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What is New in Access 2007

If you are familiar with previous versions of Access, there are a large number of new
features and a completely new interface in Access 2007.

New Interface Design

- Morthwind : Database (Acce

Data Insert Page Layout External D3

— Table - — E i3] Piva
& Table Templates - | == :—.| =

il Pivoy

1 oo, || Simple  Split Multiple
_l| 5harePoint Lists Farm™ Form tems . Mo
Tables and Lists Farms [Enter or Edit Data)

Commands are now organized using a new action tab scheme. Under each tab are the
commands relevant to the action described on the tab. This command set is referred to
as the ‘ribbon.’ Finally, Access 2007 features contextual tabs showing data that is
relevant only to the current object you are working on.

Office Menu

7 Inthe upper left-hand corner is the Office Menu, denoted by the Microsoft
('_' 3  Office logo. It is very similar to the ‘File’ menu in previous version of Access
4 or other programs.
File management commands are listed on the left-hand side of the menu, and any
recently opened database files are listed on the right. You can also modify options of
Access itself by clicking the Access Options button, or close the program by clicking the
Exit Access button.

Quick Access Toolbar

H 3 To the immediate right of the Office Menu is the Quick Access
Toolbar. This toolbar contains quick links to common tasks, such as the Save, Print, and
Undo (listed left-to-right in the diagram). You can also customize the Quick Access
toolbar to include whatever icons you like. We will explore the Quick Access toolbar in
the next section of this manual.
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Microsoft Office Online

The centre of the Access window is a special page that extracts content from Microsoft
Office Online (a service provided over the Internet). Microsoft Office Online provides
quick links to different templates, training material, and other downloads. It also
provides links directly to Office Online where you can read about updates to Office 2007
as they become available.

Ficrasaft Office Online

. Fanuloe L N Contuct Lis

Faculty catabas= Contacts database Sales pipeline
database

o

T Mermaot . Fore an Office Online:
2.0ffice Online

Training | Templates | Downloacds

What's new in Access 20071

The new Access 2007 contains . Getthelatest content while
mare powerful tools to help you warking in Office 2007
quickly track, report, and share

¢ Guide to Access 2007 User Interface

infarmation in a manage=able
enviranment. Learn more about &
the new featuras and
impraovemeants,

Organize all vour abjects using the
new, easy access Mavigation Pane

Status bar

Ready | Numbock | Finglly, at the very bottom of the Access window is the status bar. This

bar will give information about the status of Access, if any particular lock keys are
enabled on your keyboard, which view is currently active, and more.
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Object Tabs

In previous versions of Access, any open database object was opened in its own
window and designed to ‘float’ inside the Access Screen. When several database
objects were open at once, it was difficult to navigate through all of the windows easily.
Access 2007 has solved that problem by using tabs:

| “2| Home ‘[j Shippers\

Simply click any of the tabs visible on the top to show the database object. Opening
many database objects will create left and right facing arrows (4" and '*); click on the
arrow to scroll that direction through the open database objects. If you want to close an
object you are no longer using, click the Close button (%) located beside the tabs.

Help Button

@ The Help button, located directly under the title bar, launches the Access help

screen:

) Access Help
) %) @ S M@ @

Al

~ B Search ~

Browse Access Help

Getting started

Getting help

Automation and programmability
Canyersion

Data

Dakabase design

External data

Farms

Reports

Tables

Saving and printing

Language-specific features

Activaking Access

Attachments

Controls

Custornizing

Database basics

Expressions

Filtering and sarting

Queries

Security and privacy

Adding charts, diagrams, or tables

File management

b

All Access

"-‘ Connected to Office Online
L

Click a topic to view help about that particular subject.
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Using the Quick Access Toolbar

In the previous lesson, we introduced the new layout changes to Access 2007. In this
section, we will learn a little bit more about each part of the new interface and how it
works. This lesson will focus on features and customization options available with the
Quick Access toolbar, located in the upper left-hand corner of the screen:

—
( Da\Hd 9 -
=

Home Create External Data

About the Default Buttons

Access features three default commands in the Quick Access toolbar:
d9-®-F -+

Adding Buttons

As you become more familiar with Access you might find it handy to have another
command quickly available for use. Access allows you to add the command to the
Quick Access toolbar.

To add this command to the Quick Access toolbar, simply right-click the Spelling
command and click Add to Quick Access Toolbar:

ﬂ = Mew E Totals
: [F NT
& =H Save 7 spelling ¥ Spelling || £ V= - = - | I
L . | Add to Quick Access Toolbar

All- 2

a|lata

Records Customize Quick Access Toolbar...

The command (denoted by the small ‘ABC’ icon) will be placed in the Quick Access
toolbar:

e
(r.‘.‘:_‘\ LH -‘j ?‘h
i

Home Create External Data
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Removing Buttons

If you no longer use a certain command or your Quick Access toolbar is getting a bit too
filled with icons, you can remove them easily at any time. Simply right-click on any icon
you no longer use and click Remove from Quick Access Toolbar:

,E - Bl arm ol TOWT 3 i

Bemove from Quick Access Toolbar

rea
Customize Quick Access Toolbar..,

Place Quick Access Toolbar below the Ribbon

Customizing the Toolbar

As you gain familiarity with Access (and other Office 2007 programs) you have the
ability to customize how the Quick Access toolbar looks all at once versus having to add
icons one by one. To do this, click the small pull-down arrow (=) located on the far right
of the Quick Access toolbar and click More Commands:

Customize Quick Access Toolbar
P ey
Open
v | Save
E-mail
Quick Print
Print Prewieuw
Spelling
v | Undao
v | Redo
hMode
Refresh All
Mare Cammands..

Showe Below the Ribbon

Minimize the Ribbon

(Note that you can click any command listed here to add that command to the toolbar.
The commands that are already checked are those on the toolbar; simply click them to
remove them.)
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Pick a listing from a particular category in order to see the commands it contains. For
example, imagine you are going to make heavy use of pictures and diagrams in a
database form. To do this, you will need to import each picture one at a time. Therefore,
you may find it easier to add the Insert Image icon to the Quick Access toolbar so it is
always accessible. Select the Form Tools - Design option and then scroll down the list
of options until you find Image:

Choose commands from: G

Form Tools | Design

(

CUrrdL. Faireer
Gridlines k
Gridlines -

B4
[

=
=
H

Group Box [Form Control)

ImagE h

Click the Image icon to highlight it and then click the Add >> button located in the middle
of the window:

el [ 3

Customize the Quick Access Toolbar.

Choose commands from: (i Customize Quick Access Toolbar (i

|Form Tools | Design w |For all documents [default) w

j Format Painter . H Sa.ve
HH oridines » = Print..

Gridlines . ¥} Undo ’

"] Group Box (Form Control)
ﬁ? Image
..& Insert ActiveX Control

nh Insert Chart
M Insert Hyperlink
= Insert Page

Insert Page Break

Insert Page Number
Italic

Label [Form Contraol)

w

3

=i

Layout Wiew
Line -

Line Colar »

HIN R~

Ling Thickness 4
=== Line Type 4

ZE List Box (Form Control)
&

(% Option Button (Form Contral)
il PivotChart View
Qa e

e

|:| Place Quick Access Toolbar below the Ribbon

This will add the Image tool to the Quick Access toolbar list on the right-hand side of the
window. By default, the command is inserted at the bottom of the list (under the Undo

command).
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You can change the order of any icons in the list by selecting an item in the Quick
Access toolbar list and then clicking the up and down buttons on the right side of the list.
Simply click an item in the list you would like to move up or down and then click the

corresponding directional button:

Customize Quick Access Toalbar

For all documents (default) b g

lﬂ Save ¢
=4 Print...

