Creating a Database
Using Access XP for Windows 98/2000/Me/XP

Created: 31 May 2002

Starting Access XP

Double click on theAccess XFcon on theNindows desktop $ee righd, or ':
click-on theStart button in thdower left corner of the screen, therlick- L=
on Programs, and therclick-on Microsoft Access L"’Hr;
e W New File r X
Open a file

The followingAccess XP New File Task Panwill

. . access 2000, mdb
appear on theright side of yourAccess XP screen dhlmdb
db1.mdb
) ) Marthwwind . mdb
For “old” Access users theTask Paneis something G More files...

new in Office XP/2002 It isused in all of the Office
modules It replacesmany of theMicrosoft Menu
Screens, Wizards, and Catalogthat were a part of the
Office 2000 screens. Once you get used to the Task
Pane, and its flexibility, we think you'll like itThere
are a lot of Task Panes in PowerPoint XP, FrontPage
and Publisher 2002 — because they are so “graphic”
nature. There are few Task Panes in Excel ands&cge
XP.

New

7] ] Elank Database

] ] Blank Data Access Page
[#] ] Project (Existing Data)
IZH Projeck (Mew Daka)

Mew from existing file
14]] Choose file...

Mew from template

E|] izereral Templates. .
In theNew sectionof theAccess XP Task Paneclick & Templates on Microsoft.com
theleft mouse buttonon Blank Database

Left Mouse Button

In this tutorial, whenever we indicate that you ned to click the mouse, it will
mean to click the left mouse button — unless we inghte that you should click
the right mouse button. So, always “click left” urless we tell you otherwise.

TheFile New Database menu screeat thetop of the next pagewill appear when you click
the left mouse button on Blank Database.



Saving your work

One of theunique things abouAccessdatabase is thatriéquires you tosaveyourdatabaseas
soon as you enter the program

We'll assumethat you'll saveyour work on dloppy diskette in theA: Drive. If you desire to
save on your C: Hard Disk, or in some other drplease save to these areas and substitute your
Drive for the A: Drive in the instructions.

Put aformatted disk in theA: drive.

A File New Databasemenu screesimilar to the onébelow should be on your screen. We'll
have to do several “things” to set-up this screesave your database.

File New Database ilil

savein: |24 3% Floppy () x| & & ¥ O EE - Tods~

Hiskary

Ly

My Documents

€

Deskiop

¥

Favatites

File name:  [person [~ Create I
Save as Lype: IMicrasaﬂ: Access Databases (*.mdb) j Cancel /l
&

In theupper left corner of theFile New Databasanenu screen that appears, you sdéa
Save in area ¢ee arrow abovg Click-on thesmall down triangle on theright and it will
show you the variougisk drives availableon which you can savede arrow abovg Point to
thedrive on which you want to save your databasegndclick-on it. If you choose th8%
Floppy (A:), make sure you havefarmatted disk in the A drive. If you choose the C: drive,
choose the folder in which you want to save by d®ahbcking on the folder. Youselection
should nowappearin theSave in area

Nextclick-in theareato theright of File Name: Deleteanytext that is entered in the area and
thentype-in the wordPERSONasshown at thebottom of the above imagdsee lower left
arrow).



Now click-on theCreate button or tap theEnter key asshownonlast page(see lower right
arrow on last page.

The followingperson: Database menu screeshould nowappear.

=10l x|

gEE person : Databasr. {Access 2000 file formak)

Objects . Create table in Design view
Tables Create kable by using wizard
B Cueries Create table by entering data
Forms
=) Reparts
E Fages
o Macros
% Modules

Groups
IE Fawaorites

Creating a Table

You will notice, in theperson:Database menu screern theleft border: Tables, Queries,
Forms, Reports, Pages, Macros, and ModulesYou will notice at thetop of the screen:

Open, DesignandNew. You may create multiple Tables (Databases),elsas multiple other
items associated with the items in the left bord®s.you create them, they will be shown in the
"white" area. In other words, the PERSON dataloasebe made-up of many other databases

(tables), reports, queries, etc.

For now, we'll do a basic database (table) creatianLater, you can try Table Wizards when
you have the "feel" for creating a table.

To begindesigningthedatabase pleaseclick-on the Design “button” at the top of theerson:
Database menu screersgearrow above).



You should now seeBablel: Table design screesimilar to the one

below. If theTable: Tablelimagedoes not “fill” the screen, click-on

thesmall squarebetween therhinus and the X in the upper right

hand corner of the screensge arrowandimage onright). ;IEIEI

Notice, under theBlue Bar at thetop of thedesign screerthat there are3] things:Field name,
Data Type, and Description and, in the lower half of the windowield Properties.

E Microsoft Access - [Tablel : Table] = Elﬂ
File Edit Yew Insert Tools ‘Window Help Type aquestion Far help = o & X

B-EHERBYV | &BRB| -7 F | FNEE- (0.

Field Name | DataType | Description |ﬂ

P !

T I T I T I T T I T I T I T T T T

Field Properties

General | Lookup I

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

Next you will becreating thefields that make up database This is similar to creating a blank
personnel form (on paper) that will be “filled-ifdr each employee (Name, Address, Phone
Number, etc — are calldeklds in a database). Thes®rms" are calledecordsin a database.
There will be a record, or form, for each employ@d.the forms, together, make up a Table
(database). So let’s create a personnel database.

Significant Note Whencreating adatabaseit is always best tolfreak down” a field into

its “smallest parts” For example — Name would break down into ANdaime, and Last Name
(you could also have Middle Initial, Title, etcAddress would break down into Street Address,
City, State, and Zip (you could also have Apartméumtber, etc). Because we are working in
Access XP it will be very simple to “put the fieldack together” with a few mouse clicks when
we need to do this. Trust us. This will save gdot of time later on.



File Edit Miew Insert  Tools  Window

Look at theimageon theright. Click-in the . o) .
areaor spaceunder Field Nameandtype-in :
Last Name Tap Enter or click-in thearea WLt Nam:EH Haine lTextData -
to theright underData Type Thecursor now N
movesto the right undebata Type. Notice, - ’;]'S:ﬂ“;‘er
that Text appearsas thedefault (and abox | Date/Time
with adown-triangle appearsin theright m Currency
side of thebox). Click-on thedown triangle. | Autohumber
Your design screen shouiabk like the one — e et
on theright. N Hyperlink

| Lookup Wizard. ..

Now we’ll talk about Data Types

Data Type

Text

Memo

Number

Date/Time
Currency

AutoNumber

Yes/No

OLE Object

You may type in any alphabetical/numerical data yloa desire - up to a
maximum of 255 characters. As indicated, thistexafield, so you can't do
mathematical calculations. Examples of Text dedarames, addresses, stock
numbers, room numbers, zip codes, etc.

