NEW PERSPECTIVES

Access Tutorial 1
Creating a Database

Microsoft Office 2013



Objectives

* Session 1.1
— Learn basic database concepts and terms
— Start and exit Access

— Explore the Microsoft Access window and
Backstage view

— Create a blank database

— Create and save a table in Datasheet view

— Enter field names and records in a table datasheet
— Open a table using the Navigation Pane
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Objectives ...,

* Session 1.2

— Open an Access database

— Copy and paste records from another Access database
— Navigate a table datasheet

— Create and navigate a simple query

— Create and navigate a simple form

— Create, preview, navigate, and print a simple report

— Use Help in Access

— Learn how to compact, back up, and restore a database
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Creating a Database

e Case - Chatham Community Health Services
— All Tutorials use this Case

— A nonprofit health clinic located in Hartford,
Connecticut, specializes in the areas of
pulmonology, cardiac care, and chronic disease
management

— Cindi Rodriguez, the office manager for Chatham
Community Health Services, oversees a small staff
and is responsible for maintaining the medical
records of the clinic’s patients
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Creating a Database ...,

e Case - Chatham Community Health Services

— Cindi and her staff rely on electronic medical
records for patient information, billing, inventory
control, purchasing, and accounts payable

— The clinic recently upgraded to Microsoft Access
2013 (or simply Access)

— Using the software to enter, maintain, and retrieve
related data in a format known as a database

New Perspectives on Microsoft Access 2013



Creating a Database ...

STARTING DATA FILES

\/ Access1 P |Tutorial ‘ Review ‘ Casel

Cindi.accdb Company.accdb Program.accdb
‘ Case2 ‘ Case3 | Cased
Consulting.accdb Animal.accdb Tour.accdb
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Creating a Database ...

The Quick Access Toolbar
provides one-click access to
commonly used commands,
such as Save.

The Shutter Bar
Open/Close Button allows
you to close and open the
Navigation Pane; you might

want to close the pane so
that you have more room on
the screen to view the
object’s contents.

The Navigation Pane lists
all the objects (tables,

reports, and so on) in the
database, and it is the
main control center for
opening and working with
database objects.

[AZ=]

TABLE TOOLS

The Access window is the

program window that appears
when you create a new database

or open an existing database.

You use the window
buttons to minimize,
maximize, and close
the Access window.

\BLE TOOLS

DS TABLE

ab|

Properties

Chatham : Database- E\Access1\Tutoria\Chatham.acedb... 7

Data Type:
Format: | Formatting Unique .
. Validation
$ ¢ i G Indexed -
Formatting Field Validation ~

The title bar displays
the name of the open
file and the program.

FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABL
* Name t
b e 12 & a ;
e [¥] Yes/No Default Value
View Short Number Currency elete Mo
- Tt E4l More Fields ~ Loc
Views Add &#Elete - Properties
H Table1
All Access Obje... ® «|| 3
Click to Add -
ISearch.. L
Tables 2
£ Tablet Access assigns the
default name
“Table1” to the By default,
first new table you Access creates The Click to Add
create. When you the ID field as column provides
save the table, you the primary another way for
can give it a more key field for all you to add new
meaningful name. new tables. fields to a table.
The Add & Delete group The FIELDS tab

Datasheet view
shows the table’s
contents as a

datasheet.

Datasheet View

contains options for
adding different types of

and Number, to a table.

fields, including Short Text

provides options for
adding, removing,
and formatting the
fields in a table.

The Sign in link lets you sign
into your Office account. If
you have already signed in,
your name might appear here
instead of this link.

The ribbon provides the
main Access commands
organized by task into

tabs and groups.

Record: M

10f1

Search

Search

The status bar provides
information about the program
or open file, as well as buttons
for working with the file. At the
far left, the status bar indicates
the current view, in this case,

Datasheet view.

A datasheet displays the
table's contents in rows and
columns, similar to a table
that you create in a Word
document or an Excel

spreadsheet. Each row will be
a separate record in the
table, and each column will
contain the field values for
one field in the table.
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Introduction to Database Concepts

* Organizing Data
— A field is a single characteristic or attribute of a

person, place, object, event, or idea
e Patient ID, first name, last name, address, phone
number, visit date, reason for visit, and invoice amount
— Related fields are grouped together into a table

A collection of fields that describes a person, place,
object, event, or idea

* The specific content of a field is called the field value

— his set of field values is called a record
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Introduction to Database Concepts

(Cont.)

