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LESSON 1:  INTRODUCTION

OBJECTIVES: 
Discuss Access output capabilities.


Learn the impact of data entry on output.

· Potential Access Outputs

Tables are the basis for all objects in an Access database.  Data can be entered either directly into a table, or into a form, which passes data on to the table.   Data can be described as the raw facts and figures that are input, but information is more likely what you want to get out of your database.  Information takes data and makes it meaningful.  For example, data could be the cities where classes are held.  Information based on those cities could include how many classes are held in a given city, or how many different cities offer classes.

When you are looking for information from your tables, a variety of tools are available to help you find the specific information you need.  You may simply need to scroll through the records in the table or form, use the Find tool, or filter the data as necessary.  However, Access provides you with more streamlined methods for extracting information from your database.  

Queries allow you to ask a question of your data.  The answer to that question appears as a group of records matching certain criteria, and displaying only specific fields.  These results are called a dynaset in Access. 

Reports display the results of a query or show selected fields from a table, whose records may be grouped and sorted as desired.  While all objects created in an Access database may be printed, reports are specifically designed for printing.

· The Impact of Data Entry

OVERVIEW

There is a commonly used phrase related to databases that is, “Garbage in, garbage out.”  If the data being entered is inaccurate or inconsistent, the information extracted will also be inaccurate or inconsistent.  It is very important to realize this fact as you make decisions based on data output.

Another important aspect of the relationship between data entry and output is that you cannot take out what has not been put in.  If the data has not been collected and entered, there is no way to pull information based on that data out of your database.  Therefore, it is essential that you are very familiar with the content of your database.  You should know the fields that exist in each table, how tables are related, how data is collected and entered, and who is responsible for data entry.  It is impossible to generate meaningful and accurate queries and reports without this knowledge.

Following are the tables we will be using in this course.

Classes

[image: image1.png]| ClassiD | Title. | Date | InstructorlD | Location | MaxCapacity | MaterialCost | LabFee | »
- 1l Stress Management 53372010 2 Lewiston 15 §1200  §000
- 2 Introduction to Computers 2/16/2010 1 Portland 16 $1000 §500
- 3 Communication Skills 3612010 5 Portland 30 §1200 $000
- 4 Muitasking 21712010 2 Lewiston 15 500 §000
- 5 Intenviewing Skills 5/502010 5 Portland 30 §1000 $000
- 6 Project Management 6232010 1 Lewiston 15 400 §000
- 7 Exceptional Customer Senice 6/13/2010 3 Augusta 16 .00 §000
- 8 Computerized Budget Maintenance | 2/28/2010 4 Bangor 12 $1500 §400
- 9 Interpreting Financial Statements 3412010 2 Augusta 16 $2000  §000
- 10 Public Speaking 412010 1 Portland Ell 5000 §000
- 11 Internet Research 101372010 1 Lewiston 6 §1250  §750
- 12 Personnel Management 6202010 2 Augusta 16 750 §000
- 13 Stress Management 5502010 3 Bangor 0 51200 $000
- 14 Stress Management 6/612010 2 Augusta 16 $1200 §000
- 15 Introduction to Computers 35302010 4 Augusta 10 $1000 | §500

53




Instructors

[image: image2.png]Record:

*1 | Autoumben

T [ 0]

of 5

| InstructorD | FirstName | LastName | Address City State Zip | HomePhone | Extension A
- TShelley  Foumier 222 Wester Avenue New Gloucester ME 04260 (207) 9265655 5218
HE 2Michael  Beaulieu 476 State Strest  Aubum ME 04210 (@07) 7834747 5204
HE 3 Kelly Thomas 85 Main Street Bangor ME 04401 (207) 9412345 5296
HE 4Donald  Bemier 9 Madison Avenue  Watenille ME 4301 (Q07) 8738777 5242
- 5James  Mose 328 Forest Avenue  Portland ME 04101 (@07) 7752525 5266





Students

[image: image3.png]| StudentiD | FirstName | LastName | Department | Classification | Address | City A
M Andrew  Johnson  DHHS Social Worker 169 Lancaster St Porlan
2Canl | Thompson DHHS Clerk Typist I 221 State 5t August:
3Mattha | Jameson  DHHS Clerk Typist Il AMHI Complex August:
4 Alison | Gregory  DHHS Social Worker 189 Lancaster St Porlanc
5James | Waterford | DHHS Auditor 39 Grifin Ry Bangor
6 Frances | Anderson  DHHS Data Entry Specialist 11 High St Houlton
7lesle  |Lincoln  DHHS Planning & Research Assistant 161 Marginal Way | Porlanc
8 Valerie | Bilodeau  DHHS Director 39 Grifin Rd._ Bangor
9 Robet | Campbell | DHHS Director 189 Lancaster St Porlanc

10 Rebecea | Anderson  DHHS Clerk Typist I AMHI Complex  August:
11 Katrina  Philips DHHS Clerk Typist I 161 Marginal Way  Porlanc
12 Sally Anderson  DHHS Clerk Typist I 200 Main St Levisto
13Maia  Fitzgerald  DHHS Clerk Typist I BMHI Complex  Bangor
14 Shery  Peterson  DHHS Data Entry Specialist 11 High St. Houlton
15 Richard  Peterson  DHHS Clerk Typist I 11 High St. Houlton
16 Marianne | Gagnon  DHHS Social Worker 189 Lancaster St Porlanc
17 Michelle | Gagne  DHHS Mental Health Worker I AMH Complex August:
18 Janice  Veileux  DHHS Mental Health Worker I EMHI Complex  Bangor
19Jackis  Hoton  DHHS Clerk Typist I 189 Lancaster St Porlanc
20 Melissa Bilodeau  DHHS Mental Health Worker AMHI Complex August:
21 Francis  Paradis  DHHS Planning & Research Assistant 200 Main St Levisto
22 Gary Bilodeau  DHHS Planning & Research Assistant 161 Marginal Way | Portlan(
of 22 < ] 3





