: image] In addition to freezing columns, there are other tips and tricks that you should know when working with columns. For instance, to autofit the column size, double-click the column field name border. To select more than one column, click the field selector for the first column and drag to select contiguous columns.




	Format the Datasheet

So far, you’ve learned how to modify the appearance of the text within the datasheet, but you have not learned how to modify the appearance of the actual datasheet. Choose Format, Datasheet. The Datasheet Formatting dialog appears.

Use the Cell Effect option buttons to designate the Cell Effect for the datasheet as Flat, Raised, or Sunken. If you select Raised or Sunken, the background color defaults to silver.

Use the Horizontal and Vertical check boxes to designate whether the datasheet will contain no gridlines, just horizontal gridlines, just vertical gridlines, or both horizontal and vertical gridlines (the default). The options that you select here also apply to the printed datasheet.

Use the Background Color drop-down to designate a background color for the grid. Use the Gridline Color drop-down to specify the color for the gridlines.

Use the Border drop-down to select the border you wish to affect. Then use the Line Styles drop-down to select the line style you wish to apply to the designated border.

Use the Direction option buttons to designate the direction in which you want new objects to display. Left-to-right is standard for most English and European users, meaning that data entry begins in the leftmost column and continues left to right. The navigation buttons appear in the lower left corner of the table. By selecting Right-to-left, you switch the direction so that everything is oriented right-to-left, rather than left-to-right.

Once you’ve formatted the datasheet to your liking, click OK. Access applies all the changes that you made and closes the dialog.



	Hide and Show Columns

Sometimes it will not be necessary to view certain columns in the datasheet. Fortunately, you can hide and unhide columns as necessary. To hide columns, select the column(s) you want to hide. Choose Format, Hide Columns. The selected columns disappear.

Although you may not need to see the data in a column for awhile, you may need to see it at a later time. To unhide columns, choose Format, Unhide Columns. The Unhide Columns dialog appears. Click to select the columns you want to redisplay. Click Close to close the dialog.



	Expand Subdatasheets

There are times when you will want to show all the subdatasheet data for all of the records in the datasheet. Fortunately, you do not need to click to expand the datasheet for each row individually! Simply choose Format, Subdatasheet, Expand All. All subdatasheets appear. To collapse them again, select Format, Subdatasheet, Collapse All.







7. Spell-Check Your Data

Before You Begin

[image: U2713] 1 Edit Table Data

[image: U2713] 2 Add Records to a Table

See Also

[image: U2192] 8 Using the AutoCorrect Feature

Using spell check to correct data entry errors improves the accuracy of the data in your tables. You generally will not want to use spell check for data that contains names and addresses, since this type of data contains many entries that are not in the dictionary.

The spell-check feature within Microsoft Access is shared with the rest of Microsoft Office. So, if you are familiar with spell check in a product such as Microsoft Word, using the spell-check feature should be easy.




	Select Columns to Check

Click and drag within the gray column headings to select the columns whose data you want to check.



	Choose Tools, Spelling

Open the Tools menu and select Spelling. The Spelling dialog appears.



	Determine How to Handle Each Flagged Word

Once the Spelling dialog appears, it immediately shows you the first instance of a word that Access identifies as incorrect. You can choose to correct the error, skip the misspelled word, or select from a variety of other related options. After you determine how to handle the first flagged word, Access identifies the next spelling error. This process repeats until the spell-checker finds no additional errors.



	Click OK to Return to Datasheet

Once Access has identified all spelling errors in the selected columns, a dialog appears, indicating that the spell check is complete. Click OK to return to the datasheet.





[image: 02fig07]



8. Using the AutoCorrect Feature

Before You Begin

[image: U2713] 1 Edit Table Data

[image: U2713] 2 Add Records to a Table

See Also

[image: U2192] 7 Spell-Check Your Data

AutoCorrect is another feature shared with the rest of Microsoft Office. It is a feature designed to automatically correct common spelling errors as you type. In addition to catching universally common errors, you can add your own common misspellings or typos to AutoCorrect so that AutoCorrect will immediately correct those mistakes in the future. For example, if you frequently type reddy instead of ready, you can add that typo and its corrected form to the AutoCorrect list; the next time you type reddy and press the spacebar, AutoCorrect will replace your typo with the correct word.




	Type a Commonly Misspelled Word

Begin typing a sentence in a field in a datasheet and type a commonly misspelled word such as “recieve.”



	Press the Space Bar

Press the Space bar. Notice that AutoCorrect changes the spelling of the misspelled word to “receive.”



	Add Term to Correction List

You can add words to AutoCorrect’s correction list by choosing Tools, AutoCorrect Options. Fill in the Replace and With text boxes and then click Add to add the word to the correction list. Any words you add to AutoCorrect from Access are also available in other Microsoft Office applications.








Key Term

[image: image] AutoCorrect—A feature shared with the rest of Microsoft Office that is designed to automatically correct common spelling errors as you type.
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Button, Object

Description

Open
Design
New
Tables,
Queries.