Al mage
¥} Undo 3 E

Items listed top to bottom will be displayed from left to right in the Quick Access Toolbar.
To remove an icon from the list, select the icon and click the Remove button in the

middle of the window.

If at any point you want to return the Quick Access toolbar back to its original
configuration, click the Reset button:

Reset Customizations

! E Are you sure vou wank ko restore the Quick Access Toalbar shared between all documents o its defaulk contents?

[ es l [ o ]

This will remove all icons except for the original three (Save, Print, and Undo).
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Basics of Ribbons

One of the biggest changes in Access 2007 is the removal of menus. Instead of having
a list of menu commands to choose from (including a number of options that are grayed
out and not accessible), Access 2007 features a more intuitive control system of tabs.
Each tab contains a certain group of commands relevant only to the tab. The
commands are listed in the ribbon.

There are 4 default ribbons:
e The Home Ribbon
The Create Ribbon
The External Data Ribbon
The Database Tools Ribbon

About Ribbons

There are two main types of ribbons: general (or command) and contextual. The
general ribbons (and corresponding tabs) are always visible when you are viewing a
database file in Access:

Home Create External Data Database Tools

The command tabs listed here include many of the most common commands you will
perform in Access. The Home ribbon contains the majority of the most common tasks
including the ability to switch views, formatting, and filtering of data. If you want to make
a new database object, click the Create tab and select the object you want to make. The
External Data command tab gives you all the flexibility to import and export data to and
from your database, computer, and network. The Database Tools tab gives you the
ability to manage the data in your database, create macros, and view relationships.

Contextual tabs appear only when a certain type of database object is selected (or
brought into context). For example, if you are looking at a table in datasheet view, a
contextual tab will appear showing you the commands you can perform on the table
while only in datasheet view:

Table Tools

Home Create External Data Database Tools Datasheet

When using a command in the ribbon, simply click it with your mouse. The command
will be performed, or the appropriate tool or dialogue box will appear to help you
perform the task. If you are unsure what a certain command does, point to it, but do not
click it.

www.microsofttraining.net
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Opening Dialogue Boxes from the Ribbon

Occasionally you will see a small arrow icon beside the name of a ribbon command

category:
gory ('_' g d 3 N
Haome Home Create Exte
e % E = B Wal;
j B 53 Copy
Pact _‘="| VIEW F‘a:'te _
date
- Views Cl|pb:|ar.:| P
Clipboard 4 of 24 - Clipboard v x

[y Paste Al 5% Clear Al

Click an iten ko paste:

Clicking this little icon opens a new dialogue box containing
more advanced functionality than is provided by the ribbon
alone. In the example above, clicking the Clipboard button
opens the Clipboard pane on the left side of the Access )|

window. !

e

Jﬂ] MNotepad kext

2] Company R

About the Office Menu

‘?@ £ : The Office Menu should be pretty
' Recent Documents familiar to you now. We have learned
] e | hssatemcedt that you can open and close files, modify
2 pen. 2\ APracticeExerciceS 4DB.accdb the Access program options, and close
- 3 Databaselaccdb Access; all by using the Office Menu. If
L s Ay ShareTestiaccessEaccdl you have used Access in the past, the

5 WMy SharetTestiAocessLaccdb

Office Menu is very similar in

-n—l R 6 4My SharedTestiAccesst accdb - : : . .
= save s T4 ALesson 13 complete accdb functionality to the File menu in previous
-;E:U Print.. 3 versions.

ﬁ Manage 3

B E-mmail

B Publish 3

Ly
> LClose Database

j Access Options | | 2 Exit Access

www.microsofttraining.net



Microsoft Office Access 2007 Advanced

SECTION 1: PivotTables and PivotCharts

In this section you will learn how to:

= Create a PivotTable and a PivotChart
Learn the concepts behind PivotTables and PivotCharts
Create a PivotTable and PivotChart based on the same object
Pivot data in order to show a different view of the data
Change the type of graph used for a PivotChart

www.microsofttraining.net
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Creating a PivotTable

Databases can very quickly grow to be very large in size. Though reports can show you
one view of how data relates to each other, once a report is made you will have to
design a whole new report to look at the data in a different way. Microsoft Access 2007
makes use of PivotTables to provide different views of your data on the fly. In this
lesson we will discuss the PivotTable, and move onto the PivotChart later in this
section.

About PivotTables

PivotTables are a way of displaying the data contained in a table or query. The real
advantage of PivotTables over something like a report is that you can create different
views of your data by clicking and dragging the fields (or ‘pivoting’ them) in the table to
display the data in a different way.

Consider the Order Details table in the Northwind sample database:

=] Order Details
ID - OrderlD - Product ~| Quantity ~-| UnitPrice ~| StatusID ~| Purchase OrderID ~| InventoryID -
27 30 Northwind Traders Beer 100 $14.00 Invoiced 96 83
28 30 Northwind Traders Dried Plums 30 $3.50 Invoiced 63
29 31 Northwind Traders Dried Pears 10 $30.00 Invoiced 64
30 31 Northwind Traders Dried Apples 10 $53.00 Invoiced 65
31 31 Northwind Traders Dried Plums 10 $3.50 Invoiced 66
32 32 Northwind Traders Chai 15 $18.00 Invoiced 67
33 32 Northwind Traders Coffee 20 $46.00 Invoiced 68
34 33 Northwind Traders Chocolate Biscuits Mix 30 $9.20 Invoiced 97 81

By hiding and resizing columns, we can see all of the columns containing data pertinent
to our situation.

However, the Order Details table will likely end up being quite long. Every product in
every order is listed in this table! If we want to better compare what data is contained in
this table, you might experiment with different filters.

However, this too is limiting compared to the features of a PivotTable. What PivotTables
allow us to do is to turn the above table into this:

www.microsofttraining.net
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1 Order Details | ==| Order Detailsl

Quantity ~
3 5 10 15 17 20 25 30

+[ - +[- +/— +— + - +— +/— +[ -

Unit Price «  |ProductID « | |Product ID v | Product ID v | Product ID ~ | |ProductID | ProductID ~ | |Product ID v | ProductID «
$2.99 81

53.50 80 80 80 80
$7.00

£9.20

59.65

£10.00

19 19 19 19
41 41
21
74

A+ L+ L+ ]+

I+

$12.75 43

48

This table shows how many of each item in each price bracket has been sold based on
the information in the Order Details table. For example, consider the third column,
labeled ‘10.” It contains the Product IDs of all products that have been sold 10 units at a
time. Each row indicates the price of the associated Product IDs.

In addition to quickly showing you large amounts of data, PivotTables can be used to
observe trends in the product you sell. As shown in the PivotTable, many customers
buy products in multiples of 10. It may be cheaper for you to order your product from
your supplier in perhaps multiples of 100 instead of some arbitrary middle value. We will
explore more of the use of PivotTables as we progress.

