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Welcome

Welcome to the 599CD Microsoft Access 101 Handbook.

This handbook is designed to be a supplement to the full 599CD video course for Microsoft Access 101.
We recommend you use this handbook to follow along with the class videos. This handbook is not meant as
astand-alone study guide.

We do recommend that you watch the course videos one time through, paying attention to the lessons
covered. Follow along with the course videos using this guide. Take notes on the pages where needed.
Then, watch the videos a second time, practicing the examples yourself on your computer.
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Lesson 1. Introduction
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Welcome to Microsoft Access 101, brought to you by MyOnlinel ear ningPar tner.com and 599CD.com.
| am your instructor, Richard Rost.

W
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Microsoft Access 101
Introduction to Access

Instructor: Richard Raost
richard@myolp.com

Objectivesfor today’ s class:

Objectives

Learn about Microsoft Access
What is a Database
Parts of a Database

Design a Table
Enter, Edit Data
Build Queries
Construct a Data Entry Form

Create Mailing Labels
5 o
Access 101 Introduction to Microsoft Access ‘\

In this class we will be using Microsoft Access XP (2002) and Windows XP, however this courseisvalid
for any version of Windows, you should have no problems following this course if you are using Access

97, 2000 or 2003.

Pre-Requisites: Windows 101, 102, or 110. Word 101 and Excel 101 are also recommended.

Microsoft Access 101 www.599cd.com
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Lesson 2. Terminology

A computer databaseis a program that lets you store, manage, and manipul ate data.

Some examples of databases include Microsoft Access, Microsoft SQL Server, your customer listin
Microsoft Excel, acard catal og, a phone book.

Microsoft Access databases are a collection of one or more of the following components: Tables, Queries,
Forms, Reports, Pages, Macros, and Modules.

Tables allow usto store data, much like a spreadsheet.

Tables

Access 101: Introduction to Microsoft Access
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Queries allow usto view datain different ways.

Queries

Cueries allow us to view
data in different ways

Access 101: Introduction to Microsoft Access

Forms allow usto build auser-friendly interface for our users. Forms also allow us to add functionality to
our databases.

Forms

Forms allow us to
build a user-friendly
interface for our users ik o —

Access 101; Introduction to Microsoft Access
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Reports allow usto format data to be printed.

Forms
PR :!"_—‘I Mo
— o
Forms allow us to B e .
build a user-friendly _-f s
interface for our users . S —
m-egul_._m_l-"t

Access 101: Introduction to Microsoft Access

Data Access Pages allow us to take data and work with it on aWeb page.
Macr os allow us to automate repetitive tasks.
Modules allow usto write Visual Basic programming code for our database.

We will work with tables, queries, forms, and reports today. We will cover these last three componentsin
future classes.
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Lesson 3. Planning Your Database

Before you start working with Access, sit down with paper or awhiteboard and plan out your database.
Determine what kinds of information you need to work with.

What Tables do you need in your database? What are you storing? Customers, orders, products, vendors,
and employees are all examples.

What fields does each table need? A customer table, for example, might contact a customer name, address,
phone number, how long they’ ve been a customers, whether or not he receives a catal og, etc.

What kinds of querieswill you need. If you have 1000 customers in your database, for example, you can
make a query to sort them by last name, for example.

What kinds of formswill you need. How user-friendly does your database need to be? What' s the skill
level of your average user?

What kinds of reports will you need? Plan them out on paper! It helpsto have the previous paper versions
on hand (you know, the ones you’ ve been using up until now).

The more planning you do before building your database, the easier building your database will be.

Microsoft Access 101 www.599cd.com Page 7 of 96
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Lesson 4. Getting Started

Let’sbegin by starting Microsoft Access. Click on Start > All Programs > Microsoft Access.

_@ Windows Movie @ Internet Explorer ter

Kl Microsoft Access

‘a M3 Explarer MicrosorbiExcel el
Microsoft FrontPage
E & | Faxes
® Windows Media LY Microsoft Outlook
Microsoft PowerPoint oport
i &} Files and Settim g ...
S . Microsoft Word
% MsN Explorer
w Syskem Reskore @ Outlook Express
o PEmobe Assistance
E} Windows Media Player
Al Programs 3, Windows Messenger ECurity

Log off E Disconneck

' Start

Access does not start you off in ablank database, unlike Word and Excel that start you off in a blank
document and spreadsheet respectively. Let’s create a new, blank database file. Click on Blank Database
on the Task Pane under the New section.

IS =] E3

Tools  ‘Window Help  Twpe a question For belp -
| p BB o Moo 7

& i Mew File * X

| &

Open a file
= Files. ..

MNew
@ Blynk Database
@ Blﬁ Data Access Page
@ Praoject (Existing Data)
Project (Mew Data)

Mew from existing file

51 Choase file...

Note: if you are using aversion of Access before XP, just click onFile > New Database

Microsoft Access 101 www.599cd.com Page 8 of 96
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Access wants you to provide afilename for your database. The New File Databasewindow appears. Let’'s
typein afilename for this database. I’ m creating a database for my fictional computer comp any PCResale.
So I'll typeinPCResale.Net Customer Database Click Create.

|F'CResa|e.NeI: Customer Database| ake

Cancel

Led L

pe: |Miu:ru:us-:|Ft Arccess Databases

Y ou will now see the blank Microsoft Access Databasewindow.

Microsoft Access
Edit

Window  Help

Tools

File

Miew  Inserk

Chijects @

Tables @:—] Create table by using wizard
@ Create table by entering data [%

Create table in Design view

Queries
Farms
Reporks

Pages

ST I

Macros

Microsoft Access 101 www.599cd.com Page 9 of 96
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Make sure you have Tables clicked on, and click on Newto create anew table.

gE PCResale.Net Customer Database : Database {Access... [l[=] B3

Objects

Tables

Queries
Faorms

htl
@ C pjyy | oDl in Design view

Create kable by using wizard

ering data

Click on Design Viewand then OK.

gE PCResale.Net Customer Database : Database (Access... [l =]

[ S oo U =0

Mew Table I

view,

Create a new table in Design

Diatashest Yiew

Table \Wizard
Import Table
Link Table

Cancel

Groups

IE Fawarites

Microsoft Access 101

www.599cd.com
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Y ou will now see a blank table window.
B Tablel : Table
Field Mame Data Twpe Descripkion

3]

Field Properties

General I Lookup |

We can now begin entering in the fields for our table. Under the Field Name column, type: FirstName

E§ Tablel : Table

Field Mame Data Twpe Description
B [ Firstrame]
Field Properties
eneral I Lookup | ’7
[
Do not use a space between “First” and “Name.” I’ll explain why later. For now, do not use spacesin your

field names. You can, but trust me, you don't want to... you'll thank me later.

I’ve only capitalized “First” and “Name” to make it easier to read.

Microsoft Access 101 www.599cd.com Page 11 of 96
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Lesson 6. Customer Table, Part Two

Hit the TAB key and this moves you to the Data Type column. The default datatypeisText. If you click
on the drop-down arrow in this column, you' I seethelong list of datatypes available.

E§ Tablel : Table

Field Mame Data Twpe Description
B | FirstMarne
Merma
Mumber
Drate Time
Currency Eld Propetties
AutoMumber —
izeneral I Lackup | Yes/No
Field Size oo | OLE Objeck
Farmat Hyperlink.
Input Mask Lookup Wizard. ..
Capkion
Default Yalue
Yalidation Rule
Yalidakion Text q
Required T
Allow Zero Length Yes
Indexed Mo

Text isany printable character: a-z, 0-9, and all the other characterslike space, @, $, &, and so on. A text
field can be up to 255 characterslong. A Memo field isabig text field, and can store thousands of
characters, but lacks some of the functionality that text fields have. Use sparingly.

Number s can include counting numbers, integers, decimals, and so on. The Date/Time data type stores
dates, times, or both. The Currency datatypeis a special number that’s optimized for dealing with dollar
values.

AutoNumbers are a special kind of number that start at 1 and automatically count up with each number.
These are good for customer IDs, for example. YesNo datatype fields are good for tracking true/fal se data.
OLE Objects (Object Linking & Embedding) can be used to store pictures, sound clips, and more.
Hyperlinks are used for storing web links. Don’t worry about the L ookup Wizard.

Select Text for the FirstNamefield, and then pressTAB.

Microsoft Access 101 www.599cd.com Page 12 of 96
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Lesson 7. Customer Table, Part Three

The Description column is optional. If you want to store notes here, you can. Thisinformation will show
up on the status bar in your forms.

