Access Project O

Access Project One

Creating and Using a Database

Objectives

Describe databases and database management systems
Start Access

Describe the features of the Access desktop
Create a database

Create a table and add records

Close a table

Close a database and quit Access

Open a database

Print the contents of a table

Create and use a simple query

Create and use a simple form

Create and print a custom report

Design a database to eliminate redundancy

Starting Access

Click the Start button on the Windows taskbar, ptarAll Programs on the Start menu,
and then point to

Microsoft Office on the All Programs submenu

Click Microsoft Office Access 2003

If the Access window is not maximized, double-clitsktitle bar to maximize it

8 e Online

+  Conneck ko Microsoft OFfice
Cline

+ izet the latest news about using
Access

+ Automatically update this list
From the web

Mare...

Search For:

I |

Example: "Print more than one copy"

ﬁ Qpen. ..

|1 create a new File...

Closing the Language Bar

Right-click the Language bar to display a list ofranands
Click Close on the Language bar

Click the OK button
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B2 Microsoft Access  ENEn

Transparency
Text Labels

Yertical

* Connect to Microsoft Office
Online

* Getthe latest news about using
Access

* utomatically update this list
from the: wet

Mare...

Search for;

Example: "Print mare than ane copy"

Ready

Creating a New Database
Insert a formatted floppy disk in drive A

Click 3%z Floppy (A:)
Click the File name text box

College as the file name
* Click the Create button to create the database

Kl Microsoft Access

Ohijects Create table in Design view

Tables [ Create table by using wizard

GBS [| create table by entering data

Forms
Reports
Pages
Macras

Modules

Groups

3 Favorites

Ready

Creating a Table
* Click the New button on the Database window toolbar
* Click Design View and then click the OK button
* Double-click the title bar of the Tablel : Tablendow to maximize the window

mhtml:file://C:\Documents and Settings\Admin\Local Settings\Temporaeriet Files\F

Click the New button on the Database toolbar tpldisthe task pane
Click the Blank Database option in the task pand,then click the Save in box arrow

Use the BACKSPACE key or the DELETE key to deldi¢ dnd then type Ashton James
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¥ Microsoft Access - [Tablel : Table]

i ] Fle Edt Wew Insert Tools  Window  Help Type aquestion forhelp = o & X
HERIN = K AT RE N A MR R A BEC A= S =R RANC Y |

Field Marne | Data Type | Description |

I 25

B R

Field Properties

Genetal | Lookup

4 field name can be up ko 64 charackers long, including spaces.
Press F1 for help on field names,

Design view, F6 = Switch panes, F1 =Help.
iy start &= Ashton James Colleq... B Tablel : Table &) 12:15PM
L

Defining the Fields in a Table

e Type Client Number (the name of the first fieldtfre Field Name column and then press
the TAB key

e Because Text is the correct data type, press thg Kely to move the insertion point to the
Description column, type Client Number (Primary Keg the description, and then click
the Primary Key button on the Table Design toolbar

e Press the F6 key

e Type 4 as the size of the Client Number field

* Press the F6 key to return to the Description caldion the Client Number field, and then
press the TAB key to move to the Field Name columthe second row

» Use the techniques illustrated in the previous &teps to make the entries from the Client
table structure shown on the following slide, umtlyh and including the name of the
Amount Paid field

e Click the Data Type box arrow

e Click Currency and then press the TAB key

* Make the remaining entries from the Customer tabilgcture shown on the following slide

Defining the Fields in a Table
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DATA FIELD PRIMARY

FIELD NAME TYPE SIZE KEY? DESCRIPTION

Client Number Text 4 Yes Client Number (Primary Key)

Name Text 20 Client Name

Address Text 15 Street Address

City Text 15 City

State Text 2 State (Two-Character
Abbreviation)

Zip Code Text 5 Zip Code (Five-Character
Version)