Creating a PivotTable

To create a PivotTable like the one shown above, first select the table or query you
want to base the PivotTable upon. In the Create ribbon, click the PivotTable command
in the More Forms pull-down menu of the Forms section:

|_'E| More Forms =

) Form Wizard
%

Datasheet

Modal Dia&g

| — |
JJ PivotTable
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You will see the PivotTable canvas as well as a field list displaying the fields from the
table or query:

e
Drop Filter Fields Here

Drop Column Fields Here *

PivotTable Field List
Drag items ko the PivotTable list
0 Order Details1

D
Crder 1D
Produck ID

#-[F Quantity

are

Ids H

[=

Drop Row Fi

- [3] Unit Price

w0 [5 Status I
Purchase Crder ID
Irventory ID

Add to Fow Area

Drop Totals or Detail Fields Here

To complete the PivotTable with data, click and drag the fields from the Field List to the
different sections of the canvas. Let’s recreate the PivotTable seen earlier in this lesson.
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Click and drag the Unit Price field from Field List to the leftmost part of the canvas,
marked Drop Row Fields Here:

|5 s 5 e
Drop Filter Fields Here
Drop Column Fields Here

ar)

&

- PivotTable Field List

=3 Draq items to the PivotTable lisk
- & Order Details1

5 N =R

2

o Crder ID

E -[F] Product ID

#-[F Quantity

B ] Uit Price

&[5 Status I
Purchase Order ID
Irwventory ID

L Add to ] |R-:|w Area vl
|

v
5 st 5 o

Drop Filter Fields Here
Drop Column Fields Here

Unit Price -
42.99 [+ PivoktTable Field List
53'5“ i Drag items to the PivokTable list

: = & Order Details1
57.00 B D
$9.20 = #-[F Order ID

+ i

59.65 B #-[Z] Product ID
510.00 = #-[F) Quantity
$27s | EREunit Price |
$14.00 =+ [ status 1D
£18.00 [+ Purchase Order I
518.40 [+ Irventary ID
$19.50 5
$21.35 =] [ Add to ] |R|:|w Area VI
6'1'1-n.n i gy e = LT
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Click and drag the Quantity field to the Drop Column Fields Here section, and the
Product ID field to the Drop Totals or Details Here section (the middle of the canvas):

. Order Detans"'| ~2| Order Detailsl

Quantity -

3 5 10

+ - + = + -
Unit Price = | ProductID ~ | Product ID | Product ID -
$2.99 B
53.50 - . 20
57.00 7] PivotTable Field List ]

: f Drag items ko the PivokTable lisk
$9.20 = 0 Crder Details1 s
59.65 = L D a1
510.00 i + Crder ID
+
512.75 B + Quantity A8
+-[Z] Unit Price 48

$14.00 M - [F] status ID
$18.00 [£] + Purchase Crder ID
$18.40 ] +-[F] Inventary ID
19.50 E
$22.00 B 4

15
+ =
Product ID -
a0
1

That’s all that is needed create a basic PivotTable. You need to have two comparison
fields on the horizontal and vertical axes and some quantifiable field in the middle (one
that has meaning when compared to the fields on the horizontal and vertical axis).

If during the construction of the PivotTable you placed a field in a spot you didn’t intent
do, simply click and drag the field name off of the canvas. This will remove the field from
the PivotTable. Should your PivotTable become very large with many fields, you can still
add additional fields by highlighting the field you want to use in the Field List, selecting
an area in the combo box at the bottom of the Field List, and then clicking Add to.
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More about PivotTable Fields

PivotTables provide a lot of functionality and can tell you a great deal of information.
Let’s explore how we can make a PivotTable work for us by exploring some of the extra
functionality. Consider a blank PivotTable canvas:

It contains four major components: a place for row and column fields, a place for filtering
fields (like an overall table filter), and a place to put a field or fields to be compared.

Each PivotTable area can contain more than one field. This will allow a user to further
categorize results as they are displayed in the Pivot Table. For example, consider
adding the Order ID field to the Row fields section. Click and drag the Order ID field to
the left of the existing Unit Price field; you will see a thick blue line indicating where the
new field will be placed:

~=| Home | =Z| Order Detailsl

Quantity -
/ 3 5
+ - + -
nit Price - |Product ID ~ | ProductID =
.99
.50
7.00
9.20
9.65
10.00

U8 sl | A el | AL sl | A el | sl |
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Now all of the data in the PivotTable has been categorized by one more degree. The
details of every order are now shown in a tabular view that is easier to read than
reading from records of a table.

5| Home [ =] Order Details1

Quantity -
3 5 10

+ - + - + -

OrderID ~ |Unit Price ~ | |Product ID ~ | |Product ID = | |Product ID =

=30 53.50
514.00
Total

B31 53.50
530.00

553.00
Total

E32 518.00

546.00
Total

30

51

L o | L G O O |l L | L |

The detail shown by a PivotTable can be increased even more by adding a filtering field.
For example, consider adding the Status ID field to the top of the PivotTable:

“=| Home | ~=| Order Details1 '
) Home | \
Status 1D -
d—
All
Quantity -
3 5 10
+ - + - + -
OrderID ~ |Unit Price + |Product ID | |Product ID = | ProductID =
=30 $3.50 *
514.00 :
Total *
=31 53.50 : 80
$30.00 * 7
553.00 : 51
Total *

The Status ID field contains two values. One indicates which inventory has been
invoiced (that is, already sold through the system) and the other value shows how much
of which product has been allocated for an order but not yet released to the customer.
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Click the pull-down arrow beside the Status ID (or any of the fields from the field list
already in the PivotTable) to see the values and choose which ones you want to filter
by:

~z] Hame | “2| Order Detailsl

bantity -

'roduct ID ~

[ oK ] [ Cancel

553.00
Total

L+l =
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Completing your PivotTable

To round out the data that will be presented in the PivotTable, you have the ability to
apply filters, hide certain column or rows of data, apply totals and grand totals, and
more, to created a finished look. In the final section of this lesson, we will explore how to
perform these tasks.

Filter by Every field that is included in a PivotTable has the ability to be

Selection filtered based on the table values of that field. Click any of the check
boxes to remove that particular value from consideration in the
PivotTable. You can also click the All check box to select every
check box in the list:

Unit Price -
[ (AN o
[W]$2.99
W] $3.50
[W$7.00
W]$9.20
[]$9.65
[]$10.00
[W$12.75
W] $14.00
W
[ Ok ] [ Cancel ]
Hide/Show Click the small + or — sign at the header of each row or column to
Specific show or hide all values associated with that particular row or column
Rows/Columns of data.
10 10
+ - _.- + -
Tuduﬂl[) - Mo Totals
80
19
41
48
48
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Subtotals and
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If the data in the totals (middle) section of the PivotTable is numeric,

Filters you can apply any number of mathematical operations to it using the
AutoCalc feature:
=1 Home""[g Order Details1 X
Status ID -
All
Product ID ~
1 3 4 5 6 7
Unit Price ~ | |Quantity = | Quantity = Quantity ~ |Quantity v |Quantity «
o
$53.00 2
$81.00 2
Grand Total * 15 rl ol 1n 2 i
35 53 Copy 9
l Sort 3
7 AutoFilter |
40 - ) 25 10
-Eil 5 i} N
. . w
3 “  Filter By Selection s
¥  AutoCalc » Sum -+
fq Subtota Count
2 R Min
P G Max
a i Average
¥E E standard Deviation
= o Variance
Tﬁ Hide Details Standard Deviation Population
|& show Details Variance Population
44 Field List
More Use of AutoCalc values can be applied by right-clicking on a cell in the
Right-Click PivotTable or field name. You have the ability to show the top or

bottom items in a table, apply a subtotal, group and ungroup fields,
and display more detail about a particular item in your PivotTable.