Forms

Reports.

Pages

Macros

Modules

Groups/ Favorites

Opens the object you have selected.
Allows you to modify the design of the selected object.

Opens a new object based on the type of object
selected.

Lists the tables in the database. Each table contains
data about a particular subject.

Lists the queries in the database. Each query is a
stored question about data in the database.

Lists the forms in the database. Each form allows you to
view, add, edit, and delete data.

Lists the reports for the database. Each report allows
You to send table data to the printer or screen in a for-
mat that you define.

Lists the data access pages. This allows viewing of and
working with data from the Interet or an intranet.

Lists the macros created to automate the way you work
with data

Lists the modules of programming code created for the

database.

Allows you to create your own groups of favorite objects
that you frequently work with (forms, reports, and so on).
An example would be sales reports.
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Type of Field

Description

Text

Number/Currency

Date/Time.
Counter
Yes/No

After you type the text, Access puts quotes around
the text entered.

You type the digits, without commas or dollar signs
but with decimals, if applicable.

You enter any date or time format,
You type the digits.

For a yes, you type yes o true. For no, you type no or
false.
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Greater than or equal to
< Less than
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- Does not equal <7500
Between  Range of values. Between 0

and 7500

sales are over 7500
sales are 7500 or more
sales are under 7500
sales are 7500 or less
sales are not 7500

sales are between 0 and
7500

You can use the word Net in place of the < symbols.





OEBPS/html/graphics/06fig02.jpg





OEBPS/html/graphics/06fig01.jpg
Include Optional Fields






OEBPS/html/graphics/05fig13.jpg
o Saes by e Click the Close Button

e e e ey

o (= | |

Respond Whether you Want
to Save.






OEBPS/html/graphics/05fig10.jpg
Modity the Margins.

Open the

Setup
Dialog.
Box

Customize Page Settings.






OEBPS/html/graphics/065tab01.jpg
Expression

Results

Sm?2th
L*ng
*th

—
*/2000
6/*/2000

Finds Smith or Smyth.
Finds any record that starts with L and ends in ng.

Finds any record that ends in th (for example, 158th or
Garth).

Finds any record that has on anywhere in the field
Finds all dates in 2000.
Finds all dates in June 2000.
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Result of Example

Equal to “sales”

Less than <100

Less than or equal to

Greater than >100

Greater than or equal to >=100

Not equal to <>*sales*

Finds only records.
with “Sales” as the
field value.

Finds all records
with values less
than 100 in that
field

s all records.
with values less
than or equal to
100 in that field.
Finds all records
with values greater
than 100 in that
field

Finds all records
vith values greater
than or equal to
100 in that field.
s all records
with values other
than Sales in the.
fiold.






OEBPS/html/graphics/15fig04.jpg





OEBPS/html/graphics/15fig05.jpg





OEBPS/html/graphics/161tab01.jpg
e

——

—

oot o, ool

pnd

or.

Like

setneen

ot

Is Mol

Is Not

Both conditions.
must be true

Either condition can
be true.

Compares a sting
expression 1o a patern

Finds a range of values.

‘Same as o

Some as <>

Finds nulls

Finds allrecords that
are not null

Created by
adding
citeria on
the same
line of the
query design
#id to more
than one field
“ea” or
wv or
st

Like
“Sales+”

Betucen 5
and 10

Not “sales®

Is Mol

Is ot
nuLL

Finds all records
where the.
conditons in both
fields are true.

Finds all
records with the
value *CA", “NY", or
“UT* in the field.
Finds all

records with the
value *Sales” at
the beginning of the
field (e asterisk is
a vildeard
characten),

Finds al records
with the values.
5-10 (inclusive) in
the field.

Finds all records
with the value
“NY*, or “UT" in the
fel,

Finds al records
with values other
than Sales in the
feld,

Finds al records
where no data has
been entered in the
feld,

Finds al records
where data has.
been Null entered
into the field.






OEBPS/html/graphics/04fig01.jpg
E) select Open on the Database Window Toolbar

B ciick to Select the Form to Open

Select Forms in the List of Objects





OEBPS/html/graphics/04fig10.jpg
) ciick the Close Button






OEBPS/html/graphics/04fig09.jpg





OEBPS/html/graphics/05fig01.jpg
o Select Reports in the List of Objects

k) Select Preview on the £) Click to Select the
Database Window Toolbar Report to Open

B orthvind :Dotabase (Access 2000 fie format)

2 s 8 SRR
@ cotmtraruremd 8 i
p
ciathoe
el
oy
e

S .
prorebibeny
oty st
i
il O
o






OEBPS/html/graphics/04fig11.jpg
et [ acm ] s 2-acie | HE) openthe
[ Conditional

] — | — —

= e | o [ ] e |
T —— 10
[%"::'_... e renaa |
== Bl

e s (L PP
st | o | [ J—cmit i ) Click OK






OEBPS/html/graphics/04fig05.jpg
Q) o Fds Matcing Sesch o






OEBPS/html/graphics/04fig02.jpg
e

e
e

T —

Click the Record
Navigation Tools.

