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Preface 

Preface 
This book is intended to help you successfully complete the test for 
Module 5 of the European Computer Driving Licence (ECDL). However 
before we start working through the actual content of the guide you 
may find it useful to know a little bit more about the ECDL in general 
and where this particular Module fits into the overall framework. 

What Is The ECDL? 
The European Computer Driving Licence (ECDL) is a European-wide 
qualification that enables people to demonstrate their competence in 
computer skills. It certifies the candidate's knowledge and competence 
in personal computer usage at a basic level and is based upon a single 
agreed syllabus. 

This syllabus covers a range of specific knowledge areas and skill sets, 
which are broken down into seven modules. Each of the modules 
must be passed before the ECDL certificate can be awarded, though 
they may be taken in any order but must be completed within a three 
year period. 

Testing of candidates is at audited testing centres, and successful 
completion of the test will demonstrate the holder's basic knowledge 
and competence in using a personal computer and common computer 
applications. 

The implementation of the ECDL in the UK is being managed by the 
British Computer Society. It is growing at a tremendous rate and is set 
to become the most widely recognised qualification in the field of 
work-related computer use. 

The ECDL Modules 
The seven modules which make up the ECDL certificate are described 
briefly below: 

Module 1: Basic Concepts of Information Technology covers the 
physical make-up of a personal computer and some of the basic 

concepts of Information Technology such as data storage and memory, 
and the uses of information networks within computing. It also looks 
at the application of computer software in society and the use of IT 
systems in everyday situations. Some basic security and legal issues are 
also addressed. 
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Module 2: Using the Computer and Managing Files covers the 
basic functions of a personal computer and its operating system. In 
particular it looks at operating effectively within the desktop 
environment, managing and organising files and directories, and 
working with desktop icons. 
Module 3: Word Processing covers the use of a word processing 
application on a personal computer. It looks at the basic operations 
associated with creating, formatting and finishing a word processing 
document ready for distribution. It also addresses some of the more 
advanced features such as creating standard tables, using pictures and 
images within a document, importing objects and using mail merge 
tools. 
Module 4: Spreadsheets covers the basic concepts of spreadsheets 
and the ability to use a spreadsheet application on a personal 
computer. Included are the basic operations for developing, formatting 
and using a spreadsheet, together with the use of basic formulas and 
functions to carry out standard mathematical and logical operations. 
Importing objects and creating graphs and charts are also covered. 
Module 5: Database covers the basic concepts of databases and the 
ability to use a database on a personal computer. It addresses the 
design and planning of a simple database, and the retrieval of 
information from a database through the use of query, select and sort 
tools. 
Module 6: Presentation covers the use of presentation tools on a 
personal computer, in particular creating, formatting and preparing 
presentations. The requirement to create a variety of presentations for 
different audiences and situations is also addressed. 
Module 7: Information and Communication is divided into two 
main sections, the first of which covers basic Web search tasks using a 
Web browser and search engine tools. The second section addresses 
the use of electronic mail software to send and receive messages, to 
attach documents, and to organise and manage message folders and 
directories. 

This guide focuses upon Module 5. 

How To Use This Guide 
The purpose of this guide is to take you through all of the knowledge 
areas and skill sets specified in the syllabus for Module 5. The use of 
clear, non technical explanations and self paced exercises will provide 
you with an understanding of the key elements of the syllabus and 
give you a solid foundation for moving on to take the ECDL test 
relating to this Module. All exercises contained within this guide are 
based upon the Windows 98 operating system and Office 97 software . 

• * • 
* * * ECDL* 
* • 
* * • 
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Each chapter has a well defined sct of objectives that relate dirt..><:tly to 

the syllabus for the ECDL Mooule S. Because the guide b w uctured in 
a logical .sequence you are adviS<.""<I to work through the cha pters one 
at a time from the beginning. Throughout each chapter there are 
various review questions so that you can determine whether you have 
understood the principles involved correctly prior to moving on to the 

next step. 

Conventions Used In This Guide 
Throughout this gUide you will come across notes alongside a number 
of icons. They are all designed to provide you with specific 
information related to the section of the book you arc currently 
working through. The icons and the particular types of information 
they relate to are as foHows: 

AckMtlonal Information: Furt ..... tnformatlon or ... planatlon 
about a apeclflc point. 

caution: A word of w ......... about the .... k. auocleted 
with a partlc .... r action, toget ..... with guldanc., ....... 
nee .... ..,. on how to avoid any pitfalls. 

Deftnltlon: A plain .... 11 ... deftnltton of a newly Introduced 
t_ or concept. 

Short Cuts: Short cut. and hint. tor u .. ng a particular 

program ~ effect."..,.. 

As you are working through the various exercises contained within this 
gUide. you will be 3skt:d to carry out a variety of adions: 

• Where we refer to commands or items that you are required to 
seled from the PC screen. then we indicate these in. bold. for 
example: Click o n the V •• hutton . 

• Where you are asked to key text in to the PC, then we indicate this 

in italics, for example: Type in the words ·Savil18 my work'. 

You shou ld now be in a posi tion to use this guide, so leiS gel slartL>d. 
G()(xi luck! 

• 
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Introduction 

Define and describe data and information. 

Explain the need for, and advantages of, databases. 

Desaibe some applications of databases. 

Recognise the difference between a database and a 
database management system. 

Descn'be the basic principles of a relational database 
management system. 

Explain the storage of data in tables. 

Define the roles of quen'es, forms and reports. 

. .. 
• r..c:IlI. · .. . B. McTaggart, Database
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• 11lis guide is imended to help you develop your skills in /xxh building 
and querying databases in order to obtain useful information in the 
fonn of reports and OIher types of output. We do nOl assume any 
previous exposure to databases and we will avoid most of the 
technical b;lCkground that underpins database systems. By the end of 
this guide you will have covered all the skill sets and task items 
defi ned for the ECD!. Module 5 and will be ready to pass the prJctice­

based test. 

The best way [0 k-am about a new subject is usually to do something 
practical. We will adopl this approoch throughout the guide, during 
which we will develop a simple databasc to store information about a 
collection of music CDs. We will also use a sample database provided 

by Microsoft that will show what e m be achieved when you have 

• attained a g(X)(\ level of familiarity with Access. 

1.1. Using This Guide 
• The guide is divided into six chapters, five of which cover major 

componems of Access 97. lois chapler is the exception and covers 
some of the basic idc'J.s that are common to all database systems. 
Each chapler has a well-defined set of objectives that relate directly to 

the syllabus for the ECD!. Module 5. You C"Jn gauge your progress by 
the achievement of these objectives. You should work through the 

chapters in sequence, because each chapter build~ on the last using 

• the CD databasc as the core of your practical work. 

1.2. Data, Databases and Information 
First we net."<I 10 define what we mean when we talk about data and 

storing it in databases. 

We C"Jn stan with a definition of a database: 

A ..... ~ ...... al •• o .................... 

This helps, but still leaves us rJ ther unclear about what is meam by 

data. We tend to use this word in normal conversation in a very 
general way, without being too concerned about what it actually 
means. A funher definition will clarify the meaning. 

• 
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..... Is known facts Mold: somethIntI that c.n .. reccwcMd ..... -
To record something means lh:.1( we have some way of taking a fact 
and writing it down on paper or turning it into some eledrical signals 

that can be stored in a computer system. 

In our definition of database, we l;ilked about related data. This 
emphasises that our col1edion of fadS is not just :I r.mdom col1edion 
of facts about anything. They must be organised and focussed on a 
particular topic a rea. We will keep referring back to this idea of 

organising data, beCJuse it is fund:unemal to understanding databases. 
A colledion of facts is not particularly useful on its own. It is !ike a 
pile of bricks delivered off the ba(:k of a lony. We have to arrJnge the 
bricks in some sensible way to gel a building. We could aClually 
produce lOIS of buildi ngs from the same pile of bricks. 11le same is 
true of data. We can apply this :malogy to see how we use a colk.-Clion 

of data. 

Intormatton .. cIertv.cI from datil Mel .. uMfuI In soIYint 
IH'Obl ...... IIIfornwtion Is the .... ..... that • ,...... 
........ to UtI! by ....... of the known oCNIftIfttIons UHd 
In Its ,........m.tlon. 

This means Ihal data becomes useful information when we put it 
together 10 solve a re;ll problem. The fadS that we have stored are nOl 

really useful in themselves, bUI they can become information when we 
:Ipply what we know about the facts to dr,lw conclusions from Ihem. 
This is a very important idea. Dat<lb<lscs store d:ila, bul are really only 
useful when we can extracl inform:uion from them in a useful w<ly. We 
will devote three full dl<lpters of this guide to the ways in which we 

• c<ln C<lrry out this extraction pra<:es. ... 

1.3. Database Management Systems 

,. 

• We lwve defined database, but you know already that there arc 
datab;lse progr,l rns such as Access 97. Arc these databases in the w<ly 
we have definL-'d them? The answer is no; Access 97 is not <I col1edion 
of related data. Progr,lms such as Acces. .. 97 are re<llly database 
management systems. . .. 

• F.COI. · .. . 
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A ............... ft'MIftt Qetem ...... , ... coa.ction of 
~ u..t: ................ to c ......... ....anta.In. - -. 

Taking our pile of bricks analogy a liule further, we can think of a 
database management system as the toob that we n(.ocd to put together 
a useful huilding using the bricks. 

Another way of thinking abo ut a DBMS is to comp:ITC it with a word 
proce~sor. We usc a word processor to put together and maintain a 
document. The word processor simply gives us the lools needed to 

type, org:mise, store and print words. A database management system 
like Access 97 docs exactly the same thing for a collection of data. 
Database ,·"bnagement Systems have been around for :1 long time, far 
longer than 1'0; have existed. "l1lere is more than one type of DBMS, 
hut most recent systems use a similar approach to the way they 
strudure and relate data. They are based on some simple, yet powerful 
ideas ;Ind rules that we know work well for most business applications 
of databases. The simple idea is that we can store and organise data in 
tables. Dat.tbase Management Systems that use these simple table 
based ideas are callL>d Rebtio nal Database Management Systems 
(RDBMS) . 

.....,. people b."eve u..t: the word MllltklNtl comes from 
the h1ct u..t: we .. atorIntI ooIIeotIona of ,... ... dat&. 
TN . .. not 110. The WOld ~ oomee from the 
... d.rty ... theory of thI8 type of ............... ment 
aptem ..... .. ....... on the ........... k* WOld for. tMIe, 
whIcII la • ..a.tIon. 

Access 97 is a relational database management system and it shares 
many of its h;lsic ideas with a lot of o ther &uabase management 
systems that run on all kinds of computers from P0; up to enormous 
mainfr.Ullcs. This docsn·t mean that you could run Access 97 on such 
machines! 

11 
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1.4. Uses of Databases 
We have definl,.'"(! a datab:lsc as a collection of rebted data, but we 
recognise th.1\ for it to be useful , we must be able to extr.lct 
information from the d:uabase in a v;lricty of different w;IYs. Some 
d;lIalYJscs are used in just this way, as a pbce to deposit dat:1 and 
return it as information at a b ter date. A more useful way of 
employing ;1 datab;lse is as the foundat ion for a more complete 

computer application; a computer system th;1I is designed to carl)' out 
;t significJnt business function . 

Typical business applications are: 

• A Personnel system keeping records alx)ut employees, their grades, 
training and employment histol)' . 

• An Accounts system that keeps data ;thout ;In the u"Jns;l ction~ th;Lt ;1 

company makes. TIle ;ICcoUnt~ system will produce ;t wide v;lriety of 
rcpons. and win automate some functions such ;tS the Gllcuhuion of 
Value Added "]"<lx. 

• A Customer Rehuions r-.lal1:lgement system will keep 1\.'<.'Ords of ;tll a 
businesses ' current and potenti:tl customer.;. TIIC systcm will remind 
sales people when they should follow up a sales lead ;md r(.-"Cord 

wh<lt information has Ix-'Cn sent to <lll the potcnli<ll customers. 

Exercise 1.1 
Try to think of an application that is likely to use a database. Hint - these 

applications usually use a lot of data. 

Each of these three applications would normally be built on top of a 
database. 11lis gives the system designers a lal of help ,md avoids 
them having to l\."Create a lot of stand.Hd building blocks. Writing 
computer progl""Jms that work with d;Ltab;Lses goes beyond Ihe sylbbus 
for this module, hut you should be .[ware th;11 th is is vel)' common 
;md that Access 97 provides a rich set of tools for creating ;tn 
application in this way. 

1.5. Relational Databases 

• 2 

We have alrc:ldy stated thai most modern datah;lsc m:magement 
systems are based on the rel:l1ion;li model. 

... 
• r.COI. · .. . 
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ReiatkMwl model I. just a sophtsttc.tecl w aw of ....... 

~on'''''''. 

We don't need to understand all the theory Ihat led 10 [he rel:uiomd 
mood, bU( we certainly need to underst:md [he basic ideas, 

All data in a relational database is organised in tables. E;lch row in a 
table contains a s ingle sct of fadS aoout ;1 thing th;lt we are interested 
in. All tile rows in a table are !:tid ou( in the ~ame w;IY with the same 
column~. Each column ~pecifies a different pan of [he facl that we are 
r(.'cording. To illustr.tte this, consider an employee t;lble Ihat might be 
pan of;1 personnel database, as shown in Figure 1.1. 

Socia l 
Security 

First Name Initials Last Name Number Grade 

John Williamson 1285TN1 3 
Marie S ...... P.~P.9.~.t, ... _ 6589AF7 1 ........ " .................. _ ... 

... , ...... ~.~.i.g.! Moretti 8762KQ9 3 ...... " . ......... , .......... , .................... _ ... 

......... tj.~.~.~.Y..., N Porter 5672HF2 2 
Wilma W Wimble 8712DE4 3 

Figure 1 .1 An e mplow_ 'able . 

Notice th;1I each row representS LidS about a differe lll employee. For 
e xample, the first row says [hal we have an employee C'.tlk-'d John 
Williamson with a Soci;11 Security number of 1285TNI and;1 grade of 
3. The first column b called First Name and contains the first name of 

every employ~--c. Every column has a name and all the rows in that 
col umn contain the .~ame typt: of information. For example the Social 
S~"Curity Number contains only socia l security numbers and nothing 
else. In a table, we h:lv(' only one facl al the Junction of every row and 
column. \'(Ie don't try [0 Cf'"oI m everything into one or tWO columns; this 

is important. 

A rdational datab:Lse consists of a series of such tables. Each \;Ible 
stores a set of facts about a .scp;Ir.lte thing. and every [able has a 
name. TIlis simple idea is JX>werful enough 10 en;lble us to build 
extremely complex databases. In Chapter 3 we will .~et:.' how we can 
decide wh;u table~ we n~'Cd for ~ I d;uabase ;Irld how we can set up 
these \;Ible~ in Acct:.'s~ 97. 

13 
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Storing data in tables is the b'ls is of the relational model, but we need 
to be able to get information from those tables to make a datab:lsc 
useful. We :J.lsa need to add to :Irld change the data in the tables. 
[de:llly we would want to s('''C inform:J.tion in a more allr.lctive and 
famili:J.r form than iuS! plain tables. We Coin achieve all of these 
obj ... 'Ctivcs by u.~ing Queries, Forms and Repor1s. 

A ..-ry.JItNch the data we w .... ,.... .... or ...... 
~ .............. It to ..... .-ot ..... t.bIe . 

You should no(ict: Ihal a query works wilh tables and prcxluces tables. 
1111s is in line with our rebtional thinking th.1I insists Ih:11 all dat:1 in 

our d:J.tabase is :.tored in tables lind nothing else. 

We (""'.In design queries to extr,lct the data we rt."quire, then store the 
query for future use any time we need th:1\ data ag;J in. 

A form I. used to ........ chIInge, .......... print dille In .... 
or ...... t.ItIeSi or ....... .. 

\'(Ie C":m de:.ign fonns sa that they resemble raper forms, or we (""'.In 
nmke them much more interactive. with pictures and even sounds if 
we wish. Forms lire the human f:lce lh:l\ your dat:lhase will present 10 
the people who usc your (!:I t,lbase whilst sitting in front of a screen. 

A report I. a printed output from a databa .. , aultaw. .or 
people who need lntonnat6on ewe, from • computer .. ..-. 

You (""'.I n use ;1 lot of imagin:ttion in the design of repor1s. Access 
provides some good tools for prcxlucing really professional looking 
repons. In a bu:.incss context, reports arc an (.""SSential fC'.llUre of :lIly 

d:tt:.basc management sy:.tem. 

We will cover Queries. Form:. and Reports in Chapters 4, 5 and 6 of 
this guide. 

. .. 
• ;'('01.' .. . 
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1.7. Some Conventions 
This guide uses pnK1ical examples vel)' extensively. We will describe 
the sleps that you can t:tkc to follow these examples using a few 
conventions. We will usc the followin~ words to represent common 
Windows features and action",. 

• An icon is a sm:lll picture, usually representing an action that you 
want the computer to perform. 

• A bullon is a small rect:lOgular area with a command wrillen it. 
Sometimes the command will be represented by :\ picture instead of 
text. Typical buttons are OK, CANCEL, QUIT etc. 

• A window is a Tt.'CIanguhlr ;\rea displayed on the screen. [t will have 
borders and you C".m usually shift the window :lround Ihe screen 

;lOd :\djust the positions of the borders. Windows often have ;1 litle, 
which Gill be found in the lOp border. 

• Click On something means move the mouse pointer until it is over 
the thing :lIld then pres.~ the left hand mouse bUllon once. 

• Double Click something means move the mouse pointer umil it is 
over the thing :lIld then press the left h:md mouse bunon r.tpidly 
twice. 

• Hight Click me:ms move the mouse poimer umil it is over the thing 
:md then press the righl h;md mouse button once. 

• Some windows have a menu, which is a row of command~ just 
under the title bar of the window. TypiC"J.1 menu items are File, Edit 
View etc. Each of these menu items. when clicked will d ispby a 
further drop down menu. For example. the Edit menu will usually 
cont:lin Copy. Cut and Paste. When we need to use one of these 
comm:l!lds we will refer to it starting with the top level menu item 
then the lower level eomm:md. For example, if we s:IY Edit I C~ 
this means click on the Edit menu i\CllI. then click on Cut. 

This guide a&;U!lles Ihal you understand what these conventions mean 
and th:11 you have some b;L ~ic fami!i:uiIY with Windows (but not with 
Access 97). If you feel unsure :thout these basic ideas, you should gain 
some f:lll\i!i:uily with windows, mice, icons, menu.-; ;Ind butlons before 

starting the next eh:lpter. 

Exercise 1.2 
Start up a Windows application thaI you are familiar with and make sure that 
you ean identify and understand each of these features . 

15 



Module 5: U.t.b ••• 

1.8. Summary 

i. 

[n this ch;lptcr we have covered a 101 of details Ihal you will nce(1 10 
bC;lr in mind as YOli u:;c tho;: r":::;1 of the guide. 

\'(Ie spent some lime defining some concepts that seem vcry famili ;lr 
until you try 10 relate them to computer usage. Under.;tanding d;lta. 
information. database and database management systems is 
fun<himem;il 10 you r SUCcc.~s wilh Ihis guide and with Ihis ECDL 
Modu le. 