Students, continued…

[image: image4.png]| City [State| Zip | Telephone | Fax email__ A
| [+ Portland ME 04101 (207) 677-1000  (207) 8772000 | andrew johnson@woi
+ Augusta ME 04333 | (207) 2875100 | (207) 2676100 carolthompson@her
+ Augusta ME 04333 | (207) 2875000 | (207) 2676000 martha jameson@wh
+ Portland ME 04101 | (207) 877-1000 | (207) 8772000 alison.gregory@get.s
+ Bangor ME | D4401 | (207) 5513100 (207) 561-4100 james. wateriord@wh
+ Houton ME 04730 | (207) 7336000 | (207) 733-7000 frances.lee@time. cor
+ Portland ME 04101 (207) 877-1100 | (207) 8772100 leslie.lincoln@lulu.co
+ Bangor ME 04401 (207)5B1-3100  (207) 561-4100 valerie.bilodeau@ton.
+ Portland ME 04101 (207) 877-1000 | (207) 877-2000  robert campbell@day

+ Augusta ME 04330 | (207) 2875000 | (207) 2676000 rebecca.moody@the
+ Portland ME 04101 (207) 877-1100 | (207) 877-2100 katrinaphillps@stop
+ Lewiston ME 04240 | (207) 7838000 | (207) 7839000 sally.anderson@any.
+ Bangor ME 04401 (207) 5513000 | (207) 561-4000  maria.ftzgerald@that
+ Houton ME 04730 | (207) 7336000 | (207) 733-7000 sherry.peterson@hel
+ Houlteh ME 04730 (207)733-6000 (207) 7337000 richard.plourde@hi.c:
+ Portland ME 04101 (207) 8771000 | (207) 8772000 marianne. gagnon@gs
+ Augusta ME 04333 | (207) 2875000 | (207) 2676000 michelle.gagne@whz
+ Bangor ME 04401 | (207)551-3000 | (207) 561-4000 janice.veileux@wher
+ Portland ME 04101 (207) 8771000 | (207) 8772000 jackie.horton@hey. ot
+ Augusta ME 04333 | (207) 2875000 | (207) 2676000 melissa. parlin@nowt
+ Lewiston ME 04240 | (207) 7838000 | (207) 783-9000 francis. paradis@it.co

+ Portland ME | 04101 | (207) 877-1100 | (207) 877-2100 _ gary. dil@mém.com v

< | =





LESSON 2:  QUERIES

OBJECTIVES: 
Create basic queries.


Add criteria to queries.


Create interactive queries.

· Query By Example Grid 

OVERVIEW

The Query by Example Grid, or QBE Grid, appears in Design View of a query at the bottom of the window.  It allows you to customize the information included in your results, called the dynaset, in Access.  There are several rows within the grid that are identified below.

[image: image5.png]Fild:
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Field - Displays the names of the fields selected.

Table - The name of the table the field above is coming from.

Sort - Allows you to sort a field or fields in ascending or descending order.

Show - When the box is checked, the field will appear in the dynaset.  When the box is NOT checked, the field does not appear in the dynaset.

Criteria - When you are looking for specific information, you fill in your requirements in the criteria row.  If you fill in the criteria row for more than one field, this becomes an AND criteria, meaning that all records must match all the field requirements.

[image: image6.png]Fild:
Tabl:
Sort
Show:
Crieria

StudertlD

Lastiiame

Frstiiame

Department

Cassiication

Studerts

Studerts

Studerts

Studerts

Studerts

O

"Directo





Or - This row is similar to the Criteria row, but allows you to ask for one criteria or another.
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STEPS

1. Click the QUERIES object [image: image8.png]3 Queries




 in the Database Window.

2. Double-click CREATE QUERY IN DESIGN VIEW.
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3. Click on a table and click the ADD button [image: image10.png]


.  Repeat this step for all the tables you wish to include in the query.  Once all necessary tables have been added, click the CLOSE button [image: image11.png]


.
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4. From your field list(s) add fields to the QBE grid by doing one of the following:

[image: image13.png]& Query1 : Select Query.
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5. To choose all fields, double-click on the table name at the top of the box, and drag the list to the QBE grid.  

6. To select several fields, hold down the CTRL key and click each field, then click and drag to the first Field Name box. 

7. To select a consecutive series of fields, click on one field then hold down the SHIFT key and click on the last field in the group. 

8. If you find that you need fields from a table not appearing at the top, click the SHOW TABLE button [image: image14.png]


 in the toolbar, double-click the table you wish to add, then click the CLOSE button [image: image15.png]


.  Add the fields using the techniques described above.

9. To rearrange the order of your fields, move your mouse pointer to the gray line above the field name in the QBE grid until it becomes a small black arrow pointing down[image: image16.png]


.  
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Click once.  The mouse pointer will change to a white arrow.  Click and drag with this pointer until a black, vertical line appears where you want the field to go.  Release the mouse button, and the field will move.

10. To remove fields from the QBE Grid, point to the horizontal gray bar above the field name until your mouse pointer becomes a black arrow pointing down.  Click once to select the column, then press DELETE on your keyboard.
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11. To hide fields from view in your dynaset without removing them from the QBE Grid, click the check box in the SHOW row to remove the checkmark. 

12. To sort by a particular field, click in the SORT row of the field and click the down arrow to open the drop-down list, and select either Ascending or Descending.  Ascending is alphabetical or chronological; Descending is the reverse.

13. To look for specific information, type the text in the AND row of the field or the OR row.

14. To run the query, click on the RUN button [image: image19.bmp] or the VIEW button [image: image20.bmp]. 

15. To return to Design View in order to make changes, click on the VIEW button [image: image21.png]


.

16. To save your query for future use, click the SAVE button [image: image22.bmp], then name the query appropriately.

Lesson Example 

You have been given a database that tracks the information and activity of students, classes, and instructors.  You are interested in creating a master phone list of all students.

