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Introduction

Microsoft Access is a relational database application that is composed of four main objects:

Tables: for storing data
Queries: for viewing data
Forms: for entering data
Reports: for printing data

When you launch Access, your database window shows the different objects available to you on the left, and
the items of the selected object type on the right:

In our sample below, the tables object is selected. There are three tables: contacts, contactType, and

participants.

i= sample : Database (Access 2000 file - O] x|
[ open b Design SNew ¥ 2o [

Ohjects Contacts
contactType
participants

Tahles

Queries
Forms
Reports
Pages

Macros

% 0 E R E

Modules

Groups
[#] Favorites

Figure 1: The Database Window.

Other objects not discussed here are Pages, Macros and Modules
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Tables

Designing a Table
Field Names
Data Types
Relationships

Tables are the heart of Microsoft Access because they contain the actual data. You should spend more time
planning your tables than you do actually creating them. This will save you time in the long run.

Each Access database can contain hundreds of tables. Each table contains multiple records (displayed as rows)
such as a people in an address book. Each record contains multiple fe/ds (displayed as columns) such as

phone numbers and street address.

Designing a Table

To design a table, make sure your tables object is selected in the database window and click New. Choose to
open the new table in Design View, as shown in Figure 2.

New Table 2] x]

Datashest Yisw

L"x Table Wizard
== Import Table

Link Table

Create a new kable in Design
WiIE,

K, I Cancel

Figure 2: Creating a new table in Design View

Why choose Design View? As shown in Figure 2, there are several ways to view Access objects, including
tables. You can create a table in Datasheet View, Design View, or with the Table Wizard. You can also
import or link to an existing table. We will not discuss these last two options.

As we will see, Design View allows you to design every detail of your new table. Datasheet View is much
better suited for viewing, entering and editing data. You could also use the Table Wizard to create a new
table, but doing so will not give you a good understanding of how tables work.
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g participants = 0] x|
| Description |ﬂ

Field Mame | DataTvpe
BN ID AutoMurmber
| [salutation Texk
| [FirstMarme Text
rniddleInitial Text
lastMarne Text
| [streetfddressi Texk
| [streetaddress2 Text
| |ciky Texk
stake Texk
R Text
| |{phone Text
| |birthDate Date|Tirme ;I
Field Properkies

General | Lookup I

Field Size Long Inkeger

Mew Yalues Increment

Forrnak

Zapkion

Indexed Yes (Mo Duplicates)

Figure 3: The Participants Table.

To enter fields in your table, fill in the Field Name and the Data Type for each field, as shown in Figure 3.
The Field Description is optional.

A Note about Field Names

Although Access does not require it, it is common practice for field names to contain no spaces and
begin with a lower case letter. It is important for your field names to be short, meaningful and easy
to read. Here are some examples of bad and good field names:

Bad Good

Participant First Name firstName

middle middlelnitial

field1 lastName
Data Types

Each field in an Access table is of a particular data type. This defines the type of data that can be stored in it.
The most common data types are:

AutoNumber: a number which is automatically incremented for each new record. This is ideal for #nique
identifiers, that is, a value that is unique for each record.

Text: can hold up to 255 text or numeric characters.

Number: can be any number.
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Date/Time: used specifically for fields that will contain time or date values.
Yes/No: ideal for data which answers a Yes/No question, such as "Did we receive payment?"
Currency: specially formatted for dollar and cents data.

Memo: for fields that will hold large amounts of text.

g participants =10 x|

Field Mame | Data Tvpe | Descripion |«

ELiE AutoMurnber I
| |salutation Text —
| |FirstMamne Text

rniddleInitial Texk

lastMame Text
| |streetAddressl Text
| |streetAddressz Text
| |city Texk

state Text
| lzip Text
| |phone Text
| |birthDate Dake Time ;I

Field Properkies

General | Lookup |

Field Size Long Integer

Mew Values Increment

Farrmak

Caption

Indexed Yes (Mo Duplicates)

Figure 3: The Participants Table.

The participants table contains basic contact information for participants in our sample study: salutation,
first name, middle initial, last name, street address 1, street address 2, city, state, zip, phone and birth date.
The ID field is defined as the Primary Key for this table (note the key symbol beside it). Primaty keys are
unique identifiers for each record in the table. We couldn't use lastName as the Primary Key because there
might be more than one person with the same last name. The Primary Key is always a field that contains a
unique value for each record.

In this example, we want to keep track of our contacts with our participants — when we contact them, how
we contact them, and whether or not that contact is a success. Our second table, called contacts, contains
data about these contacts.
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B contacts : Table

Field Mame
Primary Key——= s AutoMumber
A | |participantiD Mumber
Foreign Key fo | |contactDate Date/Time

Participant Tabde

| [contactType Text
| |contactSuccess ‘fes Mo

Field Properties

General I Lookup |

Field Size Long Integer

Mew Values Increment

Farmat

Caption

Indexed Yes (Mo Duplicates)

Figure 4: The Contacts Table in Design View

Figure 4 shows that the contacts table also contains a unique 1D field that is defined as the Primary Key. In
addition, it contains a second ID field, called the participantID. This is referred to as a Foreign Key, because
it relates to a specific record in another table (in this case, the participants table).