We will explore more of the use of PivotTables later in this section, including the feature

that gives a PivotTable its name.
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Creating a PivotChart

We learned in the previous lesson that a PivotTable can effectively communicate a lot
about the data in table. We will now learn about a close relative of the PivotTable: the
PivotChart. In its simplest terms, a PivotChart displays in graph form what a PivotTable
shows in tabular form. Therefore, PivotCharts let you view information about the data in
a table very quickly.

About PivotCharts

A PivotChart is a graphical way of representing the data in a table or query. Consider
the Purchase Orders table from the Northwind sample database:

1 Purchase Order Details\
ID ~| Purchase Order ID ~ Product ~| Quantity -| UnitCost - | Date Received - Posted Tolnventory - Inventory -
238 30 Northwind Traders Chai 40 $14.00 1/22/2006 59
239 91 Northwind Traders Syrup 100 $8.00 1/22/2006 54
240 91 Morthwind Traders Cajun Seasoning 40 $16.00 1/22/2006 55
241 91 Northwind Traders Clive 0il a0 $16.00 1/22/2006 56
242 92 Northwind Traders Boysenberry Spread 100 $19.00 1/22/2006 40
243 92 Northwind Traders Dried Pears 40 $22.00 1/22/2006 11
244 92 Northwind Traders Curry Sauce 40 $30.00 1/22/2006 42

a0 Sum of Quantity

200

700

600

coo

Posted To Inventory ~

300

200

100 N

aaaaaaaaaaaaaaaaaaaa

A R T R T T T BT AT Y ST

Unit Cost ~

Now consider we wanted to see how many of each product has been purchased and
the price category the product falls into. We also want to know if the received product
has been posted to the inventory yet. The following PivotChart will be able to tell us that
information:
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Creating a PivotChart

Creating a PivotChart is just as easy as creating a PivotTable. First, select which table
or query you would like to use to create the PivotChart in the Navigation Pane. Then
simply click the PivotChart command in the Create ribbon:

E| : il 3] PivotChart @
= = k= jEIananrm\"'

Form  Split  Multiple Form
Form  [tems EIMWEFUWST Design

Forms

The PivotChart canvas will appear as well as the list of fields in the current table or
query:

1.2
1
0.3
a
=
t 0.6
S
=1
0 Chart Field List £
’ Drag items ta the Chart
0 Purchase Crder Detailsz
=[5 I
0.2 #-[F Purchase Crder ID
+ Product 1D
+ Cuuantity
0 +-[Z] Unit Cast
¥ Date Received
Axis Title F Date Received By Week
+ Date Received By Month
+ Posted To Inventory

+ Inventary ID
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Click and drag the fields you wish to use in your PivotChart to the appropriate places on
the canvas. To create a chart like the above example, click and drag the Unit Cost field
to the Drop Category Fields Here section at the bottom of the canvas:

0.4

0.2

Unit Cost ~

Axis Title

Chart Field List

Crag items ko the Chart
0 Purchase Order Details2

ID

Purchase Order ID
Product ID

Quantity

=

Date Received

Date Received By Weel
Date Received By Monk
Posted To Inventary

Next, move the Quantity field to the center of the canvas. This will create a sum of the
quantities in the table based on each price group:

1000

Sum of Quantity

400

300

2004

100+

L2.o0
t3.00
55.00
57.00

Unit Cost =

S8.00
510.00

513.00
514.00
515.00
516.00
517.00
515.00
52z2.00

Axis Title
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Finally, move the Posted to Inventory field to the Series section of the canvas:

Posted To Inventory ™

Chart Field List
Draq items ko the Chart

0 Purchase Order Details2

= Totals
Sum of Quankity
ID
Purchase Order ID
Product ID
Quantity
Unit Cost
Date Received
Cate Received By Week
Date Received By Manth

Posted To Inventory

Invenkory ID

522.00
526.00
L2g.00
529.00
530.00
53400
%40.00
561.00

[ Add to ] | Series Area w I
1

With the addition of more than one possible item in the series section, notice how the
bars of the graph changed color. The blue bar in the diagram above indicates how much
of the inventory for this particularly priced item has not yet been posted to the inventory.

As with a PivotTable, you can easily remove any fields you don’t want or put in the

wrong spot. Simply click and drag the field name off of the canvas or back into the
PivotChart Field List.
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More about PivotChart Fields

PivotChart fields have some of the same functionality as those in a PivotTable. Click

any of the fields to reveal a pull-down menu that contains a listing of all values that
fields carried in the source table:

Posted To Inventory |~

ol
|FALSE
| TRUE

529.00
530.00
534.00
%40.00
561.00

[ oK ] [ Cancel

The right mouse button also plays a part in how certain details about your PivotChart
can be displayed.
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For example, you can choose a number of other mathematical operations on the main

data source of the PivotChart:

Axis Title

400

o I -

B wEl il

=

AutoFilter

show Top

AutoCalc

Field List

~ | Sum
Count
Min
Max
Average

Standard Deviation

Variance

Completing Your PivotChart

Because of their graphical nature, PivotCharts have many formatting options available

Standard Deviation Population

Variance Population

m |

27

for use. Click the Property Sheet command to view the properties of the selected object:
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In the General tab of the Property Sheet you can switch between each of the objects
currently on the canvas:

Properties E

Gaeneral |Ei|:|r|:|er,l'FiII Data Dekails | Type || Series Groups || Show/Hide

General commands

Select: Chart Workspace w

Chart Warkspace

PivokChart Field (Posted To Inventory)

Add PivobChart Field {Unit Cost)
PivobChart Tokal (Sum of Quantity)
Plok Area
Yalue Awis 1

ey Walue Axis 1 Major Gridlines

Overlap; | Category Axis 1
FALSE

izap width: [TRUE

e ]

Here you can rename the axis of the PivotChart, change the chart type, and format the
chart to look the way you like. We will explore more of these features in detail in the
next lesson.
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Using PivotTables and PivotCharts

We now know how PivotTables and PivotCharts are useful in displaying a lot of
information in a hurry. In this lesson we will learn more about the nature of PivotTables
and PivotCharts and how to make data really stand out.

Using a PivotTable

The biggest feature of PivotTables, and indeed where they get their name, is in the
ability to move or pivot the various data without having to create a whole new table of a
different layout. Consider the following PivotTable based on the Purchase Order Details
table from the Northwind sample database:

Posted To Inventory -

All
Quantity -
10 20 25 30 40
+ - + - + - + - + -
Product ID ~ | Unit Cost ~ |Unit Cost ~ | Unit Cost ~  Unit Cost ~  Unit Cost ~
1 * b £14.00
$14.00
3 :
4 = $16.00
£16.00
5 = $16.00
6 :
7 = $22.00
3 * £30.00 £30.00
14 = $17.00
17 * £29.00
19 = $7.00 $7.00 $7.00 $7.00

$7.00

It displays the cost of each product and the quantity of each product that has been
purchased in the system. The easiest method of using a PivotTable is to switch the
horizontal and vertical fields. The same data will be displayed, but sometimes the data
may become easier to read. The table above is quite wide; we can make it taller and
avoid a lot of sideways scrolling.

