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0 Microsoft Office Specialist Certification

Microsoft*

a.0ffice

What is Microsoft Office Specialist
Certification? Microsoft Office Specialist
certification validates through the use of
exams that you have obtained specific skill
sets within the applicable Microsoft Office
programs and other Microsoft programs
included in the Microsoft Office Specialist
Program. The candidate can choose which
exam(s) they want to take according to
which skills they want to validate.

CertiPort is the premier provider for
validating technology skills.

The Microsoft Office Specialist tests are
offered at authorized testing centers.

For more information on the MOS exam
topics or to find a testing center near you
please contact: www.certiport.com

What is the Microsoft Office Specialist Certification Program?

The Microsoft Office Specialist (MOS) Certification Program enables candidates to show that they have something
exceptional to offer — proven expertise in Microsoft Office programs. Recognized by businesses and schools around the
world, millions of certifications have been obtained in over 100 different countries. The Microsoft Office Specialist
(MOS) Certification Program is the only Microsoft-approved certification program of its kind.

The Microsoft Office Specialist Certification Series

Core Certification: Pass any 1 test:
# Of.f' Word 2013 Core: Exam 77-418
LU, ‘ ICe Excel® 2013 Core: Exam 77-420
Specialist PowerPoint® 2013: Exam 77-422
Outlook® 2013: Exam 77-423

Access® 2013: Exam 77-424

Expert Certification: Pass either test:

Word 2013 Expert Part 1: Exam 77-425
Word 2013 Expert Part 2: Exam 77-426
Excel 2013 Expert Part 1: Exam 77-427
Excel 2013 Expert Part 2: Exam 77-428

Master: Pass 3 required and 1 elective test:
Required

Word 2013 Expert Part 1: Exam 77-425
Excel 2013 Expert Part 1: Exam 77-427
Master PowerPoint® 2013: Exam 77-422

Elective
Outlook® 2013: Exam 77-423 or
Access® 2013: Exam 77-424

Please Note: Comma Productions, LLC. is independent from Microsoft Corporation, and not affiliated with Microsoft in any manner. While the Complete
Computer Guides may be used in assisting individuals to prepare for a Microsoft Office Specialist Certification exam, Microsoft, its designated program
administrator, and Comma Productions, LLC. do not warrant that use of these Complete Computer Guides will ensure passing a Microsoft Office Specialist
Certification exam.
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O The Benefits of Certification
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For More Information:
www.certiport.com
www.microsoft.com

Why Get Certified?

For employers, the certification provides skill-verification tools that not only help assess a person's skills in using Microsoft
Office programs but also the ability to quickly complete on-the-job tasks across multiple programs in the Microsoft Office
system. (http://www.microsoft.com/learning/en/us/certification/mos.aspx). Certification proves a certain level of advanced
competency with the programs in question. Employers don’t have to wonder if the skills stated on the resume are honest
and without exaggeration. This can lead to further employment opportunities and increased pay.

A person holding Microsoft Office Certification shows not just a level of skill, but an ability to quickly complete tasks, due
to familiarity with the program and it's many time-saving features. The hard work that goes into learning Microsoft Office

programs to the level of proficiency necessary for successful completion of the Certification Exams also indicates a desire
on behalf of the student to learn and succeed.

The Benefits: Earn More, Find Jobs Quicker

Research indicates that employees with Microsoft Certification earn more and find jobs quicker than those employees
without certification. Furthermore, employees with certification report a greater feeling of confidence. These things
translate into greater job satisfaction. (http://www.microsoft.com/learning/en/us/certification/mos.aspx)

Research also shows that individuals with certification make up to 12% more than those without certification. In addition,
82% of Microsoft Office Specialists report a salary increase after receiving certification. Managers like the skills proven
and the ability demonstrated by those with Microsoft Office Certifications.
http://www.certiport.com/Portal/desktopdefault.aspx?page=common/pagelibrary/mos2003.html
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0 About Our Certification Program

Tha Advinced (usss 1
Microsoft Access 2013

Books in this Series:
Beginning Guide to
Microsoft® Access 2013

Intermediate Guide to
Microsoft® Access 2013

Advanced Guide to
Microsoft® Access 2013

Microsoft Office Specialist (MOS) Certification for Access 2013

Overview: Our Microsoft Office Specialist certification program for Access 2013 covers all of the exam objectives for the
Access certification exam. Microsoft Office Specialist exam 77-424 for Access is an elective exam that demonstrates
expert knowledge of database programming and Microsoft Office automation. It is not required for MOS certification.

Our Approach: In designing these Guides, we found that it made more sense to write the lessons based on the Ribbons
and Tasks. The beginning of each lesson provides an overview of the Ribbons and Tasks covered.

The Beginning Guide to Microsoft Access 2013 demonstrates the following Ribbons: Home, Create, Table Tools,
Form Layout Tools: Arrange and Format, Query Tools, and Report Layout Tools. The lesson activities focus on
basic database objects: Tables, Forms, Queries and Reports.

The Intermediate Guide to Microsoft Access 2013 demonstrates the following Ribbons: Table Tools, Form Design
Tools: Arrange and Format, Query Tools, Report Design Tools and the Macro Tools. The programming focuses on
representing one-to-many relationships: Form and Subform, Report and Subreport. The lessons show how to design for
Real Users that includes creating a Switchboard that opens when the database is launched.

The Advanced Guide to Microsoft Access 2013 begins with a discussion of how to design a database in Third Normal
Form to minimize repeat data and reduce errors. The programming focuses on using Key data to create relationships
between Tables. The projects include a Receipt Form that calculates the total amount owed and a Receipt Printout
formatted for a small Point of Sale (POS) printer.

Course Prerequisites: Students who enroll in the Microsoft Access 2010 program should have strong computer skills

including how to use an Internet browser and how to select commands from a menu. Students should know how to save
files and send attachments by email as well. In addition, students should have good skills with spreadsheets.
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O Microsoft Access 2013 Study Guide

Microsoft Office Specialist (MOS): Exam 77-424 for Access 2013

1.0 Create and Manage a Database
1.2 Manage Relationships and Keys
Relationships: Create and Modify

Relationships, Pg 80
Relationships: Enforce Referential Integrity,

Pg 81
Relationships: Set Foreign Keys, Pg 39
Relationships: View Relationships, Pg 76

1.4 Protect and Maintain a Database
Protect and Maintain: Compact, Pg 341
Protect and Maintain: Repair, Pg 341
Protect and Maintain: Backup, Pg 292
Protect and Maintain: Split, Pg 326
Protect and Maintain: Encrypt with a
Password, Pg 335

1.5 Print and Export a Database

Print and Export: Print Reports, Pg 336
Print and Export: Save Database to an
Exteranl Location, Pg 316

Print and Export: Export into Alternate
Formats, Pg 255

2.0 Build Tables

2.1 Create a Table

Tables: Create a Table, Pg 73

Tables: Create Linked Tables from External

3.3 Use Calculated Fields and Grouping within a
Query

3.3 Utilize Calculated Fields and Grouping within a
Query, Pg 286

Sources, Pg 322

2.2 Format a Table

Tables: Format a Table, Pg 57
Tables: Hide Fields, Pg 56

Tables: Change Data Format, Pg 296

2.3 Manage Records

Manage Records: Update Records, Pg 45
Manage Records: Append Records, Pg 282
Manage Records: Group Records, Pg 165

2.4 Create and Modify Fields
Tables: Change Field Data Types, Pg 296

3.0 Create Queries

3.1 Create a Query

Queries: Create a Crosstab Query, Pg 248
Queries: Create an Action Query, Pg 44

3.2 Modify a Query

Queries: Delete a Query, Pg 304
Queries: Rename a Query, Pg 302
Queries: Hide Fields, Pg 289
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Queries: Use Comparison Operators, Pg 222
Queries: Use Basic Operators (Add, Subtract,
Multiply, Divide), Pg 166

4.0 Create Forms

4.1 Create a Form

Forms: Create Forms with Application Parts, Pg 65
Forms: Delete a Form, Pg 318

4.3 Format a Form
Forms: Change Margins, Pg 105

5.0 Create Reports
5.1 Create a Report
Reports: Create with Application Parts, Pg 204

Reports: Delete a Report, Pg 318

5.2 Set Report Controls
Reports: Add a Subreport, Pg 204

Reports: Modify Data Source, Pg 168

5.3 Format a Report
Reports: Set Margins, Pg 170




Microsoft Access 2013 Advanced Page 8 of 347
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O How To Use This Guide

The Comma Method E{_ - e mr—— d :
Observation is a perceptual strategy that asks: why am | doing this """, " L i o | e e s | G Ry Dl

and which tools would be most effective? Each lesson begins with o |t e Uk i e 1 | o, Bt I N

a discussion of the purpose and the objectives. ' - . s

Orientation helps students start at the right place. The screen —

shots in the Complete Compute Guides show the entire window as S | T crimpii

well as a close up of the particular button or command. ) maneneres b we ] e e

Notation There are "breadcrumbs" above each screen image. Like
Hansel and Gretel, the breadcrumbs show the pathway to a button
or option. Our notation uses the following convention:
Ribbon->Group->Button->Options

1

Pl BesrnaD Seeredrd [T Par Evaraphomn u
Teer masemiired i rem ey EEEE S
-

Menu Maps

The Comma Method recognizes that there is a difference in how
men and women navigate the menus. Men typically have the ability
to see the map first. This method of acquiring knowledge is called
Breadth-first. [1] Women tend to work with the details first. They
learn several commands, such as copy, cut, and paste, then they
put those concepts under the label, “edit.” This method of learning
is called Depth-first.

kS
..:
T
T
T

The Comma Method uses menu mapping to assist men and
women to see both the Breadth and the Depth. An example of the  Query Tools->Design
menu map is can be seen here.

I 'j — I I /*I = l D Union o
1 Ford, Nigel, Sherry Chen, Matching/mismatching revisited: An Empirical Study of Learning and Teaching n D |_! # & " x I_

Styles. British Journal of Educational Technology v.32 no1 (Jan. 2001) i " {i‘é‘b Pass-Th rﬂugh
View Run Select Make Append Update Crosstab Delete | Shaon
- Table L< Data Definition | T,p|
Results Query Type
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Advanced Access Objectives
An overview of the lessons in this book:

1. Representing many-to-many relationship
with a Table and Subdatasheet.

2. Using Primary Keys to create
Relationships between Tables.

3. Creating a blank Form and adding
buttons to open Forms and Reports.

4. Finding common errors in Forms and
Queries and correcting the mistakes.

5. Calculating Totals in a Report.

© 2014 Comma Productions, LLC

Access 2013: Getting Started

You Say Goodbye, | Say Hello!

gE i [T R
Bl < cman oveesoats e ot Vst it + )
* o - — % Dlnbans i -
T VM a8 - —— " R = 3]
i - R ] T A — A N
Compert el | Wessl Ben | Mristoeabgn Ol [RESE T S

Rapss Ctobny | Rasr Mcos Dperdgm, 37 ity Fabde [ [l
Task e ey — s Dl -

L E

— g Front Row Video

Harvkpat e Pars

You are about to update 205 row(s).

a/_h Once you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to update these records?

|| Mo
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Lesson 1 : You Say Goodbye, | Say Hello!

1. Readings
Read Lesson 1 in the Advanced Access
guide, page 11-27

Project
This overview does not have a
demonstration project.

Downloads
There are no downloads for this lesson.

2. Practice
There is no Practice Activity for this lesson.

3. Assessment
There is no test for this lesson.

Microsoft Access 2013 Advanced
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Advanced Databases

Screenshot of the completed Receipt

Front Row Video

Receipt 1
4/7/2014

Deeter Poohbah
123 Main 5treet
Brighton, M1 48116

Mo of Movies 5

Total Due 51750

Movies Rented

Harry Potter and the $3.50
Deathly Hallows:

Part 2 (2011)

3-Day Rental

The goal of any successful business is that many customers
return many times and buy many things.

So, our Mighty Access database has to represent a many-to-
many relationship and document that information in reports. In
the Front Row Video business model the customer walks out
with many movies and a receipt.

The goal of the Advanced Access programming is to create
the Forms and Reports for the customer receipt. This book
begins with an important discussion on Tables and Table
Relationships. Then, the Advanced Form and Report lessons
create the data entry and the Point of Sale (POS) receipt. The
last discussions includes strategies for archiving and database
administration.

This lesson offers a summary of the goals and objectives for
the advanced programming in this Guide.

The Computer Mama Sez: "Advanced" doesn't mean hard.
Advanced means this database finally has enough
programming to get the work done!

Microsoft Access 2013 Advanced Page 13 of 347
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Goals and Objectives

The Beginning Guide to Microsoft Access 2013
introduced the database objects: Tables, Queries, Forms
and Reports. These lessons showed a one-to-one
relationship. The Movies Form has one Record Source:
the Movie Table, tbIMovies.

The Intermediate Guide to Microsoft Access 2013
demonstrates several methods of representing one-to-
many relationships. For example, there are many movies
with the same rating, say "PG,"

The Advanced Guide to Microsoft Access 2013 creates
a link between the customers and the movies: the receipt.
The Receipt Form creates a many-to-many relationship.
Many customers return many times and rent many movies
each time.

What Is The Best Approach? These lessons will create I
the Receipt Form and Receipt Report using
Subforms/Subreports. The information will be related by

Key data. The Receipt Report will be formatted to fit a

small Point of Sale (POS) printer.

HEg ¥ &
EE

Example of the Completed Receipt Form

H 5

T Tidserafing T Yot - - Vi H ¥y Baplare
1) Dmiwty Tt s | i gty | i T

l___l By Front Row ¥ideo Beceipt
el

That Mo G (T80 -

Tresnic bt

E Switchboard |?_E-| Receipt.

S

Iy

.H‘a

Phone Number

i Front Row Video Receipt

The Hunger Games [2012)

7345551212 w| |Mary Contrary
24 Elm Street
Pinckney, MI 48169
LS
L

Titanic 3D|
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The arrows show the Record Source for the Forms and the Control Source for the Combo Box.

. : Before You Begin:
ReceiptSQ ] Receipt Form Draw A Data Diagram

'r
Example of a data diagram for the Receipt Form and Subform

=
4
3

REGEipﬂ D Phone CDm bo = Databases use a Form with a Subform
to create a one-to-many relationship.
CustomerID
The Receipt Form has two Forms, two
DateRented Tables, two Combo Boxes and three
links. This is a good place to make a
data diagram.
CustomerPhoneSQ -
o i orm: Receipt
CustomerlD IE Recei DtSUberm | Record Source: ReceiptSQ
Default View: Form View
i Phone Combo: CustomerPhoneSQ
: MDVIE Combo = Form: ReceiptSubform
tbl MOVl e RentEd Form L| n kS Record Source: tbiMovieRented
P . Default View: Datasheet
RECEIPHD REDEIFI“D efault View: Datashee
CustomerlD CustomerlD Parent and Child Links:
ReceiptID
DateRented DateRented CustomerID
MovielD DateRented
tbIMovies
MovielD

Microsoft Access 2013 Advanced Page 15 of 347



E 5
o::” Example of an Update Query
E 8 E % f AR o . "
:} Relating Tables in a Database T S L Lo g |be (e |3 7 S
I i 1 E [— o Cowirkr . D C . 1 ke P
Tables are related by Key Data. The Primary Key is e | S s v R e S s | 35 B | et 8
the best Field because it is unique: it is an AutoNumber prY—e—— i T AP
that is Indexed (no duplicates). A ; ol e S ol
T n - L LTy
- e i
Why Does This Matter? There has to be at least one e . T
Field that matches in both Tables to create a —g— p—
relationship. We'll use the Primary Key to create o fr
relationships between the Tables. ; Y ;:m;‘;:m:;:wnmﬂnw
2 )
Plan: This lesson will create a Rental Table that has ¥ -
three prices: new movies cost more than old ones. The . s e = = e
Movie Table will be linked to the Rental Prices by a = e
common Field: RentalPricelD, the Primary Key in the 1 . -
Rental Table. .
- [
What Are the Steps? Create the Rental Table and o

Update the Movie Table to add RentalPricelD as a
Foreign Key so these Tables can be linked.

Then we'll create an Action Query to update the Rental
Prices in the Movie Table. The Update Query will use
the Year that a movie was released to determine the
Rental Price.. You are about to update 205 row(s).

Once you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to update these records?

|l Mo
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o;:’ Example of a Table with Key Data: A Primary Key and 3 Foreign Keys
B | xR Wit
Primary Keys and Relationships =~ = "7 w2 o L o
3 Dl T, - - i
What is a Normalized database? Normalizing a ol I o el s ™ o
database defines the Table design and how the Tables =
are related ” . - “,H,::::rw' — ::::-|-|Dr Dumonption (Oomcral
-. S —
oD L
Why Does This Matter? Normalizing a database @~ = = e e
minimizes duplicate data and protects the data integrity. -
The Tables are small and functional. There should be a =
separate Table for each collection. T
Plan: We will create two new Tables that will be the 1 T
Record Sources for the Receipt Form and Receipt : e ’
Subform. The Receipt Subform will inherit three Key y — I b
Fields from the Receipt Form. So the Table for the -
Receipt Subform, tbIMovieRented, has to be designed 3
with that in mind = _ _
E' =] switchboard | =1 tbiMovieRented '\
What Are the Steps? Create a Tablg for the Receipt Fiald Name Data Type
Form and another Table for the Receipt Subform. These o .
Tables will be joined by a matching Key: ReceiptID. MovieRentedID AutoNumber
ReceiptlD Mumber
CustomerlD Mumber
MovielD Mumber
DateRented Date/Time

Microsoft Access 2013 Advanced Page 17 of 347
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Advanced Form Design, part 1:
Create the Receipt Subform

Key Concept: The Receipt Form represents a one-to-
many relationship: one customer gets many movies. So,
there will be a Form and Subform.

Plan: The focus will be on the Receipt Subform. This
Form will list the movies rented. It is the "many" part of
the one-to-many relationship: many movies. This
Subform will be formatted as a Table, which is the way
most online forms and web pages are designed.

What Are the Steps? Create a Subform for the movies
rented and format the records as a Table.

Worth Noting: You may notice that the Arrange Tools
in Microsoft Access are very similar to the Table Tools
in Word or Excel.

Example of the MovieRentedSubform in Design View

0 E 5 ——

B oo can Oressns  Beamies e M
[\ | r——

b 41

i

mnaa i

o < RS G

MavieRentedSubfro

LT LT ELL Il

# Form Header

g

IMovii Recei| Custc

: E'LMuviem

Form Footer
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Advanced Form Design, part 2:
Create the Receipt Form

Advanced User Interface Design: The Receipt Form
will use a Combo Box Control to look up data in one
Table and add it to another Table.

Plan: The Receipt Form will enable Users to search for
a customer by their phone number and automatically
display the customer's information.

What Are the Steps? Create a new Query for the
Record Source. The Query will JOIN the Receipt Table
with a Query, CustomerNameSQ, that looks up the
customer's name and address.

When both Forms are formatted and tested , they will be
linked by three Key Fields.

Why Use This Method? A Combo Box Control is an
effective way to look up the data. When a User selects a
phone number the Form will automatically display the
customer's name and address.

Example of the Completed Receipt Form

a

H % ———

Pt

siBfiEEE

LR

i

"l: Front Row Yideo Beceipt
i B

That M G LT 0] -

Tesric 31

Lt atartd

=g Switchboard i B Receipt

S

3 ‘?‘l“ Front Row Video Receipt
] v ol
E .' A e

7345551212 v

Phone Number

The Hunger Games (2012)

Titanic 30|
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Advanced Report Design:

The Report Diagram

The Receipt Report has a Report and a
Subreport. Again, this is a good place to
draw out the designs.

Both Reports are based on a Query:

The Report uses rptReceiptSQ.
This Query includes:
tbIMovieRented

tbIMovies

tbIRentalPrices
CustomerNameSQ

The Subreport uses rptMovieRentedSQ.

This Query has three Tables:
tbIMovieRented

tbIMovies

tbIRentalPrices

The Receipt Report and Subreport are
linked by one Key: ReceiptID

Example of a data diagram for the Receipt Report and Subreport: the arrows show the Record Source

rptReceiptSQ
ReceiptlD
CustomerlD
DateRented

rptMovieRentedSQ
ReceiptID

DateRented

Movie

Price

Description

Microsoft Access 2013 Advanced Page 20 of 347

Receipt Report

(M| ReceiptSubform
Report Links

ReceiptiD




T,
o;:" Example of the Record Source for the Receipt Report: rptReceiptSQ, a Query
"  AdvancedReportDesign, part1: R Lu U 1T h o s o o LR

Calculating the Totals:The Receipt Report will use a o | Bttty o i i 1 | M, HT

Select Query that groups the rental prices and A SR p— T . =
calculates the totals for each Receipt. e o

? FEeTsrr——— LT e — T kg P ;um
The Receipt Report represents a many-to-many _:. ‘ || —— _-:-_~° | - f
relationship. It will be designed as a Report and a - et |~ i |

Subreport linked by matching Keys.

Plan:This lesson will focus on Report Design. The o _. .
Report Header, the top part of the Receipt, will include B tims
the customer's name. i

What Are the Steps? The Record Source for the
Receipt Report will be a Query, rtpMovieRentedSQ, that
uses the same Table that was the Record Source for
the Receipt Subform, tbIMovieRented.

i MR 2

The Receipt Report will be formatted as a Table and
edited to fit a small Point of Sale printer.

Field: | ReceiptiD CustomerlD DateRented Movie Price
Table: |tbiMovieRented tbiMovieRented tbIMovieRented tbiMovies tbIRentalPrices
Total | Group By Group By Group By Group By Group By
Sort:
Show:
Criteria:
or:
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O:ZG Example of the Completed Receipt Report, formatted for a POS printer
[ [ IR ' [ —— rer=rTrTErTT—
Advanced Report DeSign, part 2: I- H“. t.:;d..,.umm .w.m...ﬁ. oo e, [ v | oot p—
Finishing the Receipt: The Receipt Subreport g b i Brwla-B- s g i«
represents the "many" side of this relationship. This : = — p—
Al Acoess Objects = = e | Var

Subreport will show many movies.

¥
i

Front Row Vides
Plan: The Subreport will be a Tabular Report formatted
as a Table.

1
H

What Are the Steps? Design a new Query to be the
Record Source for the Subreport. Create a Receipt
Subreport and format the layout with the Table Tools.
Add the Subreport to the Receipt Report and confirm
the Master and Child Links.

What Are the Issues? The Controls and Headers have
to be edited before the Report can be resized for the
narrow 2" Point of Sale (POS) printer.

B E EEEEY QS R e G B ok kAR -
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Front Row Video

Receipt 1
4/7/2014

Deeter Poohbah
123 Main 5treet
Brighton, MI 48116

Mo of Movies 5

Total Due 517.50

Mowvies Rented

Harry Potter and the 53.50
Dreathly Hallows:

Part 2 (2011)

3-Day Rental



E 5
O::” Example of a Query that calculates the differences between two dates
. I <os  cwan DT BaTA BAlabei Tood | M lisateas ot + J
:} The Pro&_iucer_s. BT M b1 e 5 % S
Calculating with Dates e R e e e e :

Harvest the Data for Customer Support: Most
businesses are date driven. Queries can be used to
look for overdue movies.

Al Access Objects @ = E—

due

Hi

W 3
- |ILeA] | Dumscriphion | b oD e { sk eRentesd | H
¥ impnrtretsntl) (ronf 1], "Wt Owirchess”, " Crtrdhin ™)

Plan: Create a new Query as the Record Source for a
Report that calculates the numbers of days that each
movie is overdue.

-fIJIIlIlILI]:I:I

ITIIT

The Report will be Grouped by Customer and
formatted so that there is only one customer per page.
Our customers will get an Overdue Movie Report that
is formatted like a letter.

Overdue:

IIf(Left([Description], 1) >DateDiff("d",[ DateRented],N

What Are the Steps? Design a Query that Groups [-‘rWU},"NUt DUEdeE","UUErdUE" ]|
the Records by Customer and calculates the Amount
Due. Then, create a Report that is formatted like a
business letter.

Worth Noting: The new Query will calculate the
difference between the DateRented and the current
date with the DateDiff() function.
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Prepare to Share: Export the Data

Key Concept: Export the data out of Access.

Plan: Prepare the data with two different methods: a
Crosstab Query and a Report. The Crosstab Query
presents the data in a Table. The Report uses a query
that can be part of a Mail Merge in Microsoft Word.

What Are the Steps? Create a Crosstab Query and
analyze the results. Also, create a Report that can be
exported in several formats. Then export the data into
formats that can be shared: Word, Excel, XPS and PDF.

Why Use This Method? When the Report is in Print
Preview, the data can be exported in several file formats
that can be shared and sent by E-mail.

Example of the completed PivotChart after it was added to a Report

g |

osa sk Am

PEERT

HudiOssasweewiaafel] s

Front Row Video

Action
Biography
Comedy
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Total Of MovielD

27
13

1
46



Plan: Automate the process of selecting and archiving
obsolete Records from a database instead of deleting
them.

E 5
O::” Screenshot of a Make Table Query
!: 8 ! S v o M o :
:} The Administrator: B DB Lo  |f5 b e |5 @ D el
F e Vo e | ot [ et RO et i DT | s L
Strategies for Archiving . B e o T AT
Key Concept: Deleting data is not a good idea. PYY S e——— [ = o
The preferred method is to mark the Records as = . T s
Archive, Done or Obsolete. Sp - T -3

What Are the Steps? Edit the Table to include a

Yes/No Field that indicates if the Movie is Archived. Add
two additional Fields to document the status.

i
- ;‘
a;i

Create an Action Query to select, update and copy
selected Records to the new Table.

i aahBinddiIfiigadena

Then, create another Action Query to delete the Make MNew Table
Records and practice on a COPY of the Table.

Table Mame: |tb|.ﬁ.rd’1ivel'~"|nvies

Why Use This Method? All businesses need a method (®) Current Database
for evaluating and archiving the data.. (") Another Database:

File Mame: |

Browse...

Microsoft Access 2013 Advanced Page 25 of 347



=
4
3

[:]
Onyg

The Administrator:
The Performance Network

Deploying Access in a Multi-User Network: Split an
Access database into two: one that has Tables and
another that has everything else.

Plan: Optimize the database so that many Users can
access the same data Tables.

What Are the Steps? Create two backup copies of the
database: one for Tables, the other for Forms. Open the
Form database and delete the Tables.

Open the Tables database and delete all of the Forms,
Queries, Reports and Macros.

Finally, link the Tables to the Forms database as
External Data and use the Linked Table Manager to
refresh the Links.

Worth Noting:This lesson demonstrates how to
prepare a database for deployment including Database
documentation, Password encryption, and editing the
Client Settings.

Screenshot of a Database with Linked Tables

- (=]

B o ey Qir =y .-_,:,_, S GG g e

Lo L
e ey Sriatany (7 M s

..-n-.|-||-||-||-|.-|i.{

wiam

TTELTELTEIL

iy

[T EEe— bavwd Dmel A DM, RE sl

M e o i ¥ i BT il
£ s e 1114 b sl

1 ¥

—

a1 e b . e

. %] Copy of tbiMovies 04-16-2014 (C:\UsersieBeth\Documents\FrontRowVideo Adv11EAN_be.a

%] tblarchiveMovies (C:\Uzers\eBeth\Documents\FrontRow\Video Adv11EAN_be accdb)
%] tblCustomers (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be accdb)
%] tbiGenre (C\Users\eBeth\Documentsi\FrontRowVideo Adv11EAN_be accdb)

%] tbiMovieRented (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)
%] tbiMovies (C:AlUsers\eBeth\Documents\FrontRowYideo Advi1EAN_be.accdb)

%] tbiMovieSearch (Ci\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)
%] tblRating (C:\Users\eBeth\Documentsi\FrontRowVideo Adv11EAN_be.accdb)

%] tblReceipt (C:Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

%] tblRentalPrices (C:\Users\eBeth\Documents\FrontRowVideo Advi1EAN_be accdb)
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Summary: Advanced Guide to
Microsoft Access 20103

So, the Advanced Guide to Access finishes the
programming and answers the question: "Who
bought what?"

This is a Mighty Access database that can be
improved and revised as the business grows.

Well, a good programmer can go for hours on a
couple of cookies. Let's get started!

A ' [r—
[~ I
* - -
Ll -! o
Comperiod | Wowsl Bun | Hcisoesbge gt
apan Datstrns  Basr Vs

nThiven BATA  ©

)
Dt Pt F -

Depardencum | 55 Aol Rakie Corishent -

R

— g Front Row Video
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Front Row Video
Receipt 1
4/7/2014

Deeter Poohbah
123 Main 5treet
Brighton, M1 48116

Mo of Movies 5

Total Due 51750

Movies Rented

Harry Potter and the
Deathly Hallows:
Part 2 (2011)

3-Day Rental

$3.50
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Access 2013: Many to Many in Table Design

Relating Tables in a Relational Database

[ T~ * i d B0 Fagar Ravw Wabts T a x

Advanced Access ObjeCtives Kl :;ll1 Irfe BATA IR 1O mm. u.m '**"—“—“‘"l
In this lesson, you will learn how to: b | o % W Hoonin 3 htesies:

v | e @ iy ik Eikbais 4
1. Define the Primary Key in anew Table .. . - i
All Access Objects® = | teeeses 13 s

2. Add a Foreign Key to a Table s ™

# Ronames hsematua, The [10T]
T e

Tables |Queries I Both |

= Purwten of the Canbberarc AL Workd ™ Endd [ 2007)

3. Use the Primary Keys to create

i e || | |thiCusto
Relationships between Tables ﬂ:IGgiremers
4. Add a Subdatasheet and format the thiMovies
tbiMovieSearch

Tables to Show/Hide and Freeze the
Columns in Datasheet View

ﬂ:IRaﬁﬁ

Link Child Fields: |F‘.EH1BIPri::eID E|

© 2014 Comma Productions, LLC Link Master Fields: |RE"13|P”CEID|
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Lesson 2 : Relating Tables in a Relational Database

Table Tools ->Design->Tools->Primary Key

BN =

View | Primary Euilder Test Validation
Rules

1. Readings
Read Lesson 2 in the Advanced Access
guide, page 29-58.

=1
€= |nsert Rows

2 Delete Rows

-

Key
Wiews EJ lJ

Query Tools->Design Ribbon

! B + 7

Yiew Run
- Table

Results iJ

iJ Query Type
Menu Maps

From the Table Tools ->Design Ribbon

1. Table Tools ->Design->Tools->Primary Key, page 36
2. Table Tools ->Views->View->Datasheet, page 37

Project
Create a Table and use the Primary Key to
create a relationship to an existing Table.

Tools

Downloads
FrontRowVideo Adv2.accdb
BBL Adv ver2.accdb

2. Practice
Do the Practice Activity on page 59.

3. Assessment
Review the Test questions on page 60.

From the Query Tools->Design Ribbon

3. Query Tools ->Design->Results->Run, page 42

4. Query Tools ->Design->Query Type->Update, page
44
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r__E Modify Lookups

Select Make Append Update Crosstab Delete

= EANEIE:
— | = 0 &
Property Indexes | Create Data Rename/
Sheet Macros = Delete Macro
Show,/Hide Field, Record & Table Events
I 0 Union D

X &5 Pass-Through

how
L' Data Definition

Table

More Menu Maps
From the Home Ribbon
Home ->Sort & Filter->Descending, page 46

Home ->Records->More->Subdatasheet page 51

Home ->Records->More->Unhide Fields, page 55

Home ->Records->More->Freeze Fields, page 57
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[: ¥ Relating Tables in a Relational Database
5 Switchboard-\"{ = tthovTe-;"- All businesses need to make money. Our Front Row Video database uses a simple
L usiness model for the rental prices: new movies cost more, old movies cost less.
b del for th tal t Id t1
Field Mame Data Type
%  MovielD AutoNumber Where should this data be stored? The Rental Prices will be stored in a Table:
Movie Short Text tbIRentalPrices.
‘r’ea_r Number How will the rental price data be used with the movies? There has to be a Field in
Rating Short Text tbIMovies that matches one in the tbIRentalPrices so the two Tables can be joined, or
Genre Short Text linked. There has to be at least one Field in both Tables to create a relationship.
Stars Short Text Tabl lated by Key Data. The Pri Key is the best Field b iti
_ ables are related by Key Data. The Primary Key is the best Field because it is
RentalPricelD Numberl |E| unique: It is an AutoNumber that is Indexed (no duplicates). In contrast, last names are
not unique: there are many, many customers with the same name.

Microsoft Access: Example of a Table with a Primary Key,
MovielD, as well as a Foreign Key, RentalPricelD

WHITE STAR LINE

Front Row Video did not detect a relationship between the fields you have chosen.

Do you want a relationship to be created for you now?

BOARDING PASS

|| Mo

-pnu*-n” s

Lrrvmissiion Gianted to Gome. Woard

TITANIC

Microsoft Access: Example of the prompt when Access finds matching Keys, but does not
detect a relationship between the Fields.
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J",,::" Microsoft Access: Example of an Update Query
[ ) ' “man v SR .
What Are the Objectives? B Hm D Lo 1y e T (3 5 EE R
This lesson will create a Rental Table, tblRental, that = o we s s s i o s 0 T S e, o
has a Primary Key, RentalPricelD and the rental price. b e e ey e treminas -
The Movie Table will be updated to include the AN Aocess Objects @ IS ———— " Froperty Sheet .
RentalPricelD. The RentalPricelD is the Key that will - o e .
match in both Tables. = e T
3 - T
Finally, we will create an Action Query to update the 3 S -
Movie Table with the rental prices. B e frr

Create the Rental Table
Create the Rental Table in Design View
Enter the Rental Data

Review and Update the Movie Table
Edit the Movie Table and add a Foreign Key

Update the RentalPricelD in the Movie Table
Create a Select Query to determine the prices
Convert the Select Query to an Update Query
Run the Update Query to modify the movie data

That's the plan.

Tora wre sl b ety S i

E -
454 g s =TS kel P S

]

-

e a Errialnrd

Ty B ] B e
3008

igduuuuiauuumni

You are about to update 205 row(s).

Onece you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to update these records?

|| Mo
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Before You Begin

Before You Begin: Open the Sample Database

Go to Start -> Microsoft Access 2013.

Access will prompt you to open a database.

You can continue with the same database that you saved
or download the sample database if you wish.

The FrontRowVideo Adv2.accdb database has:
Five Tables: tblICustomers, tblGenre, tbIMovies,
tbIMovieSearch and tbiRating.

Six Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MoviesByYearSQ, MovieSQ,
MovieSearchSQ and RatingSearchSQ.

Five Forms: Customers, Movies, MovieSearch,
MovieSearchSubform and the Switchboard.

Three Reports: Customer Name. Movies by Genre, and
Movies by Year.

One Macro: OpenSearchMovie.

Memo to Self: Click Enable Content if you see the
Security Warning.

Start -> Microsoft Access 2013

-

N -

= [ ——

Havapalnon Fase

ilafi

IThiTenl BATA  BATARAL TESRE

T x T v
P Hiaew T iguiny oy T imTe
b am- M E e ¢

[T [ [

N SOTURITY e G e e b dee il (b b e e ndog: et

*® Front Row Video

wyesradrg . Apnd 1, ML

T
SECURITY WARMING Some active content has been disabled. Click for more details.

bl

n Pane

=g| Switchboard %,

P - & X
Ty i+ Y

Front Row Video

Today is | Wednesday, April 2, 2ﬂ14|

Movies

Movies by Year

Customers
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Ty, All Access Objects ->Tables
(]
2E i [T ¥ - A x
Begin with the Tables... e e i | e
Try This: Review the Tables e . . Mk ST SR | g S
Go to All Access Objects ->Tables. i — e -
Al Acoess Objects & = | ===

dan.

What Do You See? Each Table has its own
collection. The Movies Table has movies, the
Customers table has customers.

g Front Row Video

wendnauciey, dgl 3, 3314

g‘uu‘luug
- Sy

1

So, the RentalPrices will be a simple collection as
well: tbIRentalPrices. It will only contain the rental
price and the rental description.

claceE

Keep going...

T TLLLYL

e

(2 7 ~an
e

All Access Objects @ «

WHITE STAR LINE |
| [ e | || Search. 2
| | [BOARDING PASS| | | Tables A [4
' i EH tbiCustomers

sl Bl de e Mhcar’
St K wveival e G s

TITANIC EH tbiGenre

T EAHIBEIION EH tbiMovies

] IPIZW 2012 Today is | We
: EH tbiMovieSearch

ISR T
S LEAT ST STRINT, APy
&A‘ g iyl EH tblRating :
—— ) Movies
Queries

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects

r
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Create a New Table

1. Try This: Create a New Table

Go to Create ->Tables->Table Design.
Enter the following, please:

Field Name: RentalPricelD
Data Type: AutoNumber

Field Name: Price
Data Type: Currency

Field Name: Description
Data Type: Long Text

Try This, Too: Review the Field Properties
Select a Field Name: Price

Review the Field Properties on the bottom:
Format: Currency
Decimal Places: Auto

By default, Currency has two decimal places. The
Field will be formatted with a dollar sign ($) as well.
We're finally working with money in our Mighty Access
database.

Keep going...

Create ->Tables->Table Design

—
E =8 &

- Fropedly irieses  Copsie D B Trigowabge, Dbt

o . e

:M' y ; Fisld »....-_:_ -;-‘.:. Tups Beumptaon (paoesd]

2 . o -

--] |§| Switchboard | 1 tbiRentalPrices ",
“ - Field Name

-~ RentalPricelD

Price

s Description

InE
1k

Format

Decimal Places
Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required
Indexed

Text Align

Exam 77-424: Microsoft Access 2013

2.0 Build Tables

2.4 Create and Modify Fields: Create and Modify Fields

Microsoft Access 2013 Advanced Page 35 of 347

General |Lookup

Curren q-{

Frad iy e Dov st T
TSP

Data Type

AutoNumber
Currency W
Long Text

General Number 3456789

Currency

Euro €3,456.79
Fixed 345679
Standard 3.456.79
Percent 123.00%
Scientific 346E+03
Mo

General



7‘,,',° Table Tools ->Design->Tools->Primary Key

[ T ko u T Fagar R Wata
T ——

ElsN & boee = - = -

Define the Primary Key

2. Try This, Too: Create a Primary Key row | e ot T Bt G S ot
Select a Field: RentalPricelD T
Go to Table Tools ->Design->Tools. it e o T oraties Beumpticn ipncns
Click on Primary Key. e | e e
= - Twwrption iong Fext

Field Name
#*» RentalPricelD
Price
] Description

What Do You See? The RentalPricelD Field has the

symbol for the Key. In the Field Properties, the values ; '
are Indexed (yes), so that there will be no duplicates. F o
i .
>
=

Do This, Now: Save the Table
Go to File->Save.
Enter a Name: tbIRentalPrices.

Tea g
e

AutoMumber

T WAE%1 108 et 1 T e P P T
e B

T = & X

s ity + Y

Larian by Tanin Fryprsa
e

Frad Sy ot e et
P e

N -
Switchboard { = tbiRentalPrices

Data Type

v
Currency
Long Text

Click OK.
) General |Lookup

Keep going... Field Size Long Integer
Mew Values Increment
Format
Caption
Indexed Yes (No Duplicates)
Text Align General

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.2 Manage Relationships and Keys: Set Primary Key Fields
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Add Data to the New Table

This business model has only three rental prices.

Please change the View and enter the following:

Before You Begin: Change the View

Go to Table Tools ->Views->View->Datasheet.

3. Try This: Enter the Rental Prices

Price $4.50, Description: 1-Day Rental
Price $3.50, Description: 3-Day Rental
Price $2.50, Description: 5-Day Rental

What Do You See? Was the number you entered for

the Price formatted for currency?

So that's the Rental Prices in the Rental Table.
Please Close thblRentalPrices.

The next step is to put a price on the movies.

Table Tools ->Views->View->Datasheet

[ =] sor s W

he T Toseen- | [ e Eten | g St | p I
v . * Snla-
#

T it Hiwn
Warm bt feburn

E

TLTLEI LY
ig
i
§ -

[Tt

& W

d o Gl E

| £ switchboard | 71 tbiRentalPrices —
RentalPricel ~ Price ~ | Description - |Click to Add -

1 $4.50 1-Day Rental

2 $3.50 3-Day Rental

3 52.50 5-Day Rental
* (New) $0.00

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Records: Add New Records
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Home->Views->View->Design View.

Review the Movie Table s o e W B B B R

0 vl ama, o

4. Try This: Review the Movie Table n -;1« o Tkt 2 - sl e leari e e
Go to All Access Objects->Tables. :
Select a Table: tbIMovies. A ey e N

Go to Home->Views->View->Design View. Tatin P ot

Ve Smbar

Tiald Marms Suta Type Beumptun (Optonal]

daring Short: Tewi
Sariw e, Taat

What Do You See? The Movie Table does nothavea - .. s e Tee
Field that indicates the rental price. There are Fields v
for the Movie, Year, Rating, Genre, and even the
Stars. No money. No Rental Price.

g pgama

ST TR )

So00000, since most businesses are in business to ® - = e _ .
make money, we should probably do a little more e Poma = Switchbnard"i T thiMovies ',

programming in the Front Row Video database, Sy e T s g
hmmm? = Field Name Data Type
B i B* MovielD AutoNumber

Tables can work together when they share a common ™7 ¢ Mavie Shart Text
Field. The best Field to create a relationship between —

two Tables is the Primary Key. It is an AutoNumber Year Number

(each number is unique) and it is Indexed so it is very Rating Short Text

fast. Genre Short Text
Stars Short Text

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.2 Manage Relationships and Keys: Set Primary Key Fields
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Add the Foreign Key

We want to link the Rental Price to the Movie Table.
So, we need to add a Field for the RentalPricelD to
the Movie Table.

5. Try This: Add a New Field
Field Name: RentalPricelD
Data Type: Number

What Do You See? Look at the Field Properties.
Field Size: Long Integer (Integers are Whole
numbers, "Counting Numbers." )

Indexed: Yes. Duplicates are OK. Many movies will
have the same Rental Price.

Do This, Please: Save the Table.
Go to File->Save.
Close tbIMovies.

Memo to Self: RentalPricelD is still a Key, but it is not

the Primary Key for tbiIMovies. So, RentalPricelD is
considered a Foreign Key, because it belongs to
another Table.

Table Tools ->Design

g a %
I oo cman i pata DAl Yoo

-9

B Y Mtvallll = G & o8 B

e P il e N I P -.

e e 2] switcnboard | 23 tbiMovies \

-k s Field Name Data Type

~ e '.I:.. ¥ | MovielD AutoMumber

= - Movie Short Text

_i ; Year Number

s Rating Short Text

- Genre Short Text

.. - Stars Short Text
RentalPricelD Numberl w

General |Lookup

Field 5ize
Format
Decimal Places
Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required
Indexed

Text Align

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Create and Modify Fields
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Long Integer

Auto

Mo
Yes (Duplicates OK)
General
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Business Rules

In this business model, the Rental Prices are based
on a date. New Movies have a higher Rental Price
than old ones.

You can use an Action Query to add the Rental
Prices to the Movie Table. An Action Query selects
the Movies based on your Criteria and updates the
RentalPricelD in tbIMovies.

This lesson begins with a Select Query that has a
Criteria for the Year. We'll test the Criteria to see if
works: Does the Query select the right Movies?

1. Try This: Create a Select Query

Go to Create ->Queries->Query Design.
Select a Table: tbIMovies.

Click Add.

Click Close.

Keep going...

Create ->Queries->Query Design

gE - oo A BAS o R Wbt

I oo cman drveepata Baad Voo | el s vt + Y
- e (T — = Lo T b gy [ =
so. | EEEG » #1ED WK e | it p =
Vem O S| ek Append Ut Cromins Gie T | 3 & " I—t!--"nH " o
& Table B e ol | pgny O ke [
avam - ety rvs ——
All Access Objects @ = |5 e 15 e = Property Sheet

S -
T n (=

v g Fordd o Buapasians
e

s b,
]

Tables | Queries

thiCustomers
' thiGenre
. MblMovies.
- thiMavieSearch
thiRating
thiRentalPrices

'-)-Uu's’lkhhmi

e

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query: Add New Fields
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Query Tools ->Design

BEHS f 3

:} Edit the Select Query N B ol P B Lot e e (3 @ E Snne T
2. Try it: Add Fields to the Query e | o e et o G S e [ D e i
Go to tbIMovies. - v — 2
Double click to select the following Fields: P e e = Property Sheel
MovielD i = s et
Movie = s ey
Year B -~ %‘:...’:
RentalPricelD . — ey -
Criteria can be used to Filter the Records. Criteria b
can be words, phrases or numbers. i “
Try This, Too: Edit the Criteria Ly o mans . e
Select a Field: Year 2 - e ? 2 2 =

Enter a Criteria: 2012

Keep going...

Field: | MovielD Movie Year RentalPricell II
Table: |tbiMovies thlM ovies tbiMovies thiMovies
Sort:
Showe
Criteria: 202
or:

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Parameter Queries (Filter with Criteria)
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Test the Criteria

3. Try This: Test the Criteria
Go to Query Tools ->Design->Results->Run.

What Do You See? There are 4 Movies in this
database that were released in the Year 2012.

Then What? The Query selected the Movies we
would like to Update to RentalPricelD 1, the premium
1-Day Rental for new Movies.

Do This: Return to Design View
Go to Home->Views->View.
Select a View: Design View.

Keep going...

Query Tools ->Design->Results->Run

BE e

b’

feadoagags &
i e

R LEL L L L

iy

5

T BATA

) A e di

14 iy T it =

an

ETRRAH T 6

MovielD -
2 21 Jump Street (2011)
203 Kahaani (2012)

348 The Hunger Games (2012)

| =3 Switchbnard.."'{ = Querﬁl"'-...__

401 Titanic 3D
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Query Tools ->Design->Query Type

3e %

Select Query vs. Action Query i Y

4. Try This: Consider the Query Types —_
Go to Query Tools ->Design->Query Type. baren

What Do You See? We are programming a Select
Query. Select Queries grab certain Records in a .
Table. There are several other Query Types we can
consider. =

Action Queries change the Records. There are three
Action Queries: Append, Update and Delete.

g v

S

An Append Query adds more Records to a Table. An
Update Query changes the data in the Table. A
Delete Query deletes Records.

So, Here's the Plan: We will use an Update Query ‘
that changes the RentalPricelD based on the Criteria
for the Year.

View

Results

Exam 77-424: Microsoft Access 2013
3.0 Create Queries

Pt M e -
Taer AR

T ] s

== ezl NS SR

Select Make Append Update Crosstab Delete
Table

Cuery Type

3.1 Create a Query: Create Action Queries (Update with Criteria)

Microsoft Access 2013 Advanced Page 43 of 347

1D Union
'?‘%':' Pass-Through

¢ Data Definition

=2
Show
Table



un-

Create an Update Query

5. Try This: Create an Update Query

Go to Query Tools ->Design->Query Type.
Select a Type: Update.

What Do You See? You should see a new Row in the
QBE grid at the bottom of the Query.

Update to What? The data has to MATCH the Field it
is changing. RentalPricelD is a Number that refers to
a specific price and description.

Try This, Too: Edit the Update Value
Enter the RentalPricelD: 1

RentalPricelD 1 is $4.50 with a 1-Day Rental.

Query Tools ->Design->Query Type->Update

[T ] A W Fagar R Wit
[ T T T ——————
= - e poive- L T R ST — = Dyt
! |+l [t L 2 T
: [— — -V e P —
Ww MmNk Mske Append Mgty Crevinh Geirie oo Pamsaenm
= Tabde B D i | pgn, N ki
Al 2 ob N E e
S e,
Tahien
A — ]
3 v Ll
A -
- g
- bl
3 mdsevalos S
p— [
¥
=
'
2w
B e e e R Ereasen s -
T mame e e T,
[ e B
| trasa £
- -
|
=
|
-
]
Rrper
a

Field: | MovielD Movie Year
Table: |tbiMovies tbiMovies tbiMovies
Update To:
Criteria: 202
orn

RentalPricelD
tbifovies
1
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)",,v:"' Query Tools ->Design->Results->Run
E BE S & 1 S——— -
:} Run the Action Query I PR Ny e
Action Queries alter the data in the Table. Itis @ one- e s s s s it o e (700 e D e, LY P
way step: there is no Undo. You will be prompted to farem T — ey e i ) 6
confirm this action. e 2 Property Sheet
'3-1-:- 1 |- _1““" wﬂ:w ]
6. Try This: Run the Action Query . ‘:_:-m P -~
The Update Query is open in Design View. M ooy T -
Go to Query Tools ->Design->Results->Run. e - PGt "
g . ey L g
What Do You See? When the Query Runs, it will : . . L Sa e

update four rows in tbIMovies with the Year: 2012. Sotegisinel . o

You have to confirm this action.
Click Yes.

Keep going...

You are about to update 4 rowi(s).

i Once you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to update these records?

|| Mo
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Review the Results

The Action Query changed the data in tbIMovies. Let's
open that Table and see what happened.

7. Try This: View the Data in the Table
Go to All Access Objects->Tables.
Open a Table: tbIMovies.

And This: Sort the Records by Year
Go to Home ->Sort & Filter->Descending.

What Do You See? The 2012 Records have been
updated with RentalPricelD 1.

So, What Does That Mean? The Movies we selected
have an updated RentalPricelD.

This is just one step. We'll run the Update Query a
couple more times for the other two Rental Prices,
then we'll look at how this all works.

Do This: Close the Table
If you are prompted, please Save the changes.

Exam 77-424: Microsoft Access 2013

2.0 Build Tables

Home ->Sort & Filter->Descending

L

- -"..' :'r;ru u-u:u.:mm u.vu.\:: o [T x‘nzn . ) litmtn bk, l
“f: Yol T tM.'f'..'. Y& g T '} e |
i‘-f“ cess Obgects = = hEmraETEEl b"_-i' ik s dadd 7
o
¥
:; .
i
e
-t
S o
b |
o
Genre - Stars RentalPricel =
Romance Leonardo DiCaprio, Kate Winslet
Action Jennifer Lawrence, Josh Hutecherson, Li 1
Thriller Vidya Balan, Parambrata Chatterjee 1
Action Jonah Hill, Channing Tatum, lce Cube 1
Thriller Mickey Rourke

2.3 Manage Records: Sort Records
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Query Tools->Query Type->Select

3 E % i FrepET Fapor W Wikt v a x

Edit the Update Query Elm.‘-rm:: 'H.:'... L..,m -] s o B R
You can use the Criteria to select different Years if o | B e bt U o e (1 e T DO e S
you wish. We'll go back to the Select Query and test _ et _ e e . 8
the new Criteria. This Criteria will select all of the Al Access Ojects @ «/| B === Property Sheet
Movies that were released before the Year 2000. st o
Then we'll create an Update Query and review the = e e
results. ~p— - ey

s [ 5 FEN i i
Before You Begin: Change the Query Type T e
Go to Query Tools->Query Type->Select. ; '

5 A

» u
What Do You See? The Update Row is gone. : “ _—— — = ——
8. Try This: Edit the Criteria — ol T T ’
Select a Field: Year -~
Edit the Criteria: <2000 =

Keep going...

Field: | MaovielD Movie Year RentalPricelD
Table: |tbiMovies tbiMovies thiMovies tbiMovies
Sort:
Show:
Criteria: <2000

ar
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Test and Run the Query

9. Try This: Test the New Query Criteria
The Select Query is open in Design View.

Go to Query Tools ->Design->Results->Run.

What Do You See? In this database there are 205
Movies that were released before the Year 2000.

Do This: Return to the Design View
Go to Home->Views->View->Design View.

And Do This: Change Back to an Update Query
Go to Query Tools ->Design->Query Type.
Select a Type: Update.

Try This, Too: Edit the Update Value
Enter the RentalPricelD: 3
RentalPricelD 3 is $2.50 with a 5-Day Rental.

Try This, Now: Run the Update Query

Go to Query Tools ->Design->Results->Run.
When it runs, 205 rows in tbIMovies will be updated,
You will be asked to confirm this action.

Click Yes.

Keep going...

Query Tools ->Design->Results->Run

ga % .
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E ! (il » gl i
ek ke dppad Upebeie Crovih Gririe
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. ety . Dk Calharmons
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Laavtas b Fas Pigeea
R |y

Tiina i il s el 0% .