STEPS


1.
Open the Schedule database.  (Your instructor will provide its location.)

2.
Click the QUERIES button in the Objects bar.


3.
Double-click CREATE QUERY IN DESIGN VIEW.


4.
Double click the Students table.

5.
Click CLOSE.

6. Double-click on each of the following fields to add them to the QBE Grid:  FirstName, LastName, and Telephone.
7. Click the RUN button to view the results of the query.  

7. Click the SAVE button.  Name the query Student Phone List.

8. Close the query.

EXERCISE:

1)
Create a query in Design View that lists Class Titles, Dates, and Locations, and Instructor First and Last Names.  HINT:  You will need to use fields from both the Classes and Instructor tables.

2)
Run the query.

3)
Save the query as Class List, and close the query.

4)
On Your Own:  Create a query in Design View based on the Students table that includes the First Name, Last Name, Department, and Classification fields.

5)
Run the query.

6)
Save the query as Student Info, and close the query.

· Sorting 

OVERVIEW

By default the results of your query are sorted by the primary key field.  You may sort the dynaset by another field(s) if you wish.  

STEPS
1. To sort the results by one field, in Datasheet View of the query, click on any entry in the field by which you want to sort, and click the SORT ASCENDING [image: image23.bmp] or SORT DESCENDING button [image: image24.bmp].  

2. To sort your query on one or more fields, in Design View of the query click in the SORT row of the QBE Grid under the name of the field by which you want to sort.

3. Click the down arrow to open the drop-down list, and select either Ascending or Descending.  Ascending is alphabetical or chronological; Descending is the reverse.


To sort by additional fields, make the appropriate sort selection in the SORT row for each additional field.
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4. To rearrange the order of your fields, move your mouse pointer to the gray line above the field name in the QBE grid until it becomes a small black arrow pointing down [image: image26.bmp].  Click once.  The mouse pointer will change to a white arrow pointing at 11:00 [image: image27.bmp].  Click and drag with this pointer until a black, vertical line appears where you want the field to go.  Release the mouse button, and the field will move.

5. Run the query.

6. If the result is correct, save your changes.

· Adding Criteria
OVERVIEW

Design View allows you to customize query results using criteria.  Examples of criteria types include:

· Exact Match criteria - the item you type in the criteria row is exactly what you wish to find in the field.  

· Comparative criteria - you may use > or < along with letters or numbers to find records with matches greater than or less than your specifications.

· Range criteria - uses the Between…And… phrase to find a group of records with fields falling within a certain range.

The criteria you type are not case sensitive; however, spelling counts.  

STEPS

1. To establish a single criterion, type the criterion in the CRITERIA row of the appropriate field.
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2. To establish AND criteria, type the criteria in the CRITERIA row for all fields you want to use.
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3. To indicate OR criteria, type the first criterion in the CRITERIA row and any other criteria in the OR row.
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4. To run the query, click on the RUN button [image: image31.bmp] (the exclamation point) or the VIEW button [image: image32.png]


. 

5. To return to Design View in order to make adjustments, click on the VIEW button [image: image33.png]


.

6. To save your query for future use, click the SAVE button [image: image34.bmp], and name the query appropriately.

· Lesson Example 
You would like your Student Phone List query to be sorted by LastName, and you only wish to see Clerk Typist IIs.

STEPS


1.
Open the Student Phone List query in Design View.


2.
Select ASCENDING from the SORT row under LastName.


3.
Add the Classification field to the QBE Grid by double-clicking on it in the Field List.


4.
Type Clerk Typist II in the CRITERIA row of the Classification field.  View the results.

5.
Return to Design View, and click the SHOW box under Classification to remove the checkmark.  This will hide the field.


6.
View the results.


7.
Click SAVE AS in the FILE menu, and name this query Clerk Typist IIs.


8.
Close the query.

EXERCISE:

1)
Open the Student Info query in Design View.

2)
Sort the query in ascending order by Classification.  View the query.
3)
Save your changes, and return to Design View.

4)
Add a criterion of Director to Classification.

5)
Run the query.  How many records did you get?  


6)
Return to Design View and type DHHS in the Criteria row of the Department field (leave your existing criterion in place).

7)
Run the query and make note of the number of records you get.



8)
Return to Design View and move DHHS from the Criteria row to the Or row for the Department field.

9)
Run the query.  How many records result?  Why?

10)
Close the query without saving these changes.

11)
On Your Own:  Open the Class List query in Design View.

12)
Sort by Date in ascending order.

13)
In the Criteria line of the Date field type the following expression:




Between 05/01/2010 and 05/31/2010
14)
Press Enter.  What happens to the expression?

15)
Run the query.

16)
Close the query without saving your changes.

· Wildcards

OVERVIEW

Wildcard characters are placeholders for other characters when you are specifying a value you want to find and you:

· know only part of the value.

· want to find values that start with a specific letter or match a certain pattern.

	Character
	Usage

	*
	Matches any number of characters.

	
	example:  wh* finds what, white, why

	?
	Matches any single alphabetic character.

	
	example:  b?ll finds ball, bell, bill

	[ ]
	Matches any single character within the brackets.

	
	example:  b[ae]ll finds ball and bell but not bill

	!
	Matches any character not in the brackets.

	
	example:  b[!ae]ll finds bill and bull but not ball or bell

	-
	Matches any one of a range of characters. You must specify the range in ascending order (A to Z, not Z to A).

	
	example:  b[a-c]d finds bad, bbd, and bcd

	#
	Matches any single numeric character.

	
	example:  1#3 finds 103, 113, 123


STEPS

1. Create a query with the desired fields and sorting.

2. In the CRITERIA and OR rows, add the necessary criteria including wildcards as needed.

3. Run the query.

4. Save the results. 

· Lesson Example 
A system has been set up to notify students of any class changes.  Each person in your office is responsible for calling a certain set of students.  You have been assigned students whose last name begins with P.

STEPS


1.
Open the Student Phone List query in Design View.


2.
In the CRITERIA line for the Last Name field, type P*.


3.
Run the query.  How many people do you need to call?  

4.
Close the query without saving your changes.

EXERCISE:

1)
Using your Student Info query, find all students in DHHS without typing the entire abbreviation.