This field is for lots of text. You can have 1p32,000 characters.

This field is for numbers where you want to addytgact, multiply, divide,
average, and do numerical calculations. This field be a very large size, so
when we get to Field Properties, we'll talk abaitihg" this field so it doesn't
take up to much "space" in storage.

Dates and Times. You may format these laterpaswyay desire.

Dollars ($). You may format these later, as yayrdesire.

This field is an "automatic" counter that assigmsumber each time you
put data into a new field.

This is a "True/False" or "Yes/No" type of fielf.ou can make it anything you
desire under Field Properties.

This means "Object Link Embedding" which indicayes can insert a graphic,
picture, sound, etc. Pretty neat to put a phofadgra a personnel record or a
picture of an inventory item in the stock record@nced stuff).



We'll leaveLast Nameas alext Data Type. To the right undBescription you may make any
remarks you feel are appropriate to someone whowaay to know how/why you designed the
field as you did.

Now notice in thelower part of the screen, undeield Properties, that abox appearedwhen

you selectedthe Text Data Type This box is tailored" to theText Data Type that you selected
above. YourField Properties should look like the one belowhen youfinish doing thesteps
indicatedbelow.

Field Properties
eneral | Lookup |
Field Size 25
Forrnak
Input Mask.
Capkion
Default Yalue
Walidation Rule The maxirmurm number «
Walidation Text
Required Mo
allow Zero Length Yes
Indexed Mo
Inicode Compression Yes
IME Made Mo Conkral
IME Sentence Mode Mone

Field Properties

Click- in each area (to the right of the words) agyou read about it below

Field Size Iscurrently setto50 characters. That's pretty large for a name. clik-
in thisarea andchangethe number t@5.

Format Now click-in theFormat Area. Nexttap theF1 function key to activateHelp.

Since you are in theormat areaHelp will be "tailored to" this area. When the
Help Window appears click-on Text and Memo Data TypeqNotice that you
click-on different Data Types depending on the Type selected.) This gives
you an idea of some formats. We'll use one Idtew click-on the X” in the
upper right corner of theMicrosoft Access Help — Format PropertyWindow

to closeit.
Input Mask We'll come back to this feature later.
Caption Look at the Gray Help area to the right.

Default Value We'll come back to this feature later.



Validation Rule We'll come back to this feature later.

Validation Text We'll come back to this feature later.

Required Look at the Gray Help area to the right.
Allow Zero Length Look at the Gray Help area to the right.
Indexed Look at the Gray Help area to the right andRagHelp)

Unicode Compression Look at the Gray Help area to the right.

IME Mode Look at the Gray Help area to the right and tagHrlp)

IME Sentence Mode Look at the Gray Help area to the right and taygHrlp)

Now we’ll repeatthis processandcreate different Field Names and Data Type&s
necessary).Type-in theField Namesas indicatedelow andset themto theData Typesand
Sizes indicated

Field Name Data Type Size
Last name Text 25 (Already Completed)
First name Text 20
Social Security # Text 15

We'll use an Input Mask for our Social Security Number Click-in thelnput Mask
areain theField Propertiesarea at thdottom of the screen(seeleft arrow below).

General | Lookup |

Field Size 15
Farrmak

Input Mask |

Notice there arghree "dots" (...) in a box on theight. Click-on thethree dots (see
right arrow above). An Input Mask Wizard will appear:Must Save Table First

Save Now?.
Input Mask Wizard x|
Click-onYes & Must save table Firsk, Save now?
Yes Mo |




Save As

A Save AsWindow will now appear.

2l
We'll save our Table &3ersonne) Tahle Mame:

sotype-in Personnelin the area |Persannel]
underTable Name, andclick-on Cancel
OK.

Next, aMicrosoft Access menu boxwill appearindicatingThere isNo Primary Key defined.

Microsoft Access x|

There is no primary key defined.

& although a primary key isn't required, it's highly recommended. & Bfble must have a primary key For wou to define a
relationship between this table and other tables in the databas
Do wou want o create a primary key now?

Yes Mo Zancel |

Click NO. (Keying, or indexing, is somewhat advanced. ¥an get a good description by
searching in Help for Keying.)

Thelnput Mask Wizard will showyou someSample Masks(you may scroll up/down to view
them). We'll us&ocial Security Number soclick-on it. Yourscreenshouldlook like the one
below.

Input Mask Wizard

Which input mask matches how yau want daka to look?

To see how a selected mask works, use the Try Ik box,
To change the Inpuk Mask list, click the Edit Lisk buttan.

Input Mask: Daka Loak:
Phone Mumber [206) 555-1212

tSocial Security Mumber £31-36-7150  ——
Zip Code 03052-6399
Extension 63215
Passward Hektakstck
Long Tirne 1:12:00 PM ;I
o>
Try IE: I /

y 4

Edit Lisk | Zancel < Back I Mexk = I Einish |

Now click-on Next at thebottom of thelnput Mask Wizard screen.



You will now seeadefault number of 000-00-000Qusingdashes (-) between the numbers
You can use anything you want.

Do wou want to change the input mask?

Input Mask Mame: Sacial Security Murmber

Input Mask: ||:|n|:|-n|:|-n|:u:|n

What placeholder character do wou want the Field to displaw?

Flaceholders are replaced as wou enter daka inkto the field,

Placeholder character: I_ - I

We'll leave it as is, solick-on Next> again(at the bottom of the Input Mask Wizard screen).

On this Input Mask Wizard screen yowske two choicesClick-in thelittle circle to theleft of
With symbols in the mask, like this. Sometimes, when we use Access data as a paibf
merges or in labels, if we don’t save the dashs; tvon’t appear in our document. So, it
always a good idea to save dashes.

How dao wou wank ko skore the daka?

e— (With the symbols in the mask, like this:
264-31-6551
£ Without the symbols in the mask, like this:
FA4423152

Click-on Next> again

Now click-on Finish. You will seesome $pecial numberswritten in thelnput Mask area
for Social Security # When you begin to enter data in this field, ylosee how this works.
Your Field Properties area should look like the bak®w.

General | Lookup |

Field Size 15

Farmat

Inpuk Mask, 0004-004-0000;0;
Capkion

Now continue entering the following informationtime Field Name and Data Type areas as we
did above.



Street address Text 25
City Text 20
State Text 2

Here we'll usea Format. First make the Field SiZethen click-in the area to thight
of Format.

General | Lookup |
Field Size z

Forrmak | =
Input Mask.