To pivot fields in a PivotTable, click and drag one of the field titles (like Quantity or

Product ID) and drag it to another section of the table. It does not matter which field you
drag first.
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Let’s visualize this by moving the Product ID field title to the right of the Quantity field

title:

Posted To Inventory ~

All
Quantity ﬁ K

20" ™ 25

10

+ + - + -
Product ID ¥ Unit Cost v Unit Cost » |Unit Cost «
1 [+]
3 =+
a +

Notice the small icon beside your mouse pointer as you drag a field title. In the above
example, the small icon indicates that the selected field title (Product ID) is about to be
moved to the column section of the PivotTable. Once the field title has been moved, you

will see it displayed beside the Quantity title:

Posted To Inventory -

All
Quantity ~ ProductID ~
B 10 =20
19 Total 19 21 74 Total
+ - + - + - + - + - + -
Unit Cost = Mo Totals |Unit Cost = | |Unit Cost « | Unit Cost » Mo Totals
57.00 57.00 58.00 58.00
$7.00

The above diagram is indeed a PivotTable that displays exactly the same data as
before, but all of the data is in the same row and makes it difficult to read.
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Now click and drag the Quantity field title to the left side of the canvas:

Posted To Inventory -
All
Product ID ~
3 4 5 6

+/- + - +/- + -
Quantity Cost ~ | Unit Cost = |Unit Cost ~ | Unit Cost = | |Unit Cost -
10

20

[+ 4

25
30
40

[ D=0 [+

$14.00 $16.00 $16.00
$14.00 $16.00
$8.00

50
60

[+ [+

You can add as many fields as you like to one section of a PivotTable in order to display
the information in a way that it suited to your needs. However, things can get crowded
quickly if you add too many fields that are not necessarily related. For example, we can
add the Purchase Order ID to the totals (center) area of the PivotTable:

Posted To Inventory ~
All
Product ID -
: 4

+ - + -
Quantity Purchase Order ID = \Unit Cost = | Purchase Order ID = |Unit Cost =
10
20
25
30

40

91 $16.00
91 $16.00

[ T[] 4

50
60
75
30
100

91 58.00

I 3 3

91 58.00

As you can see, this might be useful information for your situation; however, it is
impractical to read.
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The addition of this field has made the table very wide and you will need to scroll
sideways to view all data. Pivoting the Purchase Order ID to the row heading section
makes the table a bit easier to view:

Posted To Inventory -
All
Product ID -
3 4 5 7]

+[ - +[ = +[ - +[ =

Purchase Order ID ~ |Quantity ~ | |Unit Cost = | |Unit Cost ~ | Unit Cost v | |Unit Cost -
B 90 40 =

60
100
125
Total
=91 40

P+

516.00 516.00
$16.00

50

80
100
Total

58.00

58.00

P+ + T+

PivotTables do not modify the source data in any way so you are free to move any fields
and apply any filters you like to the PivotTable. The leftmost field in any section of a
PivotTable is the primary grouping. Subsequent fields added on the right will add more
levels of grouping.
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Using a PivotChart

Like PivotTables, PivotCharts get their name from being able to insert and pivot any of
the fields on the canvas. Consider the following chart showing the best sale each
employee had for each date a sale was logged:

Max of Sub Total

516,000.00

514,000.00

£12,000.00

510,000.00

58,000.00

Axis Title

56,000.00

Employee ID ™

54,000.00

£2,000.00

H
c000 I,H,|,n, A HI Ilﬂll . IH : ,I.,Iu,.

mmmmmmmmmmmmmmmmmmmmmm
aaaaaaaaaaaaaaaaaaaaaa
aaaaaaaaaaaaaaaaaaaaaa

6/7/2006
6/8/2006 =

T = o = o =1 m o = o o m w e - T - - s .
aaaaaa

6/23/2006

Axis Title

Order Date ~

Though the scale is a bit small, we can see that the two highest sales of any employee
happened on the 10™ and 24™ of March, 2006. However, as Northwind Traders sells
more and more in the years ahead, this chart will get wider and wider.

Depending on the particular piece of data you want to emphasize, you can adjust the
fields in this chart to better reflect the data. If it is necessary for you to keep a particular
set of fields in order to display the data you need, you also have the ability to change
the type of chart that can be displayed. We will explore different chart types and options
later in this lesson.

Editing a PivotTable or a PivotChart

There are a number of different ways to edit how the data is displayed in a PivotTable or
PivotChart. Though you cannot modify the source data through a PivotTable, you can
refresh the main data that was used to create the PivotTable. This command is useful if
you have any linked data, such as to a SharePoint server or an external database file.
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You can find this command in the PivotTable - Design ribbon:

Refresh Export
Pivat  to Excel

Data

Notice that you also have the ability to export a PivotTable to an Excel file. The structure
of a PivotTable is very similar to that of an Excel spreadsheet. (In fact, PivotTables and
PivotCharts are features included with Microsoft Excel.) This is convenient for users
who do not have Access installed on their machine but who are used to working with
Excel files.

When working with a PivotChart, it is almost always necessary to have some sort of
legend. To display the legend in a PivotChart, click the Property Sheet command and
select the Chart Workspace from the Format or General tab:

Properties x|

Genetal | BorderfFill | Data Details | Tvpe | Series Groups | ShowHide

General commands

Select: Chart Workspace W

izhark Y Space
Add PivokChart Fieldset (Pavrment Dake)
PivokChart Field (Submitted By
PivobZhart Field {Supplier I0)
PivokChart Tokal (Sum of Order Total)
Plot Area
Cakegory Axis 1
Ovetlap: | Categary Axis 1 Title
Value Axis 1
Gap width;: | Yalue Axis 1 Title
Walue Axis 1 Major Gridlines
i-2

Chart
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Click the Add Legend button to display the meaning of the bars in your PivotChart:

General commands

]

Select: Chart Workspace

fdd

‘1— Mulkiple Charts:

Chart

Crverlap: 1]

Gap width: 150

When working with a PivotTable, you have the ability to modify the look of the table just
as you do many other objects in Access. Click inside any cell of the PivotTable or any
column/row heading and then click the Property Sheet command in the PivotTable -

Design ribbon:

Properties @

Format | Filker and Group | Captions | Behaviar

General commands
Al Z
x &l il
Select: Employes ID (Field)

Texk Farmak
B I U

A -
|
Fonk; alibri

Mumber: | General

Cell Forrnat
Background color: By

Column Width: 1414 Autofit field

[ ] isplay as hyperlink

11

We will explore the usage of the editing commands in the next section of this lesson.
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Common PivotTable and PivotChart Editing Commands
When editing PivotTables and PivotCharts, the bulk of the editing you can perform
(except the actual pivoting) can be performed by using the Property Sheet command.
When dealing with a PivotTable, the following formatting options are available:
Format Tab Select which object on the canvas you want to modify and
adjust the look and feel:
Properties E
Format |Filter and Group | Captions || Behavior
General commands
x 2l &l
Seleck: |Emplavee 10 (Field) w
Text Format -
BIU SE=E=E A-
Font: | Calbri w11 |~
Mumbier |Genera| vl
Cell Format
Background color: By - [ ] Display as hyperlink
Column Width; Autofit Field
Filter and Group This tab lets you apply various filters such as the top 10 items

or group the data in the table based on a certain interval.