Delete a Record






OEBPS/html/graphics/04fig08.jpg
Fulterkiste

Fiter Excluding Selection
Filter For:
Remove Fier/Sort

Cut

Copy

paste

Sort Ascending
Sort Descending

Insert Object.

Sort the Information





OEBPS/html/graphics/04fig07.jpg
Click the Replace Tab






OEBPS/html/graphics/163tab01.jpg
Expression Meaning Example Result
Date () Current date  Date() Records the
current date
within a
field.
Day (Date) The dayof  Day([OrderDate])=1 Records
adate the order
date on the
first day of
the month.
lonth(Date) ~ Themonth  Honth([OrderDate])=1 Records
of a date the order
date in
January.
vear(ate)  Theyearof  Year([OrderDate])=1991  Records
adate the order
date in
1991.
eekday (Date) The weekday Weekday([OrderDate] Records
of a date the order
date on a
Monday.
Between Date Arange of  Between #1/1/95% Finds all
And Date dates and #12/31/954 records in
1995.
atepart Aspecific  Datepart(Interval, Finds all
partofadate (*q,[OrderDate])=2 Date) records in
the second

quarter.
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Description

A number (0-9) s required.
9 A number (0-9) is optional.

7 A number (0-9), a space, or a plus or minus sign s option-
al; a space is used if no number is entered.

Aletter (A-2) is required.

Aletter (A-Z) is not required; a space is used if no letter is
entered.

Aletter (A-Z) or number (0-9) is required.
Aletter (A-Z) or number (0-9) is optional.

Any character or space is required

Any character or space is optional.

Any characters to the right are converted to uppercase.

< All the text characters to the right are changed to lower-
case.

vV O e >






OEBPS/html/graphics/297tab01.jpg
Option

Function

Application Title

Application Icon

Menu Bar

Allow Full Menus

Allow Default
Shortout Menus.

Display Form/Page

Display Database
Window

Display Status Bar

Shortout Menu Bar

Allow Builtin Toolbars

Allow Toolbar/Menu
Changes

Use Access Special Keys

Sets the AppTitle property, which disploys a cus-
tom tite i the application tite bar.

Sets the Appleon property, which displays a cus-
tom icon in the application tile bar.

Sets the StartupMenuBar property; which speci-
fies the custom menu bar displayed by default
‘when the application is loaded.

Sets the AllowFullVienus property, which allows or
restrcts the use of Access menus.

Sets the AllowShartcutMenus property. which
allows or restrcts the use of standard Access
Shortcut menus (that is, menus accessed with a
fightalick).

Sets the StartupForm property, which specifies
the form displayed when the application is loaded.
Sets the StartupShowDBWindow property, which
determines whether the Database window s visi-
ble when the application is opened.

Sets the StartupShowStatusBar property which
determines whether the status bar s visible when
the application is opened.

Sets the StartupShortcutMenuBar property, which
specifies that a menu bar should be displayed by
default as the shortcut (that s, rightelick)

menu bar.

Sets the AllowBuiltinToolbars property, which ind-
cates whether builtin toolbars are available to
users.

Sets the AllowToolbarChanges property, which
determines whether users can customize toolbars.
in the application.

Sets the AllowSpecialKeys property which deter-
mines whether users can use keys such as F11 to
displey the Database window, Ctr+F11 10 togle
between custom and builtin toolbars, and o on.
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Placeholder

Function

Displays a digit if one exists in the position; otherwise, dis-
plays a zero. You can use the O placeholder to display lead-
ing zeros for whole numbers and traling zeros for decimals.

Displays a digit if one exists in the position; otherwise, dis-
plays a blank space.

Displays a dollar sign in the position.
Displays a decimal point, percent
indicated position.

Separates the day, month, and year to format date values.
Used as a month placeholder: m displays 1, mm displays
01, mmm displays Jan, mmmm displays January.

Used as a day placeholder: d displays 1, dd displays O1,
ddd displays Mon, dddd displays Monday.

Used as a year placeholder: yy displays 95, yyyy displays
1995.

Separates hours and minutes.

Used as time placeholders for h hours, n minutes, and s
seconds.

Displays time in 12hour format, with AM or PM appended.

Indicates that a character is required in the position in a
text or memo field.

Indicates that a character is optional.
Changes all the text characters to uppercase.
Changes all the text characters to lowercase.

n, or comma at the
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Validation Rule

Validation Text Examples

-0

“H" or *S” or “Q
Between Date()365
and Date()+365

>0 or is Null

Between 0 and 9 or is Null
>Date()

Please enter a valid Employee 1D Number.
Only H or S or Q codes will be accepted.

Date cannot be later than one year ago today
or later than one year from today.

Enter a valid ID number or leave blank if not
approved.

Rating range is O through 9 or is blank.
Date must be after today.