,.,R O i R VL i S T ot Dl LS el b et DR g,
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-

]

e
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You are about to update 205 row(s).

Once you click Yes, you can't use the Undo command to reverse the changes.

Are you sure you want to update these records?

Mo
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Query Tools ->Design->Results->Run

S

o % — o8
Create Another Update Criteria ™0, "= "0 100 T s 5 = s R
Before You Begin: Change the Query Type o A ke et e o e T DR

Go to Query Tools->Query Type->Select. s - = - -
Try This: Edit the Criteria All Access Objects @ « IS =7 5o . Property Sheet .
Select a Field: Year E S

Edit the Criteria: >1999 and <2012 S e e

E

;
it
ji:

And This: Test the New Query Criteria

Go to Query Tools ->Design->Results->Run.
This Query returned 192 Movies between the Year
1999 and 2012.

BuswBRfoEdB

(S T = o Brrialenrs

Finally, Do This: Create an Update Query @ [ S — = Ry —=
Go to Home->Views->View->Design View. :

Go to Query Tools ->Design->Query Type.
Select a Type: Update.

Enter the RentalPricelD: 2

RentalPricelD 2 is $3.50 with a 3-Day Rental.

O E e

|
4

ur
d
rasy

Try This, Now: Run the Update Query
Go to Query Tools ->Design->Results->Run.

vAvi}f’;ae' 2;225 tg"(’:"sr:fri‘r::f“é‘l’i‘éfi;";"' be updated. You Field: | MovielD Movie Vear RentalPricelD
Table: |thiMovies thiMovies thiMovies thikMovies
Sort:
Show:
Criteria: >1999 And <2012]
[+ H
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Did the Data Update?

Before You Forget: Save the Update Query.
Go to File->Save.

Enter a Name: MovieRentalPriceUQ

Where UQ means Update Query.

Close the Query.

The Action Query changed the data in tbIMovies.

All of the rows should be updated with a
RentalPricelD, based on the Year.

Try This: View the Data in the Table
Go to All Access Objects->Tables.
Open a Table: tbIMovies.

Try This As Well: Sort the Records by Year
Go to Home ->Sort & Filter->Descending.

What Do You See? There are 3 RentalPricelDs.

2012: RentalPricelD 1.
2000-2011: RentalPricelD 2.
Before 2000: RentalPricelD 3.

Home ->Sort & Filter->Descending

2012

2012 PG13
2012 PG13
2012 R
2011 R
2011 PG
2011 PG13
2011 PG13
2011 R
2011 NC-17
2011 PG13

Year -I | Rating - G-é-ﬁ-ré

Thriller
Romance
Action
Action
Comedy
Family
Drama
Comedy
Drama
Drama
Action

rs_ta”rs. e

Vidya Balan, Parambrata Chatterjee
Leonardo DiCaprio, Kate Winslet
lennifer Lawrence, Josh Hutecherson, Li
Jonah Hill, Channing Tatum, Ice Cube
Joseph Gordon-Levitt, Seth Rogan, Annz
Asa Butterfield, Chloe Grace Moretz, Ch
Tom Hardy, Nick Nolte, Joel Edgerton
Jean Dujardin, John Goodman

Tilda Swinton, John C. Reilly, Ezra Miller
Michael Fassbender, Carey Mulligan, Jar
James McAvoy, Michael Fassbender, Jer
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Home ->Records->More->Subdatasheet->Subdatasheet

gE i . Fagar R Wabda v A =

Tables and Subtables rva

Databases use Forms and Subforms to show a
relationship. Tables use Subdatasheets to meet the
same goal: create a relationship.

The Form and Subform are linked by a common Field.
When you add a Subdatasheet you will be prompted
to select a Field that both Tables share.

§ i

- ETotaIs A Replace
" Spelling " 3 GoTo-

Find - 3k -
DMﬂre* [&E-elect* B I U '& ﬁ

Dramu

The following pages will add a Subdatasheet,
tbIRentalPrices to the tbIMovies. Both Tables have the
same Field: RentalPricelD.

Calibri - |11 -

T T T TR Iyt

I:

1. Try This: Add a Subdatasheet

tbIMovies is still open in Datasheet View.

Go to Home ->Records->More->Subdatasheet.
Select: Subdatasheet.

Text Formatting

oW

| ) Stars ~ | RentalPricel =
Keep going... I[ Row Height... e —— 5
H Subdatasheet » BB Subdatasheet.. 5
Hide Fields 2
Insert Subdatasheet

Unhide Fields TRl 7
EH Freeze Fields 2
UﬂfrEEZEE” Fields I SLOME, VIOId Lrdavil 2
| Craig, Rooney M: 2

1 Field Width r—— o
ridges, Matt Damo 2
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Home ->Records->More->Subdatasheet->Subdatasheet

gE - " . i W [y ——

5 SUbdatas heet Options -b( HM, ,lu-' I!;Iﬂu::;“mizm:\ ..:I: B :l §|__ H —T . : - ; ke oy + .
A Subdatasheet can be a Table or a Query. The or | Pt e | e ot Tarnt e S | g e (o m a8
Subdatasheet will use the Primary Keys to create a vom | o . o
one-to-many relationship. AN Access Objects ® ~
2. Try This: Insert Subdatasheet ; o '
Select a Table: tbIRentalPrices i =l | Tables | Queries | Both
Link Child Fields: RentalPricelD oy i s
Link Master Fields: RentalPricelD b . e thlCustomers
i e - thiGenre
: : thiMovies
. - b
Click OK. L LD thiMovieSearch
’ i M The o
Keep going... o ‘E':‘ thiRat

i
¥
{

Memo to Self: Microsoft Access will immediately look
for a relationship between the Fields. A rather large
pop-up with a red X may appear- pictured on the next
page. This is not a mistake, although it may be
startling the first time.

EEENE

Link Child Fields: | RentalPriceID
Link Master Fields: | RentalPriceID|
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Create a Relationship

What Do You See? When you link two Tables by a
common Field Microsoft Access will look for a
relationship. Are these two Tables related? Yes, we
want to link the Movies to the Rental Price.

If Microsoft Access does not detect a relationship
between the Fields, you will be asked if you like to
create one.

3. Try This: Create a Relationship
Click Yes.

Keep going...

Home ->Records->More->Subdatasheet->Subdatasheet

TR T T o s W .
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bef N -......-..., | (I P -_ P X tonsn ¥y Bapisre P =

. 3l PR P we— 2 B T iguieg -+ o P

Wew s [ et = [ YEIY By o

= v £s amave i T - X Tlnkier ) Skt + =

o [ Sat i biane . a L e asmag .

Al ACcess Objerts 8 = |2 Smmnen ] = e f—

Sk o [ o (et tbdatathert ¥ - BentaPrios < Cich addd -

= Fab wahand | XA et ]

— &L Thane X fuis. | e | b s i

e MIE The Hotggd G pacaatsei o %

3 = 2 Hiumplient [z SEew L] L

2 mane ¥ sana el - "

2= 7% Hago (1EL1] -A» ot

p—_— 10 Wiaessee [2011] ne.

- | =

| w

e
¥

¥

5 T

- :
: b Mhacknaghe o Parn 3
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Front Row Video did not detect a relationship between the fields you have chosen.

Do you want a relationship to be created for you now?

|| Mo
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?w:" Home ->Records->More->Subdatasheet->Subdatasheet
E [ W I ' RO oS ——— F - & =
:} Hello, Table and Subdatasheet ~ "Bor == ™" Tl iis W peee s R
4. Try This: Review the Subdatasheet o | o e e | e, P | M e e | ™ poe [0 WAz 2 a-m.
The Movie Table, tbIMovies, has a Subdatasheet. - s L T L ] - 4
Al A bjects @ = 13 _nn-u:n —1 i s = v 4 Rating Sarae dan Rantalrics < O
What Do You See? There is a plus sign (+) by the e : :;iE"EL::.N.:.“ DI mavu | it smewuien aya e :
Record Selector in each Row. When you click on the 5 — ' S0 b hanat
plus sign the Subdatasheet will display the Rental D e T R
Price for that Record, based on the RentalPricelD that = - - MO T A A e e T e :
matches. Cows 2 . Ll T":"r 1 S .;;: :;u ::: . O¢ ;
B Oombrmritrmsfiog W PGL Adram 2
5 W Blaak Sevas | X0 3 m Tmams 2
Keep going... e - ',.'. ;'..'f.’ul','f o :
3 T e e
AT u A L Aimize i (i, Wy Ikt Winitead, Kesa b
;’"» ;;:: 1:‘.::: Town: Hanick, T Alen
i . e
[ Switchboard [ = tbiMovies
MovielD - Movie * | Year -
238 Midnight in Paris (2011) 2011
T 157 Harry Potter and the Deathly Hallows: Part 2 {20 2011
Price - | Description - | Click fo Add -~
53.50 3-Day Rental
323 Sherlock Holmes: A Game of Shadows [2011) 2011
263 Once Upon a Time in Anatolia (2011) 2011
4 A Separation (2011} 2011
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Format the Table: Unhide Fields

What Don't You See? The Primary Key in the
Subdatasheet is hidden.

5. Try This: Format the Subdatasheet Fields
Select the Price Column in the Subdatasheet.
Go to Home ->Records->More->Unhide Fields.

Keep going...

Home ->Records->More->Unhide Fields

e I e [ ———
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%l Ascending YT Selection - ’7
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" Ly Oty WAHOE, Wachel MoAZST, LIty Ratey a4
Tnwra Coreni Rapdckie. Eremy Wirhom. L] 1
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Py W, Liskh Harm, dareh gt 3
woka Dresn, Dthiavia tprsins 2
it {amg, Rty B, {RH 3

= Mew Z Totals - Replace
zl Descending '@Advanced - o Save A:} Spelling = GoTo-
Filter Refresh Find
z.# Remove Sort Y Toggle Filter Al - >( Delete - |:| Mare = [} Select -
Sort & Filter Records | [£5]
Switchbnard\"[ =1 tbiMovies ", i
MovielD - Movie IE Row Height...
238 Midnight in Paris (2011) b
E"ﬁj Subdatasheet
T 157 Harry Potter and the Deathly Hallows: | b
Description =  Click to Add ~ Hide Fields
$3.50 3-Day Rental Unhide Fields
* 50.00 EH Freeze Fields
323 Sherlock Holmes: A Game of Shadows | Unfreeze All Fields s
i i i )
263 Once Upon a Time in Anatolia (2011) T3] Field Width r
4 A Separation (2011) R r
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)"w:" Home ->Records->More->Unhide Fields
o o ;
. . . - voma CEAR (0TEies DATA  DATRRA TOSUE  FER  TAR Iiasanh biohy © .
Format Table: Unhide Fields D Q30 | Y Mt Dtk | [ e Traa | gy one (o |
What Do You See? The Columns include all of the T | o e i | 5 b oo | ™% e « Her | ™ o | 1 WA %D 2=
Fields in tbIRentalPrices. There is also a Column for M T — o - reenaneg - 6
mOdIfylng the Table: Click to Add. ::I:\':{F—‘“ Lo ol ;_ o T Move < Tew | Rating - Genre - tan = hantaricel | Gk |
L] i Vasraghe ie Farw (JEL1] Al PGt oD Oty AT, Macns| MOAZETA, Loty Ritey 3
';‘:_ ) = KA barry Foter st Vi S S O B e RN B Wi, W i 2
- - S ] > -
6. Try This: Unhide Columns ; TR
. Beldever - L
Select the following Columns: g " T Ty T 3
RentalPricelD - = — Ty = PR T e e :
Prlce % AT Thay waly | 300 L) mama ey Shome, 'Wicky Dywis
. . ; ) B [Pk S w1 10 (g nava B Caug, oy B -
Description : L e
- u o ety e, Corarc D S
. F :n':lnwsqlmnr:uw: 1 n-.n; ;'::um‘.-« et
Unselect: Click to Add B v e e e o, Taasnyeny i S I
CI|Ck c|ose F ora W i St Wil o sty | 2O =00 [ye—s Bt Whemddler, kv T 1 p o=
. . QT — " HE4 oo Fukgrem v th Waorld e PGl Acnon, Wscha v, My 1 —— X
Fomma " T Tery Hory B0 WG Tarly Tors Hamins, Ty MBares | o r
A Oetimers = 1 BET Hona | xea R
Now, What Do You See? There should be three :
Columns in the Subdatasheet: RentalPricelD, Price a -
T 0 rompton (2910) MW PGLY

and Description.

T P il et | 354 23 L

’Jiﬁ

And Try This: Close the Subdatasheet Fields
Click on the minus sign to the left of the name of the
Movie to close the Subdatasheet.

Column:
RentalPriceID
Price

Description
] click to Add

Keep going...
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Format Table: Freeze Fields

When you Freeze a Field, you lock that Column into
place. The rest of the Datasheet can scroll to the left

or right, but the Field that you Freeze will remain fixed.

7. Try This: Freeze a Field in a Table
Select the Movie Column in tbIMovies.
Go to Home ->Records->More->Freeze Fields.

What Do You See? Use the horizontal Scroll Bar at
the bottom of the Table to scroll to the Stars in the far
right Column. The Movie Column should remain fixed
on the left side of the screen.

Where Have You Seen This Before? You can
Resize, Hide and Freeze Columns in Microsoft Excel
as well.

OK, Save, Save, Save.

Home ->Records->More->Freeze Fields

ga e : ST S——— ' a x

r: (L o o 2 Totals 23 Replace
: ﬁ Spelling ] =2 GoTo~
g Find
. I More~ [ Select -

'C Row Height... 7

Eﬁ:‘ Subdatasheet b
: Hide Fields
Unhide Fields

" EH Freeze Fields
Unfreeze All Fields n
] Field Width

E Switchhnard"‘i = tbiMovies
Movie - I
How to Train your Dragon (2010}
Elite Squad: The Enemy Within (2010)
The King's Speech (2010)

Jay Baruchel, Gerard Butl
Wagner Moura, Irandhir
Colin Firth, Geoffrey Rusl
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Summary

The goal of this lesson was to create a relationship
between a Table of Movies and a Table with Rental
Prices. The two Tables need a common Field.
RentalPricelD was the example used in this
programming.

The Primary Key is the best option because it is
unique and indexed (fast!).

You done good. Take two cookies if you wish.
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b a6 Dt Cabimbanc Bl

Rartalricel - Frice

srrry G

i i

Wiz Dl

S ik T Ehr | 200

Switchboard | T tbiMovies ,

Movie -

Bourne Ultimatum, The (2007) "

Pirates of the Caribbean: At World's End (2007) Johnny Depp

T Pirates of the Caribbean: Dead Man's Chest (2006) | lohnny Depp
RentalPricel - Price - | Description -

Matt Damon, §

2 $3.50 3-Day Rental
#* [New) 50.00 e 3
Corpse Bride (2006) Johnny Depp | A4
v,:‘ 'h-.
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Practice Activities

Lesson 2: Managing Tables

Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working on.

Or, you may download BBL Adv ver2.accdb.

2. Edit the Products Table, tbIProducts, in Design View. Add a new Field:
Field Name: Price

Data Type: Currency

Save the Table and close it.

3. Create a Select Query and add tbIProducts as the Record Source. Add
all Fields to the QBE Grid. Run the Query to test it. Save the Query as
ProductPricesUQ.

4. Add a Parameter to the ProductPricesUQ. Select the Type and type the
following Criteria: "Sandwich" Run the Query to test it. Note how many
Records there are.

5. Change ProductPricesUQ from a Select Query to an Update Query.

6. The Criteria for Type is “Sandwich.” In the QBE grid UPDATE the Price
to $7.50. Run the Query and update the Records in tbIProducts.

7. The Criteria for Type is “Breakfast.” In the QBE grid UPDATE the Price
to $5.50. Run the Query and update the Records in tbIProducts.

8. The Criteria for Type is “Snacks.” In the QBE grid UPDATE the Price to
$10.50. Run the Query and update the Records in tbIProducts.

9. The Criteria for Type is “Tray.” In the QBE grid UPDATE the Price to
$24.50. Run the Query and update the Records in tbIProducts.

10. The Criteria for Type is “Beverages.” In the QBE grid UPDATE the
Price to $4.50. Run the Query and update the Records in tbIProducts.
Save and close the Query.

11. Go to All Access Objects and confirm that the Products Table has
prices for each Record. Close the Products Table.

12. Open the Specialty Table, tbISpecialty. Add a Subdatasheet to the
Specialty Table with the Command Home->Records->More. Add the
Products Table: tbIProducts.

13. Expand the Subdatasheet and HIDE the ProductIlD Column.

14. Save and close the Specialty Table.

15. Close the Brown Bag Lunch database.
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Test Yourself

1. Which would be an Access Table in Third Normal Form?
(Give all correct answers.)

A. tbIMovies has only movies

B. tbiICustomers has only customer data

C. tblProducts has items and their prices

D. tblPrices has only prices

Tip: Advanced Access, page 34

2. Which are Data Types in an Access Table?
(Give all correct answers.)

A. Auto Number

B. Currency

C. Text

D. Memo

Tip: Advanced Access, page 35

3. Which of the following is true about Key fields?

(Give all correct answers.)

A. A Foreign Key is the Primary Key from another Table
B. A Table can have only one Primary Key

C. A Table can have many Primary Keys

D. A Key Field is a good way to link two Tables

E. A Primary Key can be text or a number

Tip: Advanced Access, page 38-39

4. Which is true about Subdatasheets? (Give all correct answers.)

A. Can be a Table
B. Can be a Query

C. Will use Primary Keys to create relationships
Tip: Advanced Access, page 52

5. Match the Query with its description:

A. Select Query

i. Changes the Record

B. Action Query

ii. Changes the Data in the Table

C. Append Query

iii. Deletes Records

D. Update Query

iv. Displays certain Records

E. Delete Query

v. Adds more Records to a Table

Tip: Advanced Access, page 43
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Access 2013: Many-to-Many

Talre
LY Primary Keys and Relationships

Advanced Access Objectives
In this lesson, you will learn how to:

1. Identify the levels of database design:
First, Second and Third Normal Form.

2. Create Tables in Design View that have
Primary and Foreign Keys.

3. Create Tables that do not have repeating
groups: Third Normal Form.

4. Document the Relationships.

5. Edit the Joins between Tables to ensure
Data Integrity and Enforce Referential
Integrity,

© 2014 Comma Productions, LLC

- N

T e Loyt
v

R -
T s . ' LT T -

4 W NI

thiReceipt

dlEEiHHSS

.-

% ReceiptlD
CustomerlD
DateRented

tblMovieRented

¥ MovieRentedID
ReceiptlD
CustomerlD
MovielDr
DateRented

thlCustomers

¥ CustomerlD
FirstMame
LastMame
Addressi
City
State

—
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1. Readings
Read Lesson 3 in the Advanced Access
Guide, page 61-86.

Project
Create several Tables with Primary and
Foreign Keys.

Downloads
FrontRowVideo Adv3.accdb
BBL Adv ver3.accdb

2. Practice
Do the Practice Activity on page 87.

3. Assessment

Review the Test questions on page 88.

Lesson 3 : Primary Keys and Relationships

Create Ribbon

FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS
IR MRS | O Fere
[aadsas| 't [aaaasi | [aadsas}

Mavigation - [

Application | Table Table SharePoint | Query Query | Form  Form Blank
Parts - Design  Lists = Wizard Design Design  Form Mare Forms ~
Templates 1 Tables Queries Forms
Relationship Ribbon
+| =f=C
D\? x Clear Layout EHldeTabIe B
E::I' < 5~ Direct Relationships .
it Relationship Report ow . . ose
Relationships pRep Table EEEAII Relationships
iJ Tools EJ Relationships
Menu Maps
From the Developer Ribbon. s

1. Create ->Tables->Table Design, page 73

From the Database Tools Ribbon
Database Tools ->Relationships->Relationships, page 76

From the Relationship Tools Ribbon

2. Relationship Tools ->Design->Show Table, page 78
3. Relationship Tools ->Design->Tools->Edit Relationships, page 83
4. Relationship Tools ->Design->Relationships->Close, page 84
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«3) Table Design, Primary Keys and Relationships

When you begin a database, you need to start backwards--at the end of the process--and analyze the final product. In some databases, the
final report may be an insurance claim form. In others, it may be an engineering status report. The Front Row Video database is a simple
business model: Who bought what? The final product is a receipt that prints the names of the movies and the rental price. The Receipt Form
design will be presented in two lessons: Tables and Forms. In the following lessons, the data captured by the Receipt Form will be queried and
formatted for print.

How should the Receipt Tables be designed? What are the relationships?

Microsoft Office Access: Example of the Relationships in a Database

3| Switchboard [ :‘;'?,' Relationships %,

tblReceipt tbiMovieRented thiCustomers
¥ ReceiptlD = ¥ MovieRentedID L ¥ CustomeriD [«]
CustomerlD _E ReceiptiD _/_ FirstMame B
DateRented Customer|D = LastMame
MovielD - Address1
DateRented City
State L |
HomePhone
MobilePhone
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The Receipt Form

The Receipt Form answers the question:
Who bought what?

This Form will combine data from three Tables.
Who: tbICustomers

Bought: tbIMovieRented

What: tbIMovies

In the following pages, we will create two new
Tables that will be the Record Sources for the
Receipt Form and ReceiptSubform.

The Receipt Subform will inherit three Key Fields
from the Receipt Form. So the Table for the
ReceiptSubform, tbIMovieRented, has to be
designed with that in mind.

Microsoft Office Access: Example of the Completed Receipt Form

g |-

All Access Objects & =

bl

HE_;.J

i ¥
1

aThivend BATA  BATARKI TOSE

'T' Tidsoring T Yriecnoe - L 3 H ¥y Taphare
PR - = B o iy o i T
r—_— e Tt
b A . el
[ P r—
] ﬂh Front Row Video Ree |'ip|
¥ HIGSH5H1FID
g, M1 2] 18
by Pofbes ) Thee St Flae 200 L
I Ty Peotine @rd The Ohamistr of Socnef, (230000

. ey Froties mnd the Procrer of dckaitan | 0L
Ty PR B T (et of Fing (200
L
vy PO e T Dy Halows ] 2 (2011
"

|

|I?_§| Switchbnard.."'i. =3 ReceTpt-""-._

R

4

Fhone Number 2105551212

W

Microsoft Access 2013 Advanced Page 64 of 347

Front Row Video Receipt

Deeter Poohbah
Brighton, MI 48116



What's the Plan for the Table Design?

The Receipt Form has two Forms, two Tables, two Combo
Boxes and three links. Always begin with the Tables. This
lesson begins with a short explanation of database design
and normalization: There are some really good guidelines for
designing Tables.

Create a Table for the Receipt Form

Make a Receipt Table, tbIReceipt.

Create a Primary Key, ReceiptID a

Add a Foreign Key (Primary Key to another Table):
CustomerlID.

The Receipt Table also includes the date, which we will use in

several reports.

Create a Table for the MovieRentedSubform
Make a MovieRented Table, tbIMovieRented.
Create a Primary Key, ReceiptlD

Add the following Foreign Keys:

ReceiptlD

CustomerlD.

MovielD

This Table will inherit the DateRented from tbIReceipt.
That's the plan.

Microsoft Access: Example of the Completed Tables in Datasheet View

H ™ 4 i Ve 7 a2
v W Py T b Ea T it e e
PR~ P Fian T tpating 5 ala
- r — T L R R Y =]
) Z ’ e . Bl » CunlteneriD + Dubeliosiod +
- a [ e ]
_ [ yeSorieml + FooepD - Camlomesh : MoveD = Cetekoriod 1|
- [ 3 u I AL
1 - it AL
[ —
Tasma
Rapts
e v e - gy - ma taet

=8| switchboard ij thiReceipt

RecelptiD - CustomeriD - DateRented -

& 1 2 4/2/2014
) 3 4/3/2014
= 3 4  4/3/2014
MovieRentedID - | ReceiptiD - CustomerlD - MovielD - DateRented -
8 3 la 276 4/3/2014
9 3 4 277 4/3/2014
10 3 4 278  4/3/2014
#* (New) 3
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Before You Begin

Before You Begin: Open the Sample Database
Go to Start ->Microsoft Access 2013.

Access will prompt you to open a database.

This lesson uses the FrontRowVideo Adv3.accdb
database that was created in the previous lesson. If you
have been following along with the lessons you can
continue with your own programming or download the
sample database if you wish.

Memo to Self: Click Enable Content if you see the
Security Warning.

Start ->>Microsoft Access 2013

@ E g [ S——
I oo cman e nats atasl T
¥ cw - T % 5 N —
e 2 Copy = M'.“Jh-w 7 ey oy e

pragh T e ! -
§ SROUMITY Akivwh e e Tiet (e bt I Sl e b0 S el Umadn Comewd

Al Access Objects® = | s

7;?" '''''' e aFront Row Video

5

!llllll i

a =

v
L ]

I SECURITY WARNING Some active content has been disabled. Click for more

All Access Objects® «

Search.
Tables
E tblCustomers

I3lke)

b

E tblGenre

thiMovies

Eduuui‘-uwnw-mm’ [

22

B2 tbiMovieSearch

B2 tbiRating

B tbiRentalPrices

Quernies 3

@ CustomerHomePhone5Q
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?h::: All Access Objects
- [ [——
Know Your Data | s | -ur:d.-u- Tp 1 B T - : -
Try This: Review the Database - " = 'L‘“f::. Py |
Open the Navigation Pane. —_— s . .
Go to All Access Objects. Al Access Dbyects® -

The Front Row View has the following:
Six Tables: tbiICustomers, tblGenre, tbIMovies,
tbIMovieSearch, tbIRating and tbIRentalPrices.

|
Seven Queries: CustomerHomePhoneSQ, :
CustomerNameSQ, MovieRentalPriceUQ, .
MoviesByYearSQ, MovieSearchSQ, MovieSQ =
and RatingSearchSQ. , -
Five Forms: Customers, Movies, MovieSearch, .
MovieSearchSubform and the Switchboard. : '

b |

Three Reports: Customer Name. Movies by
Genre, and Movies by Year.

One Macro: OpenSearchMovie

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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. T,
r,,'*‘ Example of a Table in Microsoft Access
L <

»

L] - sor B Wt

Normalized Table DeSign ? ; Y famts Wit | [ S Z7an ol I T

Edgar F. Codd put a lot of thought into howto ™ e Ehles | "™ Gga PR AT 2

relate one Table to another. Codd, who Ty ———— | [ i ' B

received a PhD in 1965 from the University of =~ w e o S e
Michigan, Ann Arbor, defined the concept of = 3 Ky b 1w ... -
normalization in 1970. Here is a brief ) o sagra e Lt
summary of his concepts. =S . i e S s

There are a few rules that define a good
relational database. Each rule is called a
Normal Form. Each rule, or form, is more
restrictive. There are six Normal Forms.

R LELLEL LI RN

Normalizing a database defines the Table
design and how Tables are related.

g ul & NS

|

The rules are simple:
Minimize duplicate data
Protect the data integrity

E Switchbnarci 1 == tbl[ustu:umers..

Purpose: No repeating groups or redundant

data. CustomerlD -~ FirstName - | LastName -~ Addressl
Process: Usually, big Tables are reduced to E Deeter [l 123 Main Street
smaller, functional Tables. There should be a 3 Mary Contrary 24 Elm Street
separate Table for each collection. 4 Timothy Allen 789 Second Street
5 Alpha Beta 123 Practice Street
6 Sage Young 123 Brighton Road

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Create Tables That Do Not Have Repeating Groups
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. Ta
Th,:: Example of a Table from a beginning lesson in First Normal Form
E -] i
:} Example of First Normal Form N ey v | e

Definition of First Normal Form: e o 1B T --Lw""“

First Normal Form requires that each Table should have — e

only one value for each Field in a Table. A Access Obpects® ” o
. - b 4P bown (38
- 2 1 barps Hrwed |01

The Movies Table is a good example of a Table that is S ===

in First Normal Form. Each Movie has only one Year, .
one Rating and one Genre. -

Try it: Review the Data ; =
Go to All Access Objects ->Tables. P
Select a Table: tbIMovies 5
Double-click the Table to open it in Datasheet View. -

What Do You See? There are 401 records in tbIMovies.
There is one Record for each movie. Each movie is
identified by a Primary Key: MovielD.

MIBHIGEN ;e

=8| Switchboard i j tblMl:l"quES

ﬁl et

) ) . _ . MovielD - Mcwie - | ¥Year - | Rating - | Genre -
What Don' ou See? Thero i o lomaton about 1 127 Hours (2010) 208 Orama
Table has data about movies, only movies. 2 21 Jump Street (2011) 2012 R Action
_ 3 50/50 (2011) 2011 R Comedy
Close tbiMovies, please. 4 A Separation (2011) 2011 PG13 Drama
5 About a Boy (2002) 2002 PG13 Comedy
6 About Schmidt (2002) 2002 R Satire
7 Absolute Beginners (1986) 1986 NR Rock Musical
8 Absolute Power [1997) 1997 R Thriller

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.2 Manage Relationships and Keys: Set Primary Key Fields
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reg Microsoft Access: Example of Tables in Second Normal Form

The Movie Table gets the Rating from the Rating Table
Second Normal Form (2NF)

Definition of Second Normal Form:

L
4
3

= Switchboard"i T tbiMovies \,

Second Normal Form is a more restricted Field Name Data Type - %
definition than First Normal Form. Second Normal g '\ o o AutoNumb yp =] tbiRating \
Form (2NF) requires a separate Table for values ovie utoNumBber RatinglD ~ Rating -
that can be used by multiple Tables. Movie Short Text ! e
Year Number
The Rating Table is a good example. The Rating Rating short Text 2 PG
data is limited and static: It doesn't change much. Genre Short Text 3 P13
4 PG14
Users need to look up a Rating in the Rating Table Stars Short Text c PGS
and save it in the Movie Table. RentalPricelD MNumber
6 R
So, tbIMovies and tbIRating have a common Field, 7 X
Rating, which is Short Text in both Tables. 3 NR

3] switchboard | tthouies"'i 7 tbiRating\

Memo to Self: The common Field can be TEXT or

NUMBER. However, the Data Type has to : Field Name Data Type
MATCH, MATCH, MATCH. # RatingID AutoNumber
Rating Short Text

Text goes with Text.
Numbers go with Numbers.

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Create Tables in Second Normal Form (2NF)
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Example of Second Normal Form
When you study database normalization, the
emphasis is on the Tables. And rightly so: Tables are
the bones of the database structure. However, most
people only see a database as the Forms they work
with.

What would a Second Normal Form look like to a
User? A Form with a Combo Box is one good
example. The Combo Box on the Movies Form looks
up the Rating in tbIRating.

Try it: Review the Relationship

Go to All Access Objects ->Form.

Select a Form: Movies.

Double-click the Form to open it in Form View.

What Do You See? The Combo Box has a list of
Ratings from tbIRating.

Memo from the Computer Mama: Feel free to go
beyond this simple design and make a more
appealing Form! This one is uggggggly!

Microsoft Access: Example of Form that looks up data from a separate Table

Rating Genre

G| v | |Family

r002| [

= | Y v B | 18 g 3um, | MO0
: ¥ ropean |5 e
= ; ut,l;
) - e . =
,_ . Movie Year
Aladdin (1992) 1992
3 . |Alan and Naomi (1992)
ﬂ Alive (1993) 1993
All the King's Men (2005) 2005
All the Little Animals (1998) 1998
All the Pretty Horses (2000) 2000
Along Came a Spider (2001) 2001
Altered States (1980) 1980
Amateur, The (1981) 1981

Exam 77-424: Microsoft Access 2013

4.0 Create Forms

4.1 Create a Form: Create Forms with a Subform
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Third Normal Form (3NF)

Definition of Third Normal Form:

Third Normal Form can be summarized by a
pun: "the Key, the whole Key and nothing but
the Key, so help me Codd!"

A normalized database uses Primary Keys to
create Relationships. The Table that is in
Third Normal Form has only Keys.

Primary Keys and Foreign Keys, Only
When a database has been designed in
Third Normal Form, the Tables that
summarize the data should be only Primary
Keys.

In this lesson, tbIReceipt will be related to
tbIMovieRented by a common Key:
CustomerlD.

That's a very, very brief explanation of
normalizing a database.

Let's build the Receipt Form, then come
back to these concepts again.

Microsoft Access: Example of Table in Third Normal Form

a3 =

ke

El= Switchboard | = thiReceipt \,

CRAFR  inTiiem DATA  GATARGE TGRE  FIDR TAERE

Y TiBuoraing T inctae - G e ¥ Tonain H *p Papharn
ray b1 D = bl .,‘Hj"" po L PR .
R SR [T
L 343 Eumags (R
i3
L ] 4B
a 4 40

Mowwberteal) - CatomeriD - koves(d - Cotefenced -
a ITE IO
a LT
e
Li e 4T

ReceiptiD - EustcrmeriDv DateRented -

¥ 1 2 4/2/2014

¥ 2 3 4/3/2014

= 3 4 4/3/2014

MovieRentedID - | CustomerlD - MovielD - DateRented - m
8 4 276  4/3/2014
9 4 277  4/3/2014
10 4 278  4/3/2014
* (New)
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Create the Receipt Table
1. Try it: Create a Receipt Table
Go to Create ->Tables->Table Design.

Add the following Fields and Data Types:

ReceiptID AutoNumber
CustomerlD Number
DateRented Date/Time

Try This, Too: Create the Primary Key
Select ReceiptlID.

Go to Table Tools->Design->Tools.
Click on: Primary Key.

Each record in the Receipt Table will be
unique: no duplicates.

Create ->Tables->Table Design

gE - [R——— ' & N
B s cun G pausdiions | B e i
=] - o3 @

W  Premany IR

" L Mwgarratar. o=

Trald Mama Bats Typs Baunpton (Optonsl] - TRRETY i )

“:; W eriemn Rty St e P ——

- Tttt Froere —

= '. = Tutelesied DuteiTeme :\:2::::::«:.0:."! :

- R e m—
" s Pe——

3 —— 5] Switchboard“‘i = thReceipt"“--..‘

- pe— Field Name Data Type

il % -

5 — #* ReceiptiD AutoNumber
e g CustomerlD Number

R o I D DateRented Date/Time

General Lookup

Field Size Long Integer

Mew Values Increment

Format

Caption

Indexed Yes (No Duplicates)
Text Align General

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Create Tables in Third Normal Form (3NF)
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n,::: Table Tools->Design

- o R W

Edit the Date Properties M e cwm e s e

In this business model, the Receipts are ” il el i a8
written live, while the customer is standing at Py T r—— [ -

the front counter. So, the DateRented can -
have the current date and time as the Default
Value for quicker data entry.

S

Buacrptan | g = 2

2. Try it: Edit the Field Properties

|§| Swiltchboasd 1 = thiReceipt

Select a Field: DateRented.
Format: Short Date

S ¥ |ReceiptiD
CustomeriD

Try This, Too: Add an Input Mask -
DateRented

Select a Field Property: Input Mask. -
Click on the three-dot builder and walk through .=
the Wizard. You may be asked to Save the
Table before the Wizard begins.

nnnnnn

And This: Enter a Default Value
Select a Field Property: Default Value
Type: =Date()

General |Lgok
Finally, Do This: Save the Table .

Go to File->Save. Format

Enter a name: tblReceipt. Input Mask
Caption
Default Value
Validation Rule
Validation Text
Required

That's one Table. Close tbIReceipt.

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.4 Create and Modify Fields: Create and Modify Fields
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Create the MovieRented Table

The MovieRented Table stores all of the numbers
(Keys and Dates) that were selected in the Form
and Subform.

3. Try it: Create the MovieRented Table
Go to Create ->Tables->Table Design.
Add the following Fields and Data Types:

Create ->Tables->Table Design

-

EEE R

MovieRentedID IAutoNumber
ReceiptiD Number
CustomeriD Number
MovielD Number
IDateRented [Date/Time

Try This, Too: Create the Primary Key
Select MovieRentedID.

Go to Table Tools->Design->Tools.
Click on: Primary Key.

Please, Do This: Save the Table
Go to File->Save.
Enter a name: tbIMovieRented.

That's two Tables. Close tbIMovieRented.

UL ]

Field Name
#* MovieRentedID
ReceiptiD
CustomerlD
MaovielD
DateRented

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Create Tables in Third Normal Form (3NF)
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Th::: Database Tools ->Relationships->Relationships
E g [ S—— ' & W
:} Create Table Relationships - W T e
Normalized databases use the Primary Key to Compind | Voot o

create relationships between Tables. The -
relationship can be ad hoc, such as creating a Join ' s s =

between two Tables in a Query, or it can be Tabin
explicit as part of the database definitions. -

Microsoft Access defines relationships with the
Database Tools.

4444444

e

1. Try it: Create the Table Relationships S HOME  CREATE  EXTERNALDATA  DATABASE TOOLS

Go to Database Tools ->Relationships.
Click on: Relationships.

4 W

:5 ¥ 'vj rl D/I:l [2: Database Documenter
Keep going... f- i _ N . M . - = Analyze Performance
e Compactand | Visual Run | Relationships Object -
Repair Database | Basic Macro Dependencies o8 Analyze Table
Tools hlacro Relationships Analyze

| All Access Objects @ «|| = Switchboard \
|| Searchi. ye :

Tables -

:E tblCustomers

Front

:E tblGenre

EH tbiMovieRented ;
Today is Th
EH tbiMovies

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.2 Manage Relationships and Keys: View Relationships
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n,,..a Database Tools ->Relationships->Relationships

o S——

Infiivens BATA  EBTARIH TOSE

Joined Tables

2. What Do You See? The Relationships Window has
opened. The Relationship Tools are available.

= i e [
-

I vl Kb,

What Else Do You See? Our database has a pair of =" ' = b
Tables that are joined by a common Key field: ) it - [ | oo
RentalPricelD. =iy o |

HEEEE

The relationship, or join, is represented by the line
from RentalPricelD in the Movie Table to Gomim
RentalPricelD in the Rental Prices Table. -

This relationship was created when we added
tbIRentalPrices as a Subdatasheet to tbIMovies and
linked the Parent and Child by RentalPricelD.

AL LR L]

i

2] switchboard i == Relationships \,

N -

R REEY

) ) . thiMavies
Microsoft Access noticed the matching Keys and

3

¥
o

prompted us to create a relationship between the two ¥ MovielD
Tables. : il T

Movie
K ) Year
eep going... Rating
Genre
Stars

RentalPricelDy

thiRentalPrices

'? RentalPricelD
Price

Description

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.2 Manage Relationships and Keys: View Relationships
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Add More Tables

Relationship Tools ->Design->Show Table

LI ‘ ——— o .
R T e —m— . R

T Dl Lyt I v e ]

Documenting the Table Relationships is quite B e | S S,

similar to creating a Query.

3. Try it: Add More Tables
Go to Relationship Tools ->Design.
Click on: Show Table

What Do You See? The Show Table window ——
will prompt you to choose a Table or Query for — c. . ]

the Record Source.
Select a Table: tbIReceipt. Click Add.

Select a Table: tbIMovieRented. Click Add.
Select a Table: tbiICustomers. Click Add.

There will be Tables all over the page

Click Close to close the Show Table window.

Keep going...

Salskaraiug Tk il Rt

|

¥ whrwrd i [ W masrarty ‘ ¥ dasegmts ¥ bpnbontpanl (R
[ | iy | Tmmpmast) Bazagel [y
[ | [ [ re—— TumbpmaeTi —

Seererd

HEEE B

s N

j.ﬂud..linvhiv'a-li‘z'ﬁ

I

Be +j —
/‘ x Clear Layout :HldeTable B
] E."Z' Direct Relationships

Sh Close

Edit [*£ Relationship Report ow . )
Relationships pRep Table EEEAII Relationships

Tools Relationships
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Edit the Layout

4. Try it: Edit the Layout

Reading from Left to Right, please move the
Tables as shown in this screen shot.

First Row:
tbIReceipt
tbIMovieRented
tblICustomers

Second Row:
tbIMovies
tbIRentalPrices

What is the Goal? The Tables are placed this

way to group the Tables by function and create
explicit links between them.

Keep going...

Relationship Tools ->Design

gH e [ [—
[ R T T
M T S ey Talin
* i g o o | e b, n
il il fenll T
Al Access Objects 8 « | T Smioeeed {=] Snmbosen
;" — -'M-vlﬁ. [ rr—— ¥ imimaes o
S F—— P— s
=S Etamseran u:-;'ﬁ :“::‘
_I A - Calelrmirs Ly
- [ —— way
g R | ¥ s
Gl
* o _
P ta thiReceipt thiMovieRented thiCustomers
L T
B v ¥ ReceiptiD T MevieRentediD ¥ CustomerdD  [=]
¥ CustomeriD ReceiptiD FirstName
I DateRented CustomenD LastMame
B e MovielD Address1
—— ]
B u DateRented City
p State -
thiMaovies
¥ Movield
Maovie
Year
Rating
Genre
Stars
RentalPricelD
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. >
?h::: Relationship Tools ->Design->Tools->Edit Relationships
E s oo e mer— .
:} Join Two Tables A R
5. Try it: Join Two Tables Bttt | oo T e
Go to tbIReceipt. ' A— 5
Select a Field: ReceiptID. All Access Objects @ « === ===

Drag that Field to tbIMovieRented and place it on
the one that matches: ReceiptID.

What Do You See? The two Tables will be
JOINED by their common Key: ReceiptID.
There is more to this relationship.

Try This, Too: Edit the Relationship
Double-click the JOIN (the line) between tbiReceipt
and tbIMovieRented.

Table/Query: Related Table/Query:
thiReceipt thiMaovieRented

What Do You See? The Tables are JOINED by a
matching Key: ReceiptID.

_'_..|u|-|uiwa«‘.\lwmi‘mluunn1;u¥"§

This is a One-to-Many Relationship. ReceiptiD E ReceiptiD “

One: tbIReceipt
Many: tbIMovieRented

Create Mew..

Keep going... [] Enforce Referential Integrity

Cascade Update Related Fields
Memo to Self. The Edit Relationships window may

Cascade Delete Related Records
pop up by default when you make a join.

Relationship Type: One-To-Many
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rh"ﬂa Relationship Tools ->Design
T ' Ty — x
Enforce Referential Integrity oy e Sl
6. Try it: Enforce Referential Integrity Bt | B ST Cine
The goal of referential integrity is to prevent —— 6
"widows and orphans." The Receipt is a Form with ~ * Acoss b = e

a Subform. The Tables for both the Form and
Subform need to be updated.

11!
a3

Cascade Update Related Fields

When you select Cascade Update Related
Fields, you are editing the "one" side of this One-
To-Many relationship. If a Record is edited in
tbIReceipt, than the matching Record in
tbIMovieRented will be updated as well.

fHEEEE @@

i

Cascade Delete Related Fields

When you select Cascade Delete Related Fields,
you are editing the "many" side of this One-To-
Many relationship. If a Record is deleted in
tblIReceipt, than the matching Record in
tbIMovieRented will be deleted as well: no widows
and orphans.

Table/Query: Related Table/Query:
thiReceipt thiMovieRented

;dddui\ﬁvhv\*;i%kh

Receiptib | v ReceiptiD ~

Try This, Too: Create the Join Create Mew..

Enforce Referential Integri
Click on Create. [v] teqrity

Cascade Update Related Fields

Keep going... Cascade Delete Related Records

Relationship Type: One-To-Many
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h,,..a Relationship Tools ->Design
- or R Wb

Review the Join 'E omee  [fRE- @

7. Try it: Review the Join L D e

There should be a line between: _ w—

ReceiptID, the Primary Key in tbIReceipt. - : -

to ReceiptlD, the Foreign Key in tbIMovieRented. ebien

Try This, Too: Edit the Join

The Join is more than just a line. It is a Relationship. »
Select the Join N 1 T -
Go to Relationship Tools ->Design->Tools. ] el

HE oS

Click on Edit Relationship.

LR LR

The Edit Relationship Window will pop up.
Click on Join Type.

Keep going...

o | By

e

|§| Switchboard | == Relatiu:unships;'-._

£

tblReceipt thiMovieRented
¥ ReceiptiD _IE % MovieRentedID
CustomerlDr ReceiptlD
DateRented CustomerlD
MovielDr
DateRented
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Define the Join Type

8. What Do You See? There are three ways to define

the Join properties: INNER, LEFT Outer and RIGHT Outer
Join.

1. Inner join: Only include rows where the joined fields
from both Tables are equal.

2. Left outer join: Include ALL records from 'tbIReceipt'

and only those records from 'tbIMovieRented' where the
joined fields are equal.

That means "Start with all of the ReceiptIDs in tbIReceipt
and look up the matching ReceiptIDs in tbIMovieRented."

3. Right outer join: Include ALL records from
'tbIMovieRented' and only those records from 'tbIReceipt’
where the joined fields are equal.

That means "Start with the tbIMovieRented and look up
the ReceiptD that matches in tbIReceipt."

We will explore this more when we work with the Action
Queries, later.

Keep Option 1. Click OK.

Relationship Tools ->Design->Tools->Edit Relationship

ga e ' —y—y
[ PR R —
N et i B

[ T
7 i ermbp Rt =
Vol B il bt

|uun;||:u§f" [
+ s BH3

¥ g

B Ty e e ey e el bk e e e
e
& i & recerds o Willeorg e wdy Pose i
b b s B o] e e
3 i & reomrdn o Wibdroniardnd ard ety S
e e Bl s o e Sk e
o Carmel

j.a.l.n.ti'n-w.uhaam{"l

Only indude rows where the joined fields fram both tables are

equal.

Indude ALL records from "tblReceipt’ and only those records
from "thiMavieRented' where the joined fields are equal.

Indude ALL records from “thiMovieRented' and anly those
records from ‘thiReceipt’ where the joined fields are equal.

ok || Cancel
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9. Try it: Join the Other Tables

Drag the Keys to create the following Joins. For
each link that is created the Edit Relationships
window will prompt you to confirm that the Keys
match. Click Enforce Referential Integrity and
click Create.

From tbIMovieRented to tbiICustomer:

T M e et BT [

Bt L
Pt sk Tade

wss Dibsecis

r,,,':: Relationship Tools ->Design->Relationships->Close
E - [N=! ot R W A #
:’ Join the Other Tables o —T "

Link the Customerd. == it A ¥ bt
P ]
. . F e thiReceipt thiMovieRented thlCustomers
From tbIMovieRented to tbIMovies: 1| g ReceiptiD 1|2 ™% Movierertedin 1 i CustomerD
Link the MovielD. S _12 ovieRente :
g CustomeriDy Receiptil Firsthame
. . . F s DateRented CustomeriD = LastMame
Do This, Too: Close the Relationships — ! oo
. : : . MovielD Address1
Go to Relationship Tools ->Design. T DsteRented -] iy
Go to Relationships->Close. . atate
When you close the Relationships you will be E :
asked to Save.
So....how are these Tables related, now? thiMovies tbiRentalPrices
L MavielD ¥ RentalPriceiD
Mavie Price
Year Drescription
Rating
Genre
Stars
RentalPricelD
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r;,,'.:: Preview of the Completed tbIReceipt with tbiIMovieRented as a Subdatasheet
:’ Consider the Relationships be Y i T | [ i T | S i
In the previous lesson, we added a 2 matmy | ar 2o - Biaa | T Wb |81 8 [AC% 2 APOLLO)LS
Subdatasheet between two Tables and T L e [ N—
Access prompted us to define a relationship. - _ & C =
We also created relationships between the 3 e et = oo = T R = CHANGELING

rest of the Tables with the Relationship Tools. = . . D P ——

Why Does This Matter? This is a relational 2 et
database. tbIReceipt is related (joined) to b
tbIMovieRented by a common Key: -
ReceiptID. 3.

Here is a preview of how the data in the :
Tables will look when we complete the o

desig_ns: =1 Switchboard i‘j-‘tblke.cc-lpi

iecelptlD 3 has one customer: Customer|D ReceiptiD - |CustomerID - | DateRented -
= 1 2 4/2/2014

In the Subdatasheet for ReceiptID 3: = 2 3 4/3/2014

CustomerlD 4, has many movies. - 3 4 4/3/2014

This is an example of a database that is in MovieRentedlD -  ReceiptliD - CustomerlD - MovielD - | DateRented -
Third Normal Form. 8 3 |4 276 4/3/2014
9 3 4 277 4/3/2014
10 3 4 278 4/3/2014

* (New) 3
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:’ Summary el e
This discussion began with a brief summary of the o i '
rules for designing a database in Third Normal Form. = .
It is a great way to design the Tables. |
We created two Tables that have both Primary and -
Foreign Keys. D
Once the Tables are in Third Normal Form, the .
Queries, Forms and Reports should work, too. i .
thiReceipt thiMovieRented thlCustomers
- - 1 -
¥ ReceiptiD —‘E % MovieRentedID = % CustomerlD
CustomerlD ReceiptlD _/_ FirstMame
DateRented CustomerIDr = LastMame
MovielD — Address
DateRented City
State
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Practice Activities

Lesson 3: Table Design and Key Relationships
Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working on.

Or, you may download BBL Adv ver3.accdb.

2. Create a new Receipt Table, tbiIReceipt In Design View add the following Fields:

Field Name: ReceiptlD, Data Type: AutoNumber.

Field Name: CustomerlD, Data Type: Number (Long Integer).

Field Name: Date, Data Type: Date/Time.

Make ReceiptID the Primary Key. Make the Default Value for the Date/Time =Now(). Format the Date as Medium.
Save the Table and name it tbIReceipt. Close this Table.

3. Create a new Table for the products sold, thIReceiptProducts. In Design View add the following Fields:
Field Name: ReceiptProductsID, Data Type: AutoNumber.

Field Name: ReceiptD, Data Type: Number (Long Integer).

Field Name: DateReceipt, Data Type: Date/Time.

Field Name: CustomerID, Data Type: Number (Long Integer).

Field Name: ProductID, Data Type: Number (Long Integer).

Field Name: Memo, Data Type: Long Text.

Make ReceiptProductsID the Primary Key. Save the Table and name it tbIReceiptProducts. Close this Table.

4. Use the command Database Tools->Relationships to document the database with the Relationship Tools. Add the
following Tables: tbIReceipt, tbIReceiptProducts, tbIProducts.

5. Create a JOIN from ReceiptID in tbIReceipt to ReceiptlID in tbIReceiptProducts. Enforce Referential Integrity.
6. Create a JOIN from ProductID in tbIReceiptProducts to ProductID in tbIProducts. Enforce Referential Integrity.

7. Add the Customers Table. Create a JOIN from CustomerID in tbIReceipt to CustomerID in tbiICustomers. Enforce
Referential Integrity.

8. Save and close the Relationships Window.

9. Close the Brown Bag Lunch database.
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Test Yourself

1. Which are rules for Normalizing a Database?
(Give all correct answers.)

A. Minimize duplicate data

B. Protect data integrity

Tip: Advanced Access, page 68

2. Second Normal Form is less restrictive than
First Normal Form.

A. True

B. False

Tip: Advanced Access, page 70

3. Third Normal Form uses only Primary and
Foreign Keys to create relationships.

A. True

B. False

Tip: Advanced Access, page 72

4. Which of the following are shown with the
Relationship Command?

(Give all correct answers.)

A. Tables joined by a common Key field

B. Queries that have relationships creating using
the Join command

Tip: Advanced Access, page 76, 77

5. Which is true about Referential Integrity?

(Give all correct answers.)

A. Aims to prevent widow or orphan Records

B. Uses the Cascade Related Fields commands to
update or delete matching records on all Joined
Tables

Tip: Advanced Access, page 81
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Access 2013: Advanced Form Design

The Receipt Form, part 1

Advanced Access Objectives gug .. i i s e o .
In this lesson, you will learn how to: i e - - ta

ket asigesans
1. Use a Table to format a Form.

s
2. Insert, Merge and Split Rows and . " Forrere i hf'ﬁ"‘f"ﬂ.ﬁia — = Propeny Sheet

Columns in a Tabular Layout. B miceinae e
3. Reposition and Format Control = manvenrae = o e
Padding, Margins and Anchoring. —— it — {15 L e
4. Add a Background Image to a Form. = - L e
fruie s e
- e
* e
. ey
- # Form Header
MAOS LAST DANCER §
S BT st ta GET LOW :

7| Movil Recei | Custc)

© 2014 Comma Productions, LLC

i[MovielD ittt

 Form Footer
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L/ Lesson 4 : The Receipt Form, part 1

Ong
Form Design Tools->Arrange
1. Readings £ " '—l_ﬂ = | " | | & ] | 75 [ Setect Layout H| —
Read Lesson 4 in the Advanced Access :{(‘# == | e — HH HpE B EES 7] Select Column |
guide, page 89-117. Gridlines Stacked Tabular Remove | Insert Insert Insert Insert Merge  Split Split
- Layout = Above Below Left Right L. Select Row Vertically Horizontall
. ¥ g ¥ ¥
ProjeCt Table 1 2 Rows & Columns 4 Merge / Split
Create and format a Tabular Subform and a _J _J _J

Receipt Form that looks up customers by  Form Design Tools->Arrange, continued
their phone number.