Acces. .. 97 is a relational database management system. We discussed 
the big ire.! that is al the heart of a relalional d;Lt;llX!.sc; that we .~torc 

data in s implt" tables. A real database is compoS(."(i of a t leaSi one :Uld 
often many tables. 

. .. 
• Fr DI. · .. . 
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Getting Started 

St"'1 up and close down Access 97. 

Recognise the impol1ant features in an Access 
window. 

Open up an existing database. 

View a database. 

Modify a database record. 

Select (mel modify the too/bars. 

Use Access 97 Help. 

Save the database. 

17 
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[n this chapter you will take your first steps to being compctem with 
Access 97. We will concentrate initially on star1ing up and looking at a 
d:llabase and then shutting it down again corn."Ctly. 

2.1. Starting Up Access 97 

18 

Access must be instalk--d on your PC in order to make use of this 
guide. If you arc umure whether Access is installed , try the act ions in 
the following .sections. If you can't find the program, try re-installing 
the software, or s(.-'Cking assistance. 

TIle most certain way to star1 up Access is to click on the St.rt hutton 
at the bottom le ft hand corner of the screen, then click on PTogr.m • . 
You should sec Microsoft Access listed, ;IIongsidc its typica l icon, a 

golden key, This will look something like figure 2.1. 

Figure 2.1 St. rtlng Mlcro.oft Ace •••. 

" ....,. be ..... conv ........ to ..... Aoc ...... .tMwtcut 
on ,..... acNeft" .-. you will be ...une 8ftd .t ..... H 
......,. .............. thI ....... 

Once Windows has st;lned up Acce~ you shou ld see a window 

resembling Figure 2.2. 

.' . 
• foGOI , • . . . 
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Figure 2.2 The opening sereen for Micro.oft Ace •••. 

At the morm:n! wc don't wan! to open an existing database, so simply 
close this window llsing the close button ;11 the top right of the smaller 
window. 

Figure 2.3 The Acce •• window • 

2.2. The Access Window 
• Take a look :it the window shown in Figure 2.3; this is where we will 

spend rnOM of the time in our explomtion of Access. At the top of the 
window you will sec the typical Windows menu bar just underneath 
the Access title bar. Most of the rllcnu itcms will be familiar from other 
Windows applications: 

,. 
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• File is used to open new and existing databases, 10 close databases 
and to exit from Acces.'>, [t :I[so provides some S~lve functions. but 
these are not quite the same as those in other Office :lpplications. 

• Edit performs useful function:; such as cUlting and pasting things 
from one place to another. 

• View is very important. [t gives you different ways of looking at :I 
datatnse, particularly useful when you are building a new d~ltabJsc. 

• Insert might appear to be useful for adding dat:l to your databJsc, 
hut it ." primary role is to he lp you to add new functions (such as 
reports and forms) to your database. 

• Tools contains a collection of useful functions some of which, like 
spell check. may already be familiar. Some others are mther 
specialised and we will not use them in this gUide. 

• Window is all :lbour manipulating the various different windows that 
you might have open at the same time. Access 97 allows you to 
have several windows open within the main applic:ltion window, 

and the items in this menu allow you to org:lnise them. Thi." is 

exaclly like a ll the other applications in Office 97. 

Ace ... Is not ... WOrd ...... ,.... .... -..we ....... _ 
documenta ........... ThI Ace ... window only 

oonuen. ............... ....... 

• Help is :lnother familiar menu item. We will use this quite frequently 
during the guide. Help behaves just like the help avail :lble for other 
Window applications. 

Exercise 2.1 
Explore the facilities provided by the menus by clicking on them and then 

selecting all the possible options. Note that some menus have further options. 

indicated by a smalt arrow. The range of options open to you will be limited at 

this stage. since you have not opened a database. Many of the options will be 

greyed out and not selectable. although you can still read them. 

Once you have completed the exercise, exit from Access. using File I Exit. 

2.3. Opening a Database 

r 
20 

Now we have s(.-'Cn how Access looks without a live d:ltab:lse, we c:ln 
progress to trying it with a real database. We don't want to cre:lte :I 
new d:lt:lbase at this st:lge, we just want to look at a sa mple. 
Fortun:ltcJy, Microsoft provides a sample database that is ideal for our .' . 

• r.elll. · ... 
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needs. The database is calk>d Nortbwind.mdb and will probably be 

located in a folder called Sample~. 

w. w .... to k .... the IIorthwind dabibaM .. t ... that w. 
ClIft .... ays Ntum to the ........ "...... Other people 
may w .... to .... the __ PC aft ... JOU .. it Is ~ 

that JOU Ntum .... rthInII to the orIgIrwl shit. when ,ou 
finish. An ...,. war to do this Ie to milk •• copJ of the 
Northwlnd dabIbaI ... To do thIII .... .., Comput ... and 

....... to the ...... that contains the IIorthwtnd 
datIIbue. 'fWpIcaI1J thle .. In 
Ct#'rogNmFIIeaVIIlcrosoftOftlce'.Oftlc~I ••• Select the 

IIorthwIncLmdb file, then Click on EdIt I cap, and .dtt I 
Put •. Th .. wi. milk •• copJ of the dattIIMI ... You ClIft 

copJ' thIII IItacIl to the original Northwlnd.mdb .." time to 
bring it back to the origIrMIl condition. 

To open the dat;lbasc. start up Acce~s as we did before. but this time 
select Open an Existing Database and in rc~pon."I: to the Open 
window. browse to seleci Nonhwind.mdb. You will .~ec an opening 

giJ.phic containing a lighthousc; click on OK \0 clear this and you 
should see a window similar to Figure 2.4. 

Figure 2.4 The Northwind datab_e. 

Notice that the Northwind database is shown as a tabbed window. 

There arc tabs for Tables. Queries, Forms. Reports, "-!acros and 
Modules. We will not be concerned with Macro:; and Modules in this 
guide. but by the time you finish you will be famili;tr with the other 
four tabs. 

21 
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Exercise 2.2 

Repeal Exercise 2.1, navigating through all of the menu options. Don't change 

anything, just look at the range 01 options. 

Did you notice that there is now a much wider range 01 options? This is 

because (as with all other Office applications) the menus change when you 

have opened a lile, or in our case a database. 

Make sure that the Tables tab is selected. You should see a list a tables 

displayed : 

• Categories: 

• Customers: 

• Employees etc . 

As we discussed in Chapter I, a database typically consists of a number of 

linked tables. and the Northwind database has eight. 

2.4. Viewing a Table 

22 

Take a look at the EmploYL'Cs table by double clicking on the table 
ioon. 'Ine result should look like Figure 2.5 

Figure 2.5 The Employ ••• tab I •• 

The layout of the T;!ble window may look f:unilia r if YOll have ever 
used a spreadshect such as Excel. Access shows t;Lblc." in exactly the 
same way - a series of rows and columns. Each K"'Ctangle contains a 
single item of d;!ta, You Gin move around the table using the cursor 

key and the mousc. Your PC screen may not be large enough to 
display all the table at once . If this is the C".lse, you C"J. n usc the scroll 
bars at the side and haltom of the window to scroll it inlO view. 

• ECD I. · .. . 
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We need to introduce some ncw words at this stage to make sense of 
what Access will tell us. 

A ......... or Juet ................ fact or Ie.m of ..... 
.... ofthe~ ... the ...... . 

A NOOId ............. Ive war of ... 0 ....... _ row .... --
......., of the8e defInItIofte would ....., ........ to cIoee 
•• _ ......... .., • computer IMIentiat. but they .. 

HDlp •• II'. tor ow pwpo .... 

111e boI.tom of the window contains some rL--cord navigation buttons. 
11lese use the same icons as a video-n.--corder. You Coin move lip or 
down in the table one row (record) at a time, or skip directly to the 

first or la.')t row. TIle record counter will show which record number 

you are currently viewing and how many records the table contains. 

Exercise 2.3 
Use the cursor keys to scroilirom Ihe left hand side of the table to the right 

hand side. Use the mouse to move Irom one row (record) to another. Use the 

video--recorder style buttons to move from one record to another and to the 

top and bottom 01 the table. 

2.5. Modifying a Record 
• You can change the data in a table just by typing in the new data. 

Exercise 2.4 
Steven Buchanan has a new telephone extension number. Find the old 

number and change il to 3890. 

2.6. Saving a Database 
, Now we have made a change we need to find out how to save these 

changes. 111i~ is very simple. Click on FII. I S.v. and the current 
database will be saved in the origin;d file name. YOll ~hould now 

23 
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:tpprcciatc why we m;lde ;1 (:opy of the original dat;lb;l.~e file at the 
{}U!,~et. 

In common with .11 the other OffIce .ppllc.tlon., you c.n 
.. ve time by ualng the key combination Ctrl •• to .. v. the 
...... _. " you hev. not u ..... uch comblnlltlona before, 
'he ahorthand Ctrt+a me.n. 'pre •• the con'rol k.y, then 
'he • key .hen rei •••• both'. It I. much t •• te, than 
re.chlng for the mou ... nd going through .he menu •. 

2.7. View Options 

24 

We h;lVe viewed ;1 tahle, hut wh:u ;Ihout the other parts of the 
datah:lse' We GII1 look ;u Ihese in just the same way Ih:u we viewed :1 

table, through Ihe Nonhwind 1:lhlx,d window, 

Exercise 2.5 
Click on the Queries tab in the Northwind window You should see a window 

containtng fifteen different queries Double ctick on CurrentProductList , 

Were you surprised WIth the result? 

The queries look just like tables, but they aren't real tables containing real 

data, What you see IS the result 01 running a query on a real table. This is 

sublle. but important; the result of a query on a table or tables is another 

table, but Access doesn't store that table as real data, It just works oul what 

the table should look like every time we ask for It This means thai if we 

change the real tables. the results of a query on those tables will change 

automatically This is a very powerful feature, 

Now lets 1001< at Forms As you will have guessed, we can do this by clicking 

on the Forms tab 

Exercise 2e6 
Click on the Forms tab and look lor the Employees icon Double click on 

thIS and you should see a form displayed Navigate to the record lor Steven 

Buchanan and check hiS extensIon number. What does this te ll you aboul 

using a form? 

A form IS another way of looking at a table or more than one table The simple 

spreadsheet approach is fine. but you would not want to use tI'1at all the tIme 

in a real system A form IS mUCh more convenient. The answer to the exerCise 

is that you could have changed the extension number using the form much ... 
• F.em. · ... 
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more easily than you d id in the raw lable view. In case you were wondering, 

you can create forms on the tables that are produced by a query just as 

easity as il they were real tables, 

Exercise 2.7 
The lorm contains photographs Go back to the Table view, open the 

Employee table and lind out which column IS used lor the photos. 

The photos are included in the Photo column. This is quite Important it tells 

us that we can store d ifferent types 01 data in a table. Pictures. text and 

numbers are just a few 01 the possibilities. 

Finally we will take a look at Reports. You can reach these through the 

Report lab at the top 01 the Northwind window. 

Exercise 2.8 
Take a look at the Summary of Sales by Year report. What table did thiS 

data come from? 

The data actually came Irom several tables and some of it was calculated, nol 

stored in any table . ThiS is typical 01 reports. 

You have now seen all the main parts of the Northwind database, but we have 

not said anything aboul how we create tables, queries, forms and reports. We 

will take a quick look at this then relurn to the topic in detaillater. 

Make sure that you have closed any open forms. queries, tables or reports. 

Click on the Tables tab and select Employees with a single click. Now 

click on the Design button. You should see a window like that in Figure 2.6. 

----.. ---------.-

Figure 2.6 Table showing Field Name, Data ~pe and 

Description columns. 

25 
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Look at the Field Name column. Each 01 these is a coiurm in the Employee 

table; so this design view allows us to design a table by speclfylng what goes 

Into each column 

The Data Type columns allow us to say what type of data is stored In each 

column of the tabte. Look down the column to see the various different types 

of data These are lixed In advance as part 01 the deSign of Access, so you 

Simply choose what you reqUIre 

The DeSCription column allows us to descnbe what each column In the table 

is used for NotICe that some of the columns have no descnphons, thiS 

Information is optlOn8l Don1 change anything, we are Simply lookJog at thiS 

stage 

Now close the table and lOOk at the Design views for the quenes, forms and 

reports. In each case what you see in the design view is the set of tools used 

to construct or moclify thai type of object. 

Normally we would nol want people to be able to change the deSign 01 a 

database once II has been completed This could lead to all kmds of 

confusion, or worse. In normal day-to-day use, people Will 001 use the deSign 

views at all, and II you are the database designer you can stop them from 

seeing these. We Will conclude this chapter by looking In ffiOfe detail at the 

View menu 

Click on thiS now 10 look again at the options. shown In Figure 2 7 

Figure 2.7 Options available in the View menu. 

• ,,:rnl. · .. . 
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The database objects options Simply select tables, queries etc in the same 

way as the tabs we used earlier. 

Try using the Large icons, Small Icons. List etc. As you can see. these 

present a slightly different view 01 the objects in the database window You 

can use whichever 01 these you prefer. 

2.8. Selecting and Modifying Toolbars 
View 1 Toolbars :llIows you 10 ch().~e Ihe loolb<l rs di~pl:lyed :II 11ll' lap 

of Ihe window. 'I11ere i.~ ;1 lot of dlOice in Acces.-. 97, but Ihi~ i~ not 

immcdiately visihlc. To get a wider choice of loolh:lr:.. click on 

C1J.~I0111i~e. Thi~ will di.'pl:lY :1 lbl of aV:lilable toolh:HS (aIX)UI twenty­

two of Ihem). You GU1 choo~ any ~elcc! ion of !he:\C. 

II b ;Iho po.~~ihle to change tlll- tooIlYJr~ .. Idding or removing icons 

from Ihem. Given the wide selection of :IV<lilable loolb<lrs in Access, 

this should no! bc necess;try for norm;11 u~e. 

2.9. Using Access 97 Help 
Accc~ Help follows the usual Office approach. Click on Help 10 M.t 

Ihe :lvailable options. The i\ l icrosoft preferred !ool i~ Miuosof! Access 

Help. If you use this option, Access will o~n :1 sm;t ll :ls~ist;l!lt 

window. '!1lb can assume a v:lriety o f different ch;Ir;lctcrs such a:. 

Eimtein or a paper clip . You can Gi ll Ihis up by clicking on j\1icro~ofl 

Access Iklp and then typing a q uestion in the 'what wou ld you like to 
do' window. This may help w ilh your problem. 

Then again, It may not. The purpo .. of the a.alatant la to 
be friendly and helpful, but It ,.11 •• on understanding what 
you a,. a.klng and sometlmea thla doesn't work too well. 

Once you h;lve worked through even ;1 ~mall P;Ir1 of Ihis guide you 

will proh;lbly prefer to gel Illuch more dired ;IIlSWC~ from Help. To 

do Ihi.~. dick on Help I Contents and Index. Conten l ~ b org;lni:.cd 

into ;1 -",eric:. of lopic:. thai ~'ou can choosc, ;md is useful when you 

cmnot remember (or do nOI know) how 10 clrry Olll a ~pec i fic 1;I.~k. 

Some!ime~ you need to be .... ven mor .... " J}Ccific. You can gCI help b;lscd 

on :I p;111k:ular word u~ing the Index or Find nption~. These allow 

you to :\C<lrch for :.pccifk word~ or Help pagcs. 

27 
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Exercise 2.9 

Find out about toolbars and menus using the Index. 

2.10. Summary 

28 

In this ch>lptcr wc h>lve scen how to ~tart up Access 97, open, dose 
;tnd save datab;lscs and use v>lriolls t(Xlls to view an existing databasc. 
We h;Lvc S<.'t'n that there are design views for all of the main dat;Lb>lsc 
objects such ;IS t;lbJe~ , querics, forms ;Ind reports. ]n the next chapter 
we will start to use these design view~ to create a new database. 

• r.CDI. · .. . 
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Creating a 

Define the rulesforcreating tables. 

Design and plan a database. 

Recognise the differenllypes of data. 

Create an. Access table. 

Use the commands to add a column to a table. 

Select and use Primmy Keys. 

Set up an index on a tab/e. 

ModiJjltable design. 

Sel up default values and display formals. 

Set up relationships between tables. 

Move through a table adding, de/etlng and modifying 
data. 

29 B. McTaggart, Database
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In the last chapter you gained some familiarity with Access 97, in 
p;lnicular its basic tools for viewing databases_ Using a database is only 
part of the skill set th;u you will need. [t is also important Ihat you c;m 
crcatc a new database from scr.Jtch, hased on your understanding of a 
business requirement. 111is chaptcr is all about the process of 
designing a new d;uabase and implementing it using Access. 

3.1 . Designing Tables 

30 

We h;lve seen that a database consists of one or more tables, but how 
do we dl.'Cide what tahles we nl.'Cd and what columns they should 
contain? 'Illis is a big issue that we will cover first. 

A database is designed to solvc a panicular problem. It may he to do 

with business or JX'rhaps ]X!rscmal data recording, but before we can 
tmlke ;my progress we need to do some thinking ahout that problem. 

The first slage is to decide which are the important Ihings about which 
we need to n.."Cord information. This is hard 10 do in an ;Ibslr.lct 
fashion, so we will usc a simple example. 

Imagine you want 10 build a d;lIahase to record information about 

your extensive CD collection. You keep all your CDs in :1 series of 

r.lcks, and when nece~ary you buy a new rack. They are all the S;1l11e 
dcsign bUI of different sizes so they look nice in your living room. You 
sometimcs forget which rack you h;lVC used 10 store a CD, so you 
dL"Cidc 10 number the r.,lcks so that you Gill find a CD quickly. You 
want to IX! ablc to find which panicular named tr.,lcks or songs arc on 
which CD, so you need the datab,lsc 10 record Ihis. Similarly, you 
would like to rccord the artists or hand thai performs on e;ICh CD. 

Exercise 3.1 
Given this statement of your interests. try to produce a list of the main things 

that your database must be concerned with Don't get bogged down in detait, 

JUSt go for the important things. If you find it difficult, looking at an actual CD 

might help. 

One answer 10 this exerCise might be the following things:, 

e CD; 
e Artist or Band, 

• Track, 

e Rack 

... 
• f.(,I1I • • . . . 
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Now we need to decide what data we want to record for each of these 

different things. We will do the first two of these together, then you will try the 

third as an exercise. Your answers might be different; don't worry about this, 

there is a degree of subjectivity about the design based on what you think 

might be important. 

The CD will have a title, and it will be produced by a record company. Since 

you are a really serious collector, you are also interested in the catalogue 

number. Notice that we have not included the tracks or the artist with the CD 

since these are different things. 

The artist or band will have a name. You may also want to record their date of 

birth and some brief notes about their history, but only for those artists that 

really interest you. Date of birth sounds a little strange for a band or group, 

but there is no reason why you can't use this to actually mean the date that 

the group was first formed. 

Exercise 3.2 
Now try the same process for a track. Think of the data you would like to 

record about a particular track. Look at a real CD for inspiration. You might 

have decided that each track will have number, a name and a duration in 

minutes. This is almost always provided on the sleeve notes. 