E§ Tablel : Table

Field Mame Data Twpe Description
B | FirstMame Texk This is the customer's first name]

Field Properties

imener al I Lookup | % i

Field Size 50
Forrnak

Input Mask,

Capkion

Default Yalue

Yalidation Rule

Yalidation Texk

Required Mo F
Allow Zero Length Yes
Indexed Mo

Press TAB again, and enter in anew field name: LastName.

B Tablel : Table

Field Mame Data Twpe Description
Firsthame Texk This is the custamer's First name
B | LastMame
Field Properties
eneral I Lookup | % ’7

Microsoft Access 101 www.599cd.com Page 13 of 96
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Again, select Text for the data type for LastName.
B8 Tablel : Table
Field Mame Diata Twpe Descripkion
Firsthame Texk This is the customer's first name
LaskMarne Texk

2

Field Properties

Now, go ahead and enter in the following fields:

CompanyName
Phone

Fax

Address

City

State

ZIP

Country

Notes
NumEmployees
CustomerSince
CreditLimit
Active

(text)
(text)
(text)
(text)
(text)
(text)
(text)
(text)
(memo)
(number)
(date/time)
(currency)
(yes/no)

Sometimes you might have a phone number with lettersinit. That’s why we will use atext field for phone.
Here sthetest: if you are ever going to be doing calculations on the data, use a number field. If not, use
text —it's easier to deal with. Are you ever going to add up a column of phone numbers? Probably not.
Also, some ZIP codes in the US begin with zer o. If you use a number field for this, you'll lose the leading
zero. The same problem exists with Social Security Numbers. Use text for these fields.

EH Tablel : Table

Field Mame Data Twpe Descripkion
MumEmployees Murmber
CuskomerSince Drake Time:
CreditLimit CUrrency
B | Active Yes/ho Custu:url;r will get newsletter|
Field Properties
General I Lookup |
Format YesiMo |

Microsoft Access 101
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Notice that with your number types, there is a drop-down option below that let’ s you pick what type of
number you want. For today, all you have to worry about isLong Integer and Decimal. Long Integers are
whole numbers and their negatives. Decimals allow you to store numbers with a fractional component.

B Tablel : Table

Field Mame Data Type Descripkion
ZIP Text
Counkry Texk
Mokes Mema
B | MurmErmployvess Murnber

Field Properties

General I Lookup I

Field Size Long Inkeger |

Format Bvte

Deecimal Places Inkeger

Input Mask.

Caption Single

Default Yalue Double

Yalidation Rule EEE:I'_E:::'D” .

Yalidation Te:xt f
Required Mo

Indexed Yes (Duplicates OK) f

Microsoft Access 101

www.599cd.com
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Lesson 8. Customer Table, Part Four

We need away to uniquely identify each customer. None of our existing fields are appropriate, as some
may be duplicated (two “John Smith’'s” for example.) Let’sadd a Customer D field. Let's make that an

Autonumber field.

Figld Mame

Data Type Descripkion

CreditLimit
Ackive
B | CustarnerID

|

B8 Tablel : Table M=l

Currency
Yes/No Customer will gek newsletker

Autotumber | _I
[

Field Properties

General I Lookup |

| o Tebomar

Eizld Siag

| liketo have my ID at the top of thetable. Let’s moveit. Click in the grey box to the left of CustomerID.
Thiswill highlight the row.

B Tablel : Table _ | O
Descripkion e I

Field Mame

Data Type

CreditLimit
Ackive
> CuskarnerID

CUrrency
YesiHo
Aukohumber

Customer will get newsletter

Field Properties

General I Lookup |

Long Integer

Field Size

Microsoft Access 101
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Now, let go of the mouse button. Click on the same spot again and holdthe mouse button down. Drag the
row up to the top of the tablefield list.

B Tablel : Table

| Field Name | DataTvpe | Description ]|

bl ustomerID Aukotumber
irstharne Texk This is the custamer's First name
LastMame Texk
Campanyhame Text
Phone Text LI
Field Properties

Thisisjust amatter of form — it doesn’t change the functionality of the table. Every table shouldhave an
ID. A product table should have a Productl D. Employees should have an Employeel D, and so on.

Let’s now save our table. Click on the Save button.

Microsoft Access
File Edit Miew Insert  Tools  Window  Help

By

E-M8SRY|%BB[ 0o | |55
B Table ble — O x
Field Mame Data Tvpe Descripkion =

CustomerID Autotumber
Firstharme Texk This is the customer's First name  ~ |

Let’stypein Customer T for the table name. Don’t use any spaces. | like to end all of my tables with the
letter “T.” Thisisjust something that | do. Y ou can use any name you like, but | recommend that — for now
—you stick with my naming conventions. Click OK.

Note: in some books or classes, you may see them name a customer table like this: tbiCustomers. That’s
fine too. Just pick a naming convention and stick with it. Click OK.

sk

Firstp, 1able Rlame: Fname |
Lasth  [CustamerT] k

Comp Zancel |

Phnme =

Microsoft Access 101 www.599cd.com Page 17 of 96
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Now you should receive an error message saying that thereis noprimary key defined. The primary key
field isthe onefield in your table that uniquely identifies each record— in this case the CustomerID. Click
Yes and Access will set your CustomerID as your primary key field. Listen to the dialog in the video for a

better explanation of primary key fields.

T Ty T, I L L =

I T T T T

1 1
|_| CuskomerID

Microsoft Access

There is no primary key defined.

' alkthough a primary key isn't required, it's highly recommended. & table mosk b
. primary kew for wou ko define a relationship between this table and okher tablg

database,

Do wou wank bo create a primary key now?

Yes

AutoMumber

Mo Cancel

Notice thelittle key symbol next to CustomerID. Thisfield is now your primary key —no two can be alike.

W T | =F LR v | do B

B CustomerT : Table
Field Mame

Data Tvpe

Description

CugtomerID J_

Texk
= LastMarme Texk
| | CompanyMame Teuk

Phinne Text

AutoMumber

Ciald O

This is the customer's first name  ~ |

|4

One of thethingsthat a primary key doesfor you isthat it prevents duplicate valuesin your table. Y ou
wouldn’t want, for example, two customers with the ID number 1827.

Now, go ahead and close your table.

B CustomerT : Table

Field Mame Diakta Tvpe Descripkion k
| FH CustomerID] AutaMurnber Cloy
|| FirstMame Text This is the custormer's first name

LastMame Text

Microsoft Access 101

www.599cd.com
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Lesson 9. Entering Data.

Noticein your database window, you now have a Customer T table showing. Double-click onit to openit.

g PCResale.Net Customer Database : Database (Access... =] E3
Open of, Desion ghiew | X 2o T :
Ohbjects @ Create table in Design view
Tahles @ Create table by using wizard
Queries @ Create table by entering data
&
Forms
B Reports

Y our table now opens in data-entry mode.

B8 CustomerT : Table
CustomerlD FirstMarme LastMame | CompanyMarme F
[AutoMurmber)

Hit the TAB key to the FirstNamefield. Typeinyour first name. I'll typein “Richard.” Notice as soon as |
do, the Customer|D changesto“1.”

EH CustomerT : Table
Customer|D FirstMame LastMame | CompanyMName F

F 1 Richard
(Autallumber)

Microsoft Access 101 www.599cd.com Page 19 of 96
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Continue entering in data, hitting the TAB key between fields.

LastName: Rost
CompanyName: Amicron
Phone: 7168374685

For now, enter in your phone number as just a series of digits. We'll see how to format thisin afuture class
to appear with dashes or parentheses. Continue with your fields:

Fax: 7168336724
Address: PO Box 1308

Y ou can resize your columns by clicking and dragging on the border between the column headers (just like
in Excel):

B CustomerT : Table

Address | P City State il Co
¥ |PO Box 1308

Continue entering in your data:

City: Amherst

State: NY

ZIP: 14226

Country: (leave blank)
Notes: Such aswell guy
NumEmployees: 10
CustomerSince: 1/1/94

Note: If you enter in atwo-digit year, anything from 00 to 29 will become 2000 to 2029. Anything from 30
to 99 will become 1930 to 1999.

CreditLimit: $500.00

Activeisacheck box. You can either use the mouseto check it on or off, or use the spacebar .

B CustomerT : Table

MumEmployees CustomerSince CreditLimit Active
& 10 14141940 $500.00 %
D 50.00

Microsoft Access 101 www.599cd.com Page 20 of 96
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Hitting TAB again will bring you down to the next record.
B CustomerT : Table
CustomerlD Firsthlame Lasthlame | CompanyMame F
1/ Richard Rost Armicran 71663

rAutoMurmber)

Go ahead and enter in four or five more customers. The dataitself isn’t important. Enter in whatever you'd
like. Just make sure you enter in customers from afew different states and afew different countries. You
can leave somefields — like phone numbers— blank, if you want.