= =y | [a| ©EE .| o ‘
Downloads =¥ | =5 D> € | m
FrontRowVideo Adv4.accdb Move Move Control  Control Anchoring | Size/ Align  Bring  Send
BBL Adv ver4.accdb Up Down | Margins ~ Padding - - Space~ = toFront to Back

hove Pasition Sizing & Ordering

2. Practice 3] 6] 7] 8] 9]

Do the Practice Activity on page 118.
Menu Maps

From the Form Design Tools->Arrange Ribbon.

. Form Design Tools->Arrange->Table->Tabular, page 99

. Form Design Tools->Arrange->Rows and Columns->Insert Above, page 101
. Form Design Tools->Arrange->Move->Move Up, page 102

. Form Design Tools->Arrange->Merge/Split->Merge, page 103

. Form Design Tools->Arrange->Merge/Split->Split, page 104

. Form Design Tools->Arrange->Position->Control Margins, page 105

. Form Design Tools->Arrange->Position->Padding, page 106

. Form Design Tools->Arrange->Position->Anchoring, page 107

. Form Design Tools->Arrange->Sizing and Ordering->Size/Space, page 108

3. Assessment
Review the Test questions on page 118.

©O© 0O ~NOO OO~ WN-=-
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23 The Receipt Form, part 1

The Receipt Form is an interesting challenge. The Receipt combines most of the Tables in this database: Who (tbICustomer), Bought
(tbIMovieRented) What (tbIMovies). The Receipt Form represents a one-to-many relationship: one customer gets many movies. So, there
will be a Form and Subform.

Microsoft Office Access: Example of the completed Receipt Form

"

| s R et

= S In Receipt Form, part 1, the focus will be on the
| | o "T'ff.:m.;*:*:w:: T g == ReceiptSubform. This Form will list the movies
- g Pty Wikt | e Dy | et rented. This is the "many" part of the one-to-
: ’ many relationship: many movies.

. - 8 Front Row Video Receipt =
- 2 ‘;‘;rl’;i I This Subform will be formatted as a Table, which
i . is the way online forms and webpage are
R b RIOSHSIZIZ  [x] Devter Prossen designed. You may notice that the Arrange
e . - femmmen Tools in Microsoft Access are very similar to the
| =5] switchboard i =3] Receipt ', Table Tools in Word or Excel.
FI’Q]]‘I: RQ‘W' Videcu RECEipt In Receipt Form, part 2, we will design the

Receipt Form so Users can find a customer by a
phone number. The Form and Subform will be
linked by common Keys and tested.

Phone Number 8105551212 v | Deeter Poohbah
Brighton, MI 48116

‘ Time Machine, The (2002)
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o::“' Example of the MovieRentedSubform in Design View
E [ W= ' [—— T ' 7R
! What is the Plan? ] :]“._U: S — ..: _m .H S 2 -:;...,m...,.,..:ww' R
The ReceiptSubform will be based on a Table, o | s [ 0 A a ! w T Bt | b 1w DO i
tbIMovieRented, which was created in the previous —— — ] a
lesson. Here is the plan: AB Access Objedts @~ T — — EREKEE = [k ok ’
I:.'n‘" ;\__ g | Front Row Video Recpipt :M:ﬂ: = H'
Review the Record Source: tbIMovieRented 2 m% - -
Open tbIMovieRented in Design View 2 S [ - o
Identify the Key Fields - T —
E , - e B g 1, Bt i
Create the Subform: MovieRentedSubform =y ! S I
The MovieRentedSubform will be a Tabular Form e i ke 7 Sonr B gt T
formatted as a Table 2 m'mbmh“r iz i
. o At e8| Erepor] Curd s J,i Mova D fatrRer-ied i hﬁ:lﬂ-ﬂ |:
That's a good place to start. ol = - g — i
=53] switchboard [ =5 MovieRentedSubfrom \\
Let's go though the plan, OK? A O e L

# Form Header

# Form Footer
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. 5
0:? Start -> Microsoft Access 20103
E [ [ ' Faor s Wb F o= A M
5 Before You Begin Bl s oun |:.|-.'.1u.uﬁ|l. u::uu T : : . e alr |
Before You Begin: Open the Sample Database e . . --__-:n_‘f"" el K i
Go to Start ->Microsoft Access 2013. - e 4 ke o — :
Access will prompt you to open a database. T

Select: FrontRowVideo Adv4.accdb

g Front Row Video

The sample file, FrontRowVideo Adv4.accdb, was
developed in the previous lesson. If you have been
following along in this book, you can continue with
your own database if you wish.

I SECURITY WARNING Some active content has been disabled. Click for more details.

Mavigpstion Pass

Keep going....

Memo to Self: Databases need to Read and Write.
Click Enable Content if you see the Security
Warning.

pos Zg| Switchboard K

Front Row Video

saturday, April 5, 2014|

Flllq CI.I"II i E 5 t:I"II l"IIrE E’ r

Customers

‘ane
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Know Your Data

Try This: Review the Database
Open the Navigation Pane.

Go to All Access Objects.

The Front Row View has the following:
Elght Tables: tbiICustomers, tblGenre,
tbIMovieRented, tbIMovies, tbIMovieSearch,
tbIRating, tbIReceipt and tbIRentalPrices.

Seven Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MovieRentalPriceUQ,
MoviesByYearSQ, MovieSearchSQ, MovieSQ
and RatingSearchSQ.

Five Forms: Customers, Movies, MovieSearch,
MovieSearchSubform and the Switchboard.

Three Reports: Customer Name. Movies by
Genre, and Movies by Year.

One Macro: OpenSearchMovie

All

Access Objects

I v [—

Bl v cen o et

All Access Objects @ =

b sk = s shy OB BB R R

:-dnl:dulir\-.

JEE
“
=

.1

o

=

i =

Q

=

=

=

m

o

- -
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All Access ObjEC;LS

'|| Search..

Tables

Bl ED ED ED ER ER ER ER

thlCustomers
thiGenre
thiMovieRented
thiMovies
thiMoviesearch
tbIRating
tbiReceipt

tbIRentalPrices

(=]
E
1]
=
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Y
=l

CustomerHomePhonesQ
CustomerMamesQ
MovieRentalPricellQ
MoviesByYearsQ
MovieSearch50
Movies50

RatingSsearchs0
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[:]
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Review the Record Source

The MovieRentedSubform will use a Table for the
Record Source: tbIMovieRented. Please begin this
lesson by reviewing the Table Properties.

1. Try it: Review the Record Source

Go to All Access Objects->Tables.

Open a Table: tbIMovieRented.

Go to Home ->Views ->View-> Design View.

What Do You See? This Table has Keys for:
Who (CustomerID)

Bought (ReceiptID)

What (MovielD)

The DateRented is important. Our business model
uses the DateRented to calculate how many days
since the movie was rented.

Close the Table.

Keep going...

Home ->Views ->View->Design View

[ 5 xR ¥

VAN CRAN (e BATA  BRTAK 1G5
e
]

il

Porkd Laew Loy e
[ —

et I B Do
Fat s B

AL LEL LSRR RN

i

=2] switchboard | =1 tbiMovieRented ',

ReceiptlD
CustomerlD
MovielD
DateRented
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r
O:,:’ Create ->Forms ->Form Wizard
e
Create the Subform W e o o

Wy | [= L —— B Unile
o [ — L T i, bk
Rapeet Rapest B Ve

by i P, Bt .

The MovieRentedSubform will list the movies — swese tue bt |
that the customer rented. As you go through 2

the Form Wizard please note that this Subform ™ “ees b = —
will be Tabular. = e 3 Front Row Video

2. Try it: Create the Receipt Subform

Go to Create ->Forms ->Form Wizard.
Select a Record Source: thIMovieRented.
Select all Available Fields.

Bt bk dn . mard o pr fen!

Vi i ot B i B i el

Click Next. __ .
Keep going... ; . Tables/Queries
=7 |Table: thiMovieRented w
-t Available Fields: Selected Fields:

. MovieRentedID
ReceiptlD
—=~ | CustomerID
MaovielD
DateRented
<
=
Cancel Back Mext = Finish

Exam 77-424: Microsoft Access 2013
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Create ->Forms ->Form Wizard

e e P——— a
. ﬁ MOhA CEaN (iTEe BATA  Ewakkid Toou st ity + )
The Form Wizard B e M B R[5 ) [ S| [} e
3. Try it: Select a Form Layout Ao Tt e bt | oy Gy S S Bk T e St it g, e
P - e laec | W S D, e L e Rapoy -
Select a Layout: Tabular. temgar e v e i e o
Click Next All Argess Objects @ = |5 == b3 X ORI

i -

A a Front Row Video
Try This, Too: Finish the Wizard g —
Name the Form: MovieRentedSubform. M
Click Finish. oo
. ] —_——————— (i
So...what did you get? ]
A

Juanaangn0n
{N0AATaanaaag
[NTuaTaanaTaa

o B

al bl b b

Exam 77-424: Microsoft Access 2013
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Hello, Tabular Subform!
The Form Wizard created a new Subform that
uses tbIMovieRented for the Record Source.

4. Try it: Review the Subform

The MovieRentedSubform has some functions
already. Click in the Date Field and try to select a
date with the Date Picker.

Create ->Forms ->Form Wizard

Not bad...for a start.

=

Lt

.-plrrr'l"r'ﬂ"‘""“"

bt

Ly
-

Qe ' s Vabea ¥ = & X
-utul CRAR  (iTEEem DATA  DARRN VOGRS |»..o-nu.-a.v.
A--u-.; T Tebecigm - p- b 3 *
o L bty Wit | B et —
o T - 0 fekai1 1
e, , MovieRentedSubfrom
3 [ — oo . o
= FP— = T
Switchbnardx”'[ -2| MovieRentedSubform %
MovieRentedSubform
MovieRentedID ReceiptiD CustomerlD MovielD DateRented
| (New)| J q ol [
4 April 2014 | 2
S50 Mo Tu We Th Fr 5a
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r.
o::" Form Design Tools->Arrange->Table->Tabular
Create a Table __ —i{.‘ﬂ.‘. iaThiTens BATA  EWTARAI ::-_..-.I.l.u\..m :nu-n e e = - : Frp—— ‘
We selected a Tabular format when we walked Veu | T [ = Ao g w o ot | M e T DT et
through the Form Wizard. However, this is not a — _ S 1
Table, yet. In the following pages we will create A8 oo e S k3 T P Sh
and format a Table in Design View. Tubten ¥z T . == -
D wateunas MaovieRgntedSubform | T
. T (Mo o113 Cunfgment [ et aBariud S =
Before You Begin: Change the View = — e e -
Go to Home->Views->View. B masrsctas o mmem——— - — . e
Select a View: Design View. - A,
1. Try it: Create a Table f Foigens
Select all of the Fields in the Detail Section. 1 Forpena e
Go to Form Design Tools->Arrange->Table. - o
Select: Tabular. F o o
. E Switchbnard"i =8 Mu:uvieRentedSubfu:urm"-._
Keep going...
T T I - B BRI IRCRCNCI I I 4 I CE - I &

# Form Header

|
CustomerlD

f Form Footer

- -
DateRented

- .
Mt:uviel[!

Exam 77-424: Microsoft Access 2013
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o Property Shest

T
o::” Form Design Tools->Arrange
L i Tt B Vit okt DA SRS
Review the Tools E:iun,.: ——— —— m'“,m' M _... — | P —
Microsoft Office has excellent tools for formatting v w0 A7 5 a0 ol 8 B e | Mtimtn
Tables in Microsoft Word, Excel, PowerPoint and i '
Outlook. Microsoft Access has rich tools as well on  */ Acess Ofects = -5 e
the Arrange Ribbon. et -
= MoweRmtedSuiorm
. . Moradefpai Befectid Cunjament] [ Movia [peutianted
2. Try it: Review the Arrange Ribbon = B e e e e e
When you create a Table, the Arrange Ribbon = S S T S ST
Groups become available. The Groups include: -
Table Mas
Rows & Columns £
Merge/Split e
Move F
Position -
Sizing and Ordering * -
=

Let's see what we can do with this stuff.

¥ = & X
T it + )

B

o i il

Tal

Sngder 571 Lot i 4 Wi o e Bl

2

Leiechomn bypr Ghgas Lkt
w

Fismal Sels | Beesd | Omee A6

R it wlml o
g

Cavema Facn inkn

indte "

Y e e
]

T Seke Pakirn Vo

-

g

top asir

L

o ey

Bach e st grmand |

Vi e Lk

Ao e

g g B |Gk |
vl P -

S e

At gy Lanpn Drredy

P Larw "

Table

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Modify Existing Forms (Use Table Functions)

Microsoft Access 2013 Advanced Page 100 of 347

| Select Layout

Y H [ D R B
A B I & R e B
Gridlines Stacked Tabular Remove | Insert Insert Insert Insert
x Layout | Above Below Left Right Select Row

Rows & Columns



L
4
3

& Form Header

r.
o;:’ Form Design Tools->Arrange->Rows and Columns->Insert Above
B Tomnt B 'Yt ¥ a N
Arrange: Insert a New Row am - .. .,“...,.w..: *iu”m e — Lo . s it + )
3. Try it: Insert A Row e e T | 1t o ot et et | o o | S Bt
Go to the Detail Section. S - - 3
Select a Field: DateRented. AN Aooess Ubgects ¥ SIS IR 2| Property Sheet
Go to Form Design Tools->Arrange. Tabi SO e ,| e
Go to Rows and Columns->Insert Above. = st v S e }
What Do You See? There should be a new Row e T T T ] §
above the Fields in the Detail Section. =g s
The next step in this little exercise is to move the f
DateRented Field up to the new Row. 1 s —
Keep going... A § .
| E Switchboard i =8| MovieRentedSubform *
L I - I 4 I 5 I

I. ol
MovieRentedID [ ReceiptiD
# Form Footer .

CustomerlD

DateRented

EMwiEID

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
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o;:" Form Design Tools->Arrange->Move->Move Up

E () o o s T S

5 Arrange: Move a Field N - .. scmmne_wevsons [ i L . s o - )

Here are the steps to move a Field up to the e St T e | vt et bt bt g WO | M e | okt Gt A :“ e ]
top Row. __tum T — [ rasms 4
4. Try it: Move a Table Field e T e p—— e :
Go to the Detail Section. st g B e Ll ot .
Select a Field: DateRented. =i  ————— s e -
Go to Form Design Tools->Arrange. iy TS T e anien Bt ——— } - m
Go to Move->Move Up. E = TR e
What Do You See? The DateRented Field is ; :‘:”: “':',,.
in the same Column as it was in Row 2. o s e e —
Try This, Too: Move More Fields Up | E SWitchbnard"'i =3 MDUiERented5u|:lf|:|rrl'l.."-..
Move the following Fields up to Row 1:
MovieRentedID - R IR
Receipt/D # Form Header
CustomerID
Keep going...

L e s — —
|

_Rented

IMovielD

# Form Footer

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Use Table Functions to Move Fields

Microsoft Access 2013 Advanced Page 102 of 347



L
4
3

T
o;:’ Form Design Tools->Arrange->Merge/Split->Merge
LR Ve B ot

Merge/Split: Merge Cells T I AT AW
Before You Begin: Select a Row Gt e e At 1t ot 2t o | S Sttty o
Click on the first Cell in Row 2 to select it. S T — e - -
Go to Form Design Tools->Arrange. AN Aooess Cogects X i3 - ¥
Go to Rows & Columns->Select Row. T ” e T [ T I

 Form Header

What Do You See? There are really five Columns
in Row 2.

5. Try This: Merge the Cells
Go to Form Design Tools->Arrange.

:|DateRentad

Go to Merge/Split->Merge.

Now, What Do You See? There is only one
Column in Row 2, MovielD.

—_—————
|

::|DateRented |

.| # Form Footer

Keep going... .
I & Form Header

F Detail

s MovielD
# Form Footer

—_—————
|

| DateRented |

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Use Table Functions to Merge Fields
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Merge/Split: Split Cells

6. Try it: Split the Cells

The second Row in the Detail Section is selected.
Go to Form Design Tools->Arrange.

Go to Merge/Split->Split Horizontally.

So, What Do You See? No surprises here. The Row

was split into two Fields.
Please UNDO this Split.

Do This, Please: Save the Subform
Go to File->Save.

Form Design Tools->Arrange->Merge/Split->Split

[ TS i Vopna B Viethag ¥ a n
PR oo cman DT ATe DA VOO RN | M | T st ticts + JI}
* B St Lyt b
3 0 i [P o A - #
Sl Wit Tausar Bammaper | lenad leaad st et [ Mo Mowy  Goniedl  Cosisel Meckosrgy | fw' Mg Bemg  Gemd
- [ T T Up  Domn s - Packding - [ ——— Frmei 4 B
3 " [T,
all Acoess Obiects ® = £ | .
All Access Oby . 6
— - i
L - -
T kb = - =
= 2as MaovieRgntedSubform
Fiemal Sels | Beeed O L
5 Vot Befe i3 Cunfamant e VW aBactad e
QRN e e T O s e gt L
- .
ey | -
1 [
o ey
e e s
ot S

LA EL LI

=l Switchboard."'i E= MuvieF{ented5ut:lf|:urm.""-.__

1. B 19

[T T T T - T

 Form Header

‘iMovieRentedID [ReceiptiD
MovielD
¥ Form Footer

CustomerlD
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Position: Control Margins

The Cells in a Table have three aspects that can
be formatted: Margins, Padding and Anchoring.
The Margin is the space between the Cell border
and the data. The default Margin is None. The
other options include Narrow, Medium and Wide.

1. Try it: Control the Cell Margins
The ReceiptSubForm is in Design View.
Row 1 is selected.

Go to Form Design Tools->Arrange.
Go to Position->Control Margins.
Select a Margin size: Narrow.

Keep going...

Form Design Tools->Arrange->Position->Control Margins

[ = [P P

rn.mu‘il_'Rq"tedSu;’mrrr ‘

'HEEE BN

| ¢ =7 =y |l A
i Move

» Up Down

¥ Move || rooooee-
- A
T dmasbatrrlont e H

Move | Control Control Anchoring
Margins = Padding - -

e
Il
bl
e
a3 e
ek Dodee
Ll Fpie Top
== -0
== '
[ ]
o ] e

None

Marrow

Medium

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
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O::G Form Design Tools->Arrange->Position->Padding
E BEs f F——— T T T = A W
:} Position: Padding i o | (e g [ e (22 = 22| 6 BE S |
The Padding is the space between the Cells. ot i e | ot ot bt et [ et = o
Al Access Objects @ = |3 et | st i ‘ —hll ST B i . i ShedR
2. Try it: Edit the Cell Padding s : AL ' RALCELEL CRRRRE | " | WS CRXECRER S ook frotey
The ReceiptSubForm is still in Design View. 2 MaovieRantedSubForm - e
Row 1 is selected. z Voruterfpa] o MovieD|  [Datalend _ _ e
Go to Form Design Tools->Arrange. 3 T S ——— | Sl s— |
Go to Position->Padding. 3. - — ' — o
Select a Padding size: Narrow. T e Eamns B o o
:..u — — —_ == —
. T T——— 1 == &
Keep going... = lnpm— = = 5 A =1=
BT r— -
et Move Move Contral ~ Contral Anchoring
$ e Up Down | Margins - Padding ~ i
Forens iviove I
S E None
N
; 1 1] | ==
==i Narrow
= =
Medium
Wide

Exam 77-424: Microsoft Access 2013 guEmE—
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Position: Anchoring

Form Design Tools->Arrange->Position->Anchoring

LR Vet B o

Anchoring locks a Cell into a place, with respect to s st s oo e e - -
the Table or Form. In this example, the Row of e T e 0 3
Cells is be positioned in the Top Left of the Table, "’ e

regardless of how the MovieRentedSubform is i S -

opened or resized. - : rdm"”ﬂ,‘:-_rﬁﬂ"ds"':’W | ! ‘ |

3. Try it: Edit the Anchoring

The ReceiptSubForm is open in Design View.

Row 1 is still selected.

Go to Form Design Tools->Arrange.

Go to Position->Anchoring.
Select an option: Top Left.

i *

[raepr

' EEE
-

What Do You See? The other options are: e

Stretch Across Top

Top Right

Stretch Down

Stretch Down and Across
Stretch Down and Right
Bottom Left

Stretch Across Bottom
Bottom Right

Bemg  emd

=

=
|_|I n = (gm. O
-}]J@- € =l
Sizef Align Bring Send
Margins = Padding ~ = Space~ ~  toFront to Back
E5l Top Right

- =]
B | Top Left = Stretch Across Top

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
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o;:° Form Design Tools->Arrange->Sizing and Ordering->Size/Space

E BH% [y : A W

5 Size and Ordering N - .. . “. .:..,.;.:. } wasa | pomsasr L —— - —
Let's use the Size/Space options to make the Cells St Sackad e s | vt ;: bt e i o i el :‘:: -
Size to Fit, after we changed the Padding. _ . I - u - 4
4. Try it: Edit the Size - | gl =—
The ReceiptSubForm is open in Design View. i s R r s , ‘ , ‘ _ e
Row 1 is still selected. ey T U —— -
Go to Form Design Tools->Arrange. - ' o - L
Go to Sizing and Ordering->Size/Space. 3+ T~ ; == == |.| |.|:| ‘I:I
Select an option: To Fit. e =¥ i A == 23 &= € | O

> .| Move Move | Control Control Anchoring | Size/ Align Bring  Send

What Do You See? The Cells in Row 1 were o Up Down | Margins = Padding ~ M Spacer -  to Front to Back
resized to fit after we changed the Padding. ? Move Position Size
What Else Do You See? In addition to the Size = B! ToFit .|
options, you can edit the Spacing, Grid and B BB TE ToTallest S
Grouping. e 2 o Talles

=I1§I To Shortest

11 ToGrid

O T Widest

H, To Marrowest jeril
]
Spacing .

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: Resize Fields
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Form Design Tools->Design->Tools->Property Sheet->Format

Tah
One
B Vet s o
Size and Ordering T
The Cell size can be edited with the Property St Sk i e | v

Sheet as well.

5. Try it: Resize the Cells

The ReceiptSubForm is open in Design View.
The four Cells in Row 1 are still selected.
Go to Form Design Tools->Design->Tools.

Go to Property Sheet->Format.
Edit the Width: 0.4"

What Do You See? The four Cells in Row 1 were
resized. These are Key numbers so they do not

have to be as very wide.

Try This, Too: Format the Other Controls

Select a Control: DateRented.
Edit the Width: 1"

Select a Control: MovielD.
Edit the Width: 2.4"
Save. Save. Save.

Memo to Self: If the Cell is formatted Size to Fit,
the width may default to a different number than

the one you entered.

fHEEEEE

£
H

LR

Format

Width
= Height
D st Top
Left

W

T T R

Data

| |

s arRﬂ"h:-ri“'m:inr"— |

Property Sheet

Selection type: Multiple selection

W

Event | Other All

0.4
0.2453"
o017

L =

b .T.

I # Form Header

F Detail
s 5

# Form Footer

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
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Create a Combo Box
The MovieRentedSubform will use a Combo Box
to select a movie. The Combo Box will replace the

Text Box for MovielD.

Before You Begin: Delete the Text Box

Go to the Detail Section.
Select a Control: MovielD.
Delete it.

1. Try it: Create a Combo Box

The MovieRentedSubform is in Design View.
Go to Form Design Tools ->Design.

Select a Control: Combo Box.

Click on the Detail Section to start the Combo Box

Wizard.

Select a Record Source: Table or Query.

Click Next.

Keep going...

Form Design Tools->Design->Controls->Combo Box

[ W 4 [y T P D S

B e cun omewons  ouasiions | ooew | s st —
| B mewm- i vup— = =i 2NN =
L& st Ag (= | il | | B . \ T £ Vi il
Vew | oo [ s - . L] = ek Lty Poapaty b
. ” ' Dt o T iy | Sl e 1 Dt Pt M 0 Wl R
il Access Cbiects & = EP— [ S———— ] ) I
All Acoess Obeets - - ; - - - - - - - - = Property Sheet
— & Luirciomn bypr Jamiea fyu
. [ o -
— Sy -
= . Py Py ey P
- an P "
= Dl Hmn
e | T I TRE b O e S A B e e Frmd
o i Cmoss m. T 00 T S0 VO Db D g Ol Paiti it
= vk’ R W
= s gt
FLe——— '

= ,::n.-.n--ﬁ-..s..i-.-n-w.. C
- ptgmn e e
= = Ll 208 T e Pt | e [y "
Charrvn - e
X o P b bt o T v HEEEe e e e

— o b P (3
F b s e
P . “ a3
4 & Form Header
r
S Nl M 55|/%53505050550
1
e

| S

This wizard creates a combo box, which displays a list of values you
can choose from. How do you want your combo box to getits
values?

@I want the combo box to get the values from another table or
query.

()T will type in the values that T want.

Dﬁnd a record on my form based on the value I selected in my
combo box,

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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o;:‘ Form Design Tools->Design->Controls->Combo Box
E n I‘l ] -
:’ Combo Box: Record Source ™MW 7, = e s oo e : — T e R
2. Try it: Select a Record Source von | T [y [ 2 A0 bl . ' CHE T SR
Select Table: tblMovies. [ . 2
Click Next. AB Access Objects S S rrerT : : L, Progerty sheet -
KMaovieRgntedSubform |
Try This, Too: Select the Fields . : i PP 1
Select two of the Available Fields: ' 2i T ey v, £ s
MovielD - -
Movie . LI
Click Next. . ——
Try This, Also: Sort the Fields 1 i
Select: Movie. = a5
Sort: Ascending. . ; - T
Click Next. -
Keep going... Available Fields: Selected Fields:
F=) [MovielD
Rating S
Genre
Stars
RentalPricelD
=
=<
Cancel < Back Mext =

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Select a Record Source)
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Q;:’ Form Design Tools->Design->Controls->Combo Box
E R : — T
5 Combo Box: Key Column !m .3 .\“ e ~ m,. — - = Bl s i+ J}
There are two Columns in this Combo Box: Vex | Thrm [T = A @ L e T | i P T DT et
Column 1: MovielD R — oo ; 3
Column 2:Movie All Acoms Ojects 8 B T T ———— Property Sheet

Lrirchomn bypr Cnmiea Baw
o e v [

Camary

Fosmal | Sete | Bevsdl | e 46

Only one column will be seen in the Drop Down
List. If the Key Column is not hidden then Users
will see the MovielD, Column 1, and not the name
of the Movie, Column 2.

mass S
sy
»

(4 d

n "o sy Sl v B e O P S 20RDE o —

[ Coioms Plaies i
T st < 3 o, 13 3 T T P s e, 7 ki e ™
e 14 Pt cmr e v e e s b e

e whumen Tt 1

| el s et L | it

Dnagmn raam s
Lk By W
Lt it

' EEE K

|
3

By default, the Combo Wizard hides the Key f ;,":;W’w —

Column, so Users will see the Movie name. t w fu,. s

3. Try it: Hide the Key Column B o : oot | [t [ | e e

Hide the key column. . Hide key column {recommended)

Click Next. y JT—

Keep going... el Mavie -
m 1127 Hours {2010)

You May Have Noticed: This walk through the 21 Jump Street (2011)

Combo Box Wizard accepted the default to Hide 50450 (2011)

the Key Column. Why is this so? This Form saves A Separation (2011)

the Primary Key, not the Text, to the Table so it About a Boy (2002)

goes with the Default. In a Normalized database About Schmidt (2002)

there are only Key numbers, not Text, when you Absolute Beginners (1986)

get to the final summary (tbIMovieRented). —=— ginne : T

Cancel « Back Finish

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
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o:,:‘ Form Design Tools->Design->Tools->Property Sheet->Format
4 "
:’ Combo Box: Store Value = | (& e [ o el B mEe | m O
The last step of the Combo Box Wizard is to T s ' = e

match the value selected by the Combo Box from =~ e | e
tbIMovies to the value in the Record Source for the  w- ) }
Subform, tbIMoviesRented. —

4. Try it: Store that Value - e
Select a value to store: MovielD.
Click Next.

R LN L PR T R s SO e [ e
e Gt o e L
Dot g . b o W 4 e e e . g
0 st e Arsens b e )

Lo B st B ke

Microsoft Access can store the selected value from your combo box
in your database, or remember the value so you can use it later to

o perform a task. When you select a value in your combo box, what
do you want Microsoft Access to do?

H

LR

And Finally: Name the Combo
Enter a name: MovieCombo.

Click Finish.
¥ () Remember the value for later use.
What Do You See? There should be a new 2 o .
Combo Box under Row 1 in the Detail Section of i (®) Store that value in this field:  MovielD W
the MovieRentedSubform. 3 . MovieRentedID :
E ReceiptlD I
Try This: Edit the Combo Box Properties CustomerID '

The MovieCombo is still selected.
Go to Form Design Tools->Design->Tools. DateRented
Go to Property Sheet->Format.

Width: 4.75"

Top: 0.33"

Left: 0.25"

Keeeeeep going.

Cancel < Back Finish

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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Ong Form Design Tools ->Views->View
:’ Test the Subform T e T b s T e N
The only way to know if it works is to use it like == e Y EP— | e D ety e

a User. Let's see what happens.

Before You Begin: Change the View |
Go to Form Design Tools ->Views. St '
Select a View: Form View ’ '

5. Try it: Test the Combo Box =
There are two parts to testing a Combo Box: .
first, can you see the data from the Table? -
Second, can you select a Record from the list?

Did it work? Save if it does! .

iptiD CustomeriD S8

T
m
A
m

Associate, The (1996)

At Play in the Fields of the Lord [1991)
Aviator, The [2005)

Awakenings (1990)

Babe [1995)

Bad Faith (2000)

Batman Begins (2005)

Beautiful Mind, A (2001)

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)

Microsoft Access 2013 Advanced Page 114 of 347



L
4
3

(-]
Onyg

Add a Background Image
6. Try it: Add a Background Image

The MovieRentedSubform is in Design View.

Select the Form.

Go to Form Design Tools ->Format.

Go to Background-> Background Image.
Choose an Image: Popcorn4.gif.

Keep going...

Exam 77-424: Microsoft Access 2013

Form Design Tools ->Format->Background-> Background Image

3 EH %

e | T T =l -_— F ::; )

~ M FORM DESIGN TOOLS - :
A DESIGM ARRAMNGE FORMAT

. : Background

# Image -

. | Image Gallery

r ubfrom

Date popcornd

Browse...

4.0 Create Forms
4.2 Set Form Controls: Insert Background Image
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e Property Sheet->Format->Picture Alignment

Ong
E [T o e ] R

:’ Edit the Background Image ™= = ®
The Background Image has Properties that -
you can edit as well. e e e ! ety : 7
7. Try it: Edit the Background Image = WovieRdntedsuslorm | e :
The MovieRentedSubform is in Design View  te— e - — | |-__-; J s
and the Property Sheet is still open. = maa T e B

= Property Sheet

Selection type: Form

Go to Property Sheet->Format. -
Go to Picture Alignment. D

Select an alignment: Bottom Right. FI— Form w
Who said Forms had to be beige and gray? P e Format | Data | Event | Other | Al
T Caption MovieRented5ubfrom
Save. Save. Save. B teees X i
Close this Form. berere OO Default VIEW. Continuous Forms
q - Allow Form View Yes
—r - Allow Datasheet View No
Allow Layout View Yes
Picture Type Shared
Picture popcornd
Picture Tiling Mo
Picture Alignment Bottom Rightl ¥)
Picture Size Mode Top Left
Width Top Right
Auto Center Center
Auto Resize Bottom Left

Fit to Screen

Border Style fgfmfienter

Record Selectors Yes
Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Edit Background Image
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E = o Y s Do | 8 g 3, |5
:’ Summary - e
The goal of this lesson was to create the — 2| MovisRantadSubTorm
MovieRentedSubform. . .
1 om

This Subform was Tabular, so we had a
opportunity to work with the Arrange
options: Insert, Merge and Split.

We also reviewed the Margins, Padding :
and Anchoring. M
Not bad for a Subform. _

Get a cookie! Please come back for — N = : =
seconds. The next lesson creates the 55| switchboard i 5| MovieRentedSubform ',

Receipt Form. 5

L T T - T T

 Form Header

| Movii| Recei| | Custc|:

MovielD

# Form Footer
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Practice Activities

Lesson 4: Form Design

Try This: Do the following steps

1. Open your Brown Bag Lunch database. Or, you
may download BBL Adv ver4.accdb

2. Create a Form with the Form Wizard. Use
tbIReceiptProducts as the Record Source and select
all available Fields. Select the Datasheet Layout.
Name the Form: ReceiptProductsSubform.

3. Use the Form Tools in Design View to format the
datasheet with alternating Row colors.

4. Select the ProductID Text Field and delete the
Control and the Label.

5. Create a Combo Box Control and select tbIProducts

as the Record Source. Choose Productld and Item
from the available Fields. Sort the Items Ascending.

Hide the Key Column (ProductID). Select ProductID to

Store in tbIReceiptProducts. Enter a Label: Products.
Finish the Wizard.

6. Select the new Combo Box use the Property Sheet

to change the name to ProductsCombo.

7. Use the Form Design Tools->Design to change the

Tab Order so that the DateReceipt is first,
ProductsCombo is second and Memo is third.

8. Save your changes. Test the Form in Datasheet
View. Does the Products Combo work?

9. Close the Subform.
10. Close the Brown Bag Lunch database.

Microsoft Access 2013 Advanced

Test Yourself

1. Which of the following is true about Tabular
Arrangement in Form Design?

(Give all correct answers.)

A. Arranges Fields in a Table

B. Allows the use of the Arrange commands for
moving and merging Fields

Tip: Advanced Access, page 101

2. Which is true about Cells in a Table?

(Give all correct answers.)

A. Margin is the space between the Cell border
and the Data

B. Default Margin is none

C. Margins can be edited, but Padding cannot
Tip: Advanced Access, page 105

3. Which term refers to the space between Cells
in a Table?

A. Margin

B. Padding

C. Anchoring

D. Gap

Tip: Advanced Access, page 105

Page 118 of 347

4. Anchoring locks a Cell into place, keeping it in
the same spot, such as Top Left regardless of
resizing.

A. True

B. False

Tip: Advanced Access, page 107

5. Which is a method of changing the size of a Cell
in Access?

A. Form Design Tools-> Arrange-> Sizing &
Ordering-> Size and Space

B. Form Design Tools-> Table Tools-> Sizing

C. Table Tools-> Layout-> Cell Size

D. Edited with the Property Sheet

Tip: Advanced Access, page 108, 109




Access 2013: Advanced Form Design

The Receipt Form, part 2

Advanced Access Objectives B e o s e [T s -
In this lesson, you will learn how to: i [ - Tl . IR b it m el = S

Vo | T [ | o - ra
= : s i T Pl | B Deoen L0 Lt bl b o

1. Create a Select Query that combines

(JOINS) several Tables by matching T L L — o et
Keys. Pt E 'H;I e e T;ﬁ:‘ ::: I:
2. Create a Blank Form and select a 1| Pt : - ; - Ll ot rnns

Query as the Record Source in the Form : izt 5] e - -

Properties.

E 5witchbnard.\"i. 2] Receipt ",

ﬁlﬁi Front Row Video Receipt

Phone Number (7345551212 v| |Mary Contrary
24 Elm Street
Pinckney, MI 43169

3. Add existing Fields to a Form.

4. Add a Subform and Link the Form and
Subform by three Key Fields.

5. Test the Receipt Form, see if it works.

!duu;‘h“ﬂﬁﬂamwfuuuuu CRE R

|The Hunger Games (2012)

© 2014 Comma Productions, LLC

Titanic 30|

Microsoft Access 2013 Advanced Page 119 of 347



Lesson 5 : The Receipt Form, part 2
Create Ribbon

1. Readings FILE HOME CREATE EXTERMAL DATA DATABASE TOOLS
Read Lesson 5 in the Advanced Access

guide, page 119-148. D I:.Q D Im\ Q % D & Form Wizard

L
4
3

. . . Nﬂ?igﬂtiﬂﬂ"
Project Application | Table Table SharePoint | Query Query | Form Form  Blank
Create and format a Receipt Form that uses =~ Parts - Design  Lists ~ Wizard Design Design Form More Forms -
a Combo Box to look up a customer by their Templates Tables Queries Forms
phone number. lJ EJ | i

Form Design Tools->Design Ribbon

Downloads , — . .
FrontRowVideo Adv5.accdb EnEl Loge DD = D:EDQ Subform in Mew Window
BBL Adv ver5.accdb [ Title —1 £°! View Code
Add Existing Property Tab

. F.;'};.Date and Tirmne Fields Sheet  Order ‘E%Convert Form's Macros to Visual Basic
2. PraCtIce Header / Footer Tools
Do the Practice Activity on page 149. iJ iJ iJ
3. Assessment Menu Maps

From the Create Ribbon
1. Create ->Queries->Query Design, page 128
2. Create ->Forms->Blank Form, page 131

Review the Test questions on page 150.

From the Form Design Tools->Design Ribbon.

3. Form Design Tools->Design->Tools->Property Sheet, page 132

4. Form Design Tools->Design->Header & Footer, page 133

5. Form Design Tools->Design->Tools->Add Existing Fields, page 138

6. Form Design Tools->Design->Controls->Subform/Subreport, page 140
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The Receipt Form, part 2

The Receipt Form should work like this: You should be able to type in a customer phone number and have the Form display the name and
address. So, this Form needs a Combo Box that will look up the phone number, a Query that will find the name and address that matches
that phone number, and a little bit of formatting to make it happen.

Microsoft Access: Example of the completed Receipt Form

L R =l .3l ! In Receipt Form, part 2, the focus
A D - 3 - will be on the Receipt Form. This
-l ..:"m*"-" PR TR Form will list the movies rented.

== ' ﬁ;}i;;l:mv'-‘-dmﬁmnm - This is the "one" part of the one-to-
. many relationship. One customer

'. ‘11“ - . o) i gets many movies.
1E This lesson will begin by designing
I a new Record Source for this Form:

’ a Select Query.

Phone Number [7345551212 v| |Mary Contrary
24 Elm Street I
Pinckney, MI 48169 I
The Hunger Games (2012) v
Titanic 30| v
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What is the Plan?

One customer may get many movies. So, the
Receipt Form will have a Form and Subform.
The Receipt Form will also use a Combo box
to look up a customer by their phone number.
The Subform will list the movies rented.

Create a Record Source for the Form

The ReceiptSQ Select Query will JOIN the
Receipt Table with a Query,
CustomerNameSQ, that combines
(concatenates) the name and address fields.

Create the Form: Receipt

The Receipt Form will use a Combo Box to
look up the customer's phone number and
display their name and address.

That's the plan.

Microsoft Access: Example of the completed Receipt Form in Design View
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. 7‘,‘, _
Two" Start ->Microsoft Access 2013
E [ [ i Foger M. Wbt F o= & X
5 Before You Begin M e oo oo o : : L —
Before You Begin: Open the Sample Database v i = ...__._..f Ty |y 3w

Go to Start ->Microsoft Access 2013. o 4 e — el :
Access will prompt you to open a database. e
Select: FrontRowVideo Adv5.accdb

RE

*$ Front Row Video

The sample file, FrontRowVideo Adv5.accdb, was
developed in the previous lesson. If you did well in the

previous lesson, you can continue with your own _ _

database if you wish. Your Forms probably look better

than the sample ones. I SECURITY WARNING Some active content has been disabled. Click for more details.

Mavapl o Fase

Keep going.... » || Z8 switchboard \

Memo to Self: Databases need to Read and Write.
Click Enable Content if you see the Security Warning.

Front Row Video

Today is | Monday, April 7, 2ﬂ14|

Flllq CI."‘II i E 5 t:I"II l"IIrE E’ r

Pane

Customers

1.3 Navigate Through a Database: View All Access Objects

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database

Microsoft Access 2013 Advanced Page 123 of 347



All Access Objects

S P [ E— ¥ 4

=y CEANRE  (oTHEeAd DATA  DATRRA TS s st ¢
:} Know Your Data | : Y e T | gy S :
Try This: Review the Database - St | 2 e Stem | 4t All Access Objects @ «
Open the Navigation Pane. eris far i s
Go to All Access Objects. AR Access Objects @ = ey searcf. L
A - $ Front Row Video Tables a [«
The Front Row Video has the following: S EH tblCustomers
Eight Tables: tbiICustomers, tblGenre, -
tbIMovieRented, tbIMovies, tbIMovieSearch, o EH tbiGenre
tblIRating, tbIReceipt and tbiIRentalPrices. i n
= EH tbIMovieRented
Seven Queries: CustomerHomePhoneSQ, o BEH tbiMovies
CustomerNameSQ, MovieRentalPriceUQ, "
MoviesByYearSQ, MovieSearchSQ, MovieSQand = EH tbiMoviesearch
RatingSearchSQ. r |
# . B3 tblRating
Six Forms: Customers, Movies, MovieSearch, 2. - _
MovieSearchSubform, MoviesRentedSubformand = tbiReceipt
the Switchboard. i B3 tbiRentalPrices

(=]
E
1]
=
R
b d

Three Reports: Customer Name, Movies by

Genre, and Movies by Year. CustomerHomePhonesQ

One Macro: OpenSearchMovie CustomerNamesQ
MovieRentalPricellQ
MoviesByYearsQ
MovieSearch5Q

MoviessQ

P T e

) Rating5earch50
Exam 77-424: Microsoft Access 2013

1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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All Access Objects ->Tables

@ = - 7 N
Know Your Data: tbIReceipt —y i bvel o a1
The Receipt Form will store data in a simple v | P - i b bt St
Table, tbIReceipt. Our discussion always begins o - 1
by reviewing the data. e i Beunprion Eprana
1. Try it: Review the Receipt Table — . Y _
Go to All Access Objects ->Table. = | =] switchboard i = thiReceipt
Open a Table: thIReceipt. = Field Name Data Type
S— ¥ ReceiptiD AutoNumber
Try This, Too: Change the View _;d._ CustomerlD Number
Go to Home->Views->View. -
Select a View: Design View. . DateRented Date/Time v

R R

What Do You See? This Table, tbIReceipt, has o
numbers only: Fores
ReceiptID (the Primary Key)
CustomerID (a Foreign Key)
DateRented (Date/Time)

 SESEERE

This Table is in Third Normal Form: the Key, the Format

whole Key and nothing but the Key. Please Close Input Mask

thReceipt. Caption
Default Value

Keep going... Walidation Rule
Validation Text
Required
Indexed

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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All Access Objects ->Queries

R i oA

Know Your Data: BT i E L T 5
r; cere ‘".;“ - s _."" _-.... Temaph | lehen | R Dot Cotem el T

CustomerNameSQ e e Dl 2R ST

We want to display the customer's name and YTy T —— . F  pe—— )

address on the screen after we look up the ot d B

phone number. We already have a Query that = il

combines (concatenates) these Fields.Let's - v

see if it meets our needs. 3 o

2. Try it: Review the Customer Query e

Go to All Access Objects ->Queries. R e

Open a Query: CustomerNameSQ. R — P — — e

Try This, Too: Change the View s s — - =

Go to Home->Views->View.
Select a View: Design View.

B

What Do You See? The Query has one Table:
tbICustomers. In addition to the CustomerlID,
FirstName and LastName. there are three
Fields which combine (concatenate) the name
and address:

IIfulll\'l\lame . Field: | CustomerlD Firsthame
ast ame_lrst Table: |tblCustomers tblCustomers
CltyStateZip Sork
. Show:
Keep going... Criteria:
T

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query: Modify a Query
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Query Tools ->Design

[ W ' AR bns Fagar R Wibta
Know Your Data: 1 TE I T
Edit the Query e e e D R
The Receipt Form will look up a customer's Y P e— - P e )
phone number. The CustomerNameSQ should == # '
include a phone number as well. = i
3. Try it: Edit the CustomerNameSQ - w
Go to tblCustomers. 3 emeroens
Double-click a Field: HomePhone. =
Double-click another Field: Address1 2w e
What Do You See? The HomePhone and atdite = — e

Address1 Fields should be added to the QBE
Grid on the bottom of the Query.

Do This, Now: Save the Query
Go to File->Save.

_-',.».-Juuui'vnhhk 4 ok W

Close the CustomerNameSQ Query.

This Query will be used as the Record Source

for the Receipt Form. Field: | CityStateZip: [City] & -, ~ & [State] &~ & [Zip]

Table:
Sort:
Shows
Criteria:
or:

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query: Add New Fields
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r""o Create ->Queries->Query Design
gE s o T r—— ;
Create a Record Source . Imﬁ-.r:l. +Ir“:'.|‘m:. n!:.'“:u"::.h w':" £ i s T et ey E '-_'> Pty i — l
. Vem e | ] Ak Ao Uyt G B T T | Kosartaeme | 2 U
for the Receipt Form - S s U A b )
The Receipt Form will use a new Query that is . s o w0 | e oo o s i 1
based on tblReceipt. = Al [ s [ Cotmumm : :.'._'L.,.;'r...'.-r...m
However tblReceipt is only numbers, so we = . Dttt p—
need to look up the customer's name and — i
address in a Query, CustomerNameSQ, and -
link that to tbiIReceipt by a common Key, - e G o
CustomerlD. e p—
¥ Fewdorm
P = -Tables Queries | Both
1. Try it: Create a Select Query - pa
Go to Create ->Queries->Query Design. o - CustomerHomePhones
G - .
What Do You See? A blank query will open. 3 = M“""!ESB‘J""';?
The Show Table window will prompt you to i MovieSearchSQ
=

. L I Moviess0)
ghoose a Table or Query for the Record -1 RatingSearchsQ
ource. I

Select a Table: thIReceipt.
Click Add.

Select a Query: CustomerNameSQ.
Click Add.
Click Close. Keep going...

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Multi-Table Queries
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Join the Table and Query

Both the Table and Query have the same Key:

CustomerID. We can create an ad hoc
relationship between the Table and the Query,
a JOIN.

2. Try it: Create Ad Hoc Relationships
Go to tbIReceipt.

Select a Field: CustomerlD.

Drag CustomerlID to the Query,
CustomerNameSQ and drop it on the
matching Key, CustomerlID.

What Do You See? There should be a JOIN
between the Table and the Query. Now, if we
have a CustomerlID in tbIReceipt we can look
up the name, address and phone that goes
with that CustomerlD.

Keep going...

Query Tools ->Design->Query Type->Select

- (W= aam b e R i
Bl st cun oo pas ==
m—— - = - I — F= - i Dy = [T Pty e
! | +! j! 3T Z " Y s
v e | e sppemd ot S — et Pt
= Tl i Bl | g e, B
Al Access O R e (o .
i . e
- o drageds iy Ak
- il Pty o
: P~ -
- #
) e
= [PR—
-
B et
a
Y e -
. A =5] Switchboard i = Query1’,
£ - \
—e tbIReceipt

‘ & los {+ B E"'

¥ ReceiptiD
CustomerlD
DateRented

CustomerMamesc

*

CustomerlD
FirstName
LastMame
FullMame
CityStateZip
Addressi
HomePhone

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.2 Manage Relationships and Keys: Create and Modify Relationships
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Query Tools ->Design->Query Type->Select

[ W= P e We [ ——
:} Add Fields to the Query TR ot B b e e e ¥ [ 0 B
3. Try it: Add Fields to the Query - | e roree i e S B B e |t | Xoamtme | 12 T Eevase
From tbIReceipt select the following Fields: b e .
ReceiptID AN Access Objects ® «/[ B smes T
CustomerID = 2 ===
DateRented =y tomws || A | ——

syt 8 1y
Capetenird Ladbiamr | [

From CustomerNameSQ select these Fields: e |
FullName I |
Address1 -

CityStateZip st

HomePhone ——

Do This, Now: Save the Query
Go to File->Save.

Enter a name: ReceiptSQ.

Click OK.

_-',;J.J.Ju;'ﬂ\mlnx.':u.hshfnnnnu i

Close the Query. The Record Source for the
Receipt Form is done.

Field: | ReceiptiD CustomerlD DateRented FullMame Addressi CityStateZip HomePhone
Table: |tblReceipt tblReceipt tblReceipt CustomerMamesQ CustomerMamesQ CustomerMamesQ CustomerMame5Q
Sort:
Show
Criteria:
or:

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query: Add New Fields
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Create ->Forms->Blank Form

=] fonr—— a x
Create a Receipt Form - o o i s [ e ___! — s
We have everything we need to create the Receipt = me= i e = ' o ST L T TR e B
Form, now. Let's start with a blank Form and build | : _ - 1
it together. A hooess Uipeds = il Proy
1. Try it: Create a Blank Form > '

Go to Create ->Forms->Blank Form. 5 :
What Do You See? A new, blank Form will open % ‘T:
in Form View. %._f o :_
Try This, Too: Change the View 7 s =
Go to Home->Views->View. -

Select a View: Design View.

d l:;s-‘n—.n‘n‘.

And Do This, As Well: View the Properties e = Switchnnard'-i = rurm{'-...__

]

!
i

if

Go to Form Design Tools->Design->Tools.

Click on: Property Sheet. m L B

md

# Detail
Keep going... :

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.1 Create a Form: Create New Forms (Blank Form)
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7,
7'.,,,:"’ Form Design Tools->Design->Tools->Property Sheet->All
- [T PO DETGH ROOS ~E—
Receipt Form Design: !Zr.,,: — w'_‘f“ m “: m :m = | S e e
|l Ae =1 (], HEa REL o il = S
Select a Record Source Sl e — T Somre | N D Sttt
The Form will save Key data (ReceiptID, Al Access Objects & [0 =owes {0 e o - " |r _— . 2
CustomerlD) as well as the date. So, this Form == A ! g [ e
needs a place to store the data, a Record 3 I -
Source. =t
-+ Property Sheet ®
2. Try it: Select a Record Source T wans . ’
The blank Form is in Design View. bl i | | | | selection type: Form
Go to Property Sheet->All. e | Form IE”
Select a Record Source: ReceiptSQ. ) Cmemataanity | :
Himsermuy (Format| Data | Event | Other Al
. 48
Keep going... # Record Source ReceiptsQ Ly o A
Caption CustomerHomePhonesC
Pop Up CustomerMNamesQ
Modal MoviesByYear
Default View an?eSearchEﬂ
Allow Form View Movies5Q
Rating5earch50

Allow Datasheet View
Allow Layout View

Receipt50)

- thlCustomers
Picture Type thlGenre
Picture tbiMovieRented
Picture Tiling thiMovies
Picture Alignment tbiMovieSearch
Picture Size Mode tbIRating
Width tblReceipt

Auto Center tbIRentalPrices
Auto Resize Yes

Fit to Screen Yes

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Modify Data Sources
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Receipt Form Design:
Edit the Header

Please take a moment to add a Header and
decorate it. We have walked through these
steps in other lessons.

3. Try it: Add a Title

Go to Form Design Tools->Design.
Go to Header & Footer->Title.

Edit the Title: Front Row Video Receipt.

And Try This: Add a Logo

Go to Form Design Tools->Design.
Go to Header & Footer->Logo.
Browse for an Image: popcorn1.

Please resize and format the Title and Logo as

you wish.

Now, Do This: Save the Form
Go to File->Save.
Enter a name: Receipt.

That's the Header with all of its business
branding. Now, for the User Interface....

Form Design Tools->Design->Header & Footer->Title

- =

S

i
fam
e - L . L] . ] = .
ki e ____________________________}i
3 i-"l-:'l Frond Ao Video Recespt
# i
=
=
s
¢ i
£
=
v
=

E El Switchhu:uaru:i i :__E-l Re«:eipt.
o o

1

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.3 Format a Form: insert Headers and Footers
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Receipt Form Design:
Add a Combo Box

We want to be able to look up a customer by their
phone number. Here are the steps to create the
CustomerPhone Combo.