The rack is simple. All we need is its rack number and perhaps the number of 

CDs that it can store so we can quickly see when it is becoming full. 

To summarise: we have the following things that we want to store and the 

most important data fields for each: 

CD 

Title 

Record Company 

Catalogue number 

Artist 

Name 

Date of Birth 

History 

Track 

Number 

Name 

Duration 

Rack 

Number 

Capacity 
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3.2. Derived Data 
You miglll w.mt to know the total number of minutes of recording on 
a CD. We have not induded this d,na in our design but it could he 
added 10 the CD t'lble. We will not do [hal hccau~e it would be a poor 
de~ign ded~ion. TIle total play time of a CD is derivable data; Ihat is, it 
Gill be calcubted by adding together all the pla y lengths of all the 
tF.lCks on the CD. Excep[ under some very speci:ll conditions, you 
should never include such derivable data in your tables. 111ere :Ire a 
two m:lin reasons for this: 

I. You should aim 10 store :1 f:let ;Ibout something in one pbce and in 
one way only. Swring it in two ways me:ms lh:ll there is the potential 
for them to disagree, which could result in inconsistent inform;lIion 
being produced from your database. 

2. S(Oring deriv<lble data wastes space. Admittedly this is minimal in 
this caSC, bUI in <I hig datab<lse it Gm Ix: an important factor. 
You might think [h;n c;llculating the t01<l1 pby lime would lake ;1 

signifiGlIlt :imount of time. This is not re;llIy tme; the Gllcul;lIion would 
be almost instantaneous, hut finding <Ill the tr.lck records will take a 
Iin1e longer. Even though there might be a small penalty in spc(."'(l, this 
is worth accepting, knowing that the cl:!t;lb:isc em't give inconsbtent 

infornlalion. 

3.3. Primary Keys 

32 

Each thing that we decide to store in dat;lbasc needs to be identifiable 
in a reli<lble m;lIlner. The next st:lge is to decide on the best way to 
identify each of the four things Ihat we h;lve decided are important. 
We would really like to use one of the dat<l field.~ Ihal we h;lve 

seleclt.."'{\, but it is important that we choose something that b unique 
and will remain so for ever. 

For example, we might think th;lt we could identify every CD by 
means of its Name, blll that would 1e:ld us into difficulty. 111ere ;Ire 
dozens of recordings of e:lCh of the Beethoven symphonies, even 
multiple recordings by the same orchestr.l so the title would not be 
enough to identify anyone of them. We m;IY only h:l,ve one of these 
recordings al Ihe moment, but we mi,l(h[ well buy a second one ;It 
some future d:lle. A much octter choice would be the C'Jt;lloguc 

numher, since the Tt..>cording companies work hard to en.~ure th:ll these 
arc truly unique - it makes their life easier. 

.' . 
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Artist should be easier, since the artbt's or band's name should be 

enough to uniquely identify them. But further thought shows that this 
is not always tnie - there is at least one famous example of ~I sin~er 

who quite delibcr.ltcly changed his name. There is :lIlother problem 
with an ;Irtist's name as an identifier, Ix.>causc we will need to spell it 
corredly and consistently every time we enter the data. If we don't, we 
will not get correct results when we try to get inform~Llion from the 
dal:lb:lse at a later stage. Yet :Hlother consider:llion is that where 

possible it is better to m:lke the identifier short and numeric; Ihe 
dal~lbase will uSlwlly work faster like th~LI . All of these fa clOTS suggest 
that the Artist's n:l1Tle would work as an identifier. but is not the best 
choice. [n this case ;In Artist Number, unique for every Artisl would be 
a better choice. 

This situation oc:cu ... falrty fNquentiy. Acce •• 97 provlct.. 
e spHle. kind of numHr thllt I. good for making I .... m .... 
in ....... ltuatlon • . TM numbe, I. Inc,.esed b,. on. e ve..,. 
time we edd e row to the dateba .. , so Acce •• guaM"' ... 
• hat It I. elwe,.. unique. 

Tr;lck appe:m; to be simple - we could usc the tr..Jck number. A little 

thought shows th:!t this doesn't really work. Every CD will h:lve a tr.lck 
J on it, so Tr.lck Number is not unique. We could usc the Track Name, 
but that is not guar:mteed to be unique. It is possible th:1\ there might 
be two entirely different CDs with the same n:lllle for a trJck. In fact 
this is likely to happen fairly frequently Ix.-'Gluse Artists tend to cover 
(produce their own versions) of e:lCh adler'" tr;lcks. 11 :11"0 suffcf.~ frOIli 
the same problem as the Anisl N~lIne, it is potentially too long and 
difficult to keep typing. Even the combin:!tion of trJck llu1l\l~r and 

name is not guar:mtecd to he unique. There is an obvious way to fix 
this problem , :lIld that is to use the CD catalogue number, in 
combination with the Tr:lck Number. This absolutely guar:mtees that 
we can uniquely identify each trJck . OUf identifier will therefore be a 
combin:ltion of two fields. 

For Rack W~ l-:'lIl usc the r:Kk numl~r. nlis has no problems, 
especially as we em ensure th:!t every time we buy a new rJck , we 
call give it a new, unique !:thel. 

The techniC"JI te rm for the unique identifiers we have found is a 
Prlrmlry Key. To rt.'Cord our choices we can underline the Primary Key, 

so Ollr design to this point is: 
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CD 
Tille 
Record Company 
Ca!j.!lm!m; Numher 

Anbt 

Anbt Number 
N;HllC 

Dale of Binh(OOIJ) 
H i~IOry 

Tmck 
Cat;!logu(: Number 

Tr.Kk Number 
Namc 

Dur.llion 
Rack 

Ibck NUm1x-r 
Capacity 

3.4. Types of Data 

34 

Now we n(."('(1 ck'Cidc wlmt type of data we will rl'(!UIH: for each of the 

data field ... A" we will find bter. there are a I()( of I>Ol>..,ihllitlc", hut for 

the pre:.cm we will u:.<; only the ba~ic types that A(TC'~ provides. 
'nlesc arc: 

L Text - used for fic!d~ that contain alph:tlx=tic (bt.I. usually a ,~inglc 
word or a "hort phr.IM:. 

2. MCIllo - Uscd for much 1:lIlitCr amounb of tcxlu:11 dala. pcrh:lp~ a 

description of '>OIllclhing 

3. NU!llocr - Used for number.. . If you think you mi~ht nl .... "d 10 do 
:-.llIllS with a d,lI:1 field . it :-.hould use the Number dau type. 

4. Dillen'ime - If you want 10 ~to[(' date:-. :lndlor tllllC. U'>C thi .. data 
type. Acec.'s wil! ro.:cognisc the dales and allow you to do w;cful d:llc­
rdated thing.~ wilh thcm. 

S. Currency - U-.c thb data Iype when rou W;Ul! to 'tore :11l10UIllS of 
mon,-]' . 

6. AUloNumocr - 'nIb i, u'iCful when we want Acce,' 10 c[(,:lte a 
series of numher.. th:1I :lUlom:uicJlly incre;\'>(! whenever we add a new 
record. 

• F.cDl, · .. . 
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Auto Number Is •• actly what we -.d to make an 

Identifier for the Artist t.ble. 

7. Ye~No - Sometimes w e ju~t w;mt to store inform:ttion th:tt can only 

have one of two pos$ible values. For example. we might want to store 

a perwn's gender. This can only he Male or Female. 

Exercise 3.3 
Decide on the most appropriate data types for our CD database design. 

recording the type alongside each field. 

A reasonable answer would be: 

CD 
Title Text 

Record Company Text 

Catalogue: t-lumbe:[ Text 

Artist 

AUI:li1 t-lumtie:[ AutoNumber 

Name Texl 

Date of Birth (DaB) DatefTime 

History Memo 

Track 

CatalQ!;lue: t-lumQe:( Text 

tllIa!bJl[ Number 

Name Texl 

Duration Number 

Rack 

tllIa!bJl[ Number 

Capacity Number 

NOllce that we have used memo for history. This is because sometimes we 

may want 10 write a 101 of notes and at other times nothing at all, Memo is a 

good chOice for thiS type of situation. 

There is a final check that we should carry out on our dalabese design before 

we are ready to start working with Access. 

Look al each of the things thaI you have decided are Important (CD Artist 

etc.) and decide whether the whole of the Primary Key decides ulliquely (on 

liS own) the values of all the other fields. and Ihat none of Ihe other fields can 

do Ihis. 
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• For example. if we know the CD catalogue number. is there only one 

possible CD Name and Record Company? The answer is clearly yes . 

• Can we tell unambiguously what the CD Name is if we only know Ihe 

Record Company? The answer is clearly no, only the Primary Key 

delermines the CD name. 

You should apply this lest to all of the things that you have identified. If you 

find something that does not satisfy the test, then take a close look at your 

design. Probably you have two separate things mixed together. Try to 

separate them out. 

This test may seem rather mysterious. but it is important. Passing the test 

means that your database design should work wel l and not give you any 

strange results. Designs that don't pass the test could eventually cause 

surprising effects or lose data altogether, 

TIM! proce .. we .. ve just described I. technlcale, 
deacrtbecl a. normall .. tlon and I. an •• ..m .. 1 part of the 
proce •• of designing a databa ... There I. a great deal 
more to thl. proc.ss than we "we described here, but you 
can pin moat of the beneftts by applying the t_t. 

described. Another w.y of ... tlng the t .... for 
nortrYIlI .. Uon Is • v ..... tton on the 08th sworn by 
wttne .... In court: ·Doe. every field depend on the 
Prtm8ry K.y, tM whole of tM Pri .... ry Key and nothing but 

tM PrI .... ry K.y?" 

3.5. Indexes 

3. 

An index helps Access to find rows in a t:Lble much more quickly. We 

use indexes all the time in normal life without thinking about them 

very much. For eX:Lmple, this book has an index that allows you to 

find pages that contain specific topic words. To use the index, you 

scan through it until you find the word then open the book at the 

page number shown. We e m SC'JIl the index quickly because it is 

always in alph:Lbetic order. Just consider the alternative; without an 

index, you would have to re:ld through large parts of the text 10 find 

where a topic was covert:d. In the extreme you m ight h:we to read a 

whole book just to find Olll what a p:Lrticu lar ,.;mall topic w as all about. 

o f.cDl. o ... 
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You don't have to define any indexes when you first design a 
d:nab;lsc. You c;ln add them hiler jf you re:llIy neL>d them. Ac<:ess. like 
any good rcl:uional da tabaS<.:: will deliver results whether or not you 
define any additional indexe!;. You might think that if indexe!; speed 
up the retrieval of dat:1 from the datab;IS<.::, we would obviously set up 
indexes on every field. Unfortunately, it isn't ;IS simple as th:lt IX-'Gluse 
indexes on the wrong fields Gill aClUally slow things down a lot and 

greatly incTCase [he size of the database. "J1lb is Ix'clus<':: keeping the 
indexes up \0 date :tbsorbs computer power, :tnd requires extrJ d:ua, 

sometimes very significantly. 

The best appro.lCh to adopt. at least until you have more experience 
with d;n;lh;lses is to follow these guidelines: 

• Only set up indexes on fields that hold text, numbers, currency or 

d:lles. 
• Only SCI up indexes on fields [hal will he used a lot. 
• Only set up indexes on fields that will contain a 101 of different 

values. 
• If in doubt don't SCI up an index, unless ;tnd umi1 you are sure th:lI 

your database isn't working quickly enough. 

Access :HJtomalically sets up indexes on Primary Keys for you. "J1lis 

m:lkes sense beGmse Primary Keys have different values in every row, 
are used :1 101 and are usually numbers, d:ltes or short text fields. 

3.6. Access Database Wizards 
Access 97. (and other database m,ula~emem syslem.~) supplies you 
with some sample database designs thaI you can uS<.:: without having to 
go through Ihe proce~es th,l\ we have described above. To u~e these 

you stan Access in lhe normal way, but when you see the Microsoft 
Access window sek<.1 DalalYJsc Wiz:trd. Access will [hen dispby a list 
of datahasc templates. If you select one of thesc, Access will take you 
through a series of windows in which you can make various choices 
ahoU( the layout of the databasc. 

Databa~e WiZ~lrds are ideal if your requirement~ arc lUe[ hy thc 
~uppli(:d templates. Unfortunatcly Ihe lelllp!:nes are rJre1y an exact fit, 

so you will either have to compromisc your requircmems or modify 
Ihe datahase design. We will cover ~lIch I1looifications later in the 
chapter, bUI for the present we will a .. ;sume lhat you want to build a 

dalah;lse Ihal meels your cxact requi rements. 
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There Is • M .. slc Collection dat.base In the st.ndard set of 
_mples. The design Is slightly different to the one we are 

working with. When we have finished YOIoI can compare 

yOloIf' results with the OM cre.tH by the Dat.ba .. Wlurd. 

3.7. The Table Design Toolbar 
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Acce!'i1> provides ;1 SCI of 1001h;lrs Ihat ;Irc wilon:d to m:l\ch all the 
major de~ign 1:lsks. We will describe e:Kh of Ihe.sc toolbars as we need 
them 

iIIo1>t of the Acccs..., toolb:lrs come in pairs. TypiG1Hy the first of Ihese 

provides ;til the major lools you will nc(.·d 10 creale :md change 
!'iomcthing like :1 t:lhle, :l1ld it!'i m:nching p;tif i.~ intended tn help you 
usc Ihe ohj<.."c1 you h:I\'e cre:ned (.~lIch :I.~ a lahle). You c;m nip 
1~lw(."Cn the deign view :tnd the U1>Cr view with :1 !'ipedal bullon. This 

b n::llly u.~cflll when you :m.' learnin~ Acce.~s since you can tryout :1 
change in the de"ign view then immediately nip to the other view to 
check your ch:l1lge". 

Figure 3.1 shows the too1h:lrs Ihat arc available for table design. Access 

will normally di~play the tooillars when you work with :t uille. hut if 
for :l1ly re:lson they ;Ife not vbihh:. click on View I Toolbars and 
select the toolhar you ne(."d. 

Figure 3.1 Toolbars available for table design. 

.' . 
• EC'tlt.· .. . 
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111C [able design [oolh~lr h:ls all [he u~u:!1 save, print. CUi, copy and 
p:il>[e buttons. There :lre also some spt.'Cial purpose blltton.~ lhat we 
will usc during Ih i~ chapler and that you should look out for: 

• Set Primary Key is used to tell Access which column or columns are 
Ihe Primary Key for the lable. 

• Set up index is used [0 define which columns should have an index 
\0 spct..-"d up re[riev:tl of d:t ta. 

• Flip [0 datasheet moves you from the l:tble design view to [he [able 
da[ashec\ view. 

111e [,Iblc datasheel loolb~lr also has some sped:!1 puqX)se bu[ton.~: 

• Son rows allowl> you [0 son [he rows into a different sequcnce. 
• Find helps you 10 find a panicubr ex;ullple of a number or :i word 

within a [:lhle. 

• Filter helps you by dispbying only Ihose roWI> 111;11 meet a p:uticubr 
requirement. This is very useful wilh big tables. 

Note that help is available on both Ihese toolb:lrs (and on every othcr 
toolb:lr). 

3.8. Creating Tables 
Thc first task in implementing our dalab:lsc design in Access is 10 SCI 
up a new blank datahase. 

Stan up Access 97, and then sek'Cl Blank Datab ••• and click OK. 
11lis will lead to the Fil. H.w Datab ••• window shown in Figure 3.2. 

Figure 3.2 The File Hew Databa.e window. 

3. 
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Choose :1 suit:1ble n:1me for your database :1nd dick on Create. We 
will C:111 our CD dat:lhasc CDCoIlcct.mtlb. 111e mdb e~lcnsion is the 
standard Microsoft file ending for ACCL'S1> d:uaba:.cs in Ihe same way 
Ih:1t doc is uS<.'(1 for Word documents. 

You will ne~[ sec Ihe famili:1f D:1tabasc window, with CDCollec[ in [he 
tille bar. We :I rc fe:ldy 10 :.Ian cre:1l ing tables. E:1ch of [he things that 
we dccid ... '<i were imponant in our design will 1x."'COme a table and 
each of the field, will be a column. We will st:ln with CD. Click on 
New and you will S<.'C the window shown in Figure 3.3. 

Figure 3.3 Creating a new table. 

NOIe that there b a Table Wizard Ihal ('".tn help you cre:lle some 

sl:tndard types of table, hut just as with the Datal):l."'" Wizard, these do 
nOl match our requirements exactly, so we will u . .;c the o.slgn View 

and click OK. 111is will rCS\llt in a bbnk Table ])(:.,ign window similar 

!O [hat shown in Figure 3."1. Access thoughtfully provide~ :1 Table 

Design loollxtf :tS well. 

Figure 3 •• A blank Table Design window. 

. .. 
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3.9. Adding Fields 
Type in the first field name, which is Nalllc, in the first row of the uhle, 
then press the T3b key to move on to the next column, Data ~pe, 

The hb key I •• quick way to move between field. In 
IIUIny different sltuMJon • • 

Notice that Access provides 3 drop down list to choose the &113 type, 
so dick on tht:: arrow and sclet..1 Text, T3b on to the next column and 
type in :1 description of this field; something like: 71)(.' Name oj/be CO. 
Press T<lb again to go to the next row ~tnd enter the remaining data 

fields. Finally, we IK'ed !O tell Access which of our fields is the Primary 
Key, This is the underlint.."d field in our design. Select the Catalogue 

Number fidd then dick on the Primary Key button on the Table 

Design toolh:lr. "I11is hunan loob like ;1 small key. Access will show 
the Primary Key hy inserting a sm311 picture of 3 key just to the left of 
Cilt:llogue Numlx:r. 

You ~hould finish up with something th:ll looks like Figure 3.5 

Figure 3.5 The result of an initial table design. 

Now we need to save Ihe 13ble design. "I11e simp!t::st way to do Ihis is 
using the s<lve button on Ihe Table Design toolh:.r (st.."C Figure 3.1), 
with the noppy disk icon. When you click on this. Ac(Oess will prompt 
you for a t:lble n:lme. "I11e name of [hb wble is CD, so type [h:.t in and 

click on OK. You c<ln now close the T:tble window by clicking the 
dose button in the top right hand corner, '111is will bring you back to 
the Database window. 

Set up the other tables in just the ~mc way as for the CD t:lble. 
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3.10. More Data Types 

W 
...... 11 
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We S:IW earlier Ih:n Access fecognises seven basic Iypes of d:ll:l: 

Tex[, ,\kmo, NUl1lt~f, l)eJle( ril1le. Currency, AulONulllbef and Yes/ No. 

Two of [heM:': types. Number and Da[e/Time come in a variety of 

diffefen[ forms. You need [0 choose [h<.: mosl ;Ippropriale for your 

design. 

One of lhl' rea.'iOn~ why Acccs~ providc~ all1his choic<.: is Ih;u storing 

<Iat;1 n::<luires dbk space. Some forms of Numher.~ ;Ind Dales require ;1 

101 more SP;ICC them OIhers. so [here is a biR :Idvant:lge in ch(x)sinH the 

mo.,t economical type of fOfmat fOf YOUf nee<ls. 