Properties

Farmat | Filker and Group |Ca|:utions Behavior

=

Filtering
Display the: Top b
Items: 10 b
Based on: | Order in data source b
Allows selecting multiple items when in filker area
Grouping
Group items by | {Mao grouping) w |
Interval:
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Captions Tab

37

The commands in this tab expand on the commands available

in the Format tab. These commands deal with the caption and
look and feel of a specific group of headers.

Behavior

Format || Filker and Group | Capions

Zapkions
Select caption: | Field

Caption: Employes ID

Format: |E| I u

Calibri

Adwvanced information

Property

Field unique narme
Field name

Base field name
Daka Field

Datka bype

Field bvpe

Behaviar

Value

[Emplayes ID].[Emploves I0]
Employes ID

Emplayes ID

Emploves ID

Lang

Inknown

The Behavior tab will only appear if you modify any of the
Filtering commands in the Filter and Group tab. The

commands in the Behavior tab will affect how the table will
automatically adjust itself as the data in the table is modified
by the addition of filters or search criteria.

Properties

Maximurm height:

Mazimumm width:

[Jmisplay right ta left

Format || Filker and Group | Captions | Behavior
Hide/Show elements
Expand indicaktor
Drop areas
General opkions
Expand items by default: Aukornatic 5
Expand details by default; Aukarnatic W

pixels

pixels

5

When dealing with the chart portion of a PivotChart, the editing options are similar:
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General Tab Change display options to control how the PivotChart will look.

Properties £

zeneral |Bn:|rder,l'FiII | Type | 3D View

General commands
L A = 2k A4S
Select: |F‘||:|I: Area V|
Border/Fill Tab This tab allows you to adjust the look and feel of the areas that

define the chart data.

Properties X
General | EorderFill | Type | 30 View |
Border
Colar: .ﬁv Dash!

waiht

Fill

Fill Type: | Solid color w |

Colar: P I
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Type Tab

3D View Tab

39

This tab lets you choose which type of graph you want to use
to display the data. As you select different categories and the
types of charts, you will see the chart become updated in real

time.

Properties

General || Border(Fill | Type

[l column

E Bar

|ﬁ Line

[ Smoothine
3 Pie

5 WY (Scatter)
@+ Bubble

‘ Area

@ Doughnut

@ Radar

30 View

1ELE

& lah

i

r
Il

[ﬁ;ﬁ_ Stock.

Palar

3D 100%: Stacked Column

&

This tab will appear if the current chart you are viewing has
three dimensional elements contained in the design. Adjust
the camera angle and lighting with this tab.
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izeneral || Border(Fill | Type | 30 View
Wig
Projection mode: |ﬁ|&?
Default wigw: B
Ruatation: :] 20
Inclination: J 15
[]Height Ratia: U 100
[oepth Ratia: W, 100
Perspective: 1 20
Lighting
Ruatation: :] 45
Inclination: J 15
Distortion: J 50

Creating a PivotTable and PivotChart from the Same Object

By now you should be comfortable with the use and purpose of PivotTables and
PivotCharts. We have explored how to create them and how to pivot the fields in the
table to get the view that works the best. However, we have only explored separate
creation of a PivotTable or a PivotChart. Access 2007 lets you create a PivotTable and
a PivotChart together based upon the same object. If you click the View pull-down arrow

in the Home or datasheet ribbon, you will see the options to create a PivotTable and
PivotChart:

o . _
:| i" PivotTable View
“h PivotChart View

LE'} Design View
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The same is true of the View menu for a query, with the addition of SQL view which we
will cover later in this manual:

|"Wiew'|
Ej Datasheet View
E[L& PivotTable View

ih PivotChart View
SQL sot view

b/ Design View

Access 2007 allows you to ‘save’ a PivotTable and PivotChart together with a table or
query object in your database. That is, every time the same object is opened, the
corresponding PivotTable and/or PivotChart will also be displayed. The PivotTable and
PivotChart can be created simultaneously. Consider the following PivotChart
constructed from the Purchase Summary query of the Northwind sample database:

ﬂ] Purchase Su-mmary\ w

Purchase OrderiID ~
All

summ of Order Total

S20,000.00

51&,000.00

S16,000.00

514,000.00

512,000.00

210,000,004

Axis Title

58,000.00 SupplierID ~

26,000,004

24,000,004

52,000.00 I I
. i m |

Axis Title

Submitted By ~
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If you click the View menu and select the PivotTable view, you will see the same
information displayed in PivotTable form:

ﬁ Purchase Summary

Purchase Order ID ~

Al
Supplier 1D =
1 2 3
+ - + - + -
submitted By ~ Sum of Order Total Sum of Order Total Sum of Order Total
1 i 510,200.00 $420.00
2 : S6,270.00 %14,020.00 =4,300.00
3 i $18,700.00
4 = 52,325.00
5 i 51,000.00
6 = 53,000.00
7 i $210.00
9 = 51,000.00
Grand Total % 539,170.00 517,975.00 54,800.00

As shown in the above diagram, the totals created in the PivotChart are reflected in the
PivotTable. Also, any changes made to the PivotTable will therefore be reflected in the
PivotChart. Be careful when constructing a PivotTable and PivotChart together in the
same object. The data reflected in a PivotChart may be difficult to read in a PivotTable.
If this should happen, all you need to do is create a separate PivotChart based on the
same object.
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SECTION 2: Creating Advanced Forms

In this section you will learn how to:
» Create and use a Switchboard
» Create a subform
= Use a subform to expand information in a main form
» Limit users from modifying data in a form
= Create and modify command buttons and check boxes
= Create customized error messages
= Send a form via e-mail
= Store and organize replies from an e-mail form
* Import contacts from Microsoft Outlook
* Import and export data to and from a SharePoint server
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Lesson 2.1: Switchboards

In the telephone days of old, you contacted an operator who sat in front of a board of
knobs and switches. You told the operator who you wanted to call, and they would
make the connections to reach your destination. Using modern Internet terms,
switchboards are like a ‘home page’ where you start working with the database as a
user rather than a designer.

If you have used Access in the past, you may have been familiar with the use of
switchboards, particularly with earlier iterations of the Northwind sample database.

A switchboard is a special type of form that is used to control end-user operations of a
database such as running a report with a single click. However, Access 2007 does not
include as much switchboard functionality as in previous versions. The use of
switchboards has not been entirely replaced; now database designers can make use of
the Navigation Pane and other features to create a more customizable (yet easier to
build) interface for users to interact with. This was done as an effort to avoid having less
experienced database users struggle through creating custom Visual Basic for
Applications (VBA) code in order to take full advantage of a switchboard.

In this lesson we will explore a more streamlined switchboard interface and learn how to

make use of the new features of Access 2007 to navigate through the workings of a
database.
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Using a Switchboard vs. Using the Navigation Pane and Ribbon

The actual use of switchboards is easy — just point to the command you want to use and
click it, as demonstrated with a switchboard from Access 2003:

B Main Switchboard M=

Contact Management

Enteriew Contacts

[:] Enteriews Other [nformation...

