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Objectives

You will have mastered the material in this chapter when you can:

* Add, change, and delete records * Specify validation rules, default

« Search for records values, and formats
« Filter records * Create and use single-valued and
multivalued Lookup fields

* Update a table design * Specify referential integrity

* Format a datasheet « Use a subdatasheet

* Use action queries to update records « Sort records
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Introduction

Once a database has been created and loaded with data, it must be maintained. Maintaining
the database means modifying the data to keep it up-to-date, such as adding new records,
changing the data for existing records, and deleting records. Updating can include mass
updates or mass deletions; that is, updates to, or deletions of, many records at the same time.

Maintenance of a database can also involve the need to restructure the database
periodically; that is, to change the database structure. Restructuring can include adding
new fields — including both Lookup and multivalued fields — to a table, changing the
characteristics of existing fields, and removing existing fields. It also includes the creation of
validation rules and referential integrity. Validation rules ensure validity of the data in the
database, while referential integrity ensures the validity of the relationships.

Maintaining a database also can include filtering records, a process that ensures that
only the records that satisfy some criterion appear when viewing and updating the data in
a table. Changing the appearance of a datasheet is a maintenance activity. Finally, backing
up the database as well as compacting and repairing a database are database maintenance
tasks as well.

Project — Maintaining a Database

JSP Recruiters faces the task of keeping its database up-to-date. As the agency takes on new
clients and recruiters, it will need to add new records, make changes to existing records, and
delete records. JSP managers have found they must change the structure of the database to
categorize the clients by type. They will do this by adding a Client Type field to the Client
table. They also want to track the specialties that are of interest to clients. They will do so
by adding a Specialties Needed field to the Client table. Because clients may need more than
one specialty, this field will be a multivalued field. Along with these changes, JSP staff want
to change the appearance of a datasheet when displaying data.

JSP would like the ability to make mass updates, that is, to update or delete
many records in a single operation. They want rules that make sure users can enter
only valid data into the database, and they want to ensure that it is not possible for the
database to contain a client who is not associated with a specific recruiter. Finally, they
want to improve the efficiency of certain types of processing, specifically sorting and
retrieving data.
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Figure 3-1 summarizes some of the various types of activities involved in maintaining
the JSP Recruiters database.

Specify default values

‘ Change the appearance
Add, change, and Search for records of a datasheet
delete records

Create single-
valued and multivalued
Lookup fields

Change the structure
of a table

Use subdatasheets

Specify relationships ¥ oate validation rules

Backup a database

Figure 3-1

Overview

As you read through this chapter, you will learn how to maintain a database by
performing these general tasks:

* Add, change, and delete records.

* Filter records so that only those records that satisfy some criterion appear in a
datasheet or form.

* Change the structure of a table.

* Make mass changes to a table.

* Create validation rules to ensure that the database contains only valid data.
* Change the appearance of a datasheet.

* Enforce relationships by creating referential integrity.

* Order records.

* Perform special database operations such as backing up a database and compacting a
database.
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Plan
Ahead

Database Maintenance Guidelines

1. Determine when it is necessary to add, change, or delete records in a database. Decide
when updates are necessary. Also determine whether the updates are to be made to
individual records or whether mass updates would be more efficient. For example, if a
state changes an area code, a mass update would be more efficient.

2. Determine whether you should filter records. For each situation where a user will be
working with a table in the database, examine whether it might be desirable to have the
records filtered, that is, have only those records that satisfy some criterion appear. For
example, if a user only wants to make changes to clients in a particular city, it would be
easier to view only those records rather than all the records in the table.

3. Determine whether additional fields are necessary or whether existing fields should be
deleted. Have there been any changes to the initial requirements that would require the
addition of a field (or fields) to one of the tables? If so, you will need to add the field to
the appropriate table. Also, now that the database has been in operation for a period
of time, determine whether all the fields actually are being used. If some fields are not
in use, verify that they are, in fact, no longer needed. If so, you can delete the field from
the table.

4. Determine whether validation rules, default values, and formats are necessary. Can you
improve the accuracy of the data entry process by enforcing data validation? What val-
ues are allowed for a particular field? Are there some fields in which one particular value
is used more than another? You can control the values that are entered in a field by
modifying the table design to include default values, formats, and validation rules.

5. Determine whether changes to the format of a datasheet are desirable. Can you im-
prove the appearance of the Datasheet view of your tables? Once you have decided on
a particular appearance, it is a good idea to be consistent throughout all your tables
except in special circumstances.

6. Identify related tables in order to implement relationships between the tables. Examine
the database design you created earlier to identify related tables. For each pair of re-
lated tables, you will need to make decisions about the implementation of the relation-
ship between the tables.

When necessary, more specific details concerning the above decisions and/or actions
are presented at appropriate points in the chapter. The chapter also will identify the use of
these guidelines in database maintenance tasks such as those shown in Figure 3-1 on the
previous page.

Starting Access

If you are using a computer to step through the project in this chapter and you want
your screen to match the figures in this book, you should change your screen’s resolu-
tion to 1024 X 768. For information about how to change a computer’s resolution,
read Appendix E.



To Start Access

The following steps, which assume Windows is running, start Access.
o Click the Start button on the Windows taskbar to display the Start menu.

9 Point to All Programs on the Start menu to display the All Programs submenu and then
point to Microsoft Office on the All Programs submenu to display the Microsoft Office
submenu.

9 Click Microsoft Office Access 2007 on the Microsoft Office submenu to start Access and
display the Getting Started with Microsoft Office Access window.

o If the Access window is not maximized, click the Maximize button on its title bar to
maximize the window.

To Open a Database

In Chapter 1, you created your database on a USB flash drive using the file name,
JSP Recruiters. There are two ways to open the file containing your database. If the file
you created appears in the Recent Documents list, you can click it to open the file. If not,
you can use the More button to open the file. The following steps use the More button to
open the JSP Recruiters database from the USB flash drive.

With your USB flash drive connected to one of the computer’s USB ports, click the More
button to display the Open dialog box.

If necessary, click the Look in box arrow and then click UDISK 2.0 (E:) to select the USB flash
drive, in the Look in list as the new open location. (Your drive letter might be different.)

Click JSP Recruiters to select the file name.
Click the Open button to open the database.

If a Security Warning appears, click the Options button to display the Microsoft Office
Security Options dialog box.

Click the Enable this content option button.

00 000 O

Click the OK button to enable the content.

Updating Records

Keeping the data in a database up-to-date requires updating records in three ways: adding
new records, changing the data in existing records, and deleting existing records.

Adding Records

In Chapter 1, you added records to a database using Datasheet view; that is, as you
added records, the records appeared on the screen in a datasheet. The data looked like a
table. When you need to add additional records, you can use the same techniques.

In Chapter 1, you used a split form to view records. The split form contained both a
form and a datasheet. You can use either portion to add records. You also can use a simple
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form, that is, a form that does not contain a datasheet. Whether you use a simple form

or the form portion of a split form, you can use the form to update the table. To add new
records, change existing records, or delete records, you use the same techniques you used
in Datasheet view. The following steps create a simple form and then add a record to the
Client table using the form.

To Create a Simple Form

Rather than using a split form, you may wish just to view the data in a form without also having a datasheet on
the screen. If you already have created such a form, you can open it. If not, you can create a simple form to use. The

following steps create a simple form.

e Show the Navigation pane if it is
currently hidden.

e If necessary, click the Client table

in the Navigation pane to select it.

e Click Create on the Ribbon to

display the Create tab (Figure 3-2).
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Figure 3-3
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To Use a Form to Add Records

Once a form is open in Form view you can add records using the same techniques you used to add records in
Datasheet view. The following steps use the form just created to add records.

e Click the New (blank) record but-

ton on the Navigation bar to enter

a new record, and then type the
data for the new record as shown
in Figure 3-5. Press the TAB key
after typing the data in each field,
except after typing the data for
the final field (Recruiter Number).

12)

® Press the TAB key to complete the
entry of the record.

e Click the Close ‘Client’ button to
close the Client form.

e Click the No button when asked if
you want to save your changes.

< | Why not save the form?

©O'| If you wish to use this form
frequently in the future, you
would probably save it. It is very
easy to re-create the form
whenever you need it, however.

Other Ways

18P Recruiters | Database (Access 2007 - Microsoft Acc\ ( F i~ L
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ME: X Delete ~ EMC\I’
Records
| ==| Client
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Street: 315 Maple
P City: Berls
data for
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\
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Current Due; |$D.DEI
Recruiter Number: 2?1 ‘
[ Recora: 4 110f11 [ » W |\| 0 N Filter | Search |4 i | | »
- | \ Esl Hid
Figure 3-5

1. Click New button on
Ribbon

2. Press CTRL+PLUS SIGN (+)




To Search for a Record
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In the database environment, searching means looking for records that satisfy some criteria. Looking for the
client whose number is MHS56 is an example of searching. The queries in Chapter 2 also were examples of searching.

Access had to locate those records that satisfied the criteria.

A need for searching also exists when using Form view or Datasheet view. To update client MHS56, for

example, first you need to find the client.

The following steps show how to search for the client whose number is MHS6.

e Right-click Client Form in the R ESE J&p P b ER
i i i Mo — s ) click Replace button
Navigation pane and click Open [ Hame || e iiiooa] DT | ok Replace b @
on thc.e shortcu'F menu to open the — g |l 1 Sr— - \e!.:.mm .
form in Form view. = B haseaiis % s
Wiew Paste i |B i E_I |_A_||_;| B =H - i Fliid b
e Hide the Navigation pane SIS == = el s Smumert
. Wiews || Clipboard ™ Fant E] Find
(Figure 3-6). ==
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both Layout view and Design 3
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The Open command opens the
form in Form view. Client Marme: Alys Clinic
Street: 134 Central
City: Berridge
% State: Co
split form
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Figure 3-6
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12)
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e Find records using
other client num-
bers. Try to find a
record using a client
number that does not
exist. Click in a different field and try to find records based on the value in that field. Try to
use wildcards just as you did in queries. When done, once again locate client MH56.

13

e Click the Cancel button in the Find and Replace dialog box to remove the dialog box from

Figure 3-7

Q&A

Q&A

the screen.

Why does the button in the dialog box read Find Next rather than simply Find?

In some cases, after locating a record that satisfies a criterion, you might need to find the
next record that satisfies the same criterion. For example, if you just found the first client
whose recruiter number is 24, you then may want to find the second such client, then the
third, and so on. To do so, click the Find Next button. You will not need to retype the value
each time.

Can | replace one value with another using this dialog box?

Yes. Either click the Replace button on the Ribbon or the Replace tab in the Find and Replace
dialog box. You then can enter both the value to find and the replacement value.

Other Ways
1. Press CTRL+F




To Update the Contents of a Record
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Q&A

Q&A

After locating the record to be changed, select the field to be changed by clicking the field. You also can press
the TAB key repeatedly. Then make the appropriate changes. (Clicking the field automatically produces an insertion
point. If you use the TAB key, you will need to press F2 to produce an insertion point.)

The following step uses Form view to change the name of client MHS56 from Maun Hospital to Munn Hospital
by deleting the letters au and then inserting the letters un after the letter M.

e Click in the Client Name field in the
datasheet for client MH56 after the
letter M to select the field.

® Press the DELETE key twice to
delete the letters au.

e Type the letters un after the
letter M.

® Press the TAB key to complete the
change and move to the next field
(Figure 3-8).

Could I have changed the contents
of the field in the form?

Yes. You first will need to ensure

the record to be changed appears
in the form. You can then change
the value just as in the datasheet.

Do | need to save my change?

No. Once you move to another
record or close this table, the
change to the name will become

permanent.
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To Delete a Record

Q&A

When records no longer are needed, delete the records (remove them) from the table. If client EA45 no
longer is served by JSP Recruiters and its final payment is made, the record can be deleted. The following steps
delete client EA4S.

e With the Client Form open, click
the record selector in the data-
sheet (the small box that appears
to the left of the first field) of
the record on which the client
number is EA45 (Figure 3-9).

That technique works in the data-
sheet portion. How do | select the
record in the form portion?

With the desired record appearing
in the form, click the record
selector (the triangle in front

of the record) to select the

entire record.

12)

® Press the DELETE key to delete the
record (Figure 3-10).

13

e Click the Yes button to complete
the deletion.

o Close the Client Form by clicking
the Close ‘Client Form’ button.

Other Ways

=] Client

Client Mumber; |E&45 Postal Code;
Client Mame: ENT &ss0c, Amount Paid; 512,750,00
record selector Current Due: 515,000.00
on form 867 Ridge ———
Recruiter Number: |27
Eity: Fort Stewart
= State; co
2
record to
: be deleted
// --------- 1
Clief  ord selector [NAME * | rest - | City -|  State - Fﬂstal Code - |Amou
|AC34 in datasheet inic 174 Central Berridge co 80330 50,00
|BH72 Berls Hospital 15 Main Berls CO 80343 529,20
b Benton Laks 12 Mountain  Denton (] a041z2 516,50
gl EA45 EMT &ssoc. B67 Ridge Fort Stewart  CO 20336 512,75
_FDEB Ferb Dentistry 34 Crestview  Berridge (] a0330 521,00
mily Health 1
Figure 3-9
[ T
T &55 Microsoft Office Amount Paid: |512,?50.DD |
Access dialog box
Current Due; £15,000.00 |
67 Ridge . 2 :
Microsoft Office Access
message indicates
rt Stewart You are about to delete 1 record(s). youare aboutto | |

IF wou click Yes, vou won't be able to undo this Delete operation,
Are you sure yvou want to delete these records?

delete 1 record

Yes button

Figure 3-10

1. Click Delete button on
Ribbon

Filtering Records

You can use the Find button in either Datasheet view or Form view to locate a record
quickly that satisfies some criterion (for example, the client number is MHS56). All records
appear, however, not just the record or records that satisfy the criterion. To have only the

record or records that satisfy the criterion appear, use a filter. Four types of filters are
available: Filter By Selection, Common Filters, Filter By Form, and Advanced Filter/Sort.
You can use a filter in either Datasheet view or Form view.
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Plan
Determine whether you should filter records. Ahead

If you determine that it is desirable to have only those records that satisfy some criterion
appear, you have two choices. You can create a query or create a filter. The following
guidelines apply to this decision.
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1. If you think that you frequently will want to display records that satisfy precisely this same
criterion, you should consider creating a query whose results only contain the records that
satisfy the criterion. To display those records in the future, simply open the query.

2. If you are viewing data in a datasheet or form and decide you want to restrict the
records to be included, it is easier to create a filter than create a query. You can create
and use the filter while you are viewing the data.

3. If you have created a filter that you would like to be able to use again in the future, you
can save the filter as a query.

If you have decided that it is appropriate to use a filter, you need to decide which type
of filter to use.

1. If your criterion for filtering is that the value in a particular field matches or does not
match a certain specific value, you can use Filter By Selection.

2. If your criterion only involves a single field but is more complex, for example, that the
value in the field begins with a certain collection of letters, you can use a Common Filter.

3. If your criterion involves more than one field, use Filter By Form.

4. If your criterion involves more than a single And or Or, or if it involves sorting, you will
probably find it simpler to use Advanced Filter/Sort.

To Use Filter By Selection

The simplest type of filter is called Filter By Selection. To use Filter By Selection, you give Access an
example of the data you want by selecting the data within the table. You then choose the option you want on the
Selection menu. If you have determined that you only want to display those clients located in Berridge, Filter

By Selection is appropriate. The following steps use Filter By Selection in Datasheet view to display only the records
for clients in Berridge.

e Open the Client form and hide the Z

- : Selection
ISP Recruiters : Database (Access 2007) - Microsoft Access button

ase Toaols \

= e — b
|§ = | igxl | = Mew Z Totals Sy ? “C7 Selection Eﬂ 2 Rep
: =4 Save F speling || &)
3}
+

Navigation pane.

e Click the City field on the first
record in the datasheet portion of

T advanced -

|
| e hene ||5t_',j | Refresh Filter d Find
X == e - E - | te
the form to select Berridge as the AR e et e R s
. . City field on Records Sort & Filter
CIty (Flgure 3-1 1)- first record

Q&A

Could I have selected the City field _—— ]
on the fourth record, which is also - | City ¥ . L state - |Postal Code - [Amount Pail + | Current Due - | Recruiter ML -
Berridge? | Berricge| co 80230 $0.00 §17,500.00 21
Berls co 80249 $29,200.00  $0.00 24
Yes. It does not matter which ain  Denton co 50412 $16,500.00  $38,225.00 24
record you select as long as the iew Berridge co 80330 $21,000,00 512,500.00 21
city is Berridge. nd Tarletan co 20409 50,00 50,00 24
Mason co 80256 50.00 543,025.00 24
yview Fort Stewart €O 80236 $31,750.00  S0.00 21

80343 27

Figure 3-11
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e Click the Selection button on the
Home tab to display the Selection
menu (Figure 3-12).

13

e Click Equals “Berridge” to select
only those clients whose city is
Berridge (Figure 3-13).

<| Can | also filter in Datasheet view
g or in Form view?
Yes. Filtering works the same
whether you are viewing the data
with split form, in Datasheet view,
or in Form view.

Experiment

o Try each of the other values in
the Selection menu to see their
effect. When done, once again
select those clients whose city is
Berridge.