Amount Paid Currency Amount Paid by Client This
Year

Current Due Currency Current Due from Client
This Period

Trainer Number Text 2 Number of Client's Trainer

7

Closing and Saving a Table

Click the Close Window button for the Tablel : Tablindow (Be sure not to click the
Close button on the Microsoft Access title bar,&aese this would close Microsoft Access)
Click the Yes button in the Microsoft Office Acceadislog box, and then type Client as the
name of the table

Click the OK button in the Save As dialog box

K Mi

A N S P A

Ll . - |
i ] Fle Edt Wew Insert Tools  MWindow  Help Type a question for help = o &
: [ e z . = .
RN = R AR RE N A NN A R A BEC A= Al =R RANC Y |
Field Marne | Data Type | Description |
|2 | Client Mumber Text Client Number (Primary Key) =
| |Mame Text Client Mame -
| |Address Text Street Address
|| Ciky Text City
| |State Text
| |Zip Cade Text Save As 7]
| |Client Type Texk
| |Amount Paid Currency Table Mame:
| |Current Due Currency |Client |
| B | Trainer Mumber Text
B 4
Field Properties
—— Looin
Field Size 50 I
Farmat L\?
Input Mask
Caption
Diefault Yalue
Walidation Rule The field description is optional, It helps you describe the field and is
validation Text also displayed in the status bar when you select this field on a Form,
Required Mo Press F1 for help on descriptions,
Allow Zera Length ‘Yes
Indexed Mo
Unicode Compressian Yes
IME Mode Mo Contral
IME Sentence Mode Mone
Smart Tags

Design view, F6 = Switch panes. F1 =Help.

ﬁ Ashton James Colleq. .. B Tablel : Table

74 start

&) 4:35PM

Adding Records to a Table

Right-click the Client table in the Ashton Jamedl€ye : Database window

Click Open on the shortcut menu

Type BS27 as the first customer number. Be suvetype the letters in uppercase so they
are entered in the database corrt
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Press the TAB key to complete the entry for the@lNumber fiel

e Type the following entries, pressing the TAB keteakach one: Blant and Sons as the
name, 4806 Park as the address, Hammond as th&@Xigs the state, and 76653 as the
Zip code

Type 21876 as the Amount Paid amount and then gresEAB key

Type 892.50 as the current due amount and thes gresTAB key

Type 42 as the trainer number to complete daty émtthe record

Press the TAB key

Use the technigues shown in the previous four dtepsld the data for the second record
shown on the following slide

Closing a Table and Database and Quitting Access
* Click the Close Window button for the Client : Talbindow
e Click the Close Window button for the Ashton Jar@edlege : Database window
e Click the Close button for the Microsoft Access dom

Opening a Database
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Start Access following the steps on slide 4

If the task pane appears, click its Close button

Click the Open button on the Database toolbar

Be sure 32 Floppy (A:) folder appears in the Laokox. If not, click the Look in box
arrow and click 3% Floppy (A:)

e Click Ashton James College

e Click the Open button in the Open dialog box

Adding Additional Records to a Table

< Right-click the Client table in the Ashton Jamesl€e : Database window, and then click
Open on the shortcut menu

¢ When the Client table appears, maximize the windgwlouble-clicking its title bar

» Click the New Record button

e Add the remaining records shown on the followirideslising the same techniques you
used to add the first two records

* Click the Close Window button for the datasheet

mhtmil:file://C:\Documents and Settings\Admin\Local Settings\Tempordgriet Files\F... 4/23/200:



Access Project O Page7 of 14

Previewing and Printing the Contents of a Table
* Right-click the Client table
* Click Print Preview on the shortcut menu
< Point to the approximate position shown here

* Click the magnifying glass mouse pointer in theragjmate position shown on the
previous slide

Click the Setup button on the Print Preview toolbar

Click the Page tab

Click Landscape, and then click the OK button

Click the Print button to print the report, andrifedick the Close button on the Print
Preview toolbar