4. Try it: Add a Combo Box

The Receipt Form is still open in Design View.
Go to Form Design Tools->Design->Controls.
Select a Control: Combo Box.

Click anywhere in the Detail section of the Form.
The Combo Box Wizard will open.

Try This, Too: Walk Through the Wizard
Select a Record Source: Table or Query.
Click Next.

Keep going...

Form Design Tools->Design->Controls->Combo Box

[ W . =TT
I oo cman iR naTA DATARKU TOGU | DURGM | AR R
— — |
3~4_‘| | T2 . — T, B - il
| () Ag =1 [, 18 =il R It
. e 7, it i T
rcess Obiects —~ _
Al Acoess Dbpets [ S SR e pp——
— - ot e B, . s ey b e
# o raae -

1]

@ | =t P om0 bom et B cwues Bum et ok o
.

Tl b v g Pt | e

b

LI LRI LTI re

ﬂ 1

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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This wizard creates a combo box, which displays a list of values you
can choose from. How do you want your combo box to getits
values?

@I want the combo box to get the values from another table or

(T will type in the values that T want.

nuery.

Dﬁnd arecord on my form based on the value I selected in my

combo box.
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Receipt Form Design:
Combo Box Options

Here are the answers to the first steps in the
Combo Box Wizard.

5. Try it: Select a Record Source
Select a Query: CustomerNameSQ

Go Next: Select the Fields
Select two available Fields:
CustomerID
HomePhone

Go Next: Sort the Fields
Select HomePhone to Sort (ascending)

Go Next: Keep going...

Form Design Tools->Design->Controls->Combo Box

TR T
[ T — e R ——
= | [ Ecee . Logm [ =1 =24
Yr --.-1 Tkt - it Ag f L il " L Lk Vi Pty ol
N et il T Frkdy | B e S0 T Fass'i e (B8
Al Access Objects ® = L L I 5t
LW .t d L amaa B
ek - — E
= . H Froend Ao Videeo Recispt
. . Poemat| Dutn | eret [ o 48
5 _ — e
- o b a1 ottt ot P -ttt i, e
I . ekl v ot e | T b o e b b I =
- e e e ey
- Sensar Caghan
g o
- e
- vy -
T v i i e ——
-:;F_._ . . L _-“‘" » Ll I ::E:-::’:l gt ;'I‘-"-‘FI‘W
R TR ) \r::.;'- 2 - eLP
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TR Crn e s A i bl 7 2
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e Pkt —
T Available Fields: Selected Fields:
m First CustomerID
LastMame
FulMame =
CityStateZip
Address1
<
=
Cancel < Back Mext = Finish

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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Form Design Tools->Design->Controls->Combo Box

[ W ' 1 B i it Do RS ,
:} Receipt Form Design: D e I ) e T 17 Sy [ -
. : A o = 3 i |- -y o e i
Combo Box Key Decision o e = A . SNy KR mm—
There are two Columns in this Combo Box: Al Access Objects ® o[ e | o  —— 6
CustomerlID, which will be stored in the Receipt = B o o - prasaipe Camas b
Table, tbIReceipt, and HomePhone, which is what = - ﬂﬁ*rwwvﬁwwm el
the User should see when they select the Combo - jit== - e
Box. If you want the User to see the second o e - -
Column, you have to hide (resize to zero) the first - B e ' e i
Column. 2 e -
6. Try it: Hide the First Column ; i : CustomerID Home Phane
Select the first Column: CustomerlD. b k4 3135551212
Resize the first Column: 0" # 3 7345551212
$ . — - 8102311111
Go Next. Keep going... e g 8102313211
a o 2 8105551212
=

Home Phone
3135551212
7345551212
3102311111
8102313211
8105551212

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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Receipt Form Design:

Combo Box Store Value

7. Try it: Select a Field to Store
There are two Fields available.
Select: CustomerlD.

Go Next. Store a Value

Store that value in this field: CustomerID.

Go Next. Enter a Label
Label: Phone Number

Click Finish.

Try This, Too: Format the Combo Box
The Combo Box is still selected.

Go to Property Sheet->All.

Width: 1.75"

Height: 0.25"

Top: 0.1667"

Left: 1.25"

Font Size: 12

Font Color: Red (#FF0000).

Let's take a look at what we just did.
Keep going...

Form Design Tools->Design->Controls->Combo Box
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Available Fields:

HomeF‘hone

Cancel || <Back || Next > ||

Exam 77-424: Microsoft Access 2013
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4.2 Set Form Controls: Add Form Controls (Combo Box Wizard)
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Form Design Tools->Design->Tools->Add Existing Fields

TR e -_ ~ T

Receipt Form Design: B oes s Gveacsaa et toos | Dree | am s . it i + Y

i "1 i) st | Ag E ™ B ) I ‘: T
Add the Customer Data ol i = - - a4 _—
You can display the customer's name and address . o e o s e ' e e 8
in Text Box Controls. The ReceiptSQ Query, the . T - : L ' ' : Ao
Record Source for the Receipt Form, includes i
FullName, Address1 and CityStateZip so they can S } £ : : :
be added as Existing Fields. D wasee : : =

HEEE

8. Try it: Add Existing Fields

B

The Receipt Form is still open in Design View. g ) ] - - I I \ |£ - [ Title

Go to Form Design Tools->Design->Tools. o : L = —| Insert Add Existing

Click on: Add Existing Fields. s "1 Image |E_.;"5 Date and Time Eiclds
. Header / Footer

What Do You See? The Available Fields will be £

shown in the Field List. : =

Try This, Too: Add Two Fields
Drag three Fields to the Detail Section:

 ——————————— Field List

Fields available for this view:

FullName ReceiptiD

éfidrsetsﬁz_ CustomerlD
itystateip DateRented

In the example on this page, the Control Labels Fullfiame

were deleted and the Text Box Controls were H Addresst

resized. ; E.FU"N ame CitystateZip

EE.ﬂ.ddrESSI HomePhone
1 -
Save. Save. Save! - ICityStateZip

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Add Existing Fields)
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Test the Form

So, does it work? There's only one way to find out:

test the Form as a User would.

Before You Begin: Change the View
Go to Form Design Tools->Design->Views.

Select a View: Form View.

9. Try it: Select a Phone Number
Go to the CustomerPhoneCombo.
Select a Phone Number from the Combo Box.

What Do You See? Does the customer's name
and address change when you select a phone
number from the Combo Box?

Try This, Too: Type a Phone Number
Go to the CustomerPhoneCombo.
Type: 8102313211.

Type ENTER on the keyboard.

Did that work, too?

Form Design Tools->Design->Views->View->Form View

g

S B Tea, B
Wem trburen [
= r- -
o— i l; Front Row Wideo Receipt
.
3 ¥
i B gt A

HEEE
H

%l

Lunt e g

| & switchboard i =] Receipt

”l ., Front Row Video Receipt

Phone Number (8102311111 ™

3135551212
7345551212
8102313211
8105551212
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Add the Subform to the Form

The Subform is ready to be added to the
MovieSearch Form. First, you need to open the
Master Form in Design View. Then you can add the
Child Subform as a Control.

Before You Begin: Change the View

Go to Home ->Views->View->Form Design.
The Form Design Tools should be available.
Please turn on the Property Sheet as well.

1. Try This: Add a Subform

Go to Form Design Tools->Design->Controls.
Click on Subform/Subreport.

Click on the Detail Section of the Receipt
Form. The Subform Wizard should open.

What Do You See? You will be prompted to select
an existing Table, Query or Form.

Go to Use an Existing Form.
Select MovieRentedSubform.

Click Next. Keep going...

Exam 77-424:

Form Design Tools->Design->Controls->Subform/Subreport

gE

B e cun omeons  ouasiions | oodn | s s P—
0 | ] me- &l Ao = — ~ g | | B m Bl 5=

el el T - 7, D Tt 3 G s s

All Access Objects ® = e Rt 1
WA ! : - . - -

Tabden = L .

.- I &Isifrmmvmn«m

- i — = -

- B R e b ety i i ], i L]

2 e v st g i e brwen Sl

_— Lo Mgl i

— L g

- ' - o a5 e

=3 :

; "

E— You can use an existing form to create your subform or subreport, or
% reate your own using tables andjfor queries.

What data would you like to use for your subform or subreport?

ﬂunug'«wu

{")Use existing Tables and Queries
(@) Use an existing form

Customers

‘MovieRentedSubfrom
Movies

MovieSearch
MovieSearchSubform
Switchboard

Microsoft Access 2013

4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Add a Subform)
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rlvv:n Form Design Tools->Design->Controls->Subform/Subreport
5 Subform: Select the Fields E:iiu“-d:l ] : T BATA mvufu m._x. n: h.:a.nu :n.m - — - : [(SSTY l
The next step in the Subform Wizard asks you to Vom | T [y | HL Ag (= O ¥ gl g B st by 12 I
choose which Field(s) will be used to link the I = - _ . 2
Master Form to the Child, the Subform. All Access Qbyects — = Property Sheat

Hi.

We will select three Fields which the Subform will
inherit. For example, when a CustomerlID is
selected with the Combo Box on the Parent Form
it will be saved to tbIMovieRented in the Child, or
Subform as well.

Would you like to define which fields link your main form to this

2. Try it: Select a Field
subform yourself, or choose from the list below?

The default option is: Choose from a list.
Select: Define my own.

CEL TR LI rrrrrr

did‘i

Select a Form/report Field: ReceiptID
Select a Subform/subreport Field: ReceiptID.

ngﬂse from a list. ()] Define my own,

Select a Form/report Field: CustomerID

Select a Subform/subreport Field: CustomerlD. Form/report fields: Subform subreport fields:
RecsiptID ReceiptID

Select a Form/report Field: DateRented | EI | EI

Select a Subform/subreport Field: DateRented. CustomerID CustomerID
DateRented |+ | DateRented [w]

Click Next. Keep going...

Show thiMovieRented for each record in ReceiptS0) using ReceiptiD,
CustomerID, DateRented

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Add a Subform)
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Finish the Subform Wizard

3. Try it: Name the Subform
Enter the Name: MovieRentedSubform.
Click Finish to close the Subform Wizard.

What Do You See? There should be a new
Subform in the Detail section of the Form.

Try This, Too: Review the Properties
Select the Subform: there should be a yellow

border around the Subform when it is selected.

Go to Property Sheet->All.

The Name is: MovieRentedSubform.
Link Master Fields:

ReceiptlD; CustomerID; DateRented
Link Child Fields:

ReceiptlD; CustomerlD; DateRented

And Try This: Edit the Subform Properties
Edit the Height: 4"

Left: 0"

(Delete the Subform Label, too.)

Well, does it work? Does it?

Form Design Tools->Design->Controls->Subform/Subreport

g s Pe—r—— ————— ]
= A ra = Lage -
Warw --..J- .:‘,_m_ | Ag 1] 1 l I - i e ek | g
= Dt e Tt [y
A Ot v |
pr—— 2§ [

-»-;...-‘ o ',:‘I;I Fron Row Video Recspt

T # fri

=

o | MovieRdntedSubform :

— : o 5 -:» ! Mow D z '«.-‘u‘:i' :

= # e

7 R

T

; Property Sheet

g

j Selection type: Subform/Subreport

B -

MovieRentedSubform W

Format Data | Event | Other | All

Mame MovieRentedSubform

Visible Yes

Source CObject MovieRentedSubform

Link Master Fields ReceiptlD: CustomerID;DateRented
Link Child Fields ReceiptlD; CustomerlD;DateRented
Width 66354

Height 4

Top 1"

Left o

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls (Add a Subform)
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Test the Receipt Form
There is only one way to test this Mighty Access
Form: enter the data like a real User.

Before You Begin: Change the View.
Go to Design Tools->Design->Views.
Select a View: Form View.

4. Try it: Test the Receipt Form
Enter a phone number: 8105551212
Tab to the next Fleld.

Confirm the name: Deeter Poohbah

Select five movies:

Harry Potter and the Sorcerer's Stone

Harry Potter and the Chamber of Secrets
Harry Potter and the Prisoner of Azkaban
Harry Potter and the Goblet of Fire

Harry Potter and the Deathly Hallows: Part 2

What Do You See? There are two sets of Record
Selectors which can be confusing. The ones in the

MovieRentedSubform navigate the Movies. The
ones at the bottom of the Receipt Form navigate
the Receipts.

Form Design Tools->Design->Views->View->Form View

3

T all 1| 2 4/7/2014

Harry Potter and the Goblet of Fire (2005)

5 1 2 4/7/2014

Harry Potter and the Deathly Hallows: Part 2 {2011)

W 1 2 4/7/2014
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A Little More Formatting

This Subform does not need a Form Header. In fact, = =

there are several other Cells that do not have to be
displayed. We can hide them.

5. Try it: Format the Header Properties
The Receipt Form is in Design View.

Go to the MovieRentedSubform.

Select the Form Header.

Go to Property Sheet->All.
Visible: No.

And Try This: Format the Control Properties
Go to the MovieRentedSubform.

Go to the Table in the Detail Section.

Select the Controls: MovieRentedID, ReceiptID,
CustomerID and DateRented.

Go to Property Sheet->All.
Visible: No.
Height: 0"

Curious? Save the changes and let's see...

Exam 77-424:

Form Design Tools->Design->Tools->Property Sheet

B P—T———— Ot CEDEs
(3] Mcom- )
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‘:‘I"I Front Row Video Recespt
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Microsoft Access 2013

4.0 Create Forms
4.3 Format a Form: Format Headers and Footers
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Text Format Plain Text
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Height o
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Test the Receipt Form, Again
Before You Begin: Change the View.

Go to Design Tools->Design->Views.

Select a View: Form View.

6. Try it: Test the Receipt Form, Again

Create a NEW Receipt with the Record Selectors

at the bottom of the Form.
Confirm that this is a BLANK Receipt.

Add a customer:

Enter a phone number: 7345551212
TAB to the next Field.

Confirm the name: Mary Contrary

Select two movies:
Titanic 3D
The Hunger Games (2012)

What Don't You See? The Key Controls are not
visible.

Did that work? If it did, Save Save, Save.

Form Design Tools->Design->Views->View

e o R Widta

— F: il 5y Front Row Wideo Beceipt
Tabien z o B

That Husypy G (L5

HEEE

Treanic 5]

H

4 65 W §
i

El Switchhu:-aru:i i | Re«:eipt.

=

AR R R

i

; l}i Front Row Video Receipt

g

m“ A

The Hunger Games (2012)

Titanic 3D|
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All Access Objects ->Tables

L : sor s W

Review the Data T TR R

What Was All That About? Why would someone - L el
take the trouble to create a Table and position the ] St W —
Key Controls, then just make them invisible? Al Access Ot 8 o 1 T——Tg
Follow me to find out... Tatien : : ; 53 g

The data from the Receipt Form and Subform is 3w
saved in a Table: tbIMovieRented. '

HEE

7. Try it: Review the Data in the Table
Go to All Access Objects ->Tables P o
Open a Table: tbhIMovieRented. .

oy
i

What Do You See? This is what you should see if ' -
a database is designed well: the Key, the Whole =
Key, and nothing but the Key. st |

=

ﬂ El Switchhu:uaru:i | E' Receipt. i j tblMu:uvieRented
Try This, Too: Proof the Data in the Table E MovieRente - ReceiptlD - CustomeriD - MovielD
CustomerlD2 has 5 movies.
CustomerID3 has 2 movies. 1 1 2
2 1 2
How does that compare to the data you entered 3 1 tz
into the Receipt Form?
4 1 2
Keep going... 5 1 2
6 2 3
7 2 3
* (Mew) 1] 4]
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Views and Reviews

8. What Do You See? Programmers have two
different roles. You need to see the Form as a

User would. You also need to determine if the

Form is saving the right data.

The Computer Mama Sez: When you are
proofing a Form, it helps to see the Key data and
compare what you see in the Form to what is
stored in the Table.

Do they match? Is number matched to number?
Text matched to Text?

In the example on this page:

Who: CustomerlID 2 (Deeter Poohbah)
Bought: ReceiptID 1

What: MovielD 160, 156 and 159.

A Form is just a pretty, programmable face on a
Table. The Table holds the data, the data, the
data. The data is everything.

Comparison of the Key data in tbIMovieRented and the MovieRentedSubform

B H % i Pogar R Wabta

inThivens BATA  EWLAR TOXKE
Y $l Mprmaing T Yatnctiom - p N TV %y Rapisn
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,;t._a\n ﬁ‘

:-; ‘i Front Row Wideo Receipt

a- al 1| 2 4/7/2014

; _ |Harr'5|r Potter and the Goblet of Fire (2005) v|
oy 5 1 2 4/7/2014

; |Harr';|r Potter and the Deathly Hallows: Part 2 (2011) v|
= —

e | ¥ [mmm] 2| 2 4/7/2014

e
' d

—

= switchboard | 5] RECEiPt\"[E tbiMovieRented "\

MovieRentedID - ReceiptlD - CustomerlD -

= R T )
[ T e L e e
T RLER R
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Summary

The goal of these two lessons in Advanced
Form Design was to create and format a
Receipt Form. It looks like we got there.

In Receipt Form, part 1, we designed the
ReceiptSubform: the list of the movies
rented. This is the "many" part of the one-to-
many relationship: many movies.

In Receipt Form, part 2, we designed a
Receipt Form that uses a Combo Box to find
a customer by their phone number. The
Form and Subform were linked by common
Keys and tested.

Well, you done real good. You can have
more than two cookies if you wish.

ey o
S }‘,-._
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Hltccmtng T Sbaden = 4 L P
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—— i H Firont Row Wideo Beceipt
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@ Switchhnarci 1 Z__E-| Receipt.

li‘i Front Row Video Receipt

Phone Number |7345551212 W

The Hunger Games (2012)

Titanic 30|
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Practice Activities

Lesson 5: Advanced Form Design, part 2
Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working on. Or,
you may download BBL Adv ver5.accdb

2. Create a Select Query and choose tbICustomers for the Record Source.

Add all of the Fields to the QBE Grid.

3. Add a new Concatenated field as follows:
FullName: [FirstName] &" "& [LastName]

4. Add another Concatenated Field as follows:
CityStateZip: [City]&", "&[State]&" "&[Zip]
5. Save the Query as CustomerNameSQ.

6. Create a Select Query and choose tblICustomers for the Record Source.

7. Add the following Criteria for the Company Field Create a Select Query
and Add the following Table: tbIReceipt. Add a Query: CompanyNameSQ.
Create a JOIN from CustomerID in tbIReceipt to Customer ID in
CompanyNameSQ.

8. Add the following Fields to the QBE Grid from tbIReceipt: ReceiptID,
CustomerlD, and Date/Time.

9. Add the following Fields to the QBE Grid from CustomerNameSQ:
Company, FullName, Phone, and CltyStateZip. Save the Query and name
it: ReceiptSQ.

10. Create the Receipt Form with the Form Wizard and select ReceiptSQ
as the Record Source. Choose the Columnar Layout. Enter the label:
Customer Receipt.

11. Format the Form Header and include the Brown Bag Logo.JPG.
Format the logo 1” x 1”

12. Move the ReceiptlD Control and Label to the Form Header.

13. Select the CustomerID Control and delete it. Create a Combo Box
Control and select CustomerNameSQ for the Record Source. Select
CustomerID and FullName from the available Fields. Sort by Customer
(Ascending). Hide (resize) the Key Column for CustomerlID to be zero.
Select CustomerID from the available Fields and Store CustomerlD. Enter
the Label: Customers.

14. Save the Form: Receipt. Test the Form in Form View. Does the
Customer Combo work?

15. Return to Design View and add the Subform with the
Subform/Subreport Control. Use an existing Form:
ReceiptProductsSubform. Define your own JOIN:
ReceiptID to ReceiptID

CustomerlID to CustomerlD

Date/Time to DateReceipt

16. Finish the Wizard and Save the Form.

17. Test the Form in Form View. Select a customer: Andrea Carter. Select
two products: Avocado Wrap and Bacon, Egg & Cheese. Save this Record.

18. Go to Receipt 2. Select a customer: Selena Sullivan. Select two
products: Breakfast Burrito, Chips and Salsa. Save this Record.

19. Close the Receipt Form. Close the Brown Bag Lunch database.
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Test Yourself

1. Only Tables can be Joined.

A. True

B. False

Tip: Advanced Access, page 129

2. Which of the following is true about adding a
Subform? (Give all correct answers.)

A. The Master Form must be open

B. The Master Form does not need to be open
C. The Child Form is added as Control to the
Master Form

D. Child Form is another name for Subform
Tip: Advanced Access, page 140

3. Where does the command Add Existing Fields
get the available Fields from?

A. All available fields in the database

B. The last Query or Table viewed

C. The Table or Query currently open

D. The Record Source for the Form

Tip: Advanced Access, page 138

4. Subforms can use which of the following for Data?
(Give all correct answers.)

A. Existing Tables

B. Existing Queries

C. Existing Forms

Tip: Advanced Access, page 140

5. When using the command Create->Forms->Blank
Form, what View does the Form open in?

A. Normal

B. Form

C. Layout

D. Design

Tip: Advanced Access, page 131
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Access 2013: Advanced Report Design

The Receipt Printout, part 1

Advanced Access Objectives B e oun omeom ssmnos [ o T

In this lesson, you will learn how to: " o T [

1. Create a Select Query that groups the sales ... .. | = .
and calculates the Totals for each Receipt. Access Objects @ « | istoee | B wms fos A

B

2. Use the Group By and Totals Row in a
Query.

3. Create a Blank Report and select a Query
as the Record Source.

Front Row Video

—r— Front Row Video ©* .

TR -

4. Edit the Report Page Setup and change the

page Size and Orientation. Receipt 1 g

T TT
i i
il E
%
E
=
]
| 3
.:'_}
e %
=
3
g‘

4/7/2014

. : Deeter Poohbah
m .' « il 123 Main Street
— - Brighton, MI 48116

§
Fu
¥
3
-

Mo of Movies 5

Total Due 517.50
© 2014 Comma Productions, LLC
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g:k. Lesson 6 : The Receipt Printout

Query Tools->Design

1. Readings E £ Insert Rows | "B Insert Columns z r'r| Property Sheet

Read Lesson 6 in the Advanced Access ?] x¥zZ

L
4
3

; _ Delete Rows L}-qJ Delete Colurmns Table Mames
guide, page 151-176. Show - Totals Parameters
Table | i Builder & Return: | All -
Project :
A Receipt Printout Report formatted as a lJ Query Setup EJ Shnf'ff Hide -
Table and sized for a POS Printer. # - o g
Report Design Tools->Page Setup &7 | e 5% S

Downloads

FrontRowVideo Adv6.accdb sy i , e
BBL Adv ver6.accdb [ E ) Show Margins D = [l%‘a il Vs

o

Size  Margins Print Data Only Paortrait Landscape Colurmns Page ==

Y

2. Practice v v | Setup | g

Do the Practice Activity on page 177. Page Size 1] Page Layout iJ )
Menu Maps

3. Assessmen_t From the Create Ribbon.

Review the Test questions on page 178. Create ->Queries->Query Design, page 158

Create ->Reports->Blank Report, page 168

From the Query Tools->Design Ribbon.
1. Query Tools ->Design->Show Table, page 162
2. Query Tools ->Design->Show/Hide->Totals, page 165

3. Report Design Tools ->Page Setup, page 170
4. Report Design Tools ->Page Setup->Page Set Up, page 171
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29 The Receipt Printout

The customer rents a couple of movies and the purchase is complete. When he leaves the store he will have a handful of movies and a receipt that
lists the movies he rented: Who bought what. In the Front Row Video store, our customer would get a small receipt from a Point of Sale (POS)
printer. The paper roll is usually 2 inches wide, so the printout will not be a full page Receipt Report.

Microsoft Access: Example of the completed Receipt Print Out

e B B l In Advanced Report Design part 1: The
‘ RERCNE B ' Receipt Printout the focus will be on
e e v [ e B sl v s o B T8 B hun 10 | b creating a Query that calculates the Total
e fage Tagm Fagem & . P

for each Receipt. the Receipt will be
formatted for a POS printer.

Front Row Video In Advanced Report Design part 2, we'll
' create a Subreport that lists the movies

Front Row Video and add the Subreport to the Receipt

Printout.

Receipt 1

SeifldpERoeEa
]

In Advanced Report Design part 3: The
Producers, we'll look at essential business
4/7/2014 reports including Mailing Labels and Mail
Merges.

Deeter Poohbah
123 Main Street
Brighton, MI 48116

T T LT

Mo of Movies 5

Total Due 51750
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What is the Plan?

The Record Source for the Receipt Printout will be a
Query, rtpMovieRentedSQ, that uses the same Table
that was the Record Source for the Receipt Subform,
tbIMovieRented. This Table has Key Data that says
who bought what?

Here is the plan:

Review the Record Source: tbIMovieRented
Open tbIMovieRented in Design View.
Identify the Key Fields.

Create a Query: rtpReceiptSQ

Add tbIMovieRented and related Tables.
Create JOINS between the Tables.

Group the Records by Receipt.

Calculate the Amount Due for each Receipt.

Create the Report: rptReceipt-POS

The rptReceipt-POS will be a Tabular Form formatted
as a Table. The Report will be sized to fit a POS
printer.

That's the plan for now.

Example of the Receipt Printout in Design View

3|
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P

7 g i

| ] switchboard | [l rptReceipt-POS \

[ I R T

8

v
Vst st + )
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- # Page Header
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'z st

P
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b |

-

FullName

! address1
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. 5

0:? Start ->Microsoft Access 2013

E [ W= ' Fagor s Wb F o= A M

5 Before You Begin Bl = cun |:.|-.'.1u.uﬁ|l. u::uu ey : - . R

Before You Begin: Open the Sample Database o . L ...__.:.f"" P |
Go to Start -> All Programs ->Microsoft Office. —— o P — 4
Click on Microsoft Office Access 2013. e e—— r
Access will prompt you to open a database. )
Select: FrontRowVideo Adv6.accdb aFrDﬁt Row Video

The database, FrontRowVideo Adv6.accdb, was
developed in the previous lesson. You do not have to
download a new sample. You can continue with your
own database if you wish.

B e b i

I SECURITY WARNING Some active content has been disabled. Click for more details.

Maviggation: Pass

Keep going... % || =8| Switchboard \

Memo to Self: Databases need to Read and Write.
Click Enable Content if you see the Security
Warning.

Front Row Videc

Today is | Tuesday, April B, 2ﬂ14|

Movies

Movies by Year

Customers

Pane

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
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T
of,ﬁ’ All Access Objects
N g Fogeor R Wbt
Know Your Data B cun oo oo ) | -
Try This: Review the Database o . e S0, 2 e DD
Open the Navigation Pane. v - [ :
Go to All Access Objects. Al Access Dbjects = -

- L % Front Row Video

[F]

The Front Row View has the following:

Eight Tables: tbiICustomers, tblGenre,
tbIMovieRented, tbIMovies, tbIMovieSearch, tbIRating,
tbIReceipt and tbIRentalPrices.

bk 2 hshy OB B E B EE

Eight Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MovieRentalPriceUQ,
MoviesByYearSQ, MovieSearchSQ, MovieSQ,
RatingSearchSQ and ReceiptSQ.

Seven Forms: Customers, MovieRentedSubform,
Movies, MovieSearch, MovieSearchSubform, Receipt
and Switchboard.

_:dllnls'\hln-

Three Reports: Customer Name. Movies by Genre,
and Movies by Year.

One Macro: OpenSearchMovie

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Tables
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thlCustomers
thlzenre
thiMovieRented
thiMaovies
thiMovieSearch
tbIRating
tblReceipt

tbIRentalPrices
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3
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CustomerHomePhoneSQ
CustomerMameSQ
MovieRentalPricellC
MoviesByYearsQ
MovieSearchS0
MoviesS0
RatingSearch50

Receipts0
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fah . . . -
Opg Home ->Views ->View->Design View
- TS Aot Fagar R Wabdd ¥ a4 n
Review the Record Source EEs & e Bl E B & B Sl
The ReceiptPrintout will use a Table for the Record e Bttt T Bt Gt i Gt

Source: tbIMovieRented. Please begin this lesson by

reviewing the Table Properties.

1. Try it: Review the Record Souce

Go to All Access Objects->Tables.

Open a Table: tbIMovieRented.

Go to Home ->Views ->View-> Design View.

What Do You See? This Table has Keys for:
Who (CustomerID)

Bought (ReceiptID)

What (MovielD)

The DateRented is important. Our business model
uses the DateRented to calculate how many days
since the movie was rented.

Close the Table.

Keep going...

Trekd Mima Eurts Typs Swaomption |igeonal)

=2 Switchboard"i =7 tbIMovieRented

Field Mame Data Type
#* MovieRentedID AutoNumber
ReceiptiD Mumber
CustomerlD MNumber
MovielD Mumber
DateRented Date/Time

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.2 Manage Relationships and Keys: Primary Key Fields
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Create ->Queries->Query Design

BE S & S o B Wi T
Create a Select Query: -m Il-u-I-.l- :-_:Il +l;n-::;nt;tl n;u:ul'::\ w::- e '-;‘ el Tiamatn bty + l
- N N - ° - {5 P T r Dk [ s, e | » 1

MovieRentedSQ | e T 2 AT e e TR .
A new Query will calculate the total for each Al Access Objects ® = | ey " 2
Receipt. So, Queries get their data from = e . [ et — 1
Tables. Please add them. 3 s I ¥ e Tums (=

" = _— = .
2. Try it: Create a Query S s o -
Go to Create ->Queries ->Query Design. [ ge——
You will be prompted by the Show Table. g B

P
Select a Table: tbIMovieRented. = o Tables | Queries | Both
Click Add. - o] :

:: .:.-"E thlCustomers
Select a Table: tbiICustomers. P - thiGenre
Click Add. T thiMovieRented

W vt thiMaovies

) S thiMovieSearch

Select a Table: tbIMovies. ) thiRating
Click Add. B S [oa [T |8

ﬂ:lReceiit

Select a Table: tbIRentalPrices.
Click Add.

Close the Show Table Window.

Keep going...

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Multi-Table Queries
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o,,:" Query Tools ->Design
:’ MovieRentedSQ: JOINS B e = ==
As you added each Table to the Query, the Vo e[ e s G S N ] o P R
Tables were JOINED by their Keys. = R - 3
3. Try it: Review the JOINS . e || A v (Ll <
tbIMovieRented.CustomerlD to S el | | e i =_
tblCustomers.CustomerlID. D waae sl | = S - |
= e Y | 5
tbIMovieRented.MovielD to = -
tbIMovies.MovielD. P
£
.
tbIMovies.RentalPricelD to - =
tbIRentalPrices.RentalPricelD. # =
Keep going... -
tblMovieRented tblCustomers tbiMovies tblRentalPrices
¥ MovieRentedID L CustomerlD |- ¥ MovielD % RentalPricelD
ReceiptlD _/_ FirstMame Movie Price
CustomerID = LastName Year Description
MovielD —_——] AddressT Rating
DateRented City Genre
State Stars
HomePhone RentalPricell
MobilePhone
Zip
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MovieRentedSQ: Fields
4. Try it: Add Fields to the Query

Query Tools ->Design

g H S

o

CESI

Add the following Fields to the QBE Grid:

From tbIMovieRented:
ReceiptID
CustomerlD
DateRented

From tbIMovies:
Movie

From tblIRentalPrices:
Price

Do This, Now: Save the Query
Go to File->Save.
Enter the name: rptReceiptSQ.

Keep going...

Al Acoess Obgesct

e,
T e

HHHhh 2GS OEEEEEE

1

b |
- &

£iiafi

x Ha=

T, BATA

m i Y

Sl sk e Lipekans ¢ vk i
Tatda

 Er—

¥ T
tisanars vt + JY

P4t BeurgdD
1

R 111

Cuetrdrd

s
e

Field:
Table:
Sort:
Show
Criteria:
or:

ReceiptlD
thiMovieRented

V]

CustomerlD
tbiMovieRented

Exam 77-424: Microsoft Access 2013

3.0 Create Queries

3.2 Modify a Query : Add New Fields

V]

DateRented
tbiMovieRented

vl
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Opg Query Tools ->Design->Results->Run
:’ Run the rptReceiptSQ Query R e o B T e
5. Try it: Run the Query - oy TP vy -~ Py D '
Go to Query Tools ->Design->Results. eries 5
Click on Run. e T
b
What Do You See? The rtpReceiptSQ Query T
returned seven Records. D e e
On Receipt 1 CustomerlID 2 has 5 movies. - . i
On Receipt 2, CustomerID 3 has 2 movies. o
So far so good. Let's return to the Design View. We ;
can make a few improvements. A s
;
El Switchboard i 3 rptReceiptsQ
ReceiptlD - CustomerlD - DateRented - Movie - Price -
2 4/7/2014 Harry Potter and the Sorcerer's Stone 53.50
1 2 4/7/2014 Harry Potter and the Chamber of Sect 53.50
1 2 4/7/2014 Harry Potter and the Prisoner of Azka 53.50
1 2 4/7/2014 Harry Potter and the Goblet of Fire (2 53.50
1 2 4/7/2014 Harry Potter and the Deathly Hallows 53.50
2 3 4/7/2014 The Hunger Games (2012) 54.50
2 3 4/7/2014 Titanic 3D 54,50

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Run Queries
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Use a Query in a Query

This Query is linked to tbiICustomers. We have a
Query that already combines the name and
address Fields. We can use that Query instead of
tblICustomers.

Before You Begin: Delete a Table
Select a Table: tbICustomers.
Click DELETE on your keyboard. Bye bye.

6. Try it: Add a Query

Go to Query Tools ->Design->Show Table.
Go to Queries.

Select a Query: CustomerNameSQ.

Click Add.

Close the Show Table Window.

Keep going...

Query Tools ->Design->Show Table

B EH S & S W o s W
I oo cman dveepata  BaabdToO | RN

i = 1 = ) i = it T Y ]
E ! B+ « B kg= | i | o >

W fr Vs Crevask Jwitr
- it ke Append Uik A€ D v

Rapem ko]
Al ACoess | ]Iillr"{".‘\. - -
S =

ey . ]

T -

B g T spwrtrmnsnn

e Rrngid

e [T PRST A [

- T “""’H

[ T —— ——

0 wam

a

fos I

LN =/

£ o

£ Queres ot

2 ey

: :-'E = : CustomerHomePhones

r r—— -

; MoviesByYearsQ
MovieSearchs0)

;-l.ai‘
!

RatingSearchs0)
ReceiptsQ

Exam 77-424: Microsoft Access 2013
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o:,:’ Query Tools ->Design
B H % ‘ 2 b [P ¥
Create a Relationship with a (= |m-“ ". +Ir1 : u\m B Bt | Tttt | [ Doty e o 7
JOIN Between Key Fields [ o e D O e e e e
The CustomerNameSQ Query can be JOINED to Al Access Objects 8 =] |3 toeses 3w
tbIMovieRented by a common Key: CustomerID. i / [ st | -
7. Try This: Create an Ad Hoc Relationship S e tbIMovieRented CustomerNameSQ)
Drag CustomerID from tbIMovieRented to S e Soimnis - . .
CustomerID in CustomerNameSQ. 3 -
g all] ¥ MovieRentedID CustomerlD
And Try This, Too: Add More Fields B Dt ReceiptlD f Firsthame
Add the following Fields to the QBE Grid: R — CustomerlD LastMame
EL?Ima%J:tomerNameSQ: : ; : ;:::“.:,, ,,A:d MavielD =] FullMame
Address1 > - - DateRented Address
CityStateZip o CityStateZip
HomePhone e HomePhone
Save, Save, Save.
Keep going, please...
FullMame Addressi CityStateZip HnmePhnne{ W
CustomerMameSQ CustomerMameSQ CustomerMameSQ CustomerMameSQ

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.2 Manage Relationships and Keys: Edit References Between Tables
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o,,:“ Query Tools ->Design->Results-> Run
L3 Al {iiafy iaTiiven: DATA OaTaiackd TR (D
:} Run the Query, Again e i Ty e e B e -
8. Try it: Run the Query e o Y el sy --;ff.::, dvd C Rl N T Y T
Go to Query Tools ->Design->Results-> Run. - ——_n e 8
All Access Diyects ® - = monu; Cuntoment - Cutehented - [rese <Pmce - PaliMeme - Adoemi - CoyStesDy - Homefha
"I::'“ =i | ¥ mmm—uumum SA50 DustarPochieh K10 b Sreet Brighton, M 4RISS umnu
What Do You See? The rptReceiptSQ Query 3 e ' 5 A s it o P At | 1490 v 1) et
' 1 k-

returned seven Records, again. This Query includes - - T B S S
data we need on the Receipt Printout: the =t ’ 3190 Moy unimy__ 340 Rone
customer's name, address and phone number. —{ ey .
Please return to the Design View. =

B Dt

P T T

* -

P 5

¥

ol ol g

i

. i
[@ Switchboard [ = rptReceiptsQ ',

ReceiptiD CustomerlD - DateRented -~ Movie * | Price - FullMame -

2 4/7/2014 Harry Potter and the Sorcerer's Stone (200  $3.50 Deeter Poohbah
il 2 4/7/2014 Harry Potter and the Chamber of Secrets (|  $3.50 Deeter Poohbah
1 2 4/7/2014 Harry Potter and the Prisoner of Azkaban( $3.50 Deeter Poohbah
il 2 4/7/2014 Harry Potter and the Goblet of Fire (2005) 53.50 Deeter Poohbah
1 2 4/7/2014 Harry Potter and the Deathly Hallows: Parl  53.50 Deeter Poohbah
2 3 4/7/2014 The Hunger Games (2012) 54.50 Mary Contrary

2 3 4/7/2014 Titanic 3D £4.50 Mary Contrary

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Run Queries
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o;:" Query Tools ->Design->Show/Hide->Totals
E B H % i 2w b [ ——— ' a ®
:} Calculate Totals in a Query 1 TR o=l LY S

You can use this Query to calculate the Total for Vo e e St i Gt e e p o v, T

each Receipt. The first step in calculating the - e oy 118 thrates 1

Totals is to Group the data. The Records will be AR ey s Y = —— .

Grouped By ReceiptlD first so that each Receipt s ; S

can be totaled separately. = ] — = | e 7|
v \-‘::D'b :;-_ ;.:: l.':.-. I| CR——
: Dmtmrtod e Lt e I

1. Try it: Show the Total Row B corase wm

The rptReceiptSQ is open in Design View. -

Go to Query Tools ->Design->Show/Hide oalbm

Click on Totals. ;; i

What Do You See? There should be a new Total i vt L ST e | R W W—— L — -

Row in the QBE Grid. The Totals Row has Group . | | i i S i s i W

By as the value for each Field. . — &
&'

OK, the Total Row is shown and ready to go. 1

Keep going...

Field: | ReceiptiD CustomerlD DateRented Movie Price
Table: |tbiMovieRented tbiMovieRented tbiMovieRented tbiMovies tblRentalPrices
Total | Group By Group By Group By Group By Group By
Sort:
Show:
Criteria:
on

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Records: Group Records

S
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One Query Tools ->Design->Show/Hide->Totals
e . ~— sr—— v A W
Use the Total Row =X CEP RS el LY —— e R
By default, the Total Row uses Group By for S e e e st e | B premen B R
each Field. The other options include: UL LTI oy Ly —— - 2
Sum :@:‘..:_.-.\:l! T I [ il = v'- '.
Avg Tatin . : = -
Min = | | — T T 7 |
Max o e - .-:If iy — / e
Count ' = e el - [
SDev N o e e
Var o
First [p—
Last F venmsun
Expression 1:_ B ' [y e - rre— [re— Pear (e bk Cydecy [r—
Where % '.‘.“: = e = ey "'{-: e e e e
: e o > w w C— . o # =
2. Try it: Edit the Total X% [ ' DateRented Movie Price
Go to the Movie Column. ot %\-‘w e : tbiMovieRented tbIMavies tblRentalPrices
Change the Total: Count AT i, R T : ' Group By Count sum| v
Go to the Price Column. ' ' &
Change the Total: Sum. . & .;,r" Avg
; Min
. Max
Keep going, please... A - ;", Count
: o StDev
"o ;-3,-*" var
¥, First
f ¥ Last
\\9 Expression L

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.3 Utilize Calculated Fields and Grouping Within a Query: Use Basic Operators (COUNT, SUM)
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Query Tools ->Design->Results-> Run

ﬂl H* . i Pagar Ras Wabsn T =« & N
Run the Query -b( »-upl .:m-n I;u:;“MITE‘ :1 e = — d - |k..k'.‘-‘»‘|‘.
When you Run the Query you should see how many = - '™ = b=l K Il R
movies (CountOfMovie) and how much they cost T S b -t hamarng . 3
(SumOfPrice) are on each Receipt. Al Access Oyects ® = e - - Tty | [ el | ity R
" = ] 3 annem 5 SIT38 DewtesPochbah 120 Msn Strest Brighton, M ASLIE (8590 3351213
- 2 b} 47X I P00 WaryContrasy M= Hrewt Pinchrary, WSS [THE) 3551212
3. Try it: Run the Query 3 -
Go to Query Tools ->Design->Results-> Run. =
-
What Do You See? The rptReceiptSQ Query =
returned two Records this time: E=p
ReceiptID 1 has 7 movies for $17.50. =
ReceiptlD 2 has 2 movies for $9.00. pd
¥
*
Not bad. F e
F
F -

Save and Close the Query. We have the Record
Source for the Receipt Printout, now.

Switchboard\'[ @ rptReceTptSQH"-..\

ReceiptlD - | CustomerlD - | DateRented - | CountOfMovie - | SumOfPrice - | FullMame -~
2 4/7/2014 5 $17.50 Deeter Poohbah

| 2 3 4/7/2014 2 £9.00 Mary Contrary

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Run Queries
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The Receipt Printout

The Receipt Printout will be very small: only 2
inches wide. For this example, we will begin
with a Blank Report and format the Page
Layout before we add the Fields.

1. Try it: Create a Blank Report

Go to Create ->Reports->Blank Report.
What Do You See? A new, blank Report
should open in Layout View.

Do This, Now: View the Properties
Go to Report Layout Tools->Tools.
Click on Property Sheet.

And Do This: Select a Record Source
Go to Properties->All.
Select a Record Source: rptReceiptSQ.

OK, Save the Report
Go to File->Save.
Enter the name: rptReceipt-POS.

Keep going...

Create ->Reports->Blank Report

GBHRRASRR ISR O E D EE B

:

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Modify Data Sources
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S Vo R i e L B ¥ - & N
I cvs  cman dTeenata DAL TOGS | DERN | ARG BORAT RS e Vs ity + JY

B :'*-:‘I Ecwen | e = | [« Bt m

3 abi| Mfg [=m & g =3 7 Tine
| Thos [ gy - N St | == e Pepr e ]
. i Sl k-l - T STSF) Sl i

™ see Cibiact PR s [FREESEREE] e—ry LI ;

Al Ancess Dbjedts L Property Sheet "
Lo ety gt

':"" g w

Fiemad | Sute | et | OOy 6

Property Sheet ®
Selection type: Report
| Report IE”
|Fulmat| Data | Event I Other | All |
Record Source rptReceipts0 |I|z| S
Caption
Pop Up Mo
Modal Mo
Default View Report View
Allow Report View Yes
Allow Layout View Yes
Picture Type Embedded
Picture [none)
Picture Tiling Mo
Picture Alignment Center
Picture Size Mode Clip
Width 7.59396"
Auto Center Mo
Auto Resize Yes
Fit to Page Yes
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T
o;:’ Report Layout Tools->Views->View->Design View
[ ) Pe——— W
Report Page Layout _:.." on oun oween poweroos [l e o] o+ J
The Report Layout has to be edited to fit a — a- gt Lot
POS printer. We need to change the width of 3 .o = 2
this Report. We can also edit the height of the ™' * ! ; *
Page Header and Detail Section. e = o=
S .
Before You Begin: Change the View = e -
Go to Report Layout Tools->Views. B - s i
Choose a View: Design View. =
The Property Sheet should be open. Pro pe f—t'}" 5 hE"E‘t
r
2. Try it: Edit the Report Properties e Selection type: Section
Select the Report. . Detail W
Go to Property Sheet->All. #
Edit the Width: 2" - Format| Data | Event | Other | Al
T
And Try This: Edit the Page Header 3 oo Name Ll
Select the Page Header. Visible ves
Go to Property Sheet->All. Height 2
Edit the Height: 0.5" Back Color Background 1
Alternate Back Color Background 1, Darker 5%
Yep, Try This: Edit the Detail Section Special Effect Flat
Select the Detail Section. Auto Height No
Go to Property Sheet->All. Can Grow Mo
Edit the Height: 2" Can Shrink Mo
Display When Always
Keep going... Keep Together Yes
Force Mew FPage MNone
Mew Row Or Col Mone

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Format Sections (Size)
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Report Design Tools ->Page Setup

BE S & [T ST D R T =8N

Page Setup Options [ T P n
3. Try it: Review the Page Setup Ribbon o gty | PO L e e
The Page Setup Ribbon has two Groups: Page e 0 - 3
Size and Page Layout. . e T —————— AT = Property Sheet

Fabbes ] SR Rt gt ~
Review the Page Size Group 0 me s e B
The Size templates include many of the same 3 -_:'_«: ~
page and envelope dimensions that you have - R o
seen in Microsoft Word. The Margin options are 3 e AT
Normal, Wide and Narrow. e s -

= ‘wmmmuw E_-
Review the Page Layout Group 3 =y "
There are two Orientations: Portrait and o #roprea e 8
Landscape. Our Report will be Portrait. By o b s —
default, this Report has one Column. ot e

f - M

Keep going...

g
W e
o s

IE @ Show Margins ﬂélrl

Size  Margins [ Print Data Only Portrait Landscape Colurmns SP;QE
- - up

Page Size Page Layout

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Set Margins
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More Page Setup Options

4. Sure, Try This: Review the Page Setup
Page Setup is a summary of the options that you
can edit. Please take a look.

Go to Report Design Tools ->Page Setup.

Go to Page Layout->Page Setup.

There are three Tabs for Print Options (margins),
Page (size) and Columns.

Try This, Too: Edit the Columns
Go to the Columns Tab.

What Do You See? There is 1 Column in this
Report. The Column Size is 2" wide: the Same as
Detail.

Click Ok to Close the Page Setup.

Keep going...

Report Design Tools ->Page Setup->Page Layout->Page Setup

B EH S & Vo B oo

RO P PO

I cos  cman i naTa DATAAU TOGH  DEN M BT | R uns

 2ren= B @ >
St Magen | o Pl ek, | PO Lanchage Cobemes. Page
= 4 ey

] ]
Al ACoess Obpegts = =
darn

terraasn | e s

- | Print Options | Page | Columns |
5 Grid Settings

* .

v Mumber of Columns: | 1

Ao

F Row Spadng: | 0"

$ u

- Calurnn Spacing: 0.25"

F

-

Colurmn Size

M W
'l

width: [ 7]
Same as Detail

Column Layout

Down, then Across

®) Across, then Down

| Height: |2'

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Set Margins
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One Report Design Tools ->Design->Controls->Label

LR . PR ——" —— %
Edit the Page Header [ | qqm.:; e —r mmu‘:‘ﬁ. PR M AT | hasd S |
If it's going to be in your customer's hand then = s i, ot it 1o
it needs to have your company name at the - e ; -
top...spelled right, too. ,,.h — , TRy | £ switchboard i Bl rptReceipt-POS | i o -
5. Try it: Edit the Page Header Front igw Vides I I g bewlome [malome!
The Report is open in Design View._ # Page Header = ;:::'*““‘
Go to Report Design Tools ->Design. azHF
Select a Control: Label. : i

Add the Label to the Page Header.
Edit the Label: Front Row Video.

You can format the text size in the Label larger
to make the company name more noticeable if

you wish.

Keep going...

# Detail i u

o =W R EEE

I

# Page Footer

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Add Bound and Unbound Report Controls
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Add Existing Fields to a Report
6. Try it: View the Field List

The Report is still open in Design View.

Go to Report Design Tools ->Design->Tools.
Click on: Add Existing Fields

What Do You See? The Field List should be
available on the right side of the database.

Try This, Too: Add Existing Fields
Drag the following Fields to the Report:
DateRented

FullName

CityStateZip

Do This: Delete the Field Labels
This is a simple, narrow printout and does not need
a label to explain.

Try This, as Well: Edit the Field Properties
Go to Report Design Tools ->Design->Tools.
Click on Property Sheet.

Move the Fields first, then resize them.
Left:0.0417"

Width: 1.90"

Keep going...

Exam 77-424:

Report Design Tools ->Design->Tools->Add Existing Fields

[ ] Fe—— AT DEvCe PO ' T
= Ay Lalry + = = 3 al Loge —_ — 3
Ve .J-..I. e e b b Ao B LT -2 | e
bt Migmdpary 10 Dt el Tt [y Uk Gy 1] Dl

— oo | B8] switchboard 1 [l rptReceipt-POS
- _ :~=_--.-.r R W P

;- & Page Header

= i

HEEEEE

2 L.¥

F Detail

oo ]
= DateRented ==

fullName
.ﬂ.ddrEEEI
CityStateZip

EETLEL LT

# Page Footer

Microsoft Access 2013

5.0 Create Reports
5.2 Set Report Controls: Add Bound and Unbound Report Controls
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Add the Calculated Controls
7. Try it: Add the Calculated Controls

Go to Report Design Tools ->Design->Tools.

Click on Add Existing Fields, again.
Drag the following Fields to the Report:
ReceiptID

CountofMovies

SumofPrice

Try This, as Well: Edit the Fields
Select a Field: ReceiptID.
Edit the label: Receipt.

Select another Field: CountofMovies.
Edit the label: No of Movies.

Select a Field: SumOfPrice.
Edit the label: Total Due.

Try This, Too: Format the Field Outline
Select all of the Fields in the Detail Section.
Go to Report Design Tools ->Format.

Go to Control Formatting-> Shape Outline.
Choose an Outline Color: Transparent.

Please resize and position the Fields as needed.

Keep going...

Report Design Tools ->Format->Control Formatting

[ P———— — T
[ [P O ey e
] - Cole epbed [ oy | = g R
ke A1 [ RN -1 u;:‘.u e W o=
ol Access Objects @ = L K
- 2 g | E8] Switchboard | il rptReceipt-POS
3 - Front Row Y
: IR IR
- # Page Header
e
¥
—_;" :::::::::::::::::::::::|:::::::::::::::::::::::
FullMame
! laddress1
CityStateZip

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Add Calculated Fields
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o::° Report Design Tools ->Design->Views->View-> Print Preview
:} Print Preview the Report R B x . =R BEE4T B R
8. Try it: Preview the Report | Mo o, e o P | e (S et ‘:'.: :’ (s S oo
Go to Report Design Tools->Design->Views. Pogs s o trim 8
Choose a View: Print Preview. B
What Do You See? There are two Records in this : : Front Row Video
Print Preview: Receipt 1 and Receipt 2. D man :
Each Receipt calculates the number of movies rented é e ;U
and sums the Total Due. );“ ) -
2 e ‘ .
This looks good...very good. W — Front Row Video
Definitely, Save, Save, Save. i
P s ey i .
Close the Print Preview. = ! Receipt 1
Close the Report. . T
. o 4/7/2014
= ‘ " A Deeter Poohbah
" ¥ by - .
vort. - eliger -1 123 Main Street
Fa ‘_‘\“ ] = i
CE ﬂP‘k. 0'Q | Brighton, MI 48116
o L
) s Mo of Movies 5
Total Due 517.50

Exam 77-885: Microsoft Access 2010
5. Designing Reports
5.2. Apply Report Design Options: Add Calculated Controls
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What's the Next Step?

This lesson, Advanced Report Design part 1,
began by creating a Query that calculates the
Total for each Receipt. We used the Group By
and Total Row to calculate the Sum of the
rental prices and Count the movies on this
Receipt.

The Report Page Layout was edited to make a
small, 2" wide printout for a Point of Sale
(POS) printer.

In the next lesson, Advanced Report Design
part 2, we will create a Subreport that lists the
movies and add the Subreport to the Receipt.

OK, one cookie. Then, back to work!