/D Recruiters : Database (Access 2007)

include only records
where the city is
equal to Berridge

- Micro

Selection -
button menu

x

7]

[ o]
|

Refresh
All~

[
|

include only records
where the city is not i

equal to Berridge i

the city contains Berridge

nclude only records where

[
b Syl g farone
l \gquals “Berridge”

E_J [~ —™Does Mot Equal "Berridge”
i——/'“’"t Contains "Berridge”

Does Mot Contain "Berridge”

Postal Code:

Amount Paid:

Current Due:

include only records
where the city does not
contain Berridge

20220

|50.nn

|317, 500.00

Figure 3-12

Recruiter Number: |21

-0 )5 JSP Recruite i
| Home | Create  Exdernal Data  Database Tools (7]
_:] # | calibri - 11 - |§ 7 Seletion - Lae Replace
' | S | T3 Advanced = GoTo~
da Bz U A= HTDWFW

Clipboard 1= Font
2| Client Form
: Toggle Filter
=] Client button
Client Number: |&C34
Client Name: alys Clinic
Street: 134 Central \ ;'
City! Berridge
only clients whose city
State! co is Berridge appear
~ Client Numk - |Client Marme - | Street v| t Due vIF{ecruiterNL he
AC34 alys Clinic 134 Central B y .0a 21
FOBS Ferb Dentistry 34 Crestview  Berridge sl 21

only two clients

included
data is filtered
Pecord; M Lofz | b b | N7 Filtered | search

Figure 3-13
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Q&A

m
1
Q
. a
To Toggle a Filter ©
. . (9
The following step toggles the filter to redisplay all records. @
(1) S
1)
(%)
e Click the T099|e Filter button p -_ﬂ_“’ i Pam) 3 JSP Recruiters : Database (Access 2007) - Microsoft Acces <
on the Home tab to toggle the & | Home | Creste  EdemalOats  DatabaseTosls
filter and redisplay all records = = e
=2 = 3 e ] | === g = = Mew 3 Tak
(Figure 3-14). (S==] =] ¥ .Callbrl = 1 \i_= E-| |fﬁ E||_""T |i| ”@ P o
i Pash o [ e === = [ aby - ||| Refresh |
Does that action clear the filter? - . T || ] R 3 || Wl- | X Detete < = mon
) o Views || Clipboard [ Font Bl pichTest | Recards
No. The filter is still in place. If -

» @ Client Form

you click the Toggle Filter button - -
a second time, you again will see 7= Client
only the filtered records. .
Client Mumber: |AC34 Postal Code:
Client Mame: Alys Clinic Amount Paid: 50,00 .
Current Due: $17,500.00 |
Street: 134 Central
Recruiter Mumber; |21
City: Berridge
é State: ]
":—FL Client Mumk - | client Name - | Strest - | City ~| state - | Postal Code - [&mount
L Alys Clinic 134 Central Berfidge ) CO 80330 50,00
| |BH7Z2 Berls Hospital 415 Main Berls Co 20349 529,200
| [BL12 Benton Labs 12 Mountain  Denton EE 0412 516,50
| |FDag Ferb Dentistry 34 Crestview  Berridge o T —— 521,00
| |FH22 Family Health 123 Second Tarleton >‘CO' again appear 50,00
| |MHS6 rlunn Hosnital 76 Dixon Ilason Co 803568 50.00
| |PRIL data is not filtered | 157 valleyview Fort Stewart] Co 80336 531,75
| |Rma32 Roz Wedits 315 Waple Berls Co 20349 50,00
T2 __________T?rlnfnn Tl ‘7.1 1 [ ——. & :I'_':rlnh_ﬁ J Ci0) anAan9 c1a 7en
Record: 4« 1ofd10 b M b | L Unfiltered | Search

'.; start ® Microsaft, Access - 15

Figure 3-14

To CiLeAR A FILTER Using Wildcards in

Filters

Both the question mark
(?) and the asterisk (*)
wildcards can be used

1. Click the Advanced button on the Home tab. in filters created using
) ) Advanced Filter/Sort.
2. Click Clear All Filters on the Advanced menu.

BTW

Once you have finished using a filter, you can clear the filter. After doing so, you
no longer will be able to use the filter by pressing the Toggle Filter button. To clear a
filter, you use the following steps.
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To Use a Common Filter

You can filter individual fields by clicking the arrow to the right of the field name and using a Common Filter.
If you have determined you want to include those clients whose city begins with Ber, Filter By Selection would not
be appropriate. You would need to use a Common Filter. The following steps use a common filter to include only
those clients whose city begins with Ber.

e Be sure the Home tab is selected.

e Click the City arrow to display the
common filter menu.

e Point to the Text Filters command
to display the custom text filters
(Figure 3-15).

| selected the City field and then
clicked the Filter button on the
Home tab. My screen looks the
same. Is this right?

Q&A

Yes. That is another legitimate way
to display the common filter menu.

sort the data
in the column

fil; sartftoZ

Lil: SartZto 4

display custom

S Clear filter fram ©

ity /-

I clear any existing filter

for this field (currently
there is none)

1

text filters >Text Filters » | Equals...
hes [Select & Does Nt Equal... o
check box toselect | [Blanks) Begins With... «— | With filter
v
41| or deselect all values Berls Daes Not Begin With... ._I
Eerridge
v Dentan Contains.., I
Fort Stewart Does Mot Contain...
Mason :
check boxes to = i Ends With..
include specific values Does Mot End With..,

[ s J [ S J custom text filters
Street 4 State T |F'Dsta| Code - |Am0unt Fair ~ |Current Due - |Recruiter ML
134 City arrow rriclze Co 80330 50.00 517,500.00 21
Co .00 i]
Figure 3-15

12)

e Click Begins With to display the
Custom Filter dialog box.

e Type Ber as the City begins with
value (Figure 3-16).

< | If | wanted certain cities included,
could | use the check boxes?

Yes. Be sure the cities you want are
the only ones checked. One way

to do this is to click the Select All
check box to remove all the check
marks and then click the check
boxes for the cities you want to
include. Another way is to clear the
check boxes for the cities you don't
want. Use whichever technique
you find more convenient.

Experiment

e Try other options in the Common
Filter menu to see their effect.
When done, once again select
those clients whose city begins
with Ber.

= 5 = L Sele
= IEE R ||@ ; 1
=% _LEi—_ e |er = =B save ‘;‘?smw| zl Vot V9 sdvanced -
A |22 ||| =+ (B2 2| R | o pere « EMore = || 8| T 7 togate Fiker
Fant W RichText | Records | Sort & Filter
Custom Filter Postal Code: 30330
dialog box B
Clinic \ Amount Paick |50.nn |
Central Custom Filter x|
- City begins with |Ber| |
riclge
i Ok i [ Cancel ]
1Y

s

begins with
value (Ber)

OK button

Street

co

- I Postal Code iAmDunt Paii = |Current Due - !Recruite

124 Central Berridze #0330 50,00 517,500,00 21

ital 415 hain Berls o B0349 529,200,00 50,00 24

bs 12 Mountain  Denton (o8] B0412 216,500,00 438,225.00 24
tistry 34 Crestview Berrid_ge (e} 80330 521,000,00 £12,500.00 2
alth 123 Second  Tarleton 0 B0409 50,00 50,00 24
ital 76 Dixon fason CO 80356 50,00 543,025,00 24

Figure 3-16
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(3

e Click the OK button to filter the
records (Figure 3-17). (Your order
may be different.)

m
S
Q
-
Q.
(¢}
=
(9
v
(%2}
(V]
19}
()
<

Can | use the same technique in
Form view?

Q&A

In Form view, you would need to
click the field and then click the only clients whose
Filter button to display the city begins with
Common Filter menu. The rest of

the process would be the same.

= | Street - I = | Postal Code - !Amount Pait ~ ICurrent Due - IRecruiter I
134 Central 80230 40,00 $17,500.00 21
o | 415 main 80343 429,200.00 40,00 24
° C”Ck the Toggle Filter button on ry |34 Crestview  Berricge o 20330 SEl_,DDD_.DD 512_,500_.00 21
. 78S Miain Berls co 80343 414,000.00 40.00 24
the Home tab to toggle the filter 315 Maple . T o &00 o

and redisplay all records.

Figure 3-17

To Use Filter By Form

Filter By Selection is a quick and easy way to filter by the value in a single field. For more complex criteria,
however, it is not appropriate. For example, if you determined you only wanted those clients whose postal code is
80330 and whose amount paid is 0, you could not use either the Filter by Selection or the Common Filter processes.
Rather, you would use Filter By Form. The following steps use Filter By Form to restrict the records that appear.

* Click the Advanced button on the Recruiters : Database (Access 2007) - Microsoft Access = 4
Home tab to display the Advanced : = @
menu (Figure 3-18). -

= Mew Z Totals
=Hsave T speling | £

' Selection ~

Clear All Filters
ﬁ command

S

| == )

abs ||| Refresh T
—r | all- | X Delete - & | Clear All Filter

|| RichTet || Records Sort ¥ Filter By Form

| Apply Filter/Sort

Advanced Filker/Sort...
Filter By Form
command

| Load fram Quens.,

By

Save A5 Query
Postal Code: 80330 Delete Tab
Clear Grid

¢

Armount Paid:

Ry
]
=
=
rl

| Close

| Advanced menu

Current Due:

Figure 3-18
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12)

e Click Clear All Filters on the
Advanced menu to clear the
existing filter.

Click the Advanced button on the
Home tab to display the Advanced
menu a second time.

Click Filter By Form on the
Advanced menu.

Click the Postal Code field, click
the arrow that appears, and then
click 80330.

Click the Amount Paid field, click
the arrow that appears, and then
click 0 (Figure 3-19).

Is there any difference in the
process if | am viewing a table
in Datasheet view rather than in
Form view or in a split form?

Q&A

In Datasheet view, you will
make your entries in a datasheet
rather than a form. Otherwise,
the process is the same.

e Click the Toggle Filter button on
the Home tab to apply the filter
(Figure 3-20).

Experiment

e Select Filter By Form again and
enter different criteria. In each
case, toggle the filter to see the
effect of your selection. When
done, once again select those
clients whose postal code is 80330
and whose amount paid is 0.

@ _H L S RS tabase (Access 20071 - Microsoft Access

> | Home l Create Ey
M" ““1 & ..._ o |?'| | = e X Totals ﬁl » s selaction -
Wm0 i Ee i =L =1 | =Hsaee ¥ spelling il VA Advanced -
\flfw Pafte ¥ | ' P 3 -E“aj | Reflrle'sh x E j o e ?/ Filter s fih
views || Clipboard | el T Sort & Filtey |

=] clie

Client Mumber: Postal Code:

Client Mame: Amount Paid:
Or tab allows you to enter
another criterion to be

5treg  combined with original
criterion using Or

nt Due:

City:

Look for

iter Mumber;

value for /
Amount Paid
Amount Paid

Toggle Filter
button

value for
Postal Code

"gozzn”

|E\ e
| /|

box arrow

B Microsoft §

Figure 3-19

'_C‘-‘_ ¥ 1SP Recruiters : Database (Access 2007 - Microsoft Access
e | Create  ExernalData  Database Tools
_] & I 2 8 |§_-__ ||j = Mew T Totats || &)
e —— T & speling || £
o e Y [ P = B = et | 3 o Ee | 1,
oard [ Fant Records
kForm
ey §
=| Client
Client Number: m Paostal Code: 20330
Client Mame: Alys Clinic Armount Paich |SD.DD‘
Current Due; |317,sub\uu
treet: 134 Central \
Recruiter Nmber: |21 \
ity Berricdge
Postal Code \
tate: co is 80330 Amount Paid
is $0.00

/

Street  ~ | City
134 Central

nt Mumk ~ | Client Name ~ |
4 Alys Clinic

Berridze

M only record
Figure 3-20

/
stal Code | amdunt Paie| Cu
50,00 81

X

that is included
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To Use Advanced Filter/Sort

In some cases, your criteria may be too complex even for Filter By Form. You might decide you want to
include any client for which the postal code is 80330 and the amount paid is $0. You also may want to include any
client whose amount paid is greater than $20,000, no matter where the client is located. Further, you might want to

have the results sorted by name. To filter records using complex criteria, you need to use Advanced Filter/Sort as in
the following steps.

m
o
(]
]
(o
()
<=
(@)
7))
7]
Q
(v]
(v]
<

e Click the Advar.1ced button on the '95 FEECEE TR =
Home tabdt;)hdlsplﬁyktge Ad,:ﬂnced — | Home | Create  ExtemalData  Database Tools
menu, an en click Clear .

. ! S = 5 == = (= Pz Selection - % & Rep
Filters on the Advanced menu to ||l e == 2 s 3 R
clear the existing filter. Wiew | Paste |l | B2 |||e " Trogmermer || 0 Lg s

| : ol & | ;
e Click the Advanced button on the Vw_s C“P'hf'r = — — —
. = i = Client F iFilterl
Home tab to display the Advanced > it e rormnet
menu a second time. Client Toggle Filter button
¥ Client Number &
e Click Advanced Filter/Sort on the Et”e”:"‘ame
(413
Advanced menu. City
State
e Expand the size of the field list Postal Code
. . . A t Paid
so all the fields in the Client i
Table appear.

e Include the Client Number field and
select Ascending as the sort order.

e Include the Postal Code field and
enter 80330 as the criterion.

Client Name field Postal Code field

Amount Paid field

Navigation Pane

: \ / //
e Include the Amount Paid field _ y — . ¥
d ter 0 as the criterion in Field: |Client Mame | Postal Code | Amount Paid
and en Sort |Ascending | |
the Criteria row and >20000 Criteria; "80330" Uznml I
. . . ar =
as the criterion in the Or row \
(Figure 3-21).

sort order for —
Client Name field criterion for
Postal Code field

criterion for
Amount Paid field

- X

*4 start P Microsoft Ace

Figure 3-21
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o Click the Toggle Filter button on - =
the Home tab to toggle the filter

Il

and view the results. Click the /
Client Form tab to view the Client Client Murmber: m . Postal Code: 80330
table (Figure 3-22). Client Mame:  |a&lys Clinic \\ Amount Paid: ’50007
Experiment G - \ Current Due: |817,500.00
e Select Advanced Filter/Sort again | Sl | Mmoo
and enter different sorting op- City: Berridge /
tions and criteria. In each case, E |
toggle the filter to see the effect < L 22 /
of your selection. When done, E‘
change back to the sorting options 5 /
and criteria you entered in Step 1. _ _ f —_— _
Client Mumk - |Client Mame~t | Strept - | City +| .State + | Postal Code 7| &mou

|AC34 Alys Clinic 134 Central Berridge Co 80330 50,00
9 |BH72 Berls Hospital 415 Main Berls co 20349 529,20
e Click Clear All Filters on the |FDEY Ferb Dentistry 34 Crestview  Berridge [la] 80330 521,00
Advanced menu. |PR11 Feel Radiology 151 Walleyview Fort Stewart €O 80336 531, 750)
*
o Close the Client Form.
Record: M iafd bbb | N Filtered | Search

? Microsoft

Figure 3-22

Filters and Queries

Filters and queries are related in three ways.
1. You can apply a filter to the results of a query just as you can apply a filter to a table.

2. When you have created a filter using either Filter By Form or Advanced Filter/
Sort, you can save the filter settings as a query by using the Save As Query
command on the Advanced menu.

3. You can restore filter settings that you previously saved in a query by using the
Load From Query command on the Advanced menu.

e aneem®  Changing the Database Structure

Table Structure

If you add a field to a .. . . .
table and later realize When you initially create a database, you define its structure; that is, you assign names

the field is in the wrong  and types to all the fields. In many cases, the structure you first define will not continue to
location, you can move be appropriate as you use the database.
the field. To do so, click Perhaps a field currently in the table no longer is necessary. If no one ever uses a
the row selector for the . .. . .. . .
field and then drag the particular field, it is not needed in the table. Because it is occupying space and serving no
field to the new location.  useful purpose, you should remove it from the table. You also would need to delete the
field from any forms, reports, or queries that include it.
More commonly, an organization will find that it needs to maintain additional
information that was not anticipated at the time the database was first designed. The

organization’s own requirements may have changed. In addition, outside regulations that

BTW
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the organization must satisfy may change as well. In either case, the organization must add
additional fields to an existing table.
"To make any of these changes, you first must open the table in Design view.

To DELETE A FiELD

If a field in one of your tables no longer is needed; for example, it serves no useful
purpose or it may have been included by mistake, you should delete the field. To delete a
field you would use the following steps.

1. Open the table in Design view.

2. Click the row selector for the field to be deleted.
3. Press the DELETE key.
4

. When Access displays the dialog box requesting confirmation that you want to delete
the field, click the Yes button.

To Add a New Field

You can add fields to a table in a database. JSP Recruiters has decided that it needs to categorize its clients.
To do so requires an additional field, Client Type. The possible values for Client Type are MED (which indicates
the client is a medical institution), DN'T (which indicates the client is a dental organization), or LAB (which
indicates the client is a lab). The following steps add the Client Type to the Client table immediately after the
Postal Code field.

° Srr:ow th: N«Iavikga:onlpane, i:)r;d N LECEE et e . o ot
then right-click the Client table to Faith 5o

display a shortcut menu.