# participants : Table =10/ x|

salutation firsthame middlelnitial lastMame | streetAddress | i
1 lr. John A, Doe 123 Main Street
2 Mrs. Jane o Smith 2000 Central St
James B Jones 100 “ernier

b o1 of 3 <] | 0

1

contactDate contactType |c:nntan:t8un:n:ess
id 1 1 145 /2001 mail O
|| 2 1 3 /6 /2001 phane
|| 3 2 145 2001 mail
|| 4 K| 145 2001 mail |
B 5 3 3 /6 /2001 phone o
B B 3 £ /2 /2001 email O
|| 7 3 7 £1./2001 in person
¥| (AutoMumber) 1]

Record: HI 4 || 1/ IPI |HF| af 7

Figure 5: The Participants and Contacts Tables in Datasheet View
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As you can see from Figure 5, the values of participantID in the contacts table are not unique. Instead, each
value relates to a unique value of the ID field in the participants table. Records that contain a value of 1 in the
participantlD field in the contacts table relate to Mr. John A Doe in the participants table.

In this way, the participants table and the contacts table are related. Each person in the participants table is
contacted multiple times, and so has multiple records in the contacts table. In our sample database, Mr. John
Doe was contacted twice, Mrs. Jane Smith was contacted once, and Ms. James Jones was contacted 4 times.
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Relationships

Let's look at another view of how the patticipants and contacts tables are related. Click the Tools drop-down
menu and select Relationships, as shown in Figure 6. This will bring up the relationships window.

Office Links

Calirne Collaboration
Relaticnships...
Analgze

Databiase Uilities
Security

Replication
Startyp...

Macro

Tools on the Web...
Active¥ Controls...
Add-Ins
AutnCorrect Options...
Customize...

Figure 6: Viewing Relationships

- = Relationships =|0] x|
narticipants
D

salutation \

FirstMarne participantID
riddleInikial contactDate
lastMame contackType
streetAddress1 conbackSuccess
streetiddress2
city

skate

zip

phone
birthDate

<] | o[

Figure 7: The Relationships Window
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The black line between the two tables shows that there is a relationship between them. This relationship is
between the 1D field in the participants table and the participantID field in the contacts table. The infinity
symbol next to the contacts table shows that this relationship is one-to-many. In other words, each record in
the participants table corresponds to many records in the contacts table.

To create a relationship, click on the field in the main table that you want to use in the relationship, and drag
it to the related field in the second table. To edit a relationship, double-click on the line between the two
tables.

Edit Relationship

Table/Query: Related Table/Query: K

Iparticipants LI contacks j

1D ;l participankID =

Cancel

— Join Type..

Creake Mew., .

bl

—Iv Enforce Referential Integrity

[~ Cascade Update Related Fields
[” Cascade Delete Related Records

Relationship Tvpe: One-To-Mary:

Figure 8: The Edit Relationships Window

The Edit Relationships window (Figure 8) specifies which tables are related, and which fields they are related
by. At the bottom, "Relationship Type" reveals that this is a one-to-many relationship. Note that if you did
not have any data in your tables yet, Access would have no way to know the relationship type. In our sample
database, Access knows that there are multiple related records in the Contacts table for each record in the
Participants table.

Also note that the box labeled "Enforce Referential Integrity" is checked. This means is that thete cannot be
a record in the Contacts table without a related record in the Participants table. This makes sense, because
you cannot contact someone that does not exist.

Using multiple related tables helps keep table sizes small, and data more manageable. If we tried to do the
same thing with just one table, we would need distinct fields for each contact. For example, we might have
contactDatel, contactTypel, contactSuccess1, contactDate2, contactType2, contactSuccess2,

and so on.

Saving Object Designs and Saving Data

There are two levels of saving in Microsoft Access: saving the design of your object (like a table) and saving

changes to the data. The save icon in the tool bar () is used to save the design of whatever object you
happen to be working on in design view. It is not used to save changes to data.

Let's say you have the Participants table open and you are making changes to the first record. Once you start
making changes, a pencil icon appears on the left side of the window for that row, as shown in Figure 9:
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B participants : Table

D salutation firstMame
L | 1 hr Johin
- 2 Mrs. Jane
| 3 Ms. James
* (AutoMumber)

To save your changes, cither click on the pencil icon, or click in a different row.
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Queries

Select Queries

Our sample tables only have a few records, but most real tables have hundreds - even thousands of records.
Searching through large tables for particular information is not efficient. That is where select queries come in.
We use select queries to guery the database, or ask it to show us information based on particular criteria.

When you run a select query, it produces a subset of the records in the table(s) that your query is based on.
Those records still exist in the original table(s). Queries just give you a better way to view all of, or a subset of,
the records in your table(s).

Let's say for example that we want to know which participants we have contacted by mail. Back in our
database window, click on the query object, and then click New to create a new query.

i= sample : Database (Access 200 - 10| x|

==
TR (===
Ohjects |
Tables New Query 2 x|
| QLEries i .
= ple Query Wizar
Forms g/ Crosstab Query Wizard
S Find Duplicates Query Wizard
B FReports Find Unrnatched Query Wizard
Create a new query without using
E Pages a wizard,
=2 Macros
% Modules
Graups (a4 I Cancel
(%] Favorites

Figure 10: The New Query Dialogue Box.