Figure 1-1 Data organization for a table of patients
(fields ) l

Patient table

PatientID FirstName LastName Phc;ne
(i

22501 Edward Darcy 860-305-3985
22504 Lilian Aguilar 860-374-5724
22510 Thomas Booker 860-661-2539
22512 Lisa Chang 860-226-6034
22529 Robert Goldberg 860-552-2873
22537 Amrita Mehta 860-552-0375

© 2014 Cengage Learning
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Databases and Relationships

* A relational database is a collection of related tables

* Records in the separate
ta b | es a re CO n n ected Database relationship between tables for patients and visits

Patient table

t h ro u g h a co m m o n fi e I d PatientlD  |FirstName LastName Phone

22501 Edward Darcy 860-305-3985

° A primary key is a field’ 22504 Lilian Aguilar 860-374-5724

22510 Thomas Booker 860-661-2539
or a Col IeCtIO N Of fl e I d s' 22512 Lisa Chang 860-226-6034
— Y 22529 Robert Goldberg 860-552-2873
eys
bl b i 22537 Amrita Mehta 860-552-0375

that uniquely identify
each record in a table (‘commen field )
y InCIUding the prlmary key _’V:,:;I:ble PatientlD | VisitDate e {Rc'be"G;‘dbe’g_,

. 1539 22504 11/18/2015 | Annual wellness visit
1549 22501 11/30/2015 | Influenza

from One ta ble aS a fleld 1564 22512 1/5/2016 | Annual wellness visit

. 1610 22529 2/9/2016 | Sinusitis

in a second table to form o TR —

1688 22529 4/12/2016 | Annual wellness visit

1690 22537 4/13/2016 | Varicella

a relationship between
the two tables, it is called
a foreign key in the second table
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Relational Database Management Systems

* A database management system (DBMS) is a software
program that lets you create databases and then manipulate
the data they CO ntain Relational database management system

* |n arelational database
management system,
data is organized as a
collection of tables.

A relational DBMS
controls the storage
of databases and

storage

-

store, retrieve, and protect data

v
computer memory

relational DBMS

_ 3
display

query -« interact with
results the database
-

print hard copy
reports "

£l
s

user interface printer

2014 Cengage Learning

facilitates the creation manipulation, and reporting of data
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Relational Database Management Systems

* A relational DBMS provides the following functions:

— Allows you to create database structures containing fields,
tables, and table relationships

— Lets you easily add new records, change field values in
existing records, and delete records

— Contains a built-in query language, which lets you obtain
immediate answers to the questions (or queries) you ask
about your data

— Contains a built-in report generator, which lets you
produce professional-looking, formatted reports from your
data

— Protects databases through security, control, and recovery
facilities

New Perspectives on Microsoft Access 2013
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Starting Access and Creating a Database

p
a list of recently
opened databases

\hmight appear here

_f

T —
option for opening
an existing
database

b

.
options for creating
a new database

using a template
-

option for searching
for a template online

Access

@ Open Other Files

option for creating a
new, blank database

T = 5 X

Sign in to get the most out of Office

Learmn mase

New Perspectives on Microsoft Access 2013
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Starting Access and Creating a Database

* When you start Access, the first screen that appears
is Backstage view which contains commands that
allow you to manage Access files and options

— The Recent screen in Backstage view provides options for
you to create a new database or open an existing database

— To create a new database that does not contain any data or
objects, you use the Blank desktop database option

— Use a template (a predesigned database that includes
professionally designed tables, reports, and other database
objects) If the database contains objects that match those
found in common databases, such as databases that store
data about contacts or tasks

New Perspectives on Microsoft Access 2013 14



Working in Touch Mode

* If you are working on a touch device, such as a tablet,
you can switch to Touch Mode in Access to make it
easier for you to tap buttons on the ribbon and
perform other touch actions

e To switch to Touch Mode:

— On the Quick Access Toolbar, click the Customize Quick Access Toolbar button and make
sure the Touch/Mouse Mode is selected (shaded red to indicate that it is selected) The
display switches to Touch Mode with more space between the commands and buttons

on the ribbon

Ribbon displayed in Touch Mode

|/. '\‘ E] )
. Touch/Mouse Mode g &
" button on Quick N - f e
LAccessToolbar 7 A 12 &

=

| ribbon includes more space

Laround buttons and options
~

-\\u
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Creating a Table in Datasheet View

* Ontheribbon, click the CREATE tab
* Inthe Tables group, click the Table button

 Rename the default ID primary key field and change its data type, if
necessary; or accept the default ID field with the AutoNumber data type

* |Inthe Add & Delete group on the FIELDS tab, click the button for the type
of field you want to add to the table and then type the field name; Repeat
this step to add all the necessary fields to the table

* |nthe first row below the field names, enter the value for each field in the
first record, pressing the Tab or Enter key to move from one field to the
next

* After entering the value for the last field in the first record, press the Tab
or Enter key to move to the next row, and then enter the values for the
next record.

 On the Quick Access Toolbar, click the Save button, enter a name for the
table, and then click the OK button

New Perspectives on Microsoft Access 2013
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Creating a Table in Datasheet View

(Cont.)
Figure 1-6 Plan for the Visit table
Field Purpose
VisitID Unique number assigned to each visit; will serve as the table’s primary key
PatientID Unique number assigned to each patient; common field that will be a
foreign key to connect to the Patient table
VisitDate Date on which the patient visited the clinic
Reason Reason/diagnosis for the patient visit
WalkIn Whether the patient visit was a walk-in or a scheduled appointment

© 2014 Cengage Learning
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Creating a Table in Datasheet View

(Cont.)

« Decision Making: Naming Fields in Access Tables

One of the most important tasks in creating a table is deciding what names to
specify for the table’s fields. Keep the following guidelines in mind when you
assign field names:

A field name can consist of up to 64 characters, including letters, numbers,
spaces, and special characters, except for the period (.), exclamation mark (!),
grave accent (°), and square brackets ([ ])

A field name cannot begin with a space

Capitalize the first letter of each word in a field name that combines multiple
words, for example VisitDate

Use concise field names that are easy to remember and reference, and that won't
take up a lot of space in the table datasheet

Use standard abbreviations, such as Num for Number, Amt for Amount, and Qty
for Quantity, and use them consistently throughout the database.