2)
Run the query.  How many records resulted?  



3)
Return to Design View and remove the above criteria.
4)
On Your Own:  Modify the query and list all the Clerk Typists II's who work at Muskie.  Use abbreviations for both.
5)
Run the query.  How many records resulted?  



6)
Return to Design View, and remove all criteria.

7)
Leave the query open.

· Parameter Queries
OVERVIEW


A Parameter Query allows you to ask a question with criteria that can be set differently each time you run the query.  For example, you may create a query with the criteria to find only Region III records, while someone from Region II needs the same information, but for their own region.  If the query is initially set up as a parameter query, when it is run, Access will display a dialog box asking you to type in the Region you wish to see.

STEPS

1. CREATE A SELECT QUERY including the fields you wish to have appear in your query results. 

2. Set any standard criteria for the query, if applicable.

3. In the criteria line of the field(s) for which you wish to set parameters, type the question you want Access to ask in its dialog box.  For example, in the criteria line for the Region field, type:

[Enter your Region Number:]

4. To create a parameter query that allows you to type just the first letter or two of the entry, type the following:

Like[dialog box prompt]&*

5. RUN the query, and at the dialog box, type the appropriate response.

[image: image35.png]Enter Parameter Value.
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6. Look through your results, and return to Design View, if necessary, to make any further adjustments.

7. SAVE your query.

· Lesson Example 
Several people using this database would like to open the Students query but only see the students from their own department.  A query for each department could be created separately, but you decide to write one query and use a parameter criterion to solve the problem.

STEPS


1.
If it is not already, open the Student Info query in Design View.


2.
Type [Enter Department] in the CRITERIA line of the Department field.


3.
Run the query.


4.
In the dialog box, type DHHS.


5.
Return to Design View.


6.
Run the query again, this time typing Muskie in the dialog box.


7.
Return to Design View.

EXERCISE:

1)
In Design View of the Student Info query add another parameter that prompts for a Classification.  Type the following:  like[Enter Classification:]&*.
2)
Run the query and find the Classification Auditors in the DHHS Department.  Try only typing Aud at the second prompt.

3)
Save and close the Student Info query.

4)
On Your Own:  Add a parameter to prompt for Location in your Class List query.  Test it for Augusta, then try it again for Lewiston.

5)
Close the query without saving your changes.
LESSON 3:  REPORTS
OBJECTIVES:
Create basic reports.


Edit report design.


Produce reports in Microsoft Word.


Print reports.

· The Report Wizard
OVERVIEW

Reports are objects created in Access for the purpose of printing specific information in a certain format.  Reports may be created through AutoReport, Report Wizard, or in Design View.  Using Design View, you can also add and determine the properties of controls, such as text boxes, labels, etc.

Microsoft Access has a feature that allows you to take a Table (or a query from a Table) and create a basic report using Report Wizard.

STEPS

1. With all tables closed, click REPORTS [image: image36.png]i Reports



 in the OBJECTS bar.
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2. Double-click CREATE REPORT BY USING WIZARD.
3. Select the Table or Query from the Tables/Queries drop-down list from which the report will be generated.
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4. Click the [image: image39.png]


, to send all fields to the SELECTED FIELDS area. 

5. To select individual fields, click the field name, then click the [image: image40.bmp]  button.  Or, double-click each field name.  Click NEXT.  

6. If applicable, choose the field(s) to group by.  Click NEXT.  
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7. Select the field(s) by which to sort.  If you chose to group in the previous step, and you have numeric fields in your report, you may add summary information by clicking the SUMMARY OPTIONS button.  You are able to calculate the sum, average, maximum, and/or minimum of any or all numeric fields by clicking the desired check boxes, then clicking OK.  Click NEXT.
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8. To add totals and other math function, click the SUMMARY OPTIONS button.  This button is only available if you have number or currency data types.  Click OK.

[image: image43.png]Summary Options

What summry values wauld you ke calculated?

Feld Sun Avg Mo Max

Tt [0 0 O

Wecpaty O 0 0 O show
Vet O 0O O O @ petail and sunmary.
e O OO0 © summary Only

[ Calculate percent of
total For sums





9. Choose a layout and orientation for the report. If you want all fields to fit on a page, keep the checkmark in that option.  Click NEXT.
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10. Select a style for your report.  Click NEXT.
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11. Type the name of the report.  Click FINISH.
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Lesson Example 
You'd like to have a report listing Classes by Location.

STEPS


1.
Click REPORTS on the OBJECTS bar.


2.
Double-click CREATE REPORT BY USING WIZARD.


3.
Select the Classes Table from the Tables/Queries drop-down list.


4.
Choose the following fields for your report:




Title 




Date




Location




MaxCapacity 


5.
Click NEXT.


6.
Double click Location to use as a grouping field.  Click NEXT.


7.
Sort by Date, and click the SUMMARY OPTIONS button.


8.
Click the check box to SUM your MAX CAPACITY field, and click OK.  Click NEXT.


9.
Choose the ALIGN LEFT 1 layouts.  Click NEXT.


10.
Select any style.  Click NEXT.


11.
Name the report Classes by Location, and click FINISH.


12.
View and close the report.

EXERCISE:

1)
Create a new report using the wizard including the following:


Instructors Table


FirstName








LastName

Classes Table


Title








Date








Location
2)
View your data by instructor, do not group further, sort by date, select the AlignLeft1 layout with portrait orientation, any style, and name the report Instructor Schedules.

3)
View and close the report.

4)
On Your Own:  Create a report based on the Student Info query that includes all fields.  Make any other choices you like throughout the wizard and save it as Student Info.

5)
What occurs when you click Finish?

6)
When prompted, type DHHS, then Director.

7)
View and close the report.

· Editing Reports in Design View
OVERVIEW

You may choose to edit a report created in the Report Wizard. Using Design View you may add, remove, modify and relocate the controls making up your report.  Field controls are comprised of two parts: a label box that contains the name of the field, and a bound text box that displays the data for that field when you preview the report.  You will generally notice five areas in a Report:

· Report Header - will appear only on the first page at the top of the report.