When the New Query dialogue box appears, choose Design View. As with designing tables, it is best to use
Design View for designing queries.
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= Queryl : Select Query

Show Table
Tabes | Queries | Both | add
eontects | 2
conkact Type
participants
<] |
Fald: -
Table:
o
Shiowe! ]
Cribaria:
o

A _'Iﬂ

Figure 11: The Show Table Dialogue Box

Next you will be asked which tables you want your query to show data from. Highlight the table you want to
see data from and click "Add." You can add as many tables as you wish. Since we want to know about both
participants and contacts, we add the contacts table, then the participants table.

Fall 2005
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Next decide which fields from each table you want to include in your query. To include a field, double click
the field name. Let's include both first and last names from the participants table, and contactType from the
contacts table.

/ =10 x|
£
contacts i
. -
m ~ m
|participantID 2/- salutation
contactDake FirstMame
cortactType middleIniial
contactSuccess lastilame
strestiddress]
streetAddress2
ity
sbate
zip
phone
birthDate
b
4! I L3
L 3|
Figld: |lasthame firsthlame contack Type =l
Table: |participants participanks conkacks
Sort: Ascending
Show: vl
Criteria: “mail”
ar:
-
| | *

Figure 12: The Query Window with fields filled in

Each field contains a place where criteria can be specified for that field. For example, if we only wanted to see
participants whose last name is "Smith," we would type "Smith" into the criteria line for the field lastName.
In this case, we only want to see participants whom we have contacted by mail, so we type "mail" into the
criteria line for the ContactType field, as shown in Figure 12.

You can also sort the records that your query produces by the fields in your query — ascending or descending.
To sort the records by last name, choose "Ascending Sort" for that field in the sort line, as shown in Figure
12.

You can use wildcard characters in your searches, too. For example, if you wanted to see all participants who
have been contacted by mail and whose name started with the letter S, you would put "mail" in the critetia
line for the ContactType field, and "S*" in the criteria line for last name. The asterisk character stands for
"any character or chatracters." When you click out of the criteria line, you will see that Access changes this to
Like "S*".
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gzl Queryl : Seleck Query

=101 %]

portciponts | IR [ o<+ LR 3
* *
D 1 D
L= = ]
salukation = participantID
FirstMame contactDate
middleInitial contackType
laskMare contactSuccess
streetAddress]
streetAddressz
city
shate
Zip
phone
birthCrate -
< | :
Field: |lastMame FirstMarne conkactType
Table: |participants participants e —
Sork:
Show:
Criteriat | Like "o+ | e
ar;

14 | 3

Figure 13: Using Wildcard Characters and the And Operator in Searches

Criteria set for different fields on the same line indicates the word and. For example, in Figure 13, both Like
"S*" and "Mail" are on the same line. That means "show me all the participants whose last name starts with
the letter S and have been contacted by mail.
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=l Queryl : Select Query =101 x|

F
contact SN =
*—' *
D - 0o D
=alUkation = parkicipantID
FirsbMame contactDate
middlenitial contactType
lasthame contactSuccess
streetAddress]
streetAddressz
city
shate
Zip
phone
birthCrate _ILI
4 | D
Field: |laskMame FirskMarme conkackType
Table: |participants participants conkacts
Sork:
Show:
Criteria: |Like "5*"
or: "Mail"

14 | 3

Figure 14: Using Wildcard Characters and the Or Operator in Searches

In Figure 14, Like "S*" is on the first criteria line, and "Mail" is on the second criteria line. This indicates the
word or. This says "show me all the participants whose last name starts with the letter S o7 have been
contacted by mail.

Click the red exclamation ! point in your toolbar to launch the query. Here are the results:

i Queryl : Select Query 0] x|

lasthMame firstilame contactType
b |BLE John UET
Jnnes James rmail

. =mith Jane rmail

Recard: HI 4 II 1 » IH IHEI af 3

Figure 15: Query Results

Fall 2005 Introduction to Access Page 15




PHLI Instruction (734) 936-1391 sph.training@uniich.edn http:/ | www.sph.unsich.edu/ phlif library/ workshops.bhiml

The query results show only participants that were contacted by mail. When you run a query, you are looking
at it in Datasheet View.

You can edit the data in your tables using queries in Datasheet View. If you edit any of the data displayed
in a query, you are actually changing the data in the table(s) that your query is based on. You can also

enter new records by clicking the |ﬁ| button. Any new records you enter will also be stored in your table.

If you want to edit your query, say, add more fields and criteria, you must switch from Datasheet View to

Design View. To go back into Design Mode, click the design icon B in your toolbar. If you think you might
want to use this query again, remember to save it before closing it.