B CustomerT : Table B =] B3
CustomerlD Firstame LastPMame | CompanyMarme F
B 1 Richard Fost Amicran 71683
|| 2 Joe Smith K¥YZ Corp 71655
P 3 Sue Jones 123 Packing  &R243
P 4/ Alan Watson Forestry Service 41933
B 5 Anna Ficare FPharmacon 71323
|| B Ronald Simms LMMNOP Wholes 78074
P 7 Donald Barker Gamerzskum Inc 41644
8 Benny Sperduti Euro Heal Estat
AutoMumber)

Record: H|4|| q FIHIHEI af 9

Microsoft Access 101 www.599cd.com Page 21 of 96
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If you decide you want to delete arecord, just click on the box to the left of the row, and hit Delete on your
keyboard. Say yes when asked if you' re sure you want to del ete the record.

B CustomerT : Table | _ O] >]

CustomerlD Firsthlame Lasthlame | CompanyMame F
P 1 Richard Fost Amicran 71683
P 2/ Joe =mith YL Corp 71655
B 3 Sue Jones 123 Packing  5G243
|| 4| Alan Wyatson Forestry Service 41938
P 8 Anna Ficore Fharmacon 71323
P B|Fonald Simms LMMOP Wholes 78074
B 7 Danald Barker Gamerskum Inc 41644

g Benny Sperduti Euro Real Estat

IAutaMumber)

Recard: H|4|| a P|H|H9| af 9

Go ahead now and closeyour table down. Y ou may be asked to save changesto the layout of your table.
Thisis because you resized a column or two. Say yes and your table will be saved.

B CustomerT : Table = B
CustomerlD Firstame LastPMame | CompanyMarme F

B 1 Richard Fost Amicran 71683
D lan Cenith R T 71 555

] 43
B k 35t

! E Do wou want ko save changes to the lavout of table 'CustomerT's §23F

|| 74k
Yes Mo | Cancel | 44"
| L= I_IEIIII_'l' l\_l'_lEILI'_II.I COro e ar oldl
k| (Autobumber)
Microsoft Access 101 www.599cd.com Page 22 of 96
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Lesson 10. Customer Query

We only have afew customersin our database now, but let’s pretend we have thousands of customers, and
we want to sort the list and add some other criteria — like only showing customers from NY. Click on

Queries and then New.

g PCResale.Net Customer Database : Database {Access... [l [=]
open [ Design &

Objects - reake query in Design view
Tables @ Create query by using wizard
Queries
Forms
=] Reports

The New Query window appears. Select Design Viewand click OK.

g PCResale.Net Customer Database : Database (Access... [l =]

(= P N O 1 | - S o
New Query ﬂ

Desin
Simple Query Wizard
Crosstab Query Wizard
Find Duplicates Query \Wizard
Find Unmatched Query Wizard

Create a new guery without using

a wizard,

Ik Zancel
L
Graups
@ Favarites

Microsoft Access 101 www.599cd.com Page 23 of 96
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The Query Design window appears and the Show Table window appearsin front of it. Access wantsyou
to select atableto go into your query. Select Customer T (the only table we have right now) and click Add.
Y ou will notice amini Customer T window will appears behind the show table window.

gz Queryl : Select Query

Show Table

Tables IQueriesI Both I add
FirstMarne
LastMame Cuskomer T ﬁl

Cormparyl
||

Field:
Table:
Sork:
Shiotas
Criteria:
ar:

Click on Closeto close the Show Table window. Y ou are now in the Query Design window.

gzl Queryl : Select Query

FirskMarne

LastMame
Cu:umpanyNam;I %

<] |

Field: [] -
Table:
Sork:
Shiota; | O |
Crikeria:
ar:

Microsoft Access 101 www.599cd.com Page 24 of 96
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Click and drag the FirstName field down into your query.

g=! Queryl : Select Query

< |

Field: \
Table:
Soarks
Show: O [l O
Criteria:
of:
|

Notice the field now appearsin your query.

FirstMarne

LastMame
Cu:umpan‘:.:‘Nam;I

<|_|

= P Eir st rarne N -
Table: |CuskomerT
Sork:
Show: [ Ll
Crikeria:
ar:

Microsoft Access 101 www.599cd.com Page 25 of 96
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e

< |

FirstMarme

Lasthame
CnmpanyNam;I

599CD.com

Computer
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Field:
Table:
Soarks
Shiowa;
Criteria:
of:

FitskMarne

CuskomerT

CustomerT

|

Click on the Run button to run the query.

File  Edit

- HlH | S

View  Insert

#

Query  Tools

iindiow

Help

vl Y Bn B o - ou o 'QEE

| .
g=8 Queryl : Select Query B

FirstMame
LastMame
Cu:umpanyNamLI
KN
Field: |FirstMame
Table: | CuskamnerT CuskomerT
Sork:
Shaw:; O
ikl —

Microsoft Access 101

www.599cd.com
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The query has now “run.” Y ou can see the data you requested.
° File Edit Wew Insert  Format  Records  Tools  Window  Help 7
M- HRESRY| 4R |@|85H|TE T

gz Query1 : Select Query

Firsthame LastMame
Lal-i Rost
| smith
| [Sue Jones
| Alan YWatzon
| |[Anna Ficare
| |Faonald =imms
| [Donald Barker
|__|Benny sperduti

Let’sgo back to Design View. Click on the View button.

R Hs SRy smav|a/tiYaT

File Edit iew Insert  Format  Records  Tools  window  Help 4

LastiMame
Fost
smith
Jones
| |Alan YWatsan
| |[Anna Ficare
|__|Fonald =imms
| [Danald Barker
| |Benny Sperduti

Microsoft Access 101 www.599cd.com Page 27 of 96
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Click in the Sort row under the FirstName column. Select Ascending from the list of choices.
B-HREgRY| IR0 o

gz Query1 : Select Query

el -

!|“‘}E|Z|

FirstMame
LastMarme -
KN
Field: | FirstMame LastMame
Table: |CustomerT CuskomerT
Sork: -
Shaw: L1
Criteria: || Descending
of: || {not sorted)

Al

Now run your query. Notice the records are sorted by FirstName in ascending order.

E-EnegRvrzelo[altdil[va v |4

g=8 Queryl : Select Query

Firsthame LastiMame

id Yatson
| [Anna Ficore
| |Benny sperduti
| [Danald Barker
| [Joe Smith
| |Richard Rost

Ronald Simms

Sue Jones

Recard: HI 4 II 1 IHIF*I af &
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Return to design view Click in the Sort row under the L astName column. Change it to Ascending.
B-HREgRY| IR0 o ! % = |

gz Query1 : Select Query

el -

FirstMame
LastMarme il
<] |
Field: | FirstMame LastMame
Table: |CustomerT Customer T
Sark: | Ascending hd
Shiow: [
Criteria; Descending
ars {not sorted)
1

Save and run your query.

IFEIEE IR TR

g=8 Queryl : Select Query

FirstMame LastMame

L Wiatson

| [Anna Ficore
| |Benny sperduti
| [Danald Barker
| [Joe Smith
|__|Richard Rost
Ronald Simmms

Sue Jones

Recard: HI 4 II 1 IHIF*I af &
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Notice that thisisn't exactly what we were looking for. We're still sorted by first name. Return to design
view. The key to remember hereisthat Access sortsthe fields left to right. If you want to sort by last name
then by first name, you have to move the LastName field to the |eft of the RightName field. Here’' s how
you do it. First move your mouse over the column, right on the little gray bar.

E-|E "R - VI idBR o @ | E

g=8 Queryl : Select Query

FirstMarne
LastMarne il

<] |

Field: |FirstMarne LaskMarne
Table: | CustomerT ZustomerT
Saork: | Ascending
Show:
Criteria:
ar:

4 |

Now, click on that bar. Notice the column is highlighted.

.........

E-EQ &V | fBi o @) |g=

g=f Queryl : Select Query

FirstMame:

-

LastMName

<] |

Field: |FirstMame
Table: | CuskomerT
Saork: | Ascending
Shiow;
Criteria:
ar:
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Now, let go of the mouse button. Click on that same spot, and drag the column to the left. You’'ll see the
mouse “carrying” alittle box with it. Let it go to the left of the FirstName column.