E] Freview Reports. ..

[:] Change Switchboard ltems

[:] Exit thiz databaze

Older versions of Access made use of a database window. This was a free-floating
window inside Access that contained a listing of all objects in the database as well as
the commands to create new objects. Access 2007 has done away with the Database
window and instead uses a combination of the Navigation Pane and the Ribbon. This
was done for a couple of reasons:

The Navigation Pane is always visible on the left side of the screen (by default).
The old Database window was at the mercy of however many other objects you
had opened in your database and would often get buried. With the Navigation
Pane, you have a quick listing of all database objects. You can also create
custom categories and groups that you can use to display whichever objects you
like inside.

The Ribbon holds all of the database command in an easy to use, categorized
view. The addition of contextual tabs, that is special groups of commands that
appear only when viewing a certain object a certain way, makes finding the right
command you need easier than the menu system of old. Only the commands you
can use are the commands you see on the screen.

In addition to the removal of the database window, Access 2007 features tabbed
navigation of the different objects that are opened to view in your database:
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= You can easily cycle through the tabs as they become active at the top of the
Access window. The pile of floating windows has been eliminated. (Many modern
Web browsing programs also make use of this tab structure.)

l E Hom\{\ﬁﬂ Product Sales by Category i ﬂj Inventory On Order -

Using the Switchboard Manager

The Switchboard Manager is located in the Database Tools section of the Database
Tools ribbon:
—."_:3 switchboard Manager g?
. |T£ Encrypt with Password
Linked Table Make
B = Add-Ins = ACCDE

Database Tools

The Switchboard Manager contains a standard switchboard that you can choose to
make the default for your database. Tools are also included to create your own
switchboard by the use of the Edit command:

Switchboard Manager

Switchboard Pages:

Main Switchboard (Default)
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Creating a Switchboard

Click the New button in the Switchboard Manager to create a new switchboard. You will
first be prompted to enter a name:

s ™

Create Mew

Switchboard Page Mame:

My Switchboard

The name of the new switchboard will be listed in the Switchboard Manager, so select
the new switchboard from the list and click Edit. The Edit Switchboard Dialogue box will
appear:

s ™

Edit Switchboard Page

Switchboard Mame:

My Switchboard

Items on this Switchboard:
Mew...

As this is a new switchboard, there are no items already in place. Click the New button:

s ™

Edit Switchboard tem

Text: Mew Switchboard Command
Command: Go to Switchboard w

Switchboard: L'

This dialogue lets you adjust all of the necessary elements to a switchboard in order to
make it a functioning unit. We will learn about each of these commands in the next
section.
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Editing a Switchboard

By using the Edit command in the Switchboard Manager you can create a wide variety
of simple point-and-click functionality for use in your switchboard. The commands
available for a switchboard can be found in the pull-down Command menu:

Edit Switchboard tem

Text: Mew Switchboard Command

5o b tchboar
-
G0 to Swit

Switchboard: Open Form in Add Mode
Open Form in Edit Mode
Open Report

Design Application

Exit Application

Run Macro

Run Code

Command:

Let’s take a look at each command.

Go to Switchboard You can move between one switchboard and another. Select
this command and then select the target switchboard in the
Switchboard combo box:

Edit Switchboard ftem

Text: Mew Switchboard Command
Command: Go to Switchboard L
Switchboard:

Main Switchboard

My Switchboard

Open Form in Add This command will open a target form in Layout view with no

Mode records currently displayed. This allows you to add new
records to the form.

Open Form in Edit This command will open a target form also in Layout view,

Mode only this time you can see all of the data in the form at once.
This allows you to edit the records already displayed in the
form.

Open Report This command will open a specified report in Report view.

Design Application This command will open the switchboard manager quickly
and easily to let someone work on the switchboard(s) in your
database.
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Exit Application Clicking this command in the switchboard will close the
current database file and return to the Getting Started page
of Access 2007.

Run Macro This command will launch the specified macro that was
created for use in this database.

Run Code Like the Run Macro command, this command lets you
execute a specific function or block of VBA code you have
designed and included in the database file.

Once you have added the commands you wish to use in your switchboard, switch to
Design view and modify the switchboard layout, look, and feel as you would if you were
creating a form or report:

s smmors
[=][ -

I R N T

|| # petai

Northwind 2007

.

EIJIj niioiin
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Deleting a Switchboard

To delete a switchboard that you no longer use, simply open the Switchboard manager,
select the switchboard to delete, and click the Delete button:

Switchboard Manager

Switchboard Pages: Close

Main Switchboard (Default)

‘My Switchboard Mew...

Edit...

—_— Celete

Make Default

Be careful when deleting a switchboard; the operation cannot be undone. Use the Save
As command on the switchboard form in the Navigation Pane to create a backup copy
you may wish to save with the database regardless. The only condition when deleting a
switchboard is that the one marked as default cannot be deleted.
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Lesson 2.2: Modal Dialogue Boxes

Every graphical operating system today features a type of dialogue box that contains a
Yes/No or OK/Cancel set of buttons. These pop-up windows are a special kind of
dialogue box that must be dealt with before a user can do anything else. We have
encountered lots of these types of dialogue boxes along the way, such as the Edit
Switchboard ltem dialogue box:

Edit Switchboard Item

Text: Mew Switchboard Command
Command: Go to Switchboard w
Switchboard: w

There are options that are available to change in this dialogue box to modify the
property of some external object; in this case, a switchboard. However, while this
window is open, all other commands in Access are disabled until this dialogue box is
dealt with. Such windows are called modal dialogue boxes.

Creating a Modal Dialogue Box

To create a modal dialogue box, click the More Forms command in the Forms section of
the Create ribbon. Then, select Modal Dialogue:

|_'E| More Forms =

Modal Dialog

A new blank modal dialogue box (which is a special type of form) will open in Design
view.
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You can see the OK and Cancel buttons pre-built in the lower right-hand corner:

R R R R R R R R R R
¢ 0t

_ Cancel
Now you can add any type of control to the dialogue box as you would if you were
creating a form or report.
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Adding Controls

Access 2007 features a wide range of commands that can be used in a modal dialogue
box, as well as forms and reports. You will find these commands on the Form Tools —
Design ribbon. Many of the commands you can use are very similar to ones used in
most graphical operating systems like Microsoft Windows. Let’s review what each type
of control does:

j_#d IR_MAaﬂﬁ\m#nhﬁ %]
D) HOMMEES BN
Logo 5 L&;: Label Button = el & l@ & =_1:,} ;&
Cantrals
Logo j_HJ The logo command prompts you for an image file to use in
the Form Header section of the Form. It will always be

tege  present at the beginning of the page.

Title 5 This command adds a title to the Form Header section.
Page Numbers A Click this command to show the Page Numbers dialogue

box. Select the options and position you want to use for

your form.
Page Numbers E|E|

{i} Page N
) Page M of M
Pasitian

(%) Top of Page [Header]
() Bottom of Page [Fooker]

Alignrnent:

Cenker W

Show Mumber on First Page
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Date and 5
Time

Text Box ab|

Text

Box

Label Aa
Label

Button 0K
Button

Combo Box -B

List Box B

Subform/
Subreport
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This command shows the Date and Time dialogue box. It
allows you to select the formatting options you want for
your form:

Date and Time | E @
Include Date

(%) Tuesday, July 18, 2006

1 18-ul-06

()7} 1E12008

Include Time

(%) 3:35:44 PM
{C)3:35 PM

(1535

Sample:

Tuesday, July 18, 2006
33544 PM

[ Ok l[ Cancel ]

Click this command and then click and drag an area on the
canvas to add the text box. A text box can hold any type of
data except graphical.