Other Types of Queries

As discussed above, you can use select queries to select records from your tables based on criteria. Other
types of queries are:

e Append Queries — used to append records from one table to another based on criteria

e Delete Queries — used to delete records from a table based on critetia

e Make Table Queries — used to create a new table containing records from another table (or tables).
e Update Queries — used to update records based on criteria

When working on a query in Design View, you can change the query type from the Query drop-down menu.
While select queries don't change the data in your tables, these other types of queties do. This makes them
much more powerful and much more dangerous at the same time. Before you run an Append, Delete or

Update query, take the following steps:

1. Make a copy of your entire Access database for back-up.
2. Make a copy of the table that you will be manipulating inside Access

Run your query as a select query to make sure that you are selecting the records that you want to append,
update or delete.
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Forms

Just as tables are an inefficient means of viewing data, they are also an inefficient means of entering new data.
Creating forms to handle data entry in Access is simple, thanks to built-in wizards.

As with queries, any data editing or entry that you do using forms affects the data in the tables they are based
on.

Click on the Forms object in your database window, and choose New.

ew Form 2 x|
+ .+++\ |Desiin WiEt

AutoFarm: Columnar
T AutaFarm; Tabular

This wizard aubomatical AutoForm; Datasheet
15 Wizard aLtomaticaly AutoForm: PivotTable
creates wour form, based on AukoFarm: PivobChart

the fields yvou select, “hart Wizard
PivokTable Wizard

Choose the table or query where
the object's data comes From:

=]
K, I Cancel |

Figure 16: The New Form Dialogue Box

As shown in Figure 16, choose Form Wizard, and then choose the table or query that you want to base your
form on from the drop-down list. I have chosen the participants table as my form source.
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Form Wizard

Cancel | < Bach et = Einish

Figure 17: The Form Wizard: Selecting Fields

The Form Wizard will appeat. The first step is to select which fields you want to include in your form. Select

single fields by highlighting the field you want in the "Available Fields" list, and then click the L] button
to move it to the "Selected Fields" list. You can select all the fields from your table by clicking the il

button. When Eou are finished, click the Next button.

wihiat layout would you bke fior your form?

Cancel cmmﬂrﬂl

Figure 18: The Form Wizard: Selecting Layout

Next, select a layout for your form and click the Next button. A preview of the form type is displayed in the
left part of the window. In this example, we will choose Columnar, as shown in Figure 18.
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Form Wizard

What tyle would vou kke?

Eduepring
[Expedition
Industrial
Intematicnal
Ricepaper
‘SandStons

Sone
Surni Painting

Cancel < Back ek > Einish:

Figure 19: The Form Wizard: Selecting Style

Next, select a style for your form and click the Next button. In this example, we will choose Standard style, as
shown in Figure 19.

Form Wizard

What bitke do you weank For your form?
|enter participants

That's all the: information the wizard nesds bo create your
Farmi.

Do you want ko open the form or modify the form's design?

 pen the form to view or enter information,
© sy betomsdsgn ]

™ Display Hedp on working with the Fosm?

Cancel < Back Mt = | Finishy I

Figure 20: Form Wizard: Naming Your Form

Next, type in a name for your form, choose whether to open the form to view or enter data, or modify the
form's design, and click Finish. Opening the form to view or enter information allows you to look at the
tinished product, while modifying the form design allows you to tweak the form further. In this example, we
will name our form "enter participants" and choose to modify the form's design.
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& enter participants : Form

Figure 21: A Form in Design Mode

N R R
| | # Form Header
[ Caber] [Data-entry Box] ;
| ssfstia [schtaton
s ot
| e R
|| e
[ |[Bresaddtest ] sveebddresst
|||z faveethddiess2.
. || ety
|| et
=

- A
?; ie;gaaa.;.; [bithDate

Here is the form we have created in Design Mode. Each of our fields has a label and a data-entry text box. All

form objects are customizable, and can be controlled by clicking the properties button on the toolbar.

i Text Box: salutation

|sahutation =
Format | Data | Evert | Other A&l |
COMErl SOUNCE o« v vvass salykation
Format .

Decenal PIaces « o o ovvias Augto

Tnput Magk .

Defaukvalue . .. ... 0.

IME Hild . . ]

IMEMode . ..o oo v aenis Mo Control
IME Senkence Mode . Mone
YaldationRule . . ... 0a s

Waldation Text .. ... . ...
Stabws Bar Text . . . .

Eniter key Behavior . .. .. .. Default

Allove ButoCorredt . e Yes

el e Yes
DisplayWhen . .......... Blwanes
Yertical . . e s ]
Enablad............... Yes

x|}

]

o

Figure 22: Some of the properties of the Salutation text box

Headers and footers can also be customized. Form areas can be resized by clicking and dragging their

boundaties.
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To make it more useful, let's add a subform to our form that contains contact data for each participant. First,
make the form area larger by clicking on the edge of the dotted-gray area and dragging it to the right. Then
click the subform button on the toolbar (as shown in Figure 22) and click in an empty area of your form. The
subform dialogue box will appear.

Arabl[" 2 @ F BBEE o JEE AE]N o%,
V)

||:|'r
-

Subfor m,/Subreport
Figure 23: The Forms Toolbar

The Subform Wizard will guide you through the creation of your subform. Choose Use existing Tables and
Queries, and then click the Next button.

You can use an existing form to areste your subform or subreport, or
create your own using tables andfor queries,

What data would you ke o wse For your subform o subreport?