· Page Header - will appear at the top of each page of the report if there are multiple pages.

· Detail - this is the area where the majority of your objects are placed where the data from the Table will appear when in Print Preview.

· Page Footer - will appear at the bottom of each page (ex: page numbers).

· Report Footer - will appear only at the bottom of the report.

Each of these areas may be selected by clicking the gray bar indicating the section.  To select the entire form, click the REPORT SELECTOR button in the upper left corner of the report.  The Object box in your toolbar will indicate that the report is selected.

[image: image47.png][=r

T T

# Report Header

Classes,

#Pags Header

[ Classip) 13 |- D icaorip| tdcaion | Sigpiiciey| | Materiad Cosi|[ Lab Fee|
Soosl
a0 |[e oottt [an |8 e et | e |

#Page Foster

[
(<8 |
# Report Footer

[ [ [
| =Page ! Pagel & 2o 1  [Paes]|





Additional areas may appear or be added to Design View of your report.  For example, if you group your records by a particular field, a group header will appear.  A group footer will appear if you chose to include calculations in your report.  These sections may be added or removed as needed.

STEPS

1. To change the Style of the report, be sure the report is selected, click the AUTOFORMAT button [image: image48.bmp] in the toolbar, and select from the available styles.

2. To resize a control, click the control once, and move your mouse pointer to one of the resizing handles around the border.  When the pointer becomes a double-sided arrow, click and drag to the desired size.

3. To realign text within a label or text box, click the label, then choose alignment from the FORMATTING Toolbar (left, center, right or justify).

4. To delete a control, click once on the control to select it, and press Delete on your keyboard.  If the control is a text box with a label, only the label will be deleted if it is clicked.  However, if the text box is selected, both the text box and label will be deleted.

5. To move an entire field (label and data), click and drag the object with the open hand mouse pointer.  To move a label box or text box separately, click and drag the item by pointing at the upper left hand corner (your mouse pointer will be a pointing hand).  

6. To change the appearance of individual controls, select the control, and use the FORMATTING toolbar options to make the desired changes.  For example, to bold the text within a label, click the label box and then click the BOLD button [image: image49.bmp] in the toolbar.

7. To add a field not appearing in the report, click the FIELD LIST button [image: image50.png]


 in the toolbar, then click and drag the field onto the report.  Close the field list when finished.

· The Toolbox

OVERVIEW

The Toolbox allows you to add controls to your report that you may not have been able to add using the wizard.  For example, you may add a note to the report using a label box, or you may add a graphic to the report.  The controls available in the Toolbox are as follows:


Label Boxes

OVERVIEW

You can add label boxes that do not relate to a particular field to your report.  This is similar to adding text boxes in Word. 

STEPS

1. Click REPORTS [image: image51.png]i Reports



 in the OBJECTS bar.

2. Click on the report and click DESIGN [image: image52.png]182 pesign



.

3. Click the LABEL BOX button [image: image53.bmp] in the toolbox.

4. Click and drag the tool on the report to create the box.

5. Type the information in the label box.  

6. Select the text and format as you wish.

· Text Boxes

OVERVIEW

There are three types of text boxes:  bound, unbound and calculated.  A bound text box is a box that is related to a field.  An unbound text box is not related to any field and can be used to hold text.  It is better to use a label box in this case, as described above.  A calculated control allows you to write an expression that performs a calculation on one or more numeric fields.
STEPS

1. Click the REPORTS button [image: image54.png]i Reports



 in the OBJECTS bar.

2. Click on the report to be modified and click DESIGN.

3. For an unbound control, click the TEXT BOX button [image: image55.bmp] in the toolbox.

4. Click and drag the tool on the report to create the box.

5. Type the information in the text box.  

6. Delete the label box by clicking on it and pressing the DELETE key on your keyboard.

7. For a bound control, click the FIELD LIST button [image: image56.png]


 on the toolbar to display the field list. You may need to increase the size of the field list to see all the fields.

8. Click and drag the field you wish to bring onto the report.

9. Release the field approximately where you would like it placed on the report, and adjust the label box as necessary.

· Page Breaks

OVERVIEW

You may find that your report displays a record’s or group’s information beginning on one page and ending on the next.  If you want all of that information on a single page, or you’d like each group to begin on its own page, you may add page breaks to your report.

STEPS

1.
Look over your report in Print Preview to decide where breaks belong.


2.
Click the VIEW button to go to Design View of the report.


3.
Click the PAGE BREAK button [image: image57.bmp] in the Toolbox.


4.
Click where you would like the break to appear in your report.


5
Return to Print Preview to view the changes.


6.
Save your changes.

Lesson Example 
You would like to modify the Classes by Location report.

STEPS


1.
Open Classes by Location in DESIGN VIEW.


2.
Click the AUTOFORMAT button, and select a different style for your report.


3.
Click the CLASSES BY LOCATION label box, change the font color of the title to red, and increase the size of the font to 36.

4.
Click FORMAT, SIZE, TO FIT to increase the size of the label box.

5.
Move the Date field (label and text box) to the far left of the report.  

6.
Move the Title and MaxCapacity label and text boxes closer to the left.

7.
Click the FIELD LIST button in the Toolbar, and click and drag the Material Cost and Lab Fee fields into the detail section of the report.


8.
Close the Field List.


9.
Cut and paste the label portions of these fields into the Location Header section, and adjust as needed, making sure you have some space to the right of the report.


10.
Click the TOOLBOX button to view the Toolbox.


11.
Click on the PAGE BREAK button on the Toolbox and then click in the lower right hand corner of the LOCATION FOOTER.

12.
Go to PRINT PREVIEW of your report to see the results.

EXERCISE:

1)
Look over your Classes by Location report, and decide what other adjustments you would like to make.

2)
Go to Design View of the report, and make those adjustments.

3)
Save your changes, take a look at the report in Print Preview, then close the report.

4)
On Your Own:  Open the Instructors Schedules report in Design View.

5)
Make any changes you wish.

