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introduction   

· We will work mainly with existing databases, which is most likely for you to do in your co-op placement. 

· Most of the material covered in this tutorial is either in the Durham university manual, or in the Global knowledge manuals called Access Level 1 and Access Level 3 in the course web site.

· You will need files called   A01TutAccess_*.*
create a new database     

open MS Access

>New icon

>Blank Database

save the database, giving it a suitable name

>Create

general sequence for a new database:

create the tables first

define their relationships

load the tables

create reports and queries

add macros if needed
warning: once you have defined your tables and relationships and you have entered data, there is not much you can change or correct. Any form or query or report can however,  be changed or corrected without affecting the database.
new table in design view
  
>Tables object
>>Create Table in Design View

give the field names (no spaces or special characters) that are meaningful

the primary key should be the first field

make sure the data types and the field properties are correct for each field

descriptions should explain  the purpose of the field

R>the field that will be the primary key    >Primary Key      key icon appear next to the field name
>Save
give the table a name   >OK
new table using wizard

>Tables object
>>Create Table by using wizard

you can choose from a number of existing tables for business or personal data

click on the sample tables to see what’s available

>your selected table name

select some (use > button) or all  (use >> button) of the sample fields

select any field you want to rename and click the Rename Field button

>Next    change the name of the table is you wish

>No, I’ll set the primary key                this way you’re not forced to decide about relationships yet
>Next    select the field to become the primary key      a field that will always be unique
>Next    skip the relationship for now, we will do that later
>Next   choose the next appropriate action     >Finish

create table by entering data

>Tables object
>>Create Table by entering data
enter a couple of records

Field1 is the primary  key field, Field2 etc. are as needed
>Save
give the table a name   >OK

>No   when asked about primary key

if one of the fields you entered is going to be the primary key, do not allow Access to create a key for you, because when it does, it adds a field that you don’t want – you can indicate the primary key later
editing a table

If you have no data, you can change anything (except keys if the keys have relationships defined already).  If you already  have data in the table then be careful what you change.

R>table name    >Design view

make the changes

>Save

deleting a table

R> table name   >Delete  
establishing new relationships

>Tools
>Relationships

if you have a two or more fields with the same name in different tables, Access assumes the tables are related via those field

if you don’t see the tables you want to link in the Relationships window

R> anywhere in the window     >Show Table

select the table   >Add    >Close

>the field to be linked    drag to the field in the other table
in the Edit Relationships table you see the table names and the field names

to ensure that you do not have orphan relationships  >Enforce Referential Integrity
>Create

deleting or editing relationships

>Tools
>Relationships

R> on a relationship line and choose Edit Relationship  or Delete

adding data to the database

by typing directly into the table

>> table name

type the changes or additions (use the last row to add a new record)

creating a form

creating or editing a form using Design view are not covered in this course

>Forms  object    >>Create form by using wizard
select the table and the fields you want to enter or change using the form

choose the layout and the style     >Open   etc.
using the form

>>form name

to change a record, type the primary key field to get the record, or click the forward button at the bottom until you get to the field, make the change

to add a record,  > asterisk icon

importing data from a spreadsheet
make sure that the data in the spreadsheet is arranged in an appropriate tabular format, and the spreadsheet has the same type of data in each field (column) and the same fields in every row… and make sure it has a primary key field already, and all values in the primary field are unique
>File     >Get External Data    >Import    

>Files of type = Microsoft Excel            >file name A01TutAccess_ItemPrices.xls    >Import
if the Excel file has more than one worksheet, make sure you are looking at the correct one

>Next    >First row contains column headings

>Next     >In a New Table     

for Field Options select the key field and indicate Yes (No Duplicates)

>Next     >Choose my own primary key      and select the field name of the primary key

>Next     give the new table a name   >Finish   >OK

importing data using other methods
>Help   >Microsoft Access Help

search for “importing data”

>Import or link data and objects      to see instructions for other loading methods
searching
open     A01TutAccess_CallCentre.mdb
>Tables     >Call Centre Daily Activity
>Design
>Indexes icon (thunderbolt)
in addition to the Primary Key, there is an index called Date/Time/Rep, which makes the database more efficient if you are searching the database based on these fields

close the table windows
>>Call Centre Daily Activity

>any item in the Sales Dollar column
>Edit    >Find     >Find What: 437
>Look In:  …table     >Match: Any Part of Field       >Search:  All