A down pointing triangle, like the oneabove (see arrow), will appearon theright side
of theFormat area. If you click-on it the area will appear blank gtls because we
haven't entered a Formaf)ap theF1 key in the row ofFunction Keysat thetop of the
keyboard. A Help menu screerf‘'tailored” to Format will appear like the onebelow.

= Show Al %
Format Prﬂpertv

¥ou can use the Format property o customize the way numbers, dates, times, and text
are displaved and printed. Feadfwrite String.

Remarks

¥ou can use one of the predefined Formats or wou can create a cuskom Farmat by using
Formatting svymbols,

The Format property uses different settings for different data bypes, For information
about settings for a specific data type, see one of the Following topics:

» DatelTime Data Type

# Number and Currency Data Types

» Text and Memo Data Tvpes

* Yes/MoData Tvpe

Since we arevorking with aText Data Type, click-on Text and Memo Data Typegsee
arrow above).

10



Notice that a> will changeany alphabetic characteryou type intcall upper case letters
Now point andclick the “X” in the upper right hand corner of the Format Help Screen
(notice that the Help Window closes "automaticglly"

Setting
¥ou can creake custom text and memo Formats by using the Following symbols,
Symbol Description
@ Text character (either a character or a space) is required,
& Text character is not required.
\ < Farce all characters to lowercase,
= Force all characters to uppercase,

Now type a= in theFormat area. YoulField Properties area shoultbok like the onebelow.

pd

Gemeral | Lockup |
Field Size 2

Farrnak >
Inpuk Mask,
Caption

Continue entering the following information in theeld Name and Data Type areas as we did
above.

Zip Text 5

Gender Text 1
Insert a > in theFormat area to makall gender entries becomeapitals (like you just
did for State).

Favorite Number Number (Note: this is the first Number field)

Here we'll learn abodtlumbers and thevalidation Rule andValidation Text
properties. We'll limit the person's favorite nuianko a number betwednand 999
Leave theField Sizeset toLong Integer (Tap theF1 Function Key [Help] to view the
differentNumber Field Size description¥. After you haveviewedthe Number Help
screenscglick the small X" in the upper right hand corner of the Help screen tdose
the Help screen.

11



Now click-in theareato theright of Decimal Places It currently indicate#&uto. When you
click there you will see a littldown triangle on theright side of the areaClick-on the little
triangle. Select 0.” This indicates that decimal places are notvadid in the Favorite Number.

Next, click-in theValidation Rule area. We'll build" a mathematical expressiorthat will
only allow numbers from 1 to 999. Typean thefollowing expression(in the area to the right
of Validation Rule):

>0 and < 1000

This tells Access that the number entered musebeden 1 and 999.

You'll notice that when youwlick-in theValidation Rule areathatthree periods (...)appear
just like they did in Input Mask. If you want taai-on the three periods they will bring up an
Expression Builder which you can use to createrththematical formula abovélease note
that frequently, if you are really not great at mdhat theExpression Builder can cause
problems. Sometimes, the Expression Builder will “insea&<expr>> in the formula. If it
does this, delete the<expr>>. This will confuse Access and will frequently cauke program
to “stop” until you remove<expr>>. So, if you want to look at Expression Builder, geao
so. But — be careful.

If someonedoes notenter anumber correctly, an error message will appear. Now we'll create
an appropriaterror messag. Click-in theValidation Text area andype-in:

Favorite Number must be between 1 and 999.

When you finish all of the above, your Field Propeties should look like the one below

Gereral | Lookup |

Field Size Long Integer

Formak

Decimal Places 0

Input: Mask,

Capkion

Defaulk Yalue 0

Yalidation Rule =0 And <1000

Yalidakion Text Favarite Mumber must be between 1 and 999,
Reqguired Mo

Indexed Mo

Continue entering the following information in theeld Name and Data Type areas as we did
above.

Date hired Date/Time

In Format click-on thesmall down triangle on theright side of the Format area =
and choos&hort Date. In thelnput Mask areaclick-on thethree dots (...) save

the table, and again choosghort Date click Next>, click Next> again thenclick
Finish. (This will insert & between the day, month, year).

12



Your Field Properties should look like the image biew.

General I Lookup |

Forrmak Short Date
Input Mask. Q9/99/0000;0; _
Capkion
Salary Currency

In theDecimal Placed-ield Properties areaclick-on thesmall down triangle on the
right side and selec® (zero)- this indicate “no cents.” Notice tiefault Value of O
income will be inserted if no Salary figure is etk We'll leave it at zero. Your Field
Properties screen should look like the one below.

eneral | Lookup |

Formak Currency
Decimal Places n

Input Mask.

Capkion

Default Yalue n

YWalidation Rule

Application Received Yes/No

We’ll make this a Yes/Nd' or “check box” field. When we begin entering dat the
database, you'll see how this “box” works.

Point to anctlick onFile in theMenu Bar thenclick on Save As.The Save As Window will
appear and Personnel should appear under Table:N&iTie-on OK. You could also clickon
thesmall diskette Save Buttonf you desire.

Now we will fill in the database
At this pointyou will still be in the design window

You have two choices. If you look at tBetton Ao Et Yew Dest Tods WD
Bar just below the Menu Bar Area(File, - : _
Edit, View, etc.) you will see that tHest : o & =
button on the left that has a small sheet of /
paper with some data on it(seearrow on

theright). Point to thisbutton with the mouse anpause you will see aTool Tip" that
indicatesthat thisbutton is theView Button. This is logical because you have been designing
your table and now want to view the data that yavetplaced in the database (table). If you are
familiar with spreadsheets it looks like a tinysien of one. You can click-on the View Button

and go right into entering data in your table. Hweer, itmight be good to see how to enter
data when we first open Access

13



So, point andlick-on File in theMenu Bar, thenclick-on Close You will return to the main
database window where we starteE RSON: Databasg.

Microsoft Access - [person : Database {Access 2000 You should see th€ables Tabwith
File Edit Miew Insert  Tools  Window  Help thePersonnelTable highlighted.

: Notice that there aréhree Buttons at
=] RE B = E
by S8l@Y & Biv-|= thetop portion of the window which

5 open [of Design ghew  # Sp Te- [EED|EE in_dicate:Open, Design, New If you
: — e click-on New you can add another
Dbects Creats table in Design view table to the Person database. If you
Tables Create table by using wizard click-on thePersonnelTable (nake
Queties Create table by entering d surethat it is ‘blue”) and thenclick-
Personnel on Open you will open the table you
Forms

created and caenter data. If you
click-on Design, you will be back in the design danv and can alter your design. Note: if you
find, as you’re entering data, that if you made&dftoo small, you can go to Design View and
make the field a larger width at any time you desir

So let'sclick-on Open. ThePersonnel Tablewill appear on the screen.

