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1.0 Introduction

In this section, we will continue learning advanced queries, such as the delete and append query. Next
we will move into form creation by utilizing two different methods and will see different types of form
properties. Finally, we will learn two ways torgeate reports that can be printed for easy distribution.

2.0 Advanced Queries, continued

Creating Delete Queries

Delete queries are created very similar to the way that select queries are created, however, their

function is different. As you may infe2fry G KS y I YSZ aRStSGSz¢ RSESGS |jdzS
information from the database.

To start, begin by creating a query by using@eery Desigroption. Select the table(s) that you want

I FFSOUSR 08 GKS dzLRIGS [[dzSNE® hyOS &2dz aSft SO0 GKS

. em B Query Tools Microsoft Access
AR B
H
Home Create External Data Database Ton!- Design

= ' d}' /' 7 -\P = }G Insert Rows Jf Insert Columns E‘ 'ﬁ‘ Property Sheet
[ F...'o e i e B o ¢ = Delste Bows HH xz |
@ Passjthrough =#" Delete Rows X Delete Columns [—3 Table Names |
Select Make Append Update Crogstab |Delete| Show Totals

S pets
K:Dat Definition Table ;};\Buxlder *}?]Parameters

\

Table

F !

»

B Quenyl
StudentinfoTable
*

% up
Salutation
LastName
FirstName
Address
City

Navigation Pane

4 i »

Field: |

Table:
Delete:
Criteria:
or:




Access 2007 Part 3

When the query runs, the query will delete all records that adhere to the criteria entered into the
G/ NAOGSNRAFYE FASERO

Creating Append Queries

Append queries are created very similar to the way that select queries are created, however, their
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append information into a table, usually froamother table.

To start, begin by creating a query by using@eery Desigroption. Select the table(s) that you want
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append to. Access also gives you the option to choose another database where you can append certain

data. Next, you will select the table and data that you wish to append to your table. If necessary, you
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3.0 Form Creation and Design

Layout View

Why forms? Forms are an aluable way to create customized data entry forms for the person that will

be adding data to the database. You can control which data that person can see, which data that person
can add / change, and which data can be deleted. Customizability is ome gifdatest things that
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create forms using the wizard.

Access 2007 does a much better job at form creation than its predecessors. Most of thédifoens

we create are just simple, and more visual, ways to enter data into a table or set of tables. The simplest
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As you can see from the image above, Access created a form that includes our advisor information. From

here we can edit existing information and create new records in the advisor table. You can also see that
Access created a sdbrm containing studentil ¥ N G A2y 6 3INBSYy OANDES0d { AyO!
relationship between our advisor and student table, Access recognizes this, and tfhisraughows the

information of the students that each particular advisor advises.

Access 2007 also does a betjp at getting the layout of forms to be easier to design. The view that
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also make very useful changes to the layout, such as positioning and sizefffietcsize, type and

color.

As you enter or edit data you may notice that any fields that we created input masks during our table
creation are reflected in our forms. Furthermore, any lookup wizards that you created will also be
reflected in the form.
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within a form. We will show some of these during class.

In-Class Exercise
Create two forms:

e Student information
e Advisor information
Resize the fields so theye approximately the same length as the data within the fields.

Arrange the fields to a position on the form that you like.

Wizard View

Another way to make forms is by using the wizard view. The ease of creating the forms is very similar to
that of the layout view; however, the wizard gives you more options in terms of aesthetics of the form,
such as field layout, background colors, or designs.

To create a table by using the wizard, again, single click on the table where you want your form to be
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box where you can selectively add the fields that you want your form to contain. The field listing on the

left shows the fields that are available to selechese as the listing on the right shows the fields that

will appear on the form. To move fields from ldtright, either doubleclick on the field name or

singleclick on the field name and press the single arrow button. To move all fields, select doutble-
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Next, you will be given the option of choosing the layout of the form. Siiglking on each option will

show you a general preview of how the form will look, however, itabably best to use trighnd-error
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your form. Next, you will be given the option to name your form and then view it.

In-Class Exercise
Create two foms by using the wizard:

. {Gdzﬁzéyﬂ )\)/'-FQNJ{I-ij)\Zy'Z 0dzi ¢S R2 )/2(] él-yﬂ G2 ass
e Advisor information

These will need to have different names than what you named the same forms in the previous exercise.

4.0 Reports

Layout View
Reports are a greatay to have hard copies of the information generated from within your database.

Reports can be generated from table information as well as from any queries that you may generate. For
example, you may have created a query for students that have a GPAeabt8I5 and need to have a
print-out of all students who have obtained this GPA. Once you create your query with this information,
you can then create a report to show the information in paper form.

To create a report: start just like you do a form, mgsé-clicking on the table/query and then selecting
GKS W/ NBIFGSQ (062X GKSY WwSLRZ2NI®Q
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Access will now generate a report in Layout view. Just like with the Layout view of forms, you are now
able to make changes to the data format, font size, color, fexidth, etc.

Access 2007 now includes a simple way to generate overall totals from you dataset. For example, since
we are dealing with students with GPAs of, at, or above 3.5, we may want to show the number of
students with this high GPA on our reporttfalugh the dataset we are working with only contains a few
students, this would be useful in larger datasets). In addition, Access also can generate statistical data of
numeric data. For example, maybe we want to know the average GPA of the studentsiisiagibe

the standard deviation for more advanced statistical analysis.

Once your report is generated, to generate these data, select the column of information that you want
GKSaS 20SNIftt G20rftad C2NIy2s> {($E2JHSICRAT alKk & Slyld
GKS WC2NXIGQ O2yGSEddzZt dlox &aStSOG GKS WwWH ¢20l f &
overall totals that will correspond to the data that you have selected. Since we have selected a non
numeric field, theonlybJi A 2 ya ¢S KI @S T NB O2dzyd 2LIWGA2yad {StSO
Access generates a line with the number of recdrel®w the last record.
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see a listing of mathematical options, such as: sum, average, max, min, standard deviation, and variance.
Again, by choosing an option, you will see the value listed below the last GPA record.
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In Class Exercise
Create two reports using the layouiew:

Student Information, containing all fields except GPA.
Advisor Information, include all fields.

Wizard View
Just like creating forms within wizard view, you can create reports using the wizard view by following
the same basic steps.

Thereportwizardh & € 2 0F GSR Ay GKS WwSLERNI&AQ aSO0GA2y 2F (KS

This should be pretty straight forward since the steps are similar to those in the form creation. Go ahead
and try the next In Class Exercise.

In Class Exercise
You mayneed to create a query to show this information prior to building your report.
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