6)
Go to Print Preview to view your changes.

7)
Save and close the report.

· Printing
OVERVIEW

Although any object in Access may be printed, Reports are designed specifically for this purpose.  In fact, Report view is actually Print Preview.

STEPS

1. Open the desired report, and look it over to be sure the data and layout are correct.

2. If necessary, select PAGE SETUP from the FILE Menu, and make the appropriate modifications.  Click OK.

3. Click the PRINT button [image: image58.bmp] in the toolbar.  

4. For printing options, choose PRINT from the FILE menu, or press CTRL+ P on your keyboard, and select a printer.  Choose which pages to print and the number of copies you would like.  Click PRINT.

· Lesson Example 
It's time to print!

STEPS


1.
Open the Classes by Location report.


2.
Print the report.


3.
Close the report.

EXERCISE:

1)
Print the first page of your Classes by Location report.

2)  
On Your Own:  Print the Instructor Schedules report.

· Label Reports
OVERVIEW

Since a database is set up to track information about people, places, and things, Access enables you to quickly create mailing labels for any correspondence you may send to a large group.

STEPS

1. From the REPORTS window, click the NEW button [image: image59.png]ol tew




.

2. Click LABEL WIZARD, then click the drop-down list to select the table or query the address information is in.  Click OK.
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3. Click the appropriate button for unit of measure and label type, then click the drop-down to select the manufacturer of the labels you will be using.
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4. Scroll through the list of Product numbers to find the stock number of your labels, and click on it.  Click the NEXT button.

5. Make the desired font choices, and click NEXT.
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6. One by one, send the necessary fields into the PROTOTYPE LABEL by clicking the field name, then clicking the [image: image63.bmp] button.  Or, double-click the field name.  Do not forget to put spaces, carriage returns (enter), and punctuation between fields as needed.  Click NEXT.
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7. Double-click on the field by which you wish to sort the labels.  You may choose more than one sorting field.  The post office would prefer that you sort by zip code.  Click NEXT.
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8. Type a name for the label report, and click FINISH.
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9. Insert labels into your printer, and click PRINT[image: image67.png]N




.

· Lesson Example 
You want to send class confirmation letters to your students.  Rather than address your envelopes by hand or recreate the student address list in Word, you decide to generate the labels in a label report.

STEPS

1. From the REPORTS window, click the NEW button.

2. Click LABEL WIZARD, then click the drop-down list to select the Students table.  Click OK.

3. Click Avery USA 5160.  Click NEXT.

4. Make any font choices you like.  Click NEXT.

5. Double-click the FirstName field and press the SPACEBAR.  
6. Click the [image: image68.bmp] button to select LastName and press ENTER.  
7. Click  [image: image69.bmp] for Department and press ENTER.  
8. Double-click Address and press ENTER.  
9. Double-click City, type a comma and press the SPACEBAR.  

10. Click [image: image70.bmp] for State and press the SPACEBAR twice.

11. Click [image: image71.bmp] for ZipCode.  Click NEXT.

12. Double-click on the ZipCode field then the LastName field to sort the labels.  Click NEXT.

13. Keep the default name for the report.  Click FINISH.

14. Look through your labels, and close the report.

EXERCISE:

1)
Make file folder labels for each student.  Use Avery 5266 labels, and use the StudentID, LastName, and Classification fields.

2)
Save the labels as Student Folder Labels.

3)
Close the report.

4)
On Your Own:  Create Avery 5160 labels for Students including the FirstName, LastName, Department, and City fields, and save them as Student Interoffice Labels.

5)
Close the report.
· Publishing Access Reports in Word
OVERVIEW

If you are more comfortable using a word processor to customize reports, Microsoft Access allows you to "send" reports into Word.  One of the benefits of this method is that you are able to edit the report just as you would any Word document.  In an Access Report, it may not be as simple to modify the finished product.  Keep in mind, however, that changes to the database will not carry over into the Word report and vice versa.

STEPS

1. Open the report you would like to use.

2. Click the OFFICE LINKS button [image: image72.png]'E



.

3. The report will be saved in Rich Text Format (.rtf), and will open in Microsoft Word.  If it opens in another program, simply close the program, then open the file from within Microsoft Word.

4. Edit and print the report as needed, being sure to save any changes.

· Merging Access Data in Word
OVERVIEW

You may use data stored in Access to complete form letters or other merge documents in Microsoft Word.

STEPS

1. In the TABLES window, click once on the name of the table that contains the data you want to merge.

2. Click the OFFICE LINKS button [image: image73.png].|



 in the toolbar.

3. To merge to an existing document, select LINK YOUR DATA TO AN EXISTING MICROSOFT WORD DOCUMENT.

4. Browse to the document and click OPEN.  Proceed to step  .
5. To merge to a brand new document, select CREATE A NEW DOCUMENT AND THEN LINK THE DATA TO IT.
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6. Microsoft Word will open a blank document.  You may need to click on the Word rectangle in the Taskbar to make the document active.

7. In Microsoft word, you will see the mail merge toolbar (for more information on Mail Merges, refer to the Mail Merge Courseware.).
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8. Type the document, clicking the INSERT MERGE FIELD button [image: image77.png]


 where you want to insert items from the database.

9. To insert a complete address block, click the INSERT ADDRESS BLOCK button [image: image78.bmp].
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10. Choose the format for the recipient name.

11. Click the MATCH FIELDS… button [image: image80.png]tch Fields.




 if you need to match your fields.
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12. Click the drop-down menu to select the correct fields.  Click OK.

13. To insert a greeting line, click the insert greeting line button [image: image82.bmp].
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14. Choose the format for the greeting line.  Click OK.

15. Save the document if you plan to use it again.

16. Click the MERGE TO NEW DOCUMENT [image: image84.bmp] button or the MERGE TO PRINTER [image: image85.png]


 button on the MERGE toolbar.

17. Print the results, and close the new document without saving.  You would use the document with the field name placeholders and merge again in case new data exists in the database the next time.

· Lesson Example 
You would rather modify the Students report in Microsoft Word.