Ano[her reason why Access provides diffcren! [Yl~~ of Numhers is thm 

Ihere re:llly arc differem Iype.~ of numbers in ev<.:ryday usc. 

Intege,.. .... used for counting whole things that neve, 
come In fr.ctlon.l p.rts. 

Floating point numbers .re used for me.surlng things tHt 
e.n cHnge smoothlv In velue .nd have. declm.1 point . 

This m.y s .. m • ,.ther .rtHlcl.1 distinction, bvt H does 
metter. Using the wrong tVpe of number can lead to siliV 
answe ... or the loss of deta. 

Here :lfe some examples of lh<.: usc of different types of numl~rs: 

• lmeger., would be used for couming people, CD.~. Ixx)b ;!!ld Clrs. 

0.35 people doc., nOl m;lkc semc. neither would 0.76 of ;1 ear. hUl 3 

siudents and 25 C<lfS with no decimal points docs seem reason:lble . 

• \'(/<.: measure wdght in kilograms. so a per.~on mighl weigh 70.42 

kilogr:lms. \X'e do not think of weight ;l.~ being limited 10 whole 

numbers of kilos. :.0 we would natllr:llly use floating-poim numbers 

to record weight. 

... 
· r.em. · .. , 
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In :Kldilion 10 dividing nutllb • .!rs imo inh,;ger and flo:J.ling poinl, Access 
also has numhers that are cap;lhle of :.toring big values with a 101 of 
:ICcur.acy and numbers thaI can only store ~mall numbers with limited 
at'curacy. E;ICh of these different type~ of numlx'r ha~ a different n:ulle. 
The~(: :Ire all shown in Figure 3.6. 

N ame Typ. Decimal Plac@s Ran&e 

B~. In teger None o to 255 

Integer In t eger None -32678 to 32767 

Long Integer Integer None Very large 

S1Ilgle Float 7 Typical numbers 

Double Float 15 Enormous 

Figure 3 .6 The different types of numbers used by Access. 

You should first ck'dde whethcr you need an integcr or a floating­
point number. 111cn ehoo.o;c the numher with Ihe smallest r.mge that 
you ;lrc quilc ccnain will bc ahlc to hold Ihe higgest pos:,ihle valuc 
that the dat;\ field could ever have. 

If you pt this wrong, and choo .. a number t~ that i. too 
.m..I, Ace ••• will give you a wamlntl wMn you try to 
enter. I.,..r number In It, and will than store the numbar 
effactlv." a. uro, so you will 10 .. that data compJetely. 
Thl. Iou can al.o have a knock-on effact on ot ..... things 
that you mf.ght w.nt to use that number tor, such .s 
calculations. If you a,. unsu,., choo .. a bigger number 

t .... 

3.11. Choosing Field Options 
Once you h:lve some h:lsie tables defined, you should start adding 
some more delail to yO~lr fidds. You may havc noticcd that there arc a 
numl~r of :lddition:11 oplions at the bonom of the Table Design 
window. These add ;I great de:tlto tile uscflllnes~ of the d:uah;lsc ~o 

you should use them where appropri;tte. l11e ;tddition;tl options ;tfe: 

• Field Si7.e: j\1:Jxilllum lenglh of lhe field mcasured in 
ch;tractcr.., or the scli::ction of the number 
types Ihat we have just discussed. 
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• Formal: 

• Input Mask: 

• C:lption: 

• Dcf;luh Value: 

• Valici:tl ion Rule: 

• V<llid:uion Tex{: 

• Allow Zem Length: 

• Indexed: 

Allows YOll to decide how the fleld will 
I~ dispbyed 
l\'l:isk mighl ~',:ell1 :I mlher my,~lerious 
leml , hUI it ~imply means Ihe Ihing~ Ihal 
will be v;llid when da\:I is enten..-d in Ihe 
fldd , 'Illis b very impon:lnl lx.'C"<lu.'>C 

s(X.'Cifying :In inpUl m:l~k help.~ 10 en~urc 

Ih:u only v:llid d.lt.1 i .~ added to the 
cbtaiJasc. 
'111is is :I bbel lhm Gin be used in :I form 

or a repon: :Igain it is u.seful 10 deflne 
this. 
A v:llue th;n will he .lutom.:ltic-<llly supplu .. -d 
when :1 new rt'Cord IS crealed, unless d:lla 

is entered for lhil' fleld. 
A me;lns of ensuring th:lt only correct delta 
C';ln be enlercd. '111e.;;c c:ln become very 
sophislic-.Il ... -d. bUl we will only con~ider 
simple v:llidation rules. 
You can enter some leXI here lhat will 
prompt a uscr for wh:lt type of Ci:Lt;1 musl 

be entered. 
Some flelds mu~t :llw;IYs be filk-d with 

ci:Lt:l. Olhers m;IY nOI require :In entry in 
every rL-'COrd . If .1 fleld is markc.-d as 
RL"quirc.-d - yes, it must have dal;l enten..-d. 
'nlis allow.~ a text fleld (0 h:lvc no 
dl:lr.lcters in it. 

[)eflnes whether or not :U1 index is 
cre:lted on this fleld. 

You C.ln sct up an index simply by sek'CIing Yes. YOll must choose 
Wh(.1hef duplic-.lle v;l lue~ will he allowed for this fleld. 

Exercise 3.6 
Access always sets up an index for the Primary Key WIth flO duplicates 

allowed Why do you thmk this is so? If you are unsure, fevise Section 3.3 

II you lOok at Artist table and the Nama field you will sea that some of these 

Properlles are already set, but they are not really appropriate for our desIgn, 

We WlII correct or add all the useful details. then you can do the same for the 

other tables and fields 

.. . 
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• The field size is probably set to 50 characters. This is a little generous, but 

we will leave it alone, since it is possible that a band name might approach 

this number of characters. Generally, the number of characters should be 

kept as small as possible without limiting the typical use of the field. 

• Format and Input Masks are currently not set, and since there is no real 

pattern to the name of an artist or band there is no advantage in specifying 

a format in this case. 

• Captions is useful, so we will enter 'Artist/Band' 

• There is no sensible Default Value, Validation Rule or Validation Text for this 

field, so we will not enter this data. 

• We will always require an artist or band name so we will mark this field as 

required. Similarly, we don't want to allow the field to contain no characters, 

so we will disallow zero length. 

We will carry through the same process for the DOB field. 

• Format does not show a length of field, because Access already knows 

that this is a date field. If you click on the Format field you will see a range 

of possible date formats. These are: 

1. General Date 

2. Long Date 

3. Medium Date 

4. Short Date 

5. Long Time 

6. Medium Time 

7. Short Time 

We don't need a really accurate date/time, so Short Date is a suitable 

choice. 

• Input Mask also presents options that are suitable for a date field. Click on 

the drop down arrow to display these and choose. Make sure that the date 

format matches your local country standards, otherwise users will be able 

to enter data in a familiar formats. You will be guided through your choice 

of an Input Mask by a small Wizard, which is very useful in this case. 

• We will add a suitable Caption as before, but will not bother with a Default 

Value, a Validation Rule or Validation Text. 

• We do not require data to be entered in this field (some singers may be coy 

about their age!), nor do we need an index. 
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Figure 3.7 Choosing the field options for Date of Birth. 

Exercise 3.7 
Now carry out the same process for alilhe other fields in your CD database. 

You should not have had any major problems completing the exercise, but if 

you later decide that you need to change anything, you can simply go back 

to the Design View for that table and alter it. 

3.12. Setting Up Relationships 

46 

A" we ~:IW in Ch:lpter I. mo.~t d:I(:lh:lscs "lOrc (bta alxJUt more than 
one thing, and there is lI.'idul inform:ltion in the w:ly tho>oc things aro.:: 
related [0 eelch other. 

Take otlr CD d:u,ll-,.lse as an eX:I111ple. We now have tahles for CDs. 
artblS, f:lCb :lI1d tf:lcks, but these :lrc :111 entirely scp:WJh;. This docs 
not acttl:llly tell us :1 great deal ahout our colll'ction, \Xle cannot. for 

example "ay which Artist,.; perform on which CDs. nor Gill we find mil 
where we have put a particular CD hecau,~c therr.~ :lre no connections 

at :111 hctwe .... n thest.' different tyre,.; of record", We have to :Idd tho.~e 
connection" to our (bt:lha.'i.C, 

To do this w .... n ........ d some further analy,.;is of our (ll'~i~n. We need 10 

:Isk the following qlle,~tion of the thing" in our d:lIaba"e . 

• How many of thi~ thing could Ix: related to some other thing? 

An eX<lmplc will m;lkc thh OhsCltn.' qllc,~lion 1110r .... understandahle. 

• !':eD!.· ... 
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• How m:lny CDs could an artist be :1 performer on? Answer: at 1c:lst 
one and possibly :1 lot, 

How many artists could appear on a single CD? Strictly speaking the 
answer could be seveml, but this is unusual. For our colk.--ction we will 
assume Ihat only one anist or b:md pcrfofllls on a CD. If we re:llly do 
have:l collection of :lnists, we will call the anist 'Various Artists", 

Expressing this in datab:l.'>C terms, One Anist is rd:L!cd to l\bny CDs, 
but any :;ingle CD has only one Artist. 

You mu.' u_ ..,.. ....... m.n. about deOnlng 
,.Ia.lonllhlp •. In a more ••• anatv. databa_ de.lgn, you 
could define an enormous number of ..... tlonllhlp., most of 

which would be 'rreIe"ant '0 yOW' applk: .. ion. It .. 
Important that you keep In mind the ...... tlons that you 
will want '0 a_ of yo. databa_ and denne the 
,. ... ion ....... lhat a,. .......... for that pwpo_. 

To make this rdationship dear to Access, we need \0 :ldd some details 
to the dal:lbase, 

Exercise 3.8 
First we need to add the Primary Key lrom the 'One' side 01 the retatlonship, 

(in this case Artist) to the 'Many' side (CO),Thls is shown in Figure 3.8 

Figure 3.8 Adding the PTimary Key from the 'On.' sid. to 

the 'Many' side. 
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Notice that we don1 have to use exactly the same name fOf the added field, 

In lact it is probably beller in this case to spell out the name as we have done 

so there is no confusion. Nollce also that the Artist Name fietd has been set to 

Required yes, meaning that we must always say what band or artist performs 

on a CD. 

Now we need to connect these matching fields so thai Access knows that the 

Name field in Art ist is connected 10 Ihe Artisl Name field in CO. 

To do this you should click on ToolS I Relationships from the main Access 

menu, This will display a window called Show Table. which Wi ll contain the 

names of atl the tables you have defined so far. Click on each tab le in turn 

and click on Add. A new small window represent ing each table will appear, 

so your screen will look like Figure 3.9 

Figure 3.9 Preparing to connect matching fi.lds. 

You may need 10 resize some of the windows and move them around to gel a 

tidy layout, Notice that Access has provided us with a new tcolbar. 

To make the connection, Click on the Primary Key on the One Side oflhe 

relationship (Name) and drag It to the corresponding field on the Many side 

Artist Name. You Wi ll see the mouse cursor change shape as you do this and 

a new Window will appear entitled Relationships. This is used to define the 

nature 01 the relat ionship. Most of the work is already done for you, but one 

important additional action is to select the Enforee Relational Integrity 

box. This will make Access ensure that the relationship you have defined will 

always be maintained. so the database will not let you enter a new CD Without 

saying who the art ist is. 

• EC D!. · ... 



Creating a Database 

•• €l ••• 

Aft.r you Mye gained some further experience with 
UbH_S, you .,...y decide not to entoree 'ReI.tlonel 
Intqrfty' but for the present you should let Acce .. hencn. 
this for you. The ... suh of this will be • Reletlon_lps 
window tMt looks like Flgu ... 3.10. 

Figure 3.10 Example of a Relationships windOW. 

Click the Create button to complete the process of establishing the link 

between the tables. The link wil l be shown as line joining the appropriate 

fie lds, with a figure 1 adjacent to the Artist table and ... (in finity) at the other 

end of the link. This is a visual cue to remind you that th is is a one to many 

relallonship between Artist and CD 

Now complete your analysis of the CD collection database design to decide 

what other relationships need to be represented, and which end of each 

relationship is 'One' and which is 'Many' 

There are two more relationships: 

• One CD can have Many Tracks; 

• One Rack can contain Many CDs. 

.9 
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When you get to defining ttt. relationship betw"n CD and 
Track, you will find that you already hav. the Primary Key 
of CD as a field In Track, so you don't need to add It again. 
Thla helpa to confirm that we made a good choice at an 
earlie, atage. 

Exercise 3.9 
Add these Relationships to your Access database, Ihen rearrange the table 

windows so that it looks tldy_ 

The actuat arrangement of the tables in the Retationshlp window does not 

matter, You should have noticed that as you drag the tables around, the links 

remain connected The arrangement in Figure 3.11 shows how it might look. 

but you may have used different names for the additional fields In CO 

Figure 3.11 Your Relationahip window should look 
something like this. 

3.13. Entering Data in a Table 

5. 

Now wc h:1\'L' a working d:l1ah:ll>l! we should te~1 it by entering some 

d,lla in the t'lhle:;. Thi~ will 1>CJVe two purpo~e~: 

• We will expiore the det,liis of data entry into 1:Ible.~, p:lrticul:lrlr 

wherc the~ t'lhle~ arc rcl:l1.:d . 

• We Gill te."t the design of tile CD d:ll:1b:lsc. 

• [('Ill • • 
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We will use the simple D31;lshcel View tha! we first encountcrcd in 
ChapteT 2. hm this time we will be working with the CDColk:cl 
dal'lb<lSt:. 

Exercise 3.10 
Start from the CDCollect:Database window. Select the CD icon and click on 

Open to open thIs table in the Datasheet view. 

The result should look lIke Figure 3. t2. 

Figure 3.12 Opening table In the Datasheet view. 

You can immediately see that we need to make some changes to the layout in 

order to make data entry easy. The problem is that the columns have a 

untform width. and in two cases. we cannot read the tItles at the top of the 

columns. 

The Datasheet View behaves In a similar way 10 a spreadsheet. We can drag 

the column boundaries to enlarge the column. 

To resize a column, move the mouse cursor until it lies on the title area of the 

column on the vertical column boundary. At thIs point the cursor will change 

shape to a double-headed arrow. Press down the left hand mouse button and 

drag the column boundary to the reqUITed position. 

Resize all the columns so that they are a sensible widlh for data enlry. Since 

the first three fields are all fairly large. you will not be able to make the 

columns the full wIdth 01 the helds. but choose a comfortable size. 

Now we will add some real data to the database. 
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Exercise 3.11 

The data we Wilt use is for the following CD, Artist and RacK 

Title: 

Record Company: 

Catalogue Number: 

Artist Name: 

DOB: 

Blood On The TraCKS 

Columbia 

COL 4678422 

Bob Dylan 

24 May 1941 

History: 

RaCK Number: 

Born Robert Alien Zimmerman, Duluth Minnesota. First 

record, 1962. Serious motorcycle aCCident 29 July 

1966. First movie part in Pat Garrett and Billy the Kid. 

8. which can store 100 CDs 

TraCKS: 

1 Tangled Up In Blue 5.66 

2 Simple Twist of Fate 430 

3 You're a Big Girl Now 4.60 

4 Idiot Wind 7.90 

5 You're Gonna Make Me Lonesome When You Go 290 

6 Meet Me In The Morning 4.32 

7 Lily. Rosemary And The Jack 01 Hearts 8.83 

8 II You See Her, Say Hello 4,77 

9 Shelter From The Storm 4,98 

10 Buckels 01 Rain 3.48 

Enter the data for thiS CD, starting with the CD table. II you encounter any 

problems, make a note of the messages Irom Access and try to work out what 

has gone wrong. 

You prolXlbly got <l mcss;lgc SI;lting (h;lt: "You C<ln't add or cll<lnge a 
record becau . ..;c a related record is required in table Artist" "Ille Help 
bunon will provide ;1 more detailed expbnatioTl. 

"Ill;S tells you th;II you ClIl't add a record to the M;my side of 
rela tionship until the ll1:lIching K-'COro exists on Ihe One sidc of the 
relationship. Tmnsb!ing this into simpler language, Access 97 will not 
let you cre;ue a dat;lh:lsc r ... -'Cord for a CD without first entering the 
,hila for the Artis!. A similar problem exists for the Itack . This problelll 
exists IX-'Cause we chose to enforce 'referent;,ll integrity' when we SCI 
up the relationships lx'IWC.'C1l t:lblcs. If you try to get around this 

problem by ignoring the messages, you wi!! receive further Illessages. 
and finally Acces.~ 97 will S;IY (h;u it cannot save your ch:mges. 

. .. 
... ('01.' .. . 
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Exercise 3.12 

The simplest way round this problem is to enter the data in the following order: 

1. Artist 

2. Rack 

3. CD 

4. Track 

This fills all the tables on the One side of each relationship before the Many 

side. 

Try entering the data using this sequence. Make a note of anything that you 

found difficult, or clumsy 

Figure 3.13 The completed Track table should look like this. 

Figure 3.13 shows what the Track table should look like when you 
have finished. You rmLy h:lve found Ih:1I entering the Tmck Chl:L was a 
lillie bhorious :md wondered whether it W:LS strictly neccss;Lry 10 
provide some of the data. 

For ex:nnple, why do we have enter the track number in each case? 

Surely Access 97 knows th;Lt if we enter the tmcks in .sequence the 
trJck numbers should follow that sequence? 

The answer to Ihis is r.lther import:ml. Access 97 is a rclalion;LI 
database, :md with :my relation:\l d;\tabase, the sequence or order o( 

rows in a table is not relevant and may not be maint:lined by the 
database. You C;UlnOI rely on being :Iblc to obwin the tr.lCk number 
from Ihe s('"'<luence of rows in Ihe t:lble, so we net.'d to enter it. 

Why do we nL'"Cd to keep entering the C:ltalogue number (or each 
record? JUSt because you entered all these records together does not 
mean that Access 97 associates them automatically with the same CD; 
the C:lwlogue number is essential for each re<:ord. 
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You can significantly reduce the effort end potential for 
en'Of' when entering the _me ah again and again by 
u.tng the clipboard. Type In the flrst v.I .... then .elect the 
enlf')' by dragging the cursOf' though it. Click on Edit I Copy 
10 copy it 10 lhe cllpboilrd. Now every time you need to 
enter liull uh, you can type Shltt/lnsert to Insert a copy. 

Exercise 3.13 
Now enter the data for the fol lowing CD, using what you have learnt. The 

Artist data is not repeated, since it is the same as before. 

Title . 