L : Vot B e TERNT D t = & X

I oo cvian e taTa DATAA TOCRS  DERM ARGl | GORAAT | Radd W ks |
n = g Dhad - -
L ke A Bre A2 ' B g
4 prusee
All Access Objects @ « | tetoesea | e it
E LN = L
¥ Faje et

i

Front Row Video

Becegnl

Front Row Video

Sy ol o S N RS

‘,’3 DateRented
] tbIMovieRented

IGrnup By

Movie Price
thiMovies tblRentalPrices
Count sum| I

Group By

Avg Deeter Poohbah
Min )
Max 123 Main S5treet

Brighton, MI 48116

Receipt 1

4/7/2014

Count
StDev

W
Fiar;t Mo of Movies 5

Last
Expression

Total Due 51750
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Practice Activities

Lesson 6: Advanced Report Design, part 1

Try This: Do the following steps
1. Open the Brown Bag Lunch database you have been working on.
Or, you may download BBL Adv ver6.accdb

2. Create a Select Query and add the following Record Sources:
tbIReceiptProducts, CustomerNameSQ, tbIProducts.

JOIN the Tables by Key data:
From CustomerlD in tbIReceiptProducts to
Customer ID in CompanyNameSQ

From ProductID in tbIReceiptProducts to
ProductID in tblProducts.

3. Add the following Fields to the QBE Grid:
From tbIReceiptProducts:
ReceiptID, DateReceipt

From CompanyNameSQ:
Company, Fullname, Address, CityStateZip, Phone

From tbIProducts: Price

4. Save the Query as rptReceiptSQ. Run the Query to test it.

5. Return to the Design View and select the Totals in the Query Tools.
Change the Price from Group By to Sum. Save the Query and Run it again.
This Query should calculate the SUM of the Prices for each customer. Close
the Query.

6. Create a new Report with the Report Wizard. Select rptReceiptSQ as
the Record Source. Select all available Fields. Group by ReceiptID.
Choose the Stepped Layout. Enter the Title: Brown Bag Lunch Co.

Select to Preview the Report and Finish the Wizard.

7. Close the Print Preview. Edit the Report in Design View.
Delete the Labels in the Page Header.

8. Arrange the Controls so that they look like a business address.

9. Select and edit the following Controls: DateReceipt, Fullname, Address,
CityStateZip, Phone

Width: 3”

Left: 0.25”

Text Align: Left

10. Move the Price Control to the Report Header. Format the Price Control
so that the data is aligned right. Add a Label: Total this Receipt.

11. Format the Properties for the DateReceipt: Medium Date.

12. Save the Brown Bag Lunch Co Report. Go to Print Preview and see the
print out. Return to Design View and adjust the Controls as needed,

13. Close the Brown Bag Lunch Co Report.

14. Close the Brown Bag Lunch database. Get a cookie, if you wish.

Microsoft Access 2013 Advanced Page 177 of 347



Test Yourself

1. A Query can use another Query as a Record
Source.

A. True

B. False

Tip: Advanced Access, page 162

2. Which are options in the Total Row?
(Give all correct answers.)

A. Group By

B. Count

C. Sum

Tip: Advanced Access, page 166

3. Which are Page Layout options for a Report?
(Give all correct answers.)

A. Portrait

B. Landscape

C. Columns (Number of)

Tip: Advanced Access, page 170

4. You cannot delete Field Labels.
A. True

B. False

Tip: Advanced Access, page 173

5. Which are Groups on the Page Setup Ribbon?
A. Page Size

B. Page Layout

C. Themes

D. Print Options

Tip: Advanced Access, page 170
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Access 2013: Advanced Report Design

The Receipt Printout, part 2

Advanced Access Objectives

In this lesson, you will learn how to: n Sjir—r=—
1. Create a Select Query that combines (JOINS) e
several Tables by matching Keys. AN Access Objects @ « | mmses T wen

2. Create a Tabular Report and use the Report
Arrange options to Insert Rows, Merge Cells and
Move Fields into different Rows.

3. Resize the SubReport and format the
Headers.

4. Add a SubReport and Link the Form and
Subform by a Key Field.

5. Test the Receipt Report in Print Preview.

ol

i T L L L LL

© 2014 Comma Productions, LLC
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Front Row Video

Receipt 1
4/7/2014

Deeter Poohbah
123 Main 5treet
Brighton, MI 48116

MNo of Movies 5

Total Due 51750

Maovies Rented

Harry Potter and the $3.50
Deathly Hallows:

Part 2 (2011)



L
4
3

Lesson 7 : The Receipt Printout, part 2

1. Readings
Read Lesson 7 in the Advanced Access
guide, page 179-208.

Project
A Receipt Subreport that will be added to
the Receipt Report from the prior lesson.

Downloads
FrontRowVideo Adv7.accdb
BBL Adv ver7.accdb

2. Practice
Do the Practice Activity on page 209.

3. Assessment
Review the Test questions on page 210.

Report Design Tools->Arrange Ribbon

ﬁ E% fff :E |71‘—| L'J :{_ 5 [ Select Layout

l [ Select Column
Gridlines Stacked Tabular Remowve Insert
- Layout

Right EH Select Row
Table
8/ 3

Report Design Tools->Arrange Ribbon, continued

Insert  Insert Insert
Above Below Left

Rows & Columns

— — | = = — L—' I:l
=3 = : == ‘
= | [a] B8 0BG Ty SR
Merge  Split Split Move Maowve | Control Control Sizef  Align  Bring  Send
Vertically Horizontally Up Down | Margins~ Padding = | Space~ ~  to Front to Back

Merge / Split hove Sizing & Crdering
Menu Maps
From the Create Ribbon
Create ->Queries->Query Design, page 186
Create ->Reports-> Report Design, page 190

iJ posi?i?’: iJ ?:.., | _-;‘.-"2'! F

<7

From the Report Design Tools->Arrange Ribbon. L8 W/ b g5 v
. Report Layout Tools ->Arrange->Move, page 192 ' 3 -

. Report Design Tools ->Arrange->Merge/Split, page 193 wig L oy

. Report Design Tools ->Arrange->Rows & Columns, page 194 / oy 4

. Report Design Tools ->Arrange->Position->Control Margins, page 196 -/ i

. Report Design Tools ->Arrange->Position->Padding, page 197 ' ‘

. Report Design Tools ->Arrange->Table->Remove Layout, page 198 ) \3 '

O WON -
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The Receipt Printout, part 2
The Receipt Subreport is very similar to the Receipt Subform. The steps to create and format the list of movies in a Table are the same. The

challenge with the Receipt Subreport is size: 2" is a very small page when compared to a Form that is as big as a monitor. In this case, we will use
the Table options to minimize the Cell padding and Spacing.

Microsoft Office Access: Example of the completed Receipt Printout

gE e o g, 114+
= - A
P | v i gy N L Collrmen Page ooer. | Gmg Tem M
etep Fage Tagm Fagm
| B v o
Front Row Video

Front Row Video

Receipt 1
4/7/2014

Deeter Poohbah
123 Main S5treet
Brighton, MI 48116

Mo of Movies 5

Total Due 51750

Movies Rented

Harry Patter and the £3.50
Deathly Hallows:
Part 2 (2011)

3-Day Rental
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In Advanced Report Design part 1: The
Receipt Printout was based on a Query that
calculates the Total for each Receipt. The
Receipt, rptReceipt-POS, was formatted for
a 2" wide POS printer.

In Advanced Report Design part 2, we'll
create a Subreport that lists the movies and
add the Subreport to the Receipt Printout.

In Advanced Report Design part 3: The
Producers, we'll look at several tasks
including calculating overdue movies and
notifying our customers.



Microsoft Access: Example of the completed Receipt Report in Design View

g H % ' [ ——— PrTTrmr— - S

= 7 -. H“. e L |:-|-1u..|.rm - BATRRA TORS B _mn T Padi T s :E Switchbnard\x = rpt“e{efpt. PﬂSN"-__.
What is the Plan? , —
One customer may get many movies. So, the Receipt fiesa e berigmet - o e 2\
will have a Report and Subreport. The Subreport will = T — Racaens e ot
Al Access Objexts @ = E— e

list the movies rented. # Page Header

¥
H

Fromt Row Vides

The rptMovieRented-POS Subreport will use a
Query, rptMovieRentedSQ with 3 Tables:
tbIMovieRented, tbIMovies and tbIRentalPrice.

Create the Query Source: rptMovieRentedSQ
Open tbIMovieRented in Design View

Identify the Key Fields

Create a Select Query: rptMovieRentedSQ.

1

'...;-..-. — : FullName
- ! lladdress1 I
— i - || |cityStateZip

Create the Subreport: rptMovieRented-POS

The rptMovieRented-POS Subreport will be a
Tabular Report formatted as a Table. The Controls
and Headers have to be edited before the Report can
be resized for the narrow 2" POS printer.

1 &
F u

i

F

T

¥

o

b |

o

A w 5
o

o

e

b |

B

[

e

.

]

k]

That's the plan.

- ! 1 |-
# Report Header
# Page Header

3 & DaraintilN Haadar d

4 3
# Page Footer
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Tar, .
Pwo" Start -> Microsoft Access 2013
E [ [ i P ——— F o= & %
5 Before You Begin Bl - o |:.|-.'.7u. BT u.ll:.l.u Ty : ‘ “ - st it - S
Before You Begin: Open the Sample Database e : . o S T S
Go to Start -> All Programs ->Microsoft Office. -4 o b o iimaney -
Click on Microsoft Office Access 2013. T, :
Access will prompt you to open a database. )
Select: FrontRowVideo Adv7.accdb aFrr}nt Row Video

VesHadeg, Aped B, 14

The sample file, FrontRowVideo Adv7.accdb,
includes the Receipt Report that was developed in the _
previous lesson. If your Report works you can continue
with your own database if you wish.

! D -

I SECURITY WARNING Some active content has been disabled. Click for more details.

Mevnpins Fase

Keep going... # || 22| Switchboard \\

Memo to Self: Databases need to Read and Write.
Click Enable Content if you see the Security Warning.

Front Row Video

Today is | Tuesday, April B, 2(!14|

PI.II] CI.I“' i E 5 t:I."II YE E’ r

Customers

1.3 Navigate Through a Database: View All Access Objects

1 Pane

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
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Know Your Data

Try This: Review the Database
Open the Navigation Pane.

Go to All Access Objects.

The Front Row View has the following:
Eight Tables: tbiICustomers, tblGenre,
tbIMovieRented, tbIMovies, tbIMovieSearch,
tbIRating, tbIReceipt and tbIRentalPrices.

Nine Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MovieRentalPriceUQ,
MoviesByYearSQ, MovieSearchSQ, MovieSQ,
RatingSearchSQ, ReceiptSQ and
rptReceiptSQ.

Seven Forms: Customers, Movies,

MovieSearch, MovieSearchSubform, Receipt
and MoviesRentedSubform.

Four Reports: Customer Name, Movies by
Genre, Movies by Year, rptReceipt-POS.

One Macro: OpenSearchMovie.

All Access Objects

All Access Objects

[ v [—

Tables

thlCustomers

Access Objects ® =

|J:&';-" id

thlzenre
tbiMovieRented
thiMovies

tbiMovieSearch

HHAHBR 2GS HOEEEEE

L

tblRating

tbIReceipt

1 i

tbIRentalPrices

o]
E
m
=]
R

[llad i

CustomerHomePhones0

CustomerMamesC

iy
=l

MovieRentalPricellC
MoviesByYearsQ
MovieSearch50
Movies50
RatingSearch50

ReceiptsQ

rptReceiptS0

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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All Access Objects ->Tables

[ % o e Wbt

Review the Record Source
The Receipt Subform will look up the data in a Ve | i - el e
Table, tboIMovieRented. Our discussion always S : 1
begins by reviewing the data. il R r_'“:' - i_ft,‘:.';:"hwun e T

Ersmsl % v
CalomesD Sumbar

1. Try This: Review the Record Source S ‘j‘*j e
Go to All Access Objects ->Tables. e
Open a Table: tbIMovieRented.

S

HEEEB

Do This, Too: Change the View - =] switchboard | I tbiMovieRented \

Go to Home->Views->View. v
Select a View: Design View. A e e —— Field Name Data Type

: o #* MovieRentedID AutoNumber]
- o ReceiptiD Mumber

has numbers only: B o

MovieRentedID (the Primary Key) iy CustomeriD Number

ReceiptlD (a Foriegn Key) S e : MovielD MNumber

CustomerlD (a Foreign Key) -
MovielD (a Foreign Key) DateRented Date/Time

DateRented (Date/Time)

What Do You See? This Table, tbIMovieRented,

This Table is in Third Normal Form: the Key, the
whole Key and nothing but the Key.

Please Close tbIMovieRented. Keep going.

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.2 Manage Relationships and Keys: Primary Key Fields
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Create a Select Query:
rptMovieRentedSQ

Queries look up the Key and return the data:

This new Query will list the movies for each
Receipt.

2. Try it: Create a Query
Go to Create ->Queries ->Query Design.
You will be prompted by the Show Table.

Select a Table: tbIMovieRented.
Click Add.

Select a Table: tbIMovies.
Click Add.

Select a Table: tbIRentalPrices.
Click Add.

Close the Show Table Window.

Keep going...

Create ->Queries ->Query Design

g o i A

[ R T T

s | BN A kgem |10 Bt Tt | Ty g

e S . Ot £ sarmen,
Tabla [ T s B

Vew Bt Uske e Lok Croteb Grieie
bavm fir e et
Al Access Objets @ = —— | F =

o -
T e

|
i
s
U1

S i’ ek Ry

Tl sy

T e piraril
s
Srumpan

N

BHRRRRIGwfodoREdEE

.':l-lj

X
{h
B

I

Tables | Queriez | Both

tsanars vt + JY

thlCustomers
thlGenre
thiMovieRented
thiMovies
thiMaoviesearch
thlRating
thIReceipt

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Multi-Table Queries
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rptMovieRentedSQ:JOINS

As you added each Table to the Query, the
Tables were JOINED by their Keys.

3. Try it: Review the JOINS

tbIMovieRented.MovielD to
tbIMovies.MovielD.

tbIMovies.RentalPricelD to
tbIRentalPrices.RentalPricelD.

Keep going...

Query Tools ->Design

thiRentalPrices

B A Yo [ a an
B ov o Gvenanas  betatoss | e —— ]
— - - - 1 [ree. o TR Sp—r— - = ™ Puspany Thard
! | B bea T & e
...... B S :a:: [remspTe e ——— I el o 2 e (38 Totsy Puguiery
Al ACoess Dbges = = 3 ."' i | B oyt
o [ | e -
ki i \ : :
o Pumtrsesn || | ¥ o | [
: || v | o
e —— ot Lf - | re—
—~ et = s
2 P o | f
3 [ n | I
: ‘ e pira vy —t
- | |
-
=
’
5w . =
Teser
- [
. 2 & nsa
; -
=
¥
Forem tbiMovieRented tbiMovies
& & &
; . 1 ; . : .
¥ MovieRentedID ¥ MovielD ¥ RentalPricelD
ReceiptlD Movie Price
CustomerlD Year Drescription
. oo .
MovielD Rating
DateRented Genre
Stars
RentalPricelDy

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database

1.2 Manage Relationships and Keys: Edit References Between Tables
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rptMovieRentedSQ: Fields
4. Try it: Add Fields to the Query

Add the following Fields to the QBE Grid:
From tbIMovieRented:

ReceiptID

DateRented

From tbIMovies:
Movie

From tblRentalPrices:
Price
Description

Do This, Now: Save the Query
Go to File->Save.
Enter the name: rptMovieRentedSQ.

Keep going...

Query Tools ->Design

0as T [ J e =
[ T —_——— —— ]
I - ] +r /| r.‘ -y + aarrt Ko, i ol y E Progary T
1 - ¥ Far Tormagh [ - AT ]

Vs Bor e Msks dped Upeles Crmvdsh: Grivie A = Tesin Pmpmaten

- B Sl | pga,  Ohlediie L T

- i

Al Acoess O 5 = W Sy
e,

Tabdes

- — T o presee) Lassudesril

r) ' [LT I adrer | L

e T — b f - | v

— berrn = kg II

. . ] b |

= e |

3 ot s vl

Drerrem

4

= Pl Beirgan Seraedrd e Fer Erusglon

- Tor AR B TRL— ] el L L T W

* Lt

= 4 F 4 - +

ol el NN W

Field:
Table:
Sort:
Show:
Criteria:
or:

ReceiptlD
tbiMovieRented

DateRented
tbiMovieRented

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query: Add New Fields

Movie
thbiMovies
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Price
tbIRentalPrices

Description
tbIRentalPrices



Query Tools ->Design->Results-> Run

B ' Fagar
:} rptMovieRentedSQ: Run! I Ay B wr T e
5. Try it: Run the Query Vor | e o sl sl | Sl g
Go to Query Tools ->Design->Results. T T T =
Click on Run. £ ocest Otgects ® = ISR lm o =
What Do You See? The rptMovieRentedSQ ; — - }‘:"2 :'rrww* “' e
Query returned seven Records. = st
Receipt 1 has 5 movies. —h : i S
Receipt 2 has 2 movies. =
That's what we wanted to see. e
¥
.
This Query is the Record Source for the Ao
Subreport, rptMovieRented-POS. #
"
$
Done and Done. e
Close the Query. E

|.l 8] switchboa rdi =t rl'a‘tMvt:r\riazeﬂe.-ntén:l'Eo(i~

ReceiptlD - DateRented - Movie = | Price - | Description -
4/7/2014 Harry Potter and the Sorcerer's Stone (2001) $3.50 3-Day Rental
1 4/7/2014 Harry Potter and the Chamber of Secrets (2002) $3.50 3-Day Rental
1 4/7/2014 Harry Potter and the Prisoner of Azkaban (2004) $3.50 3-Day Rental
1 4/7/2014 Harry Potter and the Goblet of Fire (2005) $3.50 3-Day Rental
1 4/7/2014 Harry Potter and the Deathly Hallows: Part 2 (2011)  $3.50 3-Day Rental
2 4/7/2014 The Hunger Games (2012) $4.50 1-Day Rental
2 4/7/2014 Titanic 3D $4.50 1-Day Rental

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Run Queries
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Create ->Reports-> Report

B E i Tt B o e e ¥ & =
5 Create the Subreport _- :]“‘l:f .u;::.:njm DATaRa T | DELEM | AdRAMG ; Al Radd Whe B o B Tiatuts bichy A
The Receipt Subreport will be less than 2" wide. vt i e s = 0 0T e e i Ml ey
So, we will begin with a Report Design and g bt : ot 1
format the Fields in the Table. Then, we'll e B e [ et . Field List
change the width of the Report. @ PtMovieRentedsQ e

1. Try it: Create the Subreport

Go to All Access Objects->Queries.
Select a Query: rptMovieRentedSQ.
Go to Create ->Reports-> Report.

j \—T| ::| 7 Report Wizard
el |
an 3 Labels

Report Report Blank

AT
Bi

------

= - Design Report
What Do You See? A new Report should open - Reports
in Layout View. $ =
OK, Save the Report ; ———— - b
Go to File->Save. 5. = i )
Enter the name: rptMovieRented-POS. L&, lZl Switchboard i i@ rptMovieRentedsq \,
|
Keep going... ! i
! rptMovieRentedSQ
.....................................................................................................................................
E ReceiptlD DateRented Movie Price
1 4/7/2014 || Harry Potter and the Sorcerer's 53.50
Stone (2001}
1 4/7/2014 || Harry Potter and the Chamber of 53.50
Secrets (2002)

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.1 Create a Report : Create New Reports
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Report Layout Tools ->Design->Grouping and Totals->Group & Sort

L% pr— %

Group and Sort T me BT . S R
Al of the movies that belong on the same o | i | B s (01 2 A2 % Y 8w T Bt [
Receipt will be Grouped together. When you = : ST g s - 2
select a Field to Group and Sort, you are AR Access Objects_® « = weimstesss " Fiedd List .
creating a Group Header for that Field. Tabben z ] retMovieRentedsa i e
2. Try it: Group By _ ] AT [ P s e o T35 | by s :--f---
Go to Report Layout Tools ->Design. B s T A ey Potter st Gt 3 | dowmen
Go to Grouping and Totals. - .
Select Group & Sort. b T - ,

¥
What Do You See? The Group, Sort and Total ? e .
options should be available on the bottom of -
the Report. # e 5

: —— : 2 4/7/2014 || The Hunger Games
Try This, Too: Add a Group R

P

Click on Add a Group. == . ! 2 B 3D

Select a Field: ReceiptID. ' == T DateRented
o Movie

Group, Sort, and Total .
Keep going... ' ' Price

| Group on select field ™

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.1 Create a Report: Create New Reports
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Move a Field
Adding a Group created a new Group

Header for this Field, ReceiptID. A new Row

was created in this Table as well. We can
move other Fields to that Row.

3. Try it: Add Another Group

The Report is still in Report Layout View.
Select a Field: DateRented.

Go to Report Layout Tools ->Arrange.
Go to Move->Move Up.

What Do You See? There should be two
Fields in the same Row in this Table:
ReceiptlD and DateRented.

Keep going...

What If It Doesn't Work? Confirm that you
selected the Field, not the Label, OK?

Report Layout Tools ->Arrange->Move->Move Up

gEe%s [y ram.

Bz

ekt i

Chrvrpeienr.

I§_E| Switchhnarci.."i | FF'tMDUiEREﬂtEde."..__

ﬁ rptMovieRentedSQ

ReceiptlD DateRented Movie

1 4/7/2014

Harry Potter and the Deathly
Hallows: Part 2 (2011)

Harry Potter and the Goblet of Fire
(2005)

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Move Report Controls
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Report Design Tools ->Arrange->Merge/Split->Merge

gus [o—— EFOST D FnT
DO MOI"e in Design VieW KN s g |. .-_..l.: [ ::.-.4;‘..‘.”‘.:-.,“-. x -
The goal is to resize and edit the Table so that it will fit e st e e e B s e e ]
a narrow printout. The next steps are easier to do in : ' . . " L
Design View. A Access Oljects @ e T

) . lﬂ 1piM0yieHe~1tedb(} | [
Before You Begin: Change the View — :

Go to Report Layout Tools ->Design->Views.
Select a View: Design View.

# el

4. Try it: Merge Several Fields amim ‘ Page Header

HEEEEE

=

There are several blank Cells to the left of the Movie 3 e i

Field. The blank Cells are in the Receipt|D and ames

DateRented Columns. Our goal is to merge those | ¥ ReceiptiD Header

Cells together. | ReceiptiD DateRented

Select those blank Cells as well as the Movies Field

3wt |~f Dretail

> - I
by holding the Control key on your Keyboard.

Go to Report Design Tools ->Arrange.
Go to Merge/Split->Merge.

'if Page Footer

What Do You See? The Movies Field should fill the

merged Cel. [# ReceiptlD Header
Keep going, please... : ReceiptiD DateRented
| # Detail
Maovie

1
| % Page Footer

Price

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Merge/Split Table Cells
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Insert a Row in a Table

This step is like a monkey puzzle. We'll add a

new Row so that we can move the description
below the name of the movie. Adding a Row is
the best way to make this fit on a 2" printout.

5. Try it: Insert a Row

Go to the Detail Section.

Select the Row that includes the Fields for the
Movie, Price and Description.

Go to Report Design Tools ->Arrange.

Go to Rows & Columns->Insert Below.

What Do You See? There will be a new Row.
The Columns should match the width of the
Movie, Price and Description Fields.

Keep going...

Report Design Tools ->Arrange->Rows & Columns->Insert Below

e [T

DATmRi TR DM | AL | FORRAT  RRSE W

St Loy = =
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I
| # Detail

ReceiptiD DateRented

|l Movie

|# Page Footer

Price

Descr
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‘ ?w:" Report Design Tools ->Arrange->Merge/Split->Merge
5 Move and Merge - H&I' ."l-l i u'vuu.mt mx:nr\; ::-:'.Im’um .\M‘.IH.D e TN :;lu:_:;r - . : et boky l
6. Try it: Move a Field Down St ke T b | vt s bt Biamt | N WA | fradiicrad :‘:“ e ]
The Report is still in Design View. ST Vg o o s Sy & tring 6
Select a Field: Description. L _j""""-""'-""-"- lle] Property Sheet
Go to Report Layout Tools ->Arrange. P 8| I i =
Go to Move->Move Down. = I T [ [T | ol s [ [wer]
Try This, Too: Select the Row 3- : .
Select any Cell in Row 2. = e —
Go to Report Layout Tools ->Arrange. 3 = - s
Go to Rows & Columns->Select Row. 5 Lo = e
All of the Cells in that Row should be selected. L faupia e — P e
And Try This, Too: Merge the Fields 5.  — =1y o
Go to Report Design Tools ->Arrange. . S - » e,
Go to Merge/Split->Merge. ?m " asdagroap 1 asdason o  —
Keep going... - _
# ReceiptlD Header
ReceiptiD DateRented

 Detail

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Move Table Cells
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?h:'i’ Report Design Tools ->Arrange->Position->Control Margins
E [ = ' [———— WEPORS Dt RO ¥ = A X
5 Arrange: contrOI Margins - »-u..n .!s:l-1 .:m..m.: w:u:‘::::l.ln“mm s | FOEAAT  RaSE TS m—— : s it +
The space between the Cell border and the Field o s i o o s o D0 o e M b et
is the Margin. The default Margin is None. The T Aty - Sl iy 7
other options include Narrow, Medium and Wide. /' /e theais = - s Tiii o o) Property Sheet
=- ovieRentedsi - . ) >
Before You Begin: Select the Table - M}t I I —l ~ el
Go to Report Design Tools ->Arrange. - e rmidll 4 = -
Go to Rows & Columns->Select Layout. : e

7. Try This: Control the Cell Margins : - o —

Go to Report Design Tools ->Arrange.

L T L LT T R L I

L e R
Go to Position->Control Margins. e — P - —
L : — e e
Select a Margin size: None. A == D‘D‘D ‘ [y - ez
o == &é € I_-I - m—
Keep going... wme-. Control Control Sized  Align  Bring
walsasisen “ussaos ' Margins = Padding - | Space - toFront
- peas=s=c Sizing & Ordering

Exam 77-424: Microsoft Access 2013
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)"w:" Report Design Tools ->Arrange->Position->Padding
E [ R Vi Mg it S [ e T = 8 ¥
5 Arrange: Padding - :-..Wuu- .I:»-vn\-.u‘u’hl: ml::f.\.wm waaen | ST basiune - tissners vt + Y
The Padding is the space between the Cells. St S T o | bt bt bt bt o S | Gkt by
T pris ol ”
Al Access Objects ® = |3 s (@ e -, Property Sheet 8

8. Try it: Edit the Cell Padding

The Report is still in Design View.
The Layout is selected.

Go to Form Design Tools->Arrange.
Go to Position->Padding.

Select a Padding size: None.

Srinchonn by Wiy Lriasin

U i i e N

,-'pm-‘5§m »;na-.rd-pak-— .

e o B [ = ¢
TITo...| Control  Control | Size/ Align Bring
Fussgen | Margins - Padding - | Space~ - to Front

Those are the best choices in the Arrange Ribbon,
given our goals.

ooo
ooo

Do This Now: Save. Save Save.

Posi

Zing & Ordering

H

None

Marrow

nooo
nooo

oooo
ooon

Medium

il
[
=
=N
[i]
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J'h,:" Report Design Tools ->Arrange->Table->Remove Layout
@ EH %o Ve Bis etz VRS e P T = & N
Remove the Layout... P e T R
Tables offer excellent tools for arranging data. = — — ; .
They also have constraints. The fastest way to = ﬁ E% e o & = B Select Layo 1
finish this Report is to Remove the Layout and DRASEN “pH B — [ Select Colu
resize the Controls. e Gridlines Stacked Tabular Remove | Insert Insert Insert Insert
~Smsmnall I Layout | Above Below Left Right L Select Row ‘
. = v
1. Try it: Remove the Layout - Table Rows & Columns
The Report is open in Design View. - e e T ! -
Go to Report Design Tools ->Arrange B - = - prepre—————— :‘.,:"5:_ :_"‘"
Go to Table->Remove Layout. - i . . = — = v ovasi b -
o :u.,m-e--- I : S ::::1 Ic!---mm.
= | g s -..“' —
What Do You See? The Controls are stillinthe ! ' ; i e [ ] p—
same position however the Table has been  u L.".'_‘:".':_‘ '
removed: there are no empty Cells. ; - e Bt i ‘ ) -
- - ,-,-:-_:u,us-,-_-g- .:‘..,.._, das i W & o W :::ﬂ Tomeapaneet
. - = el 3 grosep 14 Addd & poit gl B gt 1 OB 12
Keep going... e —— e S
- " o i .

i T
| # ReceiptlD Header
IReceiptID IDate Rented

| ¥ Detail
|I'~.|"I0vie

IDE scription

| EESTTEETEE ey EESTTEETEE ey EESTTEETEE ey EEr. oo EETEEEr
| # Page Footer

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
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Report Design Tools ->Design->Tools->Property Sheet

g E s ' [—r——— LT
__and Resize the COI‘ItTOlS [ R S e ,. s vt Y
Please select each Control and edit the — i E" i
Properties as follows: - - L - " R 2
2. Try it: Edit the Control Properties = . .'h:;{,ﬂwewl,mﬁ | | I I R | e
Select a Control: ReceiptID : i, Toeif " [ =
Width: 0.5" - = = f— T
Select a Control: DateRented E -
Width: 1" =
Left: 0.8" f; e 3
e o=
Select a Control: Movie -
Width:1.25" f; . ———T==
; -I-o—i.v-n-\.- o Jimaf ia

Select a Control: Price
Width: 0.55"
Left: 1.375"

Select a Control: Description
Width:1.9"

Select a Control: SumPrice
Left:0.8"

Keep going...

-
1

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Resize and Position Controls
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Report Design Tools ->Design->Tools->Property Sheet

g% Vg B 'Yothes

The Report Header and Page Header are not
needed in a Subreport. Please remove the Labels
and format the Headers.

e

3. Try it: Modify the Headers

Select the Report Header.

Delete all of the Labels in the Report Header.
Edit the Report Header Height: 0"

Select the Page Header.
Delete all of the Labels in the Page Header.
Edit the Page Header Height: 0"

Select the Page Footer.
Delete everything in the Page Footer.
Edit the Page Footer Height: 0"

e e

T
~y
¥
¥
3
>

Keep going...

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Modify Headers and Footers
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# Report Header
# Page Header

_ # ReceiptlD Header
‘iDateRented

_FDetaiI
Movie

Description




un-

Report Design Tools ->Format->Font

@ E % Tt i VLS D bR ' 7 N
Format the Report _i- e . I:::-;Fn'w A:Lq_.:;pa - BATaA TS DM _um‘ bostaaAT  RASE '..-,_-P. . Tt baohy ‘
By default, the Text size in a Report is 11pt. We need a et i "rula-f- Bt -

smaller Font Size to fit a POS Printout.

Before You Begin: Select All Controls
Go to Report Design Tools ->Format->Selection.

Click on Select All.

4. Try it: Format the Report

Go to Report Design Tools ->Format->Font. Guetm.

Select a Font: Arial.
Select a Size: 9

Go to Report Design Tools->Format.
Go to Conditional Formatting->Shape Outline.

Select an Outline: Transparent.

Keep going...

gt [

[

L]

i

 Report Header

# Page Header
P F ReceiptiD Header
W‘w = asdagroup 1 aadason . -Receiptl .- JDateRented
. |1

# Detail
Movie «1 Price

-
3
¥
3
¥

a

=
-

|
Drescription

....................... e
# Page Footer

# Report Footer
. ZZZl::::::':::::::::::"::
::Sum([F'rice]}

Exam 77-424: Microsoft Access 2013
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T

&,
J",,v:“ Report Design Tools ->Design->Tools->Property Sheet

B EH % Vet s Yo i [ b T = A n
Resize the Subreport : »-u.-- CRAR  (vTiiven BATA :tuu.nl Vo _m un.m;‘ n.-.- st ity + )
Finally, everything has been resized and placed in i -y . sl s | :
the right position. We can resize the little umer Cammet sy 5
Subreport. :l::\lf{i"i‘:\ Objexts = : = e .. """“‘“‘*:"" .ﬁfi‘;:".hh-'w

'_'_'”" . R v
5. Try it: Resize the Subreport D = I e
Select the Report. - s e =
Go to Property Sheet->All. = — | _ el
Width: 2 (L Switchbnard\'[ rptMouTeRented-Pﬂﬁ\.\_
Save. Save. Save like you mean it. -l el | R =
So...what does the Report look like? o & Report Header

e # Page Header

P seis i .. - -

e e e ———

) B asdagroep T kad s son

B

 Detail

| -

Maovie

Description

.......................  EEETETT T ————
# Page Footer

# Report Footer

i :Syml[[F'rice]]l

Exam 77-424: Microsoft Access 2013
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Report Design Tools ->Design->Views->View

- r R Wi

Preview the Report! e M & e R
6. Try it: Change the View L — A

=

Go to Report Design Tools ->Design->Views.
Select a View: Print Preview.

What Do You See? The rptMovieRented is Grouped
by the ReceiptID. Each movie is listed by name, price
and the rental description. The Subreport works.
Please hide the Report Header.

H
H

Try This, Too: Hide the Report Header. Y

UL ]

Go to the Design View.
Select the Report Header.
Go to Properties->All.
Visible: No

Preview the Report, Again
Go to Report Design Tools ->Design->Views.
Select a View: Print Preview.

The Report Header is hidden. Done and Done.
Close the Print Preview.
Save and Close the Report.

Only one more step to finish the Receipt printout.
We're ready to add the Subreport to the Receipt.

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.5 Print and Export a Database: Print Preview
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=5] switchboard i il rptMovieRented-POS '\

1

Harry Potter and the
Dreathly Hallows:
Part 2 (2011)

3-Day Rental

Harry Potter and the
Goblet of Fire (2005)

3FDay Rental

Harry Potter and the
Prizoner of Azkaban
(2004)

3-Day Rental

4712014
$3.50 i

$3.50

53.50
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Add a Subreport

Before You Begin: Open a Report

Go to All Access Objects->Reports.

Open a Report: rptReceipt-POS.

Go to Home->Views->View->Design View.
The Report Design Tools should be available.

1. Try it: Add a Subreport

Go to Report Design Tools ->Design->Controls.
Select a Control: Subform/Subreport.

Click in the Detail Section.

What Do You See? The SubReport Wizard should
open and guide you through the process.

Try This, Too: Select the Data
Choose: Use existing report or form.
Select a Report: rptMovieRented-POS

Click Next.

Keep going...

Report Design Tools ->Design->Controls

3 =e U DAks PO
o [ . = A % D Jom | R e
v [ 37 Ty B e e et . ok . 1
|:-l--.l :X-E‘ = ----- i s i A R 1 a0 s A O L i - " . 1
e ' : A s e S D L B ' . ‘.I. :‘-I:’.‘. -_,I.,-, .—:,,..‘. )
; . :;'— , et i o B 84 R O T I | ==
$ . e S e
; b & g e e -4« = ;u
" L sl ] trer ;,{_.-,,_..-,, ::-....4
. frocund ‘ What data would you like to use for your subform or subreport?
= (" JUse existing Tables and Queries
=
: — (@) Use an existing report or form
Customer Mame Report
Maovies by Genre Repart
Movies by Year Report
rptCutomerMamelabels Report
rptMovieRented-POS ort
rptMoviesCrosstab Repart
rptReceipt-POS Report

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Add Subforms/Subreports

Customers Faorm

- -
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The SubReport Wizard

2. Try it: Define your own relationship.

Select ReceiptID for Report and the Subreport.

Click Next.

Try This, Too: Enter a Name
Enter a name: Movies Rented.
Click Finish.

Well? Keep going...

Report Design Tools ->Design->Controls

[ IR

T —
b - K Tk . 4 L

2ty

"=

¥ : 4 5 " L L
- [ . g & Fimnn __

All Argess Objects =
o P it
Front Row Vide

el

Datedartes

b pao e, e b b e
7 & ey .

D vt +

-2

ey

Remrpe!
Carsl

4 llguddduuuiiﬁ'\h“%m’ﬂdlf

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.2 Set Report Controls: Add Subforms/Subreports (Define Relationships)

Form/freport fields:

() Define my own,

Subform/subreport fields:

ReceiptlD

ReceiptlD

M)

vl

Mmﬂﬂnﬁm:a’llzdsqfnraadlremdhrpmmm

ReceiptlD

Cancel

< Back

|| Next »

| | Fiish
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Review the Finished Report

3. Try it: Review the Report

rptMovieRented has a SubReport that is linked to the
Report by the ReceiptID.

In the example on this page, the Subreport is aligned
Left (0" in the Property Sheet.)

Try This, Too: Format the SubReport Border.
Select the SubReport.

Go to Report Design Tools ->Format.

Go to Conditional Formatting.->Shape Outline.
Select an Outline: Transparent.

What does it look like in Print Preview?

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database

Report Design Tools ->Format->Conditional Formatting->Shape

Outline

[T ‘ [o———— SRR DRl POt a n
B o o peeeoa  pakcitons | Ceie  adsaa | Fomast | s : . —
e e o ||?_E| Switchboard 1 Bl rptReceipt-POS

Al A Ot r"-la--fa—- e 3
B (LT # Page Header

;_ . - | Front Raw Video | =

-+ —

=

: 8 v

il ; i

- .

= FullMName

o w . L]

u ! Naddress1

CityStatezip

CountOfic

l::
_ L R
# Report Header
# Page Header
3 & RaraintilN Heradar d

4 4
# Page Footer

1.5 Print and Export a Database: Format Reports to Print
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Preview the Receipt Printout . R o L
4. Try it: Preview the Report Pt | B Mow ot ooty | [ ivers Cotomn P | D O
Go to Report Design Tools ->Design->Views. v g -
Select a View: Print Preview. e
:; ] Front Row Video
What Do You See? The Receipt printout shows e '
who bought what. The Report lists the customer, the % *
movies rented and the price. The Report also .
calculates the Total Price for each Receipt. g
-
That's good. Save and Close the Report. 3 .
o '
-
5 u
. W
o

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.5 Print and Export a Database: Print Preview

Report Design Tools ->Design->Views->View

2] switchb d-\"[ 8 rptReceipt-POS
3] switchboar rptReceip

v a =

T vt + Y

4

Receipt

Deeter Poohbah
123 Main 5treet
Brighton, M1 48116

Mo of Movies 5

Total Due 51750
Movies Rented

Harry Potter and the
Dreathly Hallows:
Part 2 (2011)

3-Day Rental

Harry Potter and the
Goblet of Fire (2005)

3-Day Rental
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This discussion began by creating a Select
Query that combined several Tables by
matching their Keys. We used that Query as
the Record Source for the Subreport.

Front Row Video

The Subreport was designed as a Table. We
used the Report Arrange options to Insert
Rows, Merge Cells and Move Fields into
different Rows.

Front Row Video
We had to Resize the Subreport and format

the Headers to fita 2" layout. ~ ® o i
Finally, we linked the Form and Subform by a S '
Key Field, ReceiptID. 4/7/2014

You done real good. Go get the cookies!
g g Deeter Poohbah

123 Main Street
Brighton, M1 48116

MNo of Movies 5

Total Due 517.50

Movies Rented

Harry Potter and the $3.50
Deathly Hallows:
Part 2 (2011)

3-Day Rental
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Practice Activities

Lesson 7: Advanced Report Design, part 2

Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working on. Or,
you may download BBL Adv ver7.accdb.

2. Create a Select Query and add the following Record Sources:
tbIReceiptProducts, tbIProducts. JOIN the Tables by Key data:

From ProductID in tbIReceiptProducts to ProductID in CompanyNameSQ

3. Add the following Fields to the QBE Grid:

From tbIReceiptProducts: ReceiptlD, DateReceipt

From tblProducts: Specialty, Type, Description, Price

Sort by Specialty (ascending)

4. Save the Query as rptReceiptProductsSQ. Run the Query to test it.

5. Return to the Design View and select the Totals in the Query Tools.

Change the Price from Group By to Sum. Save the Query and Run it again.

This Query should calculate the SUM of the Prices for each customer.
Close the Query.

6. Create a new Report with the Report Wizard.

Select rptReceiptProductsSQ as the Record Source.

Select all available Fields.

View this Report by tbIReceiptProduct. Group by ReceiptID.

Sort by Specialty then by Description.

Select to Summary and SUM the Price.

Choose the Stepped Layout. Enter the Title: ReceiptProductsSubform.
Check to Preview the Report and Finish the Wizard.

7. Review this Report in Print Preview. Close the Print Preview. Edit the
Report in Design View.

Delete the Labels in the Page Header. Resize the Page Header so that the
Height is 0”.

8. Select the Report Header and edit the Property for Visible: No.

9. Select the ReceiptID Header and edit the Property for Visible: No.

10. Select the ReceiptID and edit the Property for Visible: No.

11. Select all of the Controls the Detail Section and edit the Property for
Can Grow: Yes.

12. Save and close the ReceiptProductsSubform.
13. Open the Brown Bag Lunch Co Report in Design View.

14. Use the Subform/Subreport Wizard to add a Subreport to the Detail
Section. Start the Wizard by clicking under the Name and Address Controls
in the Detail Section. Use these answers for the Wizard: Use an existing
Report: ReceiptProductsSubform. Define your own link: ReceiptID. Edit the
Label: ReceiptProductsSubform and finish the Wizard.

15. Select the Subreport and use the Report Design Tools to Format the
Shape Outline Color: Transparent.

16. Save the Brown Bag Lunch Co Report. Go to Print Preview and see the
print out. Not bad?

17. Close the Brown Bag Lunch Co Report.
18. Close the Brown Bag Lunch database.
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Test Yourself

1. A SubReport needs to match the page size of
the Report it will be added to.

A. True

B. False

Tip: Advanced Access, page 190

2. Which Report tool would be used to print all
movies rented by a single customer on the same
receipt?

A. Totals

B. Grouping

C. Group and Sort

D. Foot Options

Tip: Advanced Access, page 191

3. What tools are used to rearrange the Cells in a
Table? (Give all correct answers.)

A. Merge & Split

B. Insert Rows and Columns

C. Move Up and Down

Tip: Advanced Access, page 193, 194, 195

4. Which are Margin options?
(Give all correct answers.)

A. None

B. Narrow

C. Minimum

D. Medium

E. Wide

Tip: Advanced Access, page 196

5. Remove Layout Command does which of the
following?

A. Removes the Table Layout, leaving just the cells
B. Removes any empty Cells from the layout

C. Leaves the Cells in their current position

D. Returns the Cells to their original positions

Tip: Advanced Access, page 198
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Access 2013: Sharing and Collaboration

The Producers

—

Advanced Access Objectives B e oun omner posne | I s
In this lesson, you will learn how to: =] | [A] Micsm- | o3 E run- 3 A = e | Q) B m Bl S
1. Create a Select Query that calculates the - ‘ T Pt | SR 02 8ot e

overdue movies for each customer with the
DateDiff() function.

2. Format the Report Headers to include
Bound and Unbound Controls.

3. Edit the Report Tab Order and align the I
Controls to the grid. ==

N
\
i
i}

¥

|
T
i
[

i
i
i1

i
i
it

Deeter Poohbah
123 Main Street
Brighton M1 48116

Our records indicate that the following movies are outstanding.
Please return them as soon as possible.

© 2014 Comma Productions, LLC

_ April 2014
i Harry Potter and the Chamber of Secrets 3-Day Rental
(2002)
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1. Readings
Read Lesson 8 in the Advanced Access
guide, page 211-238.

Project
A Report that uses a Query to calculate
which movies are overdue.

Downloads
FrontRowVideo Adv8.accdb
BBL Adv ver8.accdb

2. Practice
Do the Practice Activity on page 239.

3. Assessment

Review the Test questions on page 240.

Lesson 8 : The Producers

Create Ribbon

52 BEE M

Application | Table Table SharePoint
Parts - Design  Lists ~
Templates Tables

Report Design Tools->Arrange

Query Query
Wizard Design

Queries

=2 =
Merge  Split Split Maove Move
Vertically Horizontally Up  Down
hMerge / Split hove
Menu Maps

From the Create Ribbon

1. Create ->Queries->Query Design, page 217

2. Create ->Reports->Report Wizard, page 226

From the Report Design Tools->Arrange Ribbon
3. Report Design Tools ->Arrange->Sizing and Ordering->Align, page 229

—
A

[iaaadi]
Farm

1

| e e |
i ==
e i s |
| e e |
Contral  Contral

Margins = Padding -
Position

From the Report Design Ribbon

Space~r -

— F}i Farm Wizard
b..l:l
[t

Mavigation =

Form EBlank
Design Form More Farms =

Forms

0o ‘IZI (gp. O
3= (€ =l L]
Size/  Align  Bring  Send

to Front to Back

3 I Sizing & Ordering

4. Report Design Tools ->Design-> Grouping and Totals ->Group & Sort, page 233

5. Report Design Tools ->Design->Tools->Tab Order, page 235
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The Producers

Most businesses are date driven. For example, these movies are rented for 1, 3, or 5 days. If the movies are not returned as agreed, the
customer could be notified which movies are overdue. These business rules can be programmed into our Mighty Access database. A
Query can calculate the difference between the date the movie was rented and the current date.

Microsoft Access: Example of the completed Overdue Movie Letter

-

Ameinas Al Acoess Ohpecis
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Pord | lar B e G | PES imabepy Coloen Fapr Doeen
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Front Row Video

Dt Poohbad
111 e Frert
e 1 k] 8

Deeter Poohbah
123 Main S5treet
Brighton M148116

Our records indicate that the following movies are outstanding.

Please return them as soon as possible.

April2014

Harry Potter and the Chamber of Secrets 3-Day Rental

(2002)
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This lesson begins by creating the
Record Source for the Overdue Movie
Report, a Query that calculates the
numbers of days that each movie is
overdue.

The Report will be Grouped by Customer
and formatted so that there is only one
customer per page.

So, our tardy customers get an Overdue
Movie Report that is formatted like a
letter.
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o,,zﬁ Example of the Overdue Movie Letter in Design View
B P [Ty Ter, PR (At L ¥ a x
What is the Plan? _-;:]uu:;:-n Iu;::.:m BATaRa To g 2t A.uuum“J e "uu:v.v . _— - - :: Tinspeh ok .
The Record Source for the Overdue Movie Letter Vo | T [T | e Bt |8 ol A = % L ’ S el it ity 10 o A
will be a Query, rtpOverdueSQ, that will calculate maith 1 __ - P s =
the number of days from the date the movie was N T e et ’
rented. Here is the plan: — l | | l | e v
Create a Query: rtpOverdueSQ - - -
Add tbIMovieRented and related Tables. g i i
Create JOINS between the Tables. ™ EL‘E“ -
Group the Records by Customer. i g B -
Calculate the Amount Due for each Customer. = i ey ! T =
L] ot g v
. e
Create the Report: rptOverdueMovie : . B e — S— |

rptOverdueMovie will be formatted as a business

letter: one page per customer.

That's the plan for now.

:|DateRented

="Page " & [Page] & " of " & [Pages]
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O::& Start ->Microsoft Access 2013
E [ [ i Fogor M. Wbt F o= & X
5 Before You Beg i n Bl o s o mu. ey u.ll:.l.u ey . - L s i - )
Before You Begin: Open the Sample Database e . - e _*;"“ Ehand gl

Go to Start ->Microsoft Access 2013. o i — e -
Access will prompt you to open a database. 3 e
Select: FrontRowVideo Adv8.accdb

= [T ——

*$ Front Row Video

The database, FrontRowVideo Adv8.accdb, was
developed in the previous lessons. You do not have to
download a new sample. You can continue with your own
database if you wish.

¥ wyesraudey . Apnd 1, K4

L.

I SECURITY WARNING Some active content has been disabled. Click for more details.

Mavapl o Fase

Keep going...

» || =53] Switchboard \

Memo to Self: Databases need to Read and Write. Click
Enable Content if you see the Security Warning.

Front Row Video

Today is | Wednesday, April 9, 2014|

rl.ll1 CI.I"II i E 5 t:I"II l'?rE E‘ r

Pane

Customers

1.3 Navigate Through a Database: View All Access Objects

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database

Microsoft Access 2013 Advanced Page 215 of 347



L
4
3

Taﬁ,ﬁ

Ong All Access Objects

S i Fogeon s W

Know Your Data

Try This: Review the Database - Bt |

Open the Navigation Pane.
Go to All Access Objects.

i
=

The Front Row Video has the following:

Eight Tables: tbiICustomers, tblGenre,
tbIMovieRented, tbIMovies, tbIMovieSearch, tbIRating,
tbIReceipt and tbIRentalPrices.

Ten Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MovieRentalPriceUQ,
MoviesByYearSQ, MovieSearchSQ, MovieSQ,
RatingSearchSQ, ReceiptSQ, rptMovieRentedSQ and
rptReceiptSQ.

GahBnswadiewfidianREEgl B

Seven Forms: Customers, MovieRentedSubform,
Movies, MovieSearch, MovieSearchSubform, Receipt
and Switchboard.

Bl

Five Reports: Customer Name. Movies by Genre,
Movies by Year, rptMovieRented-POS and rptReceipt-
POS.

One Macro: OpenSearchMovie

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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All Access Objects

Learch..
Tables

i

thlCustomers
tblGenre
tbiMovieRented
thiMovies
tbiMovie5earch
tblRating
tblReceipt

tbIRentalPrices

2
]
ft
3,
&

CustomerHomePhonesQ
CustomerfMames0
MovieRentalPrice Q)
MoviesByYearsQ
Moviesearchs0
Movies50
Rating5earchs0
ReceiptsQ
rptMovieRenteds0

rptReceipts0

= «

L
o s
%
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Create ->Queries->Query Design

W o =

Create a New Select Query: " o "ot 700 "0 5 a e —
| L | 1 I I . L TP 7 5 Vo et
rptove rd ueSQ h s o= ‘"_‘m-"'.“w BBt | Ty | i !- [ = "":"- )
A new Query will calculate the difference N.,;'{m”,m.“ | T - - Property Sheet * 1
between the DateRented and the current date. = = [ nmevatena [ wan [ semrecn L P -
Please create a new Select Query and add the = - T Yo y——— — P—
following Tables. S . . f— o
@ = s e
o= —
1. Try it: Create a Query .
Go to Create ->Queries ->Query Design. o= Y
You will be prompted by the Show Table. = i
F o — Tables|m«_;|50ﬁ1 |
A e - ]
Sglect a Table: tbIMovieRented. i : e thiCustomers
Click Add. ; .I_,.__‘ h"‘:': thiGenre
A thiMovieRented
Select a Table: tbIMovies. F st thiMovies
Click Add. . thiMovieSearch
b : _ thlRating
Select a Table: tbiRentalPricss. e o
Click Add.

Close the Show Table Window.

Keep going...

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Multi-Table Queries
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rptOverdueSQ: JOINS

As you added each Table to the Query, the
Tables were JOINED by their Keys.

2. Try it: Review the JOINS
tbIMovieRented.MovielD to
tbIMovies.MovielD.

tbIMovies.RentalPricelD to
tbIRentalPrices.RentalPricelD.

Keep going...

Query Tools ->Design

L5 f— L T

Bl v oo oveessnans et v tiessas ot - J}

= | - _I +r _,J'| r - = - e By z '-'l '-Irmn wr

o | B e e G e | e o P

P e —— -2

E . -;Jm--mo - ;u-n: ;»-nmn:-

v Ariegdd I| [T | L

: = | = M =

3 P—— P /

3. PrPR |1

—

¥

5 o

F -

:F [

s thiMovieRented thiMovies thlRentalPrices

ﬁ & & &

¥ MovieRentedID ¥ MovielD ¥ RentalPricelD
ReceiptiD Movie Price
CustomerlD Year Description
. oo .
MovielD Rating
DateRented Genre
Stars
RentalPricelD
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rptOverdueSQ: Fields
3. Try it: Add Fields to the Query Ve e | ke gt b e Gt = | e |
Add the following Fields to the QBE Grid: e i

From tbIMovieRented:
ReceiptID
CustomerID
DateRented

From tbIMovies:
Movie

From tblIRentalPrices:
Price
Description

Do This, Now: Save the Query

Go to File->Save.

Enter the name: rptOverdueSQ.

Keep going...