If the window does not fill the screen, point te Expansion “square” in w
theupper-right corner directly to the right of Personnel: Table in the ;IEI—I
blue bar. This will expand your Table to fill tdesktop.

M- B8 SQV | sBB @ 2L |YHEY MK BE- 0.
Last Mame | Fir™ame |Social Security | Street Address| City | State | fip |

r

Move the cursor arrow over buttons below menu bar As you donotice that the Tool Tips"
will tell youwhat each button does

Notice,below theButton Bar, that thefields you createdin your

Personnel Table adisplayedin what is calledatasheet View (see E -
above) Notice the small button” under File in themenu bar. It shows

asmall blue triangle, pencil, and a ruler(like the one on theght). I

This is a toggle’ which will take you back t®esign Viewif you need to make design
changeswhile you are in Datasheet view. If you go bazloesign View, you can then “toggle”
back to Datasheet view when you have made youectons. Undekast Nameyou will seea
flashing cursor; this meanshat you are ready to begin entering data You maytype the

data andtap Enter, or click with the mouse in each field If you make a mistake you may
retype the data. If you see a mistake later you can dose& at any time and correct it.
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Under each fieldtype the following in the area below the Field Nam

Field Name To be typed
1. Last Name Butler
2. First Name Greg
3. Social Security # 123-45-6789
4. Street address 100 Main Street
5. City Lynchburg
6. State va
7. Zp 24501
8. Gender m or f (your choice)
9. Favorite Number 2001
10. Date Hired 7/01/1993
11. Salary 40000

12. Application Received Point the mouse to thiétle square andclick theleft mouse
button. You willseeacheck mark appear in the square. A click
in the square indicates that the application has beceived. If
you do not click, then that will mean the applioathas not been
received.

As you are entering this data you wilhtice several things.

Social Security NumberandDate Hired — You'll “seé your Input Mask work .

StateandGender— you typed in small lettersnetice how theFormat (> ) forced the
letter(s) to becapitals.

Favorite Number — since thé-avorite Number is “too big” you will see youerror message

appear.Click-on OK in the message screen and therate a Favorite
number thatvill work .

Salary - notice how youCurrency formatting created $, commasandperiods.

When you havecompleted typingthe information, tajnter so the cursor will move down to
the next record. You are now ready to insert \smaond entry.

Note: When you tapped Enter, Accesgomatically savedyour first record. This can be
confirmed by the display of the hourglass.

Also note As you began typing your first record a smalg@eappeared in the left margin.

This indicates that you are "writing to" this regddqediting). Below the pencil ah (asterisk)
also appeared. This indicates that your next teadli go below the first.

15



There areZ) methodsfor entering data into the database
1. The method you just used is call@atasheet Viewmethod.
or

2. You can use theorm View method(we’ll create a Form in just a secgnd

Exiting and Saving

Note: Anytime you want to take a breakandexit Access simplypoint to File in theMenu
Bar, andclick-on Exit. If it asksDo you want to saveclick-onYes If it gives you asave file
screen give it a name of your choice aalick onOK. You should then exit to the Windows
Screen with no problems. Since you have alreadyedaeverything for this exercise, you
should not have to name any files as you exit.

If you decide to Exit Access, and then return to BBl e Uew oes e Wi

continue the tutorial, refer to the instructions at

.. . . . . [ Mew... Crrl+1
the beginning of this tutorial. Simply point to
File in theMenu Bar, andclick-on Open. ||W Oper CEr+0

When theOpen

appears click-on e -
thesmall down e - |

triangle to the right . [ persan.mdb
of the Look in area ﬁ]
andchoosethe Hiskary
drive on which you

saved your databas€A: 3 %2 Floppy or your C: Hard Disk Drive). Thelick-on thename of
your database(e.g.person.mdb) and thertlick Open (at the bottom of the menu screen).

Now follow theinstructions at thetop of Page 140 open your personnel tableand to
continue entering data

You are now readio continue entering the data.
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Form View and Datasheet View

In the Button Bar, just to the right

of Help (in the Menu Bar), is a button withlightening

bolt and a small form. This is theNew Object: AutoForm Button. Point to it, make sure you
have the correct button, thehick-on it. A New Data Entry Form will automatically be

created andappear.

Window  Help

SRR Tl YA =F- M

TheForm shouldlook something
like the one on thaght.

Since you are in thBersonnel
Table, the form will
“automatically” be createdjust
like the Personnel Datasheet
You will now see alata entry
form window. If the form does
not fill the screen, click-on the
expansion square to increase the
size. Notice yourfirst record
appears

New Object: AutoForm

| &2 Personnel ;l_lil
4 Lask Marne Im
Firsk Marne |Greg
Social Security # |123-45-6?89
Street Address {100 Main Street
ity [Lynchburg
State fva
Zip 24501
izender fra
Favarite Mumber | 200
Date hired | 7111993
Salary | 40,000
Application Received v
Record: 14| « | > |v1|vs]of 1

Save Form 'Farml' Tos

20 x| Y_ou mayenter datain Form
View thesameas inDatasheet
View. Tosavethisform click-on

oF; I
File in theMenu Bar, then on
Cancel |

Save As The Save As screen will

appear withPersonnelalready in
~ theSave Form ‘Forml To:area
(seeimageto theleft). Click-on

OK.
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The data entrjorm is now saved aBersonne] just like the Table. Notice, at thettom of the
Form screen that there is status area (see belovihat tells you what record you are on. You
can use it to “move” from one record to anothersalect a new record in which to enter data.
Enter a few records to see how the Form View works.

|Flec|:|r|:|: HI*III 1 I*IH|HE| of 1

When youfirst “open” yourPerson Databasgyou maychoose
your favorite screen to enter data: The d&tam or Datasheet
Click-on either thélables tabor Forms tab on theleft of the Objects
window. Thenglick-on Personnel,and therclick Open to begin — Tahles
entering data in your choice. You camitch back and forth from

the Datasheet entryto theForm entry by clicking onWindow in i ke
theMenu Bar. > Faorms
B reports

At thelower left corner of the menuscreenthat appears, you will
seesome text that indicates that you are either usinorm or Datasheet View to enter your
data.

Datasheet Yiew Farm View

This text indicates that you are currentlyHorm View (or m / ;
Datasheet View)using Personnel. You can “shift” back and s ,
Design '-.-'iew/

forth between Datasheet View and form View by ushegView =
button in the upper left corner of the Access stree Farm Yiew
Datasheet Wiew
TheView button on theright indicateswhat ‘view” you are
using: Design View, Form View,or Datasheet View You can it
move back-and-forth between viewsy clicking-on thedown [ﬂ-
triangle to the right of the buttorsée arrow and image to the
right) and then choosing eithEorm or Datasheetto enter your data.