Record Company: 

Blonde on BIOIlde 

CBS 
Catalogue Number: COCBS 22130 

Bob Dylan Anlst Name: 

Rack Number; 

Tracks: 

6. which can store 75 CDs 

Rainy Day Women Nos 12 & 35 

2 Pledging My Time 

3 Visions Of Johanna 

4 One Of Us Must Know (Sooner Or Later) 

5 I Want You 

6 Stuck Inside Of Mobile With The Memphis Blues Again 

7 Leopard-Skin Pi ll Box Hat 

8 Just Like A Woman 

9 Most Likely You Go Your Way And I'll Go Mine 

10 Temporary Like Achilles 

11 Absolutely Sweetmarie 

12 4TH Time Around 

13 Obviously 5 Believers 

14 Sad Eyed lady Of The Lowlands 

4.58 

3.72 

7.50 

4.92 

3.11 

7.07 

3.85 

4.68 

3.24 

4.82 

4.78 

4.46 

352 

10.75 

Take a look at Ihe tables after you have entered the data. You will find that we 

have made a small error In the table design. One of the tracks has such a 

long name that it has exceeded the size of the field that we allocated. We can 

correct this error qUite simply by closing the table and re-opening It in 

Design View. We can change the Fietd size to 55 Characters. solving the 

problem, Close the Design View and then re-open the table in Datasheet 

view and correct the name that was truncated. ThiS kind 01 change can be 

made to the table design after data has been entered in the table. 

Figure 3. t4 shows how the tables should look after ali lhese changes. Don't 

bother arranging your table windows like this, just check them one by one . . . . 
• r.rl)[. · ... 
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Figure 3.14 Tables resulting from the changes made. 

Accass 97 Is vary forglvtng of this kind of CMng., but 
there are __ CM"". tMt will cau •• your •• Istlng .tII 
to become Invalid, _ be cautious when making design 
altaratlons. 

3.14. Deleting Data in a Table 
Deleting .. row from a table is casy. Scit.>c1 Ihc Il..'COru thaI you wish to 

ddett" by clicking at the far left hand side of tht:: row ;1'<; you s,-"<! it in 

thc Datash<:."'Ct Vicw. The whole row will go bbck indicl ting it:< 

."'Cicction. You can now us<;: the Dd key on the keyboard or the Edit I 

Delete Record menu item 10 delelO: Ihe row. Acce:-.s 97 will :-.how you 

:1 warning telling you th:u ··You :lrc about to dekte one rccord(s)"·. If 

you click Yea. the record will be deleted and you will nOI Ix: ;Iblo: to 

undo this :Iction. 111is rnc.,s;.lgc gives you ;1 1.L.~cfu! cluo: that you can 

dclC1l! :>cvcra l rows :11 the s.:tme tillle wilh this mcthod if you wbh. 

w. found tMt Ace ••• 97 malnt.ln. relational Integrity 
when wa add naw records. The sam. Is true when w. 
delet. record •. " you try to delat •• record that Is at the 
One and ot a One to Many relatlon.hlp, Acc ••• 97 will not 

tel you. It will display • wamlng with a H.lp buHon to glva 
you further guldanc •. 
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II is also possible 10 delele records llsing forms. ;md [his is the typical 

way that users will carry OUi lhis action. 

3.15. Sorting Table Data 
You probably notice [hal the Tr;Ick table no longer displays the tr.lcks 
in [he order they were entered. You Gin change the order in which the 
rows of a [able arc dbplaycd 10 make il e:Isy 10 work with the data. 

Changing .he ordMing o ..... rows"" • hIbIe IMis no effect 

on ...,. .ppJkMlona, que,.... reports 01' tonn. that you nwy 
use. Remember. Nlatlonlll databe ... do not make .ny u .. 
of .... sequence of .... roW$ In _ ...... . 

Exercise 3.15 
We might want the tracks displayed in alphabetical order. Left click on the 

Name title at the top of Ihe column. The whole of Ihe column will be 

highlighted, Now nght click Ihe mouse, You will see the Son Ascending 

and Sort Descending options, Sort Ascending PUIS the As at the top and 

the Zs at the bottom of the column. If you look closely at the menu icons, you 

will see this represented graphically, We will select Ihe Ascending option. 

Re-sort the table based on Track Number. then re-sort again on 

CDCatalogRef, Did you get the result you expected? 

3.16. Re-Arranging Table Columns 

• 6 

111e order of the columns in a table Dal:ish(.'C1 Gin be ch:mged quite 
simply. This is purely a cosmetic change. Relational dat:lhase theory 
stales that the S(,"quence of columns in a table has no Significance. 111e 

only way thaI the dal;Ibasc management system Gm gel al the data is 
through the column name. so sequence of columns is unimportant. 

Exercise 3.16 
To moye a column, Click on the column title bar to select the whole 

column, which will go black to indicate the selection. Make sure Ihe mouse 

cursor is on the title bar then click and drag Ihe column to Ihe righl or lhe letl 

until the desired column position is reached. then release the mouse but\on. 

The whole column will be moyed to the new position. 

It is conventional (but not required) to put the Primary Key fields In the 

leftmost position In a lable. Rearrange the tables so that this is the case 

... 
·t:em_· ... 
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C ....... I ... the orderI ... of the column. In a hlbIe .... _ 
effect on ~ appl~1ons, queries, NpCM1. or tonn. t ..... 
,.au mil,. ..... In theorJ', NIII'~ uhllNl ... do not mIIke 
an,. .... of the .equence of the columns In a hittle, ont)' 
their Mme •. In prac.lce Acce ••• 7 doe. u .. the number of 
the column In • hlttIe for some purpose., but ......,.rt ... 
• he colurNll. does not change thl. numbertng. Teke a look 
.t the De .... VIew after re-onIertng the column. In • 
Data ...... view. The sequence In the De.lgn View I. 
unchanged. 

3.17. Find and Replace 

o -

Once t:lbles ~tart to lx-come hlrgc. it is ncccss:HY to use more 
sophisticlted tools 10 manage the dat,\ held in them, Find :md Repl:lce 
are extremely valuable in helping you to nuint:lin your data. 

H ,.au .,. used to u.lng WOf'd, ,.ou should flnd t ... w.,. th •• 

these tool. oper.'e ver,. f.mlllar, but thl •• Iso ..... . 
"wback, bee.u .. th8f'8 i •• crucial difference. 8,. 
default, Find .nd RepI.ce operate. only within 'he 
.. lee'eeI colwnn, not .cro_ the whole table or .... who" 
datalNl ... Thl. can c ...... ome confu.ion IoIftle •• ,.ou .re 
aw.,. of It. 

Exercise 3.17 
To find text within a column: 

1. Open Ihe table in Datasheet View 

2. Click the title bar 01 the column that you wish to search, The crnumn Will go 

black to show it has been selected. 

3. Click on Edit I Find and type In the text that you wish to find. ThiS could be 

a whole field that you wish to match or a word or even part of a word. 

4. If you want your text to match part of a field, select Any Part of Field in the 

Match box, The other options are Whole Field' which will only match your 

text against the whole field contents. or 'Start of Field'. in which case your text 

will match only the start of the field. 
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5. You can search the whole of the column, or from the top to the bottom (Down) 

or vice versa (Up). This is important when you expect to find more than one 

row that matches your searCh text. 

6. Search only current field is probably selected. If you really want to 

search all columns in this table. uncheck this selection 

7. Click on Find First. This will find the first row that matches your search text 

You can then repeatedly use Find Next to step through all of the records in 

that matCh. in turn. 

Ikpbcing tcxt worb in the ~une W;IY. except that YOli .~pecify the 
search lext and the lexl Ih:11 should repbce Ihe search lex\. You (:In 

u~e Replace All if you want Access to go ahe:ld and m:lkc all the 
changes wilhOlH Mopping. Thi~ i~ a quick efficient way to ch:mgc :1 lot 
of (1:\1:1 in your (btab;lsc. 

This Is also a good wa,. to destro,. a Jot of data H you use 
It lM:orrectiy. Accass will help to avoid the WOf'St by giving 
you a wamlng when you c ... nge data In thl. way, but until 
you are fully familiar with Replace, It I. better to .tep 
through chang.s one at a time so you can fully appreclat. 
w"'t I .... ppenlng. 

TIle Search and Repbce bCility can be made a 101 more powerful with 
the usc of wHdc<lfds. A wildcard charader is a speci;11 symbol that can 

.~tand for one or many ch:lT".Icters. You can use a mixture of oroimHY 
and wildcard ch;Ir:lders in YOlir se:lrch lex!. See below for a .~clt..'(;lion 
of wildcard ch:lr:ldcrs and their lIs:lgc: 

Ch ar Use 
~btches any single ch:lr:lcter 

1\'1:l1chc~ ;Iny number of characters 

M:ltches any .~ingle numeric char:lcter 

Exam p les 
?oh 1ll:lIche~ Roh or 
l30h 

win' matche~ 
window. wink and 
wimer 
.1 matches 11. 21. 

91 elc. 

, ;'("1)] • • 
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3. 18. Checking Spelling of Text Fields 
Access 97 provides some simple spell checking tools. TIlese ;lre able to 

find ~imple ~pelling errors in text fields, but, of course, they can·t 

corrc<:t some of the rather unusual words that you would typically find 

in song lyrics. The tables shown in Figure 3.13 <.:Ontain some spelling 

mistakes. To find them Click on Tools I Spelling. You will s(''C a 

Spelling window th;u is identical with those provided in the other 

Office 97 ;Ipplications. You should Ignore or Chang. e,Kh of the 

words that an! found, depending on whether they are really mbtakes, 

or simply unusual words. 

3.1 9. Filtering Rows 
A filter allows you 10 select which rows you wish to sec within a table. 

It is vel)' imIXH1,mt 10 recognise til;lt ;1 filter docs nOI ch;mge ;LIlY of 

the d;Lla in ;1 "Ible; all the rows are still there. even though they may 

not he visihle 

A filter is a good ide;1 when you W;LIlt to: 

• Work with just a small number of rows in a big table, and rou don·t 

want 10 hunt through all the t;lble for those rows. In a big tahle, you 

might easily miss a few . 

• Ux>k al the data in a t,lhle in a spcci:d W:1Y, b;lS00 on the contents 

of one or more columns. 

Exercise 3.19 
You can set up a filter from Ihe table Datasheet View. Open Ihe table and 

click on Ihe data value that you want 10 seleClfor viewing. Right click the 

mouse. You will see a small window displaying at ils top a Itst of fllteTing 

options Click on Filter By Selection. The datasheet will be redtsplayed. 

showing only the rows that have Ihe same value as the one you first selected. 

Apply a filter 10 Ihe Tracks table so Ihal only Ihe tracks from Blonde on Blonde 

are displayed. The result should look like Figure 3.15 
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Figure 3.15 £.ample of applying a filter to the Tracks table. 

You remover the filter In the same way. Click on a value In the column that has 

the filler. Right click the mouse and click on Remove Filter 

Fltt .... can aiM 1M used with forms. 

3. 20. Printing Tables 

60 

I[ is possible 10 prim [abies. jU1>t as \tK1' apPC;lr 111 the Dalashl.."Cl Vicw. 

lllis L"i of limited value, hut can be useful for clll"(-kinn hatches of data 

as you add record~ . Much beller printing facilitie, ;Ire :IV<libblc when 
you design a rcpon :md we will cover Ihi~ in Ch:lplcr 6. 

Exercise 3.20 
1. Click on Fil. I Paga Setup to select the size 01 paper that you wish to use 

and the margins These can be adjusted in the same way as for any other 

document Once you have set up the page correctly, click 00 OK 

2. Click on Print Preview to see a visual representatJOn 01 your table. This IS 

useful, because when your tables become much larger, you can check the 

number 01 pages that will be pnnted before you start wasting paper. The 

number of pages is displayed at the bottom 01 the Print Preview window. You 

should also check that everything else is in order before you start printing. 

Cl ick on Clos. on the Print Preview Window when you are satisfied with 

how the table looks. 

3. To actually print the table, click 00 File I Print, making sure that the correct 

pnnter and pnnllng optlOOS are selected. Click on OK to start pflntlng . 

. ' . 
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3.21. Closing Exercises 
'Illese exercises arc imendcd to test your understanding of the work 
you have done so far. None of them n.. .. qu ire any significant ly new 
techniques, but they arc slightly more challenging than the exercises 

YOll have seen so far. You shou ld complete a ll of these exercises 
before moving on to the next chapter. Sample ;mswers are provided. 

Exercise 3.21 a 
You have a lot 01 classical CDs in your collection. For these CDs, you are 

interested in the Composer and the Conductor as wett as the artist 

(orchestra). You would rea lly like to record the same type of detaits for a 

Composer as you have lor an artist, Le, date of birth and some historical 

notes, For Conductor you don't reatly want the date 01 birth, but the abi lity to 

store some notes is sti ll useful. Remember that you will not always want to 

record the name of the Conductor and the Composer for all CDs, this would 

not make much sense for a typical pop CD. 

Change your database design to allow lor these extra features_ Don't forget to 

make the necessary additional relat ionships. Is there a quick way to create 

the new tabtes? 

Answers: You wil l need two new tables, one lor Conductor and one for 

Composer. You could create these tables from scratch using the same 

approach we used earlier in the Chapter. but you may have noticed that they 

are both very similar to the Artist/Band table we slarted with. You can quickly 

create copies 01 a lable by selec\lng Ihe table in the Database View. then use 

Edit/Copy to put the table on the Clipboard. If you then do Edit I Paste you 

can choose to paste the new table as structure only, or with al l its data. 

Clearly you only require the structure. You will also need to supply new names 

for the new tables. Once the new tables have been created, you should 

change them using the same approach we used in this chapter. You will 

delete the Date Of Birth from the Conductor table. 

There is slight problem with the Date 01 Birth field for Composer, in that you 

probably don't know the full date of birth for many of them, just their b irth 

year For Ihe present. you can get around this problem by entering the date 

as t January in the relevant year. 

A Composer can compose the music on many CDs, but for our purposes we 

Will assume that each CD has only one Composer. A Conductor can conduct 

different pieces 01 music on many di fferent CDs. but we will assume that one 

CD leatures only one Conductor, Both of these assumptions are reasonable, 

but might occaSionally be invalid for a few special cases. 
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Based on this analysis. both of these new tables have a one to many 

relationship with the CD table. so you need to add new fields to the CD lable 

to represent the links to the new tables. 

Once this is done you should use the relationship 1001 to make the 

relationships between the tables clear to Access 

Figure 3.16 shows the Design view for all three tables. Notice thai we have 

nol made Composer and Conductor in the CD table Required. because we 

donl want to have to provide this data for all CDs. 

Figure 3.16 Design view for all three tables. 

Figure 3.17 shows the relationships 

Figure 3.17 Making the relationships clear between the tables . . . . 
• F.('nt. · ... 
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Exercise 3.21 b 

Add data lor the following CDs: Notice that data is not provided for some of 

the fields. 

Title: 
Record Company: 

Catalogue Number: 

Artist Name: 
Conductor: 

Composer: 

Dale of Birth: 

Rack Number; 

Tracks: 

Brandenburg Concertos 2 & 3 

HMV 

HMV 7 67606 2 

Academy of 51 Martins in the Fields 

Neville Marriner 

J.S. Bach 

1685 
I, which can store 150 CDs 

1 

2 
3 

4 

5 
6 

Brandenburg Concerto No 3 

Concel1o for Two Violins 

Sheep May safely Graze 

Jesu Joy of Man's Desiring 

Suite No 3 in 0 

Brandenburg Concerto No 2 

3.22. Summary 

13.58 

16.92 

4.53 

5.20 

18.58 
15.23 

This long chaplcr has covered sollie of the nlO.~[ diffkuh aspcc(.~ of 
developing :t d:tt:lh3se. We h:3VC seen that you need to carry out an 
:malysi.~ of business requirements before starting [0 crC;IIC tahles, and 
that this analysis IS tllC key to obt;tining a u~eful, reliable {bt:!b:!.-.e. 

Accc~s provides a good sct of tools for sening up the table:. that 
comprise your d:u;lbasc, but you need to m;lkc full use of tllt'sc, 
c:.pccially Primary Key.~ and rcl;uionships, to build an effcclivc 

d;Jl;lhase. 

All the rcmaining chapter:; in tlib guide build on wh:!1 we h:!vc ic:lrm 
in Ihis dt:!ptcr. It i .~ important Ihat you arc fully confidcnt hefore you 
proceed. so do not he.-.it;IIC to rcvi ... e the matcrial Ix-forc moving 011. 
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Retrieving 
Infonnation 

II n 

Create a simple quely. 

Find a record based on given criteria. 

Save a quelY, 

Create a quely with multiple crilen'a, 

Select and sol1 data based on logical operations, 

. ' . 
• F.("IJI. · ... B. McTaggart, Database
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We have now seen how we can design a database, implement that 

design in Access 97 and papui:!te the tables wi th some ci:!ta. Databases 
,Ire Illuch Illore th:m simply a container for storing dat;! . [n Ch;lpter [ 

we elllphasised how the retrieval of data from a database in such a 
way th:u we C,In solve real world problems was ;In important go'l l. To 
achieve that goal we n(.'Cd to be able to query :I datab:lsc. 

4.1. Queries 

A query I. a request to tha databa_ managamant .,..tem 
to rwtria ___ data. 

[n the previous chapter we put a lot of effon into getting ,I good 
design for our database. One of the reasons for th,LI effort W;tS so th,\! 
we would be ,Ible to ask ,I rJngc of qucslions ,lhoUl our d:1ta, some of 
which could be very complex. ,md oht:Lin correCt an.~wers. 

One of the fundamental ide;\s underlying the theory of rebtional 
databases is that all queries work on tables and every query produces 

a l'lblc. This is helpful, hecause we already know :1 lot ;\[xmt tables 

and how they beh'lve. 

It is u.~eful to keep this model of a query in mind as we work through 
this chapter. A query (;m draw d,L\a from one, or more Ih,lI1 one, \:Iblc 
and combine it to~ether to produce a result t;lbl<:, which Access calls :t 

Dynaset. Sec Figure 4.1. 

Figure 4.1 A query combining data to produce a Dynaset. 

Qucri~ arc very important in m,lking Access useful for rcallmsincss 
applic'JIions. So far we lwve work(.'(1 with C!;JI,I at the I<IW table level. 
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but you would not want to work in that W;ty ;til the time. We cm 
de1>ign queries :md then ~:Ive the query, 

w. phra.-d the la.t .. n •• nee In a rather speclflc manner 
'0 emptg.l .. an important point. When we .av •• query, 
w •• ,. _vlng the definition of the query, the que.tlon we 
.re •• klng of the clat ....... The result of running the query 
- the Dyne.et - I. not .. ved. Thl. I. N1_r.ted every 
time w. u .. the query, _ the ,.sult •• ,. .Iw.y. up '0 

d •••• 

These querie~ e,1Il then be used to con.~t ruct forms ;tnd felxm.~. which 
arc c~~enti;tl for real busil1e~s appIiGltiol11>. "i1lis chapter is therefore :111 

essential building block for the b st two chapters in tht' guide. 

There arc a v:iriety of way~ in which you can constfllct a qU(·ry. hut 

Access 97 U1>e1> a :-.imple hut powerful :ippro:ICh called Query By 
Example (QBE). lllb h ea~y to learn becau1>e in.~1C:ld of n~,eding a 
new bngu:l~e to define a query. you essenti:llly show A('('es~ an 

eX;llllplc of the <btd that you Want ;tnd QIlE finds the data for you. 