Home Create External Data Database Tools Design

E M -_:I{ i*ﬁ Insert Rows
l = = Delete Rows

Wiew Primary Builder Test\Walidation

e Click Design View on the shortcut Koo

menu to open the Client table in * Key Rules o) Lookup Column || Sheet
Design view Wiews Tools Showe/Hide Client table open
. = in Design view
All Tables v | « || 3 Client e

e Click the row selector for the Client z |IE Field Mame | Data Type I
Amount Paid field, and then press = client; Table /. Client Number Lok
" y | Client Mame Text
1 ET  Client-Recruiter Crosstab |
the INSERT key to insert a blank ; w [ [streat i
row above the Amount Paid row = client Query city Ted space for

(Figure 3-23). S Client-City Query . state new field
B Recruiter-Client Query = Postal Code Text
9 @ Client Form Lk

Amount Paid Currency
e Click the Field Name column for B client Address Report |byrrent Due Currency
the new field. If necessary, erase @ client Finandial Report | Relguiter Number Text
any text that appears. 8 Recruiter-Client Report row selector
Recruiter ®
e Type Client Type as the field E Recruiter : Table —
name and then press the TAB key. ] Recruiter-Client Query Field Properties
[ Recruiter sddress Report General ’m| \

E Recruiter Financial Repaork

Ei Recruiter-Client Repart

—

Figure 3-23

Other Ways

1. Click Insert Rows button
on Ribbon
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To Create a Lookup Field

Because there are only three possible values for the Client Type field, you should make it easy for users to
enter the appropriate value. A Lookup field allows the user to select from a list of values.
The following steps make the Client Type field a Lookup field.

o If necessary, click the Data Type
column for the Client Type field,
and then click the arrow to display
the menu of available data types
(Figure 3-24).

12)

o Click Lookup Wizard, and then
click the ‘1 will type in the values
that | want.’ option button to
indicate that you will type in the
values (Figure 3-25).

When would | use the other
option button?

Q&A

You would use the other option
button if the data to be entered
in this field is found in another
table or query.

T8l datatype || Data Type

B Client-City Query |state Client Type field | Te| is Text arrow
F Recruiter-Client Query |Postal Code TEXt/ /
E Client Farm :C|IEnt Type.

| Amount Paid
[ client sddress Repaort :Current Due Memo
8 client Financial Report | Recruiter Mumber Mumber
Eﬂ Recruiter-Client Report Date/Time

. Currenc
Recruiter = ¥
7 autoMumber
j Recruiter: Table
Yas/ Mo
‘? Recruiter-Client Query OLE Object Field Properties
{8 Recruiter Address Report General |f_au_p| Hyperlink
I8 Recruiter Financial Repart Field Size |255 Attathment Lookup
) ) Format | Lookup Wizard... <—71 wizard

& Recruiter-Client Repart Input Mask | \

[Canti

aption menu of available
Default Walue data types
Validation Rule s
/\ “alidation Text

Figure 3-24
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L = Delete Rows
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Bules @Lookup Calumn Sheet
Tools r ” —_— — description
- Lookup Wizar i
| = P | of wizard
— .
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g Cy'é wou can choose fram. How do vou want wour lookup column to get
its walues?

Lookup Wizard
dialog box

() Twank the lookup column to look up the values in & table or

.City quUery.
|State T will bype in the values that T want,
| Posts
| Clien
(Ao
| Curre
Recr]
Next button
- | I will type in the values that
= | want. option button
1 . rd
General |.|_ggku_p:

Field Size 1255 ”~
Format
Input Mask

Figure 3-25
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e Click the Next button to display
the next Lookup Wizard screen
(Figure 3-26).

4]

o Click the first row of the table
(below Col1), and then type MED as
the value in the first row.

® Press the DOWN ARROW key, and
then type DNT as the value in the
second row.

® Press the DOWN ARROW key, and
then type LAB as the value in the
third row (Figure 3-27).

@ Lookup Column
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Property Indexes
Sheet

e i)

-

= Lookup Wizard
| Clien P
What values do you want to see in your lookup column? Enter the number of columns you
7] | clien want in the list, and then tvpe the values you want in each cell,
| Clien|  Te adjust the width of & column, drag its right edge ko the width yvou wank, or double-click the
| Stree tight edge of the column heading to get the best Fit.
| City | Number of columns; m
| state =
|Postd || o
| Clien
|&mo
| Currg
| Recr —
position to
| enter values
|
| Cancel ] [ = Back l Mqlft_ > [ FEinish J

Description

N

description
of this step
in the wizard

General |L00kup|

Field Size

Format

Input Mask

Figure 3-26
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Figure 3-27
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5]

o Click the Next button to display

Q&A

K Taetus Wiva label for
the next Lookup Wizard screen. P | (e e T s e lookup column
) ) g SWhat IaWyou like: Far ywour lookup column? Description
e Ensure Client Type is entered as the ¥ |clien o |

label for the lookup column and | clien :

that the Allow Multlple Values check _._| Stred Do you want ko stare mulkiple values For this lookup?

box is NOT checked (Figure 3-28). = i gt'ta‘t'E [ llows Muliple Values

_l Posts Thase are all the answers the wizard needs to create your lookup
0 _| Clien calumm,
e Click the Finish button to T Al e
complete the definition of the 5 ;*;esﬁelzgzé;hould not NS ]
Lookup Wizard field. i
|

Why does the data type for the 1l

Client Type field still show Text? il [ coel [ smoek ] Hi%"

The data type is still Text because |— ————— 2 —
the values entered in the wizard

were entered as text. Figure 3-28

To Add a Multivalued Field
Multivalued Fields Normally, fields contain only a single value. In Access 2007 it is possible to have
§ Y y g p :
Ifyou plan to moveyour 4, y1tivalued fields, that is, fields that can contain more than one value. JSP Recruiters
b

BTW

data to SQL Server at a . . 1. T
later date. do not use wants to use such a field to store the abbreviations of all the specialties their clients need

multivalued fields. When  (see Table 31 for the specialty abbreviations and descriptions). Unlike the Client Type,

you upsize a database where each client only had one type, clients can require multiple specialty descriptions.
containing multivalued
fields to SQL Server,

the field is converted Table 3-1 Specialty Abbreviations and Descriptions
to a memo field that
contains the delimited Specialty ..
set of values. This may Abbreviation Description
mean that you need to
do some redesign of your ¢ Clinical Laboratory Specialist
database.
CNA Certified Nursing Assistant
CRNA Certified Registered Nurse Anesthetist
DH Dental Hygienist
Dnt Dentist
EMT Emergency Medical Technician
NP Nurse Practitioner
oT Occupational Therapist
PA Physician Assistant
Phy Physician
PT Physical Therapist
RN Registered Nurse

RT Respiratory Therapist
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One client might need CNA, PA, Phy, and RN employees (Certified Nursing Assistants,
Physician Assistants, Physicians, and Registered Nurses). Another client might only need
RTs (Respiratory Therapists).

To create a multivalued field, create a Lookup field being sure to check the Allow
Multiple Values check box. The following steps create a multivalued field.

Click the row selector for the Amount Paid field, and then press the INSERT key to insert a
blank row.

Click the Field Name column for the new field, type Specialties Needed as the field
name, and then press the DOWN ARROW key.

Click the Data Type column for the Specialties Needed field, and then click Lookup Wizard
in the menu of available data types to start the Lookup Wizard.

Click the ‘I will type in the values that | want.” option button to indicate that you will type
in the values.

Click the Next button to display the next Lookup Wizard screen.
Click the first row of the table (below Col1), and then type CLS as the value in the first row.

Enter the remaining values from the first column in Table 3-1. Before typing each value,
press the TAB key to move to a new row.

Click the Next button to display the next Lookup Wizard screen.
Ensure Specialties Needed is entered as the label for the lookup column.
Click the Allow Multiple Values check box to allow multiple values.

Click the Finish button to complete the definition of the Lookup Wizard field.

0600 000 ©0 ®© © ©

To Save the Changes and Close the Table

BTW

The following steps save the changes; that is, it saves the addition of the two new
fields and closes the table.

o Click the Save button on the Quick Access Toolbar to save the changes.

9 Click the Close ‘Client’ button.

To Mobiry SINGLE orR MuLTIvALUED Lookup FiELDS

You may find that you later want to change the list of choices in a Lookup field. If
you find you need to modify a single or multivalued Lookup field you have created, you
can use the following steps.

1. Open the table in Design view and select the field to be modified.
2. Click the Lookup Tab in the field properties.
3. Change the list in the Row Source property to change the desired list of values.
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Modifying Table
Properties

You can change the
properties of a table

by opening the table in
Design view and then
clicking the Property
Sheet button on the
Table Tools tab. Access
will display the property
sheet for the table.

To display the records

in a table in an order
other than primary key
order (the default sort
order), use the Order By
property. For example, to
display the Client table
automatically in Client
Name order, click the
Order By property box,
type Client.Client Name
in the property box, close
the property sheet, and
save the change to the
table design. When you
open the Client table

in Datasheet view, the
records will be sorted in
Client Name order.
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Mass Changes

In some cases, rather than making individual changes to records, you will want to make
mass changes. That is, you will want to add, change, or delete many records in a single
operation. You can do this with action queries. An action query adds, deletes, or changes
data in a table. An update query allows you to make the same change to all records
satisfying some criterion. If you omit the criterion, you will make the same changes to

all records in the table. A delete query allows you to delete all the records satisfying
some criterion. You can add the results of a query to an existing table by using an append
query. You also can add the results to a new table by using a make-table query.

To Use an Update Query

The Client Type field is blank on every record. One approach to entering the information for the field would
be to step through the entire table, assigning each record its appropriate value. If most of the clients have the same
type, a simpler approach is available.

In the JSP Recruiters database, for example, most clients are type MED. Initially, you can set all the values
to MED. To accomplish this quickly and easily, you can use an update query, which is a query that makes the same
change to all the records satistying a criterion. Later, you can change the type for dental organizations and labs.

The following steps use an update query to change the value in the Client Type field to MED for all the
records. Because all records are to be updated, criteria are not required.

e Create a new query for the (0 ﬂ o e Query Tools | ISP Recruiters | Database (Access 201
CIIent table' Home Create External Data Database Tools Design
. G : ! a u
e Click the Update button on the ] § @unien xl% S=nsertRows | Insert
i L]

= Dielete Rows W Dpelety

Design tab, double-click the
Client Type field to select the
field, click the Update To row in
the first column of the design
grid, and then type MED as the
new value (Figure 3-29).

Shou A\ BUI =
Table =% Builder w3l Returs

Query Setup
Design tab

Wiew  Run

-

Results

Update button

g Don’t | have to enter a criterion? ;’ES:JiI%;‘;”;n grid Client Type
©| If you only want the change to be Hilm| field included
made on some of the records, you / i 7 T UpdateTo  ————————————
i . Field: | Client Type value (MED)
would need to enter a criterion to /Table: Client‘/ T
identify those records. Without a cREnET MED| - -
criterion, the change will be made ar:
on all records, which is what you
want in this update.

Figure 3-29
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m
S
&
(o
(2] =
<=
L C||Ck the RUn bUtton on the @ B_‘?'_F‘_ - QueryToals | JSP Recruiters  Database (Access 2007) - Microsoft Access Lv)‘
Design tab to run the query and ; 2 Vo) énve | oemiivea] | oussievons | Sevgn _ a
update the records (Figure 3-30). B2 Y (Eat A . e e = T el ety ELULIN Y
p ( g ) R. :Aﬁk. A%.d I'Jwﬂ:.t | sert D’I: @ Pass-Through ;‘? S Delete Rows B Delete Columns T§ B Table Ma &J
. . e ele ake L4l ate| Crosstal elete o A = otals
< Why don’t | click the View button = % e . w2, Data Definition | Taple 5 Builder il pieturn: - i1 Parameter]
w t d t ‘th d 2 Results Query Type Query Setup ShowyHide
%4 O update € recoras: E3 1 Query1
The purpose of the View button is T
to simply view results. The Run P
s ¥ clierttuioet Microsoft Office
button causes the updates specified alencne Access dialog box
by the query to take place. e / message indicates 10
ate rows will be updated
Postal Code
, . Client Type
<| Why doesn’t the dialog box B Spedalies Needed ;
o i et MR Microsoft Office Access
o| appear on my screen when | click amount Psid
ClUitentDud You are about to update 10 row(s).
the Run bUtton7 Recruiter HMumber _!S Onee you click Yes, you can't use the Undo command to rewerse the changes,

Are you sure you wank ta update these records?

If the dialog box does not appear,
it means that you did not choose
the Enable this content option

button when you first opened R
the database. Close the database, S M
open it again, and enable the
content in the Microsoft Office
Security Options dialog box. Then,

create and run the query again.

Experiment

e Create an Update query to change .
the client type to DNT. Enter a Figure 3-30
criterion to restrict the records to be

updated, and then run the query. Open the table to view your changes. When finished, create and run an Update query
to change the client type to MED on all records.

©

o Click the Yes button to make the changes.

O

4 [l ! Yes button !

Navigation Pane

4 ]

Other Ways

1. Right-click any open area in click Update Query on
upper pane, point to Query Query Type submenu
Type on shortcut menu,

To Use a Delete Query

In some cases, you may need to delete several records at a time. If, for example, all clients in a particular postal
code are to be serviced by another firm, the clients with this postal code can be deleted from the JSP Recruiters data-
base. Instead of deleting these clients individually, which could be very time-consuming in a large database, you can
delete them in one operation by using a delete query, which is a query that will delete all the records satisfying the
criteria entered in the query.

You can preview the data to be deleted in a delete query before actually performing the deletion. To do so, click
the View button after you create the query, but before you run it. The records to be deleted then would appear in
Datasheet view. To delete the records, click the View button again to change to Design view. Click the Run button,
and then click the Yes button in the Microsoft Office Access dialog box when asked if you want to delete the records.

The following steps use a delete query to delete any client whose postal code is 80412 without first previewing
the data to be deleted. (Only one such client currently exists in the database.)
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e Clear the grid.

e Click the Delete button on the
Design tab to make the query a
Delete query (Figure 3-31).

e Double-click the Postal Code field
to select the field.

e Click the Criteria row for the
Postal Code field and type 80412
as the criterion.

12)

® Run the query by clicking the Run
button (Figure 3-32).

13

e Click the Yes button to complete
the deletion.

e Close the Query window. Do not
save the query.

Other Ways

rpn =9~ _l"'_' I'= Query Tools | ISP Recruiters | Database (Access 204

Home Create External Data Database Toals Design

!

Wiew  Run Select

-‘E jﬁlnsert Fiowys 'Jf Insert C
l = Delete Rows ' Delete
Show e =

Table =% Builder Wbl Retur

Results Query Type Query Setup
- Postal Code
2 field included
" Delete button
EiEm
—,eeeaEEE \
¥ 1
. \ T T | 1
Field: | Postal Code |
Table: | Client
Delete: |iyhere postal code
Critfria: | 50412 T «—] must be 80412
ar

Delete row added
to design grid

’-/—
Figure 3-31
_g_ - ("_ - Query Tools | ISP Recruters : Databasze (Access 2007) - Microsoft Acce
Hame Create External Data Database Toaols Design
. = 5 0 Union “alnsert Rows | Insert Columns
Y =+ AR M L= : 3
. & | e Pass-Through EP Delete Rows ' Delets Columns
e R Select Make Append Update Crosstab |Delete Show - Total
Tahle ﬁ Data Definition Table 'Q\ Builder 24 Return; '
Results Query Type Query Setup
f il query1 Run button
_——,—
Client
S Microsoft Office
# client Number Access dialog box
Client Mame L
message indicates 1
Sreet =
: row will be deleted
City
itate
Postal Code
Client Type Microsoft Office Access
= Specialties Mesded
Specialties Meede You are about to delete 1 row(s) from the specified table.
Amount Paid [}
Current Due - Once you dlick Yes, you can't use the Undo command to reverse the changes,
R cH AR GThisar Are you sure you wank to delets the selected records?
Show Help ==
A ) >
T T T T
Field: |Postal Code | | |
Table: | Client | Yes button
Delete; [Where | [
Criteria: ["g0412"
or

Figure 3-32

1. Right-click any open
area in upper pane,
point to Query Type on
shortcut menu, click
Delete Query on Query
Type submenu




To Use AN ApPEND QUERY

An append query adds a group of records from one table to the end of another

table. For example, suppose that JSP Recruiters acquires some new clients and a database
containing a table with those clients. To avoid entering all this information manually, you
can append it to the Client table in the JSP Recruiters database using the append query.
To create an append query, you would use the following steps.

1.
2.
3.

Create a query for the table containing the records to append.
In Design view, indicate the fields to include, and then enter any necessary criteria.

View the query results to be sure you have specified the correct data, and then return
to Design view.

Click the Append button on the Design tab.

. When Access displays the Append dialog box, specify the name of the table to receive the

new records and its location. Run the query by clicking the Run button on the Design tab.

When Access indicates the number of records to be appended, click the Yes button.

To Use A Make-TaBLE QUERY

In some cases, you might want to add the records from an existing table to a new

table, that is, a table that has not yet been created. If so, use a make-table query to add
the records to a new table. Access will create this table as part of the process and add the
records to it. To create a make-table query, you would use the following steps.

1.
2.
3.

Create a query for the table containing the records to add.
In Design view, indicate the fields to include, and then enter any necessary criteria.

View the query results to be sure you have specified the correct data, and then return
to Design view.

Click the Make Table button on the Design tab.

. When Access displays the Make Table dialog box, specify the name of the table to

receive the new records and its location. Run the query by clicking the Run button on
the Design tab.

When Access indicates the number of records to be inserted, click the Yes button.

Validation Rules

You now have created, loaded, queried, and updated a database. Nothing you have done
so far, however, makes sure that users enter only valid data. To ensure the entry of valid
data, you create validation rules; that is, rules that a user must follow when entering the
data. As you will see, Access will prevent users from entering data that does not follow the
rules. The steps also specify validation text, which is the message that will appear if a user
violates the validation rule.