PivotTable Wiew

PivokChart View

Note: When you are finished entering data and prepdarexit Microsoft Access, or Close the
form, if you did not save before, the program gk if you want t&Gawe theForm.
This is up to you. You may save it with your cleoaf names and it will then show-up as
a form when the Person Database Main Window appéarsyou can indicate No, and
re-create the form again with the Wizard.

Important

To record enough information so that you can see velt a database doesnter 24 or
more records NOW You may use eithdform View or Datasheet View
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Querying the Database

This is what a database is designed fofinding specific information about some
of thedata in thetable(s) very quickly. A query is aearch for generalor specific data in a
field or fields in your database (e.g. the first and last namddath dates of all employees, just
the Jones’s, the people from CA, salaries > $10,6t0). In order to do this, we neecdctick

on the fields we want to query So, let’s start bfinding just Last Namesin ourtable.

If you are not in theDatabase: PERSONscreenwhich showstheTables, Queries, etg go
there byclicking-on Window in theMenu Bar and then ofPERSON: Database.Also, if you
have the Personnel Table or Personnel Formpen(to add datalose thenbefore
you begin your queries. Thecessprogram sometimes becomes logicaibnfusedwhen you
try to do queries when it “thinks” you also wantadd data. You may see “error” messages if
you leave the Form or Table open.

Microsoft Access - [person : Database (Access 200

File Edit Wiew Insert Tools  Window Help

Notice, at theleft of thePerson: Database O = e . ¥
’ . o : = -l
screen there istab that indicateQueries Has&V 4 e

Click-on it. Since we have not done a query | g5open i Design Mew >
before,double-click quickly onCreate SRR
guery in Design viewor click-on Create a
query in Design viewand therclick-on the Tables
Design button Queries
Farms

Two new windows will now appeaQuery 1: Select QueryandShow Table You will first
have toselect the table(s) you desire to queryTheShow Table screershouldlook like the
onebelow.

2| Click Add First

Tables | queries | Bath |

M ‘

Then click Close

Make sure thélue highlights are onShow TableandPersonnel Click-on Add (we'll talk
about Wizards later).

Thenclick-on Close.
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The Show Tablewindow will disappear, and th@uery 1: Select Querywindow, behind the
Show Table window, wilappear by itself.

Click-on theexpansion squardn theupper right corner

to enlargethe Query 1: Select Querywindow.
Your screen should now look similar to the one telo
Microsoft Access - [Queryl : Select Query] ===l
File Edit “iew Insert Query Tools ‘wWindow Help Type aquestionforhelp = 2 @ X
E-HE SRV BB o-o- @1 %2 v - |@FNEBAE- T,
= 3
Last Mame =
First Mame
ocial Secur (
e ttes =] These areas
K| are _'l_I _
o [ : magnified
Sort: T ——
e [0 D below . . .
[l »

Notice, in theupper half of the window, asmall box on the left indicateersonnel At the

top is anasterisk (* ) andbelow, in anelevator box, are thdields from the PersonnelTable
(you can move up-and-down the list as you desire).

What we need to do next is place Hields we want to queryin thelower areaof the screen.
Notice thelower areaon the left border. The first row indicateBield:, followed byTable,
Sort:, Show:, Criteria:, andor:.

- In the lower half of the screethick-in thefirst cell to the
Pers right of Field: . We'll start with a query obast Name,
State, Favorite NumberandSalary. Nowclick-on the
down triangle and therclick-on Last Name Notice how

Last Namenow appearsto theright of Field: and a

Last Mame
First Marme
Social Securiky

Street Addres ¥ | (check) is seenin theShow: cell (The ' meansthat you
will seeLast Namesin your query.).Notice also that, to
| theright of Table:, thatPersonnel(the Table from which
we queried) is showing.
Field: -
Table:
Sork: Field: [EERiE e |
Show: O Your query screen Table: |Personnel
Criena: should nowlook like the Sort:
' one on the right Cr?t';fl”;

ar.
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Now moveto thenext Field cell on the rightand, using theown triangle click-on State In
thenext two fields to the right, insertFavorite Number andSalary. Your Queryl: Select
Query screen should look like this:

Lask Marne
First Marne
Social Security

Street ﬂ.ddres;l
4 |
Field: |Lask Mame State Favorite Mumber Salary
Table: |Personnel Personnel Personnel Personnel
Stk
Shiow:
Criteria:
ar:

Now, look in theButton Bar at thetop of the screen In themiddle of the bar
you will seeanexclamation mark ( ! ) like the one on theght. If you move >l 1

the cursor over it, the help text box will indic4®un." Click-on the ( ! ). b L vy
Thisclick executes your query

Last Name | State | Favarite Murnbe | Salary

LAk =ndston A, 12 f35 000

| |Kem WA, 200 $100,000

Notice. the screen - Warren W, 827 $100,000

’ Smith Y a5 $25 200
ONLY shows thdour —

fields that you queried. — Wa.rren hia 9 545,100

|| Smith Wy 426 $22 800

| |James Wiy 324 $29 500

| |Binswager {[m] 77 $41 950

| Ziplowski AL 21 $12 854

|| Karpowski IL B17 f54 500

You canadd orremovefields, as you desire. To do this we needeturn

to theDesign Viewwhere we created this query. fieaurn to Design View

click-on thesmall button in theupper left corner of thescreenthat has the E b
blue triangle, pencil, and ruler (like theone on theright). Then, simply

click-in theField areaandselect a new fieldand it will replacethe old one.

Or, click-on thefield you want to removeandtap theDelete key

Sometimes you may have a lot of fields and it bltoo large for a single sheet of paper.
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To seehow yourquery would look if you printed it, click on the

Edit  View /Insert button that has giece of paper and magnifying glass (Print
— — — Preview) like theoneto theleft. While you're in the Print
H | % W | Preview you'll see a little magnifying glass thatuycan move

over your query. If you click the left mouse buttonce the
magnifying glass will “zoom” in and enlarge thewie If you
click the left mouse button again it will zoom outoreturn to
your queryclick-on the Close button just above the print preview piece gbaper. This will
take you back to the Normsliew of your query.

Sorting the Database

If you are not in th&uery Design Screenyou’ll need to be Field: [ast Narme

in that view. Sogo to theDesign Screen Notice that the Table: [Personnel "
third row_in thelower half of the screen indicateort: (like il scendin IENEY
theimage at theright). Click-in theSort: area undetast B g

Name A down triangle boxappears click-on the down or: || {not sorted)

triangle. Let's sort théast Namesin Ascendingorder.