E-HH&E&R_V IiBR | v-o-|B-| ! |%5E

g=8 Queryl : Seleck Query

FirstMarne

LastMarme

<] |

I I
Field: JFirstramlss,
Table: Joustanmer ™
Sork: JAscending
Shio;
Criteria:
ot

4 |

And now you should notice the column has moved.

4]

E-HmE Ry $BRlo- o 8-

g=8 Queryl : Select Query

=

FirstMame
LastMame il

<] |

-
Field: FirstMarnsl
Table: CuskomerT
Sork; Ascending
Show: d
Criteria:

ar.
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Now, run the query, and you should see what we were after in the first place.

IR EESE RN AR

gz Query1 : Select Query

Lasthlame Firsthlame
id Danald
Sue
Ficare Anna
| |Rost Richard
Simms Ronald
| |Smith Joe
| [ Sperduti Benny
| |¥Watson Alan

Record: H| 4 II 1 |H|P*| af &

Now the boss wants to only see customers from New Y ork. To do this, we need to add the State field to our
query. Find the State field in your table field list, and double-click on it to add it to the query.

B-Eg &RV bR o ETN

v

<] |

Field: |Lasthame Firstharne nkake -
Table: | CuskomerT CuskomerT CusbornerT
Sort: | Ascending Ascending
Shiow:
Criteria:
ar;
1
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Now run your query, and you will see all of the customers with their states.

MFEEEEREEERERER Y CEIL

gz Query1 : Select Query

LastMame Firsthame

id Danald QM
- =ue CA
| [Ficore Anna T#
| |Rost Richard MY
|| Simms Ronald AB
| |Smith Joe MY
| [ Sperduti Benny

| |¥Watson Alan

Record: H| 4 II 1 |H|P*| af &

Return to design view. To limit the customers only from NY, click in the criteriarow under the State
column. Typein“NY” and hit TAB. Y ou don’t need to type in the quotes— Access will put them there for
you (although it isagood ideato get in the habit of typing them).

B-HOEgRYV| iBRa[o- o ! % = |

g=f Queryl : Select Query

1r

by
4] |

Field: |Lasthame Firstharme Shake
Table: | CuskomerT CuskamerT CustornerT
Sork: | Ascending Ascending
Show:
Criceria: TE |
ar:
1
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Go ahead and run your query, and now you can see that only customers that match our criteria (those

customers from NY) are showing up.

i -

g=8 Queryl : Select Query
LastMame FirstMame

Richard
Joe

Record: H| 4 II 1k |H|H*| af 2

FENEIEEAR a|n|%|%¢m|‘@v|¢4

Let’ s go ahead and save our query now. Click on the Save button.

i -

Ru sy i o[@/slilva v |4

FirstMame

Richard
Joe

Recard: H| 1 || 1k |H|H9| of 2
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I’m going to call my query CustomersFromNY Q. Notice I’ ve used no spaces, and | put a“Q” at the end.
Again, thisisjust my personal style for naming my objects.

-Hun eaRviizn/o @8] v R 7|4

gzl Query 1 @ Select Query

LastMame Firsthame
Richard

I smith
Query Mame;

ICustDmersFrDmNVQ|

Zancel |

Record: H| A II liik |H|H*| of 2

My query is now saved. Notice thetitle at the top of the query window.
MIEFERIEERE R R I N AR
gz CustomersFromNYQ : Select Query M[=]

LastMarme FirstMame
Richard

Record: HI 1 II 1 IHIP*I af 2
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Let’ s close this query now, and return to the main database window. Notice that we have one query

showing up in our Queries section.

g PCResale.Net Customer Database : Database {Access... [{j[=] E3
Open |8 Desion “@biew | X | 2o T [HE]

Objects . Create query in Design view

Tables Create query by using wizard

Sl e CustomersFromMys

Forms

B Reports %

E Pages

& Macros

#%  Modules
Graups

[#] Favorites

The beauty of aquery isthat now all you have to do is double-click on the query to run it again. The work
is already done. Next month, when the boss wants this same report again, it's there. Also, a user who
doesn’t know how to build queries can run this query just by double-clicking onit.

g PCResale.Net Customer Database : Database (Access... [ {[=] B3
Open & Design &1 Mew | x | n =
Objects Create query in Design view
Tables Create query by using wizard
Bl Queries . CustamersFramblyic)
Forms
B8 Reporks
E Pages %
& Macros
8% Modules
Groups
[E Favorites

Microsoft Access 101

www.599cd.com

Page 36 of 96



599CD.com

Computer
Tr.nl?l'l':g

Lesson 11. Building a Customer Form

Forms are objects for working with your data on the screen in anice pretty, user-friendly screen. This takes
practice! You're not going to have great-looking forms after one lesson. Practice makes perfect. Begin by

clicking on Forms from the database window.

gE PCResale.Net Customer Database : Database (Access... [lj[=]

(FEopen [if Design (FMew | w | 2y .

Objects Create Form in Design view
Tables @ Create Form by using wizard
Cueties
B2 Forms
=
E Fages
& Macros
«8  Modules

Groups
IE Fawarites

Now click on New on the top toolbar.

gE PCResale.Net Customer Database : Database (Access... [lj[=]
(FH open [sf Desu;n EN

Chjects
Tables @ Create Form by using W|2ar|:|

CQUeries
Farms

B Feparks
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There are alot of different waysto make forms. We'll go over some of these other optionsin future classes.
For today, click on Design View

Eﬂ PCResale.Met Customer Database : Database {Access... !E

C New Form

AukoFarm: Columnar
== AukaFarm; Tabolar
; AukoFaorm: Dakashest
| Crgate 3 New Form without AuboForm: PivokTable
using a wizard. AukaFarm: PivatChart
N Chart Wizard
PivotTable wWizard

hoose the table or query where I j
the object's data comes From:

|| Favarites ||

Next we have to tell the form where to get its data. Drop down the box at the bottom of the form and select
Customer T from thelist. Click OK.

E_'_E PCResale.Met Customer Database : Database (Access... !E[

¥ MNew Form

- -:' Form Wizard
wa AukaFarm: Calumnar
= AukoFarm: Tabolar

" ith AukoFarm; Dakasheet
| [ Srzste azs Fe kst AukoFarm: PivotTable

using & wizard. AukoFarm; PivokChart
N Chart ‘Wizard
PivotTable \Wizard

Choose the kable or query where | j
the object's data comes From:

CustumersFrDmNYﬁ

|1#] Faworites ||
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Y ou should now see a blank form (Form1) along with atoolbox and a field list.

ENCE R IR EE R

B Forml : Form

|I||--"“~|---1---u---2---|---3---|---4---
j‘DetaiI

Firstiame

: LaskMarme

1 w Companyhame
) : Phone

. : Fax
- : Address

For today, we're not going to use the Toolbox. Let’s go ahead and closeiit.

- WA &SR (e Yo o SER] e

B Formil : Form

|I||---|---1---|---2---|---3---|---4---
j*fDetaiI

FirskMarme

: LastMarne

1 Y Comparrykame
) : Phone

Fax

. Address ;I

Microsoft Access 101 www.599cd.com Page 39 of 96



599CD.com
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E- & &&

B Formil : Form

[m]]

]

 Detail

5

ECuskomerID
FirskMame
: [LastMarme

Note: if you don't seethe Field List, don’t panic. Look on your toolbar for the following button. Just click
on this button to open and close the Field List.

E-1EH Yy &

B Formil : Form Field Lisk

:: |FirstMarne
- |LastMarne
| CompanyhName

i |Phone
i |Fax

. Address ﬂ
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Now, let’s move the fields we want from the Field List onto our Form. Clickon the Customer|D field.

T

FRIEIREE L R R

NEEER

B Formil : Form

O

B

j # Detail

Now, click and drag the field from the Field List over to the Form.

T

CEIEE TR IEREE

NEEEE

O

1

B Formil : Form

VLo e

j # Detail
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When you rel ease the mouse button, the field appears. Notice you have two objects. Thefirstisa L abel
that tellsthe user what field thisis. The second isa Text Box that will actually display the data.

ENEEIEINEEE RN EEIGE

R R R R R R

jiii

: =l Eusl:um...

¢ |FirstMame

. |LastMame
CamparyMNarme
:: \Phone

i |Fax

2 Address

| city

i |Skate

o

To seetheform “in action” click on the View button on the toolbar. Thiswill take you to “form view”

mode where you will see the form as the user seesit—with the datainit.

5 Custom...

FirstMarne

- {LastMarne

* | CompanyMane
: Phone

: |Fax

s laddress
SAcity

Skate

ZIF ll
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Notice you can now see the form with the one field we placed on it, and the data from that record.