* For example, if you use Num for Number in one field name, do not use the
number sign (#) for Number in another

Give fields descriptive names so that you can easily identify them when you view
or edit records

New Perspectives on Microsoft Access 2013
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Creating a Table in Datasheet View

(Cont.)

Renaming the Default Primary Key Field

To rename the ID field to the VisitID field:

1. Right-click the ID column heading to open the shortcut menu, and then
click Rename Field. The column heading ID is selected, so that
whatever text you type next will replace it

2.  Type VisitID and then click the row below the heading. The column
heading changes to VisitID, and the insertion point moves to the row
below the heading
*  Notice that the TABLE TOOLS tab is active on the ribbon. This is a

contextual tab, which appears and provides options for working
with objects selected

lf TABLE TOOLS contextual tab is active

4

hatham : Databa: Access \TutorialChatham.accdb (Access 2007 - 2003 file format) - Access
soNumber

M aldatio ( AutoNumber data type \
assigned to the default |
primary key field (ID) /

A

et e
ables l/ \ r’ ™
= T_ VisitlD field name entered | | option for specifying
L in the column heading 1 the data type for a field
o N S
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Creating a Table in Datasheet View

(Cont.)

* Changing the Data Type of the Default Primary Key Field

* Notice the Formatting group on the FIELDS tab (One of the
options available in this group is the Data Type option)

* Each field in an Access table must be assigned a data type

* The data type determines what field values you can enter for
the field

 The AutoNumber data type automatically inserts a unique
key for every record, beginning with the number 1 for the
first record, the number 2 for the second, etc.

S Svort Toxt data type assigned to the VisitiD field

(A E =] : at) - Access
HOME REATE EXTERMAL DATA DATABASE TOOLS TABLE @ o
m! - IR ‘ - o e o Short Text data
bC ap 12 [ Toweanm S “ YR S = | type selected |

T : |® % |/ options for adding ) Unigue check )
| new fields to the table | box selected
e d b S

New Perspectives on Microsoft Access 2013
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Creating a Table in Datasheet View

(Cont.)

Adding New Fields

* When you create a table in Datasheet view, you can use
the options in the Add & Delete group on the FIELDS tab

to add fields to your table

* YOou can New Short Text field added to the table

0

as the second

[ N — - Chatham : Database- E\ccessT\Tutorial Chatham.accdb (hccess 2007 - 013 e forg T — 6 X
aI S O u S e new field added [reewsoara  oatasss toois E TABLE + indicates the data | sonin
; ] Name & Caption Required type of the new field |
x nique h
= Field Size | 255 dexed .

field in the table [«
/)

F— y: VisitiD - Click to Add - ~
t Ad d Tables . |[* default name highlighted
0 = in the new field

.

column in Table with all fields entered

Ed :
HOME CREATE EXTERNAL DATA DATABASE TOOLS
tI l e tab I e [five fields entered m — —
J & Time =] Name & Caption

A
‘L\/ AB 12 Er" Date & Ti
| Yes/No
roit Mumber

B 1 Default Value
Vie St Currency _ Delete -
2 26

All Access Obje... @ « || =

Formatting
I ﬁ — VisitiD - PatientlD - VisitDate -~ Reason ~ Walkin - Click toAdd -~
to a l IeW | record (row) selector | = e T 0
A / Tables & I

fl e I d S Iiﬁeld (column) selectorw

J

values for first rec
will go in this row

~
rd‘
J
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Creating a Table in Datasheet View

(Cont.)

- Datasheet view shows a table’s contents in rows (records) and
columns (fields)

« Each column is headed by a field name inside a field selector
- Each row has a record selector to its left

« Clicking a field selector or arecord selector selects that entire
column or row (respectively)

A field selector is also called a column selector
A record selector is also called a row selector

New Perspectives on Microsoft Access 2013 22



Creating a Table in Datasheet View

(Cont.)

- Entering Records
Visit table records

VisitID PatientID VisitDate Reason WalkIn
1550 22549 12/1/2015 Influenza Yes
1527 22522 11/9/2015 Allergies - environmental Yes
1555 22520 12/7/2015 Annual wellness visit No
1542 22537 11/24/2015 Influenza Yes
1530 22510 11/10/2015 Seborrheic dermatitis No
1564 22512 1/5/2016 Annual wellness visit No
1575 22513 1/13/2016 Broken leg Yes
1538 22500 11/17/2015 Migraine Yes

© 2014 Cengage Learning

Figure 1-12 First field value entered

BI H ©- - TAELE T 5 Chatham : Database- E\Access1\Tutonial\Chatham
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELL TABLE
[\/‘ AB 12 I - B Date & Time ‘— Name & Caption Data Type: Short Text
[+] Yes/No Pal Eh Default Value