Queries :If(: the second major part of A('ce.~s 97 that we have 
inve~tig:l1ed (the first being tahles). so we will start in the S:II11C pbce 
with the ]):I\:lh:lse Window, This has :1 wh for queric.~. ju~t to the right 
of the Table tab. A query can be cOll.'trueted starting from thi., tabbed 
window. Click on the Query Tab :md then on the New bullon . This 
will open the Nt·w Query window. which ~holtld l(X)k like Figure 4.2 

Figure 4.2 The New Query window. 

. .. ('nt. · .. . 
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• Design View is the main tool we will use for con.~truding queries. 
• Simple Query Wilard provides a simple .~tcp·by-.~tcp Wil;lfd ba~(.'(1 

appro;lCh for building queries, blll like :til wi~.;l rd~. if you W;lnt to do 
somcthing a link differCfiI this is not the l(Xll to usc. 

• The CroS5l:tb Qucry 1001 is used to conslruct a very spl..·d:tliscd type 
of quel)' Ih:1I we will nOI consider in Ihis gUide. 

• '111e Find DupliGlles Query Wizard is:t useful tool for defining 
queries that Gin find rows with duplicated values. We won'\ cover 
this tool. but you should remember that it is aV:lil:tble and usc it if 
you find it necc~~ary. 

• "I11C Find UmmllchL'(\ Qucry Wil:trd hcJp~ you build ;1 qucry Ihat Gin 
locate rows in onc t;lble th:l\ do not h:tvc rebled rows in another 
table. This is ag:[in a uscrul tool. hut not one you will need to ll.~e 
for con~tructing simple datahase, 

You ".., be wondering H all data.,._ "..nag.ment 
.,..tem. provkle the .. me t,pe. of queri •• In the .ame 
wa, •• Acc •••. tt I. dtfflcul' '0 .n.w.r .hl. In •• Impl. 
wa,. D.t.ba •• management .,. ••• m. In •• nded fOf' .mall 
da.aba_., •• opposed to "".rpri_ scal. databa ••• tend 
'0 u_ • v."'.", of me.hod. to define que ...... Larg •• cal. 
R.latlonal Databa .. Managem ... t S' •• em •• 11 u ••• 
• pecial language to d.fin. queri • • called the Structured 
Que..,. Language (SQLJ. Thl. allow. v • ..,. .ophl •• lca'ed 
qu ...... '0 be cre .. ed, but a fair amount of training I. 
needed '0 u ... hi. properl,. Acc ••• also allow. queri •• '0 
be crea.ed u.lng SQL, but w. will no' conslde, thl. In .he 
guide. 

We will st:1I1 by considering queries based on a ~ingle table. lh::sc ;lre 

much simpler to construct and this will help us to describe lhe 
different tools that we can usc. We will return 10 queries that take in 
more than onc table later. 

4.2. Using the Query Wizard 
'111C QueI)' Wiz;lrd is a gc:xxl st:1I1ing point for simple queries. 
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6. 

Figure 4,3 First stage of the Query Wizard, 

The first stage of the wiz:Hd (s.,."C Figure 4.3) prompt;,> you for the fields 
Ihat you will usc in your query. Sck"Ct the tahle in which Ihe fields can 
he fou nd. 11u: wi7';l rd will then display the n;lIlICS of Ihe fields in the 
A\~a i1able Field... window. 

Select the field ... you nl't.-d by double clicking on their names. or 

clicking Ihe right arrow hunon. TIle field n:1Inc willlhcn appear in the 
righl h:md ~ide window. 

If you nCl-d ;111 the ficld.~. dick on the douhle right :Irrow button. If 
you m:lkc :1 nlLst:lke :md select the wrong field . lise the kfl ;Irr()w 
butlOn 10 put it hack inlo Ihe Availahle Field, window. If you wan! to 
pUl all the fic1d~ back. usc the double left arrow. 

loe next st..'Clion of the wi7';lrd will ask you 10 name the query. You 

am uS<.:" any n:lIllt.' you like, hUl it is useful to follow a con~blenl 
muning .scheme so that you can quickly r,,:cogniM! a p:lI"ticular query. 

The wi~.ard will :Isk you if you wish 10 open th o.:: qllery 10 view 
informal ion or 10 modify it . These IWO oplions correspond to the 131>1e 
d:Lt asiu.'C1 :Ind uble del>ign views we UM.'CI in Ihe last ch:lpler. The 
same fadlitie ... :Ire prescnll:.,<1 for queries. 

Just as we ~w for lable dCl>lgn, the wi7..ard ... arc u:.cful but we a lso 
m .. ""(..'"<1 10 understand how 10 COnstl"\lCl a query using the Design View. 

· 1':(""1l1. · .. . 
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4.3. Creating a Simple Query 

Before we stal1(.-'d to implement our CD database in Access 97, we first 

spent some time designing the d;l(a!XISC 011 p~lper. 'J11is is ;Ilso a good 
strategy for designing queries. A little time thinking about what you 

ne(.-'d can save a lot of work. 

When you design ;1 query, you C'Jn specify the following: 

L The whle~ from which &I\a witl be extracted. For a Simple query we 

will work with only one table. 

2. The fiekl~ within theSt:" tables th:n will be involved in the query. 

3. The s(X.-'Cific rows that you require. You Gill limit Ihe result to rows 

that meet :1 p;Jr1icular cri1t:ria. 

4. The order in which row~ should ;lppe;l f in the result. 

5. C;Jiculations based on d:na in the t;Jblcs you specify. 

We will usc our CD d;nab<lsc :IS the b<lsis fOf exploring queries. 

An obvious query would be one that found .. lithe tracks fOf :1 

pan:icul:lr CD, puning them in sequence. Using the numbered an<llysis 

above: 

l. The table required is Track: 

2. We want to SL"C dal;1 from the Numh.::r. N;l1ne and Dur:nion fields of 

the table; 

3. We will W:H1t to select rows b;lsed on the CDCawlogHcr field; 

4. The result should be put in order of the Number field. 

Now we can implcmem thb query using Access. 

Exercise 4.1 
Start from the CDCollect Database window. Click on the Query tab. You 

should see one query already in the wtndow, this IS the one you created 

earlier with the Wizard . Click on New and this time select Design View. 

See Figure 4.4. 

6. 
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Figure 4.4 The Design View window used for 

selecting tables. 

The Show Table window allows you to select !he tables that will be used in 

this query. We only want the Track table. so select this and click on Add, 

then click on Close to remove the Show Table window. You can always add 

further tables If you want to change a query later. 

You .... y "'v. noticed that Show ,..bte .... three laib., 
"'bI., Quert •• and Both. Thl. I. because you can u .. both 
tabl •• and querle. to build new querl ••. R ..... mber that a 
query pt'Oduc •• a Dyne .. t, and thl. can be used like any 
other tabl. In a query. We don't need to u .. thl. capability 
at the moment. 

Now we need to select the Fields that we will use in the query. The available 

fields are displayed in the upper part of the Query window. shown in much 

the same way as in the Table Design view. The bottom part of the Window is 

the working area in which you assemble these fields to create your query 

ThiS area consists of a number of columns, each of which can contain a Field. 

Double click on the reqUired field in the upper part of the Window. Access will 

display this field in the next available column. Carryon dOing this until you 

have all the relevant Fields in the bottom part of the window 

.' . 
• r.rOl. · .. . 
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If you P"'_. you can drag the fields from the top part 0' 
the window to the low. r, wOf'klng .,. •. 

You can change the sequence of the fields. Click on the bar at the top of the 

column and then drag the column to the lelt or the right. You can delete a 

column from the query working area by c licking on the top bar then pressing 

the Delete or Del button on the keyboard. 

We donl really want to see the CDCalalogRef on each row of the Dynaset. so 

'untick' the Show box in thiS column, 

We want the Dynasel sorted in ascending order based on the vatue of the 

Number field. Click in the Sort row of the Number column and select 

Ascending. 

We need to test our query, so we wi lt ask Access to extract only those tracks 

that belong to the Catalogue Number CDCBS 22130. Type this in the Criteria 

box for CDCatalogRef. Notice that Windows puts double quotes around this 

input for you. At the end of th is, your query should resemble Figure 4.5 

Figure 4.5 Your query should look like this. 

Close the window, and when prompted give the query a suitable name. You 

can also save the query by using the File I Save and File I Save As 
menus. The Save As option allows you to save an edited query under a 

diHerent name. 

You can now test the query by selecting it in the CDcollect Database window 

and then clicking Open . This will force Access to run the query and present 

the results to you. which should look like Figure 4.6 
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Figure 4.6 Presentation of query results. 

The result of running the query is a Dynaset, and as you can see, it looks just 

like a table. 

Now you know how 10 construct a simple query, everything else we 
will cover in this ch;!pter C'Jn be tackled in easy stages, building on 
Ihis foundation. 

4.4. Specifying Criteria and Using 

72 

Expressions 
First we need to be able to select rows rJlher morc flexibly than just 

typing in the whole of a valuc such as CDC13S 22 130. This would 
quickly get tedious. and cenainly doesn't help when you want to select 
rows according to a comparison with ;!nother value, a technique th;!1 
you will find especially valtwble. 

To understand eriteri;! Ix:tte r we nced to be ;Ible to put together 
'expressions'. These vary according 10 the type of d;lta thai you have 
stored in a field. 

You .... ~ find tt uaetuI to ... v'" ..ctlon 3. teo ....... we 
dI.eusHd wildcards. ExpNSUons .... aorrM of tIM ....... .......... 

We will stan with the simple wildC'Jrds: 

.. . 
• [CD!. · .. . 
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Examples 
?oh matches Roh or 130h 

he?? Matches help, head 

and heat 

win' m:ltches window, 

wink and winter 

'ar' matches M,lrch, 
garden and emb:lrgo 

Jt Matches any single numeric char.Ictcr "I mMches II , 21. 91 etc. 

We can do comp:lrisons: 

Character 
< 

> 

>-

<-

l3etween .. And 

Meaning 
Less th:m 

GreMer than 

Examples 
< \o2~ matches rows with 
values less than \o2~ 

>5 matches numbers 
greater than 5 

>Bill matches all words 
that are alph;lhelically 
higher, e.g. cm, door, 
elephant elc. 

Greater than or equ,11 to >- 10 matches \0 ,md all 
higher numbers 

1.ess than or equal to 

A r.lIlge of value.~ 

See :Ibove 

Between 12/10/95 and 
12/12/99 m:ltches all d,lIes 
between these d;l\es 

Notice that you can use these comp,Jrisons wilh dales, numbers and 
texi. Mixing different type of data does not usually make sense, so if 

you have a d:lte field , comp:lring il to "California" would not be useful. 
We can connect hits of expressions together 10 make more complex 
expressions, To achieve this we usc a form of English b:lsed on :I few 
key words. 
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Word 
0, 

And 

No' 

Meaning 
Either Value 

Both v:llues 

Opposite 10 

Examples 
Bill or John rn:ltches any row Ilml 

h;I.~ th..: v:lIl1e Bill or Iht: value John 

>- 1/ 3/99 :tnd <- 1/ 12/99 will 

select :til the d:t\es th;!t ;He later 

than I March 1999 ;md C;lrlief th:tn 

I December 1~J9 

Not 13' would selecl only those 

rows thaI do not contain ;1 word 

beginning with B. 

Ouety Designer provl'-. a lot more tunctl_llt, In putting 
together criteria then we can cover In thl. gul'-, but ,OU 
can achieve a great deal u.lng Ju.t the tool. we heve 
described. Thl. Is one area where Acce •• Help Is an 
_ .. ntlal source. Look for ~De."n or modify a que,,~ In 
Help topic. and ~crtteria~ and ·Uslng wildcard cheracte,. 
In string compartaon.~ In Help Inde. for more Information 
and .tartlng point. for more advanced technique •. 

Exercise 4.2 
Modify the TolalTime query so thaI it selects Or'lly tracks 2-6 inclusive, does 

nol include Ihe names of Ihe tracks, but does show the catalogue number. 

Make the catalogue number the first column Cailihis query MiddleTracks. 

Test the query by Opening the Dynaset 

The query should look like Figure 4.7 and the Dynaset Figure 4.8. 

Figure 4.7 Your MiddleTraeks query should look like this. 

• r.CIlI. · .. . 
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Fig ... re 4.8 Dyna.et re .... lting from MiddleTrack. query. 

4.5. The Query Design Toolbar 
Now we have Si.-"Cn Ihe b:lsics of dcsi~ning :I query we c:ln begin 10 

make use of some of the features th:lI Access provides 10 make life 

easy. One of the most impor\:lnt of these b the Query Design toolb:lr. 

This, like the other Access toolbars i.~ dispbyed automatically when 

you arc Glrrying out query de~ign activities. If it b not visible. you C:l1l 

dispby it by clicking on View I Toolbar • . An :l1lnot;tted view of the 

toolh:1T is shown in Figure 4.9 

Fig ... re 4.9 The Query De.ign toolbar. 

75 



Module 5: Database 

We will not use :111 of these buttons in this guide, but see below for ;1 

short description of their functions, where these arc not obvious, such 
a,~ S;lve, cut, pa::.te etc. 

• Undo: m:ly allow you to undo the last change m:lde to :l query. 
• Select type of query: helps to select the type of query you are 

building, this could he a Select query, a crosst;lb etc. 

• Run: causes Acccss to mn the query you have designed and display 
the result as ;1 datasheCL II nips the toolb:lr to the query d:u;lshcct 
toolbar, which is shown below. 

• Show the available tables: displays the window containing the 
n:IITles of tables. 

• I'll! a Total row in the Query De~ign view: ;lllowing the ~pccific;u ion 
of:l calcul'ltion. 

• x'iect TopValues: is useful where a query could return :l vast 
number of rows. II :I!lOWS you specify [h;1\ you wam only the top 10 
rows (for example) from lhe Dynaset. We will not COWT this fc:l\ure 
in detail. 

• l1uild Expression: opens a window th:\I helps you to huild :In 

expression e:lsily. 

4.6. Adding Calculations to Queries 

7. 

Queries can perform calculations on the data in tahles. 

In C"-pt_ 3 we w.rned ... In.t Including derived or 
c.lculated data In your dat.ba .. tab .... By using • query 
t"-t cont.lns • cak:ul.tlon we can obt.ln that c.k:ul.ted 
data without "-vlng to .tor. tt permanently. Thl. I •• eood 
technique bee ..... you can be .... that the resutt of the 
c.lculation .tw.p reftect. the current v.hIe. of data In 
the table •. 

A typical eX:lrllple of:l C"Jlculation is where we require the sum or 
perhaps the aver.lge of :[ selection of rows grouped :[('cording the 
v;lluc of one of the fields. For example, we might want to obtain the 
total duration of all the tr.lcks for our CDs, grouped or collected by the 

CD cat:llogue number. 

11ti.~ is e;L.~y 10 ;ldlicve with the Query Design window. 

. . . 
• .. ("ot.· .. . 
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Exercise 4.3 

1. Starting from the CDCollect database window, click on New and Design 

View. 

2. Select the Traek table and the two fields we require. CDCatatogRef and 

Duration. 

3. Click on the r. button. This will introduce a new Total row to the Query 

Design view. 

4. Select Group By for the CDCatalogRef field. so that the totals will be 

grouped by the CD catalogue number. 

s. Select Sum fOf Ihe Duration field. 

The resulting Query should look like Figure 4.10 

Figure 4.10 Example of query for total duration of an CD traeks. 

Save the query as Ca/cTota/, then click on the Run button to tesl II. The 

Oynaset should look like Figure 4.1 1 

Figure 4.11 Dyna.et resulting from CaleTotal query. 

Modify CalcTo!al so thaI it calculates the average track length per CO rather 

than the lolal playing time. 
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4.7. Adding a Filter 

" .. ,," 

Filter-; Gin 1"'Ie w,ed with querie.~ in ju .~t the .~amt' way a.\ for tahles. 
Ikvil.:w ~<.:<.:ti(ln 3.18 for det;lih of how we u.~ed filter.. in th~t contex\, 

Exercise 4.4 
To see how this work.s. return to the TotalTime query and open it with the 

Query Design view Remove the criteria from the CDCatalogRef. so thai all 

the rows will be selected. 

Run the query 10 display the Dynaset. 

If you click on the first row. which has a track number of I. then click. the 

Filter by Selection button, the Dynasel Will be filtered so that only those 

rows wi lh track numbers equal 10 1 will be displayed. 

The fltt.r Is not .. ved with the Dyna_t. so H you run the 

query egain, an the rows will be dlsp&.yH. This may not 

be what ,.ou expectH, but it Is consistent with the 
dynamic nature of the Dyna .. t. 

4.8. Queries Based on More than One 
Table 

78 

Whibt querit'1> bascd on one tahle arc ~I.~cful, it b vital thai you Gin 
con~lruct ~imple queriel> hast:.-d on more th;1Il one tahle . . ~ince Ihesc arc 
the ha~is for much of the work that you will do with Ihe forms :md 
reponl> Ih;1{ we will cover in Ch~ptl'r~ 5 ;md 6. 

Querie~ Gill he b;lsed un two, lhrcl'. four or even more tahle~. hut the 
V;11>1 m;ljority of multiple tahlt' queries will u~e ju~t two tahle, and this 
i~ Ihe type we will inve~tig~ll·. A~ wdl .t~ till" number of t;lhle~. the 
way we pUI Ihe \:lnlcs together in the query Gill vary ;1 gre;u deal. and 
!hi~ em IX'conK" \"t'ry complex. \'\'t' will only u~t: the simple.~t way of 
joining t;thles in a qut'ry. 

.' . 
' .. 
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You ahould pin e.perience with tltes. simple two t.ble 
q\l8ries be'ore t..,lntI anyth1ntl more .dvem","*s. When 
you '_1 you are Nady to t.., more comple. queries, you 
.ttouId fI,..t do HIlMI gMHH'al reading on ,.latloMll 
dat ...... theory. A good gener.1 databe .. te.tbook Is 
Funclamentals 01 Datebe .. Systems by Elmesrl end 

Nevathe, publl.tted b,. "~mln Cummlntls. 

In Chaptcr 3 we ,<,howed how you could ~et up ;1 rebtion.,hip 1)C(\\'ecn 
(WO tahles. \'('e will )):I,<,c our two table queries on t h~c rcbtionships. 
An example will help (0 illustr;ue lhis idea. Wc need a query Ih:n wil! 

display Ihe litle of a CD ;donw;icle il.s lotal playing time, So using Ihe 

S;L!llC step by ,<,ICp :lppro:Kh :b before: 

Exercise 4.5 
1. The tables we need are Track and CD: 

2. We want to see data from the CD:Name and Track:Duration fields: 

3. We will want to select rows based on CDCatalogRel, which is shared between 

the two tables: 

4. The result should be put in order 01 the CDCatalogRef field. 

Use the Que ry Design View to create a new query. Select the required 

tables from the Show table, 

Notice that the two tables are shown in the same way as the RelalLOnshlp 

window, with the connection between Catalogue Number in CD and 

CDCatalogRelln Track, 

Add the required fields to the lower part of Ihe window. These fields are Title 
trom the CD table and Duration from the Track lable. 

Use the L button from the tool bar to open up the Total row, then add Sum 
to duration and Group By to Tit le. 