STEPS


1.
Open the Classes By Location report.

2. Click the PUBLISH IT WITH MICROSOFT WORD OFFICE LINKS button on the Standard toolbar.

3. View the report in Microsoft Word.

4. Close the Word window and the Report window.
5. Click TABLES on the Objects Bar.

6. Click once on Students to select the table.

7. Click on the MERGE IT WITH MICROSOFT OFFICE WORD button.

8. Select CREATE A NEW DOCUMENT AND THEN LINK THE DATA TO IT and click OK.

9. In Microsoft Word, click INSERT, DATE AND TIME.

10. Select the third date option and click OK.  If not already checked, click the UPDATE AUTOMATICALLY checkbox.
11. Press ENTER two times.

12. Click the INSERT Address block button on the Mail Merge toolbar.

13. Select the second address choice.

14. Click the MATCH FIELDS … button.

15. For the COURTESY TITLE field, click the down-arrow and choose Classification.

16. For the COMPANY field, click the down-arrow and choose Department.

17. Click OK twice.

EXERCISE:

1)
Press enter on your keyboard twice and then click the INSERT GREETING LINE button.

2)
Choose Dear Joshua Randall Jr and click OK.

3)
Press enter two times.

3)
Type the following letter below the Greeting Line:


Thank you for taking a class with us.  We hope what you learned is helpful in your job.  Please let us know what other classes you would like us to offer in the future.



Sincerely,



Your Name

4)
Click the VIEW MERGED DATA button and make sure that letter layout is correct.

5)
Click the MERGE TO NEW DOCUMENT button and view the letters.

6)
Close Microsoft Word without saving the documents. 

7)
On Your Own:  Send the Instructor Schedule report to Word, and make the following modifications:



Edit the title of the report as desired



Remove the FirstName and LastName labels from each instructor



Enlarge the font of the data



Change the tab stops to spread out the information (don't forget to select text first)

8)
Save your changes, and close Word.

9)
Close the Instructor Schedules report.

LESSON 4:   GIVE IT A TRY!

OBJECTIVE: 
Practice the lessons learned in class.
EXERCISE:

Refer to Lesson 1 for assistance

1)  
Create a query in Design View based on the Instructors table.  Use the following fields: FirstName, LastName, HomePhone, and WorkExtension.

2)
Sort the query by last name.

3)
Run the query.

4)
Save the query as Instructor Phone List, and close the query.

5)
Open the Clerk Typist IIs query in Design View.

6)
Change the criterion to a parameter that prompts for Classification.

7)
Run the query using the classification Mental Health Worker II.

8)
Use Save As to save this query as Students by Classification.

9)
Close the query.

Refer to Lesson 2 for assistance

10)
Using the wizard, create a new report based on the Students table including all fields.

11)
Group by Classification, sort by Last Name, choose Align Left2 for your layout and Landscape orientation.

12)
Choose any style, and name the report Students.

13)
Go to Design View, and make changes to the report as you see fit - resize/relocate labels, change fonts, etc.

14)
Go to Print Preview, and print the first page of your report.

15)
Save and close the report.

16)
Send the report to Word.
LESSON 5:  DELETING OBJECTS
OBJECTIVE: 
Maintain organized database files.

· Deleting Objects
OVERVIEW

You may delete a Database Object (Table, Query, Form, Report, Macro or Module) through Access.

STEPS

1.
Close all open database objects.

2.
Click the name of the object you want to delete.

3.
Press DELETE on your keyboard.

4.
Click YES to delete, or NO if you do not want to delete.

· Lesson Example 
You no longer need your Class Labels.

STEPS


1.
Close all open database objects.


2.
Click the REPORTS button in the OBJECTS bar.


3.
Click once on Labels Students, and press DELETE on your keyboard.


4.
Click YES to confirm the deletion.

EXERCISE:

1)
Delete your Class List and Clerk Typist IIs queries.

2)
On Your Own:  Delete the Student Phone List query and the Instructor Schedules report.

3)
Close the database.

NICE TO KNOW  

· Mouse Pointers
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	Text Selector - appears while among text; click to place insertion point or click and drag to select a section of text
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	Field Selector - appears on the left side of a field in Datasheet View; click to select the contents of the field
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	Column Selector - appears when pointing at field names in Datasheet View; click to select an entire row
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	Row Selector - appears in the gray box to left of a record in Datasheet View; click to select the entire record
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	Column Resize - appears between field names in Datasheet view or on a vertical border in Design View of a Form or Report; click and drag to increase or decrease width
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	Row Resize - appears on a horizontal border in Design View of a Form or Report; click and drag to increase or decrease height
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	Normal Select - allows you to click to choose an object; also allows you to click and drag a rectangle to select a group of objects
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	Move - in Design View of a Form or Report, this pointer appears when you point at the middle a selected control; click and drag to move the control
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	Move Separately - appears when pointing at the upper left corner of a selected control; allows you to click and drag a label separately from a text box and vice versa
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	Horizontal Resize - appears when you point at a resizing handle (small black square) on the edge of a control; click and drag away from the object to enlarge, toward the object to make smaller
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	Diagonal Resize - see above
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	Vertical Resize - see above
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	Add Label - appears when the Label tool is selected in the Toolbox; click to insert a standard label, or click and drag to draw a specific size
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	Add Text Box - when the Text tool is selected in the Toolbox, this mouse pointer will appear; click to insert a standard text box and label, or click and drag to draw the size you desire


· Toolbar Buttons
	[image: image100.bmp]
	The View buttons change the perspective of the active object.  This button allows you to go to Design View of any object.
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	This View button sends you to Datasheet View of a Table or Report.
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	This View button sends you to Form View.

	[image: image103.bmp] 
	This View button sends you to Print Preview of a Report.
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	Save will save your most recent changes.  
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	Print prints the active object.  Be careful if your object contains many records!

	[image: image106.bmp]
	Print Preview shows you what your active object will look like on paper.

	[image: image107.bmp]
	Spellcheck will check for spelling errors.