View Short Number Currency Delete

& i \I - Teut il More Fields - sog Field Size | 255

pencil symboIJ . - Srmattine

L : Add & Dele Propertie Formatting
/ W : 3 Tabilet
All Access Obje... @ « e
— - VisitiD - PatientiD - | VisitDate - Reason - Walkin - Click to Add -
Search. ) —-

............................. < N 1550 |

= N Tables R I - ™
(star symbol = o a1 T insertion point |
P . - positioned in the |

\ﬁrst VisitID field value entered ) PatientID field /E
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Creating a Table in Datasheet View

(Cont.)
Figure 1-13 Datasheet with first record entered
B H S & TABLE LS Chatham : Database- E:\Access1\Tutonial\Chathan
m HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELD® TABLE
[‘/~ AB 12 I *1 [3 Date & Time — MName & Caption Data Type: | Short Text -
= . v' Yes/MNo _<_ Default Value
= View Short Number Currency Delete - r
‘ next row available | . Text [L4l More Fields - £73 Field Size [255 [ value displayed with
for a new record J Add & Delefe Progeries ;l\a four-digit year

| Table1

All Access Obje... ®@ «

VisitiD = PatientiD ~ VisitDate Reason ~ Walkin -~ Click to Add ~

Search.. o , . r
1550 22549 12/1/2015 Influenza v ,
Tables E a -
= 1 i -
field values for the w o ?

first record entered)

Figure 1-14 Datasheet with eight records entered

&| H - = TABLE TOOL Chatham : Database- E\Access 1\ Tutorial\Chatham_ aced|
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TAELE
[\__/‘ AB 12 = B3 Date & Time 1] Name & Caption Data Type: Short Text v R
- - |+ Yes/No _'_ Default Value v U
View Short Mumber Currency ) Delete — __ -
Text il More Fields = sos Field Size | 255
: z Jiews Add & Delete Properties Formatting |
!‘\Iawgatscn Pane > 1|3 Taoie:
is closed VisitiD - | PatientlD - VisitDate - Reason - Walkin - Click to Add -
1550 22549 12/1/2015 Influenza A ¥
1527 22522 11/9/2015 Allergies - environmental v
1555 22520 12/7/2015 Annual wellness visit [
1542 22537 11/24/2015 Influenza field values are
1530 22510 11/10/2015 Seborrheic dermatitis completely visible
1564 22512 1/5/2016 Annual wellness visit ]
1575 22512 1/13/2016 Broken leg !
1538 22500 11/17/2015 Migraine v
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Creating a Table in Datasheet View

(Cont.)

* Saving a Table

* Records you enter are immediately stored in the database
as soon as you enter them

 However, the table’s design—the field names and
characteristics of the fields themselves, plus any layout
changes to the datasheet—are not saved until you save
the table

* When you save a new table for the first time, you should
give it a name that best identifies the information it
contains

* Like a field name, a table name can contain up to 64
characters, including spaces

New Perspectives on Microsoft Access 2013
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Creating a Table in Datasheet View

(Cont.)

* Entering Additional Records

gure 1-15 Entering a new record

| HOME tab displayed ﬁ
HOME CREATE

Chatham : Database- E\Acc Tutoria\Chatham.acc

EXTERNALDATA  DATABASE TOOLS FIELDS  TABLE
k scendin: T Selection - tals 30 Repl
Y ending Selection . (Z Total: e Replace (Lo i
il Descending T Advanced - h: ¥ Speliing < GoTo~
View Filter Refresh - Find B I U A
T T - All - - ElMore~ Select +
option for entering e ok ™ ; Fin
a new record T
VisitiD - PatientiD - | VisitDate -~ Reason - Walkin - |Click to Add -
1527 22522 11/9/2015 Allergies - environmental ¥
1530 22510 11/10/2015 Seborrheic dermatitis [
1538 22500 11/17/2015 Migraine 7
1542 22537 11/24/2015 Influenza [+
1550 22549 12/1/2015 Influenza [+
1555 22520 12/7/2015 Annual wellness visit [
1564 22512 1/5/2016 Annual wellness visit [
~ ~ : :
: 1575 22513 1/13/2016 Broken le ]
new record will be ‘ = Wl & k
o [tk
entered in row ?
@
2

Datasheet with additional records entered

Chatham : Da

NTutonahChatham.accdb (Access 200

2013 file format) - Access - 8 X

| button for closing
| the Visit table

m CREATE EXTERNAL DATA DAT SE TOOLS FIELDS TABLE
v Y | Ascending Wy Selaction - 2 Totals ﬂ e Replace [ o
1 De Tl Advanced - — Hsave ¥ Spelling -+ GoTo~
& Filter R:ﬁl:lu:h ) . Find - B I U
» | 2 visit
VisitiD » " VisitDy - Reason Walkin = Click to Add -
1527 11/9/ 25 - environmental )
1530 11/10/2015 Seborrheic dermatitis
1538 11/17/2015 Migraine 7
1542 11/24/2015 Influenza +
1550 2015 Influenza &
1555 2015 Annual ess visit ]
1564 2016 Annual wellness visit
1575 1 2016 Broken leg 4
1548 11/30/2015 Hypertension }
1560 23514 12/15/2015 Influenza v
*|

two new records added
at the end of the table

ion Pane
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Creating a Table in Datasheet View

(Cont.)