Field:
Table:
Sort:
Show:
Criteria:
or:

Query Tools ->Design

s
[ [

B e A L o L e — ¥

Tl BATA  EWlTARICH TOSRE 5=

Bl

¥ %
Dsanars vt + J

Pl | Brirga e T Cuetrdrd [ Frar
Togar

Jdh

pra
x
=
b i
£ u
o
F
P e
x
=
<

ReceiptiD CustomerlD DateRented Movie
tbiMovieRented tblMovieRented tbiMovieRented thiMovies

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query : Add New Fields
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Query Tools ->Design

G s "EAm IS ———

Calculate the Date Difference T o e S B Drwone R
Many businesses need to calculate the difference o | B v et U G e T L e et T

between two dates. Microsoft Access o v —— T— 4
uses a DateDiff() function. It goes like this: All Access Objects @ ===~ ==

DaysRented: DateDiff("d",[DateRented],Now ())

Where DaysRented is the Alias,
DateDiff() is the function,

"d" is the time interval,

[DateRented] is a field in tbIMovieRented.

Other DateDiff intervals are:

Month "m" ]

Year "yyyy" DaysRented: DateDiff("d",[ DateRented],Now())
Week "ww"

Hour "h"

Minutes "n"

4. Try it: Create a Calculated Field
Click on a blank Field in the QBE Grid.
Right click to Zoom. Enter the Expression:

DaysRented: DateDiff("d",[DateRented],Now ())

Click OK. Keep going, please...

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.3 Utilize Calculated Fields and Grouping Within a Query: Use Comparison Operators (DateDiff)
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Determine the Number of Days
This query has to determine if the DaysRented is
greater than the rental agreement. The Description
Field in tbIRentalPrices is “3-day rental.”

Microsoft Access uses the Left() function to remove
the text and just leave the first number.

Rental: (Left([Description],1))

Where Rental is the Alias,

Left() is the function,

1 is the first character in the data,
[Description] is the field in tbIRental.

5. Try it: Use the Left Function

Click on a blank Field in the QBE Grid.
Right click to Zoom. Enter the Expression:
Rental: (Left([Description],1))

Click OK. Keep going...

Memo to Self: Yes, there is a Right() function that you
can use to trim everything but the number of
characters you want on the right.

Query Tools ->Design

g a%

Bl e o e
E ! (EEE » o @

Wew  Ber Selel Mk Append Lpddete Creviel Gririe
. Tasde

Papam et

Al Access Ohgects & = = =]

S =

Tilden ]

hfHENEDDEE

EECE r R Wibtn

O TaRakl TOCRS -t

5‘ ) i e s | T z = T Pty Tt
@ . 5 Dt i 1
o ER—— Ve = leran Pusmetm B o s
B s Bt | gy ki B e B

[Rental:{Lefti] Descripiion | 11}

»|
]

Exam 77-424: Microsoft Access 2013

3.0 Create Queries

Rental:(Left([ Description],1))

3.3 Utilize Calculated Fields and Grouping Within a Query: Add Calculated Fields (LEFT)
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Query Tools ->Design

BE S & S N x
Create a Logical Expression B oot L "
In Microsoft Access a Logical function compares two o | B e et e o e O e T D e S
statements and chooses one answer. The Logical e S 6
function in Access begins with IIF. i Ml ' ’
If you subtract the movie rental: 3 - i~

(Left([Description],1)

from the days rented
DateDiff("d",[DateRented],Now())

i 4

hfHEEEEE

i i

and that amount is greater than the days rented, then
it's, “Not Overdue.”

If the amount is not greater, then it's, “Overdue.” Overdue:
6. Try it: Create a Logical Expression IIf(Left([Description], 1) >DateDiff("d",[ DateRented],N
Click on a blank Field in the QBE Grid. ow()),"Not Overdue”,"Overdue")

Right click to Zoom. Enter the Expression:

Overdue: lIf(Left([Description],1)>DateDiff("d",
[DateRented],Now()),"Not Overdue","Overdue")

Click OK.

Keep going...

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.3 Utilize Calculated Fields and Grouping Within a Query: Use Comparison Operators (lIF)
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o;:" Query Tools ->Design->Results->Run
5 Test the Query _h’ - u'. :‘.r.-. { i -\..L::M:vmu Yo e — mat Disasrs ity + Y
Well, there are several Expressions in this Query. = o iy M e:‘%fﬁ: md Rl YT I T i
The only way to know if it works is to Run it and — T E— Sevnt i omaliog 7
review the results. Let's run. ::-l'i cess Obgects @ = ‘,lu—:rll-.-:;: -57 — [re—— P —— S
“;ﬂ' ‘A i) ATNTESA Hary Potter B the Sowerers o u?n m:n:: ;:.: oot e
7. Try it: Run the Query : :
Go to Query Tools ->Design->Results->Run. - e -
What Do You See? The rptOverdueSQ Query § :
calculated the following: Caim
DaysRented e
Rental "
Overdue .
&
Save. -
Save. = 2
Save. | 5] switchboard i T rptOverduesq
DateRented - Movie - | Price - Description - | DaysRented - | Rental - Overdue -~
4/7/2014 Harry Potter and the Sorcerer's Stone  $3.50 3-Day Rental 23 Mot Overdue
4/7/2014 Harry Potter and the Chamber of Sear $3.50 3-Day Rental 23 Mot Overdue
4/7/2014 Harry Potter and the Prisoner of Azka  53.50  3-Day Rental 23 Mot Overdue
4/7/2014 Harry Potter and the Goblet of Fire (2 $3.50 3-Day Rental 23 Mot Overdue
4/7/2014 Harry Potter and the Deathly Hallows  $3.50 3-Day Rental 23 Mot Overdue
4/7/2014 The Hunger Games (2012) $4.50 1-Day Rental 21 Overdue
4/7/2014 Titanic 3D £4.50 1-Day Rental 21 Overdue

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Run Queries
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Query Tools ->Design->Query Setup->Show/Table

@BEH S & “EAR e oat s Wi

Add the Customer Data T T EECN ,, R
We need to add the Customer Table and create o | B e bt e G e .

the name and address Fields that are needed in a baren bt

Mail Label or Mail Merge. A B G O

S =

Before You Begin: Change the View é :.
Go to Home->Views->View->Design View. B -
.
3
8. Try it: Add a Table =
Go to Query Tools ->Design->Query Setup. -
Click on Show/Table. R
o Tables | Queries | Both
2
What Do You See? The Show Table window will *
prompt you to choose a Record Source. '; thiGenre
Se_lect a Table: tbICustomers. ; . thiMovieRented
CI!Ck Add. = thiMovies
Click Close. = thiMovieSearch
: ] thiRating
Keep going... 2 | Lo RARRLLT thiReceipt

thiRentalPrices

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query: Add New Fields
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rptOverdueSQ: Finish and Run
Do This: Confirm the JOIN

CustomerlD from tbIMovieRented

CustomerlD in tbICustomers.

9. Try This: Add Fields to the Query

Add the following Fields to the QBE Grid:
FullName: [FirstName]&" "& [LastName]
Address1

CityStateZip: [City] & " " & [State] & " " & [Zip]

Now, Try This: Run the Query
Go to Query Tools ->Design->Results->Run.

What Do You See? The rptOverdueSQ Query
includes the name and address.

Save and Save, again.
Close the Query.

Query Tools ->Design->Results->Run

3 H %

& x
b
>—- - [
- 55 Y ke s
Tesay Prgemaion
_— etpman)
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ket
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. - 1l sl L,
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Vew  Ben e Mk dppend Updetn Crevish Geivie Y ot
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201 Ac i 3 o e—
e -
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- i epertrrran e e danaararay
3 [— [ | -
|
E—— = e | sipdar.
3 = |
= - = ey f
2 [ | - f
o - f
e | IR of
-
= . Pt Dvrian S S(Drss S Forffams 6 Lodbiamr  dabrrea
Toser It
= Lt
. e F - o
¥ -
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B
e

Cly et Tt~ 6 Pkl B e

]

Field:
Table:
Sort:
Show
Criteria:
or:

Overdue: lIf[Left([Des: FullMName: [FirstName] & ° ° & [LastMame]

Exam 77-424: Microsoft Access 2013
3.0 Create Queries

Address
thlCustomers

CityStateZip: [City] |~ = & [State] & ° ~ & [Zip]

3.3 Utilize Calculated Fields and Grouping Within a Query: Add Calculated Fields (Concatenate)
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The Overdue Letter

Let's walk through the Report Wizard to create
the Overdue Letter. We will use rptOverdueSQ

as the Record Source.

1. Try it: Use the Report Wizard

Go to Create ->Reports->Report Wizard.

Select a Record Source: rptOverdueSQ.
Select these available Fields:

FullName

Address1

CityStateZip

Movie

Description

DateRented

DaysRented

Rental

View the Report By: tbICustomers.
Group By: DateRented.

Sort By: Movie.

Orientation: Portrait.

Save this Report as rptOverdue.

Create ->Reports->Report Wizard

[ = TN ——
B s cman i nats Btk Yoo s
p— — — g e e g g T R Wi - Rapt Wased [ 0 Minskle
* -5 W B . = 0 " -
pplusion | Tibls Teble Wb | Gy ey Bwe S Bk T Bt Bapet Bt Mac
Pan - Smgn  Las- | Wasd S B " o -

tymgaar - —
All Acgess Dbpeis ® =
e -
T ke

How do you want to view your
data? FullMame, Address1, CityStateZip

tomers Movie, Description, DateRented,

by thiMovieRented DaysRented, Rental
by thiRentalPrices

by thiMovies

s hRRRRR IRl EEBEER

Show me more information

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.1 Create a Report: Create New Reports
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Opg Print Preview->Close Print Preview
3 |
Print Preview _ﬁ
2. Try it: Review the Print Preview Pt | Mg e PR e o P | T e

The Wizard concludes by opening the Report in
Print Preview.

What Do You See? The Report Wizard does a 3 Loliol
good job getting all of the Controls on a page. iy
However, this Report will be formatted to look like
a business letter.

H

The customer information will be arranged into an
Address Block. A new Text Field will be added for
the letter.

W

£

That's the plan for the next couple of pages.

CL AL LR

OK, Do This: Close the Print Preview E rpt OVE" rd ue
Go to Print Preview->Close Print Preview.

You should see the Report in Design View. FullMame Addressl

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.1 Create a Report: Create New Reports
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Edit the Report Headers
3. Try it: Edit the Report Headers
The rptOverdue is open in Design View.
The Property Sheet is available.

Edit the following Properties:

Select: Report Header.
Edit the Caption: Front Row Video

Select: Page Header.
Delete all of the Labels.

In the FullName Header

Select: FullName, Address1 and CityStateZip.

Align them as shown on this page, first.
Width: 1.75"
Left: 0.25"

In the DateRented Header
Select: DateRented
Width: 2.75"

Left: 0.25"

Please keep going...

Report Design Tools ->Design ->Tools->Property Sheet

B E % Vot Bnm it e [ PO J a X

= | ] Micom- 3 B =

B abl| Aa : " e o

LTI T R S —— o i Lty Pty Tole

= o 0 riilals Vb T Dl o T | iy | Bk e o) et Mg e i b Vi e
All A P | . ) 3

: - = Property Sheet

. e T T rp—

| wltde- --

Front Raw Video

||?_§| Switchbnard.-.'i = | rpt{]verdu,c_:"-..__

'HEEEEE

|
3

=14

4 b

T B B

e # Report Header

- .
£
£ .
$ =
$
¥
=
g

.ﬂ.ddrESEI
L HCityStateZip

F DateRented Header

F Detail

Exam 77-424: Microsoft Access 2013
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o::" Report Design Tools ->Arrange->Sizing and Ordering->Align
5 Align Controls to the Grid Bl e coan uyv.\.l_muft BATARK TOoRS DEREM | A | FOEMAT ARG WS . . st ity + Y
There is another way to line up the Fields. The dots i T fied :u_‘“ N
that you see in the background whenever a Form or e CE . e e 4
Report is in Design View mark the Grid. You can use /s bl = 2o TASALALT o i, 7 Property Sheet
the Grid to align Controls precisely. s . = T e —

& e
Front Rdw Video|

4. Try it: Align Controls to the Grid - d - -
Go to the FullName Header - b fhem
Select: FullName, Address1 and CityStateZip. B ::.. Aiti
Go to Report Design Tools ->Arrange. Lok ) = _ ! _ ! - . ar
Go to Sizing and Ordering->Align. s o == e et [0 e e —

o Fe—— is. - — ; M- —

W iy Fragteds | peeeeaa-
What Do You See? There are several options for B o — A |:|-|:|-EI - = 0J
aligning the Controls including: a— e - ' S>& € l Ll
To Grid M . Contral  Control Size/ Align Bring Send
Ili?;tht Margins = Padding - | Space~ =  to Front to Back
Top — ¥ Position 1 i To gnd
Bott e -

ottom B Left w

Select an Alignment: To Grid. : CE : S| Right

Keep going...

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Align Controls
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o::° Report Design Tools ->Design-> Tools->Property Sheet
[ ] : Vo Bonm Vet WU Do HOE AN
Edit the Detail Section Controls o | a_cun omempin psnmos el weever [t e e ,. . —
Before You Begin: Move the Fields Left ket e S ::: My by S
Please drag all of the Fields to the left side of the ; g e Poum EeTE 5
Report. Otherwise, the Report itself may be resized O e T TREAEIAT Property Sheet
depending on where the Fields are when you make Tt T S
them wider. =i § “"%W "’"""’1 l I I l | AT
5. Now, Try it: Edit the Detail Section Controls 3 - - S —
Go to the Detail Section and edit the following: B e - ——— -
Select: Movie ..“:.. I e = _ ::,:"7,, :;':-3;:
Width: 2.75" o o = e peeBpa
Left: 0.25" a b rage - & [Pagel L of * L Pageed :‘:E.:.'.'.“ s B
a € oy b »
-

Select: Description
Width: 1.375"
Left: 3.125"

Select: DateRented
Width: 1.0"
Left: 4.625"

Select: DaysRented and Rental
Visible: No

Keep going...

# Detail

Movie

;1| Description

# Page Footer
Exam 77-424: Microsoft Access 2013

5.0 Create Reports
5.3 Format a Report: Edit Controls
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Add a Calculated Control

This Report can calculate the number of days each
movie is past due. Here are the steps.

6. Try it: Add a Calculated Control

Go to Report Design Tools ->Design->Controls.
Select a Control: Text Box.

Click on the Detail Section to create the Control.

Now, Do This: Edit the Properties
The Unbound Text Box is selected.
Go to Property Sheet->All.

Edit the Name: PastDue

Try This, Too: Edit the Control Source:

Click on the Control Source (It is blank).

Click on the three-dot builder to open the Expression
Builder.

Select an Expression Element: rptOverdue.
Select the Categories to create the expression:
=[DaysRented]-[Rental]

Click OK. So...what did that do?

Report Design Tools ->Design->Controls->Text Box

B EH %S
-
= | 2] mcm-

Vem | Themes [ ks

Al ACoess Dbpets =

11

fipEEEBEa

}

3

&

4 B i O P

DT DATA  DATARA TORE | DEREM

13 E teish-

[ 4 = - J

Gy 5

adaMGE AT

P

- —— -
d : - Parsted - vl |
 apet Hasdier
Front R? Vide
o Fage agaa
i veraas

A1 itinms Hade

Enter an Expression to areate a caloulated control:
(Examples of expressions indude [field1] + [fieldZ] and [field1] < 5)

= [Day=Rented] - [Rental] |

Expression Elements

- rptOverdue

(%) Functions

[#-(&5] FrontRowVideo AdvBEAN.:
LY Constants

Exam 77-424: Microsoft Access 2013
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Text19
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ReportHeader
PageHeaderSection
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Afterlpdate
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BackColor
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Review the Properties

7. Try it: Review the Properties

The PastDue Text Box is an Unbound Control.
It looks up the values on two other Controls
and calculates the difference. The formula
subtracts the [DaysRented] from the number of

Report Design Tools ->Design-> Tools->Property Sheet

[ ) Pawr—— ¥ - oA
B cne  ceen ieesnais owsiieis | oiee | Amas ST Ras Whs . |

= | [A] Mcsn- F tunn , . b e o B

- ab| Ao [ " N L=
| e, e u —_ L ey Pty 18
- o - Dt el Tt Pl Bl e et bmie 1 ek i bis 'Y i Wi
-

A a [

Al 5 Ot 5 »®

oo = [ [!

days in the [Rental] Field. = Mg i
The [DaysRented] and the [Rental] Fields are - m‘.‘..u"' s
visible when the Report is in Print Preview or = - - - -
Layout View. - T =t i
4 BE = B T
o o -
OK, Try This: Edit the Properties a. . Property Sheet
. 4 A B -
Name: PastDue [rpe— selection type: Text Box
Width: 0.5" e
Top: 0" PastDue W
Left: 6.79" '
- Format| Data | Event | Other | All
Control Source =[DaysRented]-[Rental]
Keep going, please... Format
Decimal Places Auto
............................................................................... Visible Yes
ZZZZZZZZZZ|ZZZZZZZZZZZZZZZZZZZZZZZlZZZZZZZZZZZZZZZZZZZZZZZ|ZZZZZZZZZZZZZZZZZZZZZZZééé Text Format Plain Text
="Page " & [Page] & " of " & [Pages]||::| | Datasheet Caption
Width 0.5"
Height 0.2188"
Top o
Left B.7903"

Exam 77-424: Microsoft Access 2013
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5 Force a New Page ;--:1;»‘:.:-. .u;:v:::.:aju. BAIRRK OGRS | DEBEM mu: " u-u:;' e = : sanent vt + J

Each customer should have their own letter. So, | T [y | it [ ke ko o2 o | T2 G vt
we need to Force a New Page. The Page Break i G) T : Tl ] 8
will be added to the FullName Footer. e T e vz Property Sheet
Before You Begin: Show the Footer > ,l I 1 | | | | - E
Go to Report Design Tools ->Design. 3 X " S
Go to Grouping and Totals ->Group & Sort. = B ot i
In the Group, Sort and Total pane: }‘_ . ol B e . - . - — o - L :
Select: Group on FullName. - L —————— ] -
Click on More. i = === ] i e e
Select: with a footer section. B . == o
What Do You See? There should be a new e s e | —
FullName Footer in the Report. Ppipmpal rrreer iy -

8. Try it: Force a New Page
Select the FullName Footer.
Go to Property Sheet->All. 1
Force New Page: After Section. Group, Sort, and Total

. Group on FullMame ™ with Aontop ™ . by entire value ¥ . with no totals ™ . with title click to add,

with a header section ™ . with a footer section ™ . do not keep group together on one page ¥ . Less -

L_.E- Grﬂup on DateRented with a footer section

o Sort by Movi without a footer section
: Sort by Movie

L— Sort by DateRented

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Add a Page Break
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One Report Design Tools ->Design->Controls->Label
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v
IofRiGA BATA GATMAAA VOGNS DRGM | ARRAMGH  BORMAT  RASH RS Disaseat st + )

Add an Unbound Control

This letter will use a Label, an Unbound Control, to display
the text that tells customers they have overdue movies.
The Label will be added to the FullName Header.

_— [~y - p— ey
LU - (] . A o

5 aby n -
" Aa o - T e—

e - -l T 1 ] &
s My 700 Dt i Vi [ e T L
B S Q——— u
% . ' ' ' . ' ' i ' ' : ' =] Froperty S L

v e
Pismad | Sets | Bepet | e 48

Rcl;w Videe|
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[

o g
Front

Before You Begin: Edit the Header
Select the FullName Header.
Go to Property Sheet->All.

Property Sheet *

Hiietet

Height: 1.5"
Selection type: Label
9. Try it: Add an Unbound Control — wedupmste | | [Ouardueletter w
Go to Report Design Tools ->Design->Controls. : R —
Select a Control: Label. B — as " |Format| Data | Event | Other | Al
Click on the FullName Header to create the Control. ———— —
Type: Our records indicate that the following movies are o e Mame Owverdueletter ~
outstanding. Please return them as soon as possible. Caption ©Owr records indicate tha
Visible Yes
Now, Do This: Edit the Properties Width 45
The Unbound Label is selected. Height 0.4479"
Go to Property Sheet->All. Top 0.875"
Name: Overduel etter. Left 0.25"
Height: 0.4479" Back Style Transparent
Width""4-5“ Back Color Background 1
Top.: 1" " Border Style Transparent
'lgg‘:;[ %iig_ » Border Width Hairline
’ Border Color Text 1, Lighter 505
Special Effect Flat
Font Mame Calibri [Detail)
Font Size 11
Text Align General

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Add Unbound Controls
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Edit the Tab Order

Some of the Controls were added after we walked
through the Report Wizard. It may be useful to edit
the Tab Order.

Try it: Review the Tab Order
The rptOverdue is still open in Design View.
The Property Sheet is available.

Select the Report.
Go to Report Design Tools ->Design->Tools.
Click on Tab Oder.

What Do You See? The Tab Order Window lists the
Controls in each Section.

Select a Section: Detail.
Click on: Auto Order.

Now, What? Microsoft Access will reorder the Tabs
in the Detail Section so that they Tab logically from
left to right.

Click OK to close the Tab Order Window.

Report Design Tools ->Design->Tools->Tab Order

g a = *oa [l

i Dot Pl

B oo can et oetmrion | e | s s

] ;'q Wcsion-
Vo | Tiwm [y« | S 8ty it
. = 50

far g
Al Access Objects & =
Saarcn_

Section:

Customn Order:

taars i+ JY

Ll

flEEEaEI

®

[r—" o

e

o Sy I
b

[ T -

[T T—r—— e

B wnieie Moy

[ p s

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Edit the Tab Order

Report Header
Pane Header
FullMame Header
DateRented Header

FulMame Footer
Page Footer
Report Footer

Click to select a row, or
dick and drag to select
multiple rows. Drag
selected row(s) to move
them to desired tab
arder.

Maovie

| | Description
DateRented
PastDue

| | DaysRented
Rental
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One Report Design Tools ->Design-> Tools->Property Sheet
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Cool Properties: Grow/Shrink N e e T W T ey [+ o
The Computer Mama sez that the best gems in - -t ~ = > ) § T e | e ST
the Property Sheet are Grow and Shrink. These . peaini 1

options allow the Control to fit the data. All Access Objects ® = B e fy She

Try it: Edit the Control Property fom
The rptOverdue is still open in Design View. =y . g e

The Property Sheet is available. g - %E‘w
Go the Detail Section. E : _ :ﬂ::':
Select a Control: Movie. — : e e e
Edit the following on the Property Sheet: B Ctemrians |3 8] pe r-[}f S hE‘E‘t
Can Grow: Yes. ~frerormy _
Can Shrink: Yes. ™ e —. Selection type: Text Box
-]
Movie (¥

Do This, Now: Save.
Format| Data | Event | Other | All

Bottom Margin o
Left Margin o
Right Margin 0"
Top Padding 0.0208"
EBottom Padding 0.0208"
Left Padding 0.0208"
Right Padding 0.0208"
Hide Duplicates Mo
Running Sum Mo
Can Grow Yes
Can Shrink Yes
Display When Always

Exam 77-424: Microsoft Access 2013
5.0 Create Reports
5.3 Format a Report: Edit Controls (Can Grow/Shrink)
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Preview the Report

Try it: Change the View

Go to Report Design Tools ->Design-> Views.
Select a View: Print Preview.

What Do You See? The Report looks like a
business letter. There is one customer per page.
The customer's name and address are displayed at
the top. The overdue movies are listed.

Not bad. This Report could include the Front Row
Video address and phone number, as well as the
company logo.

Save and Close the Report.

Memo to Self: There is a Report Wizard to create
the Mailing Labels that go with this letter if you wish
to notify your customers by mail.

Report Design Tools ->Design-> Views->View

8 ——
= - 4 i 50 -« B
[ e | g e ey | RS Lrcbvopr oo Fagn | foe G Tem My T T P - T S

tey | - (Begel Fegm Fepm - [rasiing

AB Acc i C——
.

3 Front Row Video

¥ -

"

¥

=

¥ eetes Pk b

¥ 123 W St

- P

- | F .

] ront Row Video
—

a

o

]

B e

L )

u

Deeter Poohbah
123 Main Street
Brighton M148116

N
D

Please return them as soon as possible.

April 2014

Harry Potter and the Chamber of Secrets

Microsoft Access 2013 Advanced Page 237 of 347

3-Day Rental

Our records indicate that the following movies are outstanding.
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So, our customers who forget to return their ; il (REARRART CEREK
movies will get an Overdue Movie Report that D wecee Front Raw Video l ‘ ’ ‘

is formatted like a letter.

We began by creating the Record Source for
the Overdue Movie Report, a Query that
calculates the numbers of days that each :
movie is overdue. We also spent some time g ; T
editing the Report so that there is only one '
customer per page.

This lesson is called the Producers because of
the tremendous productivity that a company
gets with a Mighty Access database.

Well, you done good, ! Deeter Poohbah
You get the cookies. 123 Main Street
Brighton M148116

Our records indicate that the following movies are outstanding.
Please return them as soon as possible.

April 2014

Harry Potter and the Chamber of Secrets 3-Day Rental
(2002)
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Practice Activities

Lesson 8: The Producers

Try This: Do the following steps

1. Open the Brown Bag Lunch database you have been working on.
Or, you may download BBL Adv ver8.accdb.

2. Create a Select Query and add the following Record Sources: tbIReceiptProducts,
tblProducts. JOIN the Tables by Key data:

From ProductID in tbIReceiptProducts to ProductID in CompanyNameSQ

3. Add the following Fields to the QBE Grid:

From tbIReceiptProducts: ReceiptlD, DateReceipt, CustomerlD.

From tblProducts: Specialty, Type, Description, Price

Sort by Specialty (ascending)

4. Save the Query as rptLastProductOrdered. Run the Query to test it.

5. Return to the Design View and create a Control that calculates the difference between
the date on the Receipt and today’s date.

DaysSincelLastOrder: DateDiff("d",[DateReceipt],Now())

6. Save the Query and Run it again. This Query should calculate the days from today to
the date on the Receipt.

7. Close the Query. You can use this as a Subreport if you wish.
8. Close the Brown Bag Lunch database.
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Test Yourself

1. Which Date Differences can Access calculate? 4. Which of the following is true about the Grid?
(Give all correct answers.) (Give all correct answers.)
A. Day A. Visible in Design Mode
B. Month B. Can be used to align items
C. Year Tip: Advanced Access, page 229
D. Week
E. Hour 5. A Control can use Fields that are not visible in
F. Minute the Report Print Preview
Tip: Advanced Access, page 220 A. True
B. False

2. Which of the following is true? Tip: Advanced Access, page 232
(Give all correct answers.)

A. The Left() Function leaves only the number on
the left of a string of text

B. The Left() Function removes the text to the left of
a number

C. The Right() Function leaves only the number on
the right of a string of text

D. The Right() Function removes the text to the right
of a number

Tip: Advanced Access, page 221

3. Access uses the IF function for Logical functions,
the same as Excel.

A. True

B. False

Tip: Advanced Access, page 222
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Access 2013: Sharing and Collaboration

Prepare to Share

Advanced Access Objectives
In this lesson, you will learn how to:

1. Analyze the data as a Crosstab Query.
2. Save a Report as an XPS or PDF file format.
3. Send a Report by E-mail.

4. Export the Report data into different formats
including Microsoft Word and Excel.

AR R A

]

¢FullName» . _
fom eAddress1z
f" - «CityStateZip» ' E'J
== HERER S
Fefresh Ewcel Text PDF Emaill Maore Close Print
All File orXP5 - Preview

i Data Cl Previ
Dear «FirstName», a _— ose Preview

T

© 2014 Comma Productions, LLC
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Lesson 9 : Prepare to Share

1. Readings
Read Lesson 9 in the Advanced Access
guide, page 241-273.

Project

Create a Crosstab Query and a PivotChart
to analyze the data. Export and print the
Report in several formats.

Downloads
FrontRowVideo Adv9.accdb
BBL Adv ver9.accdb

2. Practice
Do the Practice Activity on page 274.

3. Assessment
Review the Test questions on page 274.

Create Ribbon

= Form Wizard
HE D RE BEEOE
— S ) S e (=] Navigation -
Application | Table Table SharePoint | Query Query | Form  Form Blank
Parts ~ Design  Lists ~ Wizard Design Design Form =] More Forms -
Templates Tables Queries Forms
1) 2]
mm] M B G TextFile g‘ C g‘ — "M Access
X HE L e .. —_— (Tt}
) Er By S5 2 XML File "') "’- 8 " iy Word Merge
Saved Linked Table Excel Access ODBC Saved Excel Ted XML PDF  Email
Imports  Manager Database '+ More~ Exports File File orXPS "4 More -
Import & Link Export

R
Menu Maps '=‘,'- ST

From the Create Ribbon
1. Create ->Queries ->Query Wizard->Crosstab Query Wizard, page 248
2. Create ->Reports->Labels, page 271

From the Print Preview Ribbon.

3. External Data->Export>PDF or XPS, page 261
4. External Data->Export->E-mail, page 263

5. External Data->Export->Excel, page 256
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£ Prepare to Share

un-

and businesses who do not have a copy of our Mighty Access database?

Example of the completed Report

fiivens BATA  EsTRAA ToRA

TOr BF ana 9 o G0 GF G
o Ao = Seved Deoel Pl TME PR el
Suiahany 117 Miww [ Y——, a1 o e

TH— Ay Cipnti |y A

Front Row Video

Front Row Video

Genre Total Of MovielD
27
Action 13
Biography 1
Comedy 46
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Microsoft Access is a wonderful program for gathering and tracking data. Once we mastered Forms and Queries for data entry, we spent a lot of
time formatting the output from our database as receipts, reports and even customer letters. How can we share this information with customers

This lesson looks at ways
to export the data out of
Microsoft Access.

First, we'll analyze the data
with a Crosstab Query.

Then, we'll export the data
into formats that we can
share including Word,
Excel, XPS and PDF files.



Microsoft Access: Example of the completed Report in Design View

[ T : [ SERCRT LRet PO ' a x

"y  Whatis the Plan? M o o o e I

- - =
.

The data analysis will be done with two different i St T | et bt bt et g
approaches: a Crosstab Query that creates a Table array i RS
of numbers and a PivotChart that visualizes the same B Ligedy & === - o

information as a graph.

i
§
g
-
g
i
£
i
f

Create a Crosstab Query: tbIMovies_Crosstab
Review the Record Source: tbIMovies.

Create a Crosstab Query with the Wizard.

Select Genre for the Row Headings.

Select Rating for the Column Headings.

- Bt el 1, B 1%
— g

April 12, 2014

Export the Records from Microsoft Access
Export to a Microsoft spreadsheet.

Export as a PDF or XPS file.

Export as an attachment to an E-mail message.

Opaaasdbwwianfolf s

TEELErrr
§

B sl al alad

Use the Access Tables and Queries in Microsoft Word
Export as a Rich Text document.
Link an Access Query to a Mail Merge in Word.

«FullMame»
«Address1»
«CityStateZip»

So, will that work? Let's find out.

Dear «FirstName»,
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Before You Begin

Before You Begin: Open the Sample Database
Go to Start ->Microsoft Access 2013.

Access will prompt you to open a database.
Select: FrontRowVideo Adv9.accdb

The sample file, FrontRowVideo Adv9.accdb,
includes the Forms, Queries and Reports that were
developed in the previous lessons.

If your programming works you can continue with your
own database if you wish.

Keep going...
Memo to Self: Databases need to Read and Write.

Click Enable Content if you see the Security
Warning.

Start ->Microsoft Access 2013

g ' [——
- romd GRAR DT BATA  EWiakil Tooud
= e igelieg & i T
W Heturn ¥ [
J ¥ am- M . i ¢
v e— 1 S iy e b Fos

N SROUETTY SRR e s et b Db il ol s s el nadon Cosment

N

o« Front Row Viden

S Rapiaaw

¥ - a8 B
tcateas it + JY

1 SECURITY WARNING Some active content has been disabled.

Mavigation Pane

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Front Row

Today is |

Thursday, April 1

Movies

Customers




All Access Objects

[ v [—

Know Your Database ) ;
Try This: Review the Database - . - e
Open the Navigation Pane. eriet et ‘

Go to All Access Objects. e

|J£; =
&
W

The Front Row View has the following:
Eight Tables: tbiICustomers, tblGenre,
tbIMovieRented, tbIMovies, tbIMovieSearch,
tbIRating, tbIReceipt and tbIRentalPrices.

- -

:i-t‘.h‘:ihﬁﬂﬁﬁﬂd'\‘:ih{IJIIlIlI.I.Iii

Eleven Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MovieRentalPriceUQ,
MoviesByYearSQ, MovieSearchSQ, MovieSQ,
RatingSearchSQ, ReceiptSQ,
rptMovieRentedSQ, rptOverdueSQ and
rptReceiptSQ.

Seven Forms: Customers, Movies,
MovieSearch, MovieSearchSubform, Receipt
and MoviesRentedSubform.

Six Reports: Customer Name. Movies by
Genre, Movies by Year, rptReceipt-POS,
rptOverdue and rptReceipt-POS.

One Macro: OpenSearchMovie

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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0 A

thlCustomers
thlGenre
thiMovieRented
thiMovies
thiMovieSearch
tbIRating
tblReceipt

tbIRentalPrices

2
[
f
=}
&

CustomerHomePhone50
CustomerMNames0
MovieRentalPrice U0
MoviesByYearSQ
MaovieSearch50
Maovies5Q
RatingSearch50
Receipts0
rptMovieRentedS0
rptOverdueSC

rptReceipts0

o

b
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All Access Objects ->Tables

g H % ‘ [S——— 4 x
Review the Record Source ~ i @ S T | gy S [ . TR
1. Try This: Review the Record Source e Mk e B |y e s nla -8
Go to All Access Objects ->Tables. o . 1
Open a Table: tbIMovies. e et " =
What Do You See? There are 401 Records. Each =~ P e
Record includes: e
Movie B wonnt
Year -
Rating L
Genre T
Stars -
RentalPricelD » -
How many Comedies have a PG13 Rating? -4
How many Comedies have an R Rating? e S wateempmn
How many PG13 Movies are Action flix? | 3] switchboard i T tbiMovies \,
i - i - - i - Genre
A Table is a collection of Records. Queries and I MovielD SEEF Year - | Rating :
Reports can analyze those Records. This lesson 203 Kahaani (2012) 2012 Thriller
will use a Crosstab Query to look at the Ratings by 401 Titanic 23D 2012 PG132 Romance
Genre. Then, we'll use a PivotChart to visualize _
the data. 348 The Hunger Games.hzﬂlz} 2012 PG13 Action
2 21 Jump Street (2011) 2012 R Action
Please Close tbIMovies. Let's get started. 3 50/50 (2011) 2011 R Comedy
179 Hugo (2011} 2011 PG Family
380 Warrior {2011) 2011 PG13 Drama
343 The Artist (2011) 2011 PG13 Comedy

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects

Microsoft Access 2013 Advanced Page 247 of 347



Create a Crosstab Query:

tbiIMovies_Crosstab

A Crosstab Query creates a Table that
compares the data. In this example, we can
use the Crosstab Query to count how many
movies we have in each Rating.

2. Try it: Create a Query

Go to Create ->Queries ->Query Wizard.
You will be prompted to select which Query
Wizard you would like to launch.

There are four Query Wizards:
Simple Query Wizard

Crosstab Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

Select a Wizard: Crosstab Query Wizard.
Click OK. The Query Wizard should start.

Create ->Queries ->Query Wizard->Crosstab Query Wizard

g : .
B st | can | D et
_— — — e — — ) = W ‘
S 4 B0 G ;::“ " i
-
L I —— et gt el
R+ Bk Lia franling TRV Do Bt

...... -

Al Access Objects @ =

P

AR LEEL L LR L Rl ey

Wawd e

o

a Front Row Video

This wizard creates a crosstab
query that displays datain a
compact, spreadsheet-ike format.

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Crosstab Queries
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Find Unmatched Query Wizard




Crosstab Query Wizard:
Select the Record Source

The Crosstab Query can use a Table or Query

for the Record Source.

3. Try it: Select the Record Source
Select a Table: tbIMovies.

Click Next. Keep going..

Create ->Queries ->Query Design->Crosstab Query Wizard

Which table or query contains the
fields you want for the crosstab query
results?

To indude fields from more than one
table, create a query containing all the
fields you need and then use this
query to make the crosstab query.

Table:
Table:
' Table:

thlCustomers
thlGenre
tbiMovieRented

d : thiMovies
Table:
Table:
Table:
Table:

thiMovieSearch
thiRating
thIReceipt
thIRentalPrices

View

(@) Tables

() Queries

() Both

Headerl

I Header2

Header3

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Crosstab Queries (Select a Record Source)
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Crosstab Query Wizard:
Select the Row Headings

The Row Headings will be shown on the left
side of the Crosstab layout. All of the Fields in
the Table are available. You can select more

than one Field if you wish.

4. Try it: Select the Row Headings
Select a Field: Genre.

What Do You See? The sample layout shows

the position of the Genre data.

Click Next. Keep going...

Create ->Queries ->Query Wizard->Crosstab Query Wizard

Which fields' values do you want as
row headings?

You can select up to three fields.

Select fields in the order you want
information sorted. For example, you
could sort and group values by Country

and then Region.

Available Fields:

MovielD
Movie
Year
Rating

RentalPricelD

M W

Selected Fields:

Exam 77-424: Microsoft Access 2013
3.0 Create Queries

3.1 Create a Query: Create Crosstab Queries (Select the Row Headings)
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Crosstab Query Wizard:
Select the Column Headings

The Column Headings will be shown on the
top of the Crosstab layout. The remaining
Fields in the Table are available. You can
select one Field for the Column Heading.

5. Try it: Select the Column Headings
Select a Field: Rating.

What Do You See? The sample layout shows
the position of the Rating data.

Click Next. Keep going...

Create ->Queries ->Query Wizard->Crosstab Query Wizard

Which field's values do you want as MovielD
column headings? Movie
'\"ear

Stars
RentalPricelD

For example, you would select
Employee Name to see each
employee’s name as a column heading.

Genre

Ratingl |Rating2

Genrel

Genre2

Genre3

Genre4

TOTAL

Finish

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Crosstab Queries (Select the Column Headings)
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Crosstab Query Wizard:
Select a Function

A Crosstab Query can use many math
functions including: Avg, Count, First, Last,
Max, Min, StDev, Sum, Var.

6. Try it: Select a Function
Select a Field: MovielD.
Select a Function: Count.

What Do You See? By default, there is a
check mark to include row sums.

Click Next. Keep going...

Create ->Queries ->Query Wizard->Crosstab Query Wizard

What number do you want calculated for Fields: Functions:
each column and row intersection? -
MovielD Avg
Movie
i First
For example, you could calculate the sum Seh?rrs Larsst
of the field Order Amount for each RentalPriceID M
employee (column) by country and region = e g
(row). :Bev
Sum
Do you want to summarize each row? Var
Yes, indude row sums.
Genre Ratingl  |Rating2  |Rating3
Genrel Count(MovieID)
Genre2

Genre3

Genre4

Cancel

Next >

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Crosstab Queries (Select a Function)

Microsoft Access 2013 Advanced Page 252 of 347

Einish




Crosstab Query Wizard:

Name the Query

7. Try it: Name the Crosstab Query
The Crosstab Query created a name that
includes the Record Source: tbIMovies.

That works. We'll accept the default name.

What Else Do You See? The Wizard will run
the Query so that you can View the results
when you are finished.

If you are ready, click Finish.

Create ->Queries ->Query Wizard->Crosstab Query Wizard

What do you want to name your guery?

7 thiMovies_Crosstab |

That's all the information the wizard needs to areate the query.

Do you want to view the query, or modify the query design?

@é’\_ﬁew the query.
(" JModify the design.

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Crosstab Queries
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Create ->Queries ->Query Wizard->Crosstab Query Wizard

(. "] —r—— S
Crosstab Query Wizard: I e T | o O R R
View the Results e T I T T I e = = S ‘

8. Try it: View the Results Al Access Obiecls & = |08 = [ Jer—— . 8
The Crosstab Query shows the Genre in the 3 A e S e e e e S e s

Rows and the Ratings in the Columns. - e s e !

There is a Column that Counts the Total for - i '
each Genre. In this example, there are 13 3 meens - - S S I I S —
Action movies in tbIMovies. - ' ‘ !

The Crosstab Query Counts the number of £ -
movies in each Rating, as well. In this example = ... ST
there is one G Rated Comedy and 35 G Rated
Family films.

: El Switchl::nc-arci i =_5,-.| tbll'u'ln:nvies_{:rn:nsstaﬁ
: Genre - | Total Of MovielD - | <> ~ | G » | NC-17 ~ NR - PG ~

27 3 18 m

What Do You See? The Row Header, Genre, -
has a Filter. You can use the drop down to -
select one, some or all of the Genres if you E |
wish.

Action 13
OK, Close the Crosstab Query. If you are Biography 1
prompted to Save the Query, click Yes. Comedy 46 1 1 1 13
Diaster 1
Documentary 4 2
Drama 147 1 5 1 4 18
Family 59 35 23

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Crosstab Queries (View the Results)
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External Data->Export

B ¥ Fagar e Wit ¥ a4 %
Share the Data: Export Records "% = = "-"0. "2 . S
Everything in Access starts and ends with the data. = b SO DA ot T T Bt Tt B
The information in the Crosstab Query is calculated o == S e, 1
live each time the query is run. This is great data but " = W0Es 7 T e e
how do you share this information with people who B an : Ra— - N— .
do not have Microsoft Access? S = : 5
c - P 1 ')
Also, what are the options for using Access Tables Y, M s :
and Queries in Microsoft Excel, Word or Outlook? g i = e -
1. Try it: Review the Ribbon  rore : , :
The tbIMovies_Crosstab Query is still open. B — : s 5
Go to External Data. B o ;
ol B :

What Do You See? The Export options are:
Saved Exports

Excel .
Text File . s
XML File v SR
POF or XPS FILE HOME  CREATE  EXTERNALDATA  DATABASE TOOLS
Access s . i =
. | = ™ [2]5 Text File | ] [@J:‘_ T Access
Mail Merge L :r. @T e - R E ; ol lal e
More [+47 XML File 5 Word Merge
Saved Linked Table Excel Access OQDBC Saved Ewcel Text XML PDF  Email =
Keep going... Imports  Manager Database  # More~ Exports File  File orXPs % More ~
Import & Link Export
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)"w:" External Data->Export->Excel

[ WS T sox s Wi

sz it + Y

_Jp
4
3

Share the Data: Export to Excel
Tables, Reports and Queries can be exported to
Microsoft Excel so that you can analyze it with a e o M 2
powerful set of Formula and Data Tools. b e

= e ]

2_,:'_’ B ::‘:u [orrame | Cumeerebrmdsomentriniren (e sw Sy
2. Try it: Export to Excel - bogrs
The tbiIMovies_Crosstab Query is still open. R v E—
Go to External Data ->Export->Excel. B et iy [P

3 g | R e S e
Export-Excel Spreadsheet: You will be prompted - e e e - . -
to Browse for a Folder. The default name for the I o reahe . : )
spreadsheet is the name of the Report in Access. - fm— = e
The File format is Excel Workbook (*.xIsx). L =

W Ctims
Click OK to create a spreadsheet. S

B st
Keep going... oo

Select the destination for the data you want to export

Specify the destination file name and format.

File name: | C\WUsers\eBeth\Documents\tbIMovies_Crosstab xlsx

Fil format; i WamkBOBR BN v |

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.5 Print and Export a Database: Export to Alternate Formats (Excel)

Microsoft Access 2013 Advanced Page 256 of 347



un-

Hello, Microsoft Excel
3. Try it: Review the Spreadsheet
Go to the Documents Folder.

Open a File: Movies by Year.xls.

What Do You See? The Crosstab Table opened
in Microsoft Excel. The Labels are in Row 1.

What Else Do You See? This spreadsheet does
not include any formulas or formatting-just
numbers and text.

Are We There, Yet? Yes, the goal was to get data

out of Access and into Excel. That worked. Now
you can use an impressive array of Data Tools in
Excel to analyze that exported information.

When you are ready, Close the spreadsheet and
return to Microsoft Access.

Microsoft Excel

BE% [ [ TERy ———

| L

Lneen Fam d Asgrasey et

Al . £ | Gessw

T L} G - i ¥

A L] o
[eseeJross ot weersts

b 17 e Ay “
Tia

PAGE LAYOUT

=

3

2 ".f.,f,' 3 FILE HOME INSERT
- =g e Ea
= » [ ?{, Cut Calibi
£ b L-{ i 5% Co -
ses 1 paste L Y
i o : = % Format Painter
e Clipboard I
! Al -
A B |

1 |Genre lTutaI Of N <=

2 27

3 |Action 13

4 |Biography 1

5 |Comedy 46

(i | Diaster 1

) | Document 4

& |Drama 147
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N ° Create ->Reports->Report
E IS ' Trgmn B i b L b ¥ 4 ®
5 Share the Data: — H]“"H:. .u;;:-\:.:m uj\.lmu Tomn | DElEe | akmascl u O - - lsaners it + I
i e L A B =] bope 1T s g
Create a Report T | 5 B _ e )
A Report offers several different options for . e cpecre o« |3 s 8 i (W e e M coerty Shet .
sharing the data. This lesson will create — o R T M e o
and format the Crosstab Report. The B @ 1oMoves trosta e = F
Report will be formatted with a Header that =+ e - P "
includes a logo. S - = - .
M- . . X
The Crosstab Report will be exported as: I i : e
PDF/XPS % Lo — = ' : 2 | =
Attached to an E-mail i e F ) SR e
Microsoft Word S [E_El switchboard | 251 tbiMovies_Crosstab { tbiMovies_Crosstab1
[ = FEE Y —
4. Try it: Create a Report o
The tbIMovies_Crosstab Query is open. 3
= [ w
Go to Create->Reports->Report. 2 : i b | M DVIES_CFDSSta b
What Do You See? A new Report will -
in the Report Layout View. m e
open in fhe Report Layout View : Genre Total Of MovielD <=
Keep going... : - 5
:| Action 13
Biography 1
Comedy 46 1
Diaster 1
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Share the Data:

Format a Report
5. Try it: Edit the Header

Go on Header/Footer->Logo.
Select: Movies1.gif

OK, Try it: Format the Logo

Select the Logo. Edit the following Properties.

Size Mode: Zoom
Width: 1"
Height: 1"

Select the Title. Edit the following Properties.

Caption: Front Row Video
And Try This: Format the Table
Select the Table in the Detail section.

Go to Report Layout Tools ->Arrange-> Position.

Edit the Control Margins: None
Edit the Control Padding: None

One More: Format the Page Setup.

Go to Report Layout Tools ->Page Setup.

Go to Page Layout ->Landscape.
Save the Report: rptMoviesCrosstab

Report Layout Tools ->Design->Header/Footer->Logo

ga s

DM | A FORAAAT R W

i1 >

o |

Format Data Event

Width
Height
Top

- = sy Left
It el Back Style

Barlk Cnlnor

TR O

Gridline Style Top
Gridline Style Bottom
Gridline Style Left
Gridline Style Right
Gridline Color
Gridline Width Top
Gridline Width Bottom
Gridline Width Left
Gridline Width Right
Top Padding

Bottom Padding

Left Padding

Right Padding

Tag

EETTLTT L L

i
1
&
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Go to Report Layout Tools ->Design. ,_ . s 3‘,.:__q,',,1,:,\._.-,..3,-_.,3 Selection type: Multiple selection

S

Other | All

Transparent
Transparent
Background 1, Darker 35%

1pt
1pt
1pt
o
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Share the Data: Print Preview

This Mighty Microsoft Access Report is ready to print
and share. What are the options?

6. Try This: Print Preview the Report
Go to Report Layout Tools->Design Views->View.
Select a View: Print Preview.

What Do You See? In addition to Page Size and

Page Layout, you can share the Data as Excel, Word,
PDF/XPS, E-mail and more.

So far, so good.

Report Layout Tools->Design->Views->View->Print Preview

-] O

® DL . @ QUINE Sami=5E B

‘;‘ H:’é....,:. — I _': = s | ] [l-IJ F
: mEEEEE
* a”"”"‘ Refresh Excel Tet PDF Email  More
- All File orXPs -
f Data

] Front Row Video

Genre Total Of MovielD

27
Action 13
Biography 1
Comedy 46
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Publish as PDF or XPS

PDF means Portable Document File.

Adobe Systems developed the PDF format in 1993
as a way to view files if someone did not have the
program that created that file.

XPS means XML Paper Specification.
Microsoft developed the XPS format in 2009. XPS is

open source code. It is also independent of software
or operating system.

So, we can send this Report as a PDF, even if the
recipient does not have Microsoft Access.

1. Try This: Send the Data to PDF or XPS
Go to External Data->Export->PDF or XPS.

Publish a PDF or XPS: Please browse to your
Documents folder and fill in the blanks.

File Name: rptMovi9esCrosstab.xps

Save as Type: XPS Document.

Optimize for: Standard (publish online or print)

Click on Publish.

Keep going...

Exam 77-424:

External Data->Export->PDF or XPS

[

Kl - oo R P
—_ R ey
T o Qi 57 o, |9 o0 G0 G5 G5
f i L
L - - -

lae - - . =
Jot ey, I s e . —— ol e 2
All Access Objects @ = e [ TR —" | e ——rs
- : Front Row Video Iiii
e

b Liswss o+ Dotwmsn

|

e ]

Seve npra WL Decemann

= B Vidam Toot = | Pobien Coand i3

* T 3 » Libraries » Documents v 0 Search Documents

2 File name: | rptMoviesCrosstab

! Save as type: | XP5 Document

[ ] Open file after publishing Optimize for: (@) Standard (publishing

cnline and printing)
() Minimum size
(publishing cnling)

Options...

Publish

*  Browse Folders Tools -
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Review the XPS File

2. Try it: Review the XPS File

When the Save as XPS is complete, the Report
should open in the XPS Viewer, which is free. The
Report formatting and layout are the same as they
looked in Print Preview in Access.

What Else Do You See? When you export to a
different format-XPS, PDF, Word or Excel-Microsoft
Access asks if you would like to save these steps in
case this task will be done again.

For these lessons, you can simply Close the
window that asks you to Save Export Steps.

Memo to Self: A Report that was saved as a PDF
or XPS file will NOT open in Microsoft Access,

External Data->Export->PDF or XPS

3 Fromt Row Video
. LT A

(aw)

Two pages One page Continuous
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External Data->Export->Email

:} Send as an E-mail attachment ™ = =0 oo v L .

You can send an Access Report by E-mail. The
E-mail option lets you pick how you would like the
data formatted.

3. Try it: Send as E-mail
The Crosstab Report is open in Report View.
Go to External Data->Export->PDF or XPS.

Send Object As: You will be prompted to select a

output format. The format options include: Select output format:

Excel 97-Excel 2003 Workbook (*.xls) 4| |Excel 97- Emg;l 2003 Workbook (*.xds)
HTML (*.htm; *.htim) of| [HTML (*.htm; *.htm) .
Microsoft Excel 5.0/95 Workbook (*.xIs) m“’”m“ﬁ Excel 5.0(35 Workbook (s
PDF Format (*.pdf) -

Rich Text Format (*.rtf) 7 |Rich Text Format (*.rtf)

Snapshot Format (*.snp)
Text Files (*.txt)
¥PS Format (*.xps)

Snapshot Format (*.snp)
Text Files (*.txt)
XPS Format (*.xps)

If you would like to test this option, choose PDF
Format and send an e-mail to yourself.

If not, please click Cancel. Done and done.

Output
o Al

Selection
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External Data->Export->More->Word

gE e i
Share the Data: L e e
Export to Word e e e ———
The previous pages demonstrated how to exporta . e . T ol Seecte omtination for e daca pou wast 10 export €.
Report to Excel. You can also export an Access P TP ———
Report to Microsoft Word as Rich Text. . # e —
: : Lpen s regest s
4. Try it: Export to Word ol — —
The Crosstab Report is open in Report View. 3 . A
Go to External Data->Export->More. o — R e e P g e
Click on Word. e — et e o .
: =
Export-RTF: You will be prompted to Browse for a ..f T =

Folder. The default name for the RTF file is the
name of the Report in Access. The File format is
Rich Text Format (RFT) which can be opened in
Word and most editing software.

Specify the destination file name and format.