>Find Next
a replacement would be an actual changes to the table
sorting

>>Call Centre Daily Activity table
>any SrvcRepNum field

>Sort Ascending icon

>Sort Descending icon

sorting does not change the database, and you can only sort on one field at a time – however this is also useful for seraching

filtering

by selection
>any Srvc Rep Num    >Filter by Selection icon

>any Date                    >Filter by Selection icon
>Remove Filter icon

you can also sort the data once it has been filtered
filtering by selection does not alter the database, it just changes what you can see
close and re-open the table  
so that we can try the other filtering method
by form

>Filter by Form icon

>294 under Cust ID Num

>Apply Filter icon

>Remove Filter

if the” do you want to save changes” window appears, always say NO
queries

open A01TutAccess_Marketing.mdb
formatting the query

· in the query view:

· widen any columns where the data or heading is only partially visible

· >Format
   >Datasheet      to make some changes to how the query looks

· alter the format of the data itself by working  with the table field properties 

· in the table design view

· in the query design view  (R> the column   >Properties   )

create query using wizard

not as powerful as using design view – but you should experiment with it

create query in design view

standard query

>Query object

>>CreateQueries in design view

>Customer Purchases
>Add

>Close

resize the Customer Purchases box so that all fields are visible

add all fields to the Field row in the same order as they appear in the box above

>Run icon (red exclamation mark)

close    Save as All Data   >OK

R>All Data      
>Copy

>Ctrl+V

>Query Name  Dept30AB
>OK
>Dept30AB
>Design icon

>DepartmentNum Criteria: 30

>Province of Residence Criteria:   AB

>Ctrl+s    to save it

>Run icon

parametric query

>Dept30AB
>Design icon

 for DepartmentNum Criteria: type [enter department number]
      including the square brackets
>Enter          >Run icon

>department number: 40   >OK

close and don’t save 

if you do, you have to enter the department number 

every time you run the query    -but this may be useful sometimes
another query

copyDept30AB table and save it as Dept30/40/50

> Dept30/40/50      >Design
>DepartmentNum Criteria: 30  or 40  or 50

remove the AB from Province Criteria

>Run icon     close and don’t save

grouping data and aggregate functions

open A01TutAccess_SalesData.mdb 

look at the table to see the contents: 4 week period, regions 5 and 7, districts 15 to 35

>Queries objects    
 4 queries have been created for you already
>>Create Query in Design view
add the table

drag and drop Week and Store Sales into the first two fields

we want to show the total sales of the store by week

>Totals icon


the Group By row appears
>Store Sales Total:   Sum      
since we want the total sales
save as TotalSalesByWeek
>Run icon

run and inspect the design for 2TotalSalesAndAveInventoryByStore query

run and inspect the design for 3RegionSalesByWeek query

nested query
>Queries objects    
 >>Create Query in Design view

>Queries tab

>3RegionSalesByWeek
>Add   >Close
add Week and TotalRegionSales  to the query

>Totals icon

change Total Region Sales to Sum               (instead of Group By)
save it, run it and close the query

you have just run a query on a query
advanced criteria
run and inspect the design for 5Region5HighAndLowVolumeStores

in design mode change   <=90000 or >=110000
                                  to  not between 90000 and 110000

you get the same results

logical operators:  and  or  not
conditional operators:  <   <=   >    >=   <>    =

cross-tabulation

run and inspect the design for 6RegionSalesByWeekGrid

with this query in design view,

>Query in menu bar   >Crosstab Query

this adds the crosstab row to the design grid

in the Crosstab row, make Week into a column heading, 

                                           Region into a row heading, 

                                            Store Sales into value
save it as 7CrosstabQuery and run it

related tables

open A01TutAccess_SalesHistory.mdb

>Tools    >Relationships   
to inspect the relationships
>Queries     >Create query in design view

add the following three tables: Item Unit Sales by Week, Category Descriptions, Item Descriptions

close the Show Table window

add the following fields: 

Week Number, Category Number, Category Description, 

Item Number, Item Description, Unit Sales


save the query as ItemUnitSalesAll
custom fields

open A01TutAccess_Electronics.mdb
run and inspect the design for Sales Data  table

go to queries
>Inventory Analysis    >Design

add a new field called Target WOS  (weeks of supply) and give it a value of 8

by typing  Target WOS: 8

calculated fields

add a new field by typing
       Weeks of Supply: [Sales Data]![Current Inventory Units]/[Sales Data]![Unit Sales LW]
new field name:[table name]![field name]operand[table name]![field name]
expression builder

add a new field
type Days of Supply

>Build icon (magic wand?)