* Opening a Table
« The tables in a database are listed in the Navigation Pane. You open a
table, or any Access object, by double-clicking the object name in the
Navigation Pane

Table with 10 records entered and displayed in primary key order

o~ B Al A recc @ = wisit
S - All Access Obje... @ «

Visit table object - ’ VisittD - | PatientiD - VisitDate -~ Reason -] Walkin - |ClicktoAdd -
in the Chatham r,..b.l.. - 15279 22522 11/9/2015 Allergies - environmental s
ables 2 N N

530 1 1/ 15 Seborrheic dermatitis
database S 1530 22510 11/10/2015 Se 0
L 1538 22500 11/17/2015 Migraine s
1542 22537 f24/2 Influenza o

- 1543 22519 11/30/2015 Hypertension
two records 1550 } 22549 12/1/2015 Influenza C
added now 1555 22520 12/7/2015 Annual wellness visit O
appear in primary L 1560 22514 12/15/2015 Influenza =
key arler 1564 22512 1/5/2016 Annual wellness visit 0
1575 J 22513 1/13/2016 Broken leg v
*

by the values in the

records listed in order
primary key field

Current Record W
box indicates

the table contains
10 records

l

ord: W Tof10 b MK Search

Datasheet View
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Closing a Table and Exiting Access

* Close a table by clicking its Close button on the object
tab, as you did earlier

* |f you want to close the Access program as well, you can
click the program’s Close button

 When you do, any open tables are closed, the active database is
closed, and you exit the Access Program

* |f you want to close a table without exiting Access, click the
FILE tab to display Backstage view, and then click Close

New Perspectives on Microsoft Access 2013 28



Creating a Database ...

The CREATE tab provides The Forms group contains options

options for creating various for creating a form, which is a The Reports group contains options for The Microsoft Access Help

database objects, including dafabase quen VR UER ) G, creating a report, which is a formatted button opens the Access

tables, forms, and reports. edit, and view records in a database. printout (or screen display) of the contents of Help window, where you

The options appear on the one or more tables (or queries) in a database. can find information about

tab grouped by object type. m | s Chatham : Database- E:\Access\Tytorial\Chatham.accdb ; ;\CCESS commallnds and

- 4 - ? — features as well as

— HOME | CREATE | EXTERNALDATA  DATABASETOOLS hatham.accdb (Access 2007 - 2013 file format) - Access : B X | [N —

The Query Wizard button A Sign in . —

opens a dialog box with [ == [— [—— Form Wiz
different types of wizards that \g_[ | == \L'_]\ m (NS D i

. Vizard ¢ Module You can enter words or
guide you through the steps ) — Navigation ~ 1 ¥ ; - phrases in the search box
to create a query. One of Application = Table Table SharePoint = Query Query = Form Form Blank - . Navigation ~ £ Class Module and the Access Help
these, the Simple Query Parts ~ Design  Lists~ Wizard Design Design Form Mare Forms . Report Report Blank Macro ) system will search online to
Wizard, allows you to select Templates Tables Queries Forms More Forms - Design Report (=] Visual Basig

find related topics.
records and fields quickly to  E—

display in the query results.

. Reports Macros& Code &0 A

The Form
Wizard guides
you through

The Form tool
quickly creates a
form containing
all the fields in the
table (or query)
on which you're
basing the form.

The Report tool
places all the fields
from a selected table
(or query) on a report,
making it the quickest
way to create a report.

You use the options in the
Tables group to create a
table in Datasheet view or in
Design view.

The Report Wizard
guides you through
the process of
creating a report.

the process of
creating a form.

The Queries group contains options for creating

a query, which is a question you ask about the - 0 x
data stored in a database. In response to a
. -
query, Access displays the specific records and Access Help
fields that answer your question. 5 & A" [ search online help P
v Popular searches
< The Popular searches
a section provides links Criteria Format Input mask
s to commonly searched - Query Filter Sum
= Access Help topics. Date Like Relationships
o
3 Get started more @
5
4

What's new in Access
Access keyboard shortcuts
Make the switch to Access 2013

Basics and beyond more@
Because the Access online Help Basic tasks for an Access 2013 desktop database
system is a dynamic environment Introduction to tables
and subject to change, your Help Introduction to queries
screen might look slightly different Create an Access form

from this one.
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Copying Records from Another Access
Database

« There are many ways to enter records in a table,
iIncluding copying and pasting records from a table into
the same database or into a different database

 The two tables must have the same structure—that is,
the tables must contain the same fields, with the same
design, in the same order

« Cindi has already created a table named Appointment
that contains additional records with visit data

« The Appointment table is contained in a database
named Cindi located in the Access1 Tutorial folder
iIncluded with your Data Files

- The Appointment table has the same table structure as
the Visit table you created

New Perspectives on Microsoft Access 2013
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Copying Records from Another Access
Database .,