M- HRSGRY (B o QEIYE M

EI-I-'urml : Form

CuskomerID: ]

Now, click on the T-square button to return to design view (just like with queries).

B Forml : Form

CustometID: I II
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Now, let’sdrag over another field. Click and drag the FirstName field. Here' s atip: when you’re lining up
your fields, don’'t line the little tiny box that you’ re dragging up with the label. Line it up with the text box
from the previousfield, like this:

ENEEIEINNEE IR EE I

B3 Formil : Form
|:||---|---1---|---2---|---3---|---4---

j # Detail

- T CustomerlD &

sEMame
LastMame
CamparyMNarme
=1 |Phone
:|Fax
Address
Ciky
2 |Skate

ZIF j

If you get it just right, your fields will be perfectly lined up— one beneath the other.

ENFEEIEINEEY RGN EEIEEEE

B Formil : Form
|:||---|---1---|---2---|---3---|---4---

j # Detail

; — H= CuskomerIh &~

FirstMarne

- |LastMarne
s CompanyMarne

2 \Phone
| |Fax

2 Address
ity
Skate

ZIF ll
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Again, let’s go back to Form View. Notice the additional field with its data.

MEEEF RO PRI AR

B Forml : Form

CustomerID:

FirstMarne:

[ 0

IRichard

At the bottom of the window, you will seelittle Navigation Buttons that you can use to move between the
different records. Thereis abuttonto move to the next record, previous record, first record, last record, and

anew blank record.

»

CustomerID:

FirstMame:

B Forml : Form

| 1
|Ri|:har|:|

Record: Hl A || 1 Ml |k¥| of &
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Click on the Next Recor dbutton and Access takes you to record #2.

>

CuskomerID:

FirstMame:

B Formil : Form

[ ¥

|J|:|e

Record: HI A II 2 Bl k%] of &

Click onthe New Recor d button and you’ re taken to a blank new record. Y ou will see (AutoNumber)in
the CustomerID. As soon as you enter in a FirstName, this number will be assigned— just asif you were
entering information directly into the table.

»

CustomerID:

FirstMame:

B3 Formil : Form

[ e
|

Record: Hl*l” 9k |k of
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Remember, thisisLive Data! If you add records, make changesto existing records, or delete records,
you' re changing the datain the table. Thisis not a copy of the data. Let’sreturn to design view now and
add the LastName field to our form.

ERNCEEIEINEEE R EEIEE

B Formil : Form
|:||---|---1---|---2---|---3---|---4--

:l # Detail

5| Custom...

CustomerID =~
FirstMarne

LastMame
ComparyMame
Phone

Fax

Address

Ciky
Skate

,‘I::

Oops! | missed. | wasn't quite perfect with my dragging and | dropped it in the wrong place. How do we
move it? Notice how LastName is highlighted (see the dots around it). If it’s not highlighted, then just click
once on it. Now, move your mouse over it until you see ahand like this:

EREEIEIEEE IO EEIEEE

f

B Custom...

ICustDmerID

""""""""" ERESEEY, CuskormerIlD &
FirskMarne

LastMame
ComparyMName
Phone

Fax

Address

Ziky

Skake
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ENFFERIEINEE R N EEEG

I\

= Formil : Form

o

LI [ I

L N

:l  Detail

ICustDmerID
................. Mocooooo

B Custom...

S

CuskomerID
FirstMarne

LaskMame
CompanyMName

1

Phone
Fax
Address
ik
Skate

Alternatively, you can also click and drag the field in one motion, provided it was not highlighted to begin
with. Just click off in “right field” somewhere to unhighlight all of the fields, and then click and drag one of

thefields.

E-EHRn &

EJ‘ %{? K v (3 -

"
s

&

NIEIESES

B Forml : Form

I

....................... I....::::
Sl Custom... ES | BB

S

A DOEEEEEER
j # Detail
B ZZZZZZZZZZZZZZZZZZZ"""'ZZZZZZZZZZZZZZZZZZZZ'ZZZZ """"""""""
- = w CuskomerID
- : ------- = Firskhlarne
LastMName
’ R A AR Camparyhame
1. Phone
Fax
Address
N City
B Stake
- ZIP
- | ..................................................................................... I .........
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Continue practicing by bringing the fieldsinto the form one at atime.

E-Hm gl %aed oo [aER[e]Y

= Formil : Form
|:||---|---1---|---2---|---3---|---4-

:l  Detail

4|:

Y es, as a shortcut, you can bring them all over at once. To show you this, let’ sfirst remove al of the
current fields from our form. To remove one field, you can just click on itand press DELETE on your
keyboard. To remove them all, draw abox around all of them...

élLastName

§|C0mpanymame
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Thiswill select them all...

EMEERIEIRNEEE = IR EEEIREE

= Formil : Form
|:||---|---1---|---2---|---3---|---4--

:l  Detail

B Custom...

CuskomerID
FirstMarne
LastMame
CompanyMName
Phone

*-I ................ I .......... Gl

Now hit DELETE on your keyboard.
E-HgEgh[sae s o-o-[aBR[e]d

= Formil : Form
E||---|---1---|---2---|---3---|---4--

j  Detail

4 = custom... [F3 | B

CustomerID
FirskMarne
LastMarne
ComparyMarme
Phone

Address
Ciby
Skate
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To bring al of the fields over at once, double-click on the Title Bar of thefield list box. Thiswill highlight
all of thefields.

E- R Sk 2 o-o- BR8]y

B Formil : Form
E||---|---1---|---2---|---3---|---4--

B

B Custom...
r

nerID !

4|:

Now, click on any one of them and drag it over to the form. Notice how the little box is different because
you' re dragging multiple fields.

ENCEIEINEELEIRERO EEIEIE

B Formil : Form
|I||---|---1---|---2---|---3---|---4--

j  Detail
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EMEERIEIRNEEE = IR EEEIREE

5

= Formil : Form

o

'

 Detail

*I 200

One mistake that people commonly make is that they bring their fields over too close to the edge of the

form...
B H5 &l &
IE"---l---1---|---2---|------|---4--

# Detail

it
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EMEERIEIRNEEE = IR EEEIREE

= Formil : Form

o

'

L -

I

:l  Detail

1

Make sure when you' re bringing your fields over, you don’'t go any farther over than, say, the 1-inch
marker on the rulerbar. Y ou can also drop them over at, say, the 1.5-inch mark and then while they're all
still highlighted, use your Hand tool and drag them all over so they look nice.

E-Hg SR/ ey o-o-[aBR[ed

B Forml : Form

iy

# Detail

latate
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Let’sgo ahead and close the field list.
ERFEEIEIE BY[o-o-[aER[E]Y

B Formil : Form
|:||---|---1---|---2---|---3---|---4--

R

o

4IZ.

If you scroll down the form, you'll see all of your fields. Notice that Notes camein as alarger text box
because it's amemo field. Also notice that Active is a check box.

§|NumEmpID';.‘f§.‘es

HIE 5|Custu:umer5inu:e
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Let’ssave our form. Click on the floppy disk Save button. I’ll call my form Customer Fand click OK.

Form Mame:

o
el r=ir=1

ICustnmerF|

Cancel

P Ll I L L=

Go toForm Viewand you'll now seeall of your fields on the form.

- &8V

’g @ 52 @%

CustomerIC:
FirstMame:
Lasthanme:;
CarmpanyMarme:
Fhome:

Fax:

Address:

ity

Skate:

ZIP:

Counkry

B CustomerF : Form

| 1
|Ri|:har|:|

|R|:st

|.ﬁ.mi|:r|:|n
[7168374685
[7168336724

[P0 Box 1308
|.ﬁ.mherst

e

|14226

Record: Lllll_l Llilﬂl af &

w
il |
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Close the form and return to the database window. Notice your form shows up in the Forms section.

L open |5 Design (5] ew | = | Bo e |ems

Chijects @ Create Form in Design view

Tables @ Create Farm by using wizard

) Queries _uskomerF

Farms

B8 Reporks %

E Pages

A Macros

2 Modules
Groups

[#] Favorites
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Lesson 12. Formatting Your Form

Let’s open up our customer form from the last lesson.

(7= open [ Design [ EMew P Bp e

Objecks @ Create Form in Design view

Tables @ Create Form by using wizard

B Cueries B W

Farrms

B Reports

@ Pages

& Macros

% Modules
Garaups

@ Favarites

Go to design view.
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First, let’s change our background color. Click somewhere on the background of the form. Y ou will notice
the horizontal band that says“ Detail” will become highlighted.