The query should look like Figure 4.12 
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Figure 4.12 Example of a two table query. 

Save the query asjoiliTable and run it. You should see a result similar to 

Figure 4. 13 

Figure 4.13 Result of the .loinTable query. 

Do you think 1\ matters that the sums column IS displaying so many decimal 

places? 

4.9. Summary 

8. 

In this chapler we have s('-'C1l how you GHl creale a query b;'~L"d on Ihe 
tables Ihal form Ihe core of your (blaba~e . Queries playa cenlrJI roll' 
in e Xl rJCling d;u;1 fr0111 tho.~e willes in a flexible waY,_<lnd C'Jn a lso 
carry oul simple c<llcui:tlions on numeric and dalC (1:IIa. [n Ihe b~1 two 
chapters of the guidc we will apply w hat we ha ve le;lrned to derive 

screen-based forms and printed reports. 

o r,c:ol. o .. . 
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Using Fonns 

Use the Access Form \V;zard to create a simpleJorm. 

Create a Jorm IIs;ng the standard Access tools. 

SaveaJorm. 

Arratzge objects in aJorm . 

Use a quely as the basis for a form. 

Enter data /Ising a Jorm. 

Formal Jorm text. 

Change the background colours and appearance oj a 
form. 

Use graphics ;n a [arm. 

Print aJorm. 

81 B. McTaggart, Database
© The British Computer Society 2000
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Forms are :l.n imporunt, often indispensahle pari of many dat:lbascs. 
Access provides tools that can he used 10 create extremely versatile 
forlllS :I!ld you will find working with these tools both e;lsy and 
creative. 

5.1. Why Forms are Useful 
Paper forms ,Ire :I. part of everyone's working lives. We arc uSL"{lto 
filling in forms for such activilies as tax, insur.l!lCc, ordcrs for products 
and services <1nc! genef:.11 enquiries, Such p:1]x:r forms ;I re usu:illy 
(cvemu,llIy) typed into computer systems by dat<1-enlry :.taff, 

A much better approach is to do aW<1Y with the p;lper and !O enter the 
d:lt<1 directly onto a form displayed by the COmpuler. This h<1s Ihe 
following big advamagcs: 

• The screen form can be made to look similar to an exbling paper 
form, making it easy for people to swilch from paper to ('omputcr 
usc. 

• The computer-lnS!..'(1 form can ch.xk wh<11 is entered :IS it is entered, 
so Ih:lt only :ICCurJle dal:1 is proccsso..--d. 

• Using compuler-baSL--d forms to replace paper prcserves rcsources 
(trees) and saves on slOr.lgc emils. 

5.2. Basic Forms Ideas 
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In order to underst<1nd how forms work. we first need to recognise 
some basic ideas. 

A form is buill from a number of different Components. 

• Controls :Ire :l.reas where data can be enter(:d O f displayed by the 
compUler. Some camrals can he 'bound' to fields in the database. 
This means th:1I they aUlolll<1t ically dispby the v,ll ue of the 
underlying database field, :lOd if the dal:1 is ch:l!lged in the control, 
i! is changed in Ihe underlying d:l1aIYJsc. 

Some examples of the limited selection of controls th,1.( we will cover 
in this guide are: 

• Text l30xes - a control Ihat dispbys lex!. 
• Command Button - a control that issue.~ a command to the 

d:uahasc. 

. .. 
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• List I30x - a control that display:. a list of thing~ ;md :llIow:> the u:.er 

to scle<:t one of tlwm. 
• l.:tbcls an~ textual description~ that CJn be usl.."(1 ;mywhere within ;1 

form. hlll are often :m;lChed to a :,pccific control. to inform the uscr 

wh;Lt should be cnt..::rcd in Ihat control. 

• Gr:lphics Ihat c;m be a", simple ;L~ lim.;", :md boxe.~. or a:. 
sophistic-.lled as full <:olour picturc.~. 

• Form Form:nting Features :.uch ;I~ he;l(tings and p:Lge bfe"k:. that 
Gm be us.xl to give a form a rL'CogniS:lble ~trucIUfe. Thc:.c :lfC very 
illllxmant for forms that fill more than onc sHcen. 

Figure ;.1 illuslr:ltes many of these form fe.L1ures . Thi.s form i.s p;trl of 
the NOflhwind s;!mple d:uahase. You can inve:.tigCltL' the de~ign of this 

form al .my time to sec how the various ..:ffeds h:l\'e heen 'lChieved. 

Figure 5.1 Example of a mix of form features. 

5.3. Types of Access Forms 
Access SUppO!1S four different types of forms. These a rc described 
below, together wilh some eX;lmples taken from the NOr1hwind s:lLilple 
dat;lh;lsc. 

• A Single Column Form display.s all the fields in " singh:: column. 
wilh e;Kh field on ,I ~ingle line. This is about as simple as form 

layout GUI get. hut it b quite acccpt:lblc for Lll:lny purposes. 
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Figure 5.2 Example of a Single Column form . 

• A l"lbul~lr Form b rcally JUS! a form represent:llion of the familiar 
Dat'lsheci view Ih:11 wc tL.';cd in Chapter 3. E:Kh row in the table or 
query ;Ippears 3$ :1 row in Ihe I3ble. The I:lble column titles arc used 
as column titles in the form. This type of form. like Ihe singh: 

column is easy to set up. 

Figure 5.3 Example of a Tabular Form • 

, , 

• A J\I:lin/Subform Form is designed to make it easy to represent the 
one to m:my relationship between two tables. Since Ihis Iype of 
relationship is extremely common, a main/subform is used for ;J 101 
of d ifferent forms. This type of form requires :1 significanlly gre:ucr 

effon to design. 

. ' . 
• f.(;f)I • • . . . 
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-- - ------------

Figure 5.4 Example of a MainlSubform Form . 

• A Graph Form displays data ;IS a gr;lph, There ;irc a wide variety of 

Ihese :md if you have u~ed Microsoft Excel you m:!y be familiar with 

Ihe r.mge of chart~. Popular choicc~ arc lXLr :md line gr.Lph::.. 

5.4. Designing a Form 
',11erc is some benefit in doing some ;In:l!ys i~ of your forms before you 

st:m to work wi l h Access. Think :Ibout Ihe following points: 

I. Wh;ll process is the form meant to support? Don'l Iry to design ;I 

d(}-everYlhing form. This will uSlI:Llly be very h:ml for other people to 

UM!. Try to divide up the usc of your database into two or three 

significalll 1:L.~ks Ihal will nccd 10 be carried OUI, pcrh:lp~ hy differel1l 

people. E;lCh of these might nl;."<:d a form. 

2. Who will usc the form? I f the typical user i:- a computer expert. you 

may lx' w:lsling your efforts prcx:lucing a form th:l1 ha:- :1 lot of vi:-u:ll 

frilb. In contr.lst. i f the typicaluscr normally work::. with a paper form, 

then il i~ prohably sen.~ib le to put a lot of effort into m:lking your 

Access form look ~imil:\r. 

3. liow often will the form he u.~ed? If data entry is needed only once 

" ye:u or perhaps once a month. Ihen it may nOI he necessary to 

de~ign a form at all. As we S<lW in Ch:Lpter 3, simple dala entry em be 

done dir(.'{;tly into ;! tahle. If <I form is used frequently, <lnd by a l<lrge 

numlX'r of people, then it is prohahly neecss;!ry. 

G i\'en the previou~ thought:>, :.tart your an<llysis of:\ new form by 

writing down the following: 
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I. nle na111e~ or roles of the people who will be ulling the form. 

2. "Ille name of Ihe proce~s that the form will surpol1. 

3. nlc tables and fidd.~ thai will be involved. 

4. The w:ly in which these fields will be used. for di.~pby only or for 

input. 

Now draw ou! the form roughly on a piece of paper. Put the fidds in 
a logical sequence and sketch in any graphiC'JI aids. 

A form cen H bigger than a single acNell. If you do dealln 
e .. .,.. form, Ace ... will dlapley scroll bars so you can 
move around It. 

Although It Is possible to build bll forms this Is usu.lly • 
INtel design. 

5.5. Creating a Form with the Form 
Wizard and AutoForm 

86 

As we h:Lve seen earlicr, Wizards arc a simple w,ly to cre:ue 

standardised components of a d:uab'Lsc. A simibr facility is :Iv:lilabk 
for forms, but this is supplcmcntL>d by Autoforms. This tool ;LlIows YOlL 

to build a form based on a single lable completely :luloil1aliell1y. The 

forms created by Autoform or Form Wizard em be modified to meet 
your net..·ds, so this is a convenient starting point for your 
rt.."i.[uircnlcnts. We will review both of these facilities. 

Exercise 5.1 
Start with the CDColiect Database window, and click on the Forms tab. Now 

click on New. ThiS Will display the vanous ways In which.jlou can create a 

new form. Figure 5.5 shows the Window and we describe the options below . 

. . . 
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Figure 5.5 Options for ere.ting • ne w form. 

• Design View is the standard toot view. allowing you 10 bUild a form from 

scratch, or to modify an existing form. 

• Form Wizard takes you through form design In a conversational manner. 

• Autoforms are available for three differenl types of form. 

• Chart Wizard helps you to build a graph as part of a form in a 

conversational process. We wi ll not cover th is tool in the gUide. 

• Pivot Table Wizard builds a form based on a pivot table. We did not cover 

pivot tables in Chapter 3. This type of form, whitst usefut, is best ignored 

until more experience is gained with Access. 

Select the Form WI~rd and CliCk the arrow in the drop down list. This will 

display a list of all the tables and queries we have defined in CDCollect. The 

Form Wizard can work with either queries or tables Select Artist and click 

on the OK button. 

Form Wizard will display a window asking which fields you wish to use in the 

form. This should be lamiliar from your work with queries. Select all the fields 

by clicking on the right t.clng double arrow , then cl ick on Next 

Form Wizard will display a window asking which type of table you require. The 

choices are: 

• Columnar; 

• Tabular: 

• Datasheet; 

• Justified. 

The first three should be familiar, but the fourth type is new. Click on the bullet 

and note how Access shows you a picture of a typical justified layout. 
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We will use Justified for this form, so select this and click on the Nex' 

button. 

The next window asks what style you would like. These will be at least ten 

diHerent styles available through this window. As with the form type, you can 

click on the bullet and see a depiction of the form. Try this for all the styles. 

We will select Standard. so click on this choice and then click on the Nex' 

button. 

The final window will ask for a form title. We will call our form Anis/. Click on 

Finish to see the completed form, which shoutd be as shown in Figure 5.6 . 

Figure 5.8 The completed form. 

U~ing Auwform is even easier than the Wizard. 

Exercise 5.2 
Start from the CDColiect Oatabase window. Click on New, then select 

Autoform:Columnar and the Composer table. Click on OK to create the 

table. 

Since using Form Wizard and AutoForm is so easy, why do we need to 
use anything el5e? 

If you n<.-cd to produce a form that looks like a pa per version, or you 
need to produce a form that is based on two or more tables, you will 
need to u~e the Form Design View. 

5.6. Form Design Toolbar 

.. 

t.-bke ~llre that the Form Design Toolbar is displayed, Figure 5.7 shows 
the main features of the toolbar and the corresponding Form View 

toolbar. 

... 
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Figure 5.7 Main features of the Form Design toolba,. 

Most of Ihis wi!! he f;l1nilbr. btU the following bUllons arc :.ignificHlt: 

• Select Field: selects Ihe fields II\;It you can usc in the form. Drag Ihe 

rC<luired field to the CarTed position on the form. 

• Open Toolbox: opens an additional toollXlr containing icons useful 

for designing the form. Click on Ihis icon if Ihe toolbox is nOi 
visible. 

• AutoforrllOlt: provides p,ll1 of the functionality of the Form Wi7.ard It 
is useful for applying a consistent format to :I series of forms. 

• Code: is used for programming purposes. We will nOi cover any 
;lSP(:<-1 of this Significant, hut complex component of Access. 

5.7 . Creating a Form using Design View 
Exercise 5.2 
Star! from the CDColiect Database window Click on New then select 

Design View We will base our lorm around the Track table. so select thiS 

in the table box. 

Access will display a blank form, With a gnd layout. as shown In Figure 5.8. 

The grid is the pattern of dots and squares II your form does not have a grid. 

Click View I Grid to Switch this on 
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Figure 5.8 Blank form with grid layout. 

The grid IS very useful for rapidly lining up Ihe differenl elements of a form 

These will snap to the neareSI grid point, making it easier to get a 

professlonallooi<mg tayout 

As well as a grid. your form should have a ruler This is the measurement 

scate displayed along the top and left hand side of the window. The ruler can 

be used to place parts of your form al a precise measured posilion 

We will stan by placing some text boxes on the form These will be bound to 

the lields that belong to our selected table. 

Click on the Field List button on the Form Design tool bar. This will display 

the field list Now select CDCatalogRef and drag it onto the blank form. 

Place it at the bottom of the first row of squares. If you do not get it in the 

correct poSition on the flrsl attempt. drag II mlO pOSit ion. 

Notice Ihat we have actually placed two components. The fight-most part IS a 

text box. which is bound to the CDCatalogRef held The left hand pari is a 

label. You can change the size of the text box by dragging on the corners. 

The label will display the caption if one is defined for the field When we 

designed the Track table. we did nOI supply a capt ion for Ihis field. so Access 

uses the field name instead. This is obviously nOlldeal. but the label can be 

changed We will change It to Catalogue Number Figure 5.9 shows how it 

should look 

.' . 
• [('1)1. • 
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Figure 5.9 Label changed to Catalogue Number. 

Add the other lields from the Track. tabte to the form. keeping them lined up 

and providing better text labels where required 

The end result should be a layout such as Figure 5. 10 

Figure 5.10 Your layout should look like this. 

All the boxes are the same size in this design. but we need a much bigger 

box for the track name, so extend this box to the fight so that we will be able 

to see a sensible amount of text. 

Now we are ready to test our form Display 11 by clicking on the View bunon 

on the tool bar The result should look like Figure 5 11 
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Figure 5.11 Th. result of the form creation using the 
View button. 

Test the form by using the navigation buttons at the bonom of the window. 

The boxes displayed in the form are bound to the fields in the table, so you 

can modify the rows in the table by typing in new data. Test this by modifying 

the text of one of the track names. 

The form works. but it doesn't look very professional. The boxes for Number 

and Duration are much too big. and we could really use a heading at the top 

of the form. Close the form and re-open it in Design View to make the 

modifications 

First modify the form to reduce the size of the relevant boxes. 

To add a header to the form. right click In the grid area of the form, In the 

pop-up window. select Form Head.r/Foot.r. This will open new form 

areas at the top and bottom of the form as shown in Figure 5.12 

Figure 5.12 New form ar.as at the top and bottom of the form . 

. . . 
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Now we will add a title in the header area. Ensure that the Tcolbox is visible. 

Click on the label icon, then drag a rectangular area in the header. This will 

open up a text box. 

This looks superficially like the text boxes that we can see in the Detail part of 

the form, but this box is unbound: It is not attached to any row in the 

database's tables. This means that it will not change as we lcok through the 

tracks. 

Fill the box With some suitable text by typing in the box. 

Check the results by clicking on the View button on the Form Design 

tcolbar. The results will probably not inspire much enthusiasm. We need to 

increase the size of the text, perhaps use another font and some colour would 

be welcome. Go back to the Design View by clicking on the View button 

on the Form Design tcolbar. 

We need an extra tcolbar 10 make our formatllng effOfls easier. Click on View 

I toolbars and select Formatting (Form,IReport). This will pop up a new 

tcolbar as shown in Figure 5. t 3 

,.""_(T ..... ,.".~. 
~~- . !JI:J 

Figure 5.13 Formatting toolbar. 

We will not describe this tcolbar in the same detail that we have used for the 

other tcolbar. since It is so similar 10 the tcolbars used for the other 

applications in the Office suite. 

Select the label in the Header area and then pick a larger font size in the 

tcolbar (about 20-24 points would be a good choice). While you are working 

with the text. try some different fonts. 

Change the font colour using the Font COlour button. 

Make .ure .... t ),ou _lee, the right hand .Ide of this 

button H that )'OU pt .cc •• s to the full _t of ayanabl. 

colou .... 

Now right click in the grid area 01 the header. Select an appropriate 

background colour from the menu. 
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Your finished form mighllook like Figure 5.14 

Figure 5.14 EICample of how your form might look. 

Don't forget tMt you c.n copy and p.st •• whol. form 
from the ..... be_ window. ThIs Is v~ uHful If you need 
• sMes of forms tMt use • slmller layout . .lust mak. 
copies of the flrat form, .... n acid and remove fields to .et 

the •• ired results. 

Exercise 5.3 
Your form is now looking a little more acceptable. but il could be made even 

tidier. The number box shows the same data as the navigation bar at the 

bottom of the window, so the box is superfluous. Delete the Number box from 

the form design and re-arrange the rest of the form to suite. Save the form as 

TrackForm. 

5.8. Adding Graphics to Forms 

.. 

YOl! C<ln <ldd gr.Lphicl; to <l form by .simply posting in <l pidure from 

<lnolher ;Lpplic:Ltion. A good source of such grJphics is the Office Clip 

An G;llIery. Click on Ins.rt I Object <lnd select Microsoft Clip Art 
Gallery. Choose your clip <lrt <lnd then click on Ins.rt. You C<l n move 

<lnd resize the clip <lrt gmphic to <lchieve the desired efft..><:t. 

. .. 
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5.9. Printing a Form 

II i:-. po:"",ihle to print :1 form. Thi:-. is often very u"eful, "ince a form Gill 

be u:-.ed to rdricvc data from onc or morc lahles and Ihe rcsultin~ 

inform:l!ion m:ly necd to be u.~ed away from the computer .,;ueen. 

To prim ;1 form, 1l1;lke sure that the required &ua h displayed and then 

click on the Print hunan on the tool]};!r. click on File I Print on the 

main menu. Print preview is 31so aV;lil:!hlc, if you would like to check 

how your form will 3prx'3r before you print it. 

If you find tut you need to print out • lot of record., 
printing form. I. a clumsy and tlme-consumlng approach. 
It would be much bett., to design a report and let Acc ••• 
do mo.t of the repetttive work for you. 

5.10. Summary 
Forms are e;lsy 10 pnxluce 3nd the Wi7";lfCb C3rt help ;1 ~re;u de;l!. We 

h3ve seen how 3 form Gill be b:lsed on ;1 t3ble or a query and have 

produn.'(1 forms that usc different fOl\!s, b<lckground~ and graphiCS. 
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Reporting 

Use the Access Report Wizard to create a simple 
repol1. 

5011 data for presentation in a report. 

Modify reports. 

Use graphiCS hi a repol1. 

Create and customise header:::.- and loofers. 

Croup data in repol11otals and sub-Iolals. 

Use simple expressions in reports. 

. .. . . 
• £COI.· .. . B. McTaggart, Database

© The British Computer Society 2000
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All d;ltab';lse p;lckages provide.' tools to hdp you gene!".lte printed 
OUlpU! from the da t:lha~, and Access i.~ no exception. In this final 
chapler, we will invc.~tigalc the types of report that we can produce 
and Ihe ways in which we can ~l r!".mAe inforlll;ltion wi thin them. 