Validation rules can indicate a required field, a field in which the user actually

must enter data. For example, by making the Client Name field a required field, a user
actually must enter a name (that is, the field cannot be blank). Validation rules can make
sure a user’s entry lies within a certain range of values; for example, that the values in the
Amount Paid field are between $0.00 and $100,000.00. They can specify a default value;

that is, a value that Access will display on the screen in a particular field before the user

begins adding a record. To make data entry of client numbers more convenient, you also

can have lowercase letters appear automatically as uppercase letters. Finally, validation
rules can specify a collection of acceptable values; for example, that the only legitimate

entries for the Client Type field are MED, DNT, and LAB.

BTW
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Using Wildcards in
Validation Rules

You can include wildcards
in validation rules. For
example, if you enter the
expression, like C?, in the
Validation Rule box for
the State field, the only
valid entries for the field
will be CA, CO, and CT.
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To Specify a Required Field

To specify that a field is to be required, change the value for the Required property from No to Yes. The
following steps specify that the Client Name field is to be a required field.

e Show the Navigation pane, and
then open the Client table in
Design view.

e Select the Client Name field by
clicking its row selector.

| Street
| City

Chot

Row

e Click the Required property box oy

selector | Code
lient
Name field

Type

in the Field Properties pane, and
then click the down arrow that
appears.

e Click Yes in the list (Figure 3-33).

g What is the effect of this change?

©'| Users cannot leave the Client
Name field blank when entering
or editing records.

[Spedalties Meeded

| Amount Paid
| Current Due

| Field Mame
¥ Client Murmber
|| Client Mame

Text
Taxt
Text

Client table open
in Design view

Text
Text

Client Name
field selected

Text
Currency
Currency
Text

Field Properties

General Lookup|

\Field Size

Format
Input Mask

|Caption

Default Value

Malidation Rule
Malidation Text
Required

255

A

value changed
to Yes

Required property
box arrow

Required
property box

J

=
alla %_‘f&s

0

v

I

7~

Figure 3-33

To Specify a Range

The following step specifies that entries in the Amount Paid field must be between $0.00 and $100,000.00. To
indicate this range, the criterion specifies that the amount paid value must be both >= 0 (greater than or equal to 0)

and <= 100000 (less than or equal to 100000).

o Select the Amount Paid field by
clicking its row selector, click the
Validation Rule property box to

ﬂ Client &ddress Report
ﬂ Client Financial Repoart

ﬂ Recruiter-Client Repart

produce an insertion point, and then

Recruiter
type >=0 and <=100000 as the rule. -

e Click the Validation Text "—5:‘
property box to produce an Ei
insertion point, and then type H

|

Must be at least $0.00 and
at most $100,000 as the text
(Figure 3-34).

< | What is the effect of this change?

©| Users now will be prohibited from
entering an amount paid value
that either is less than $0.00 or greater

Recruiter : Tahle
Recruiter-Client Querny
Recruiter Address Report
Recruiter Financial Report

Recruiter-Client Repart

»

 Amount Paid Currency
fCurrent e Currency
| Recruiter Mumbe Teut

Amount Paid
field selected

Field Properties

\Farmat

|Caption

Malidation Rule
Mwalidation Text

Indexed

General Lookup|

Access automatically
converts and to And

validation rule

Liecimal Places
Input Mask

Default Value |
|x=0And <=100000 . —
(Must be at least $0.00 and at most $100,000]

| Mo
validation text

Required

Figure 3-34

than $100,000.00 when they add records or change the value in the Amount Paid field.
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To Specify a Default Value

To specify a default value, enter the value in the Default Value property box. The following step specifies
MED as the default value for the Client Type field. This simply means that if users do not enter a client type, the
type will be MED.

e Select the Client Type field. Click

m
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| Postal Code

Text

the Default Value property box | Client Type Text

to produce an insertion point, | Specialties Needed Text
and then type =MED as the value |l mournt Pald TRy
Fi 3 35) _Current Due currency

( lgure 5-— . Recruiter Mumber Text

& Client Type
field selected

Field Properties

General |Lookup, .

Field Size |258 default value |8
Format =
Input Mask W
Caption | - |
Default Walue \=mED| I [exe]

—
Figure 3-35

To Specify a Collection of Allowable Values

The only allowable values for the Client Type field are MED, DN'T, and LAB. An appropriate validation
rule for this field prevents Access from accepting any entry other than these three possibilities. The following step
specifies the legal values for the Client Type field.

e Make sure the Client Type field is |Posta
selected. r:— Client Type Text
| Specialties Meeded . Text
e Click the Validation Rule property |Amount Paid Qllent Type i
. . . Current Due -
box to produce an insertion point - : field selected
Recruiter Mumber —e—
and then type =MED or =DNT or
=LAB as the validation rule.
e Click the Validation Text property quftatk:_n r“args deed ik Propettsbg
— automatically by Access
box and then type Must be MED, General [Lookup| —
H B Field Size | 255 |
DNT, or LAB asthe validation T i =
text (Figure 3—36) Input Mask | F
(Captian | .
< | What is the effect of this change? Default ialue = MED’ |
oJ Malidation Rule (="MED" Or ="DNT" Or ="LAB" |
©'| Users now will be allowed to [validation Text Must e MED, DNT, ar LAE| i
. [Required (Mo
enter only MED, DNT, or LAB in |allowe Zera Length Ves
the Client Type field when they nce =
Unicode Compression  |Yes
add records or make changes to IME Made Mo Contral
. . IME Sentence Mode Maone
this field. Smark Tags —

witeh panes, F1= Help, |

B Microsoft Acc

Figure 3-36
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To Specify a Format

letters automatically as lowercase letters.

To affect the way data appears in a field, you can use a format. To use a format with a Text field, you enter

a special symbol, called a format symbol, in the field’s Format property box. The Format property uses different
settings for different data types. The following step specifies a format for the Client Number field in the Client
table and illustrates the way you enter a format. The format symbol used in the example is >, which causes Access to
display lowercase letters automatically as uppercase letters. The format symbol < causes Access to display uppercase

Q&A

Q&A

e Select the Client Number field.

o Click the Format property box and

then type > (Figure 3-37).
What is the effect of this change?

From this point on, any lowercase
letters will appear automatically as
uppercase when users add records
or change the value in the Client
Number field.

Client numbers are supposed to be
four characters long. Is there a way
to ensure users don't type more
than four characters?

Yes. The Field Size property
dictates how many characters

the users can type, so if you
wanted to ensure that a maximum
of four characters be allowed, you
could change the field size from
255 to 4.

External Data

j«: Insert Rowes

=~ Delete Rowes

Client Mumber

Field Name L

Table Tools

Database Toals Design

£

N Property Indexes
-._-,ﬂLookup Column Sheet

ShowyHide

~ DataType
Text

|| Client Mame Taxt
_!Street Text

ISP Recruiters : Database (Access 2007) - Microsoft Access

Description

Allaw Zern Length

Ho
|Yes

—ECIW Client Number
_EStatE field selected
| Postal Code Text
| |Client Type Text
| |Specialties Needed Teut
| Amount Paid Currency
_| Current Due Currency
|Recruitar Mumber Teut
|
-
Field Properties
General |ngkup| /
[Field Size 255
Farmat | e
Input Mask
Caption
Default Yalue
“Walidation Rule The display |
I on Text defined fo

Pres

Indexed [Yes (Mo Duplicates]

\Unicade Compression Yes

IME Mode (Mo Cantral

IME Sentence Mode |Mone

Zmart Tags |
Fi1=Help,

Figure 3-37
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To Save the Validation Rules, Default Values, and Formats

The following steps save the validation rules, default values, and formats.
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e Click the Save button (00 . Table Tools ~ JSP Recriiters | Databiase (Access 2007) - Microsoft Access
on the Quick Access malDats DatsbaseTools | Design
Toolbar to save e Insert Rows @
=" Delete Row: 2
the Changes Wiew Prirfard| Builder TestWalidation = . g ?M Property Indexes
| b | Key ules =1y - el
(Figure 3 38) K Rl A Lookup Column Sheet
Wiews Tools ShowyHide
All T@JES wl g [j Client
9 Client « [Pl Field Name | Data Type | Descriptian
H =1 Client:Table EF Client Mumber Text
e Click the No button B U = i -
9 Client-Recruiter Crasstab
to save the changes = et Taxt
H  Client Query N N
without testin S Meresselii Oiffia2
9 S client-City Query Access dialog box
current data- @ Recruiter-Client Query LAk message about
B Client Form | Text data integrity rules
° pecialties Meeded Taxt
Close the Client Address Report i i f1 Office A
. icroso ice Access
Client table. Client Financal Report ]
< ShOUId | always Recruiter-Clisnt Report ' Data integrity rules have been changed; existing data may not be valid for the new rules.
o . Recruiter Fa = --S' This process may take a long time. Do you wank the existing data to be tested with the new rules?
o/ click the No button BN vt Tasie |
h . ' Loves | [ we | [conce | message about
when saving 5 Recruiter-Client Guery | No button '7 the process
Valldatlon rU|ES? [ Recruiter &ddress Report General ’m|
. iter Financi [Field Size 255 ]
|f thIS were a : Eecru:er I:Inantc:\ Re::ort 'Floa.rrﬁa.tlz.e i v.g:
eCrliter-Cliern epo InpUtMaSk ™
database used to run e
a business or to solve Default Value
L walidation Rule | The display layout for
some other critical Mwalidation Text | | defined format or en|
Required Mo Press F1for hel
need, you would \Allow Zera Length Yes
click Yes. You would f:Index.E:é!- - :\‘es_[N__D_ Duplicates]
- \Unicade Compression  |VYes
IME Mode Mo Contral
want to be sure that \IME Sentence Mode Mone
the data already in [Smart Tags |
the database does Beginring save procedure
not violate the rules.

Figure 3-38

Changing Data Types | Jgdating a Table that Contains Validation Rules

It is possible to change
the data type for a field When updating a table that contains validation rules, Access provides assistance
that already contains in making sure the data entered is valid. It helps in making sure that data is formatted

data. Before you change . . . . .
a data type, however, correctly. Access also will not accept invalid data. Entering a number that is out of the

you should consider required range, for example, or entering a value that is not one of the possible choices,
what effect the change will produce an error message in the form of a dialog box. The database will not be

will have on other updated until the error is corrected.
database objects, such

as forms, queries, and
reports. For example,
you could convert a Text
field to a Memo field

if you find that you do
not have enough space
to store the data that
you need. You also could
convert a Number field
to a Currency field or
vice versa.

BTW
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If the client number entered contains lowercase letters, such am49 (Figure 3-39),
Access will display the data automatically as AM49 (Figure 3-40).

e d

Pane

ion Pane

*

= client.
| client Nurnk » | Client Name -

| |BH72 Berls Hospital 415 Main Berls ] 280349 MED 529,200.0

FLas Ferb Dentistry 34 Crestview  Berridge CO 80330 FAED 521,000,
| |FHZ2 Family Health 123 Second Tarleton o 20409 MWED S0,
WHSE IMunn Hospital 76 Dixon IWlason o 0356 MWED 50,
__|PR1Y Peel Radiology 151 valleyview Fort Stewart  CO 80336 TAED 531,750,

| | TC37 Tarleton Clinic 451 Hull Tarletan 23 20403 MED 518,750,

L amag T MED

| Client Numk ~ | Client Name -

| |BH7Z Berls Hospital 415 Main Berls CO 20349 MED 529,200,

~|FDBS Ferb Dentistry 34 Crestview  Berridge Co 20320 MED 521,000,

| |FHz22 Family Health 123 Second Tarleton o 20403 MED 50,0
1] WIHSE hunn Hospital 76 Dixon Fason GEy 80356 MED 50,0
| |[FR1L FPeel Radiology 151 valleyview Fort Stewart  CO 80336 MWED 531,750.0

|RMA32 Roz Medical 315 Maple Berls CO 80349 MED 50.0
TC37 Tarleton Clinic 451 Hull Tarleton iEE] 20403 MED 518,750.0
default value
WLSE West Labs 785 Main Berls Co 20349 MED 514,000,
anas | MED

Street - City - State = | Postal Code = | Client Type - |Specialtiesl - |x‘-\m0unt Pait
AC34 Alys Clinic 134 Central Berridge co 80330 hAED 50,0

RMZ2 Roz Medical 315 Maple Berls Co 80349 MWED 50,

WLSE West Labs 785 Main Berls co 80245 IJED 514,000,0

client number contains MED:
lowercase letters

Figure 3-39

Street

| City Al Fostal Code - | Client Type - |Specialties I ~ [Amount Pai
AC34 Alys Clinic 134 Central Berridge [aia} 20330 MED 50.

\ MED

letters automatically
appear as uppercase

Figure 3-40



If the client type is not valid, such as xxx, Access will display the text message you
specified (Figure 3—41) and not allow the data to enter the database.

umk -+ | Client Name - j Ty - |  State
Alys Clinic 134 Central Berridae
Berls Hospital 415 Main Berls %29,200.00

Ferb Dentistry 34 Crestview  Berridge £21,000.00
Family Health 123 Second Tarleton 40,00
hunn Hospital 76 Dixon Fason 50,00
Peel Radiology 151 Valleyview Fort Stewart 531,750.00
Roz Medical 315 Maple Berls 50,00
Tarleton Clinic 451 Hull Tarletog =0 518, 750,00
West Labs 785 Main SE A Microsoft Office Access [ % 514,000.00

Microsoft Office
Access dialog box !': Must be MED, DMT, or LAE

error message

OK button

Figure 3-41

If the amount paid value is not valid, such as 125000, which is too large, Access also
displays the appropriate message (Figure 3—42) and refuses to accept the data.

Sort & Filter

L~ [Client Name ~ | Streat < | City - | Postal Code - | Client Typa - (Spedalties [~ | &mount Paic = | Current Dus « | R
Alys Clinic 134 Central Berridge CO 20230 MAED 50,00 517,500,002
Berls Hospital 415 Main Berls EE 820349 MED 529,200.00 S0.00 2
Ferb Dentistry 34 Crestview  Berridge 108 80330 MWED 421,000.00 512,500.00 2
Family Health 123 Second Tarleton co 20409 MNED 50.00 50,00 2
IMunn Hospital 76 Dixon Ilason 0] 0356 MWED 50,00 543,025.00 2
Peel Radiology 151 valleyyiew Fort Stewart  CO 80336 MWED 531,750.00 50,00 2
Roz Medical 315 Maple Berls co 20244 MAED 50.00 s0.00 2
Tarleton Clinic 451 Hull 518, 750.00 531,500.00 2
YWest Lah i i 514,000.00 0,00 2

125000

mo AR
Microsoft Office
Access dialog box

OK button |’

f : IMust be at least $0,00 and at most $100,000

% error message

Figure 3-42
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If a required field contains no data, Access indicates this by displaying an error
message as soon as you attempt to leave the record (Figure 3—43). The field must contain
a valid entry before Access will move to a different record.

Microsoft Office 521, 750,00

Access dialog box

1walleyview Fo

315 haple Berls [nie 203 40,00 40,00 27

ic 451 Hull Tarleton 2 518,750,00 531,500,00 27
785 Wain Berls Microsoft Office Access 514,000,00 50,00 24
50,00 50,00 21

! : Yiou must enter & value in the 'Client. Client Mame' fisld;

error message

OK button

Figure 3-43

When entering data into a field with a validation rule, you may find that Access
displays the error message and you are unable to make the necessary correction. It may be
that you cannot remember the validation rule you created or it was created incorrectly. In
such a case, you neither can leave the field nor close the table because you have entered
data into a field that violates the validation rule.

If this happens, first try again to type an acceptable entry. If this does not work,
repeatedly press the BACKSPACE key to erase the contents of the field and then try to leave
the field. If you are unsuccessful using this procedure, press the ESC key until the record is
removed from the screen. The record will not be added to the database.

Should the need arise to take this drastic action, you probably have a faulty valida-
tion rule. Use the techniques of the previous sections to correct the existing validation
rules for the field.

To Use a Lookup Field

Earlier, you changed all the entries in the Client Type field to MED. Thus, you have created a rule that will
ensure that only legitimate values (MED, DN, or LAB) can be entered in the field. You also made Client Type
a Lookup field using a mass change. You can make changes to a Lookup field by clicking the field to be changed,
clicking the arrow that appears in the field, and then selecting the desired value from the list.

The following steps change the Client Type value on the third record to DNT and on the ninth record to LAB.
o

e Open the Client table in Datasheet
view and ensure the Navigation pane
is hidden.

Table Tools ISP Recruiters : Database (Access 2007 - Microsoft Access - =7 X

Datasheet @

| | e ;‘ = Mew X Totals - AREIR W2 Selection ~ [‘ﬁ 25 Replace
N . . Ul Rtf ) 5 z _ e
e Click in the Client Type field on the | Retiesn | iiwe P Spabe | Bi | ElAdaree i
H H - Elete ~ T 2 = Fi -
third record to display the arrow g Al | XK Delete - ERMor W Togale Fitter lg sefect
ol Records ort & Filter Find

value to be |
changed

(Figure 3-44).

ity v State » | Postal Code - | Client Tyfe - |Specialties » | Amount Pait » | Current Due « | A
CO 50.00 517,500.00 2
co 429,200.00 40,00 |2
co $21,000.00 512,500.00 2

2

co s0.00

Figure 3-44
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12)

e Click the down arrow to display

m
o
Q
]
o
©
e
(9}
("]
n
Q
(v)
(v]
<

the drop-down list of available gi;gggg sngsig:gg i
choices for the Client Type field valueto  |50.00 40,00 2
(Figure 3-45). select ONT) 40,00 $43,025.00 2
;(a Could I type the value instead of Salj?gg:gg EEEE i
o | selecting it from the list? §18,750.00 |  §31,500.00 |2
Yes. Once you have either deleted 0 an348 MED. | st of available #14,000.00 50.00 2
the previous value or selected the veltes

entire previous value, you can be-

gin typing. You do not have to type Figure 3-45
the full entry. When you begin with the

letter, D, for example, Access will automatically add the NT.