Click-onAscending Notice thatAscendingnow appears in the Sort: are@lick-on the (! ) to
see thenew query. Notice that the names you entered are alphaukti2lick-on the Design
View button (triangle-ruler-pencil). NowchangetheAscendingunder Last Name t(mot
sorted). On your own, try sorting some of the other feeldVhen you are finished remember to
set the fields to (not sortedunless you do want to sort on those fields.

You may also sortvariousfields in your database whenever you are inDiagasheet View
whether you are viewing the entifable, or aQuery from the Table. Notice th#the Field
Namesare shown at thiop of each column in gray cells

Last Name Favorite Numhe| Salary |
| P | Sandston 12 $35,000
__|Kem 200 100,000
| |Warren 827 $100,000
| Smith 55 $25 200
| |¥Warren a $45 100
| Smith 426 §22 800

James 3 $29 500
| Binswager 77 F41 550
| Ziplowski 21 $12 554

If you click-on oneof thegray area field nameg(like State), theentire column (Field) turns
“black” (like theimage abov@. This indicates that you havenarked” the entire column
(Field).
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In thebutton bar thatappearswhen you are editing tHeatasheet View

you will see two buttons with “down” arrows (like theimage on the

right). When younovethecursor over these two buttonsatext help ,ql zl
box will indicate: Sort Ascendingor Sort Descending If you click-on Z

one of the buttons, thEield which you haveselected(highlighted) will be

sortedin the order selected Give this a try and see how it works.

So, there are several “ways” you can sort your @abhd Queries.

Specific Queries

4
i i : {what Id like t
So far we have listeeverything undereach Field Name du?a would you fike 1o

that we selected. However, many times you wilbatdy
want tofind something specificin your Table (database -
e.g.people from a certain state or city, people whose

@ About using criteria to
| refrieve certain record

favorite number is 7 or salaries between $ 20,00thd ® Examples of expressions
$ 50,000. This is fairly common sense, but it can get @ Insert or delete a criteria
tricky . rowe in the design grid

. . o . @ FindMext Action
To get anidea of various criteria, you might want to use,

click-onHelp in the menu bar. Thenlick-on Microsoft
Access Help TheMicrosoft Assistant (normally a paper W See more...
clip, professor, ball, cat, dog, or just about amg will
appear with a“choice” menu). When our screen
appeared, welicked-in thearea at thebottom of the
screenandtyped-in the word ‘triteria.” We thenclicked-
on theSearch button Thescreenat theright appeared.

@ Create a delete query

Click-on theExamples of expression selection.

= Show All
Examples of expressions

You use expressions in many aperatiaons in
Microsoft Access, including creating
calculated contrals, query and filker crikeria,

default values, validation rules, and macro TheExamples of expressionscreen at the left
conditions, Often, the easiest waw ko creake .
an expression is to find an example of an will appear.

expression that is similar to what wou wank

ko create, and then modify it ko do what

wall wank, . )
We thenclicked-on Examples of expressions

I Examples of expressions used in Forms, . . )
reports, and data access pages / used in queries and filters as well as many of the

P Examples of expressions used in queries other examples. Go ahead and click-on several of
and filkers these examples. You'll see many examples of
I Examples of default value expressions what we can use in our queries.

P Examples of macro condition expressions

23



When you ardinished, click-on the X” in the upper right corner of theMicrosoft Access
Help Topics menuscreen talosethe screen. You may return and explore moreeddhhelp
screens as you become more accomplished with Adegtabase. These help screens are like
having a complete Access XP manual on your computer

If you don't like having theOffice Assistant“hanging
around “ on your screen, simghjace the mous&ursor on
the Assistantand click theRIGHT mouse button. This
will bring up a menu and you can chodsiee to have the

Tl
ol
-

Assistant “go away.” Cptions. .
choose Assisktant, .,
Anytime you need the assistant simply click on Helphe Animate:!

Menu bar and then click-on Microsoft Access Helpst
like you did before.

Now we'll try a few specific queries First let'sfind aspecific state

window. It shouldook like the onébelow. If you're not thereclick the

Design buttonin theupper left corner of thescreen(like the one on the

right). Click-in thecell to theright of Criteria: in theState column. You

will see a flashing cursoMake sure you are in the State columi. Type-in theabbreviation
for one of the states you entereth your Personnel Table. Your Query shoolok like the
below picture.

You should now be back in tifgueryl: Select QuerymenuDesign E £

Field: |Last Mame Skate Favorite Number Salary
Table: |Personnel Personnel Personnel Personnel
Sorkt:
Show:
Criteria: wva

N

Now click-on (! ). A new query window will appea®nly persons from

thestate you selecteghould show. This is BPECIFIC query for that E -
state Click-onDesign View Button (triangle-ruler-pencil) to return to

Design View. Nowdeletethestate you entered.

Now we'll look forFavorite Numbers larger than 600 Type-in >600in the Criteria cell

under theravorite Number Column. Click-on (! ). Everyone with a favorite number larger
than 600 should show. fio one is indicatedyoudon't have a person with aumber larger
than 600 or you might have typed the >600 incorrectReturn to theDesign View Delete
the>600andrun the query with no criteria. You should $eé all the fields again.Return to
theDesign Viewagain.
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Make sure all the Criteria: cells are empty Next we'll look for persons witkalaries equal to
or larger than $ 20,000 and equal to or less than®0,000 In theSalary field column, in the

Criteria celltype-in: >= 20000 and <= 50000Click-on the(! ). You should now see a
specific query that indicates those persons imdhge we choseGo back to Design View
Deletethecriteria you entered undealary. Now,on your own, if you desire, add or delete
some fields to your query and experimeDbn't get frustrated if no specific items appear
Frequently you might query for something thah't exist (e.g. states of VAnd CA — a person
can't be from both) or there just isn't anythingttimatches. For fun, notice tbe just below
Criteria to the left of the Design Viewiry one state in the Criteria: cell under State and
another in the or: cell. Have fun.

When you have a good feel for queries you're réadynd your query sessiorkirst, click-on
File in theMenu Bar, and therclick-on Close A Microsoft Access Window will appearand
ask: 'Do you want to save changes to the design of que@Queryl1'?”

Microsoft Access

I E Do wiou wank ko save changes to the design of query 'Query1'?

es Mo | Cancel |

Click-on Yesand aSave Aswindow will appear.Name the Query anything you like and
click-onOK. Whenthe Queryl: Select Queryiew closesyou will return to theperson:
Databasescreen. Notice that tiiguery Tab is active and your new query is available to use
again, as you desire. You can activate this qaadychange things just like you did in the
tutorial. If you want a printout of your query @ytime), simplyclick-on thePrinter Button

in the button bar or onFile in the Menu Bar an@rint.