Creating an Additional Table
e Make sure the Ashton James College database is open
e Click the New button on the Database window toglblck Design View, and then click
the OK button
« Enter the data for the fields for the Trainer tefipben the figure on the next slic Be surt
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to click the Primary Key button when you enter Tnainer Number fiel

e Click the Close Window button, click the Yes butfarthe Microsoft Office Access dialog
box when asked if you want to save the changesthremtype Trainer as the name of the
table

e Click the OK button

Adding Records to an Additional Table
« Right-click the Driver table, and then click Opemtbe shortcut menu. Enter the Trainer
data from the figure on the following slide inteetfrainer table
e Click the Close Window button for the Trainer : Tatwvindow
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Using the Simple Query Wizard to Create a Query

With the Tables object selected and the Clienktablected, click the New Object button
arrow on the Database toolbar

Click Query on the New Object list

Click Simple Query Wizard, and then click the OKtbn

Click the Add Field button to add the Client Numfield

Click the Add Field button a second time to addNtaene field

Click the Trainer Number field, and then click #hdd Field button to add the Trainer
Number field

Click the Next button, and then type Client-Trai@arery as the name for the query
Click the Finish button to complete the creatiorhaf query

Click the Close Window button for the Client-Trair@uery : Select Query window

Using a Query

If necessary, click the Queries object. Rightictize Client-Trainer Query

Click Design View on the shortcut menu

Click the Criteria row in the Trainer Number columinthe grid, and then type 42 as the
criterion

Click the Run button on the Query Design toolbar

Close the window containing the query results ligkatg its Close Window button
When asked if you want to save your changes, ttiekNo button

Page9 of 14
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Using the New Object Button to Create a Form
e Make sure the Ashton James College database is teDatabase window appears, and
the Client table is selected
» If necessary, click the Tables object on the Objbetr
e Click the New Object button arrow on the Databasdhiar
e Click AutoForm on the New Object list

Closing and Saving a Form
* Click the Close Window button for the Client window
* Click the Yes button
* Click the OK button
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Opening a Form
* With the Ashton James College database open arldatadase window on the screen,
click Forms on the Objects bar, and then rightkctiee Client form
e Click Open on the shortcut menu

Using a Form
Click the Next Record button four times
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Switching from Form View to Datasheet View

Click the View button arrow on the Form View toatba
Click Datasheet View
Click the Close Window button

Creating a Report

Click Tables on the Objects bar, and then make ther€lient table is selected

Click the New Object button arrow on the Databasdbiar

Click Report

Click Report Wizard and then click the OK button

Click the Add Field button to add the Client Numlfield

Click the Add Field button to add the Name field

Add the Amount Paid and Current Due fields jusy@s added the Client Number and
Name fields

Click the Next button

Because you will not specify any grouping, click text button in the Report Wizard
dialog box

Click the Next button a second time because younwil need to change the sort order for
the records

Make sure that Tabular is selected as the Layalifamtrait is selected as the Orientation,
and then click the Next button

Be sure the Corporate style is selected, click\bet button, and then type Client Amo
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Report as the new tif

* Click the Finish button

* Click the magnifying glass mouse pointer anywheitbiw the report to see the entire
project

e Click the Close Window button in the Client Amoureport window

Printing a Report
« If necessary, click Reports on the Objects bah&Database window
* Right-click the Client Amount Report
e Click Print on the shortcut menu

Closing a Database
Click the Close Window button for the Ashton Jar@edlege : Database window

Obtaining Help Using the Type a Question for Help Bx
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Click the Type a question for help box on the rigidie of the menu b

Type how do | remove a primary key in the box
Press the ENTER key

Obtaining Help Using the Type a Question for Help Bx

Point to the Remove the primary key (MDB) topic
Click Remove the primary key (MDB)

Click the Close button on the Microsoft Office AsseHelp window title bar

Quitting Access

Click the Close button in the Microsoft Access wind

Summary

Describe databases and database management systems
Start Access

Describe the features of the Access desktop
Create a database

Create a table and add records

Close a table

Close a database and quit Access

Open a database

Print the contents of a table

Create and use a simple query

Create and use a simple form

Create and print a custom report

Design a database to eliminate redundancy

Access Project Complete
Good Luck
H. Zamanzadeh
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