Experiment

o Select the Client Type field on the first record. Try to change the client type by typing various values.
Try to type an invalid Client Type (like SPT). When finished, change the value on the record to MED.

13

o Click DNT to change the value. —TTOn 0.00 2
o ) rridge co 80330 DT 471,000,00 412,500,003

e In a similar fashion, change MED i - p— MED\ 20,00 20,00 2
on the ninth record to LAB asan co 80356 MED -~ 40,00 543,025.00 2
(Figure 3-46). ort Stewart  CO 80236 MED changed | %31,750.00 50,00 2
erls [t} EERL] MED 40,00 s0.00 3

arleton co £0409 MED 418,750,00 431,500,002

erls co G0349 v 414,000,00 40.00 |2

Figure 3-46

To Use a Multivalued Lookup Field

Using a multivalued Lookup field is similar to using a regular Lookup field. The difference is that when you
drop down the list, the entries all will be preceded by check boxes. You then can check all the entries that you want.
The appropriate entries are shown in Figure 3—47. As indicated in the figure, the specialties needed for client AC34
are CNA, PA, Phy, and RN.

Client Number - Client Name - SpecialtiesMeeded -
C3: AlysClinic CMA, PA, Phy, RN

BHTZ Berl=Hospital  CLS, OT, PA, Fhy, PT, RN

FOEs Ferb Dentistry | DH, Dnt

FHZZ Family Health MNP, Phy, RM

MNHSE WMunn Hospital | CRMA, OT, Phy, PT, RN

FR11 FPeel Radiology RT

RM132 Roz Wedical CMA, ME, PA, Phy, RN

TC37 Tarleton Clinic NP, PA, Phy, RN

W50 West Lahs CL5

Figure 3-47



AC 174 Access Chapter 3 Maintaining a Database

The following steps make the appropriate entries for the Specialties Needed field.

o Click the Specialties Needed field
on the first record to display
the arrow.

o Click the arrow to display the
list of available specialties
(Figure 3-48).

All the specialties currently appear
in the box. What if there were too
many specialties to fit?

Q&A

Access would automatically
include a scroll bar that you
could use to scroll through all
the choices.

12)

e Click the CNA, PA, Phy, and
RN check boxes to select the
specialties for the first client
(Figure 3-49).

13

e Click the OK button to complete
the selection.

e Using the same technique,
enter the specialties given in
Figure 3-47 on the previous
page for the remaining clients
(Figure 3-50).

co
Co
Co
[sin]
co
co
co
co
co

co

Co
Co
co
co
co
co
co
co

co

co
co
co
co
Co
co
co
co

20220
20249
20320
20403
80356
80336
20249
20409
20249

20320
20249
20320
20403
80356
80336
20243
20409
20249

80330
80343
80330
20409
20356
803326
20249
80403
80343

Specialties Needed fiel

MED

on first record selected

d | sort & Filter

oggle Filter

MED
DT
MED
MED
MED
15

check boxes
to select

MED

50.00
9,200.00
1,000.00
50,00
40,00
1,750.00
%0.00
|, 750.00
4,000.00

Amount Pair » | Current Due « | A

517,500.00
%0.00
412,500,00
50,00
£43,025,00
50.00
%0.00
£31,500.00
%0.00

list of available

specialties

Figure 3-48

MED

v

50,00

RAED
DT
MED
MED
MED
ME

nde

selected
specialties

M§

O cus
ICNA
O| crie
OjoH
Oont
=
Oine
OjoT
P,
Ml Phy
Opr

e
' RT

3,200.00
1,000.00
50,00
40,00
1,750.00
40.00
&, 750.00
4,000.00

o

MED
MWMED
DT
MED
MED
MED
MED
MED
L&B

MED

Cha, P, Phy, 1 50,00 517,500,002
CLS, OT, P&, PR 529,200,00 50,00 2
DH, Dnt 521,000,00 512,500,002
MNP, Phy, Rl 50,00 50,00 2
CRINA, OT, Phy, 50,00 £43,025.00 2
RT 531, 750,00 50,00 2
Cha, NP, PA, P 50,00 20,00 2
MF, P&, Phy, RIE 518,750,00 531,500,002
v 514,000,00 50,00 2
~
all specialties r—\
entered

Figure 3-50

| Postal Cade - [ Client Type - |Spedialties [ » | Amount Fail - [ Current Due - |

517,500.00
50.00
412,500.00
50,00
£43,025.00
50.00
%0.00
£21,500.00
%0.00

| Postal Code - | Client Type - |Specia|ties I - |Am ourt Pait - | Current Due - | FY

[0 0 0 00 = 0 0 T e o

S e S S R S0 Y R 6 S R N O e o

Figure 3-49
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To Resize a Column in a Datasheet

The Access default column sizes do not always allow all the data in the field to appear. In some cases, the data may
appear, but not the entire field name. You can correct this problem by resizing the column (changing its size) in the datasheet.
In some instances, you may want to reduce the size of a column. The State field, for example, is short enough that it does not
require all the space on the screen that is allotted to it. Changing a column width changes the layout, or design, of a table.

The following steps resize the columns in the Client table and save the changes to the layout.

e Point to the right boundary of the
field selector for the Specialties
Needed field (Figure 3-51) so that
the mouse pointer becomes a
doubled-ended arrow.

12)

e Double-click the right boundary
of the field selector for the
Specialties Needed field to resize
the field so that it best fits the data
(Figure 3-52).

o Togale Filter
sort & Filter

field selector
for Specialties

City v| State - Postal Needed field _ Due - |R
berridge co 20330 T2, P2, Phy, | 50.00 517,500.00 2
berls Co 20349 MED CLS, OT, P&, PR \329,200.00 80,00 2
erridge (ol ] 20330 DNT DH, Dnit 1,000.00 312,500.00 2
arleton co 80403 MED NP, Fhy, BRI 50,00 50,00 2
lason co 80356 MED CRM&, OT, Phy, 0,00 543,025.00 2
brt Stewart  CO 80336 MED RT uER Felinicr e o 2

rls o 20343 MED ChA, NP, P&, P | indicates column can be .00 2
rlatan co B0403 MED NP, P&, Phy, R ;‘ijﬁgfﬁi’cﬁi’ﬁgg'"g °" oo 2
rls (oin] 20349 LAR CLS v ST, T T 0,00 2

Figure 3-51

[ Save 9 spelling | 4] SARE = (= = GoTo~
ol r nd
||| e | X Delste ~ B More~ || &5  Togale Filte ' -
| |i Feme column resized to
Bl RichTet || Records U Sort & Fitter best fit the data

- | Fostal Code - | Client Type - | Specialties keeded - |Am0unt Pait » | Cur

rridge co 80330 MED CH&, Po, Phy, RN 40,00
rls co 50349 MED CLS, OT, P&, Phy, PT, RN 439,200,00
rricge co 80330 DT DH, Dnit 421,000,00
rleton co 80409 MED MR, Phy, RN 40,00
asan co 80356 MED CRMA&, OT, Phy, PT, RR 40,00
ort Stewart €O 80336 MED RT 431,750,00
erls co 80349 MED CH&, NP, P2, Phy, RN 40,00
arlaton co £0409 MED MP, P, Phy, RM 418,750,00
erls co 80349 LAE : ¥ £14,000.00

right scroll arrow

Figure 3-52
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13)

e Use the same technique to resize
all the other fields to best fit
the data. To resize the Amount
Paid, Current Due, and Recruiter
Number fields, you will need to
scroll the fields by clicking the
right scroll arrow shown in
Figure 3-52 on the previous page
(Figure 3-53).

4]

e Save the changes to the layout by
clicking the Save button on the
Quick Access Toolbar.

e Close the Client table.

3
o3
(o4

% speling
Delets ~ 55 More =
Records

ilts
columns
resized

W Taggle Filter
& Filter

>

‘Specialties Needed
CM&, P&, Phy, RM
CLS, OT, PA, Phy, PT, RN
DH, Dnt
NP, Fhy, BRI
CRMN&, OT, Fhy, PT, BRI
RT
Ch&, NP, Pa, Phy, RI
MNP, P&, Phy, BRI

CLS|

What if | closed the table without saving the layout changes?

You would be asked if you want to save the changes.

v | Amount Paid - | Current Due - |Recruiter Mum - iﬂ.dd New Field
50,00 517,500,000 21
£29,200.00 40,00 24
421,000,00 412,500,00 21
50,00 S0.00 24
50,00 543,025.00 24
531,750.00 50,00 21
50,00 50,00 27
518,750.00 £31,500.00 27
514,000,00 50,00 24

Figure 3-53

Other Ways

To Include Totals in a Datasheet

1. Right-click field name,
click Column Width

It is possible to include totals and other statistics at the bottom of a datasheet in a special row called the
Total row. The following steps display the total of the commissions and the average of the rates for recruiters in

the Total row.

® Open the Recruiter o)l T 5| Hometab | TableTools | JSP Recru'itamDataba;L[Access 2007) - Microsoft A
i R - - i Totals butt
te.able in Dafcasheet [ome P Chue ohalion | Ossasa tess Yo otals button
view and hide the - = . = 3
. . = | e [ rl = = 1 = Mew 3
Navigation pane. ' ﬁ Qe cae LS == 2] e ‘%E !il 1i
“iew || Paste (B 7 U|A |- |2 [iZ i=|[®2 | | Refresh % o |la | Pt
e Click the Totals i ¢{ e e i A | X D‘"“d Fmoe~ |2 =
s | |Clipboard M i - [ Records
button on the Home — Rectuiter
. | Recruiter
tab to include the e : :
Total in th | Recruiter ML - | LastMame - | First Mame - | Strest - | City -| State - |PostalCode -| Rate
otalrow inthe P 1 Kerry Alyssa 261 Pointer Taurin Co an41e
datasheet | |24 Reaves camden 3135 rill Dentan co 50412
(Figure 3-54). | |27 Fernandez Jaime 265 Maxwell  Charleston co 80380
| |34 Lee dan 1827 Cak Denton co 80413
*
Totalrow | __—»Total
added

Figure 3-54
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e Click the Total row in the . Table Tools ISP Recruiters ; Database (Access 2007) - Microsoft Access - = X w
. . L | A
Commission column to display ey @ o
an arrow. )
(%)

<

|§ §E||m = Mew Z Totals £l ?v e TR ﬂ
. = GoTo~

e Click the arrow to display a | (Z=(% | Reen i Fawing | 1, | G lAencedr
. . - - i -
menu of available computations o | ale | X Delet'; BEMore - || 4, - fﬂ:;ggle Filter F-emSEIect
. El 2 Reco S & i l
(Figure 3-55). B ! :

- |Postal Code = | Rate - | Commjssion » | Add New Fefd
PEL Faointer Taourin Co a2041e

B135 Brill Denton Co an4 9,300.00

PeS Maxwell  Charleston €O 80380 4g,450| Total row for

- Commission field
827 Oak Dentan : 2 /

calculate average

Count
Maximum
find largest value i

_ Standard Deviation
find smallest value £
Variance

calculate standard
deviation

Sa Will I always get the same list?

©’| No. You only will get the items
that make sense for the type of
data in the column. You cannot
calculate the sum of text data, for
example.

(3]

e Click Sum to calculate the sum of
the commissions.

available
computations

calculate variance

Figure 3-55

4]

e Click the Total row in the Rate
column to display an arrow.

. Table Toals JSP Recruiters ; Database (Access 2007) - Microsoft Access = - R

Totals button (7}
||. = Mewr m‘/r ? {2 Selectian - % 2 Replace

e Click the arrow to display a menu

of available computations. o R o Rpuing | X Y lAskanend v = GoTo~
Al X Delete = EMM . b 7 W Taggle Filter Wi Seleat
e Click Average to calculate the _ Recards L Sort & Fitker

average of the rates (Figure 3-56).

Street - | City -| State - |Postal Code - |  Rate - |Commissian - |Add New Feld
61 Pointer  Tourin co B0416 0,10 $17,600,00
(L35 Brill Dentan Co B0412 0,10 $19,900,00
bS hAaxwel| Charlesto_n ] 80380 0.09 59,450,00
127 Oak Dentan Co B0413 0.08 40,00

Experiment

e Experiment with other statistics.
When finished, once again
select the sum of the commissions

and the average of the rates. i IF 546,95‘0\.00
average total of
of rates commissions

Figure 3-56
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To Remove Totals from a Datasheet

If you no longer want the totals to appear as part of the datasheet, you can remove the Total row. The following
step removes the Total row.

e Click the Totals button on the Home tab to remove the Total row from the datasheet.

Changing the Appearance of a Datasheet

In addition to resizing columns and displaying totals, you can change the appearance of a
datasheet in a variety of other ways. For example, you can change the appearance of grid-
lines or change the text colors and font. Figure 3-57 shows the various buttons, found on
the Home tab, that are available to change the Datasheet appearance.

B Italic

[ﬁ Align Text : atabase (Access 2007) - Microsoft Access
(% =y - Font Size box .
[Lay;] button i [uiaiery Center button

Create E:fmilbitu Ds‘ahnu"rnals /Dntashe:t
\J

i M B & b | Fi |§/§‘§/; =\ Align Text Mew | Z Tott);l\;_i &l | 07 Selection =
ety =i 5 - Right button |c.... ¥ Spelting il V4 advanced -
-|| - - ||E - il -1 A . Filtet
[Bold button T v B I U H A “Q ||ﬁ “ Alternate Fill/Back 7 Delete = B More = 2.1 " Toggle Filter
wies - Fon ] Color button Records Sort & Filter
Underline
» 1 button Gridlines
Font Color "
| Recruiter ML = | | button | FirstWame =i City =il State ~ | Postal Code = | Rate > | Commission
_21 Kerry Jvssg &l Pointer Tourin (iR} 80416 0,10 S17,600.0
24 Reeves Fill/Back Color 3135 Brill Dentan loce] 80412 0,10 519,900,
: button
Figure 3-57

The changes to the datasheet will be reflected not only on the screen, but also when
you print or preview the datasheet.

Plan Determine whether changes to the format of a datasheet are desirable.
Ahead You need to decide if changes to the format of a datasheet would improve its appearance
and/or its usefulness. The following are the decisions you would make.

1. Would totals or other calculations be useful in the datasheet? If so, include the Total row
and select the appropriate computations.

2. Would different gridlines make the datasheet more useful? If so, change to the desired
gridlines.

3. Would alternating colors in the rows make them easier to read? If so, change the alter-
nate fill color.

4. Would a different font and/or font color make the text stand out better? If so, change
the font color and/or the font.

5. Is the font size appropriate? Can you see enough data at one time on the screen and yet
have the data be readable? If not, change the font size to an appropriate value.

6. Is the column spacing appropriate? Are some columns wider than they need to be? Are
there some columns where not all the data is visible? If so, change the column size.

As a general guideline, once you have decided on a particular look for a datasheet, all
your datasheets should have the same look, unless there is a compelling reason for one of
your datasheets to differ.




To Change Gridlines in a Datasheet

Changing the Appearance of a Datasheet AC 179

horizontal gridlines are included.

e Open the Recruiter table in
Datasheet view, if it is not
already open.

e Click the box in the upper-left
corner of the Datasheet selector
to select the entire datasheet
(Figure 3-58).

12)

e Click the Gridlines button on the

o
1
(]
]
(o
©
v
One of the changes you can make to a datasheet is which gridlines appear. You may feel that the appearance n
would be improved by having only horizontal gridlines. The following steps change the datasheet so that only Q
v
<
(0™ O R R | Table Toals ISP Racruiters | Database (Access 2
|Hm[m EdemalData  DatabaseTools  Datasheet
ﬁ J‘J & ICaIlbrl '111 -EE |E ﬁ| oo | ||@ ;T
:-!'H-n Spel
P e S B AR S e e o
i M . Femt B RichTet || Records
s || =2 Recruiter
T, Kerry Alyssa 261 Pointer Tourin co 80416
24 Reeves Camden 3135 Brill Denton Co 0412
2T Fernandez Jaime 265 Maxwiell  Charleston co 80380 |
34 Lee Jan 1827 Cak Denton Co 80413
click to
select entire \
datasheet datasheet
selected
Figure 3-58
=T RN R

Home tab to display the Gridlines
gallery (Figure 3-59).

Does it matter whether | click the
button or the arrow?

Q&A

In this case, it does not matter.
Either one will produce the
same result.

13

e Click the Gridlines: Horizontal
command in the Gridlines gallery
to include only horizontal
gridlines.

Experiment

e Experiment with other gridline
options. When finished, once
again select horizontal gridlines.

Gridlines f 10l ISP Recruiters : Database (Access 2
| Home | Create  EdemalData  Database] PUTON  Jasheet

: ity TR Z Total
ﬁ [ J & |Ca||br| ']1¥«='E 3| |§ EHT| “@ T 5 S
Vi:w Paste x Delete - EM

WWE@: ] e

ﬂinhm " Records

s Sl command (only

Kerry Alyssal - horizontal gridlines)
Reaves Camdq []]
Fernandez Jaime

Lea Jan

co
co

Gridlines: Mone

b\

Gridlines
gallery

=

Figure 3-59
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To Change the Colors and Font in a Datasheet

You also may decide that you can improve the datasheet by changing the colors and the font. The following
steps change the Alternate Fill color, a color that appears on every other row in the datasheet. They also change the

font color, the font, and the font size.

e \With the datasheet for the
Recruiter table selected, click the
Alternate Fill/Back Color button

arrow to display the color palette
(Figure 3-60).