Reports

Reports can be very complexin this tutorial we'll learn thbasics A good manual, or
some knowledgeable assistance will be essentiahtastering reports.

There are several types of reports. We'll uséfigmards to design some.
If you arenot in thePerson: Database mairwindow screen with the Table, Queries, Forms,
Reports, etcglick-on Window in theMenu Bar and then orPerson: Databaset thebottom

of themenu. Also, make sure that you have closed any Tables, Formg, Queries on which
you are working.
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In thePerson: Databasevidow click-on
the Reports button. Thenclick-on the
New Button. Seethearrows on the

image at theright .

The followingNew Report menu
window will appear.

First, click-on Report Wizard in
the New Report menu screen.

g Person XP : Database {Access 2000 file formak)

Objects 27|
Tables E.?._l
el Cueries ;
=8| Forms
= B
*a Reports B
1

Creake repo Sign view
Create report by using wizard
colurnnar

Personnel

kabular

This wizard automaticalky
creates vour report, based

AutoReport: Colu
AutoReport: Tabular
Chart Wizard

Label Wizard

Then, in the area to the right of: on the figlds you select,

Choose the table or query where
the object’s data comes from;
click-on thedown triangle and
selectPersonnel Thenclick-on
OK.

Choose the table or query where
the abject's data comes From:

ersonnel

Report Wizard

Mehich Fields do vou want on your report?

%ou can choose from more than one table or quersy,

Tables|Queries
The following |Ta|:u|e: Personnel |
Report
Wizard Menu Available Fields: Selected Fislds:
screen should ‘Last Name > |

First Mame
appear.

Social Security # = |

Street Address

City

State =1

Zip =

Gender ;I _I

Cancel | = Back Rext = Finish




Read all the information in the Report Wizard screa. Only the fields/ou selectfrom your
tablewill show-in the report. To bring fields into the repomdividually youclick-on the
name of the field(in the list of fields in the area und&vailable Fields:) and therclick-on the

>. Theorder, onwhich you click-on the fieldswill be their order in the report. The>
brings over all of the fields. The< brings back one of the fields which you have seled
and<< brings back all of the fields(if you make a mistake, or want to start over).

So let's begin.Click-on First Name, thenclick-on > (notice how the First Name field went
from theAvailable Fields: to Selected Fieldy. Now do the same with tHeast Name, State,
Gender and Salaryfields. These are the fields that will appeaoun first report.

Your Report Wizard screeshould look like the onebelow.

Report Wizard

‘Which Fields do vou want on your report?

‘fou can choase Fram mare than one table or quersy,

Tables|Queties
ITaI:uIe: Personnel ;l
Bvvailable Fields: Selected Fields:
] Saocial Security # First MNarne
V| Street Address Lask Mame
1| Ciky == | |3tate
Zip _I Gender
Favorite Nurnber salary ]
Dake Hired il
| Lk |
] Cancel | < Back Mext = Einish

If it does, click-on thdNext> Button.
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Grouping in Reports

This Report Wizard menu screen asks if you waidedGrouping. Grouping simply “groups”
records by an item in the report you are designMg’ll group bystate This means that
“records” from a state will be in a “group” (eeople from Virginia will be in one group, the
folks from Washington in another, and so on). Miisbe easy to see when we look at the

report. Soglick-on State then click-or™. If you make a mistake, no problem, just usethe
Your screen should noleok like the onebelow.

Report YWizard

Do o wank ko add any grouping

levels? State
First Mame, Last Mame, Gender, Salary
First Narme |
Last Mare >
{Gender - |
Salaty
|
Priarity
A
Grauping Qptions ... Cancel < Back. Mexk = Eirish

Click-on Next> again. Another Report Wizard menu screen wilbfel
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Report Wizard

Wehat sort order and surmmary information do you wank for detail records?

‘fou can sork records by up bo Four Fields, in either
ascending or descending order,

o b

1 ILast Mame j ascending
1 2 3 4

] e AR R - R
s MMn| MMMM MMM 2 First Marme - ,ﬁ,scendmg

A HEME RHXM MNEEX NXEX

* WHEE HHEN HEEE HHEH

B bscsse| e | aenene| e

Covaee prsoes| pesren] Feseae
HEME RHXM MNEEX NXEE .
3 - Ascending

By mnma WHRE HHEn] e
3 wmn wem| Hesn| mEEs

B e wmwe e waes :
g I v| fscending

By forane] seonent) seen] reseant
HEHE HMHE HHKH HHRK
D HEmn EMHE MEHH XHER

Surmaty Cpkions ... *

Zancel < Back Hext = Einish

First, theabovescreen requests that ymalicate aSort Order. This simply means that within
each “group, thalphabetic order in which you want the fields sorted. We’ll soyt lbast
Nameand therfirst Name. This way you’ll have the names, grouped by siateast Name
order and, where you have several people withdheed.ast Name, they’ll be sub-sorted in First
Name order. Notice th&scendingbutton to the right of the Sort box. This inde&stthat the

Field that you select is in A to Z or ascendingeordIf you click-on this button, it will reverse

the order from Z to A, or descending order. @igk-on the small down triangle to the right

of the first box and selecLast Name Leave the order asscending Now, selecFirst Name

in the second box. When you are finished, your Réizard menwscreen should look likethe
oneabove

Notice aSummary Options buttonbelow the sort fields you have selectedClick-on it.
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The Summary Options menu boxallows you toenter calculations for numerical and
currency fields if you haveselectedany. It will summarizethese calculationsy each group
and intotal. So, since&alary is acurrency field, we can obtain calculation€lick -in theboxes
underSum andAvg; this will furnish these calculations, as you vgile in the report. If you
want percentages as well, click-in the box neXx@#tculate percent of total for sums.

il Summary Options

What sunmary values would you like calculaked? oK
Field Sum  Awg  Min Max cancel
Salaty IV = [

Shiowy

i Detail and Surmmary

i Surnmary Cnly

™ Calculate percent of
kotal for sums

Click-on OK. This will return you to the previous Wizard scre€tick-on Next> again.

Report Wizard

How would yvou like ko lay out your report?
Tlawout | [ Orientakion  —

f* Portrait

OIHK XHIK KHAKH WAHK HWAK r Landscape

e . .
— " Qutline 1
HNNHE NHENE  RHNE  outline 2
~
~

FE R
e

EERE RS SR ot

HEE R

Align Left 1

i alian Left 2

FE R
R e
EERE RS SR ot

¥ Adjust the Field width so all Fields Fit on
a page.