CE R R RN

File name: | CoUsers\eBeth\Documents\rptMoviesCrosstab,rif]

Click OK to create an RTF file. H
Did that work? Let's find out.

Specify export options.

+| Export data with formatting and layout.

Select this option to preserve most formatting and layout information when exportin

|:| Open the destination file after the export operation is complete.

Select this option to view the results of the export operation. This option is available
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ijn Report Design Tools->Views->View->Print Preview
- -l gt el i | Loy ks ] - Wt F W= 8 X

- e ] srdnf [ 3t A Lt LU S R BAAE P i viw ) O Thostent boby
Hello, Microsoft Word [ e P T T AT T —— oy y vy T 0
5. Try it: Review the Document fo e e (8 T U -mmE ¥ * A K TR | TS O e v T ‘-"':.f
Go to the Documents Folder. . res S — = . _ By : i L B 5
Open a File: Movies by Year.rtf )

Fromt Row Video

What Do You See? Like the Excel spreadsheet,
this is a simple data output. The file is in Rich Text B e
Format. It does not have all of the formatting that ) i 3
is in a Word Document. g [

For example, this output looks like it is a Table
with Rows and Columns. However, if you click in .
the data you will see it is just Text with spaces Front Row Video

between Text- no Tables.

Where Are We? The goal was to export the data
into Microsoft Word so that we could format the
report. That we have done. Please Close the Rich

Text Format (rft) file. Genre Total Of MovielD <> G
Please go back to Microsoft Access. 27 3
Action 13
Biography 1
Comedy 46 1
Diaster 1
Documentary
Drama 147 1

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.5 Print and Export a Database: Export to Alternate Formats (Word)

Microsoft Access 2013 Advanced Page 265 of 347



un-

Create a Mail Merge

There are three parts to a Mail Merge: The
main document, the data and the merged
letter. In many businesses, the data can be
found in Microsoft Access. Microsoft Access
and Microsoft Word both have options for
creating a Mail Merge. This example starts
the Mail Merge from Access.

Before You Begin: Download a Document
Download a file: CustomerMailMerge.docx
Save it to the Documents folder.

1. Try This: Find the Recipients

Go to All Access Objects->Queries.

Run a Query: CustomerNameSQ.

What Do You See? The Query should open.
It should include the Fields that we need:
name, address and phone number.

All Access Objects->Queries

%]

-

HEEE

H
H

30

L L L LR L

L]

=

K . El Switchhnarci i @ Custu:-merNameS{i
eep 9omg. CustomerlD ~  FirstName - | LastName -~ FullName - Addressl -

E Deeter Poohbah Deeter Poohbah 123 Main Street

3 Mary Contrary Mary Contrary 24 Elm Street

4 Timothy Allen Timothy Allen 789 Second Street

5 Alpha Beta Alpha Beta 123 Practice Street

6 Sage Young Sage Young 123 Brighton Road

* (New)
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Mail Merge: Link to a Document
The Microsoft Word Mail Merge Wizard will prompt
you to create or select a Microsoft Word document to
begin this Mail Merge.

2. Try it: Link to a Microsoft Word Document
Select: Link your data to an existing Microsoft Word
document.

Click OK.

Browse to the Documents Folder.

Select a File: CustomerMailMerge.docx

Keep going...

External Data->Export->Word Mail Merge

L - %
I oo cman iveesnata DAl Tt D vty +
— — — oty | o e

oy O Qir 5% o, ¢ o G0 G G R i

4 i
Tl T T tovnd Dmosl Tl TN P Demad
s e Pl [ TR Pl - N =
=i 128 e

All Arcess Objects 8 o« |5 Smmnen | S Semeas—_

et " CumtomaenD - | Frwams - | LamMems - FolMeme - e - Citpltatelip - Mo Prone -

—— = . D Pochbab, Dester foobban 120 e St wngmon, M adziE ki 45128

s Porchray MISEMS  (7M) 35102

o i, A 200)

LR TRE ]
Tomsn, W I F13-30EL
wghon, MBI 1A LI ER R

T =W W) s 800 M b BATaa0S e [
e I T W O s ey midem
e

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

[ o ]

What do you want the wizard to do?

Y R R R

@_Liicm:dalammeﬂsﬁlghicrftmddnﬂ.mmt

() Create a new document and then link the data to it.
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External Data->Export->Word Mail Merge

- 5 - Cnmatdpdag o T a4 x
Mail Merge: HeIIo, Word _ . ... :.m.. ;.....—_.,. S o - tissns i+ J)
3. What Do You See? Microsoft Word should open. i we e h-i ..,1’:._- ealrralarme glEmen Jomttma |
The Mail Merge Wizard may be open on the right e o Subm—im—_ - R Y z 3
side as well. The first three steps of the Mail Merge Mail Merge
wizard have been done. The Mail Merge has been - St
linked to the CustomerNameSQ Query in Access. 1 R
tue b B T
U o einsing bt
What's Next? Review the Mailing Ribbon E!- ST.ROW Video i

The next step in the Mail Merge is to Write and

Insert Fields.

Keep going...

b by  Fredfrm

e el el

(5 B st et

Dea
Wil s e Bt S Curibiorresd u
Heor ched bt e B
o o oe rEveeh s
Vo Wik b
Pleans COmme: # S0 1 redesm Tes ooupon =

’El E‘l :.Tf D B E B Rules -

5 Match Fields

Start Mail  Select Edit Highlight Address Greeting Insert Merge
Merge - Recipients = Recipient List | IMerge Fields Block  Line Field - Update Labels
Start Mail Merge Write & Insert Fields
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Mail Merge: Insert Fields
4. Try it: Add the Mail Merge Fields
Click your cursor in the approprate places
and add the following Merge Fields:

Fullname
Address1
CityStateZip

First Name

Keep going...

Mailings->Write & Insert Fields->Insert Merge Field

BEH %S 0 Cmtgemsehilaillargs . Wi
_ o BGdET G RG] ETRIRCTE | e Ewim W iR
o ' — — - F e - H 4 [
= w o ol *
- - T kb i el T
Vrrlepes, e e e et [ Haghiahr  dockrs, Lonrig Imaa ehamger Prrsirm | % [
Vg« Brogeanty - Bacpered Lot Mimga tenichs Bk Lome Bashim Mty |t b i
vy e repr— ke Cpment | P
u

;_ e

[ -
e D Rules
B8

T % Match Fields

\ddress Greeting Insert Merge

Apnl 12, X0

April 12, 2014

whAddress1s
«CityStateZip»

Dear «FirstName»,
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Mail Merge: Preview Results
5. Try it: Preview the Results

Go to Mailings-Preview Results.

Click on Preview Results.

What Do You See? The Mail Merge will display
the names from the CustomerNameSQ Query in
Microsoft Access.

Are We There, Yet? Yes, the goal was to get data
out of Access and into Word. That also worked.
Now you can use an impressive array of Mail
Merge Tools in Word.

When you are ready, Close the Word document
and return to Microsoft Access.

Mailings->Preview Results->Preview Results

BEH % O g | g T A =
B <o conr  ceien mueml ERRIRC | maanci  Ke Ve SO el |
« : g >, it - <y r LAE (| "
- - T4 e i g P T—
Irveiopes Gabek  Sied Mad  Sainch [*H Haghighe  ditckrres. Lasrtog irare ke Lo Trmb &
Ve -+ Rrgenty - Bogermd Lot Mrsge lurichy Bk homs P - Mty | i e it
Covar - [ [——
¥ i B N
Mail Marge
Fracire i batters
Ot o P re gt e o
ety
e e 8 e O
Front Rt
Agnd 12, 2004
ﬁ-._._‘_

Front Row

April 12, 2014

Deeter Poohiah
TS M vt
Braghton. 48 £3196

Do Deoeter

Thewds o for Duar) o Cumdoererd

Hese i your kel b Bee Boe movies.

Deeter Poohbah
123 Main Street
Brighton, MI 48116

Dear Deeter,
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Create Mailing Labels

One more little Report. Microsoft Access has a
Report Wizard that lets you quickly create the Mail
Labels that go with these customer letters.

6. Try it: Create Mailing Labels

The CustomerNameSQ Query is still open.

Go to Create->Reports->Lables.

What Do You See? The Mail Merge wizard will
prompt you to select the following:

Label Size: 8163, 2" x 4", 2 across

Click Next.

Text Appearance: Arial, 12 pt
Click Next.
Keep going...

Create->Reports->Labels

[ o -
Bl <o cmen omesoats i oo
—— e e [ B Worsed e
B W B b = 0 .
" oot [ s ke

P - Wamd Fmagn

T

Srgn  Lai-
tmgay A

All Acpess Obyepis ==

Bpplcstor, | Tabls Table arPeed | Gy Gy Gwm Gwe Bk PR ] - Mg

S

Tades
-

What label size would you like?
Product number: Dimensions:

s ity +

M) 8810

This wizard creates standard labels or custom labels,

Mumber across:

3161
83162

5164

1"x 4"
1137 x4
2w g
313 x4

2
2

2

3165

{1%% 8 i

QOOOO OO0 0000 00000

(e Re Rl R B R B Rl B B R e e

(@) Engiish

LInit of Measure

() Metric

Filter by manufacturer:

Label Type
(@) Sheet feed () Continuous

|A'uery

Customize...

Show custom label sizes
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Create->Reports->Labels

[ W= + Pger R Wt

5 Format the Mailing Labels = : E.;:r;“mm::mh’-; :T“.;—I'm;u Rt mnes | [= " [R Ryt Waed ] —— l
7. Try it: Add the Mail Merge Fields trebuies | Lo Lot b 2:.2:; b b Bt DO g et s B, T ‘
Select the following Fields: s o st 7
Fullname All Access Objedts @ :. — | e b s kgl v Py e
Address1 T o Pl o A e ey e P P mm
CityStateZip —
Click Next.
gﬁgtkb'}l/;)lfstName. What would you like on your mailing label?
Construct your label on the right by choosing fields from the left. You may also
Name the Report: rptCustomerNameLabels. type text that you would like to see on every label right onto the prototype.
Click Finish.
. Availzble fields: Prototype label:
Keep going...

{FulMame}

{Address1}

{CityStateZip}]
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Pord | e e g i gy [P bt Gl :: Drem I: ’:;. :" el Tesd ”:r'. el Mo ;.-:-:-:.
o5 Obpeis & = - B S 1 n———
Hello, Mailing Labels
At the end of the Report Wizard, the Labels should - — p—
open in Print Preview. Very good. - Nobaanatiundt iy
Summary :; l
This lesson set out to accomplish the following: P My Combary oy —
-Analyze the data as a Crosstab Query. s i B Ll
-Explore the options for exporting information. 2.
We practiced exporting the Report data in different : .
formats including Word (Rich Text Format), Excel, ¥ y
XPS or PDF file formats. o et - e R
Well, you done good. i| E Switchbnard"l.__@ CustomerMameSQ i ﬁ rptCutu:-merNamel.abeIs-'-.__

There's cookies in the kitchen. Take two!

Timothy Allen
789 Second Street
Ann Arbor, Ml 48103
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Practice Activities

Lesson 9: Prepare to Share
Try This: Do the following steps
1. Open your Brown Bag Lunch database.

Or, you may download BBL Adv ver9.accdb
2. Create a CrossTab Query with the Query Wizard.

Use the following answers:

Record Source: ItemSQ.

Row Headings: Type

Column Headings: Specialty

Select Item for the Calculated Field and use COUNT for the
Function. Save the Query: ItemSQ_Crosstab.

3. Export the ItemSQ_Crosstab to Microsoft Excel. Save it in
your Documents Folder.

4. Go to the Documents Folder, open the spreadsheet in Excel
and review the data. Did this spreadsheet include any
Formulas? Close this file and return to Access.

5. Save and Close the Query.
6. Go to Access and open a Report: Products by Specialty.

7. Export the Report as a Text File. Save it to your Documents
Folder as Products by Specialty-rtf. Go to the Documents
Folder, open the document in Word and review the formatting.
Close this file and return to Access.

8. Export the Report as a PDF File. Save it to your Documents
Folder as Products by Specialty-pdf. Go to the Documents
Folder, open the document in Adobe Acrobat. Close this file
and return to Access.

9. Close the Report. Close the Brown Bag Lunch database.

Test Yourself

1. Which is true about a CrossTab Query?

(Give all correct answers.)

A. Creates a Table that compares data

B. Can use a Table or Query as a Record
Source

C. Can use many math functions, such as
Count and Sum

Tip: Advanced Access, page 248, 252
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2. Which of the following is true about
PivotChart Filters?

(Give all correct answers.)

A. Can Filter data on the Chart by
adding or removing Fields

B. Controls are available in Layout View
C. Controls are not available in Print
Preview

Tip: Advanced Access, page 264

3. Which are options for sharing Access
data? (Give all correct answers.)

A. Excel

B. Word

C. PDF/ XPS

D. E-mail

E. Text File

Tip: Advanced Access, page 263, 264




Advanced Access Objectives
In this lesson, you will learn how to:

1. Append new Records to an existing Table.

2. Create an Action Query to Update the data
for selected Records in a Table.

3. Use an Action Query to Make a new Table

and copy selected Records to that new Table.

4. Create a Delete Query and practice with a
copy of an existing Table.
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You are about to update 73 row(s).

Once you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to update these records?

Yes Mo
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1. Readings
Read Lesson 10 in the Advanced Access
guide, page 275-307.

Project
Several Action Queries that Append,
Update and move the data in the Tables.

Downloads
FrontRowVideo Adv10.accdb
tbIMoviesNEW.xIsx

BBL Adv ver10.accdb

2. Practice
Do the Practice Activity on page 308.

3. Assessment
Review the Test questions on page 308.

L' Lesson 10 : Strategies for Archiving

External Data Ribbon

5 T O e BTefie | T l;‘* L)—‘ L,_‘ b TR Access
) B B BF opn 9 oF SO 9 g8 B o
[37 XML File <@ Word Merge
Saved Linked Table Excel Access ODBC - Saved Excel Ted XML PDF  Email __
Imports  Manager Database s More~ Exports File  File orXps 57 More -
Import & Link Export

1 £

Query Design Tools->Design
- I Union

D ! Dj |__|| +! *,‘! '\ &3 Pass-Through

View  Run Select Make Append Update Crosstab Delete
- Table L£ Data Definition

Results 1] i]-I:Z:l_wer].r Type i]
Menu Maps

From the External Data Ribbon.
1. Microsoft Access->External Data ->Import & Link-> Excel, page 282

From the Create Ribbon. o
Create->Queries->Query Design-> Find Duplicates Query Wizard, page 286

From the Report Design Ribbons.

2. Query Tools ->Design->Query Type-> Update, page 300

3. Query Tools ->Design->Query Type-> Make Table, page 302
4. Query Tools ->Design->Query Type->Delete, page 305
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One Lights, Camera, Action!

Action Queries can change the data in the Tables. For example, we created an Update Query to find any movie released before the
year 2000 and set the rental price (RentalPricelD). The other Action Queries include Append (add more Records), Delete (subtract
Records), and Make Table (Copy the Records from a Query into a new Table.)

!

Microsoft Office Access: Example of an Action Query

-"' - e —— . L - This lesson will use Action Queries to
SR L] Ll e 7 et Tt |5 Dyt import new movies into the movie

e e | e [N oot R e s, P Bt i | Dt ok e T Table and check for duplicates.
: - .

. from.
B D i | gy N i

Gty Yoe Sty HY r— -

Our Mighty Access database needs a
strategy for archiving the Records.
There are several Action Queries that
can simplify that task. Let's look at a
plan.

[EELR L L RR A I N

Make Mew Table
Table Mame: |ﬂ:l.ﬁ.rd1iuel'~'1wies

(@) Current Database
() Another Database:

File Marme; |

Browse...
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What is the Plan?

The first goal is to import the new movie titles into the
movie Table with an Append Query. The archive
strategy has several steps as well.

Import New Records into Access
Import a spreadsheet into Access
Append the new Records to tbIMovies.

Revise the Table: tbiMovieTitles
Add new Fields: Archived, Status, Memo.
Add the Fields to the Movies Form.

Create a Update Query: ArchiveMovieUQ
Add tbIMovies as the Record Source.
UPDATE the Archive Field to Yes.

Run a Make Table Query: ArchiveMovieMT
Save the UPDATE Query as a MAKE TABLE.
Create a new Table: tblArchiveMovies.

Use Action Queries to Test the Data
Create an UNMATCHED Query.
Create a FIND DUPLICATES Query.
Create a DELETE Query.

That's a good plan.

Example of an Action Query in Design View

- T ] i oty W >
Bl o cun oo oo | e —
=0 |l I g frove, i L L — Sl T
= |+ D bl Kot | 2

Ww  Ben et Mk gy Upelete Creiak riie e £ Fawmem
o Ty B D St | pgy ke

I Access Obiects @ = ] PER

B

A

if |
3

Tia i il i sl 11 el

A et RNV, i SN T A I U B 1 e
Y e e

TLLLEEL T Y RN I Y

You are about to update 73 row(s).

.Ln Once you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to update these records?

|| Mo
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Before You Begin

Before You Begin: Open the Sample Database
Go to Start -> Microsoft Access 2013.

Access will prompt you to open a database.

Start -> Microsoft Access 2013

[ v [—

[ [ .

Tl DATA  EwlARC TSRS
e Tetron et

1 SRIUSTY A L

R

Select: FrontRowVideo Adv10.accdb

% Front Row Video
T :

Some active content has been disabled. Click for more details.

The database, FrontRowVideo Adv10.accdb, was
developed in the previous lessons. You do not have to
download a new sample. You can continue with your
own database if you wish.

Mamigpetion Pass

This lesson uses an Action Query to import new
movies into the movie Table. There is a sample
spreadsheet with the additional movie titles that you
should download before you begin, too.

Download the spreadsheet: tbiIMoviesNEW.xIsx

Enable Content

Keep going.... I
-

Memo to Self: Databases need to Read and Write. ; F ro n t R OW V I d e O

Click Enable Content if you see the Security

Warning.

Monday, April 14, 2014|

Movies by Year

lovies

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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3H - P Foger B Wbt
KI‘IOW YOUI" Data B ces cnan dieespata Bwabil T .
Try This: Review the Database e B o W0 TN S
Open the Navigation Pane. e Sasaban
Go to All Access Objects. All Access Obyects

The Front Row Video database has the following:
Eight Tables: tbiICustomers, tblGenre, tbIMovieRented,
tbIMovies, tbIMovieSearch, tbIRating, tbIReceipt and
tbIRentalPrices.

&

LL L L L L L L L N R g iyt

4

Twelve Queries: CustomerHomePhoneSQ,
CustomerNameSQ, MovieRentalPriceUQ,
MoviesByYearSQ, MovieSearchSQ, MovieSQ,
RatingSearchSQ, ReceiptSQ, rptMovieRentedSQ,
rptOverdueSQ rptReceiptSQ and tbiIMovies_Crosstab.

Eight Forms: Customers, MovieRentedSubform,
Movies, MoviesbyRatingChart, MovieSearch,
MovieSearchSubform, Receipt and Switchboard.

Six Reports: Customer Name, Movies by Genre, Movies
by Year, rptMovieRented-POS, rptOverdue, and
rptReceipt-POS.

One Macro: OpenSearchMovie

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Tables

0

thilCustomers
thlGenre
thiMovieRented
thikMaovies
thiMovieSearch
thIRating
thiReceipt

thIRentalPrices

(=]
E
]
=
&

CustomerHomePhoneSQ
CustomerMame5sQ
MovieRentalPricellC
MoviesByYearSQ
MovieSearch50
Movies50
RatingSearch50
Receiptsq
rpthovieRentedS0
rptOverduesS
rptReceipt50

tbibMovies_Crosstab

b

b
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o;:’ Microsoft Excel->Home
aa R - s r = 4 =
Import Data into Access: - ....:,m e m = :" e *-:_' 5 5 | Ertem - “ ==
Review the New Information -t TR e Mol - | § ot s G | o Do o | STt fnad
Look before you leap. Many companies send ] . wyrnent e s oy 1
spreadsheets with updated product information. i Mowts
Before you import any data in Microsoft Access, et g2 ! t. 2 .k £t .ow b
you should review it. e g i
3 mhge Contram i M3 56 Comedy
1. Try it: Review the New Data e I R T e
Start Microsoft Excel. 7o drrmgen B2 w1 scen v, Searhule et
Go to File->Open. B [ c [ D [
Browse for the file: tbIMoviesNEW.xIsx. “ 1 |Movie l\rear Rating Genre Stars
Please open the spreadsheet. = 2 |The Hunger Games (2012) 2012 PG12  Action Jennifer Lawr
What Do You See? There are 20 new movies in * 3 |Batman: The Dark Knight Rises 2012 PG13 Action Christian Bale
this spreadsheet. The first Row is the Header === 4 |Total Recall 2012 PG13 Action  Colin Farrell,
Row. Itincludes the following Fields: Movie, Year, & 5 |Ice Age: Continental Drift 2012 PG Comedy RayRomana,
Rating, Genre and Stars. = 1 i A A §
ﬁ 6 The Amazing Spider-Man 2012 P13 Action  Andrew Garfi
What Should You Be Looking For? These Field 7 |Brave 2012 PG Action  Kelly Macdon
names MATCH the ones in the Access Table, & The Avengers 2012 PG13 Action Robert Down
tbiMovies. 9 |Mirror Mirror 2012 PG Comedy Lilly Collins, J
10 |A Thousand Words 2012 P13 Comedy Eddie Murphy
Close the spreadsheet. 1 N 1
The next step is in Access. 11 |Hope Springs 2012 PG13 Drama Meryl Streep,
12 |Not Another Celebrity Movie 2013 P13 Comedy Dave Burleigh
13 |Paranormal Movie 2013 PG Comedy Kevin Farley,

Exam 77-424: Microsoft Access 2013

2.0 Build Tables

2.1 Create a Table: Import External Data into Tables (Excel spreadsheet)
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Go to External Data ->Import & Link-> Excel. Y ———— -

T,
o;:" Microsoft Access->External Data ->Import & Link-> Excel
[ %]
Import Data into Access: [ B D A o T G G e e 2
Get External Data = R
There is an Import Spreadsheet Wizard that walks you . 4 ooe v 5| T vl NS o e e o e it
through the process of importing data into Access. The e 2 Bl e e
steps ask to find the data and identify the Header Row 3 meunsaen : D e [Cirsb s ecumaniriiiseni —
2. Try it: Get External Data - o
The Front Row Video database is open. . gLl . et ey ¥ B sl o sy v, L gl e

B gt Lo g, 20041 il bl D0 b B Ll T Ly it e sl i el vl &
L T e e g T e

P e L TS
0T I LS T S Mg B 1 T B e . D, (Pt S 1T st 80 L
T TR 10 SR LM Pl T L F S GBS B PR TR et dap

Try This, Too: Browse for the Data Source
Select: tbIMoviesNEW.xIsx

Try This, Too: Specify How to Store the Data
The three import options include:

Import into a new table

Append (add) records to a table

Link to an external table

Select: Append and choose a Table: tbiIMovies.

Specify the source of the definition of the objects.

-'J‘J:\'-nmh-hﬂﬂ\'l\k-'ﬁ\“' ¥

File name: | CoyUsers\eBeth\DocumentsitbIMoviesNEW. xlsx

Click OK.

Specify how and where you want to store the data in the current database.
Keep going...

) Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists,
contents with the imported data. Changes made to the source data will not be reflected in-

(® Append a copy of the records to the table: | thimMovies W

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Records: Append Records from External Data (Excel)
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Append Data to a Table:

Select a Worksheet

3. Try it: Select a Worksheet or Range
An Excel workbook can have more than one
spreadsheet or Named Range.

The Import Spreadsheet Wizard will ask you to
confirm which Worksheet has the data. You
can select a Worksheet or a Named Range.

Select a worksheet: New Movies.

What Do You See? The sample data for
tbIMovieTitles looks like the spreadsheet we
just reviewed. So, we are good to go.

Click Next.

Keep going...

Microsoft Access->External Data ->Import & Link-> Excel

- %]

LL L LA LB L -'\‘-'!ﬁf HEEESEE

H (") Show Named Ranges

CRlaF  inTEiew DATA DR TOSUA Tzt bt l
T

Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?

(@) Show Worksheets

Sample data for worksheet New Movies',

ovie ear Rating [Genre tars
Eﬂlhe Hunger Games (2012) 012 PG13 ction Jennifer Lawrence,
Batman: The Dark Enight BRises 2012 PG13 ction ristian Bales, T
4 Total Recall 012 PE13 ction Colin Farrell, Bok

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Records: Append Records from External Data (Excel)
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Append Data to a Table:
Identify the Header Row

This step compares the Fields in the External
Data to the Fields in the existing Table. The
Field Names AND Data Types need to
MATCH. Text goes with Text. Numbers go
with Numbers.

4. Try it: Confirm the Header Row

This sample spreadsheet has a Header Row.
The Header Row contains all of the Field
Names: Movie, Year, Rating, etc.

Everything looks good.
Click Next.

Try This, Too: Import to Table

Confirm the Table: tbhiIMovies.

Click Finish to close the Import Wizard.

If the Save Import Steps window is open you
can simply close it

So, did the Wizard append (add) these movies
to the right Table?

Microsoft Access->External Data ->Import & Link-> Excel

- =]

LL L LA LR R -'\‘a'!ﬁf HEEEEEE

_ . -.-.- - Bk TRkl TERRA
il
- e T - 4
Toma Mardy, asa &
b, o o
L 4k Tl Dred
Mowvie Year [Rating |Genre [Stars
1 The Hunger Games (2012) P01z PE13 Betion pJennifer Lawrence, J
?Batma.n: The Dark Enight Rises (2012 PGl3 Boction Christian Bales, Ton
?Intal Eecall 012 PGL3 Botion Colin Farrell, Bokec
TI::E Age: Continental Driftc F012 PG Comedy Ray Romana, Denis Le
?Ihe Amazring Spider-Man 2012 PG13 Botion Pndrew Garfield, Emn
?Brave 2012 PG Botion Felly Macdonald, Bil
TIhe Avengers 2012 PG13 Botion Robert Downey Jr, CF
?Hirrnr Mirror 2012 PG Comedy [Lilly Collin=s, Juli:z
?i‘-‘a Thou=sand Words P01z PE13 Comedy Eddie Murphy, Cliff
Eﬁnpe Springs 012 PGLl3 Drama eryl Streep, Tommy

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Records: Append Records from External Data (Excel)
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gEH% i Fagar R Watd
Append Data to a Table: B e GBS o B BE GG b e

Review the Data

5. Try it: Review the Table Records
Go to All Access Objects->Tables.
Open a Table: tbIMovies.

The Table should open in Datasheet View.

Know Your Numbers! This Table be

Records. There are now 421 Records, so all 20
new movies were imported from the Excel

spreadsheet.

What Do You See? There are two copies of the

same movie, The Hunger Games (20

Apparently, there are duplicates in this Table.

Yeah, there's always more work to do, isn't there?
Luckily, there is a Query Wizard that will help you

find the repeats.

Close the Table. Let's create the Find Duplicates

Query.

T [ pre— a
P Fophany 7 Wi By T v i

ganwith 401 =

........

.. 5 ahiand | 0L
| E5] switchboard | 3 tbiMovies

Jour P it Wy Mo i, Ry € ofwuit

Y deadl
Ml The munger Garwes | 351} e PGl Arton Jrweter Lswtenoe, jooh iatechenon, L
2 & Yhdd 741 2 fr

12.) MovielD - Movie

#

414 Lego Batman: the Movie

408 The Avengers

407 Brave

348 The Hunger Games (2012)
2 21 Jump Street (2011)

402 The Hunger Games (2012}

403 Batman: The Dark Knight Rises

404 Total Recall

406 The Amazing Spider-Man

410 A Thousand Words

409 Mirror Mirror

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Records: Append Records from External Data (Excel)

-'J~l.~h\ﬁw‘-|n~i\'|w‘i-'wh\'-|
HEEEEEEEE
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Year -l | Rating -
2013 G
2012 PG13
2012 PG
2012 PG13
2012 R
2012 PG13
2012 PG13
2012 PG13
2012 PG13
2012 PG13
2012 PG

Genre
Family
Action
Action
Action
Action
Action
Action
Action
Action
Comedy
Comedy

=i



. 5
o::° Create->Queries->Query Design-> Find Duplicates Query Wizard
E g H e i - Wil .
:} Append Data to a Table: D T D O e | [ G| [ R
Find Duplicates Query M T R AT T I B IR " it )
"There's a Query for that!" Access has a Find Py T R—— ]~ ; 6
Duplicates Query Wizard that will walk you = & .
through the steps. T wg Front Row Video )
— | e e
6. Try it: Find Duplicates Wizard S . e
Go to Create->Queries->Query Design. @ s
Click on Find Duplicates Wizard -
o Simple Query Wizard
Click OK. The Query Wizard should begin. % o Crosstab Query Wizard
f,- ) Flnd Unmatched Query Wizard
% o
F
.
F =
5 »
| € o5 [T |8

This wizard reates a query that
finds records with duplicate field
values in a single table or query.

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.3 Utilize Calculated Fields and Grouping Within a Query (Find Duplicates)
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Find Duplicates Query Wizard
7. Try it: Select a Record Source

Table or Query: tbIMovies.

Click Next.

Try This: Select the Field with Duplicates
Select an Available Field: Movie.
Click Next.

Skip This: Select Another Field

Now, Do This: Name the Query
Enter a name: Find duplicates for tbIMoviesSQ.

Click Finish.

Create->Queries->Query Design-> Find Duplicates Query Wizard

g e Be o

I oo cman i pata Dbl Tt sttt |
— — — p— = e p— — T o Wi - % Rapo Wgsed P M
- 1S W B = & - 0 ' [
Pe— Lot I
Bpplesion | Tibls Teble Wbt | Gewy Gewy  Gwe S Bk - e
- Srsge  Lam - | Wasd P [ e [ kit P [y — e Ren,
\imgsay a .
All Access Objects 8 = | 1t
s -

T ey

u

N Which fields might contain duplicate information?

. For example, if you are looking for dties with more than one customer, you
i would choose City and Region fields here.

Available fields:

Duplicate-value fields:

 MovielD Movie
Year

Rating

Genre

Stars
RentalPricelD

SHGBRRRRSR IR

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.3 Utilize Calculated Fields and Grouping Within a Query (Find Duplicates)
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o;:’ Create->Queries->Query Design-> Find Duplicates Query Wizard
:’ Find Duplicates Results ™% = =" = 5] ] T
8. Try it: Review the Query Results Spplosion | ol Tabn b | s

Pa. - L

The Find duplicates for tbIMoviesSQ —
Query found two copies of one movie, "The [ “rs i
Hunger Games." i

What Else Did You Notice? This Query = e
does not allow you to expand the Rows to "
see both movies. If you could see both you
would delete one.

1

So, how do you handle duplicates?

If the duplicate is a new Record that hasn't
been used in any Receipts, you can go to
tbIMovies and delete it.

LL L LR L L L RN

If the duplicat | i 5 ' '

e duplicate was already used in a - @ =3] switchboard { 3 Find duplicates for tbiMoviessQ \
Receipt, you need to edit the Receipt to E All Access ObJE"CtS = « :
use the correct movie before you delete Movie Field = | MumberofD -

the duplicate movie. Search.. el
P The Hunger Games (2012) &

k

Tables A |~
Still, this little Query searched through the

Movie Field and found two that matched. B tbicustomers
How did it do that? B thiGenre

Let's see for ourselves. B2 tbiMovieRented
= tbiMovies

EH tbiMovieSearch

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.3 Utilize Calculated Fields and Grouping Within a Query (Find Duplicates)
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Find Duplicates Query Design
The Query Design is fascinating. Once you see how it
works, one can only marvel at the simplicity.

9. Try it: Review the Query in Design View
The Find duplicates for tbIMoviesSQ Query is open.
Go to Home->Views->View->Design View.

What Do You See? This Query has one Table: tbIMovies.
There are only three Fields in the QBE Grid. The Totals
Row is available. Queries read from left to right. So this
Query is asking three questions.

Movie Field: Movie asks "Which movie? Is this the first
time we've seen this movie in the list?" This Field looks in
tbIMovies for the First time a movie appears.

NumberofDups: Movie asks "Is there more than one copy
of this movie?" This Field looks in tbIMovies and Counts the
Records. The Criteria is (Greater than) >1.

Movie asks "Are we the same? Ok, let's Group!" This Field
Groups the movies that match.

Show or Hide: The last Column in the Query does not have
a check mark for Show. So, this Field will not be seen in the
Query results. It is hidden. Please Close the Query.

Home->Views->View->Design View

(=]
S

FEEE R

LI

B ...

Movie Field: [Movie] NumberOfDups: [Movie] [Movie] !
Table: |tbiMaovies tbhiMovies tblfovies
Total: | First Count Group By
Sort:
Show: ]
Criteria: =1

/ \

Exam 77-424: Microsoft Access 2013

3.0 Create Queries

3.2 Modify a Query: Hide Fields
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Microsoft Access: Example of the warning message when a Record is deleted

P — )
Deleting Data: Consider This! e e Ty e e n e T A
1. Consider This: Should You Delete Data? Vo | e o et Dt i St |

Deleting data is not a good idea in a relational v | coweed
database. When you create a Receipt in our
database, you need information from five Tables.

Consider this scenario.

Say you deleted the Movie, "Brave" from tbIMovies.
Say the Primary Key, MovielD, for this Movie was

407.

Now, you want to run a Report that looks up all of
the Receipts. Any Receipt that had MovielD 407 will
be incomplete. There is no data because that Key is

missing.

This is not good.

The preferred method is to Archive a Record by
marking it as Archived, Done or Obsolete.

Al Aocess Obgedts = =L
o

i

duBdBBRIvwsfidialeaa

i If you click Yes, you won't be able to undo this Delete operation.

AL oo R T e tamaly Ansraned

408 Mg Buwmgeny e Wioisgrs Diwrrary e TPt Rwrs Searbesin

3 Ik S T | X113 A S e R, AN AR TR,
T 21 durmp Strwet (1041 Amion soru ell, Charvnyg Tt ioe e

BOJ Thep g Cubemer. [ 2911 Bt Jrates Lisreras, bR et b, L

401 R Tra Dark Araghe fnss

434 Tl el
R P Az
A10 & Thounsnd Words
T —

B .
411 bope Spring

amaa Chntian ek, Toma sady, kv Hath
Co 1 Woosbema. Bryas
(R Ui, Ry P

:h ¥ s (L 4 i ol 1 bl i el D Saiete e pleleh 1 Lbrp, SO Libasan
A48 e et e T B D ,

a1 Filass 1 n -

B i (T . Tutariee
TR A P R G WL POLE Aames ey by, R Lavbaeas, e
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1) Shariock Holeay: A Gema of $hadow L PG gtioe

MK Pk AT 0000
1§ 5038 | Mak)
R T idimaoalide | 200 5)

okt Dowrry . ke e Jsred Harrn

®u1 ML Cimvuhly i bt iy, b, Cinindnss,

et Shorse, Vol Duvis,
Tills Davidionn, Jb [, Ry, [.340 Milled
Fryen Goning, Caewy Mullgan, ey Crae

You are about to delete 1 record(s).

Are you sure you want to delete these records?

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Records: Delete Records

|| Mo
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. 5
O,::D Microsoft Access: Example of the completed Make Table Query
:} Create an Archive Program = = __:J"'j'. ;‘;“; e e —— —— L
2. An Alternative Approach: Archive the Data e A ;J; @mﬂ:; @ et ,_.‘:_ Fondcho ¥ ovacimmn ﬁ"'!wm
The following pages will look at ways to archive old i ree T M S : i 2
data. Here is a overview. rp—
Sronci
Wabdes 0000 "
Revise the Movie Table: tbIMovies b [T
There are three Fields that should be added to the g e
Movie Table to make this a really useful database. S e
o T TERTY
First, there will be a Yes/No Field that indicates if the | - /"""
Movie is Archived. o [T
= tefuntaroan
Aputviees
Second, there will be a Multi-Value Field that AT bty
documents the status. f’ ':"’_-'**"'"-*':""*‘
7 o] akaTa ==
Third, we'll add a Long Text Field. oo Tﬂl:"""_
B stevriesin]
Create a Make Table Query F dewria e | Ok |
The Archived Movies will be selected and copied into ; T:"”"l Table Mame: |ﬂ:l.ﬁ.rd1ivedl'~'1:wies IE”
a new Table. E J— .
= R @) Current Database
B opieieptsg) = .
Create a Delete Query g e © Another Database:
The last Action Query deletes the Archived Movies Forme File Marne: | |
from tbIMovies. Aty

Browse...

So, when you are ready...

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Create a Copy
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Ong File ->Save As->Save Object As

Save a Copy of the Table

Good database administrators do not lose data.
Before editing a Table in any working database, it
is a wise precaution to create a backup copy of
that Table.

L
4
3

......

3. Try it: Save a Copy of the Table

The Movie Table may still be open, if not.
Go to All Access Objects->Tables.
Open a Table: tbIMovies.

Try This, Too: Save a Copy

Go to File->Save As->Save Object As.

Enter a name: Copy of tbIMovies 4-16-2014,
where 4-16-2014 is the current date of the backup

copy.

Click OK. Now, click on the Home Ribbon to see Save 'thiMovies' to:

the database Objects. i -

Close the Copy of tbIMovies 4-16-2014 Table. Copy of thiMovies 04-16-2014
Az

There is a current backup copy of the data. Table

Now...we can keep going... _
0K

Exam 77-424: Microsoft Access 2013
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Add New Fields to the Table

The Movie Table needs a Field that indicates a
Record should be archived and marked as no
longer part of the daily rentals. The Archived Field
can be as simple as Yes/No.

Before You Begin: Open the Table

Go to All Access Objects->Tables.

Select a Table: tbIMovies.

Go to Home ->Views->View->Design View.
The Table Tools should be available.

4. Try This: Add a New Field
Field Name: Archived
Data Type: Yes/No

What Do You See? By default Microsoft Access
uses a check box for this Control. A "Yes" answer
means True or On. A "No" answer means False
or Off.

Keep going...

Exam 77-424: Microsoft Access 2013

Home ->Views->View->Design View

BH% Y .

= Field Name
s Objects @ = [ e {3 = ¥ | MovielD

‘ ' Movie

poin. Year

. Rating

Genre

Stars

RentalPricelD

- Archived

General |Lookup

Format Yes/Mo
Caption

Default Value Mo
WValidation Rule

Validation Text

Indexed Mo
Text Align General

= | & switchboard | 31 tbiMovies \

2.0 Build Tables
2.4 Create and Modify Fields: Add Fields to Tables
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Add a MultiValue Field

A MultiValue Field lets Users select more
than one answer to a question. You can use a
MultiValue Field to document why a movie was
Archived.

5. Try it: Add a MultiValue Field
Field Name: Status.
Data Type: Lookup Wizard.

What Do You See? The Lookup Wizard will
prompt you for the following:

Record Source: | will type in the values that |
want. Click Next.

Type in the Values:
Damaged

Lost

No Sale

Do Not Reimage.
Click Next.

Label: Status.

Click Finish. Keep going...

Table Tools ->Design

] v Vet W —

B s cun oresoas e

B VM @ b= F¥ G & =8 B

e v e I e e

Al Access Dbgects ) & - S ":“:' T T M 5
— ) & ¥ et — uu.:::m R— -

g—— o

é p— What values do you want to see in your lookup field? Enter the number of columns you want
P . in the list, and then type the values you want in each cell.

[ R T—————

: . To adjust the width of a column, drag its right edge to the width you want, or double-did: the
: . right edge of the column heading to get the best fit.

5

P u Mumber of columns: I 1

P

3 Coll

Damaged
Lost

| |Mo Sale
|.# Do Not Reimage
#*
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o:,:" Field Properties-> Lookup
E ] or R Wabtd v
:’ Review the MultiValue Field LR = BT o 6
The Lookup Wizard walked us through the task of = e reer - twss TERE7 s i i s i -

creating a Lookup List. There are two additional
choices in the last step of the Wizard: Limit to List -
and Allow Multiple Edits. By default, these options nien
are not selected. -

o - ,ﬂ-..rchived - mumu"fES;’rND
Status Short Text] v

Where would you change them? Look in the Field
Properties: There are two Tabs! We usually edit

the General Properties. There is also a Lookup e
Tab. Well, let's look. ——

1 EE EE

6. Try it: Review the Field Properties
Select a Field: Status.

Go to Field Properties-> Lookup. General Lookup

Display Control Combo Box
What Do You See? The Properties are: Row Source Type Value List
Display Control: Combo Box Row Source "‘Damaged™ Lost™"No Sale™ Do Mot Reimage”
Row Source Type: Value List. 1 : Bound Column 1
Row Source: Column Count 1
Limit to List: Yes (Users can't add to the list). Column Heads Mo
Allow Multiple Values: Yes (Pick more than 1). Column Widths 1
Allow Value List Edits: No. List Bows 16
List Width 1"
Limit To List Yes

Allow Multiple Values Yes
Allow Value List Edits Mo
List ltems Edit Form

Show Only Row Source ¥ Mo

Exam 77-424: Microsoft Access 2013
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Add a Comments Field

Another useful Field is the Long Text. Long Text
Fields can hold a lot. In fact, Long Text Fields
can store 2GB of data. There are two Field
Properties worth considering: Text Format and
Append Only. By marking the Field Append
Only, Users can ADD to the data, but they
cannot DELETE the previous entries.

7. Try it: Add a Memo Field
Field Name: Comments.

Data Type: Long Text.

Try This, Too: Edit the Field Properties
Go to Field Properties->General.
Text Format: Rich Text.

Append Only: Yes

Save and Close the Table, please.

Memo to Self: Selecting "Yes" for the Append
option also Tracks the history. The history is
available when you add this Field to a Form. You
can right-click the Long Text Field in Form View

to see the tracking.

Table Tools ->Design

g H%

— .

¥ amosssty
Wemr
- sl 4 Toar
sring
[~

sy

sbienn Archiwed

[EEPRE

Esiniacki Tox i

Tiadd Mame

=]

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.2 Format a Table: Change Data Types and Formats (Rich Text)

Archived
Status
Comments

General |Lookup

Format

Caption

Default Value
“alidation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Text Format

Text Align

Append Only

Microsoft Access 2013 Advanced Page 296 of 347
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T
o;:’ Form Design Tools ->Design->Tools->Add Existing Fields
[ ] Vit B ot T p— o
Add the Fields to the Form !_1‘ DT D ., [P — = B —
The Movie Table is updated. Done and done. We ~ w= temmii. o 0 0 & Lt ” T ey [ T BT
can add the new Fields to the Movie Form, now. Vo . _ - 8
You can also improve the layout and placement of "' A bl '
the Controls if you wish. # £ ' ’
8. Try it: Add the Field to a Form e e
Open the Movie Form in Design View. s . : '
Go to Form Design Tools ->Design->Tools.
Click on Add Existing Fields. - 4
Add three Fields to the Form: ! . - . = . = Property S heet
é{gm\ée > Selection type: Combo Box
Comments ~ Status =
ad
Go ahead, format the Form Header. . Format| Data | Event | Other | All
Save your changes and keep going... - : : : a2
y 9 P 9oing 2 | [State T EI MName Status
t . Control Source Status
= T - T Format
[ Status v | Comments Decimal Places Auto
. Visible Yes
Datasheet Caption
Column Count 1
Column Widths 1
Column Heads Mo
List Rows 16
List Width 1"

Exam 77-424: Microsoft Access 2013
4.0 Create Forms
4.2 Set Form Controls: Add Form Controls
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O;:‘ Form Design Tools ->Views->View->Form View
:’ Test the New Form Fields Pt I e T Y T T e
Before You Begin: Change the View e PRy St B Doy | 8 e
Go to Form Design Tools ->Views->View. ___nten r— 9

Select a View: Form View. chrohics R e " ‘l :

Still Before You Begin: Find a Movie
Click on the Movie Field. = s Tl toams -
Go to Home->Find->Find. 8w ] emcan Py ot [~] (s e .
Find What: Amityville II: The Possession. 7 e e o free :
Match: Any part of Find. e |

Click Find Next to go to that movie.

9. Try it: Test the New Form Fields i
Check: Archived. |
Change the Status: No Sale, Do Not reimage.
You can add some sample text to the
Comments Field.

Please Close the Movies Form.

Home

Status Comments

The data should be updated in tbIMovies. You )
L Arch

could find all of the movies that were released ved b

before 1990 and k th Archived. )
efore and mark them as Archive archived NI

Or...you can use an Action Query to update ] archived |Damaged
them all at once. Let's go for the Action Query. Lost

[ Archived No Sal

o Sale
[ Archived
L Archived W
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Ong Create ->Queries->Query Design
— —r—
Select the Oldies e I e e T 5 T Reaa | 1
The goal in this next step is to create an Update Vor o B e et U Gt G (0 | | Db R, R \
Query that will mark all of the Movies released — L1 - i —— \
before 1990 as "Archived." The best place to startis ' “oes e = 2 \
to make a Select Query and see fif it finds the right Tk _
Movies. When it works we'll save the Select Query = =y
as an Update Query. e e

1. Try it: Create a Select Query

Go to Create ->Queries ->Query Design. =
You will be prompted by the Show Table. Select a Gurin
Table: tbIMovies. .
Click Add and Close the Show/Table Window.

R

Try This, Too: Add Fields

Add these Fields to the QBE Grid:

MovielD, Movie, Year, Archived, Rating, Genre,
Stars and RentalPricelD.

Yep, And This: Add a Criteria
Select a Field: Year.
Enter a Criteria: <1990

When you Run this Query you should find 73 Field: | MovielD Movie Year Archived
movies that have this Criteria. Table: |tbiMovies tbiMovies tbiMaovies tbiMovies
Keep going... sort
Shows:
Criteria: <1990
on

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Record: Update Records With an Action Query
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e % B VL — v 3 %
Update the Oldies N N e e+ e R
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A Bt £ e . oot e P
Puumam

The same Query that selected the Movies can be o e
changed into an Action Query and Update the -
Archive Field to "Yes." Here are the steps.

g

Before You Begin: Change the View : : | —
Go to Home->Views-View->Design View. .

2. Try it: Create an Update Query
Go to Query Tools ->Design->Query Type. "
Select a Query Type: Update. -

1 E R

What Do You See? There will be a new Row in
the QBE grid: Update to.

Try This, Too: Enter the Update Value
Go to a Field: Archived.
Update to: Yes.

Better Do This, Now: Save the Query
Go to File->Save.

Enter a name: ArchiveMovieUQ,
where UQ means Update Query.

Keep going... Field: | MavielD Movie Year Archived
Table: |thiMavies thiMovies thiMovies thiMovies
Update To: Yes
Criteria: <1990
on:

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Record: Update Records With an Action Query
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r
o::“ Query Tools ->Design->Results-> Run
LI ‘ oy e Vi
Run the Update Query -;— 1T S BRI b |0 (T [, B
An Update Query is an Action Query. When you rUn — we s e e serems s it e 7 e g~ -

the Update Query, you will be notified that this P - et bty

Yhiact & - s |3

Action will change the Records and that there is No ' #reess bl
UNDO.

P

3. Try it: Run the Update Query
Go to Query Tools ->Design->Results-> Run.

R e

A ot a1, o o B e b e D O
A4 e e i = P S

What Do You See? This Query will update 73 Rows
in tbIMovies. That number matches the one we saw

-

when we tested the Query as a Select Query. Click
Yes to Run the Update.

Trust But Verify: Confirm the Updated Rows
Go to All Access Objects->Table.
Open a Table: tbIMovies.

TLLLLEEL L Rl e

What Do You See, Now? Did the Update Query
change the Archived Field to Yes for the Movies
released before 19907

Please Close tbIMovies and return to the

ArchiveMovieUQ Query. You are about to update 73 row(s).

Are you sure you want to update these records?

|| Mo

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.3 Manage Record: Update Records With an Action Query
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T
O::° Query Tools ->Design->Query Type-> Make Table
OE S S
Copy to a New Table A R e
The Update Query, ArchiveMovieUQ, will also o | o W e G S e A

work as another type of Action Query: A Make L —
Table Query. The Make Table Query selects the PG Mg W .

Records that match the Criteria and copies those T P s =]
Records into a new Table. =g e P e
4. Try it: Create a Make Table Query %mm

The ArchiveMovieUQ Query is still open. Sl

Go to Query Tools ->Design->Query Type. Eaamien

Select a Query Type: Make Table.

Vst victs +

What Do You See? You will be prompted to name
the new Table.

Enter the Table Name: tblArchiveMovies.

Click OK to Run the Make Table Query.

|
H
;f
i;i

e
e B

s haeRiRsRiIfippedenaa

Do This, Now: Save the Make Table Query
Go to File->Save Object As. M s
Enter the name: ArchiveMovieMT,

where MT means this is a Make Table Query. Make New Table

Table Name: |tb|.ﬁ.rd'1iuel'v1uuies

Keep going... (@) Current Database

. . () Another Database:
Memo to Self: By default, this new Table will be

File Marme:; |

made in the Current Database.

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.2 Modify a Query: Rename Queries
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Review the Data
Did all of the Records get copied to the new Table
when we ran the Make Table Query?

5. Try it: Review the Data
Go to All Access Objects->Tables.
Open a Table: tblArchivedMovies.

What Do You See? There should be 73 Records in
tblArchivedMovies.

Close tblArchivedMovies.

OK. Save and Close ArchiveMovieMT.

Little Summary: There are two Queries that can be
modified and reused for archiving.

ArchiveMovieUQ: This Query uses a Criteria to
Filter the Records by Year. It is an Update Query
that will change the Archived Field to "Yes" for all of
the selected Records.

ArchiveMovieMT: This Query uses the same
Criteria to Filter the Records by Year. The Records
that match the Criteria are copied into a Table
named tblArchivedMovies.

Query Tools ->Design->Query Type-> Make Table

- 2] o B Wbty
b’ d el |
v 3 o T
'.. .' Lo - w1
= i

1 &6 & E S E K

=5 switchboard | =1 tblArchiveMovies ',

=

LL L L L

MovielD - Movie

16 Agency (1980)

26 Altered States (1980)
27 Amateur, The (1981)

28 Ambassador, The (1984)

34 Angel Heart (1987)

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Run Action Queries (Make Table)
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E Absolute Beginners [1986)
9 Accidental Tourist (1988)

32 Amityville 1l: The Possession [1982)
33 Among the Cinders (1983)

39 Anna to the Infinite Power (1983)

Year

-

1986
1988
1980
1980
1981
1984
1982
19383
1987
19383

Archived
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Ong Create->Queries->Query Design
3 The LaSt ACtion Query gy I“‘__"'_’-“ +;' f" -;-}”—“ _, *— — = Panrs T |
A Delete Query does exactly what the name spells e |t s et e ROt | o | i | Kot | 2 0 B

out: It deletes data. As mentioned earlier, deleting
data is not the best practice for a database
administrator. However, this option may be better than
marking bad records as archived.

The following example will use a copy of the Movie
Table to test the Delete Query.

1. Try it: Create a New Query

Go to Create ->Queries ->Query Design.
You will be prompted by the Show Table.
Select a Table: Copy of thIMovies 04-16-2014.
Click Add and Close the Show/Table Window.

Try This, Too: Add Fields
Add these Fields to the QBE Grid: MovielD, Movie,
Year, Rating, Genre, Stars and RentalPricelD.

And Try This: Add a Criteria
Select a Field: Year.
Enter a Criteria: <1990

Do This, Now: Run the Select Query
Did this Query select 73 Records? Field: | MovielD Movie

Year
Table: | Copy of tbiMovies 04-16-2014 | Copy of tbiMovies 04-16-2014 | Copy of thiMovies 04-16-2014
Delete: | Where Where Where
Criteria: <1990
or:

Exam 77-424: Microsoft Access 2013
3.0 Create Queries
3.1 Create a Query: Create Delete Queries
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Run the Delete Query

So the Select Query works. Now, you can change it
into a Delete Query.

Before You Begin: Change the View
Go to Home ->Views->View.
Select a View: Design View.

2. Try it: Create a Delete Query
Go to Query Tools ->Design->Query Type.
Select a Query Type: Delete.

Try This, Too: Run the Delete Query
Go to Query Tools ->Design->Results-> Run.

What Do You See? You will be prompted that you
are about to delete 73 Rows. You are also reminded
that there is no UNDO. This is permanent data
heaven.