>>Tables            >>Sales Data     >>Current Inventory Units      to get the first parameter
>division sign
> (    left bracket
>>Unit Sales LW
>division sign

type 7    the number
>  )   right bracket
>  <<Expr>>    >Delete key        >OK
run the query
lots of decimals showing, so in the design  view

R> the column   >Properties      then change the format to Fixed
IIf function
stands for Immediate If      IIf(expr, truepart, falsepart)
expr:        the logical test (a condition that is true or false)

truepart:  output of the function if the logical test is true

falsepart: output of the function if the logical test is false
e.g.  Reorder Indicator:  IIf([Days of Supply]<60,”Reorder”,”OK”)

>field  in a new column   
>Build icon
type Reorder Indicator:

>>Functions    >>Built-In Functions   >>Program Flow   >>IIf

delete anything between the Reorder Indicator: text and the IIF
>  <<expr>> 

>>Queries     >>Inventory Analysis   >>Days of Supply

>  less than symbol

type 60

>   <<truepart>>

type “Reorder”

>   <<falsepart>>

type  “OK”
>OK
save the query and run it

nested IIf function

into a new field, type      

Suggested Markdown:IIf([Weeks of Supply]-[Target WOS]>8, 0.5,
                                    IIf([Weeks of Supply]-[Target WOS]>5, 0.35,

                                    IIf([Weeks of Supply]-[Target WOS]>1, 0.25,0)))

save the query and run it
change Target WOS:8   to Target WOS:4 and run the query again

some hints to make it simple
if your formulas are complicated, you can have hidden columns with intermediate values

for example
column C = column A + column B



column D = column C * 100



column E = column D / 2

if you hide columns C and D, then column E will effectively have the formula

                             ((A + B)*100)/2

reports

using wizard

>Reports object         >>Create report by using wizard

>Query: Active Items Price List

select all fields except Status

>Next    

we don’t need groupings this time
>Next    sort by   1   Cat Num     Ascending

                            2    Price           Ascending

>Next     Layout: Tabular     Orientation: Portrait

>Next     Soft Grey  style
>Next     Active Items Price List    title

>Finish

view the report – we want to make some changes
>Active Items Price List report     >Design

after each change >Print Preview icon to see what you have done

in Page Header section change

Cat  to Category,  Desc  to Description, and Num to Number

to reposition any column or column heading

click on the object (cursor becomes a hand) and drag it, or use the arrow keys to move it
to change size of any column heading or the width of  column data

click on the object and resize just like you would in PowerPoint

to change font, alignment etc. – same technique as in Word

>Reports object         >>Create report using wizard

Tables: Sales Data

Selected Fields:   Cat Desc,  Item Num, Item Desc, Price, Current Inventory Units

>Next           Cat Desc    for grouping level

>Next           sort by Item Desc     Ascending

>Next           Layout: Stepped          Orientation: Portrait
>Next           Soft Grey   style

>Next           Sales Data   title

>Finish

using design view

>Reports object       >>Create report in Design view
>View    >Report Header/Footer

Report Header is the title at the top of the first page of the report
Page Header  is printed on every page and usually contains the column headings

Detail is there the data resides

Page Footer   for each page – usually the page number

Report Footer   goes after the detail on the last page of the report only

save the report s  Active Items Price List
>Toolbox icon to open the toolbox window

> Label icon in toolbox and draw a label in the Report Header section

add the text  “Active Items Price List” into this label

using the same technique 

                   add “Item Number”, “Description” and “Price” labels into the Page Header

>each label and change to bold, font size 12

to add data into the Detail section

R> top of the report window (above the ruler)     >Properties

top drop down should say Report (not Detail, etc.)

>Data tab

in Record Source, select Active Items Price List

>Field List icon 

if the field list does not appear
drag and drop the following fields into the Detail area: Iten Num, Item Desc, Price

close the Properties and the Item List windows

>extra label to the left of each field  >delete   they are not needed

resize and position the fields

>Page Footer
>Insert  Page Numbers   and follow the instructions

>Report Footer

>Label icon in toolbox and draw a label, and enter “Created by:  Your Name”

getting more experience
· explore: 
A01TutAccess_InventoryWithFrontEnd

· in MS Access   >New  >Templates on Office Online  

this opens your Browser (IE works best for this) so you can choose and download a database template
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�open Access >Help 


> Sample Databases >North…database


and discuss contents


�For this part, we will be creating some unrelated stuff, so don’t worry about the big picture w.r.t. this database


�Students: StudentID, Name


�choose Student and Class in wizard


�this uploaded file is not related to the rest of the database, but open the file first to explain what I should look like


�FYI – not covered in this course


�open the IIF file and copy the text - it's the whole formula