6.1. When to Use Reports 
A repon presents information dr.lwn from a datahase. The key idea is 
that a report takes indigestible (bt~l (rows from t,lbles) and turns ;1 into 
inform.;nion that is uS';lhle for a p';lrticubr prohlem or requirement. We 

can present Ihe same (I;lt,1 in ;1 host of different w,lys to .~ uit different 
needs. 

Some examples of reports arc: 

• M:li!ing bbcls ready to stick on envclopc~. 
• i\ t,lil merge Icners using d:na dr.Jwn from a dauhasc. 
• A summary, grouped into ca[t:'gorit:'s, with sub-totals for eJch 

category :tncl :1 gr.mcl total (or :111 Gilegories. This is typical of 
management rcport.~ ,HId accounts. 

• A graph showing how dala varie.~ over time. Prices are of len shown 
in Ihis way. 

You will typically usc reports where you want to present information 
in a formal way, as a docu!11enl th,1\ will be primed and perh:lps 
bound. To meet this requirement you will need all the typical features 
of a document, including page byout. margins, headers. footers and 
page numbers. Access reports provide all of these features for you in 

an easy to usc form. 

Reports arc simihlf 10 forms, ;lOd we conStnlCl them using some of the 

same types of tools, but they h';lVe a different primary objc.'Ctive. Forms 
:lrc mainly intendL>t:l for usc through ~ computer scrc.--en, hut reports :Ire 
designed for printing. This does not mean that you cannot print forms 
(we S'IW how to do this in Chapter 5). or view repol1s on screen. but 
Ih;1I is not thcir m'lin objective. 

6.2. Some Example Reports 
To ilJuStrJ.te the typical usc.~ of reports we will return to the Microsoft 
sample d:lIabase, Nonhwind,mdh th,n we viewed e:lrlier. Open the 
cl:nabasc ,lOd selL'Ct Reports on the 1),1\:llxlse window. You will see at 
least thirteen different report displayed. We will view the fi rst three 
only. 
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Not. the top tMdton on the right of the window_ In.tead of 
the Open button thllt we hII",. seen for tabl •• , q.ri ••• nd 

.onn. w ..... Pre",lew button. Thl. I. bee." •• when w. 
"'lew the report on .creen. we .re ...... tI.11y pre",lewlng 
the printed report. Thl. reinforce. our "'lew thIIt report • 

• re mainly Intended lor re.dlng on p.pet'. 

Sckct the :llphahetic;11 Ibt of productli :l1ld click on Pre",iew. You 

~hould 1>Ce the fir.:.t pagl' of .1 multi-page repon. 

_ ....... _. 

Figure 6.1 Viewing. report using Pre",jew. 

P:tge Ihrough Ihe report using Ihe video :>Iyle controb al Ihe hOllom of 
the window. Now print the report using the prinler icon in the Print 
Preview 100Ih;IT. Take a close look at the repoM. It uses he;\ding :lIld 
:>ub-heading~ and the Output is groupt..>d ;t1phabetically. A sub tot;11 b 

provided for each alphabet leiter. It b perhaps dubious whelher a 
calcuhned to[:11 by ;llphabet i.s really useful, but it could JUS! as easily 
be grouped by Category. E;l(h p;lge h;ls a footer with a page number 
;md Ihe Iota I number of pages. Access h;l~ Gllcubt{.-'{ithe number of 

pages before printing the report. 

Close the Preview of the repoM ;md t:lke a look :11 the C:lI ;llogue repnM 
in the .same way. ])OIft was!e p:lper printing this. 

• [('1)1 • • 
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--'~--
, .. c..~ 

c-. ....... ...--.......... ---...--_ ......... __ .. 
:.::.. -:.,to:.::: :".:"'::'_ ----...... ---

Flg!olre 8.2 Viewing the Catalog!ole report !oI.lng Preview. 

NOIice th:lt this report h:ls :In entirely differe nt style to the alphahetic 
listing. It is intcndlxl to be :I selling document :lnd has a p:lnicu!:lrly 
aur.laive appcar;mcc wilh fuJI usc of coloun."<i gr.lphics. 111C fi rS! two 
pages :Ire fixl"<i COntCnI . nOl dr.lwn dircaly from the dalab;lse t:lbks_ 

111(' main hody of the report contains the S;:l1ne pmduds Ih:lt we S:IW 
ea rlier. hUl gmulx-d by c-.Itegory. ·Ine final page is an order form. 
which again i .~ fixed text. This type of prcscnt:lIion could not be 
prod ucl-'(I using the forms th:1\ we l·ncOlLntefL'(l in the previous chapter. 
[t is <I perfect eX:lIllplc of wh:n you could :Lchicvc with your reports. 

Finally we will review :L Ihird rqxlfl . Close the Cat:11ogue report :lnd 
Preview the Custolller Labels report. 
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Figure 6.3 Viewing the Customer Labels report using Preview. 

This looks far les~ impressive, blll is just 3S usertl). ·11l.: report conuins 

~ I list of 311 customer n3!lleS ~lnd 3ddresscs laid Ou l in rows 3nd 

columns suit:1ble for printing on sticky label stock. This would make it 

easy for Northwind to send a m:!.il shot (~rhaps the c:!.ulogue) to all 

its customers. 'I1lis is a function Ihat ~tll y mail order supplier would 

utilise. 

6.3. Using the Report Wizard 

100 

As you have come to CXpt:ct. Access provides a wizard tl1:l.t can 

produce ,I report layout with minim:!.l effort. We will ,use the CD 

Collection datlb,lsc to try this out. 

Exercise 6.1 
Close the Nonhwind database and open CDCoUect.mdb instead. Click on 

the Reports tab and then click on New, Access will present the familiar 

choices shown in Figure 6.4. Select the Report Wizard and the Track table . . . . 
• r.cOl. · .. . 
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Figure 6.4 Selecting the appropriate report option. 

The first stage of the Wizard fol lows exactly the same pattern that we saw for 

Queries and Forms. Select all the fields then click on Next , You should see a 

window resembling Figure 6.5 

Figure 6.5 Selecting how to present report Information. 

This window is concerned with how your report will group information 

together, The picture in Ihe right hand Side of the window shows how the 

report will present the information. The Wizard has already decided that you 

will want 10 group information by CDCatalogRef, which is very sensible, but It 

is offering you the opportunity to change this and to select a sub-grouping if 

you need this. In this case. it would not make sense to group by any oflhe 

other fie lds so we Will ignore this and continue to the next part of the Wizard. 
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Figure 6.6 Deciding how information will be ordered. 

The next Wizard section helps you to decide how the information in your 

report wil l be ordered and what sUb-total you will use. as shown in Figure 6.6 

We would really like the tracks to be put in track number sequence. but no 

further ordering is necessary. If it was. we could select up three further levels 

of ordering. The report would sort the informallon on the first field , then sort 

the records that have the same value for that field using the second level field 

and so on. In most cases one or two level of sorting is plenty. The AZ icon 

adjacent to each field allows you to specify whether you would like the data 

sorted in ascending or descending order. 

You Mve alreactr .. seel a slmlla, type of facility In section 
3.14. Revl .. tMt section for more Information. 

Click on the small arrow to drop down the tist of fietds for the first sort criteria 

and setect Number 

We woutd like the Report Wizard to calculate the lolal p laying lime for the CD 

To do Ihls we must select Duration as our final sort critel1a. but in Ihis case 

cl ick on the Summary Options and select Sum as the Summary Optioo 

Click on OK to return to the Wizard 

... 
• f;C'nt. · .. . 
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Notice that y(KI C(KI&d .Iao _Ieet other arithmetic 
functlona .t thla at.ge, such .a Av_ge, M •• lmum .nd 

Minimum. 

Click on Continue 10 move 10 the next stage of the Wizard. which IS 

concerned with layout of dala on the page. See Figure 6.7 

Figure 6.7 Deciding on the layout of data. 

The diagram representing your final report is very helpful in understanding al l 

the op\lOns Try each of the Layout styles in turn, while observing the 

diagram. IllS largely a mailer of taste which of these style you select since 

each displays the same information. but in dillerent places on the page. We 

will use the Stepped style for th is example. 

There is a small tick box which allows Access 10 adjust field width \0 make the 

mformation ht on the page. This is a sensible option for most reports, but you 

can always repeat the Wizard process if this does not give you the results you 

need 

The fight hand side 01 the Wizard window contains the familiar paper 

orientation selections. Make your choice based on how you expect your 

report to be read Most document-onented reports will be portrait 
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Acc ... will u .. the .fault paper sba few y_ copy of 
Mlcro.ott OffIca. By def ....... thl. Is otten .. t to Latt .... ba. 
whlch Is ...,1nIy usad In USA. You will probabty want your 
,.ort. to u .. the Europaan paper .Iza. and In particular 
A4. If y_ NpOrt. don't fit the pa ..... property ...,ka s ..... 
you have the defa .... paper size .. t correctly. 

Click on Next to move to the next Wizard stage, which should look like 

Figure 6.8 

Figure 6 .8 Selecting fonts, rulings and patterns. 

As in the previous Wizard stage, we can select different styles for our report, 

but in this case it is the font and associated rulings and patterns that are 

made available. Try each of the bulleted options to find one thai suits your 

needs. In this case, we are developing a report for personal use with a CD 

collection, so we don't want anything too formal. We will choose C.su.1. 

Click on Ne xt to move on to the next stage of the Wizard. 

. .. 
• J':r:m. · .. . 
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Figure 6.9 Selecting a title for the report. 

The final stage of the Wizard allows you to select a tlUe lor the report and to 

preview or modify it. We will call the report My CD '/iyICks 

We have ...... • little ...... with tIM Report Wlurcl than 
wIIItI ...... of the other ...... tINIt we encounterecI 

....... ThIe ..... n ••• It .. prallallly lie .. __ propri8t. 
tool to .... for rnoet of row r.porta. WheN • rMtor 
variation .... dad, It la _ ..... to .... the Report Wlurd to 

produce e ,......t ..... then modify It than to atart from 
IICretCh. The •• ceptlon to this would be • NpOrt that I. 
highly at,llaed, such .a 1M NcNthwlllNll catala .... that wa 
.. w ......... 

Click on Finish to see our report. which should lOok like Rgure 6.10 
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Figure 6.10 The final layout of the report. 

The resulling report is not qUite perfecl. The Duration crnumn needs a lill ie 

more space and CDCatalogRef does nol make a good column title. 

One way 10 change the column \ille would be 10 edillhe form, but we could 

achieve the same result in a different way that would probably be more useful. 

Can you think what this al ternative is? If you are unsure, revise Section 3, II , 

particularly the Caption option, 

6.4. Report Design Toolbar 

'" 

nlC Report Design toolbar is similar in IIlIl:.t respects 10 the Form 

])c:,ign toolh:Lf wc .~aw in the la~t chapter. 

. .. 
• [el>1. · .. . 
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Figure 6.11 The Report Design toolbar. 

A); you would exped, the Report Design toolhar is twinned with the 
print preview \00Ib3r. YOli c;m switch between them by using the 
bUl\ons on the far left of each 1001h3r. 

The zoom hUllon is useful in checking report layout. The hutton 
toggles between twO leveb of magnific-.llion, making it easier to spot 
problems. 

As with the Form Design toolb<Lr. Autoformat 3110ws YOll to use parts 

of the Report Wizard ill your own reports. This c;ln be very useful, 
avoiding a lot of deuil work, but still giving you the freedom to design 
reports the way YOll want them. 

The Output to Word buuon is ;ICtu;llIy more general than it mighl 
appear. You can use it to output forms to another Office application. 
rather than to ;\ printer. The options include Output to Word so that 

you can huild a report into a word-processed document, or to Excel so 
Ih;1I you :m3lyse a datah;lse table as a sprcadsh(."'el. 

6.5. Creating a Report Using Design View 
Exercise 6.2 
Start from the Database window. with the Report tab selected. Click on 

New to see the New Report window. as shown in Figure 6.12. 

t.7 
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Figure 6.12 The New Report window. 

We have already used the Report Wizard but there are five other options. The 

Design View allows you to bUild a report from scratch and we will explore this 

Shortly. There are two AutoReport options. one for columnar and one for 

tabular layouts. We will not review these options. but you should investigate 

these when you have gained some familiarity with reports. They can be a big 

time saver in the same way as the Report Wizard. 

The Chart Wizard is useful for prepanng reporls Ihat conlain a chart, such as 

a graph. This again is well worlh investigaling if you need to produce this type 

of report occasionally. 

The Label Wizard is focussed on producing mail ing lists. This is a very 

specialised wizard. but as we have seen. many people wanl to produce 

mailing labels so the Wizard is very helpful. We will not review this in detail. 

" ,OU pIIIn to UN thI., ,ou will find It helpful to decide on 
,our label '0f'mItt 'S" .nd ...... , per ...... , by .. Ieetlng 
hom the popu .. , Av..., ............ Tbe WluIrd us.s the 
Aver, .abe. numbers so b, choosing one of the .. , most of 
the wOf'k Is clone b, the WluIrd. 

To use the Design View. select the table or query that you wish to use. then 

click on OK. We will use Artist for our example, arranging the report in a 

simple tabular fash ion 

An empty report will be displayed as shown in Figure 6. 13 

... 
• Frm. · ... 
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Figure 6.13 Emptv report produced under Design View. 

The report has three sections, Just like the form. We wi ll concentrate on the 

Detail section first, which will contain information about Artists, one row fOf 

each ArtiSt. Click on the Field List Button to display the available fields 

from the Artist table. We wil l select only Name, DOB and History from the 

list. Cl ick on each one in turn and drag them to the Detail section of the 

report. Line them up one on top each other to begin with, so the result will 

look like Figure 6.14 

Figure 6.14 Selecting the report components, 

The fields are all bound to the underlying database table, exactly as we 

require, but the labels are not where we want them. For a tabular layout, they 

should be at the top of each column. not Immediately to the left of each field. 

We can fix thiS very easlly_ Drag through the labels, selecting only the labels 
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and not the fields. Now selecl Edit I Cut Irom the main Access menu. The 

labels will disappear from the Detail section. Now click inside the Page 
He.d.r area and use Edit I Pa.t. from the main Access menu. The labels 

wil l be pasted into the header area. wi thout disturbing the fields. 

You mIgM think that you could .1mpIy ... the labels to 
the ........ Ma. Unfort ..... .ay. thI. wlH not work. You 
ment .... the edit I CUt and edit I P .... routine. 

Now line up the fields and labels so that they take up an appropriate amount 

of space and line up with each other. The History field could contain a lot of 

text, so give this plenty of page width. Whi le you are working with the Page 

Header. add a sui table report litIe. We will assume that this report will be 

printed on a monochrome laser printer. so we don't need special colours. 

Your Report design should look something like Figure 6.15. 

Figure 6 .15 Exampl. of how your R.port de.ign .hould look. 

Now test your report by clicking on the Previ.w button. The report is 

basically correct, but you may find that the Date Of Birth Held is too narrow for 

the date to be fully displayed. We could fix this by increasing the width of the 

field, but a better way is to change the display propert ies for the fie ld so that 

we no longer see all the detait of the date. To do this. right click on the field 

and select Properti •• This window contains all the details of how the field 

is to be displayed. Change the format to Gen.ral Date and re-test the 

report. 

... 
• foCO!. · .. . 
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The Properties w"'w Is useful for adjustlnv .n kinds of 
• ..-cts of field dI .... y. You should •• pIoN .u Its 
cllPllbilHies when you tlllwe .. m.d __ •• ..-n.nc. with 
r.ports. The ...... c.pebliities .,. .'1'.1 ..... for forms .s 

w"l. 

6.6. Sequence and Group Information in 
Reports 

We s~w how Ihe s"'{jucncc or d~l~ can be sp .... dfkd using tlw Rcpon Wi~~rd. 

Wl· (·~n Khit·"t· Ihe samc rc~ul! when we dc.~ign our own rcpons 

Exercise 6.3 
Click. on the Sorting and Grouping button on the tool bar. Access wi ll 

display a window that combines these two functions in one. See Figure 6.16. 

Figure 6.16 Sorting .nd Grouping functions combined. 

In the field/ •• pression column you can place the fields that you want 10 

use to sequence the report. We want our artists in alphabetical order by 

name, so click on the down arrow and select Nsme. The Sort Order is 

already selto Ascending so we don·t need to change this. 

We could use an expression instead of a field name if we wished See section 

4.4 to revise expressions if you need this. 

We could also Group together records based on the value of the field. Each 

group can be given a group header and footer. You can see the options for 

grouping in the lower part of the Sorting and Grouping window. 
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We don't need any grouping of data in this case so we will leave the options 

unchanged. 

Exercise 6.4 
We have been a little lazy in the way in which we have recorded the name 01 

an artist. We have not defined any ru les about how we type in names, so we 

have J.5. Bach and Bob Dylan. We probably should have insisted that all 

names be fully spelt out. 

We also have another more serious problem. Our report is sQ(\lng artists 

based on the their name start ing with the left mOSI letters. This means that we 

are sorting Bob Dylan on B then on 0 etc. This may be what you want. but it 

might be better to have entered the data as Dylan, Bob so that the records 

will be sorted In the way you would expect. Go back to your Artist table, and 

change the data to reflect this. 

6.7. Using Graphics in Reports 
We can lise gr:tphics in reporls in just the same way that we did for 
Forms. We (""'.I n add more excitcillent 10 our design by using gr:lphics 
in the 1':lge Header :md the Detail. Any gmphic added to the p:lge 
header will appear only in the header. but :t gr.lphic added to the 

detail seaion will be repealed for each and every record, Obviously 
you would not want (a usc large and cI~lboratc graphics for each 
record, but ;1 simple symbol C In ;Idd a 101 of visual appeal to a rcpon. 

Exercise 6.5 
Now go back and modify the report we created at the start of this chapter 

with the Report Wizard. Fix the problems that we saw with the field widths and 

while you are doing this take note of the way that the Report Wizard has 

achieved its results. You should be able to replicate most of these manually 

using the skills that we have learned in this chapter. 

Exercise 6.6 
Add an appropriate graphic to the header section of the My CD Tracks report 

that you have been editing. Test the results 10 ensure that it operates as you 

expect 

6.8. Summary 

11. 

Repons are one of the public expressions of your skill in designing a 
database. They will be used by people in Illeetings and for decision­
m:lking .'j.() it b important thai Ihey COlllmuniC'.ltC information casily and 
clearly. . .. 

• F:CnJ . · ... 
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In Ihis chapler we have explored a liltle of Ihe large loolscl Ihat Acces:; 

provides for con~lrucling reports. MOM of Ihe reports you will need 

GlI1 be crealed using Ihe Report Wizard, bUI we h,lve ;Llso dcscrilx'"{) 

Ihe facililies you need 10 use in order 10 create ;1 report from scT;.llch or 

to edit a report produced m;mually or through the Report Wizard. 

With Ihe condu~ion of Ihis chapler you h:lve now covered :III Ihe skills 

Ihal you will need in order 10 meet the requirements of Ihe ECDL 

r.. lodulc S. 
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