	[image: image108.bmp]
	Cut removes text or an object and places it on the Clipboard, so it may be placed elsewhere.

	[image: image109.bmp]
	Copy places a copy of the selected text or object on the Clipboard, so it may be copied to another location.

	[image: image110.bmp]
	Paste takes the item from the Clipboard and places it at the location of your insertion point or selection.
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	Format Painter allows you to copy the formatting of selected text to other text in your database.
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	Undo will undo the last action taken.  
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	Properties allows you to look at the specific attributes of an object in your database.
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	Relationships opens the Relationships Window, in which you are able to view the formal relationships that have been drawn between tables.
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	AutoForm allows you to create an instant form from a selected table.  The drop down arrow to the right lets you choose a different “AutoObject” to create.
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	The Office Assistant provides you with interactive help regarding Access.
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	Delete will remove the selected object from your database.

	[image: image118.bmp]
	Sort Ascending puts your records in alphabetical, chronological, or numeric order based on the active field.

	[image: image119.bmp]
	Sort Descending sorts records backwards.
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	AutoFilter removes any record not including the selected entry.
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	Filter by Form allows you to filter records by more than one entry.
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	The Filter button becomes activated when AutoFilter is used.  Pushing this button will remove the current filter.  When Filter by Form is used, this button will turn on the filter once criteria are established, then turn it off when you wish to see all records.
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	Find lets you search for an entry.
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	New Record sends you to a blank record for data entry.  Some databases require a different button to be used.
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	Delete Record will remove the active record.

	[image: image126.bmp]
	Database Window will place the Database Window in front of any other open windows.  You may also use the F11 key.
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	The Primary Key button will establish the active field as the unique identifier of the records in a table.
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	The View buttons change the perspective of the active object.  This button allows you to go to Design View of any object
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	This View button sends you to Datasheet View of a Table or Report
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	This View button sends you to Form View
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	This View button sends you to Print Preview of a Report
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	Save will save your most recent changes
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	Print prints the active object.  Be careful if your object contains many records!
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	Print Preview shows you what your active object will look like on paper
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	Spellcheck will check for spelling errors
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	Cut removes text or an object and places it on the Clipboard, so it may be placed elsewhere
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	Copy places a copy of the selected text or object on the Clipboard, so it may be copied to another location
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	Paste takes the item from the Clipboard and places it at the location of your insertion point or selection
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	Format Painter allows you to copy the formatting of selected text to other text in your database
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	Undo will undo the last action taken
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	Properties allows you to look at the specific attributes of an object in your database
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	Relationships opens the Relationships Window, in which you are able to view the formal relationships that have been drawn between tables
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	AutoForm allows you to create an instant form from a selected table.  The drop down arrow to the right lets you choose a different “AutoObject” to create
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	The Office Assistant provides you with interactive help regarding Access
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	Delete will remove the selected object from your database
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	Sort Ascending puts your records in alphabetical, chronological, or numeric order based on the active field
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	Sort Descending sorts records backwards

	[image: image148.png]



	AutoFilter removes any record not including the selected entry
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	Filter by Form allows you to filter records by more than one entry
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	The Filter button becomes activated when AutoFilter is used.  Pushing this button will remove the current filter.  When Filter by Form is used, this button will turn on the filter once criteria are established, then turn it off when you wish to see all records
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	Find lets you search for an entry
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	New Record sends you to a blank record for data entry.  Some databases require a different button to be used
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	Delete Record will remove the active record
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	Database Window will place the Database Window in front of any other open windows.  You may also use the F11 key
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	Zoom will bring an object in print preview closer or move it farther away
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	The Primary Key button will establish the active field as the unique identifier of the records in a table


Keyboard Shortcuts
	Keystroke Combination
	Effect

	F1
	Opens Access Help

	F6
	Moves from Design Grid of Table to Properties section

	F9
	Updates the active object

	F11
	Brings the Database Window to the front

	Tab
	Moves you ahead one field

	Shift + Tab
	Moves you backward one field

	Enter
	Moves you ahead one field

	Spacebar
	Toggles a checkmark on and off in a Yes/No field

	Ctrl + Alt + down arrow
	Opens a drop-down list

	Ctrl + Tab
	Moves you out of a subform to the next form field

	Ctrl + Home
	Sends you to the beginning of the first record

	Ctrl + End
	Sends you to the end of the last record

	Ctrl + ‘
	Copies the previous record's entry into the current field

	Home
	Sends you to the beginning of the active record

	End
	Sends you to the end of the active record

	Arrow (Cursor) Keys
	Send you one field in the arrow's direction


Ⓒ Click in the next available Field name line in the grid, click the arrow to see your list of fields, and click the desired field





Ⓑ Click and drag each field name to the grid





Ⓐ Double-click on each field name





Did You Know?





You may add the * and the & before and after the square brackets if you want to be able to type any portion of the field entry.





Did You Know?





When you attach an Access file to an e-mail message, the entire database is included.  If you publish a report in Word, that report alone may be attached to the e-mail to save space and download time.





Helpful Hint:





When using  fields from more than one table, make all of your field selections from the first table, then switch to another table to select fields, etc.  Keep in mind that the tables must be related.








Helpful Hint:





You must always use square brackets around the text you want in your parameter query.  However, you cannot use text that exactly matches a field name in your database.








Label Type





Unit of Measure








Helpful Hint:





If you wish for the label to appear in a different section than the associated text box, you must cut the label and paste it into the desired area.








Report Selector





Did you know?





Sorting priority among multiple sorted fields goes from left to right.





More Controls





Line





Tab Control





Bound Object  





Image





List Box





Check Box





Toggle Button





Text Box





Control Wizards





Rectangle





Subform/report





Page Break





Unbound Object 





Command Button





Combo Box





Option Button





Option Group





Label





Select Objects





Did You Know?





Sorting priority among multiple sorted fields goes from left to right.





Mail Merge Toolbar





Record Navigator





Insert Address Block





View Merged Data





Insert Merge Field





Merge to New Document





Insert Greeting Line
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