05 ) s &y edsting Form

Cancel < padk | Bk > I s

Figure 24: The Subform Wizard
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SubForm Wizard
Which Fields would you ke to inchede on the subfionm or subreport?

You can choose fields from more than one table andfor guery.
TablesfCueries
[Table: contacts =1

Available Fields: Salected Fields:
™ = contact Type
E contactSuccess
=<
=<<|

Concel | <mack [ mwea> | mnin

Figure 25: The Subform Wizard: Selecting a Table/Query and Fields

Choose the table or query that you want to base your subform on, then choose which fields from that table
ot query you want and click the Next button.

Next, you need to tell Access how the data source of your main form is linked to the data source of your
subform. Because we have established a relationship between the participants and contacts tables, Access
already suspects that we want to use the 1D field to link these tables. Click the Next button.

SubForm Wizard

‘Would you ke bo define which Fields link your main Form bo this
subform yourself, or choose from the Bt below?

(% Choose From & kst  Defire v own.

Shiws conkbacks for each record in participants wsing 1D

Cancel <M|m>|&mh

Figure 26: The Subform Wizard: Define Linking Fields

In the next screen, give your subform a name and click Finish.
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& enter participants : Form - O] x|
IE“""""'"""2"""'3"'""4"""'5"""'5:

# Form Header

# Form Header

: Ellstreetﬁ.ddress'l I

i ||streeb’-‘«ddress2

- |pontactType

J # Form Fooker - |

J | [

Figure 27: The enter participants Form with Subform in Design View

You can move your subform around and resize it by clicking and dragging. When you are satisfied, click the

View button on your toolbar
finished form looks.

to see the form in Form View. Going to Form View shows you how a
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& enter participants

4 zalutation Iaﬂ
firstM amne: I.J ahr cottacts subfarm

contactDat| cantactType |contactSuccese
icld|elnitial I.t‘-\ -
MICEEnS [ »] 15 2001 mail O
laztM ame IDDB 3 /6 /2001 phane
strestiddress |123 Main Shreat it

sheetbddiess? |

city |D etroit
shate IW
zip |482US-

phone |[31 3] 5R5-1;
birthD ate I 1142 1961 Record: HI 4 ” 1k I [dl IHl%I of 2

Recard: I1| 4 || 1k |PI INEI of 3

Figure 28: Contacts Form in Form View

Figure 28 shows our new form in form view. As you can see, not only does it display data for each
participant, but data on each contact for each participant, all in one place. The record navigation buttons at
the bottom of the form and the form and subform can be used to move from record to record.

Click on the new record button M to enter a new record. All data entered via these forms is stored in your
Access tables.
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Reports

Access reports are used for printing data summaries, charts and labels. Like forms, they can be time
consuming to create by hand. Access offers Auto Report Wizards to help in the report creation process.

We will create two reports based on our sample database: a report of participants, and participant mailing
labels.

Summary Report

Like forms, reports can be based on tables or queries. You could base a report on a table, but then you would
get all the data in your table in the report. It is much more likely that you would want to create a report for a
specific purpose, and base it on a query created specifically for that purpose. In our current example, we
might want to create a report of participants that includes all contact information.

To accomplish this goal, we will create a new query that includes all of the fields from the tables that contain
data that we want included in our report. After that, we will create our report.
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The query in Figure 29 uses all fields from both the participants and contacts tables. You can choose all fields
from a table by double-clicking the asterisk in each table. I have named it "participants and contacts." Save
and close it.

&' participants and contacts : Select Que -|0| x|

Fiokd: [BEERRR] - [portcpans - -
Table: | contacts particpants

Sort:

Show: ] I ] Ll
Criberia:

o

1 LIﬂ

[
Figure 29: Query Using Fields from Two Tables

Now it is time to create the report. Back in your database window, click on the Reports object, and click
New. From the list on the right, select AutoReport: Columnar, and the table or query that you want to base
our report on.

i® sample : Database (Access 2000 - O] x|
[Spreview B2 Design K| e e [EE
SOl New Report I
@ Lkl Drasign Vs
o || [T EEE
s AuboRepart: Colurnnar
Forms = futoReport: Tabular
| This ically Chart Wizard
B Reports creates a columnar report, e
%) Pages
2 Macros
e | ot oyt e 5]
oK | Cancel I

Figure 30: The AutoReport Wizard
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Click the OK button, and your report will be created and shown in Preview Mode.

contactsh
participantiD
contactDate

contactType

salutation
firsthame
middielnitial

lastiame

Gity
state

m
phone
hirthDate

contactiuccess

participants.D

streetaddressi
streetAddress?

i

Puhn

]

|D 0e

123 Main Street

|Detrnit

!

|482IIIEI-

(313) 555-11
1142 1961

Figure 31: A report in Preview Mode

Preview Mode is for seeing how a report will look

printed. You can also view your report in Design

Mode, where you can change the properties of every object on your report.

This was an extremely simple example of creating a report using the AutoReport feature. Access reports can
get much, much more complicated than this.
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Creating Mailing Labels using Access Reports

Create mailing labels in Microsoft Access is very easy. Let's say that we want to create mailing labels for
everyone in our participants table who has had a successful mail contact in the past.