Figure 1-18 Appointment table in the Cindi database

®d = TABLE TOOLS Cindi : Database- E\Access I\Tutorial\ Cindi.accdb (Access 2007 - 2013 file format) - Access ?T - 8 X
HOME = CREATE  DXTERNALDATA  DATABASETOOLS  FIELDS  TABLE same fields as in the Visit table ) Sign in
b/‘ ¥, cut Y scending Y7 Selection » h o lNew X Totals ﬂ Be Replace —
- B Copy il Descending o) Advanced - - o8 Save ¥ Spelling 2+ GoTo~
View Filter Refresh X peicte - =1 i Find B IU A- & === [g- |,
= All- Delete - = More bt Select
Views Clipboard 0 Sort & Filter Records Fina Teat Farmatting ) ~
All Access Obie... ® « | :rnppom!menl » - x
Tables —j—r VisitiD - PatientiD - VisitDate - Reason - Walkin - Click to Add - &
CT Appokdment m 22507 11/9/2015 Diabetes mellitis Type 2 - initial diagnosis [
1535 22546 11/12/2015 Transverse fracture of left ulna
1536 22526 11/17/2015 Gastroenteritis
1533 22504 11/18/2015 Annual wellness visit
click the datasheet |41 22526 11/24/2015 Gastroenteritis - follow up
SE'ECtOr to Se|eCt 1544 22560 11/25/2015 Influenza
= 1549 22501 11/30/2015 influenza
a" the records n 1552 22511 12/3/2015 Annual wellness visit
the table 1557 22526 12/10/2015 Annual wellness visit
1562 22516 12/22/2015 COPD management wisit
1563 22546 1/4/2016 Follow-up - cast removal
1567 22519 1/8/2016 Hypertension monitoring
1569 22558 1/11/2016 COPD management visit
1570 22561 1/11/2016 Nasopharyngitis
1572 22560 1/13/2016 Acute sinusitis
1573 22511 1/13/2016 Cardiac monitoring
1576 23514 1/14/2016 Hypertension monitoring
1530 22552 1/15/2016 Annual wellness visit
1583 22560 1/22/2016 Acute sinusitis follow-up
1585 22555 1/25/2016 Acute viral rhinopharyngitis
o 22523 1/25/2016 Nasopharyngitis
table contains a 22535 1/25/2016 Hypertension
total of 76 records 1590 22505 1/26/2016 Annual wellness visit
1591 22544 1/26/2016 Acute viral rhinopharyngitis
1594 22533 1/28/2016 Nasopharyngitis -
Record: M 10476 L Search
Datasheet View B
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Copying Records from Another Access
Database .,

Figure 1-19 Visit table after copying and pasting records

» | =1 wisit *
VisitiD - PatientiD - VisitDate - Reason - Walkin - Clickto Add - *
1527 23522 11/9/2015 Allergies - environmental el
1530 22510 11/10/2015 Seborrheic dermatitis ]
1538 22500 11/17/2015 Migraine <
1542 23537 11/24/2015 influenza i
1548 23519 11/30/2015 Hypertension ] . .
1550 22549 12/1/2015 Influenza 5 *"_{ or'gmal records “0}j
= 12/7/2015 Annual weliness visit ]
table now contains | 151572015 infiuenzs 5
86 records 1/5/2016 Annual wellness visit ]
1/13/2016 Broken leg <
2 1 22507 11/8/2015 Disbetes mellitisType 2-ii [
el STl 22546 11/12/2015 Transverse fracture of left| 5
2 1536 22526 11/17/2015 Gastroenteritis [
% 1533 22504 11/18/2015 Annual wellness visit ]
2 1541 22526 11/24/2015 Gastroenteritis - follow up L]
1544 22560 11/25/2015 Influenza I+
1549 22501 11/30/2015 Influenza I
1552 2511 12/3/2015 Annual wellness visit L] -4—[ pasted records (76) ]
1557 22526 12/10/2015 Annual wellness visit []
1562 22516 12/22/2015 COPD management visit O
1563 22546 1/4/2016 F0110w-up.- cast ren.hcwlal [ )
1567 22519 1/8/2016 Hypertension monitoring Ll
1569 22558 1/11/2016 COPD management visit i
1570 22561 1/11/2016 Nasopharyngitis I+
1572 22560 1/13/2016 Acute sinusitis M« J -
Recordidd 4,11 of 86 ko Search
Datasheet View B

[navigation buttonsj
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Navigating a Dataset

* Navigation buttons provide another way to move
vertically through the records
« The Current Record box appears between the two sets

of navigation buttons
« Displays the number of the current record as well as the total
number of records in the table

* The New (blank) record button works in the same way
as the New button on the HOME tab

Figure 1-20 Navigation buttons

Navigation Button Record Selected Navigation Button Record Selected

M First record ‘ H‘ Last record
: 4 Previous record ‘} New (blank) record

[»] Next record

© 2014 Cengage Learning
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reating a Simple Query ..,