N -f|» 7 u] &AL
B BRSY | o-o- BRI |(aleN B e

B CustomerF : Form
|:||---|---1---|---2---|---3---|---4---

2

5 élLastName

Hl: ilCDmpanyName

Notice on the toolbar there is abutton that looks like a paint can. Thisisthe background/ fill color button.
If you click on it now, you get the color that’s under the paint can (dark gray right now).

s 7 u[===QHa- [z

&.|cli'r:- E.‘g|ﬂ'm' %|I§| %|%++|m|=Fill,l'acl<:CEur = T

B CustomerF : Form
|:||---|---1---|---2---|---3---|---4---

g
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If you click on the down-arrow next to the paint can, you can select any color from the color palette.

AL ls 7z o= Iﬂﬁéviv
Al BB v- - @B R S|y

Transparent

B CustomerF : Form . . . . . .
| T

I'll select alight blue color.

NN e 7z o= ENFSIEE
il BR S (v @B R el NDiE-

B CustomerF : Form
|:||---|---1---|---2---|---3---|---4---

Ik
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Click on the label for the LastName field.

S CustomerF : Form

|:||---|---1---|---2---|---3---|---4---

Rk annE ' Firstharne
&l i LastMame

- |Campariamss| - [Companyhlame

Now deleteit. Hit DELETE on your keyboard.

B CustomerF : Form

|E||---|---1---|---2---|---3---|---4---
]fDetail

|Cu5tu:nmerID

|FirstName

_|LastName

3 : ElCDmpanyName
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Using your Hand tool, drag the LastName textbox up next to the FirstName textbox.

S CustomerF : Form

-

""" i |Cu5t-:umerID

¢ |FisERISTRE

|FirstName

ElLastName

1 ilCDmpanyName

: ;il-'hcune

=

: :l.ﬁ.ddress

[

- [5tate

10

: :|C|:|untry

Let’snow change thetext in the label. Click on the FirstName label once to select it.

Ll

L I R R I B

B CustomerF : Form

L I R R A

 Detail

g

_uskornerID
FirstMame:

I 'LastName

' ElCDmpanyName

5 ;il-'hn:nne

o

: 1|.ﬁ.ddress

|City

: g|5tate

e

: ;lcguntry
|
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Click on the label asecond time to edit the text in that label. Now you can type in whatever you want for
the label (remember thisiswhat shows up on the form).

O

B CustomerF : Form

Vol B e e e e A

b e

] & Detail

[ |CompanyMame

;il-'hcnne
=
: E|.'='.|:I|:|r|E!55

= state

|City

160

I’m going to type inName (F,L):. | think most people can figure out that this means first name, last name.

B CustomerF : Form

]l

I
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Switch to Form Viewand see what your form looks like now.

M- BaagRy| i@ Ye v |6

B CustomerF : Form

CuskormerID: | II

Mame (F,L): |Rin:har|:| |Rc|st

CompanyiMame: |F'.min:r|:|n

Phane: [7168374685
Fau: [7168336724
Address: [P0 Box 1308
Cikys |F'.mherst
State: [P

ZIP: |14226
Counkry! [

Motes: ISuu:h a swell

Return to design view. Move your CompanyName field up.

E-EFH S s+ B2BET o0 | @B 2 T

|:||---|---1---|---2---|---3---|---4--
ijetaiI

FirstMarne |LastName
Dmpanyﬁdame '
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Edit the label for CompanyName and put a space between “Company” and “Name.” Remember, thisis
what the user sees—it’salabel — you can break the rules for labels to make them look good.

e

E-H® &0 B 0-o- @B R T

B3 CustomerF : Form

N R R

|Custu:umerID

|Fir5tName |LastName

|CDmpanyName

|.ﬁ.|:|-:|ress

HEG

Let’s make the CompanyName field wider. Click on thefield.

E-EHH 30 BT 0o - @ E R QY

B CustomerF : Form

T T T TR

e

FirskMarne
............. Dmpanyﬁame

|F'.|:Idress

iz

P
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Move your mouse over the little box on the right side of the field. Notice your mouse pointer changesto a
double-arrow.

EHEEIEIE IR

B3 CustomerF : Form

L e T L L T

Firstiame
Dmpany‘\lame

Click and drag on this box...

B CustomerF : Form
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E-Ha Sk B2Ee T o-

O

B CustomerF : Form

o

1

L S

& Detail

I

;|Custu:umerID

: _%Eirstmame JLastName

ompanyMarne

Go to Form View and notice how it is resized.

¥-dualy iwelo @8l va v M

4

Customer I0:
Mame (F,L):

Compary MNare:

Phcre:
Fax:
address:
ik
State;
ZIP:
Counkry:
Mokes:

[ 0

B CustomerF : Form

|Richard |Rast

|F'.min:r|:|n I

[7168374685
(7168336724
[P0 Box 1308
|rberst

[

{14226

ISuch a swell
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Move the Phone field up. Delete the |abel for the Fax field. Slide the Fax field up next to the Phone field.
Finally, edit the label to reflect the change...

E-EHx5 &0 sBaRd -

SOEEIEE

B3 CustomerF : Form

L I

|3||| |4|||

ElFirstName

|LastName

ZormpanyMame

A

GlEpini

Slide the Address label up and make it bigger.

E-H5 &l +B2Rd -

Cd - % E ﬁ @ t::,!

B CustomerF : Form

' 4 ' ' '

ElCustnmerID

HE élFirstName

I |.I;..astName

: élCDmpanyName

hione

: _lFax

ddress
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Let's move City, State, ZIP, and Country all up at the same time. Draw a box around all four of them. Note

that your box really just needs to touch them — it doesn’t have to completely enclose them.

Using the Hand tool, drag them up in place.

By R

 Detail

i

|Custu:umerID

|Firstl"-lame

I |LastName

|C-:umpan';.fl"-.lame

E]Phune

I |Fax

Microsoft Access 101

www.599cd.com

Page 68 of 96



Delete the labels for State and ZIP code.
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O

 Detail

I

[CustomerID

|Firstl"-.lame

|Companytame

Slide up the State and ZIP fields, and resi ze them accordingly as shown.

o

# Detail

g

|Custu:umerID

|Firsttiame I iLéstName

: E|Cnmpan';.-'l"-.lame
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[CustomerID

|Firstl"-.lame

|Companytame

I |Fax

' [State |2IP

Slide Country up and resize it.

|:||---|---1---|---2---|---

# Detail

g

|Custu:umerID

|Firsttiame I iLéstName

: E|Cnmpan';.-'l"-.lame

55|F‘h|:|ne |Fax

;i.ﬁ.ddress

ounkry

2 %ity ' [rrate [P
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Let’sdrag the Notes field up to the top, right side of the form. Noticeif you drag the Notesfield too far to
theright, it will actually make the Form itself wider.

§|Cust|:|merID _:
§|Firstl"-.lame [LastMame

E|C-:umpan';.fl"-.lame

I |Fax

' [State |zIP

§|C-:|untry

Y ou can make the form wider by clicking on the border of the form and dragging it manually.

[ustamerID

irstMame I 'LastName

LompanyMame - 1 5 88835056533 ||36623 9 - sobasaasanr tuaa|a6aas
hiane I |Fa><

hddress I

' |5tate |21P
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Let’smove the Notes label over the textbox. Move your mouse over the large box in the upper-left corner
of the Notes label. Notice you now have asingle finger.

[ustornerID

irstMame I |La5tName

[ornpanyMarne I o
hione I |Fax

Lddress I

~[tae o

Now, click and drag using the finger tool to move the label above the textbox. The finger tool moves a
label or textbox independent of the other, whereas the hand tool moves them both together.

[ustomerID

irskhare I ILastName

[ompanyMare I :

hone I [Fax I .....

hddress I —

ity P b ey

[ounkry
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[ustomerID

irstMarme

I 'LéstName

lormpanyMame

hione

I |Fax

hddress

ity

~[tae [P

Lounkry

Now you can use the Hand tool to move them both...

[ustamerID

irstMarne I ILastName
[ompanyMarne I

hone I IFax

hddress I

Fitye [State [zIR
[ounkry
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Let’sresize our Notes box to make it wider and taller. Note that you can use the other boxes (like the ones
in the corners or the bottom middle) to resize the text box in different directions.

' |
=

[ustornerID

irstMame I |La5tName
[ornpanyMarne I

hione I |Fax

Lddress I

ity [state [z1P

[ounkry

Now, using our Paint Can (fill tool) let’s select alight yellow to change the background color of thisfield.