Does it matter whether | click the
button or the arrow?

Q&A

Yes. Clicking the arrow produces a
color palette. Clicking the but-
ton applies the currently selected
color. When in doubt, you should
click the arrow.

12)

e Click Aqua Blue (the second from
the right color in the standard
colors) to select aqua blue as the
alternate color.

e Click the Font Color arrow, and
then click Red (the second color in
the bottom row) in the lower-left
corner of standard colors to select
Red as the font color.

o Click the Font box arrow, and then
select Bodoni MT as the font. (If it
is not available, select any font of
your choice.)

e Click the Font Size box arrow,
and select 10 as the font size
(Figure 3-61).

| Home [ M m ernal Data

Eyan -

| Table Toals ISP Recruiters : Database (Access
| |

L

/

only horizontal
gridlines included

Alternate Fill/Back

Color button arrow
ﬁ J & |Ca||br| '111 - |§- §%| =] -| - 20
£ e ——— T Font Color ? spel
e - il 1) alette
- Pa'st,e B 7 g‘- || - ! =7 |a | p, ‘.1.-.Eu
e = | utomatic
i ¥ews M Font Color L] Records
w5 || 2] Recruiter | button arrow
aqua blue color (color to
21 Kerry Al_yssa select for alternate fill)
24 Reegves Camden Co 80412
27 Fernandez Jaime Co 80320
34 Les Jan co 80413

E| red color (color you will
| Mate Colars., select from Font Color
| palette for font color)

Figure 3-60

@ e A font changed

| Home

&

Views ||Clipboard = Font

font color changed

ﬁ j 2 |Bod0n|MT '110 i
CE} = o=
Wi || Fhaste o |yl HII&*IIQ I-IE

| &7

alternate fill

dialog box)

= )

color changed

font and font
size changed

Figure 3-61

Sa ‘ Does the order in which | make these selections make a difference?
©'| No. You could have made these selections in any order.

Experiment

e Experiment with other colors, fonts, and font sizes. When finished, return to the options selected in this step
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Using the Datasheet Formatting Dialog Box

As an alternative to using the individual buttons, you can click the Datasheet
Formatting arrow, shown in Figure 3-61, to display the Datasheet Formatting dialog box
(Figure 3-62). You can use the various options within the dialog box to make changes to
the datasheet format. Once you are finished, click the OK button to apply your changes.
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v
(%2}
(V]
19}
()
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. e L — <o~ || 5,
_Wiews | (Clipboard = | patasheet Formatting . Sort & Filter
wo || | Recruiter dialog box
L Cell Effect Gridlines Shawn heck b
| check boxes
e - () Flat orizantal for gridlines j - e
L Ry option buttons O Raised D\n'ertical L L
for cell effects Osutie Caricel Gridline Color
o
kg ) Ferriarcaz Jumme s 0im 945
Background Color; Alternate Background Color:  Gridine Color;
Background '| "| |_ W| | "@|
Color Sarnple!

Alternate
Border and Background Color
Line Styles
! Border and Line Styvles
&£ |Datasheet Eorder v| |Solid »
Directian
(3) Left-to-right Right-to-left

option buttons
for direction

Figure 3-62

To Close the Datasheet Without Saving the Format Changes

The following steps show how to close the datasheet without saving the changes to
the format. Because the changes are not saved, the next time you open the Recruiter table

it will appear in the original format. If you had saved the changes, the changes would be
reflected in its appearance.

o Click the Close ‘Recruiter’ button to close the Recruiter table.

9 Click the No button in the Microsoft Office Access dialog box when asked if you want to
save your changes.

Multivalued Field in Queries

You can use multivalued fields in queries just as you can use other fields. You have a choice

concerning how the multiple values appear. You can choose to have them on a single row
or on multiple rows.
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To Query a Multivalued Field Showing Multiple Values on a Single Row

To include a multivalued field in the results of a query, place the field in the design grid just like any other
field. The results will list all of the values for the multivalued field on a single row, just as in a datasheet. The
following steps create a query to display the client number, client name, client type, and specialties needed for all

clients.

e Create a query for the Client table
and hide the Navigation pane.

e Include the Client Number, Client
Name, Client Type, and Specialties
Needed fields (Figure 3-63).

@ B MY D) Query Tools ISP Recruiters ; Database (Access 2
G e | |
= Home Create External Data Diatabase Tools Design
} -:' *' A " @D Union -,_13 TealnsertRows f Insert
| B b B =
3 - :i. L . . 0 Pass-Through ! = Lielete Rows W pelete
Wiew Run Select | Make Append Update Crosstab Delete Showe =
- | | Takle ﬁ Data Definition Takle 4\ Builder iﬂ,lﬂ Return
Results Query Type Query Setup
» ﬁ Queryl
S
Client
-
® Client Mumber
Client Mame
Street
City
State
Postal Code
Client Type position to click for
Bl Specialties Neaded 4—] Specialties Needed field
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o View the results (Figure 3-64).

< | Can | include criteria for the multi-
2| valued field?

You can include criteria for the
multivalued field when all the en-
tries are displayed on a single row.

Experiment

e Return to Design view and enter
various criteria in the Specialties
Needed field. Run the queries.
When finished, return to the op-
tions selected in this step.
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Figure 3-64

To Query a Multivalued Field Showing Multiple Values on Multiple Rows

You may be interested in those clients requiring a particular specialty, for example, those clients needing an
RN. Unfortunately, you cannot simply put the desired specialty in the Criteria row just as you would with other
fields. Instead you need to change the query so that each specialty occurs on a different row by using the Value
property. Once you have done so, you can enter criteria just as you would in any other query.

The following steps use the Value property to display each specialty on a separate row.
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e Return to Design view and ensure
the Client Number, Client Name,
Client Type, and Specialties
Needed fields are selected.

o Click the Specialties Needed field
to produce an insertion point,
and then type a period and the
word vValue after the word,
Needed, to use the Value property
(Figure 3-65).

I don't see the word, Specialties.
Did | do something wrong?

Q&A

No. There is not enough room to
display the entire name. If you
wanted to see it, you could point
to the right boundary of the col-
umn selector and then either drag
or double-click.

g
o3
(o4

12)

o View the results (Figure 3-66).

l Do | need to type the word Value?

< | Can | now include criteria for the
o| multivalued field?

Yes. This is now just like any other

query. There are no multiple
values on any row.

3]

o Close the query by clicking the
Close 'Query1’ button.

e When asked if you want to save
the query, click the No button.

P o S —

"

¥ Client Mumber
Client Mame
Street
City
State
Postal Code
Client Type

= specialties Meeded
Specialties Meede |--—]
Amount Paid

position to click for
Specialties Needed.Value

Current Due
Recruiter Mumber

Navigation Pane

No. You also can double-click the second Specialties Needed entry in the field list.

T a e
| Home | Create

only final portion of Value
field name appears property
4 ] N /
N —r AT
1 oo L |
Field: | Client Mumber | Client Mamne |CIientType |Ngeded.\fa|ue| .'U_'.I I
Tahle: | Client | Client iCIient | Client |
Sort | |
shows | | | —
Criteria;
ar
_‘-f
Figure 3-65
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| BHT2 Berls Hospital
 BHT2
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Figure 3-66

The four specialties needed by
client AC34 now appear on four
rows. (In the previous query, they
appeared on a single row.)
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Referential Integrity

The property that ensures that the value in a foreign key must match that of another
table’s primary key is called referential integrity. A foreign key is a field in one table
whose values are required to match the primary key of another table. In the Client table,
the Recruiter Number field is a foreign key that must match the primary key of the
Recruiter table; that is, the Recruiter number for any client must be a recruiter currently
in the Recruiter table. A client whose Recruiter number is 92, for example, should not be
stored because no such recruiter exists.

In Access, to specify referential integrity, you must define a relationship between
the tables by using the Relationships command. Access then prohibits any updates to the
database that would violate the referential integrity.

The type of relationship between two tables specified by the Relationships command
is referred to as a one-to-many relationship. This means that one record in the first table
is related to (matches) mzany records in the second table, but each record in the second table
is related to only one record in the first. In the JSP Recruiters database, for example, a
one-to-many relationship exists between the Recruiter table and the Client table. One
recruiter is associated with 7zany clients, but each client is associated with only a single
recruiter. In general, the table containing the foreign key will be the many part of the
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relationship.
Identify related tables in order to implement relationships between the tables. Plan
When specifying referential integrity, you need to decide how to handle deletions. In the Ahead

relationship between clients and recruiters, for example, deletion of a recruiter for whom
clients exist, such as recruiter number 21, would violate referential integrity. Any clients for
recruiter 21 no longer would relate to any recruiter in the database. You can handle this in
two ways. For each relationship, you need to decide which of the approaches is appropriate.

1. The normal way to avoid this problem is to prohibit such a deletion.

2. The other option is to cascade the delete. This means that Access would allow the
deletion but then delete all related records. For example, it would allow the deletion of
the recruiter but then automatically delete any clients related to the deleted recruiter.

You also need to decide how to handle the update of the primary key. In the relationship
between recruiters and clients, for example, changing the recruiter number for recruiter 21 to
12 in the Recruiter table would cause a problem. Clients are in the Client table on which the
recruiter number is 21. These clients no longer would relate to any recruiter. You can handle
this in two ways. For each relationship, you need to decide which of the approaches is
appropriate.

1. The normal way of avoiding the problem is to prohibit this type of update.

2. The other option is to cascade the update. This means to allow the change, but make
the corresponding change in the foreign key on all related records. In the relationship
between clients and recruiters, for example, Access would allow the update but then
automatically make the corresponding change for any client whose recruiter number
was 21. It now will be 12.
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To Specify Referential Integrity

The following steps use the Relationships command to specify referential integrity by specifying a relationship
between the Recruiter and Client tables. The steps also ensure that update will cascade, but that delete will not.

o Click Database Tools on the Ribbon
to display the Database Tools tab

(Figure 3-67).

12

o Click the
Relationships button
on the Database
Tools tab to open the
Relationships win-
dow and display the
Show Table dialog
box (Figure 3-68).

Relationships

Tools

Relatinnsh_ips

pd

a) = L, I A 5P Recru| patabase F€ (Access 2007) - Microsoft Acg
y ‘Home Create ExtenalData  Database Taols Feel5El
{ ‘ 24 Run Macro = %7 Property Sheet | [Z5Database Documenter || gk
it Create Shortout Menu fram Macra = =7 Object Dependencies | =4 Analyze Perfarmance
Wisiial .. v ’ Relationships 3 SOl
Basic - Conwvert Macros to Visual Basic [] Messane Bar .&ﬂliyxe Table Server
Macro Show/Hide | Analze Mo
Relationships =SS
3 button
Figure 3-67
@ = L N AN | Relationship Tools | J5F Recruiters | Database (Access 2007) - Micras
R : : e v,
Home  Create  ExtemalDats  DatebaseTools | Design |
4 >< Clear Layout %Hide Table
% =
= | =5 Relationship Report . g’j Direct Etslatinnships ; Show Table
Edit Show Close dialog box
Table 53 All Relationships

» || © Relationships
\ Tables |Queries || EBoth |
o
. Tables tab |
Relationships selected Client table
window Recruiter \
Recruiter
table
Close button
£ S
A
: ] (e )
< [
Ready
'.; start ® Microsaft, Access - 15.

Figure 3-68
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e Click the Recruiter table and then . ™ L R Relationship Toals | ISP Recruiters ! Database (Accd w
: JEL TR
click the Add button to add the L e i ot S a
Recruiter table. — e g W B ; v
¥ Clear Layout -,E = Hide Table ﬂ &J
H H |=5) Relationship Report : & Direct Relationships
e Click the Client table and then Edit i P i
click the Add button to add the Relationshibs Recruiter S ISy

Tools Number field in

Recruiter table

Relationships

Client table.

» || =5 Relationships
e Click the Close button in the Show

. . Recruiter
Table dialog box to close the dia- % RecruiterNumber  Client Number
|og bOX. Last Mame Client Mame
First Mame Street
. . . Street City
e Resize the field lists that appear so ity i
all fields are visible (Figure 3-69). State Postal Code
Postal Code Client Type
< | Do | need to resize the field lists? Rate B Spedalties Needed
oJ Commission Specialties Meede
©’| No. You can use the scroll bars. | Amount Paid P
- ecruiter Number
Before completing the next step, $ ;:E:Z’ilz?:zmber‘__ field in Client table
however, you would need to lg fields in | 4
. Recruiter table +
make sure the Recruiter Number o3 B
. . fields in
fields in both tables appear on Client table

the screen.

4]

e Drag the Recruiter Number field
in the Recruiter table field list to
the Recruiter Number field in the
Client table field list to open the
Edit Relationships dialog box to
create a relationship.

Do | actually move the field
from the Recruiter table to the
Client table?

Q&A

No. The mouse pointer will
change shape to indicate you are
in the process of dragging, but the
field does not move.

Figure 3-69

o Click the Enforce Referential Integrity check box.
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o Click the Cascade Update Related
Fields check box (Figure 3-70).

The Cascade check boxes were
dim until | clicked the Enforce
Referential Integrity check box. Is
that correct?

Q&A

Yes. Until you have chosen to
enforce referential integrity, the
cascade options have no meaning.

Can | change the join type like |
can in queries?

Q&A

Yes. Click the Join Type button in
the Edit Relationships dialog box.
Just as with queries, option

button 1 creates an INNER join,
option button 2 creates a LEFT
join, and option button 3 creates a
RIGHT join.

15

o Click the Create button to
complete the creation of the
relationship (Figure 3-71).

What is the symbol at the lower
end of the join line?

Q&A

It is the mathematical symbol
for infinity. It is used here to
denote the “many” end of the
relationship.

Can | print a copy of the
relationship?

Q&A

Yes. Click the Relationship Report
button on the Design tab to pro-
duce a report of the relationship.
You can print the report. You also
can save it as a report in the data-
base for future use. If you do not
want to save it, close the report
after you have printed it and do
not save the changes.
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6]

o Click the Save button on the Quick Access Toolbar to save the relationship you created.

o Close the Relationships window by clicking the Close ‘Relationships’ button.

Can | later modify the relationship if | want to change it in some way?

Q&A

Yes. Click the Relationships button on the Database Tools tab. To add another table, click the Show Table button on the
Design tab. To remove a table, click the Hide table button. To edit a relationship, select the relationship and click the
Edit Relationships button.

Effect of Referential Integrity

Referential integrity now exists between the Recruiter and Client tables. Access
now will reject any number in the Recruiter Number field in the Client table that does
not match a Recruiter number in the Recruiter table. Attempting to change the recruiter
number for a client to one that does not match any recruiter in the Recruiter table would
result in the error message shown in Figure 3-72. Similarly, attempting to add a client
whose recruiter number does not match would lead to the same error message.

- Table Tools JSP Recruiters | Database (Access 2007) - Microsoft Access - =T X

EderralDats  DatabaseTools  Datasheet @

| Calibri - = E &= || ||@ = New X Totals Y '€ Selection = ﬂ 2 Replace

P ——— = =85 & speliing || X1 T4 sdvanced ~ ' @ GaTo- |

|]! £ U Ht”g?”@“_@ :| _”i’ J I?.eﬁevsh )( Delete = EMM " i}_, ik W Toggle Filter R L@ Select |
Fant || Rich Text | Records Sort & Filter | Find |

-| ity -|State -|Postal Code - | ClientType - | Spedialties Meeded - | Amount Paid - | Current Due - |Recruiter Num ~ | Ad

Berridae co 80330 MED T, P, Phy, RN 50,00 517,500.00_ 88
Berls co a0349 NED CLS, OT, P&, Phy, PT, R 529, 200,00 00 24
Berridge co 20330 DNT DH, Drit no recruiter with this jg,nn0 21
number exists in the %
Tarleton co a0409 MED MP, Phy, BRI Reardticr ke 000 24
Mason co 80356 hAET CRM&, OT, Phy, PT, RN 50,00 S43,025,00 24
view Fort Stewart CO 80336 Microsoft Office RT 531,750.00 50,00 21
Access dialog box
Berls co a03439 Cha, NP, P, Phy, RM 50,00 50,00 [27
Tarleton 531,500.00 27
Berls it Microsoft Office Access 50,00 24
! ': “ou cannot add or change a record because a related record is required in table ‘Recruiter’,
Im" L % 1o Filter | [Search 4 [ il 4

F Microsoft Ac ( ) 10045 amM

Figure 3-72
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Access also will reject the deletion of a recruiter for whom related clients exist.
Attempting to delete recruiter 21 from the Recruiter table, for example, would result in

the message shown in Figure 3-73.

Microsoft Office
Access dialog box

Microsoft Office Access

Fes

= AR | (SR T
I | | attempting to delete I ||l
Views | [Cliphoard = | | 3 recruiter for whom | RichText
o || =1 Recruiter clients exist
[Fe 1 |Re_crgit_ I - | LastMName - | First Mame - Street = | City
ﬁ% 21 Kerry &lyssa 261 Pointer Tourin
o 24 Reeves Camden 3135 Brill Dentan
| |E|37 Fernandez laime 265 Maxwell  Charleston
& 34 Lee dan 1827 Oak Dentan

|| &

x Delete = EMore ¥ || f}, P W Toggle Filter i
_ RERAIGS Jl _ Sort &Filter | =
State - | Postal Code - | Rate - |C_0mmis;i_
Co a0416 0,10 517,600
Co a0412 0,10 519, 900)
Co g0380 0,09 59,451
Co a0413 0.08 =

! ': The record cannaot be deleted or changed because kable 'Cliznt' includes related records, <

Navigation Pane

Figure 3-73

Access would, however, allow the change of a recruiter number in the Recruiter
table. Then it automatically makes the corresponding change to the recruiter number for
all the recruiter’s clients. For example, if you changed the recruiter number of recruiter 21
to 12, the same 12 would appear in the recruiter number field for clients.