Zancel < Back Mexk = Einish

This Report Wizard screen allows youstgect a layoutfor yourreport. Click-in thesmall
circles to theleft of each choice in the layout area and observeethdts. For the moment,
we’ll stay with the default: Stepped Soclick-again it that circle. Leave the report in Portrait
Orientation.

30



Note: At thebottom of thelast Report Wizard menu screerthere is a check in the small box
to the left ofAdjust the field width so all fields fit on a page This is a very

important check. This means that no matter how many fields yae@ln your report, they will
all fit on one page. With a few fields in the repdhis is no big deal. However, if you have & lo
of fields, they will be all “scrunched” up and ydluiotice that sometimes the Field Names and
data for these fields are “cut-off” a bit. As miened at the beginning of the Reports section of
the tutorial this is where an advanced course or manual are almbessential

Click-on Next> again.

The next Report Wizard will appear.

Report Wizard
What style would vou like?
‘Eold
Casual
HHHRRRK
Compack
Corporate
WX HHRH |
W HEHHE Forma
Soft Gray
L]
Title
Label above Detail
Control from Detail
Cancel | < Back Mexk = Einish

This menu screen allows you to select$tyge that you would like for your reporClick -on
thechoices(Bold, Casual, etc.) and see what each “looks.likeghoose whichever style you

desire and click-olNext> again.
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The next Report Wizard screen is thst screen in the sequence. It allows you to seléidea
different from the name of your database if yowclsoose.Note that thesmall circle in front of
Preview the Reportis “dotted”. When welick-on theFinish button Access XP will go to a

preview copy of your report. We’'lkitle this reportState Report Use this name or any name
you desire and click-oRinish.

i Report Wizard

‘hat kitle do wou want for your repork?

Skate Report

That's all the information the wizard needs to create wour
repark,

Do wou wank ko preview the report or modify the report's
design?

= Preview the report.

" Modify the report's design,

[ Display Help on working with the report?

Cancel < Back. Mext = | Einish

This is a report iMabular (Columnar) format. Your screen should look sonmeglike the one
below.

State Report

State Last Name First Name Gender Salary
Hapzood Elsa F $52,145
Jiplowsk Ezod I $12,854

Summary for "State = al (2 detail records)

Sum $64,999

Aug $32,500
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Notice in thelower left corner of the report screen that you are on Page 1 afejbert.

| N

I?ge: HEN I e

Notice the ‘triangle arrow” buttons to theleft andright of Page 1. These take you to the first
page of the report, the previous page, the next,patd the last page. Try clicking-on them.

Notice that yourcursor — in this Preview Report screen immagnifying glass This shows you
how a page of your report will appear when youtatinEach time yowlick the magnifying
glass you will Zoom in” or “zoom out making your report appear larger or smaller. Yal
zoom to the “place” where you place your magnifyghass — just like if you were using a real
magnifying glass and a real piece of paper. Yaudignify the place where you are “holding”
the magnifying glass. So, give this a try.

pencil. Click-on it. This takes you tB®esign View This time, however, the
Design View is for Reports instead of Tables or Gase This is where the
Wizard created the Tabular report desi@hick -on theDesign View butta.

Look at this screen for a few minutes- it should looksimilar to theimagebelow.

Notice, in theupper-left corner a button that has a sméilangle, ruler and ! z
w

|F State Report : Report

# Page Fu:uéui:er
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First: theButton Bar. Run the cursor arrow over the buttons to gatiaa of each button
function. Just like queries, we'll be going baokl éorth betweemesign(triangle-pencil-ruler)
andPrint Preview (magnifying glass).

Second Notice, to the left, in the gray part of theesam, it indicatesReport Header, Page
Header, State Header, Detail, State Footer, Page éter and Report Footer.

Report Header. If something shows here, it will only be showntbefirst page of the
report.
Page Header If something shows here, it will show eachpage of the report at thep

of each column

# Page Header

State Header This “sets-off” the State Grouping.
State Footer This “ends” the State Grouping.
Detail: These are thigeld names from our database Access will ‘pull” the

data for the individual fields from our database reord

I W Detail

These are the databaséelds themselves The fieldsprint each time there is a person in the
database. This field informatiasdrawn from the databaseAs you enter more people in the
databaseand run the report agaimore people will be shown The "size" of the box you see
on the screen was created when we created thesfid.

Page Footer This is what shows at the bottom of each page.

Report Footer: This is what shows onlgn the last page of the report.

Also note, thdower right corners of theState andReport Footer fldﬂtﬂi:mmm: "l{
sRufmiffSalan

area boxes indicate= SUM([Salary]). This is a calculation box the R s s B
Wizard created. This is what gave you the cal@iatfor your ciThwg(fSalary -
average and the sum of the salaries.
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Save Report
Let's save this report.

You can eitheclick-on File (in the Menu Bar) and theave,or Save As or click-on thesmall
diskette button in the button bar. A menu window will open whigdlysSave As In thearea
under Report Nametype-in State Reportthenclick-on OK. Nowclick-on theFile in the
Menu Bar and therclick-on Close You couldalso click-on the fower X” in the upper right
corner of the screenBe carefulhere. Thdower “X” closeswhatever you are working on
(report, query table, etc.). Thpper “X” closes theAccess XPdatabase.

You should noweturn to the mainAccess XP Person: Databasecreen. Th&erson:
Databasewindow should appear on the screen. If it dodsthen click-orFile, thenOpen
Database When the Open Database Window appedick-on Person.mdbin theFile Name
area, thenclick-on OK. In theperson: Databasewindow click-on theReport tab. A report
namedState Reportwill be there. Click-on it, thenclick on theDesignbutton. You are now in
your report design screeitlose this report againas you did previously.

Some more New Reports

Now we'll create some other reports. This is @mih process, to the report you just completed.
In theperson: Databasewvindow —make sure you have clicked-on the Reports button

click-on theNew button. When the New Report Window appeelisk on “down triangle” in

the area to the right @hoose the table or query where the object’s dataomes from:, then
click-on Personnel Nowclick-onsome ofthedifferent Wizard’s choices Try Auto Report:
Columnar andTabular, or go back to the Design Wizard again. Experitéth the different
types.

As you create reports you may save or not savgaslesire.

Reports can becom&ery complex, very quickly. This is only an introductory tutorial, which
furnishes a simple guide to report design. Youhtigant to purchase a book on Access or try a
separate tutorial on reports. Our favorite bodWiisrosoft Access 2002 — Inside Oufrom
Microsoft Press

Now File, Exit.

Now that you have the basics, you might want tastime things on your own. Try using the
Wizards in Table, Query and Reports.

We'll, that about does it for now. If you have coents on this tutorial, simply send e-mail to
the Internet address below.

murray.t@lynchburg.edu

Thank you for your time, effort, and patience.
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