2| A |-

Transparent

HEENE

OEEEED
@DDDDD
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Notice our Notesfield is now light yellow.

o __E

DAL
Tl e Da-

BIg|§
R |

|K"_'_.lvﬁv

Notice that there are tools similar to the fill color tool that will let you change other attributes of the box.

For example, there is afont/fore color tool that changes the color of the text. This one, for example will
change the text to Red.

i vau|§§§
|ﬂvnv %|E%|% FDntJ‘FDreCDI;,v
B T N T =
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Y ou can drop the color palette down and select a different color, like blue.

o __E

; =

EECEEENEE
s EO00O0OB&EO

i

s -Bruss=|d>- A& .
|ﬂ"ﬁ' %|I§| |%++|§§l|:h| Transparent

- (A EEEEN
u §Line,l'Eh:uru:|er Colar L
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This box changes the line width, the thickness of the box border...

B 7 U E B A2

@R uENda--T

o __E

|K"_'_.lvﬁv

s - BIUEEE .- A- L0 [=-.
o-o- QR T 8 ENEE D, o -

Y

| 3 | o4 | [ [
Special EFfect: Shadowg

ashanme
¥4
—ﬂ—_]
bate  [2IP S
R T——
:::::::::::::::::|:::::;;l .......................................
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My notes box is how shadowed...

Now let’s move therest of the fields up. Highlight all of the fields on the bottom of the form...

LTI s e T T 1T
3BV 305 075 63 T

<[y Btate; 210 :[ai [state [zre

§|NumEmpInyees

: ‘| CustamerSince
:[CreditLimit
:p:
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Pl

LTI LA T

=

[state |z1P

=

' [state |z1P

§|NumEmpInyees

£ ||| CustomerSince

“|CreditLimit

Microsoft Access 101

www.599cd.com

Page 79 of 96



599CD.com

Co
Tetning.

Now you can take the bottom of the form and resize it — to make the form shorter and save even more
space.

.- |.II'\r'II'\r’.ﬂ.|.H..l.t... .

o] =

' |State |ZIF'

§|NumEmpIn',.fees

; §|Cust|:umer5in|:e A
|Credittimic  EE

Save your form. Y ou won't be prompted for a name because you'’ ve already saved your form with a name.
Nothing will appear to happen— but your form is saved.

=R FIEINE R YRk

&

'Lastmame

|Fax

[State [z1P

§|NumEmpIDyees

] EICustDmerSince

- |CreditLimit
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B CustomerF : Form

Customer I0:
Mame (F,L):

Compary Name:

Phone | Fax:
Address:

Ciky, Skate, Z1IP:

Counkry:
MumEmplovees:
Customer3ince:
CreditLimit:

| ] Maotes:

IRichard IRu:ust Such a swell guw!
|.ﬁ.mi|:r|:|n

7168374625 7168336724

PO Box 1308

Amherst v f14zze

|

| 10

| 111940 ¥ active

| $500,00

To add anew record, simply click on the Add New button.

B CustomerF : Form

»

Cuskomer I0:
Mame (F,L):

Compary MNare:

Phone § Fax:
Address:

Ciky, Skate, ZIP:

Counkry:
MumEmplovees:
Cuskomer3ince:
CreditLimit:

| 5

I.ﬁ.nna IF‘iu:u:ure

|F‘harma|:|:|n

|?1323544?9 |?1623644?Ei

|1|:|2|J Middle Skreet

IH::uustu:un |T>< |??|:n:|?

| 3500
| 982002
| $1,700,00

v Active

Recard: HI*II 5 FIHIP;’FI af &

Maokes:

Birthday 1013171

Taroups

[#] Favorites

47
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BE CustomerF : Form

4

Cuskomer 10
Mame (F,L):

Cormparry Mame:

Phone | Fax;:
Address;

City, Skate, ZIP:

Counkry:
MumEmplovees:
CuskomerSince:

CreditLirni ;

rAutoMumber)

Mokes:

-

$0.00

|§ Active

Record: H|4|| 9 PIHIH‘IDFE'

Taroups

@ Favorites

Y ou can type in your new record— notice the (AutoNumber) will be replaced with the next counter number

once you enter in your first bit of data.

B CustomerF : Form

F

Cuskomer I0:
Mame (F,L):

Compary MName:

Phone § Fa:
Address:

Ciky, Skate, ZIP:

Counkry:
MumEmplovees:
Customer3ince:
CreditLimnit:

10

Makes:

Peter

ISmaIIs

—

40,00

|_ active

Record: H|4|| q P|H|H9| af 9

Taroups

[#] Favorites
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To delete arecord, click onthe big vertical gray bar to the left of the form. Thiswill select the entire

record.

B CustomerF : Form

Cuskomer I0: I 10 Mokes:

Mame (F,L): |F‘eter |5ma||s

Cormparry Mame: I

k Phone | Fax;:
Address;

Counkry:

MumEmplovees:

|
|
City, State, ZIP: | | |
|
|
|

CustomerSince: [~ Active

CreditLimit: | $0.00

Record: HI*II Q PIHIP*I of 9

Sroups

@ Favorites

Now hit Delete on your keyboard. Y ou will be asked if you're sure you wish to delete the record. Answer

Yesand it's gone — note that you cannot undo this del ete.

B CustomerF : Form

b
Cuskomer 10 | (AutoMumber) Mokes;
WEd Microsoft Access k E3 r
Zar
- You are about to delete 1 record(s).
C
Ade ! 5 If wou click ¥es, vou won't be able ko undo this Delete operation.
cit Are vou sure you want ko delete these records?
I
oL Mo
MNurnEmployess: |
CuskamerSince: | [E active
CreditLimit: | 40,00
Record: 14] « || 3 b ml+]of o
TaFOLpS
@ Favarites
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WE're going to create customer mailing labels using the Reports feature of Access. Click on Reports, then

New.

Chijects -

Cueries

Faorms

Reports

I [

Fages

g PCResale.Net Customer Database : Database (Access... =] E3
& Preview ﬁ Design *

Tables - Create repork I:uy using W|zar|:|

Select the Label Wizard from thelist of options. Then, from the drop-down menu, select CustomerT as
the source of your data.

[

New Report

g8 PCResale.Net Customer Database : Database {Access... [l =] EX

K E3

..\

This wizard creates a repark
Formatted for printing on
labels.

Design Yiew

Fepart \Wizard
AukoReport; Columnar
AutoReport: Tabular
Chart '-.-'u'lzard

Choose the table or query where _j

the object's data comes From:

Custu:umersFru:umN"r'ﬁ

|#] Favorites ||

Click OK.
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The Report Wizard starts. Y ou’ re first asked to select the type and style of |abels you want. We want Avery
5160 labels. Thisisjust the type of label that I’ ve chosen to use—it’s avery common label style with 3
columns of 10 rows of |abels (30 per page) — standard address labels. Click Next.

what label size would vou like?

= (=}
TE Produck number; Dimensions: Mumber across:
j 3l | [s097 112" x 4" z |
=2 o159 112" 4" z2
T 5 : ] 3
— 161 1" 4 z
jg 5162 11j3" % 4" z |
F i
- — Unit of Measure Label Type
&+ English " Metric ’75- Sheet feed ¢ Continuous

Filker by manufacturer;

[

'.ﬁ.very

Cuskomize. .. |

™| show custam label sizes

Cancel |

< Bacl I ek = I

Einis

Next you' re asked what kind of font you want for your labels. Arial, 8 point, black is fine with me. Just

click Next.

ehat Font and color would vou like wour text bo be?

— Text appearance
Fonk name: Fonk size:
lavial =l [
Faonk weight: Text colar:
oo o,
[ Italic [ Undetline
Zancel < Back I Mexk = I FEimish
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Next we have to set up our Prototype label. This just means we need to lay the fields out on one master
label, and Access will make all of the rest of them for us. Begin by bringing over the fields from the left
that we want on our label — in the order we want them. Make it look like aregular address label. Start by
clicking on the FirstName field and then click on the little right-arrow button.

Label Wizard

Available Fields:

Wehat waould wou like on vour mailing label®

Conskruck your label on the right by choosing fields from the
kype text that you waould like to see on every label right antol

Praototype label;

CuskomerID

LaskMarne
Campanyhame
Phone

Faw

=

Now notice that after you click on the button, the field isbrought over onto the prototype |abel.

Label Wizard

Available figlds:

What wauld waou like on vour mailing label?

Construck your label on the right by choosing figlds From the
kype text that you would like to see on every label right ontol

Prototype label;

CuskomerID
FirstMarme

Phaore
Faw

CormparyMarme

{FirstMame}|
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Now, you would want a SPA CE between then FirstName and LastName, so hit the SPACEBAR on your

keyboard.