Before we begin creating the report, we need to create a new query that selects only people who have had a
successful mail contact from the participants table. I include the contactType and contactSuccess fields from
the contacts table, and the name and address fields from the participants table. For contactType I type in
"Mail" for the criteria, and for contactSuccess I type in "Yes" for the criteria.

I uncheck the "Show" boxes for contactType and contactSuccess, although these serve to gather the relevant
data, they do not need to appear in the report.

Note: If you want to create mailing labels for every person in your table, you do not
need to create a query. You can base the labels report on your table instead.

&® Successful Mail Contacts : Select Query

streetAddres: -

j
OOy,

parkicipantID
contactDake
conkackType
contactsucce ™

Field: |contactTvpe contackSuccess salukation FirstMame
Table: |conkacks conkacks patticipants patticipants
Sork:
Show: O ]
Criteriat | "Mail" Ves
ar:

Figure 32: Successful Mail Contacts Query

Be sure to save and close your query. I have named this query "Success Mail Contacts."
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Back in your database window, choose the reports object, and New. In the new report dialogue box, choose
the Label Wizard, and the table or query that you wish to base your report on.

Here, if you wanted to create mailing labels for everyone in your participants table, you would choose the

Participants table as the source for the report. But since we only want to create mailing labels for participants
who have had a successful mail contact in the past, we will select our new query, Successful Mail Contacts.

New Report 2 x|

.t Design Yiew
\ Report Wizard
| AutoReport: Columnar
AutoReport: Tabular
Chart Wizard

This wizard creates a repork Label ‘Wizard
farrmatked Far printing on —
labels,

Choose the table ar query where
the object's data comes From:

Figure 33: New Report - The Label Wizard
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Next, choose the type of label you want to use by Product Number. Access provides a large assortment of
predefined mailing labels. You can also create your own custom labels. Look at your labels to see if they are
sheet-feed or continuous, what brand they are, and what number they are. I have chosen sheet-feed, Avery

5160 labels.

This wizard crestes standard labels or custom labels,

e Whak label size would vou like?
Product number: CHMENSIons:

g

:

AN

Avery LISA 5160 1"x 2 5fg"

3 Awery LSA 5161 T 2
El:] fivery USA 5162 1103 x4 2 ~
§ : Bwery USA 5163 Fxa" 2
= | Avery UISA 5164 ERTEb Ty 2 =
o
s | —Unit of Measure Label Type
& English ' Metric ’75“ Sheet feed T Continuous
Filter by manufachurer: Jvery [

I Show custon Iebel sizes

caneel |

= BBtk | et = I Eifiisty I

Figure 34: The Label Wizard - Choosing Labels

Next, choose the font name, size, weight and color of the font that will appear on your labels. The larger the

font size you choose, the less text will fit on each label. I typically choose Arial size 10, normal weight.

Whak Font and color would you ke your bext to be?

+ Text appearance
Font name: Font size:
Jarial =1 | i |
Forit weight : Text color:
[roemal =] I -
™ Italic ™ Underlrne
Cance | < Back |_n_p:t> I Eirtisty

Figure 35: The Label Wizard - Choosing Font
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Next, insert your data fields onto the prototype label one at a time. The prototype label reflects how your
tinished label will look. Highlight a datafield on Available Fields list on the left and move it to the Prototype
Label on the right. You can use your keyboard to insert spaces and characters between fields, and hit the
Return or Enter key to go to a new line.

Label Wizard

7 What would wau like on wour mailing label?
* Construck wour [abel on the right by choosing Fields from the left, You may also
- kype text that wou would like to see on every label right onko the prototvpe.
Bevailable figlds: Prakakype |label:
streetfddress] ;I {salutation} {firstMame} {lasthame}
sFtreet.ﬁ.ddressz {streetAddress1t
city
chate = I {streetAddresszt
{cityk, {skatel {zip}

Zancel < Back I Mext = I Einish

Figure 36: The Label Wizard - Adding Fields To Your Labels

Next, choose how you want your labels to be sorted.

You can sort your labels by one or more fields in your database. Yiou might

IR 3 weanit bo sort by more than one field (such as last name, then first name), or by
x| 3 just ane Field (such a postal code).
i =
| z -
Eg E Which Fislds would you ike o sort ba?
E;- 3 -E Sort by
: '
§ o d =
S— lastiame

<

Rl [

Cance | < Back |_l:_is:-:t:- I Finish |

Figure 37: The Label Wizard - Sorting Labels

Once you have finished designing your labels, give your report a name and click Finish.
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‘what narme would you ke for your report?
[Labels Successhul Mail Conkacks]
That's all the: information the wizard needs bo oreate your labels|

‘Whiak do you wank to do?
(% See the labels as they will look prinked.
" Modify the label design,

[ Display Help on working with labels,

cancd | <pack | e | [ Ensh ]

Figure 38: The Label Wizard - Naming Your Report

Figure 39 shows our finished labels. Because we only have one person in our participants table that has had a
successful mail contact, only one label appears on the page. A real label page based on a large table would be
filled with names and address in rows and columns.