Click Yes to delete the data from the Copy of
tbiMovies 4-16-2014, Table.

So, let's go see what's left in this Table.

Query Tools ->Design->Query Type->Delete

B E S & A VR - g
I oo cnan dveepata  Daabd Voo | el s vty + )
B! |ar@+ « DO |10 T (I % e
| ! ! 1 . 2 ¥
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Wew  Ben e Make Appesd Updeie Crovieh Bulie - Vo _h Pusmatm -
- n B, Dl i | I ke
ande shia
avam (it Yo crety St P—
All Access Obpeqts & = |5 B0 )SF Se
— # i o DA, - 1 3004
Tabden 1 [z
s 0 i
T . [
- cdeme i
— Raemy
v ety
3 e
== u
| — Yo 0 st . i T e e g e Ao
- B e i e a1 v 1 i e b v g chann
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You are about to delete 73 row(s) from the specified table.

Onece you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to delete the selected records?

| Show Help == |

Exam 77-424: Microsoft Access 2013
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3.1 Create a Query: Create Delete Queries
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Review the Data

3. Try it: Review the Data

Go to All Access Objects->Tables.

Open a Table:Copy of tbIMovies 4-16-2014.

Try This, Too: Sort the Records
Select a Field: Year.
Go to Home ->Sort & Filter->Ascending.

What Do You See? There were 420 Records in
Copy of thIMovies 4-16-2014. The Delete Query
deleted 73 movies, leaving 347.

Well, for what it is worth, the movies were
effectively deleted as promised.
Close the Copy of the Movies Table.

Do This, Now: Save the Delete Query
Go to File->Save.

Enter a name: DeleteArchiveMoviesDQ.
Close the Delete Query.

Home ->Sort & Filter->Ascending

b gy el | ol R e —
: R “"’“‘,;,;...;,m;:m.m' i - L 3
- |E Switchboard | =1 Copy of thiMovies 04-16- 2014"-..,_.
_ -' MovielD - Movie ~ | Year ~f | Rating -
3 v & 182 Hunt for Red October, The (1990) h990 PG
E: - 85 Dances with Wolves (1990) 1990 PG13
oevie. 359 Total Recall (1990) 1990 R
i 283 Postcards from the Edge (1990) 1990 R
m 309 Scent of a Woman [1992) 1992 PG13
119 Fatale {1992) 1992
208 Last of the Mohicans, The {1992) 1392 R
298 River Runs Through It, A {1992) 1992 PG
15 Aladdin {1992) 1992 G

Record: M 1of347 | F Mk Mo Filter | [Search

Exam 77-424: Microsoft Access 2013
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Summary

This discussion began by importing the new movies into
the Movie Table and checking for duplicates.

We also created several Action Queries to simplify the
task of archiving the old movies. The steps included
adding new Fields to the Movie Table: Archived, Status
and and Memo. We also added those Fields to the
Movies Form.

The Action Queries included:
An Update Query, ArchiveMovieUQ to UPDATE the
Archive Field to Yes for the old movies.

A Make Table Query, ArchiveMovieMT, to copy the
Archived Records into a new Table: tblArchiveMovies.

Two new Action Queries to Test the Data:
Find duplicates for tbIMoviesSQ
ArchiveMovieMT

Now that was a very good lesson. You done good!
Go get the cookies!
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You are about to update 73 row(s).

Onece you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to update these records?

=

Yes Mo




Practice Activities

Lesson 10: Strategies for Archiving
Try This: Do the following steps
1. Open your Brown Bag Lunch database

Or, you may download BBL Adv ver10.accdb

2. Edit the Products Table, tbIProducts, in Design View. Add the
following Fields:

Field Name: Discontinued, Data Type: Yes/No

Field Name: Reason, Data Type: Memo

Save the changes and close the Table.

3. Create a Select Query in Design View. Select tbIProducts as
the Record Source. Add all of the Fields to the QBE Grid. Run
the Query to test it. Return to the Design View.

4. Add a Criteria to the Type Field: “Snacks” Run the Query to
test it. Return to the Design View.

5. Change this Select Query to an Update Query.
Update Discontinued to Yes.

Update Memo to: "Not interested in this product."
6. Save the Query as ProductDiscontinedUQ.

7. Run the ProductDiscontinuedUQ Update Query and confirm
that the data in the Products Table was changed.

8. Close the Update Query.
9. Close the Brown Bag Lunch database.

Test Yourself

1. Which are options for importing External
Data? (Give all correct answers.)

A. Import into a new Table

B. Link to an external Table

C. Append (add) Records to a Table

Tip: Advanced Access, page 282

2. Access has a Query specifically for finding

duplicate records.

A. True

B. False

Tip: Advanced Access, page 286

3. Which of the following is true about
Records? (Give all correct answers.)

A. Deleting is not recommended because it
removes a Primary Key number

B. Preferred method of removing Records is
to Archive it

Tip: Advanced Access, page 290

Microsoft Access 2013 Advanced Page 308 of 347

4. Which of the following is true about a
Multi-Value Field?

(Give all correct answers.)

A. Lets users select more than one answer
B. The creator types a list of values to be
chosen from

C. Users can be allowed to add new items
to the list

D. Users are always limited to the items in
the list

Tip: Advanced Access, page 294, 295

5. Which of the following is true about the
Memo Field?

A. It can only hold 40 characters

B. It can hold 2 GB of data

C. Users can only add to the existing data
D. Users can be allowed to delete the
existing data

E. When the Memo is set to Append only,
users can add to but cannot delete existing
data

Tip: Advanced Access, page 296
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Access 2013: The Administrator

Talre

TWo The Performance Network

Advanced Access Objectives
In this lesson, you will learn how to:

1. Split an Access database into two databases-
Tables and User Interface-to deploy the
database in a multi-user network.

2. Link the two databases and refresh the links
with the Linked Table Manager.

3. Manage the Access Environment and set the
Access Options for the General, Datasheet,
Object Designers, Client Settings, and the Quick
Access Toolbar.

4. Open a database Exclusively and Encrypt it
with a Password.

5. Compact and Repair a database.

© 2014 Comma Productions, LLC
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Lesson 11 : The Performance Network

1. Readings
Read Lesson 11 in the Advanced Access
guide, page 309-342.

Project
Split a database into two databases and link
them together.

Downloads
FrontRowVideo Adv11.accdb
BBL Adv ver10.accdb

2. Practice
Do the Practice Activity on page 343.

3. Assessment
Review the Test questions on page 344.

Get External Data Ribbon

e []3 Text File 5* ; E U TEAccess
@ L
) EE? @ﬂ' ET B2 XML File “'1" "’m = * Ef Word Merge
Saved Linked Table Excel Access ODBC Saved Excel Ted XML PDF  Email -
Imports  Manager Database s More~ Expaorts File File orXPS "4 More -
Import & Link Export
2] 1)
Database Tools Ribbon
W i;ij EI D/D F [ Database Documenter - I_a
i _ - ) = _ e 13 Analyze Performance Dj‘_
Compactand | Visual Run | Relationships Object Access SharePoint
Repair Database | Basic Macro Dependencies 08 Analyze Table Database
Macro Analyze MMove Data

Tools Relationships
6 5

Menu Maps

From the Get External Data Ribbon

1. Get External Data ->Import and Link->Access, pg 322
2. Import and Link->Linked Table Manager, pg 325

From the Database Tools Ribbon.

3. Database Tools ->Move Data->Access Database, pg 326
4. Database Tools->Analyze->Database Documenter, pg 336
5. Database Tools ->Relationships->Relationships, pg 338

6. Database Tools->Tools->Compact and Repair, pg 341
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3
More Menu Maps
From the File Menus
File->Options, pg 329
File ->Open->0Open Exclusively, pg 334
File ->Info->Encrypt with Password, pg
335




Standing Room Only

The Mighty Access database you have been programming is alllimost ready to be released to Real Users. This database works well on one
computer. However, the Front Row Video store has several Point of Sale (POS) computers so that many customers can pay quickly. Is there a way

that all of the POS computers can share the same database? Yes!

Microsoft Office Access: Example of the Linked Tables

_ HORA iR (TR BATA  EWARNA O [FEELTH

- - ] = — i T e T amaanary L

= a ¥

il I ~ - T == ]

1 - o = e Prtermara s A By
Compaiod  Vossl Bon  Nrimioeabge  Clpnd — . Licew Vhabord  Bdd
Bapan Distersy | Basx Ml rperdemgy | S5 Aok Rais A .-

T

a Front Row Video

=[] Copy of tbiMovies 04-16-2014 (C:\UsersieBeth\Documentsi\FrontRowVideo Adv11EAN_be.a
=[] tblarchiveMovies (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

+[] tbiCustomers (C:\Users\eBeth\Documentsi\FrontRowVideo Adv11EAN_be accdb)

=[] tbiGenre (C:\Users\eBeth\Documents\FrontRow\Video Adv11EAN_be.accdb)

%] tbiMovieRented (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

: %] tblMovies (C:AUsers\eBeth\Documents\FrontRowVideo Advi1EAN_be.accdb)

%] tblMovieSearch (C:\Users\eBeth\Documents\FrontRow\Video Adv11EAN_be.accdb)

%] tblRating (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

%] tblReceipt (C:\Users\eBeth\Documentsi\FrontRowVideo Adv11EAN_be.accdb)

%] tblRentalPrices (C:AUsers\eBeth\Documents\FrontRowVideo Adv11EAN_be accdb)
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Microsoft Access can support hundreds of Users
in many locations. Access has record locking so
that two Users don't accidently edit the same
record at the same time.

This lesson looks at ways to split the database
into two databases: One with the Tables and the
other with everything else.

First, we'll analyze the Tables and discuss the
options. Then, we'll optimize the database for
performance in a multiuser network.

Finally, we'll look at the database security and
maintenance.
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The Performance Network
Running a database over a network brings up the
question of speed and implementation. Previous
versions of Microsoft Access (97-2003) were very
slow on a LAN. How slow? In some offices, it
would take up to 45 seconds for a report to come
up in print preview.

What is the slowest part of the database?
Forms and reports. The forms are slow because
they are big fat elephants stomping on the
network. Forms and Reports make up 90% of the
size of a database. In a 20 MB database, the
Tables use only use 1 or 2 MB.

A new database structure

Microsoft Access is built on the XML source code.
XML means Extended Markup Language. It is an
Internet programming language. As a result of the
new file structure, Microsoft Access 2007, 2010
and 2013 databases are much, much smaller and
more responsive than older databases.
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Front Row Video
Receipt 1
4/7/2014

Deeter Poohbah
123 Main Street
Brighton, M1 48116

Mo of Movies 5

Total Due 51750
Movies Rented

Harry Potter and the §3.50
Deathly Hallows:
Fart 2 (2011)

3-Day Rental
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Example of a database that has been split into two files: Data and Forms

LI . - "
R T PR
. .

! - - T
[ o, gt ]

Database Optimization

If you separate the Forms from the Tables you can :..': i ...,221 I watmpuliFEC S
work with the elephants on the workstation, and link to [ -

the Tables on the server. This is one more step in

Normalizing the database. a Fropifaue 6 mm—

When you began with the Table definitions, you v = M ki & -
separated like with like. Each Table was a unique W O }

collection. The Movie Table contains movie data, not — n HE ﬂ:
customer phone numbers. 8 Gty

& Cranicas e Frartbammiv o bretbirisis
P [rEarny el Frayeny e
ool

A O

Havipelms Pare

The goal is to create two databases that are linked _—
together. One database will contain nothing but E ﬂ H- ﬂ
Tables. This database will be placed on the Server. e

The other database will have everything but the tables.
This can be your user's application and it can run on
their own hard drive.

Where should you put the Tables?

The best location would be a Server. All of the
computers would connect to the Server to run the
database. The Server’s job is network storage, backups,
and user management, so your database would be in
good hands.

FRFORMS.accdb FRDATA.accdb
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Why Split the Database?

Performance is one reason for splitting a database.
The Forms and Reports run locally. Hence, the only
information that passes across the network is the
data.

Archiving is very useful if you want to filter and

backup old Records. Splitting the database is not the

same as archiving, or moving old Records into
another database. One method for archiving records
was discussed in the previous lesson.

There are several steps required to split a database
into Linked Table. We'll begin by creating a Backup
Copy of the database.

In the first example we'll split the database by hand

and consider the options. The Tables will be Linked as
External Data, so we'll use the Linked Table Manager.

We'll review the Database Splitter, an automated
process that's available in Access.

Finally, we'll prepare to release the database. We'll set

the Security and print out the Database
Documentation. So, that's about it.

Microsoft Office Access: Example of a database with Linked Tables

- %]

duudddagl e

i e b e b

AL L ER R L.y
L T

¢ 4] Copy of tbiMovies 04-16-2014 (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.a
4[] tblarchiveMovies (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be accdb)

4[] thiCustomers (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

+[] thiGenre (C\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

] tbiMovieRented (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be. accdb)

+] tbiMovies (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

%] tbiMovieSearch (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

+[] tbiRating (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

%] tbiReceipt (C:\Users\eBeth\Documentz\FrontRowVideo Adv11EAN_be.accdb)

+[] tbiRentalPricez (C:\Users\eBeth\Documentz\FrontRowVideo Adv11EAN_be.accdb)
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Start ->Microsoft Access 2013

[ v [—

:} Before You Begin MW o o s . i

Before You Begin: Open the Sample Database wre = e ted
Go to Start ->Microsoft Access 2013. — -] e e = lammaney -

Access will prompt you to open a database.
Select: FrontRowVideo Adv11.accdb

The sample file, FrontRowVideo Adv11.accdb, was
developed in the previous lesson. If you have been
following along in this book, you can continue with
your own database if you wish.

Front Row Video

Did You Notice? The final database has an updated
Switchboard Form. There is a Command Button for
every Form and Report that the User needs. You can Todav is :

add the buttons to your Switchboard Form if you wish. Vis | Sunday, April 27, 2014

Keep going... m [ Receipt ‘ l Print Receipt

Memo to Self: Databases need to Read and Write.
PI.II] CI.IUIiEE t:I.‘EI YEE”‘-

Click Enable Content if you see the Security
Warning.

Search the Movies Overdue Movies

Mavigation Pane

Exam 77-424: Microsoft Access 2013

Customers Customer Mames
1.0 Create and Manage a Database

1.3 Navigate Through a Database: View All Access Objects
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Make COPIES of the Database

Begin by making TWO copies of the database: One for
the Tables and another one for everything else. Here
are the steps.

Before You Begin: Copy the Database

Close and Save all Access Objects. If a Table, Form,
Query or Report is open, Access will close all open
objects before creating the Save As.

Go to File ->Save Database As.

Browse to your Documents folder.

Enter the name: FRFORMS,

Where FR means Front Row Video and FORMS
indicates that this database has the User Interface.
Click Save

And Try This: Create a Second Copy
Go to File ->Save Database As.
Browse to your Documents folder.
Enter the name: FRDATA.

Click Save

What Do You See? There should be two new
databases in your Documents folder.

File->Save Database As

C - e
have }'i.':-
. - Cutatans Fde Typen
Q] SenCaston PRT———— i -
| R——
oy e Object A & danen e [ EER—.

Save Database As

Database File Types

@ Access Database
Default database format.

IE' Access 2002-2003 Database
Save a copy that will be compatible with
Access 2002-2003.

(£l Access 2000 Database 4| Template

Save a copy that will be compatible with
Access 2000.

Save the current database as a database

template (ACCDT).
FRFORMS.accdb

FRDATA.accdb

File name: FRDATA.accdb|

Save as type: | Microsoft Access Database (*.accdb)

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.5 Print and Export a Database: Save Databases to External Locations
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All Access Objects

. - ) : -8 Switchboar‘r;'"x 1
:} Review the FRDATA Database All Access Objects  © «||= S Lo

1. Try This: Review the Data Database Search R o
The FRDATA database is open. .

Tables &
The FRDATA database has the following: 2=z Copy of tbiMovies 04-16-2014
Ten Tables: Copy of tbIMovies 8-8-2012, tblArchivedMovies,
tblCustomers, tblGenre, tbIMovieRented, tbIMovies, B3 tblArchiveMovies
tbIMovieSearch, tbIRating, tbIReceipt and tbIRentalPrices. E ——

USTOmers
Sixteen Queries: ArchiveMovieMT, ArchiveMovieUQ, B3 tbiGenre Today is l Wed
CustomerHomePhoneSQ, CustomerNameSQ, _
DeleteArchiveMovieDQ, Find duplicate for tbhiMoviesSQ, EH tbIMovieRented g
MovieRentalPriceUQ, MoviesByYearSQ, MovieSearchSQ, Recceipt
MovieSQ, RatingSearchSQ, ReceiptSQ, rptMovieRentedSQ, EH tbIMovies
rptOverdueSQ and rptReceiptSQ. B tbiMovieSearch
Eight Forms: Customers, Movies, MoviesRentedSubform, £ thiRating
MoviesByRatingChart, MovieSearch, MovieSearchSubform,
Receipt and MoviesRentedSubform. B3 tbiReceipt - e
2arc e Movies

Six Reports: Customer Name. Movies by Genre, Movies by EH tbiRentalPrices |
Year, rptReceipt-POS, rptOverdue and rptReceipt-POS. Queries 3

E? ArchiveMovieUQ SR
One Macro: OpenSearchMovie @

R CustomerHomePhoneSQ
We will delete everything BUT the Tables. @ i & 5Q

Aot ustomermMame

¥  DeleteArchiveMoviesDQ

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: View All Access Objects
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Delete Everything But the Tables
2. Try This: Delete the Access Objects

Go to All Access Objects ->Forms.

Delete a Form: Customer.

What Do You See? You will be prompted that this
action is permanent: There is no Undo.
Click OK to delete the Form.

Try This: Delete Everything by the Tables
Select and delete the following:

8 Forms

16 Queries

6 Reports

1 Macro

Keep going...

Memo to Self: You have to close the Switchboard Form

before you can delete it.

The Computer Mama sez: Remember, this is a COPY

of the original database!

All Access Objects ->Forms

L 2 u o R Wt

R R —— —
1= K, Gt v T [k - p 3 H o Baglarn . .

ra 5 Mk ted

:ﬁ:Ar-:.‘-\':;::-l:-‘;v-,\ I- . 1—--;«:, s e - Pesmatny 2
: : Q Front Row Video

L (A e A L TIRASSS, AL P BT | R, -
el T L T e o
L L)

] Illiuuidddﬂiﬂd‘h*%'ﬁ\h “

Do you want to permanently delete the form "Customers?

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

|| Mo

Exam 77-424: Microsoft Access 2013

4.0 Create Forms

4.1 Create a Form: Delete Forms
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Tak, : :
)",vo"' File ->Options ->Current Database
-1 G -
Just Tables, Nothing Else e . = :
The Switchboard Form was programmed to . o ) i S—
open when the database is launched. o |3 e
However, the Switchboard Form has been e e e, | e -
deleted. Please edit the Access Options. st - Er—
- P — [ -
3. Try it: Edit the Access Options = st T ||
Go to File-Options->Current Database.  — - e
Display Form: none. o _ 8 Sty S
Click OK. - P
a. e ——
Done and Done, ::’-::::tmmm-mm
Close the FRDATA database. It is ready. i ey

Options for the current database.

l Application Options

Application Title: | Front Row Video

Application |con: ‘

Use as Form and Report lcon

Display Form: u

Web Display Form: (none)
Display Status Ba Switchboard

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.3 Navigate Through a Database: Set a Form as the Startup Option
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3
J",,v:" All Access Objects->Tables
[ =Y * ¥ N rem. *
Prepare the Forms Database P S [T i i ]
We just created and reviewed the Data database that tes s el ol o EFtsel PYT" w
only has Tables. The next step is to prepare the Forms Vo | Cwwed s s et Famany 4
database. e

The FRFORMS database has everything the User works
with: Forms, Queries, Reports and Macros. The Forms
database will be installed on the User's computer so it will
run very quickly. The Tables will be deleted and then this
database will be LINKED to the FRDATA database.

4. Try it: Open the Forms Database

Go to Start -> Microsoft Access 2013.

Access will prompt you to open a database.

Select: FRFORMS.accb. If there is a security banner,
please Enable the database.

Try This, Too: Delete the Tables
Go to All Access Objects->Tables.
Delete the Tables.

Better keep going...

Do you want to delete the table ‘tblCustomers'? Deleting this object will remowe it from all groups.

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

| | Mo | | Help

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Delete Tables
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e All Access Objects->Tables

- =] Eooa W P .
Delete the Relationships o ke | Y N B [ [ e Eres | gy e R
5 What Do You See? The Tables are linked om i = Tt Tl :
to one another by the Key Data. You will be e e — i ooy = 5
asked to delete the relationships before you Al Acgess Dlbgects = *

can delete the Tables. ‘1;_‘,;; 2 a Front Row Video

wyecrandey, hpnl 36, Hid

Click Yes. Keep going...

fHEEEBE

I

i You can't delete the table "tblCustomers’ until its relationships to other tables have been deleted.

Do you want Front Row Video to delete the relationships now?

|| Mo

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.2 Manage Relationships and Keys: Create and Modify Relationships
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Get External Data ->Import and Link->Access

Get External Data

The Forms database needs to link to the Tables in the
Data database. (Nothing works without the Tables!)
The data is imported as External Data.

Select the wource and Seviiration of the ks

T T 0 T e P Tl

R oy b e S 3o [

6. Try it: Get External Data
Go to Get External Data ->Import and Link.
Click on: Access. e

Select the source and destination of the data

ray Pare arl e e maed e sheet Dt daila 1 oy s red sk

ot s, s, s, prperbs, s, el s, ke B e ks ns:

What Do You See? The Get External Data Wizard
will prompt you to Browse to the folder that has the

FRDATA database and select it.
Specify the source of the definition of the objects.

Try This, Too: Select a Destination

Specify: Link to the data source by creating a linked Eile name: | c\Users\eBeth\Documents\FRDATA.accdb
table.

Click OK. E
‘ Specify how and where you want to store the data in the current database.
Keep going...
'Z::Z' Import tables, queries, forms, reports, macros, and modules into the current database.
If the specified object does not exist, Access will create it. If the specified object already exists,

number to the name of the imported object. Changes made to source objects (including data
reflected in the current database.

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

Access will create a table that will maintain a link to the source data. Changes made to the da
in the source and vice versa. NOTE: If the source database requires a password, the unencryp
with the linked table.

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Create Linked Tables from External Sources (Access)
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Select and Link the Tables

7. Try it: Link Tables

The Wizard will list the Tables in the FRDATA
database. You can select one, some or all
depending on the purpose of the application. For
instance, the Receipt Tables could be linked to a
different financial reports database. In our
example we want all of them.

Click Select All.
Click OK.

Keep going...

Get External Data ->Import and Link->Access

g JONC pat R Vi
I oo cnan v oata Bl T

e Cony s O — I LU o B - T - M- - W TR TR

r N GO B g 9 S0 G0 G GE &

- e e toe g g o

oty Ll e

e b e

Al Acpess Dbaegts & = s

o, 8

Chatrvin ]

orvms ¥

g

s it + )

tblArchiveMovies
tbiCustomers
tblGenre
tbiMavieRented
tbiMovies
tbiMavieSearch
tbiRating
tbiReceipt
tbiRentalPrices

Exam 77-424: Microsoft Access 2013

2.0 Build Tables
2.1 Create a Table: Create Linked Tables from External Sources (Access)

Microsoft Access 2013 Advanced Page 323 of 347




Hello, Linked Tables!

The Linked Tables have a different icon than the
Tables that were created in this Database.

8. Try it: Review the Linked Tables
Go to All Access Objects->Tables.
Open any Table and review the data.

These are "live" connections. Whatever you edit in
a Form will change the information in these linked
Tables.

Each Point of Sale computer in the Front Row
Video Store would have a copy of the User
interface (Forms, Queries and Reports),
FRFORMS.accdb.

All of the FRFORMS databases are linked to the
same Tables: FRDATA.accdb.

This works!!

Get External Data ->Import and Link->Access

[ T ] il Foagar s Wbt

B v o e bwiaads o
= g m m =g | = _
r N GOy B g 9 LG GE G -
Towed Loiod Pably Dol Aeoess OOBC tarrd =
—phy  Ionope P | T i

Al Access Dbyects & = B ey

il
Ei

— g Front Row Video

wWetraudey, Apr

Lt

All Access Objects @ «

3
-
am
-
s

3
s

iy

Forems Search.. ya
o

Tables =

*E Copy of tbiMovies 04-16-2014

*E] tblArchiveMovies

*E tblCustomers

*E tblGenre

*E tblMovieRented

*E tblMovies

*E tblMovieSearch

*E tblRating

*E tblReceipt

*E tblRentalPrices

Exam 77-424: Microsoft Access 2013
2.0 Build Tables

2.1 Create a Table: Create Linked Tables from External Sources (Access)
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Search the Movies




7,
7',,9:"’ Get External Data ->Import and Link->Linked Table Manager
@ e Il o s s x
Linked Table Manager e b R

What happens to the Linked Tables if the FRDATA
database is moved to a different server? Microsoft
Access has a way to refresh the links: the Linked
Table Manager.

o S T

Rageey fde Mde oW B 9

Al Acpess Dhgepis = =
S

9. Try it: Manage the Linked Tables
Go to Get External Data ->Import and Link.
Select Linked Table Manager.

?ul.'l.l'lilil]t]fldﬁ;‘

What Do You See? The Linked Table Manager lists *

the Tables that are linked to this database. e

i
i

i

v M=) Copy of tbiMovies 04-16-2014  (C\Userg\eBeth\Documents\FROATA accdb)
v ] telarchiveMoviez (C:\Users\eBeth\Documents\FROATA acedb)

v «[] teiCustomers (C:\Uszers\eBeth\Documents\FROATA accdb)

v ] tkiGenre (CUsers\eBeth\Documents\FROATA accdb)

v +[] tkiMovieRented (C:\Users\eBeth\Documents\FROATA accdb)

v ] tkiMovies (C)\lsers\eBeth\Documents\FROATA accdb)

v ] tkiMovieSearch (C:\UsersieBeth\Documents\FROATA accdb)

v «[] tkiRating (CUsers\eBeth\Documents\FROATA accdb)

v ] tkiReceipt (C:\Users\eBeth\Documents\FRDATA accdb)

v ] tkiRentalPrices (C:\Users\eBeth\Documents\FRDATA accdb)

Try This, Too: Prompt for a New Location
When you select this option, Access will bring up a
Browser window so that you can seek the new
location. Select the FRDATA database.

Click OK. The Linked Table Manager will confirm l
that the linked Tables were successfully refreshed.
Close the Linked Table Manager.

[ | Always prompt for new location

Exam 77-424: Microsoft Access 2013
2.0 Build Tables
2.1 Create a Table: Create Linked Tables from External Sources (Linked Table Manager)
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Database Tools ->Move Data->Access Database

BE

:} The Database Splitter e =
Microsoft Access has a database tool that will :).:. - ..-:‘ """"’“,.,;“',:f',,, — = o ::"
accomplish the same steps that we just . - - — = 1
completed, manually. T —

—g Front Row Video

Now that you know the process and the end
results, you can try the Wizard if you wish.

To W Ry N R i At et B
e ﬂm—‘_ h-:ﬂ_-— -‘-"P-'I‘__.h

‘il s ey s  ispraping e,

1. Try it: Split a Database

Open a COPY of the sample database,
FrontRowVideo Adv11.accdb. This one has all
of the tables, queries, forms and reports.

U e ot el s s

oyt —y

o e

Warvigatias Pass

Go to Database Tools-> Move Data.
Select Access Database.

What Do You See? The Database Splitter
Wizard will open with an administrative warning
about the security on your Tables.

Click on Split Database.

Keep going... "";T ﬂ D! D/g IE E—,; Database Docurnenter A= IEE ﬁ"

] ) ) . <™ Analyze Performance )
Compact and Visual Run Relationships Object - Access  SharePoint | Add-
Repair Database | Basic Macro Dependencies | O Analyze Table Database ins~
Tools Macro Relationships Analyze Move Data Add-Ins

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.4 Protect and Maintain a Database: Split Databases
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r
3,
?,Vk'i’ Database Tools ->Move Data->Access Database
B E i e ‘
Database Splitter Options - B o8 B |se——— i o gl o
2. Try This: Save the Splits oot Vot o b St | DT st a6
The Wizard will prompt you to browse to a folder . i - B B 2
and select a location to save your new databases.

Click on Split.

The Database Splitter Wizard will confirm when
the process is done.

So....what happened?

Marvigat s Parw

The original database, FrontRowVideo
Adv11.accdb, now has linked Tables. The
FrontRowVideo Adv11_be.accdb is a separate
database. It has all of the Tables. only Tables.

Keep going... e

File name: | FrontRowVideo Adv11EAN_be.accdb

Save as type: | Microsoft Access 2007 - 2013 Databases (*.accdb)

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.4 Protect and Maintain a Database: Split Databases
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Database Splitter Results

The Database Splitter created a new database just for
the Tables. The Forms, Queries, Reports and Macros
are still in the database you opened.

The linked Tables were saved to a new database.

3. Try it: Review the Linked Tables
FrontRowVideo11.accb. is still open.
Go to External Data ->Import and Link.
Click on Linked Table Manager.

What Do You See? Review the location for the linked
Tables. In this example, the Tables can be found in
FrontRowVideo11_be.acch. Access appended "_be"
to the name of the Tables database when it was
saved.

Click Cancel to close the Linked Table Manager.

External Data ->Import and Link->Linked Table Manager

e :

Bl < csan ovesons st P
B 5 wmep 07 ga. # @GS ST

v T el <

ddddddgl e

by IR SRS fdddd

T e ot R U ST
L e b L S LEDR S
o € Vil e 1 1A il

i

.

gy e b e

=] Copy of tbiMovies 04-16-2014 (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.g
<[] telarchiveMovies (C\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

%] teiCustomers (C:AUsers\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

] tkiGenre (Ch\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be accdb)

] tbiMovieRented (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

] thiMovies (C\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be accdb)

] tbiMovieSearch (C:\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

+[] tkiRating (C\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be accdb)

] thiReceipt (C\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

+] tkiRentalPrices (C\Users\eBeth\Documents\FrontRowVideo Adv11EAN_be.accdb)

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
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File->Options->General

:} Access Options: General = L e EW —

g Gmneral optons for worting with Aot
-

Our Access database has Options.
These Options include:
General

Current Database
Datasheet

Object Designers
Proofing

Language

Customize Ribbon
Quick Access Toolbar
Add-Ins

Trust Center

NP ——
o st Lovw Forvas
e Tyl b Sasturt draa gl e T
W] o oo b o e
THobm Pt 7 WPy B R

Ot i Pt b Bk Dbt i 2907 - 2011
T b et i L Ll Do crmareste. [ S

i s et srde Grmans - Lmgacy -

Fevsraier o oy sl Bs st ] 1970

E;O' General options for working with Access.

1. Try it: Review the Access Options User Interface options

Go to File-> Options->General )
Enable Live Preview (i)

What Do You See? The General options include
options for the User Interface. There are also
options for Creating Databases. You can specify
the default file type and location for a new Access
database as well.

ScreenTip style: | Show feature descriptions in ScreenTips W

Show shortcut keys in ScreenTips

[ ] Disable hardware graphics acceleration

Keep going... Creating databases

Default file format for Blank Database: | Access 2007 - 2013 | w
Default database folder: Ch\Users\eBeth\Documents,

Mew database sort order: General - Legacy

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.4 Protect and Maintain a Database: Access Options
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Options: Datasheet
2. Try it: Review the Access Options
Go to File-> Options->Datasheet.

What Do You See? The Datasheet options
include Gridlines and Cell effects.

You can also select the Default font size, weight
(Normal or Bold) and whether it is underlined or
italic.

Keep going...

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.4 Protect and Maintain a Database: Access Options (Datasheet)

File->Options->Datasheet

g

Bl e o e
& T gror &
Yo Uk Pl st Acome. 08
mperty s Teena
. | o e 1 B
S Fror|

ol ol ol ¥

B s |
General

Current Database
Datasheet

Object Designers
Proofing

Language

Client Settings
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center
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[% Customize the way datasheets look

Gridlines and cell effects

Default gridlines showing
Horizontal

Vertical
Default cell effect

(® Flat

() Raised

() Sunken

Default column width: | 1"

Default font

Size: u
weight

[] Underline
[] Italic



L
4
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T
i
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ke

Options: Object Designers

While you were designing this database, Microsoft

Access proofed your queries and reviewed your -| b Recen— e
code. Where does Access keep those settings? ———— R

a Fron

"

3. Try it: Enable Error Checking
Go to File->Options->Object Designers.

What Do You See? At the top of the Object
Designer list are the default specifications for
Tables, Queries, Forms and Reports.

Scroll to the bottom and you will find the Error
Checking shown on this page.

File->Options->Object Designers

[

o o

» O ger Qi 5
Toend Lnked Table eoel daorm  DOBC
gy ehsrager Teeeaa

Marvigal s Pasm

Casery dhruign

-
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b

Coploal prr ekl rm Ly el
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o | natee deltijis
T Bt
[
e 4w
R, e C mepsbibde ks (A 1]
Thar satsbanr
T

e

e b b

Dt it + )

® oty pmglenrd
A aecean

I B brepide M

Keep going...

Error checking in form and report design view

E Enable error checking
Check for unassociated label and control
Check for new unassociated labels
Check for keyboard shortcut errors
Check for invalid control properties

Check for common report errors

&

Error indicator color

Exam 77-424: Microsoft Access 2013
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File->Options->Client Settings->Advanced

i
L T T

Options: Client Settings e 5 os o] L R
You can program what Users can do with your do ettt e SO | Comtinn o
Microsoft Access database. Before sharing this mighty . S 4
database, you should review the options in the Client - A U b
Settings. These settings include: "o Fron - S
Editing = P “:“:;'z:
DlSplay . . . St st o o
Printing = o
General - el
Advanced 1 D G S
Default Theme i T
4. Try it: Edit the Advanced Options i o
Go to File->Options->Client Settings. ! et gt
Scroll down to Advanced. o
Advanced
Default open mode: Shared.
Shared allows many users to open the database. ] Open last used database when Access starts

Exclusive restricts the database to one user.
Default open mode
Default record locking: No locks. @ Shared
If you lock All Records, then the data cannot be .
updated, only reviewed. () Exclusive
Default record locking
Record-Level Locking @ No locks
By default, Microsoft Access locks the record =
someone is editing so that two users cannot change () All records

the same record at the same time. .
() Edited record

Open databases by using record-level locking

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.4 Protect and Maintain a Database: Access Options (Client Settings)
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File->Options->Quick Access Toolbar

:} Options: Quick Access Toolbar ™= = P s » M
The Quick Access Toolbar is at the top of the Access == o 1o s o | ii,,mm T Costoman e e Pt
database window. There are three tools built into the . , o -y RS : o ot et e = 5
Toolbar: Save, Undo and Redo. | o — g T
You can add any button if you wish, especially if you ? 3:%--
use it all the time. Here are the steps. 0 s [ ekt
5. Try it: Customize the Quick Access Toolbar . '_; E_“ T
Go to File->Options->Quick Access Toolbar. : A i &
What Do You See? You can choose from a list of i i
Popular Commands or select a button from any - kel
Ribbon including the Form, Report and Query Design e
Eéz??gzavy:eany(?;:ﬁ(‘je%zgomma”d’ it will appear E-E Customize the Quick Access Toolbar.
Click OK to close the Options Choose commands from: (0 Custormize Quick Access Toolbar ()
Popular Cornmands W For all documents (default)
Keep going...
<Separator> A K save
%l Ascending © Undo
i Close Database c* Redo
E Close Master View
Em Copy

X Cut

™ Datasheet View

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.4 Protect and Maintain a Database: Access Options (Quick Access Toolbar)
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File ->Open->Open Exclusive

File Level Security

Password Encryption and simple file level security
can be managed with the Microsoft Access
Database Tools.

Open

L Cormpules
[ — L Lo

Wl Frasben Nots DreDvivg

Cogoion = Pirm kden - -

This demonstration begins with a discussion on

. [] Compuie [ [JTRe— -
how to open the database exclusively so that you = u n u u
can set the security. R i T 3 3
e Tadloetiaien  Froafoatidsr  PIPORMEscol  PIDATAmo®

b Bmcans plect B AN s B ITLAN bamc
A el )

— i
- il

Tzt
B v Lk

1. Try This: Open the Database Exclusively
Go to File->Open.

Browse for any sample database.

Look for the Open button. It is in the bottom right
corner of the Browse window.

Fiir rarme Prorlioavides

Click the arrow on the Open button.
Select: Open Exclusive.

whWideo FrontRowVideo FrontRowVideo
accdb Adv10EAMN_Backu  AdvIEAM.accdb

O paaccdb .

W Microsoft Access (.accdb:™.me v

When the database opens, click to Enable the
database if there is a security banner.

Keep going, please...

Tools - Open |‘v Cancel

Open

Open Read-Only

Open Exclusive

Open Exclusive Read-Only

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.4 Protect and Maintain a Database 1.4.5 Encrypt Databases With a Password
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)
)h:o File ->Info->Encrypt with Password

Encrypt with a Password
2. Try it: Encrypt with a Password
Go to File ->Info->Encrypt with Password.

Info

_Jp
4
3

o AGHIEAN 2

* Compact & Repuaer

ir g, prvrrs ara e ks P prsileees Iy werey § rempad el e

What Do You See? You will be asked to enter a
password, then retype it to verify it.

gt
[ .

Ercrypl with Bas

Try This, Too: Remove the Password
Go to File ->Info->Decrypt Database.

) st o
FRE TR TP p—

This step will remove the password.

Password:
|tttttt |

Verify:

|tttttt

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
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)
w:“ Database Tools->Analyze->Database Documenter

L i ot B Wi
Document the Database -.1 “B 0| 08 R | R | o | g 1
Before you release any database into production, oot et b Gt | St St | 206
there's one more task that you should do: Document the = = e s R v,
database. '

aFront Row Video

Before You Begin: Open a COPY of the sample

database, FrontRowVideo Adv11.accdb. This one
has all of the Tables, Queries, Forms and Reports.

1, Try it: Database Documenter i
Go to Database Tools->Analyze.

Select Database Documenter. i
Go to Forms.

Select All Forms.

1= = i
Click on Options. (lower right corner) s oo All Object Types

Include for Forms: Code, Permissions Queries | Forms | B Rreports 72 Macos
Include for Controls: Nothing

| IRIcl=0customers

Click OK. to close the Options. ¥ EE WovieRentedSubfrom
Click OK, once again, to close the Documentor. v Movies

¥ EE] MovieSearch

¥ EE WovieSearchSubform
¥ B Receipt

¥ B8 switchboard

Keep going...

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
1.5 Print and Export a Database: Print Reports (Database Documenter)
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Database Tools->Analyze->Database Documenter

Review the Report -

2. Try it: Review the Report s Mg [ s e oy
These options will generate a small, manageable 1 -
report that prints out the Code and Permissions for the : R
Forms.

If you selected all of the objects, and all of the Code

documentation, the entire report would be about 200
pages long. And it would be complete!

Close the Print Preview.

Havigatios Pass

1
2
3
a4
5
&
7
B
9

11

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database

VERSION 1.0 CLASS
BEGIN

MultiUse = -1 True
END
Attribute VB_Name = "Form_Customers”
Attribute VB_GlobalNameSpace = False
Attribute VB_Creatable = True
Attribute VB_PredeclaredId = True
Attribute VB_Exposed = False

Option Compare Database
vt
A

' GoHome_Click

Private Sub GoHome_Click()
On ErrorGoTo GoHome _Clidc_Err

DoC md OpenForm "Switchbeard”, acNormal, "", ™, , adiormal
DoC md Close acForm, "Customers”

1.5 Print and Export a Database: Print Reports (Database Documenter)
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The Relationship Report

You can generate a report of the Relationships
in your database.

3. Try it: Make a Relationship Report
Go to Database Tools ->Relationships.
Select Relationships.

The Relationship diagram should open.

Try This, Too: Make a Relationship Report
Click on Relationship Report.

Keeeep going...

Database Tools ->Relationships->Relationships

B i Py ——; ——
B s cman e ate Dt TG

M - 7T g T

3 W, Tl Lyt

ol T r—
- e Ve -
T P——— =

[ WP T Tk BB Mg

[—

" ;
e B | starae || M T oo =

Oy |} Berged) | P—
P— L E ll:::_-'
= | =
(L .
| W1 A T i
i + —
: I:L; > Clear Layout | j == Hide Table
E:i' <h 2 Direct Relationships
it Relationship Report ow . .
Relationships pRep Table EEEAII Relationships
Tools Relationships

= Switchhnard"‘i == Relationships ,

Close

thiReceipt thiMovieRented
¥ ReceiptiD _IE ¥ MovieRented|D
CustomerlD ReceiptiD
DateRented CustomerlD
MovielD
DateRented

tblCustomers

% CustomerlD
FirstMame
LastMame
Address
City
State

Y

Exam 77-424: Microsoft Access 2013
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Relationship Tools ->Design->Tools->Relationship Report

Preview the Report e v 4

4. Try it: Preview the Relationship Report A | ey
Microsoft Access will create a Relationship report pugs s

and display it in Print Preview. -

When you close the Print Preview, you will see the e

Report Design Tools. You can edit the default text Cr—  CTo—

and formatting with the Print Preview options if you e e =

wish.

Close the Relationship Report. You do not have to Relationships for FrontRowVideo Adv11EAN
save it for this lesson. In fact, close everything, ] Wednesday, April 15, 2014

please. Done and done.

thiReceipt il MovieRented ' thl Customers
ReceiptlD MovieRentedID CustomerID
CustomerID —P eceiptlD _/_FirstName
DateRented CustomerID — LastName
I MovielD =  |Address1
DateRented Gty
SEe
HomePhaone
MabilePhone
ip

1 thlMovies
MonielD
Movie
Year

Exam 77-424: Microsoft Access 2013
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Database Maintenance

How does the table create an Auto number and distinguish it from a text
field? What makes a Query run? Microsoft Access uses the Access Jet
Database Engine. This engine is installed when you load the Microsoft
Access software. The Jet Database Engine reads and saves the data.
The engine also allows users to import and export information into other
programs, such as Microsoft Excel.

All databases need routine maintenance. When you add and delete
objects in a database, the files may become fragmented. This can
happen when you add or delete records in a table. It also occurs when
you add and delete Form Fields, Combo Boxes, or Labels.

In Microsoft Access, the command is called: Compact and Repair.
When you compact an Access database, this utility will copy your file and
arrange the database bits more efficiently on your hard drive.
Compacting makes the database run faster.

Why does a database need to be repaired? Databases can become
corrupted if they are shut down unexpectedly: e.g. the power goes out
when you are editing a record. Network problems can also trash a
database. Sometimes, switching back and forth from Design to Form
View can make a database act goofy.

Exam 77-424: Microsoft Access 2013

1.0 Create and Manage a Database

1.4 Protect and Maintain a Database: Compact and Repair Databases
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. rQ
Pw:" Database Tools->Tools->Compact and Repair Database
E g ' Fagor s Wb F o= A M
:} Compact and Repair o e e T
il - e R - x e
Before You Begin: Save and Close anything that o e | e At | Gy | Mkt i Pt |
may be open. As with the other File commands, TTE— - G

Access will close all Objects before you start. :
= Front Row Video

Try it: Compact and Repair
Go to Database Tools->Tools.
Select Compact and Repair Database.

What Do You See? It happens so quickly you may
wonder if it worked. If you have a large, fragmented
database, you may see a progress bar on the bottom
of your Window as the process moves along. Be
patient: A big database may take several minutes to
Compact and Repair.

Harvigatios Pass

When the maintenance is done, your database will
open again.

Memo to Self: You can program the database to
Compact and Repair each time it is closed. The option
can be found in File->Options->Current Database.

*ET ﬂ D! E@ m :% Database Documenter

i ) ) : = Analyze Performance
Compactand | Visual Run | Relationships Object =
Repair Database | Basic Macro Dependencies g8 Analyze Table
Tools Macro Relationships Analyze

Exam 77-424: Microsoft Access 2013
1.0 Create and Manage a Database
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Done and Done!

The goal of this lesson was to split an Access
database into two databases-Tables and User
Interface-to deploy the database for multi-users.

We used two methods to achieve the same results:
by hand, and with the Database Splitter. In both
examples, the databases were linked and the

Linked Table Manager was used to refresh the links.

We also reviewed the Access Options for the
General, Datasheet, Object Designers, Client
Settings, and the Quick Access Toolbar.

Security was addressed. There was a discussion on
how to open a database Exclusively and Encrypt it
with a Password.

Finally, a little database maintenance. We walked
through the steps to Compact and Repair a
database.

Done and done. really. It's done.

gE e o o s W't

- O iman INTRET DA Cab TR TOER s Mohy © l
j— — - i | o g TR
¥ s wi‘ ulﬂ‘ B woi e | W i e T X
R T e ol Gl Ted TMA RE el
g g e e R = e b o]
e T -
Al Aocess Objiegls 8 = | 5 tsse=

.

Front Row Video

?L‘IL‘I;I‘I;I]I]L]L‘IL‘IL‘I?_

[

Select the linked tables to be updated:

M=l Copy of thiMovies 04-16-2014  (C:\Users\eBeth\Documents\FROATA accdb)
=[] tblarchiveMovies (C\Uzers\eBeth\Documents\FROATA accdb)

=[] tbiCustomers (C:\Users\eBeth\Documents\FROATA accdb)

=[] tbiGenre (C\Users\eBeth\Documents\FROATA accdb)

=[] tbiMovieRented (C:\Users\eBeth\Documents\FROATA accdb)

=[] tbiMoviez (C:U=zers\eBeth\Documents\FROATA accdb)

=[] tbiMovieSearch (C:)\Users\eBeth\Documents\FROATA acedb)

=[] tblRating (C:\Users\eBeth\Documents\FROATA accdb)

=[] tblReceipt (C:\Users\eBeth\Documents\FROATA accdb)

=[] tbiRentalPrices (C:\Uzers\eBeth\Documents\FRDATA accdb)

KRR RRAR

[ | Always prompt for new location
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Practice Activities

Lesson 11: The Performance Network

Try This: Do the following steps
1. Open the Brown Bag Lunch database you have been working on.

Or, you may download BBL Adv ver10.accdb

2. Open the database and review the Tables.

3. Use the Database Tools to review the Relationships.
4. Create a Relationship Report.

5. Export the Relationship Report as a PDF File. Save it to your Documents Folder as
Relationships for BBL Adv ver11-pdf. Go to the Documents Folder, open the document in
Adobe Acrobat. Close this file.

Return to Access and Close the Relationship Tools.
6. Save the Relationship Report as rpt BBL Adv ver11 Relationships.

7. Optimize the database by moving the data into a separate database. Use to the command:
Database Tools->Move Data->Access. Split the database and save the Tables in your
Documents Folder. The default name is: BBL Adv ver12_be.accdb.

8. Go to the Access Objects and review the Tables. All of the Tables should be linked, now.
9. Close the Brown Bag Lunch database.
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Test Yourself

1. Which are the slowest parts of a Database?
(Give all correct answers.)

A. Forms

B. Tables

C. Macros

D. Reports

E. Queries

Tip: Advanced Access, page 312

2. When deleting Forms and other Access objects, there
is no option to Undo.

A. True

B. False

Tip: Advanced Access, page 318

3. When deleting Tables that are joined by Key data,
you will be asked to delete the relationship before you
can delete the Table.

A. True

B. False

Tip: Advanced Access, page 321

4. Which of the following is true about Linked Tables?
(Give all correct answers.)

A. They have a different icon than Tables created in the
current database

B. Data edited in a Form will change the data in the
linked Tables

Tip: Advanced Access, page 324

5. The Database Splitter Tool does which of the
following?

A. Creates two new databases, one for the Tables and
the other for the Forms and other objects

B. Creates a new database for the Forms and other
objects, leaving the Tables in the current database

C. Creates a new database for the Tables, leaving the
Forms and other objects in the current database

D. Creates a new database that includes half of the
objects

Tip: Advanced Access, page 328
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Advanced Access Skill Test

Before You Begin: Open the sample database
Advanced Access Skill Test.accdb

1.Create a Select Query and add the following Record Sources:
tbIReceiptProducts, CustomerNameSQ, tbIProducts.

JOIN the Tables by Key data:

From CustomerID in tbIReceiptProducts to Customer ID in
CompanyNameSQ

From ProductID in tbIReceiptProducts to ProductID in tblIProducts.

2. Add the following Fields to the QBE Grid:

From tbIReceiptProducts: ReceiptlD, DateReceipt

From CompanyNameSQ: Company, Fullname, Address, CityStateZip,
Phone

From tblProducts: Type, Item, Specialty, Description, Price.

3. Save the Query as rptReceiptSQ.
Run the Query to test it. Close the Query.

4.Create a new Report with the Report Wizard.

Select rptReceiptSQ as the Record Source. Select all available Fields.

Group by ReceiptID, then by Company.

Choose the Stepped Layout.

Enter the Title: Brown Bag Lunch Co.

Select to Preview the Report and Finish the Wizard.

5. Create a new Report with the Report Wizard.

Select rptReceiptSQ as the Record Source. Select all available Fields.
Group by ReceiptID, then by Company.

Sort by Type, then by Item.

Choose the Stepped Layout.

Enter the Title: Brown Bag Lunch Co.

Select to Preview the Report and Finish the Wizard.

6. Close the Print Preview and edit the Report in Design View.

Move these Controls to the Company Header:

Company, FullName, Address, CltyStateZip, Phone.

Arrange the Controls stacked, like a return address on an envelope.

Edit the Properties for these Controls: Width: 3", Height: 0.2292”, Left:0.3
Edit the Properties on the Detail Section so that they Can Grow.

7. Move the Controls in the Detail Section Left so there are no gaps.

8. Select all of the Labels in the Page Header and Delete them.
Select the Page Number Control and move it next to the Date Control.
Resize the Report so that it is 10” Wide.

Save the Report and test it in Print Preview.

Return to Design View and resize the Controls as needed t

Save the Report and test it in Print Preview.

9. Go to Print Preview and Save the Report as a PDF File.
Name the File: Advanced Access Skill Test EAN, where EAN is your initials.

10. Close the Advanced Access Skill Test EAN.PDF.
Submit this file online.

Microsoft Access 2013 Advanced Page 345 of 347



Microsoft Access 2013 Advanced Page 346 of 347



O Advanced Microsoft Access 2013: Index

Microsoft Office Specialist (MOS): Exam 77-424 for Access 2013

Forms: Change Margins, Pg 105
Forms: Create with Application Parts, Pg 65
Forms: Delete a Form, Pg 318

Manage Records: Append Records, Pg 282
Manage Records: Group Records, Pg 165
Manage Records: Update Records, Pg 45

Print and Export: Export into Alternate
Formats, Pg 255

Print and Export: Print Reports, Pg 336
Print and Export: Save Database to an
External Location, Pg 316

Protect and Maintain: Backup, Pg 292
Protect and Maintain: Compact, Pg 341
Protect and Maintain: Encrypt with a
Password, Pg 335

Protect and Maintain: Repair, Pg 341
Protect and Maintain: Split, Pg 326

Queries: Create a Crosstab Query, Pg 248
Queries: Create an Action Query, Pg 44
Queries: Delete a Query, Pg 304

Queries: Format Fields

Queries: Hide Fields, Pg 289

Queries: Rename a Query, Pg 302

Queries: Use Basic Operators (Add, Subtract,

Multiply, Divide), Pg 166
Queries: Use Comparison Operators, Pg 222

Relationships: Create and Modify
Relationships, Pg 80

Relationships: Enforce Referential Integrity,
Pg 81

Relationships: Set Foreign Keys, Pg 39
Relationships: View Relationships, Pg 76
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Reports: Add a Subreport, Pg 204
Reports: Create with Application Parts, Pg 204
Reports: Delete a Report, Pg 318
Reports: Modify Data Source, Pg 168
Reports: Set Margins, Pg 170

Tables: Change Data Format, Pg 296
Tables: Change Field Data Types, Pg 296
Tables: Create a Table, Pg 73

Tables: Create Linked Tables from External
Sources, Pg 322

Tables: Format a Table, Pg 57

Tables: Hide Fields, Pg 56

Use Calculated Fields and Grouping within a
Query, Pg 286
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