To Use a Subdatasheet

Now that the Recruiter table is related to the Client table, it is possible to view the clients of a given recruiter
when you are viewing the datasheet for the Recruiter table. The clients for the recruiter will appear below the
recruiter in a subdatasheet. The availability of such a subdatasheet is indicated by a plus sign that appears in front of
the rows in the Recruiter table. The following steps display the subdatasheet for recruiter 24.

e Open the Recruiter table and hide

. . . tﬂq‘ g__-r;_ e R Tabile Toals 5P Recruiters ; Database (Access 3
the Navigation pane (Figure 3-74). ™ e
VARRE N T o[ ) (g [ ED
e z : B et | =4 save SpH
Wie Faste ] 'Hﬁ'| @- |E33 -| I;: _EHaE._;- | Reftesh
| - —-— [ - = - =
i + sign indicates e | - I an ¥ Delete ~ 55 Mo
Views | |[Clipboard | subdatasheet Font Bl pichTet | Records

available

+ | First Name - | 5Street - | City State

|

kerry Alysse_n 261 Pointer Taurin Co 2041
Reeves Camden 3135 Brill Denton Co 804
Fernandez Jaime 265 Maxwell  Charleston Co 803
Lee dan 15827 Cak Denton a] a0

click to display
subdatasheet
for recruiter 24

Figure 3-74
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subdatasheet (Figure 3-75). —— == ; -
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minus sign. T 24 Reeves Camden 3135 Bril| Dentan co 3041
'5?\ | Client Mumber - | Client Name - | Street = | Gty - | State - Postal Code - |
i T Berls Hospital 415 Main Berls co 80349
Experiment et FamilyHealth 12395econd  Tarleton o 80403
° Display subdatasheets for other [TIHSE hunn Hospital 76 Dixon Mlason Co 80356
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the subdatasheets from the screen.
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e Close the datasheet for the Recruiter table.

Figure 3-75

To Finp DupLicATE RECORDS

One reason to include a primary key for a table is to eliminate duplicate records. A
possibility still exists, however, that duplicate records can get into your database. Perhaps
the same client was inadvertently added to the database with a new client number. You
can detect this type of redundancy by searching to see if any client’s names are duplicated.
The Find Duplicates Query Wizard allows you to find duplicate records. The following
steps illustrate how to use the Find Duplicates Query Wizard to find duplicate records.

1. Click Create on the Ribbon, and then click the Query Wizard button on the Create tab.

2. When Access displays the New Query dialog box, click the Find Duplicates Query
Wizard and then click the OK button.

3. Identify the table and field or fields that might contain duplicate information.

4. Indicate any other fields you want displayed.

5. Finish the wizard to see any duplicate records.

To Fino UNMATCHED RECORDS

Occasionally, you may want to find records in one table that have no matching records
in another table. For example, you may want to determine which recruiters currently have
no clients. The Find Unmatched Query Wizard allows you to find unmatched records.
The following steps illustrate how to find unmatched records using the Find Unmatched

Query Wizard.

1. Click Create on the Ribbon, and then click the Query Wizard button on the Create tab.

2. When Access displays the New Query dialog box, click the Find Unmatched Query
Wizard and then click the OK button.

Identify the table that may contain unmatched records and then identify the related table.
Indicate the fields you want displayed.
Finish the wizard to see any duplicate records.

Rl e
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Ordering Records

Normally, Access sequences the records in the Client table by client number whenever listing
them because the Client Number field is the primary key. You can change this order, if desired.

To Use the Ascending Button to Order Records

To change the order in which records appear, use the Ascending or Descending buttons. Either button

reorders the records based on the field in which the insertion point is located.
The following steps order the records by city using the Ascending button.

table in Datasheet | Home “reate  ExternalDats  DatabaseTools  Datasheet

Ascending
button

view and hide the

Navigation pane. .

‘ ] Calibri = |11
|
!
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Font [ Rich Text

E== == [
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= Mew Z Totals ™™ ﬁ¢
=Hsave P Speling £
X Delete = E More
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. w || button
to select the field | Client humb | cliant M | street | it | state - | Postal Code - | Client T [ i
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(Figure 3-76). ; o .
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e Click the Ascending @ H9-0- |5 | Table Tools ISP Recruiters : Database (fccess 2007) - Microsoft Ac
button on the Home | RIS | Craite EiburalData Database Toals  Datasheet i Ascending button
tab to sort the records = — | -
by City (Figure 3-77) ﬁ “ Calibri -1 = |§.='__ 'FHHT || || Eiewe 2 Tatal 0y ﬂr
. = . t 3 : =Hsave 9 Speling | § a
=EE
<| What if | wanted the || Paste | [l ”% e = 7] Rl | e - B | |
-] . . | =
o cities to appear in wiews | |Clipboard [ Rich Text Recards | Sort
reverse alphabetical > )= _ . : :
order? “_" Client Mumber - | Client Mame - | Street v| City. v1| State ~ | Postal Code - | Client Type -| Spec
) ’ ) | |RM32 Roz Medical 315 Maple Bier 5| co 80343 MED Ch&, NP,
Click the Descending | wLse west Labs 785 Main Berls co 80343 L2B oS
button. | |BHT2 Berls Hospital 415 Main Berls co 80349 MED CLs, OT,
o] b Dentistry DH, Dnt
Experiment Figure 3-77

Sort the records by city in
reverse order. When done, sort the records by city in the original order.
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o Close the table. When asked if you want to save your changes, click the No button.

Other Ways

1. Right-click field name,
click Sort A to Z (for
ascending) or Sort Z to

A (for descending) Special Database Operations

The special operations involved in maintaining a database are backup, recovery, compacting

a database, and repairing a database.
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Backup and Recovery

It is possible to damage or destroy a database. Users can enter data that is incorrect;
programs that are updating the database can end abnormally during an update; a hard-
ware problem can occur; and so on. After any such event has occurred, the database may
contain invalid data. It even may be totally destroyed.

Obviously, you cannot allow a situation in which data has been damaged or
destroyed to go uncorrected. You must somehow return the database to a correct state.
This process is called recovery; that is, you recover the database.

The simplest approach to recovery involves periodically making a copy of the
database (called a backup copy or a save copy). This is referred to as backing up the
database. If a problem occurs, you correct the problem by copying this backup copy over
the actual database, often referred to as the live database.

"To backup the database that is currently open, you use the Back Up Database
command on the Manage submenu on the Office Button menu. In the process, Access
suggests a name that is a combination of the database name and the current date. For
example, if you back up the JSP Recruiters database on April 20, 2008, Access will suggest
the name JSP Recruiters_2008-04-20. You can change this name if you desire, although it
is a good idea to use this name. By doing so, it will be easy to distinguish between all the
backup copies you have made to determine which is the most recent. In addition, if you
discover that a critical problem occurred on April 18, 2008, you may want to go back to
the most recent backup before April 18. If, for example, the database was not backed up
on April 17 but was backed up on April 16, you would use JSP Recruiters_2008-04-16.

The following steps back up a database to a file on a hard disk or high-capacity
removable disk. You should check with your instructor before completing these steps.

To Back Up A DATABASE
1. Open the database to be backed up.

[\

Click the Office Button, and then point to Manage on the Office Button menu.

W

Click Back Up Database on the Manage submenu.

+

Select the desired location in the Save in box. If you do not want the name Access has
suggested, enter the desired name in the File name text box.

5. Click the Save button.

Access creates a backup copy with the desired name in the desired location. Should
you ever need to recover the database using this backup copy, you can simply copy it over
the live version.

Compacting and Repairing a Database

As you add more data to a database, it naturally grows larger. When you delete an
object (records, tables, forms, or queries), the space previously occupied by the object does
not become available for additional objects. Instead, the additional objects are given new
space, that is, space that was not already allocated. To remove this wasted space from the
database, you must compact the database. The same option that compacts the database
also repairs problems that may have occurred in the database.

To CompAcT AND REPAIR A DATABASE

1. Open the database to be compacted.

2. Click the Office Button, and then point to Manage on the Office Button menu.
3. Click Compact and Repair Database on the Manage submenu.

The database now is the compacted form of the original.

BTW

[

BTW

Certification

The Microsoft Certified
Application Specialist
(MCAS) program provides
an opportunity for you
to obtain a valuable
industry credential—
proof that you have
the Access 2007 skills
required by employers.
For more information,
see Appendix F or

visit the Access 2007
Certification Web page
(scsite.com/ac2007/cert).
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Quick Reference

For a table that lists how
to complete the tasks
covered in this book
using the mouse, Ribbon,
shortcut menu, and
keyboard, see the Quick
Reference Summary at
the back of this book,

or visit the Access 2007
Quick Reference Web
page (scsite.com/
ac2007/qr).

Compacting Error
Message on Opening
Database

If you open your
database and receive a
compact error message,
you may not be able to
view all the objects in
your database. You also
may not see your tables
in tabbed windows. To
redisplay all the objects
in your database, click
the Navigation pane
arrow to display the
Navigation pane menu.
Make sure that Tables
and Related Views is
selected. To make sure
that objects appear in
tabbed windows, click
the Microsoft Office
button, click the Access
Options button, click
Current Database, and
make sure the Tabbed
Documents option
button is selected in
the Application Options
category.
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Additional Operations

Additional special operations include opening another database, closing a database
without exiting Access, and saving a database with another name. They also include deleting
a table (or other object) as well as renaming an object. Finally, you can change properties of
a table or other object, such as the object’s description.

When you open another database, Access automatically will close the database that
had been open. Before deleting or renaming an object, you should ensure that the object has
no dependent objects, that is, other objects that depend on the object you wish to delete.

The following steps describe how you could perform these operations.

To OPeN ANOTHER DATABASE

1. Click the Office Button.

2. Click Open on the Office Button menu.
3. Select the database to be opened.

4. Click the Open button.

To CrLose A DATABASE wiTHOUT ExiTING AcCCESs
1. Click the Office Button.
2. Click Close Database on the Office Button menu.

To SAve A DATABASE WiITH ANOTHER NAME

1. Click the Office Button.

Point to Save As on the Office Button menu.

Select the Desired format.

Enter a name and select a location for the new version.

Click the Save button.

w1 R W N

To CHeck FOR DEPENDENT OBJECTS

1. Ensure that the object you wish to check is selected.

2. Click Database Tools on the Ribbon to display the Database Tools tab.
3. Click the Object Dependencies button on the Database Tools tab.
4

. Click the ‘Objects that depend on me’ option button to display any objects that depend
on the selected object.

To DELETE A TABLE OR OTHER OBJECT

1. Right-click the object.

2. Click Delete on the shortcut menu.

3. Click the Yes button in the Microsoft Office Access dialog box.

To RENAME AN OBJECT
1. Right-click the object.
2. Click Rename on the shortcut menu.

3. 'Type the new name and press the ENTER key.

To CHANGE OBJECT PROPERTIES
1. Right-click the object.



2. Click Table Properties (if the object is a table) or Object Properties on the

shortcut menu.

3. Change the desired property and click the OK button.

To Quit Access

Chapter Summary AC 195
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You saved all your changes and are ready to quit Access. The following step quits Access.

o Click the Close button on the right side of the Access title bar to quit Access.

Chapter Summary

In this chapter you have learned how to use a form to add records to a table; search for records; delete records; filter
records; create and use Lookup fields; create and use multivalued fields; make mass changes; create validation rules;
change the appearance of a datasheet; specify referential integrity; and use subdatasheets. The following list includes all

the new Access skills you have learned in this chapter.

Create a Simple Form (AC 142)

Use a Form to Add Records (AC 144)

Search for a Record (AC 145)

Update the Contents of a Record (AC 147)
Delete a Record (AC 148)

Use Filter By Selection (AC 149)

Toggle a Filter (AC 151)

Clear a Filter (AC 151)

Use a Common Filter (AC 152)

Use Filter By Form (AC 153)

. Use Advanced Filter/Sort (AC 155)

. Delete a Field (AC 157)

. Add a New Field (AC 157)

Create a Lookup Field (AC 158)

. Add a Multivalued Field (AC 160)

Save the Changes and Close the Table (AC 161)
. Modify Single or Multivalued Lookup Fields (AC 161)
. Use an Update Query (AC 162)

. Use a Delete Query (AC 163)

Use an Append Query (AC 165)

. Use a Make-"Table Query (AC 165)

. Specify a Required Field (AC 166)

. Specitfy a Range (AC 166)

Specify a Default Value (AC 167)

. Specity a Collection of Allowable Values (AC 167)
Specify a Format (AC 168)

. Save the Validation Rules, Default Values, and
Formats (AC 169)
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28.
29.
30.
31.
32.
33.
34.
35.

36.

37.

38.
39.
40.
41.
42.

43.
44.
45.
46.
47.
48.
49.
50.
51

Use a Lookup Field (AC 172)

Use a Multivalued Lookup Field (AC 173)

Resize a Column in a Datasheet (AC 175)

Include Totals in a Datasheet (AC 176)

Remove Totals from a Datasheet (AC 178)

Change Gridlines in a Datasheet (AC 179)

Change the Colors and Font in a Datasheet (AC 180)
Close the Datasheet Without Saving the Format
Changes (AC 181)

Query a Multivalued Field Showing Multiple Values
on a Single Row (AC 182)

Query a Multivalued Field Showing Multiple Values
on Multiple Rows (AC 183)

Specify Referential Integrity (AC 186)

Use a Subdatasheet (AC 190)

Find Duplicate Records (AC 191)

Find Unmatched Records (AC 191)

Use the Ascending Button to Order Records

(AC 192)

Backup a Database (AC 193)

Compact and Repair a Database (AC 193)

Open Another Database (AC 194)

Close a Database Without Exiting Access (AC 194)
Save a Database with Another Name (AC 194)
Check for Dependent Objects (AC 194)

Delete a Table or Other Object (AC 194)

Rename an Object (AC 194)

Change Object Properties (AC 194)

A
SAM

If you have a SAM user profile, you may have access to hands-on instruction, practice, and
assessment. Log in to your SAM account (http://sam2007.course.com) to launch any assigned
training activities or exams that relate to the skills covered in this chapter.
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Learn It Online

Test your knowledge of chapter content and key terms.

Instructions: "To complete the Learn It Online exercises, start your browser, click the Address bar, and
then enter the Web address scsite.com/ac2007/1learn. When the Access 2007 Learn It Online
page is displayed, click the link for the exercise you want to complete and then read the instructions.

v

[

2

S Chapter Reinforcement TF, MC, and SA Who Wants To Be a Computer Genius?

E’? A series of true/false, multiple choice, and short An interactive game that challenges your

0 answer questions that test your knowledge of the =~ knowledge of chapter content in the style of a

= chapter content. television quiz show.

=

a Flash Cards Wheel of Terms

E An interactive learning environment where An interactive game that challenges your
you identify chapter key terms associated with knowledge of chapter key terms in the style of the
displayed definitions. television show Wheel of Fortune.
Practice Test Crossword Puzzle Challenge
A series of multiple choice questions that test your A crossword puzzle that challenges your
knowledge of chapter content and key terms. knowledge of key terms presented in the chapter.

Apply Your Knowledge

Reinforce the skills and apply the concepts you learned in this chapter.

Specifying Validation Rules, Updating Records, Formatting a Datasheet, and Creating
Relationships

Instructions: ~ Start Access. Open The Bike Delivers database that you modified in Apply Your
Knowledge in Chapter 2 on page AC 128. (If you did not complete this exercise, see your instructor for
a copy of the modified database.)

Perform the following tasks:
1. Open the Customer table in Design view as shown in Figure 3-78.

Q"? 1 Y= | Table Tools | The Bike Delivers | Database (Access 2007) - Microsoft Access
7 Home  Create  ExtemalDsts  DatsbaseTools | Design

| % | gﬂ -‘;:%-;\ @ i‘ﬁlnsert Rowws

?Delete Ronies
| Wiew ang|Euilder Test Validation || Property Indexes
- Key Rules ﬂLDOkUD Column Sheet

_Tools | ShowHide

Field Mame
Customer Mumber
Customer MName Text
Street Text
| Telephone Number Text
Balance Currency
Courier Mumber Text

Diata Type Description

Text

Figure 3-78
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2. Format the Customer Number field so any lowercase letters appear in uppercase and make the
Customer Name field a required field.

3. Specify that balance amounts must be between $0.0 and $1,000. Include validation text.
4. Save the changes to the Customer table.

Access Chapter 3

5. Create a simple form for the Customer table and find the record for ME71 and change the customer
name to Mentor Group Limited. Save the form as Customer Simple Form and close the form.

6. Open the Customer table in Datasheet view and use Filter By Selection to find the record for CI76.
Delete the record. Remove the filter.

7. Resize all columns to best fit and remove the gridlines from the datasheet. Save the changes to the
layout of the table. Close the Customer table.

8. Establish referential integrity between the Courier table (the one table) and the Customer table
(the many table). Cascade the update but do not cascade the delete.

9. Submit the revised database in the format specified by your instructor.
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Extend Your Knowledge

Extend the skills you learned in this chapter and experiment with new skills. You may need to
use Help to complete the assignment.