Mrs. Jane 5. Smith
2000 Central Street
Detroit, K 48209

Figure 39: The Labels Successful Mail Contacts Report
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Importing Data from Microsoft Excel

Let's say that you have an Excel spreadsheet that you would like to import into Access as a table. Doing so is
simple. Make sure that your Table object is selected in the database window, click the File drop-down menu,
and choose "Get External Data." You will see two choices:

1. Import — for importing data from another application like Excel
2. Link Tables — for creating a link to a table in another Access database. This is very useful because
when the data in the linked table is updated, the updates show up in your database.
Choose Import to import an Excel spreadsheet.

T —— 2 x|
IlD My Docurments j - o B * Toals =

Look i
)My eBooks i
ﬁ’ h‘:jMy Music ui'lwwwS
Histary 12y Pictures 3] z004bills. %LS
|C ) Passwords Plus @HWC Lunches 2004-2005,5L5
) pattyvb.net @Beneﬁts as a Percentage of Salary, xls
@ \C)personal @Fur Mancys Faculky Meeting Presentation, xls
My Documents \C)Plug-ins @inFD.XLS
ICIREACH @mi-inﬁ: webtrends, xls
F L1545 Configuration Information @rusterl LS
Bﬂ ui'lsite usage @ruster.XLS
Deskiop ) sites isample. xls
) test @states.xls
| Cyumich @Stream Capacity Chart,xls
i] i @track.xls
Favorites lii'IVF'
Kl [+]

.'i.'.lJ

%= File mame: I

Imnpork
My Mebwark.

= [ oot |
Places Files of bype: IMiu:ru:usu:uFt Excel (*.xls) j Cancel |
&)

Figure 40: The Import Dialogue Window

Change the Files of Type to Micfrosoft Excel (*.xIs) and navigate to the Excel file that you would like to
import. Once you have it selected, click the Import button.
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ES Import Spreadsheet Wizard

Microsoft Access can use wour column headings as Field names For your table. Does the Firsk

rov specified conkain column headings?

[+ {First Row Contains Column Headings

X

State Total Population |White ALlone |Elack or
1[. Tnited States 85,365,698 Ea2, 646,166 36,?45,97ﬂ
2l-Illinois 12,600,620 10,025,164 |[1,920,014
3. Indiana &5,159, 0638 5,481,336 E=25,151
4|.Michigan 10,050,446 B,196,618 1,442, 625
5|- Minnesota 5,019,720 4,539,575 190,029
al. Chio 11,421,267 2,769,002 1,331,31IIIJ
— -
kI 2
Cancel = Back I Mext = I Einish |

Figure 41: The Import Spreadsheet Wizard

In the first screen of the Import Spreadsheet Wizard, check the box labeled "First Row Contains Column

Headings" if that is indeed the case. Access will use these values as field names for each column.

B Import Spreadsheet Wizard

You can skore wour data in a new table or in an existing table.

Where would vou like bo store wour data?

o In a Mew Table

™ In an Existing Table:

IT

[l I B R W'

N T R T B s |

State Total Population |White Alone |Elack or

1[. Tnited States ES5,3605,60958 Eo2, 046,166 SE,TQE,BTﬂ
E.Illinuis 12,600,620 10,025,164 |[1,920,014
E.Indiana 6,159,065 5,451,336 525,151
E.Hichigan 10,050,446 B.196,615 1,442,625
E.Hinnesnta 5,019,720 i,539,575 190,029
E.Ohia 11,421,267 0,769,002 1,331,310

B I B R

W

i

x|

< Back I Mexk = I Einish |

Zancel
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Figure 42: The Import Spreadsheet Wizard

Next, say whether you want to import the data in the spreadsheet into a new table, or a table that already

exists.

B Import Sp

Yau can specify information about each of the figlds wou are imparking,  Select Figlds in the
area below, You can then modify field information in the ‘Field Options' area.

x|

~Field Sptions

Field Mane: IStEItE

Indexed: |N-:u

Data Type: ITEX'I
;l [T Do not import Field {Skip’

E|

State

Total Population

Thite Alone

Elack or

- S5, 560, 695
.Illinois
.Indiana
Michig
L019,720
11,421,267

HMinnesota

.Dhio

e3z2, 646,166
10,025, 164
5,451,336
5,196, 618
4,539, 575
5,769,002

E T e T |

56, 745,97
1,920,014
525,151
1,442,625
190,029
1,331,310

boo oo 5

Cancel

< Back. I Mext = I

Einish |

Figure 43: The Import Spreadsheet Wizard

In the next screen you can change field names and choose not to import certain fields.
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B Import Spreadsheet Wizard El
Microsoft Access recommends that you define a primary kew For
L= wolr new Eable, A primary key is used to uniquely identify each
PR record in ywour table, Ik allows wou bo retrieve data more quickly.
PR
F ounnounn unn A
. [——— {~ Let Access add primary ke,
il 55 sk kx " Choose my own primary key, ;l
& Mo primaty ke, :
State Total Population |White ALlone |Elack or
1. United States 88,368, 698 b5z, 646, 166 [36, 745,97 i’
z|.I1linois 1z, 600, 620 10,025,164 [1,920,014
5. Indiana 5,159,065 S, 451,336 525,151
4|.Michigan 10,050, 446 5,196,618  [1,44Z2, 625
5| Minnesota 5,019,720 4,539,575  [190,029
&l Ohio 11,421,267 5,769,002 [1,331,510 r
—1 w
A i
Cancel < Back I Mext = I Einish |