Figure 1-22 Query results

only the three vis Y} vismuist
selected fields are Visitld - VisitDate - Reason .
displayed in the E 11/9/2015 Allergies - environmental
query datasheet 1528 11/9/2015 Diabetes .mellms T'_.rp.)ez - initial diagnosis
1530 11/10/2015 Seborrheic dermatitis
1535 11/12/2015 Transverse fracture of left ulna
1536 11/17/2015 Gastroenteritis
1538 11/17/2015 Migraine
1539 11/18/2015 Annual wellness visit
1541 11/24/2015 Gastroenteritis - follow up
1542 11/24/2015 Influenza
. 1544 11/25/2015 Influenza
£ 1548 11/30/2015 Hypertension
Tl 1549 11/30/2015 Influenza
2 1550 12/1/2015 Influenza
.E“ 1552 12/3/2015 Annual wellness visit
= 1555 12/7/2015 Annual wellness visit
1557 12/10/2015 Annual wellness visit
1560 12/15/2015 Influenza
1562 12/22/2015 COPD management visit
1563 1/4/2016 Follow-up - cast removal
1564 1/5/2016 Annual wellness visit
1567 1/8/2016 Hypertension monitoring
_all 86 rec?rds el 1569 1/11/2016 COPD management visit
included in the 1570 1/11/2016 Nasopharyngitis
results 1572 1/13/2016 Acute sinusitis
1573 1/13/2016 Cardiac monitoring
Record: M 1 of 86 L Search

Datasheet View
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Creating a Simple Form

* Forms display one record at a time
* Provide another view of the data that is stored in the table

* Allowing you to focus on the values for one record

* Access displays the field values for the first record in the table
* Each field appears on a separate line

* Asindicated in the status bar, the form is displayed in Layout
view
* In Layout view, you can make design changes to the form while it is

displaying data, so that you can see the effects of the changes you
make immediately
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Creating a Simple Form ..,

« Use a form to enter, edit, and view records in a database
« Although you can perform these same functions with tables and
gueries, forms can present data in many customized and useful

way's
Figure 1-23 Form created by the Form tool
= g p o ; M . ¥ T Chatham : [ _\.r ’_-I b4
-kform graphic identifies the object as a formj - — a
?I|1| A\"l‘ o ) 5 u =l V’ ] . -‘I ,x.-j:lq,..' .-...
- B} Dateand Time F " I_<°|r._::"
. o p ~cants
NERR & 'm-r--:—-:\ new tab for the form J

] Visit

p
depending on your
computer's settings,

11/9/2015 ( ‘—I > your field value
Allergies - srwironmantal boxes might be a
S different width

5 field values for the
£ * first record displayed

=
=

form displayed in
Layout view

record 1 of 86 totaq
records

1 1of86 |k H ¥ Search
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Creating a Simple Report

* A report is a formatted printout (or screen
display) of the contents of one or more tables or
gueries

* Reports show each field in a column, with the
fleld values for each record in a row, similar to a
table or query datasheet

« Reports offers a more visually appealing format
for the data, with the column headings in a
different color, borders around each field value, a
graphic of a report at the top left, and the current
day, date, and time at the top right
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Creating a Simple Report ...,

Report created by the Report tool

E? = - REPORT LAYOUT TOOLS Chatham : Database- E\Access1\Tutorial Chatham.accdb [Access 2007 - 2013 file for... ?T - 5 X
HOME CREATE EXTERMAL DATA DATABASE IO e Bl EORMAAT PAGE SETUP Sign in
= 0 S Totats - column headings current day, date, and ooy
report . . appear in a different | V' = time displayed (yours | .
. Group ifS Hide Details ol 3 a g Property
graphic | &% font color might differ) Sheet
Grouping & Totals aols -~
Thursday, June 9, 2016 T jl
1:44:38 PM
A
LA _'\
1663 22535 4/1/2016 || Severe abrasion of left patella = d h d |‘ h
In W
1665 23518 4/1/2016 || Conjunctivitis ] thas e eds sho
e page e es
1667 22506 4/1/2016 | Fifth Disease & p g g
. 1670 22509 4/4/2016 | Tinea pedis =)
=
£ 1672 22525 4/6/2016 | Wound care for patellar abrasion o
3
—; 1673 22549 4/6/2016 | Pertussis =]
o
3 1675 22507 . 4/7/2016 || Diabetes mellitis Type 2 - serum | | borders around
EIUCOSE Check
a L field values
1679 22557 4/8/2016 H-igert-:ﬂsrcm monitoring
1680 22536 4/8/2016 | Laceration of left eyelid -sutured @
1682 22518 4/8/2016 | Conjunctivitis follow-up ]
8 3 . 4/8/2016 | Fifth Disease follow-up o
report displayed in Layout view _ @
4/11/2016 | Idiopathic abdominal pain
1637 22534 4/12/2016 | Joint painfarthritis =]
1688 22519 4/12/2016 || Annual wellness wisit O =
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Creating a Simple Report ...,

Report after resizing the VisitID column

Ed - ; REPORT LAYOUT TOOLS Chatham :
m HOME  CREATE  EXTERMNALDATA  DATABASETOOLS  DESIGN ~ ARRANGE  FORMAT  PAGESETUP
field values and 1 B Colors - 2 3 Tetals - b A - =-E=r
okl . s BBl Ag = D El B v 3
borders are now View  Themes [3]Fonts~  GrOUP 75 Hide Details T ] = [=
within the area ort
iews Themes Grouping & Totals Controls