Label Wizard

fvailable Fields:

What waould wou like on vour mailing label®

Construck your label on the right by choosing figlds From the
byvpe text that wou would like to see on every label right onkof

Prakotype label:

CuskomerID
FirstMame

CampanyMame
Phone

Fawv

JFirstiamet |

Now bring over the LastName field. Then, press ENTER on your keyboard to move down to the next line.

Label Wizard

Available Fields:

What would wou like on your mailing label?

Canstruck yaur label on the right by choosing figlds From the
kype text that you would like to see on every label right ontol

Praototype label;

CuskomerID
FirstMarme

LastMName

ﬂ {Firsthame} {LastMame}t
I
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Now bring over CompanyName and press ENTER.

Label Wizard

7 What waould wou like on vour mailing label®
* Construck your label on the right by choosing figlds From the
- byvpe text that wou would like to see on every label right onkof
Available Fields: Prototype label:
C_US'IDI'I'IEFID - {FirstMame) {LastMame-
Firsthame {ComparyMarmet
LasktMarme |
Carmpanyare = |

Same thing for Address...

Label Wizard

7 YWhat would wou like on wour mailing label?
* Conskruct your label on the right by choosing Fields From the
- kype text that you would like to see on every label right ontol
Available Fields: Praototype label;
{FirstMame} {LastMame}
e {ComparyMame}
ake
Address)

ZIP —I o= | i
Counkry |
KluraFranloyess j

Microsoft Access 101 www.599cd.com Page 88 of 96



599CD.com

Computer
Traill?l‘llng

Now bring over City, press SPACEBAR, State, SPACEBAR, ZIP, SPACEBAR, and optionally Country.

Label Wizard

JCamparytamea}

- | {Address}

[
[

7 What waould wou like on vour mailing label®
* Construck your label on the right by choosing figlds From the
- byvpe text that wou would like to see on every label right onkof
Available Fields: Prototype label:
Ciky ;I {FirstMame) {LastMame-

{City} {3tatet {ZIPT {Country}

If you want to insert acommaor any other charactersin your prototype label (like acomma between city

and state), you can. Click Next.

T TS T T

Prototvpe |abel:

Conskruck wour label on the right by choosing fields From the left, You may also
Evpe bexk that wou would like ko see on every label right onko the protobype,

;I {FirstMame} {LastMame}
{CompanyMame}

_I > | {Addresst

__I JCitytistatel 4ZIPY fCauntryt
Zancel < Back. I Mexk ;|;:i I Einish
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Now you're asked if you want to sort by any particular fields. Let’ s sort our results by ZIP code. Click on
ZI1P code and then click on the single-right-arrow button. Click Next.

VOO0 000000000000

l?a.l T T T |

Yau can sark your labels by one or mare fields in your dakabase, ‘Yaou might
want ko sart by more than one Field (such as lask name, then Firsk name), or by
just one Field {such as postal code).

Which Fields would wou like to sork byw?

Available figlds; Sork by

Address ;l
City

B
State
<
=<

Zounkry

MumEmployees
Customersince

CreditLimit
active -

Cancel | < Back I Mext = I Einish

You can also sort by Address (if the Zip codes are the same, they’ Il next be sorted by Address). Click Next.

QOO0 O00000000000

‘;.' | | L_.'|

You can sark your labels by one or more fields in your dakabase, You might
vaank to sork by more than one Field {such as last name, then Firsk name), or by
just one field (such as postal code),

Wihich Fields would wou like ko sork by'?

Fax

oL

Bvvailable figlds: Sork by
Stake

G
==
Counkry

MumEmployeess
Cusktomersince LI

CreditLimit o
Ackive -

Cancel | « Back I Mext = I Einish
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Let’sgivethisreport agood name, like MailingL abelsR. Click Finish.

What name would you like Far your report?

|Mai|ingLaI:ueIsR

That's all the information the wizard needs to create vour labels!

What do you want ko do?
% See the labels as they will look printed.
= Modify the label design.

[T Display Help on working with labels,

Zancel < Back Mlexh = | | Einisqg I

Our mailing labels are finished. They will appear on the screen.

|5 MailingLabelsR : Report

Benny S perduti Joe Smith

Euro Real Egtate Inc. HNE Corp

Wia Appis 85 101 Man St
Faome 001221ty Buffalo MY 14220
Alan Watzon Anna Picore
Forestry Services Phann acon

2025 South Park fve 1020 Middle Streest
Toledo OH 43614 Houston TX 77007
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Notice your mouse has turned into magnifying glass. Y ou can click to zoom in and out.

|5 MailingLabelsR : Report

There are navigation buttons on the bottom of the form so you can move between the pages (if you have
more than one page of 30 labels— which we do not).

M-S Oo@| oo -

Close | Setup | P -

|& MailingLabelsR : Repork

Benny Sperduti Joe Smith
Eura Real Edate Inc. WNZ Carp
Yia Aopia 59 101 Main St
Rome 001221ty Buffalo MY 14220
Alan Watson Anna Picore
Farestry Services Pharm acon
202a South Park Lve 1020 Middle Street
Toledo OH 43614 Houston TH 77007
Ml Deeleme = PN I R e HE Y
Page: M Ih 1k |k _ll M
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Thereisadrop-down box that will also let you zoom in or out.

Close | Setup | W . t A

Be by Spe Dt i Joe Sm Eh

Enra Real Eztate lac. HNZCom
WEAppB SS 101 Ma v 5t
Rome 00122 i3ky Batiai WY 14220
Y= RUIE A AueaP Lo
Fokiny Se i £ Piamaca

223 sonts Pak Aue 1020 Midde Steet
Tokdo OH L3614 Hongon T 7T OO0

Page: 14| 4] R (I R 1

|+

Y ou can also click on the “ OfficeLinks” button to export your report to Word or Excel.

28 PBEE = o = BI D 5-
X

|& MailingLabelsR : Repork OfficeLinks

Benny = perduti Joe Smith

Euro Real Estate Inc. ¥NI Corp

Mia Mapis 85 101 Main St
Rome 001221ty Buffalo MY 14220
Alan Watzon Anna Picore
Forestre Services P hanm acon

Page: 14| || R [ R 1

|+
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When you’ re ready to print, just click on the Print button.
Eﬁ'|ﬁmm|lﬂﬂ% i gDSE|§EtUD|F" h' E

k

Bl ET Prink {Lexmark Optra 5 1255 (From RICKMAIN)

Benny = perduti Joe Smith

Euro Real Edate Inc. WNZ Carp

Yia Appia 55 101 Main St
Fome 001221ty Buffalo MY 14220
Alan Wiatzon Anna Picore
Farestry Services Fhanm acon

v

Page: 14| 4] 1w m] Al e

Again, you'll notice your mailing labels are listed in the Reports section. To open the report again, just
double-click onit.

gE PCResale.Net Customer Database : Database (Access... [l[=]

[ preview i Design E] Mew | > | By e ﬂ

Objects @ Create report in Design view
Tahles @ Create report by using wizard

Queries a8 W

Farms

Reporks

Pages
Macros

Maodules

a0 S M E B E

Groups

IE Fawarites
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Lesson 14. Review

Review topics.

Review

Learned About Access
Planning Your Database
Database Components
Tables, Queries, Forms, Reports
Built a Simple Customer Database

Access 101: Introduction to Microsoft Access

Tell uswhat you think. Log on towww.599cd.com/Survey and take a short survey about this course.

Takeyour skills check quizatwww.599cd.com/Test . If you pass, you can print out a Certificate of
Completion.

What’snext? Visit www.599cd.com/Access for our completelist of Microsoft Access courses.
Need Help? Visitwww.599cd.com/TechHelp for Microsoft FrontPage assistance.
Make sureyou’re on our Mailing List. Go towww.599cd.com/MailingList for details.

Contact Us. If you have any questions, go towww.599cd.com/Contact for information on how you can
contact us by phone, email, or live online chat.
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This course, handbook, videos, and other materials are copyright 2002, 2003, 2004 by Amicron
Computing. All rights reserved. No portion of this course, handbook, videos, or other course materials may
be reproduced, copied, edited, or otherwise distributed without the express written permission of Amicron
Computing. Amicron Computing shall not be held liable for any errors or omissions in this document.

This document may not be used as part of atraining course without express, written permission from
Amicron Computing and the purchase of anInstructional License For details, contact:

Amicron Computing
PO Box 1308
Amherst NY 14226 USA
www.599cd.com
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