Creating Action Queries, Changing Table Properties
Instructions: ~ See the inside back cover of this book for instructions for downloading the Data Files for
Students, or see your instructor for information on accessing the files required in this book.

Backyard is a retail business that specializes in products for the outdoors. The owner has created
an Access database in which to store information about the products he sells. He recently acquired the
inventory of a store that is going out of business. The inventory currently is stored in the Inventory
database.

Perform the following tasks:
1. The owner needs to add the items stored in the Product table of the Inventory database to the Item
table of the Backyard database. Create and run an append query to create the Item table for the
Backyard database shown in Figure 3-79.

Board & | 72 T RichTex Sort & Fiter ]
/ + « || =] rem’
- '1'3", |tem Code ~ | Description - | OnHand - Cost - Selling Price ~ | Add Mew Field

: Table | |RER Bat House 14 543,50 545,50

| |BBOL Bird Bath 2 354,00 562.00

| |BE13 Bee Sculpture 7 539,80 542,50

| |BLOG Bug hMister 3 514.35 515.99

| |BO22 Barn Owl Sculp 2 537.50 542,99

| |BsiO Bunny Sprinkle 4 541,95 550,00

| |BU24 Butterfly Stake & 236,10 437,75

| |Fs11 Froggie Sprinkl 5 541,35 550,00

| |GF12 Globe Feeder 1.2 514.80 516.25

| |HFOL Humminghird f 5 511.35 514,25

| |LMO3 Leaf hister 3 529,95 535,95

| |PMO5 Purple Martin t 2 567.10 569.95

| |SF03 Suet Feeder 7 48.05 59,95

| |WF10 Window feede 10 214,25 515,95

Figure 3-79

Continued >



AC 198 Access Chapter 3 Maintaining a Database

Extend Your Knowledge continued

2. Open the Item table in the Backyard database and change the description for WF10 to Window
Bird Feeder. Resize all columns to best fit the data.

3. Sort the datasheet in ascending order by Description.

4. Add a totals row to the datasheet and display the sum of the on hand items, and the average cost
and average selling price.

5. Save the changes to the layout of the table. Close the table and rename it Product.

6. Update the table properties for the Product table to include the description, Updated to include
items from Inventory database.

7. Using a query, delete all records in the Product table where the description starts with the letter S.
Save the query as Delete Query.

8. Change the database properties, as specified by your instructor. Submit the revised database in the
format specified by your instructor.
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Make It Right

Analyze a database and correct all errors and/or improve the design.

Correcting Table Design Errors

Instructions: ~ Start Access. Open the Care4Pets database. See the inside back cover of this book for
instructions for downloading the Data Files for Students, or see your instructor for information on
accessing the files required in this book.

Care4Pets provides a variety of services to pet owners. The owner of Care4Pets has decided that
she could better manage her business if she added a multivalued field that lists the various types of pets
her customers have. She created the field shown in Figure 3-80 but forgot to add Rabbit as one of the
pet types. Modify the multivalued Lookup field to include Rabbit as a pet type.

“Wiews | Cliphoard

»» E Customer

[ ,ﬂ'_* Customer Ml v | Last Name | Firstfame »| Street - | City + |Telephone - | Pets - | Balance - |Groomer W
| |&B10 Alvarez Frances 23 Robhbins Grant City 555-4321 \ 545,00 203
| |BR1s Breaton Alex 345 Levick Empeer 555-6987 [ cat S80.00 205
~ |FE4S Ferdon lean 68 Passmare  Grant City 555-3412 |:| Dog s0.00 207
1] GhS2 Gammort Frank 28 Magee Fortage 595-8782 |:|; Ferret 570,00 2035
_|Ho7 Heijer Bill 314 Oakley Empeer |:| Hamster 529,00 203
| |KL1Z Klinger Cynthia 44 Rising Sun  Grant City 555-4576 560,00 203
(N 434 fanston Liza &7 Fanshawe Empeer 555-8787 50,00 207
| |PREO Prestz Martin 40 Magee Portage 555-4454 595,00 205
1) 5423 Santoro haria 134 Castor Empeer 555-9780 80,00 207
| |TR33 Trent Gerry 167 Martin Fortage 540,00 205

Ll

Figure 3-80

Finally, she wanted to add referential integrity between the Groomer table and the Customer
table. The relationship shown in Figure 3-81 is not correct and must be fixed. She does not want to
cascade the update or the delete.
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Submit the revised database in the format specified by your instructor.

Design, create, modify, and/or use a database following the guidelines, concepts, and skills
presented in this chapter. Labs are listed in order of increasing difficulty.

Lab 1: Maintaining the JMS TechWizards Database

Problem: JMS TechWizards is expanding rapidly and needs to make some database changes to handle
the expansion. The company needs to know more about its clients, such as the type of business, and it
needs to ensure that data that is entered is valid. It also needs to update the records in the database.

Instructions:  Use the database created in the In the Lab 1 of Chapter 1 on page AC 67 for this
assignment or see your instructor for information on accessing the files required for this book.

Perform the following tasks:
1. Open the JMS TechWizards database and then open the Client table in Design view.

2. Add a Lookup field, Client Type, to the Client table. The field should appear after the Telephone
Number field. The field will contain data on the type of client. The client types are MAN
(Manufacturing), RET (Retail), and SER (Service). Save these changes to the structure.

3. Using a query, change all the entries in the Client Type column to RET. Save the query as Client
Type Update Query.

4. Open the Client table and make the following changes. You can use either the Find button or Filter
By Selection to locate the records to change:

a. Change the client type for clients AMS53 and SA56 to MAN.

b. Change the client type for clients GR56, JE77, and ME17 to SER.
c. Change the name of client SA56 to Sawyer Industries.

d. Change the name of client ST21 to Steed’s Department Store.

5. Resize all columns to best fit the data and remove the vertical gridlines. Save the changes to the
layout of the table.

Continued >
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In the Lab continued

6. Create the following validation rules for the Client table and save the changes.
a. Specify the legal values MAN, RET, and SER for the Client Type field. Include validation text.
b. Assign a default value of RET to the Client Type field.
c. Ensure that any letters entered in the Client Number field appear as uppercase.
d. Specify that the billed amount must be less than or equal to $1,500.00. Include validation text.

7. Open the Client table and use Filter By Form to find all records where the client is located in
Anderson and has a client type of SER. Delete these records.

8. JMS has signed up a new retail store, Cray Meat Market (Client Number CR21) and needs to add
the record to the Client table. The Meat Market is at 72 Main in Anderson, TX 78077. The phone
number is 512-555-7766. Lee Torres is the technician assigned to the account. To date, they have
not been billed for any services. Create a split form for the Client table and use this split form to

add the record.

9. Specify referential integrity between the Technician table (the one table) and the Client table (the
many table). Cascade the update but not the delete.

10. Compact the database and then back up the database.

11. Submit the revised database in the format specified by your instructor.

Lab 2: Maintaining the Hockey Fan Zone Database
Problem: 'The management of the Hockey Fan Zone store needs to change the database structure, add
validation rules, and update records.

Instructions:  Use the database created in the In the Lab 2 of Chapter 1 on page AC 68 for this

assignment, or see your instructor for information on accessing the files required for this book.

Perform the following tasks:
1. Open the Hockey Fan Zone database and then open the Item table in Design view.

2. Add a Lookup field, Item Type to the Item table. The field should appear after the Description
field. The field will contain data on the type of item for sale. The item types are CAP (caps and
hats), CLO (clothing), and NOV (Novelties).

3. Make the following changes to the Item table:

a. Change the field size for the On Hand field to Integer. The Format should be fixed and the
decimal places should be 0.

b. Make Description a required field.
c. Specify the legal values CAP, CLO, and NOV for the Item Type field. Include validation text.
d. Specify that number on hand must be between 0 and 75. Include validation text.

4. Save the changes to the table design. If a dialog box appears indicating that some data may be lost,
click the Yes button.

5. Using a query, assign the value NOV to the Item Type field for all records. Save the query as
Update Query.

6. Delete the split form for the Item table that you created in Chapter 1. The form does not include
the Item Type field. Recreate the split form for the Item table.
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7. Use the split form to change the item type for item numbers 3663 and 7930 to CAP. Change the =

item type for item numbers 5923 and 7810 to CLO. S

8. Add the following items to the Item table. 5

1)

3673 Blanket NOV 5 $29.90 $34.00 AC &J
6078 Key Chain  NOV 20 $3.00 $5.00 MN
7550 Sweatshirt  CLO 8 $19.90 $22.95 LG

9. Create an advanced filter for the Item table. The filter should display the item number, item type,
description, and number on hand for all items with less than 10 items on hand. Sort the filter by
item type and description. Save the filter settings as a query and name the filter Reorder Filter.

10. Resize all columns in the Item table and the Supplier table to best fit.

11. Using a query, delete all records in the Item table where the description starts with the letter F.
Save the query as Delete Query.

12. Specify referential integrity between the Supplier table (the one table) and the Item table (the many
table). Cascade the update but not the delete.
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13. Compact the database.

14. Submit the revised database in the format specified by your instructor.

Lab 3: Maintaining the Ada Beauty Supply Database

Problem: 'The management of Ada Beauty Supply has determined that some changes must be made to
the database structure. A multivalued field must be added. Validation rules need to be added. Finally,
some additions and deletions are required to the database.

Instructions:  Use the Ada Beauty Supply database created in the In the Lab 3 of Chapter 1 on page
AC 69 for this assignment, or see your instructor for information on accessing the files required for
this book. Submit the revised database in the format specified by your instructor.

Instructions Part 1:  Several changes must be made to the database structure. For example, management
would like a multivalued field that lists the type of services each beauty salon offers. This knowledge

can help the sales representatives better meet the needs of their customers. Table 3-2 lists the service
abbreviations and descriptions that management would like in a Services Offered multivalued field.

Table 3-2 Service Abbreviations and Descriptions

Service Abbreviation Description
FAC Facial

HRS Hair Styling
MNC Manicure

PED Pedicure

MST Massage Therapy
TAN Tanning

Management wants to ensure that an entry always appears in the Customer Name field and that
any letters entered in the Customer Number field appear in uppercase. It also requires that the amount
in the Balance field is never less than 0 or greater than $1,000. Make the changes to the database
structure. Place the Services Offered field after the Telephone field.

Continued >
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In the Lab continued

Instructions Part 2: The data for the Services Offered field shown in Figure 3-82 must be added to the
database. The address for Elegante is incorrect. It should be 180 Broadway. Le Beauty has changed its
name to Le Beauty Day Spa. Nancy’s Place has gone out of business. A new salon, PamperMe Day Spa,
just opened. The address for the salon is 2125 Lawrence and the phone number is 555-2401. The spa
provides all services except hair styling and tanning.

Management wants to use PA10 as the customer number and Terry Sinson is the sales rep. The

i new spa has purchased $750 worth of supplies but has not paid for them. Format the datasheet to best

o fit the data.

=

2

v

0 —vwews Ciiphoard & Gl mehted e | 55

< » || =] Customer

E ||| CustomerN) - |CustomerN. - | Street - | Telephone - | ServicesOffersd - | Balance - |AmountPaii - |SalesRep Ni - |A

g _l AMZ23 Amy's Salon 223 Johnsen 555-2150 HRS, MNC 5195.00 51,695.00 44

E I BB34 Bob the Barber 1939 Jackson  555-1939 HRS $150.00 50.00 51

")) I BL1S Blondie's 3294 Devon 555-7510 HRS, MNC, PED, TAN $555.00 51,350.00 43
i CMOS Cut Mane 3140 Halsted  555-0604 HRS, MNC £295.00 $1,080.00 51
I 512 Curl n Style 1632 Clark 555-0804 HRS, MNC, PED 5145.00 5710.00 49
I EGO7 Elegante 1805 Boardway 555-1404 FAC, MNC, PED 50.00 51,700.00 44
1T 1534 Just Cuts 2200 Lawrence| 355-0313 HRS 5360.00 S700.00 49
I LB20 Le Beauty 13 Devon 555-3161 FAC, MNC, MST, PED $200.00 $1,250.00 49
1] MNC25 Nancy's Place 1027 Wells 555-4210 HRS 5240.00 5550.00 44
I RDO3 Rose's Day Spa 787 Monroe 555-7637 FAC, MNC, MST, PED 50.00 5975.00 51

5 EE a8 Tar and Tone | 1939 Congress | 555-6554 HRS, MNC, TAN 5160.00 5725.00 44
< "
Figure 3-82

Instructions Part 3: Because the sales reps work on commission, management wants to make sure that
customers are not assigned to a sales rep who is not in the database. It also wants the ability to change a
sales rep number in the Sales Rep table and have the change applied to the Customer table. Create the
appropriate relationship that would satisfy management’s needs.
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Cases and Places

Apply your creative thinking and problem solving skills to design and implement a solution.

Access Chapter 3

® Easier  ®® More DiFricuLr

¢ 1: Maintaining the Second-Hand Goods Database
Use the Second-Hand Goods database you created in Cases and Places 1 in Chapter 1 on page AC 71
for this assignment, or see your instructor for information on accessing the files required for this book.
Perform each of the following tasks:
a. The Condition field should be a Lookup field. Only the current values in the database should be
legal values.

b. A better description for the bookcases is 3-Shelf Bookcase.
c. The duvet has been sold.

d. The minimum price of any item is $2.00.
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e. It would be easier to find items for sale if the default sort order for the item table were by
description rather than by item number. Also, some of the descriptions are not displayed
completely in Datasheet view.

f. Specify referential integrity. Cascade the update and the delete.

Submit the revised database in the format specified by your instructor.

¢ 2: Maintaining the BeachCondo Rentals database
Use the BeachCondo Rentals database you created in Cases and Places 2 in Chapter 1 on page AC 71
for this assignment, or see your instructor for information on accessing the files required for this book.
Perform each of the following tasks:
a. Add the field, For Sale to the Condo Unit, to indicate whether a condo unit is for sale. The field is
a Yes/No field and should appear after the weekly rate.

b. All units owned by Alonso Bonita are for sale.
c. The Bedrooms, Bathrooms, and Sleeps fields always should contain data.

d. Most common condo units have one bedroom, one bathroom, and sleep two people. All condo
units should have a minimum of one bedroom, one bathroom, and sleep two people.

e. No unit rents for less than $700 or more than $1,500.

f. Management has just received a new listing from Mark Graty. It is unit 300. The unit sleeps 10,
has three bedrooms, has 2.5 bathrooms, and includes linens. The weekly rate is $1,400 and the
owner is interested in selling the unit.

Submit the revised database in the format specified by your instructor.

e¢ 3: Maintaining the Restaurant Database

Use the restaurant database you created in Cases and Places 3 in Chapter 1 on page AC 71 for this
assignment, or see your instructor for information on accessing the files required for this book. Using
the Plan Ahead guidelines presented in this chapter, determine what changes need to be made to
your database. For example, a multivalued field could be useful to record opening days and times of

a restaurant. Another multivalued field could record restaurant specialties. Use a word processing
program, such as Microsoft Word, to explain the changes you need to make to the database. Then,
make the changes to the database. Submit the Word document and the revised database in the format
specified by your instructor.

Continued >



AC 204 Access Chapter 3 Maintaining a Database

Cases and Places continued

ee 4: Updating Your Contacts Database

Make It Personal

Use the contacts database you created in Cases and Places 4 in Chapter 1 on page AC 71 for this
assignment, or see your instructor for information on accessing the files required for this book.
Consider your own personal job situation. Has the focus of your job search changed? Are there specific
jobs within the companies of interest that appeal to you? Have you contacted an individual within a
company to express your interest? Create a multivalued field to store those specific positions that would
interest you. Review the fields in the contacts database. Are there any fields you need to add? Are there
any fields you need to delete? Are there any tables that need to be deleted? Are there companies that
need to be added to your database? Make any necessary changes to your database structure and update
the database. Using a word processing program, such as Microsoft Word, explain what changes you
made to your database and why you made the changes. Submit the Word document and the revised
database in the format specified by your instructor.
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STUDENT

ee 5: Understanding Action Queries, Query Wizards, and Table Design Changes

Working Together

With a make-table query, a user can create a new table from one or more tables in the database. The
table can be stored in the same database or a new database. As a team, use the Access Help system

to learn more about make-table queries. Then, choose either the Cases and Places 1 database or the
Cases and Places 2 database and create a make-table query. For example, for the Hockey Fan Zone,
the management could create a table named Supplier Call List that would include the item code,
description, and cost of each item as well as the supplier name and telephone number. Write a one-
page paper that (1) explains the purpose for which the new table is intended and (2) suggests at least
two additional uses for make-table queries. Submit the paper and the database in the format specified
by your instructor.

Open the Students database that you created in Chapter 1. As a team, review the data types for
each of the fields that are in the database. Do any of these data types need to be changed? For example,
is there a field that should store multiple values? Are there any fields that should contain validation
rules? Change the data types and add validation rules as necessary. Examine the tables in your database.
Delete any tables that you do not need. Write a one-page paper that explains your reasons for changing
(or not changing) the structure of the database. Submit the paper and the database in the format speci-
fied by your instructor.

Save the Ada Beauty Supply database as AdaTeam Beauty Supply. Research the purpose of the
Find Unmatched Query Wizard and the Find Duplicates query Wizard. Use the AdaTeam database
and create queries using each of these wizards. Did the queries perform as expected? Open each query
in Design view and modify it, for example, add another field to the query. What happened to the query
results? Write a one-page paper that explains the purpose of each query wizard and describes the team’s
experiences with creating and modifying the queries. Submit the paper and database in the format
specified by your instructor.