marked by the

dashed lines » |2 v [ v

Visit Thursday, June 5, 2016
; \ \ 1:55:24 PM
| columnis now | ‘- .
Iknarrower ]
E— 1663 22525 4{1/2016 || Severe abrasion of left patella @
1665 22518 4f1/2016 | Conjunctivitis
1667 | 22506 4/1/2016 | Fifth Disease @
Figure 1-26 Report page number selected
EH S : Chatham ;: Database- E:\Access T\ Tutorial\Chatham.acedb (Ace T - B X
HOME  CREATE X A DATABASETOOLS  DESIGN PAGE SETUP Sign in
. Hiogo |
wew | ab|| Aa [= & L EH v - prge LT
. N Mumbers T Date and Time
» |3 x
Hypertension monitoring = .
5[ Onyche ®
Annual wellness visit o
uT @ text to the right of
= this dashed line
o —~———— 3 "
would print on its
o own page
¥ & 22540 osis follow-up O
& 1653 ||22551 3/23/2016 || Elevated blood lipids-monitoring |0 i
H meds text is selected and
2 es9 || 22531 6| umi foll = can be moved to
3
z

22502 3/30/2016 || Annual wellness visit o the left

a6 shows total number of
records in the report

Pagelof1l
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Creating a Simple Report ...,

Figure 1-27 First page of the report in Print Preview

w o || 2] visit | Bl visit x
= wirsday j 3 )
Visit Thursday, June 9, 2016
2:13:47 PM
1663 22525 4/1/2016 || Severe abrasion of left patella
1665 22518 4f1/2016 || Conjunctivitis 7] SCI"O" bOx |—"‘
W 1667 22506 4/1/2016 || Fifth Disease
=4
=
u-: 1670 22509 4/4/2016 || Tinea pedis
-] - 0
" 1672 22525 4/6/2016 || Wound care for patellar abrasion
=
r;u 1673 23543 4/6/2016 | Pertussis
1675 22507 4/7/2016 || Diabetes mellitis Type 2 - serum O
glucose check
1679 72557 4/8/2016 | Hypertension monitaring O
1680 22536 4/8/2016 || Laceration of left eyelid -sutured 7] r"
— = Current Page box
682 22518 4/8/2016 | Conjunctivitis follow-up L\
683 22506 4f8/2016 || Fifth Disease follow-up O
585 22517 4{11/2016 || Idiopathic abdominal pain (%]
A
Fage i Pob P »
e fl & B ¥ -——+—+ u»

'L\page navigation buttons
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Creating a Simple Report ..,

* Printing a Report

* Print reports to distribute to others who need to view the report’'s
contents

« STEPS

« Open the report in any view, or select the report in the Navigation
Pane

+ Click the FILE tab to display Backstage view, click Print, and then
click Quick Print to print the report with the default print settings

— or

« Open the report in any view, or select the report in the Navigation
Pane

 Click the FILE tab, click Print, and then click Print (or, if the report
IS displayed in Print Preview, click the Print button in the Print
group on the PRINT PREVIEW tab). The Print dialog box opens,
INn which you can select the options you want for printing the report
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Viewing Objects in the Navigation Pane

« The Navigation Pane currently displays the default
category, All Access Objects, which lists all the database
objects in the pane

« Each object type (Tables, Queries, Forms, and Reports)
appears in its own group

Chatham database objects displayed in the Navigation Pane

[35 = Chatham : Database- E\Access1\TutorialChatham.accdb (Access 2007 - 2013 file f

m HOME CREATE EXTERMAL DATA DATABASE TOOLS

¥, Cut

-
specifies that all objects in
\%the database are displayed

e .
" apelling

o : :
displays a menu with optnonsJ

All Access Obje... @ for grouping objects in the
Secreh. L Navigation Pane

P Tables

| table icon j—h_di visit p _

e—— Queries enter text here to flnd

R p = objects in the database
I%vm—f query icon containing the search text
O 3 . h
L. sy )
h- oy

Reports 2

B v s :
t e | report icon
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Using Microsoft Access Help

Figure 1-29 Article displayed in the Access Help window

@ B —
\hsearch text entered | _ ”
vy
Access Help - l -
€ /_\ ¥ A | Navigation Pane L
Start H e I p by [SEIECtEd article is displayed ——»Manage database objects in the Navigation P ~
Pane drag the scroll

box to scroll

Microsoft e i RRU N TS
Access Help
button In the =
top right of
the Access

window, or
by pressing
the F1 key

sort, and search for database objects.

In this article
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Managing a Database

« Activities involved in database management include
compacting and repairing a database and backing up
and restoring a Database

« Compacting and Repairing a Database

* Rearranges the data and objects in a database to
decrease

ItS fl Ie S I Ze ’ th e re by Figure 1-30 Compacting: database 7

making more

storage space
available and
enhancing the

performance of the

database
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Managing a Database .,

- Backing Up and Restoring a Database

* The process of making a copy of the database file to protect
your database against loss or damage

* The Back Up Database command enables you to back up your
database file from within the Access program, while you are
working

« Steps:
« Click the FILE tab to display the Info screen in Backstage
view
« Click Save As in the navigation bar

« Click Back Up Database in the Advanced section of the
Save Database As pane

* Click the Save As hutton
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Excel or Access?

Ask the following questions

1. Do you need to store data in separate tables that are
related to each other?
Do you have a very large amount of data to store?
Will more than one person need to access the data at the
same time?

* |f you answer “yes” to any of these questions, an
Access database is most likely the appropriate
application to use
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