Figure 44: The Import Spreadsheet Wizard

In the next screen, Access wants to know whether it whether or not this table will have a Primary Key. You
can either allow Access to create a Primary Key field (using an AutoNumber datatype field called 1D), choose
an existing field to be Primary Key, or have no Primary Key in this table. In this case it doesn't make sense to
have a Primary Key field, so we will choose the latter.
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£ Import Spreadsheet Wizard x|

That's all the inFarmation the wizard needs ko impart your data,

Import bo Table:

excample-table-export

™ 1would like a wizard ta analyze my kable after importing the
data,

r Display Help after the wizard is finished.

Cancel < Back Mext = | Einish I

Figure 45: The Import Spreadsheet Wizard

In the final screen of the Import Spreadsheet Wizard, you can give your newly imported table a name.

When Access finishes importing the data, it will let you know:

Import Spreadshest Wizard x|

- ] Finished importing Filb 'C:\Documents and Settings\pattybiMy Documantsizample. s’ to bable "exarmple-tabla-export’.

o |

Figure 46: The Import Spreadsheet Wizard

You can import data from other file formats as well, including Access, Dbase, Exchange, Lotus, Outlook,
Paradox and HTML documents.
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Exporting Data to Microsoft Excel

Exporting Access tables and queries to Excel and other applications is just as easy as importing it. In the
database window, choose the table or query that you want to export, click the File drop-down menu and
choose Export. Like with importing, choose the type of file you want to create, navigate to the location where

you would like to export to, and click Export:

Save in: IE} My Docurments j - o B + Tools =
) accessibility [Ty eBooks i
ﬁ, | hAddress Books aMy Music It
Histary Adobe ﬂMy Pictures #
AT [ChPasswords Plus #
cgi-hin [Chpattyvb.net #
@ crech IChpersonal #
My Docurnents CrL [=)Plug-ins #
) downloads ICREACH 3
F hdreamweayer |C)545 Configuration Information #
Bﬂ fonts |Chsite usage #
Deskiop History IC)sites #
htdocs Ihtest #
hitrnl ICumich #

* ) )
—, i Mailboces ICuni #
Favorites 7| My Daka Sources Chvp
=] I | | _’I
:I;_T-— File mame: Iparticipants «| [ Save formatted
My Metwork, ™ Aukostart
Places Save as Lypet H e ) j Cancel |
&)

Figure 47: The Export Table Wizard

Your data will be exported in a single step. Figure 46 shows the Participants table as an Excel spreadsheet:

EA Microsoft Excel - participants.ds ‘IEIEI

] e Edk VYiew [nsert Fomat Took [sta  Window DocumentsToGo  Help - _ 8 %

DY SEY 2 REB- <- @& -4l 0 7inssmssed =10 F| B (E¥ | H- ¥

Al - & 0

A B¢ o | E E | & | H ] |

1 D salutation firstMame middlelniti lastName streetiddr sireetdddr city ate zip 'phcme bithDate —
2| 1 r Jahn A Doe 123 Main Street Detroit 1 "aa209 J13566121 11/2/1961
i' 2 hirs. Jane = Smith 2000 Cantral Street  Dietroit kil 45209 "13666121 6/5/1945

4| 3|Ms James B Jones 100 Vemier Detroit I Ms209 13755121 472311972
|4 4 ¥ w]\participants Ell | ¥

Resdy (L] -

Figure 48: The Participants table as an Excel spreadsheet.

As with importing, you can export Access tables and queries to other file formats as well.
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Resources for Learning and Troubleshooting Access

Use the following resources to find help with Microsoft Access:

Access' Help System: Click the Help drop-down menu or press the F1 key to get help while working in
Access. In Access 2000, the Help System includes a Table of Contents, an Answer Wizard, and an Index.

The Manual that came with your software.

The Microsoft Access 2002 Support Center at http://support.microsoft.com/default.aspx?scid=fh;EN-
US;acc2002

The Microsoft Knowledge Base at http://support.microsoft.com/
The Microsoft Community Newsgroups at http://support.microsoft.com/newsgroups/default.aspx Click the
plus sign next to "Desktop Applications" in the left-hand navigation and choose whichever Access topic

seems relevant. Post a question and check back to see if it gets answered.

There are also many books available in your local bookstores on Microsoft Access. I do not have a current
one to recommend.

Fall 2005 Introduction to Access Page 39




	 Introduction 
	 Tables 
	Designing a Table 
	Data Types 
	 Relationships 
	Saving Object Designs and Saving Data 
	 Queries 
	Select Queries 
	Other Types of Queries 

	 Forms 
	 Reports 
	Summary Report 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 Creating Mailing Labels using Access Reports 

	 Importing Data from Microsoft Excel 
	 Exporting Data to Microsoft Excel 
	 Resources for Learning and Troubleshooting Access 