Nearly every control has an associated label, one that tells
you what the command is called. Click and drag an area in
the canvas.

A button is used to perform some sort of action, like the OK
and Cancel buttons of a dialogue box. Click and drag the
size of button you want.

You should be very familiar with the function of combo
boxes by now. Use combo boxes to have the user pick an
option out of a list of options by clicking the pull-down
arrow.

A box that works similar to a combo box, but it can be
expanded to show all of its contents. A user simply picks
the option out of the list they want to use.

Lets you create a form inside a form or a report inside a
report.
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Line

Rectangle

Bound
Object
Frame

Option
Group

Check Box

Option
(Radio)
Button

Toggle
Buttons

Tab Control

Insert Page

Insert Chart

Unbound
Object
Frame

Image

L]

il
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Click and drag to draw a line in the form. Useful for dividing
up the form components into groups so they are easier to
read.

Draw rectangles in the form to help provide a visual group
of related components.

Allows you to enter and control various expressions and
low-level operations that can be performed on the
database.

Click and drag a box around a group of controls to group
them together. Useful when using radio buttons; users can
select one option out of the group to perform a certain
action.

When checked, the condition bound to the checkbox is true
or active. When unchecked, the condition is false or
inactive

Used to select a certain option, and almost always in
groups of two or more.

A toggle button’s command stays in effect when clicked
and will remain so until it is clicked again.

Lets you create a series of tabs in your form, each with its
own options. Useful if you have a large numbers of
controls in a frame that can be categorized.

Use this command to insert a page into a certain section of
a form.

Click and drag an area in the form to open the Chart
Wizard. This Wizard will analyze the data contained in a
query or report and display data for you in a graphical way.

Allows you to create a special window inside a frame that
you can use to view some other document while looking at
your form. For example, you could have a small window
containing a PDF document or a PowerPoint presentation.

Allows you to place a picture in your form.
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Page Break =
Hyperlink 9
Attachment (i
Line =
Thickness

Line Type = -
Line Color o -
Special [= T|
Effect

Set Control s
Defaults

Select All

Select g Select
Use Control o
Wizards

ActiveX ax
Controls
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Used to create a cut-off point when printing a document.
Even though you may be able to see everything on your
screen, a new page will always print off when a page break
is encountered.

This command will create a link to another file, Web page,
or resource external to your database.

Use this command to view non-alphanumeric data
contained in your database.

Choose the thickness of the line you have currently
selected or are about to make.

Choose a line pattern.
Choose a line color.

You can apply a special effect to a button or other control
to make it look like it is 3-D, flat, or sunken into the form.

Use this command to revert a control’s properties back to
the default setting.

Use this command to select all controls contained in a
form.

This command lets you select a control so you can move it
around the canvas.

Toggle this command to have Access automatically start a
Wizard to help with the creation of different commands in a
form.

ActiveX controls are special types of controls that are used
to enhance the functionality of a form. They can be used
as small toolbars or applications that execute from inside a
form.
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Setting Properties

A modal dialogue box contains many of the same properties of forms and reports. Click
the Property Sheet command to view the properties:

= N

Add Existing |Property| —

Fields Sheet | <&l

Toals .
~5| Home :__E'| mel.\ X | Property Sheet $ *
|_|| N Selection type: Command Button
|| # Detail [Command1 v |

Format| Data | Event Other| All |

ControlTip Text A
Help ContextId |0

Tag

Cursor On Hove Default

On Enter

On Exit

On Got Focus

On Lost Focus

On Click [Embedded Macrao]
On Dbl Click

On Mouse Dow

On Mouse Mov

On Mouse Up

On Key Down

On Key Up

On Key Press

Reading Order | Context
Left Padding 0.0208"

Top Padding 0.0208"
Right Padding |0.0208°
Bottom Padding 0.0208"
Gridline Style Le Transparent
Gridline Style To Transparent
Gridline Style Ri Transparent
Gridline Style Bc Transparent
Gridline Color | #000000
Gridline Width |1 pt
Gridline Width 11 pt
Gridline Width F1 pt
Gridline Width [1 pt
Horizontal Anch Left

¥ || Vertical Anchor | Top

Cancel

Use the combo box in the Property Sheet pane to select which object you will be
modifying. Use the tabs at the top of the Property Sheet to cycle through the categories
of properties available for any particular object.
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The functionality of the modal dialogue box really comes from the command buttons at
the bottom of the box. The properties listed in the Event tab dictate what actions will be
performed based on how the command is interacted with:

Property Sheet
Selection type: Command Button

|Command1

W

Format| Data | Event | Other

All

On Enter

On Exit

On Got Focus
On Lost Focus
On Click

On Dbl Click
On Mouse Dow
On Mouse Move

[Embedded Macro]

™

Click the Expression Builder icon to open a special version of macro design tools:

B
/’E}:ﬂ Vi Macro Tools - B X
u [ — =
- Home | Design (7]
5= single step jﬂilnsert Row % XYE i)——r E'DE' |W—! LY
® N Builder =~ Delete Rows =1
Run Show All Macro Conditions [Arguments Save Close
Actions Names Object As
Toals Rows Show/Hide Close
Sy =S il \[ 1 Formi: Command1 :OnCﬁck\ X
-
Action Arguments Comment -
¥, . Prompt
-
Action Arguments
Object Type
Object Name
Save Prompt
Clases the specified window, or the active
window if none is specified. Press F1 for help
on this action.
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Choose the VBA command(s) you wish to use from the Action combo box. Any
Arguments that need to be entered in order for the command to work properly can be
entered into the Arguments column. Also, if a team of people are going to be working on

the dialogue box and you wish to share information about how the command will work,

enter them into the Comment column.

The commands listed in the ribbon relate to which commands, macros, and conditions
will be used in this dialogue box. Test your background macro at any time by clicking

the Run command in the upper left-hand corner of the screen.

Formatting your Dialogue Box

59

One of the contextual tabs that appears when a form is being worked on is the Arrange
tab. This ribbon includes the necessary commands to modify the layout and position of
the controls features in the modal dialogue.

Quick Format

Control Layout

Control
Alignment

Sy

AutoFormat

-

Quick Format

: : |_|\:t Snap to Grid

If't | Si1ab Order

Tabular Stacked Remove | Control  Control
Margins = Padding ~
Control Layout

al To Grid T
I= ally

—I‘I

Control Alignment
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The AutoFormat
command is used to
quickly apply a
particular design
scheme to your entire
form. AutoFormat
features twenty-five
different pre-made
formatting options to
use.

This section of the
Layout ribbon allows
you to modify the
position of the controls
in your form. You can
move controls in a
group or individually.

The commands in this
section are used to
align a group of
controls to the
overlaying design grid
or to the position of a
particular control in the
form.
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Size ::I To Fit & To Grid
Anchaoring - _-
Size
Position D H
=" B B
Bring Send
to Front to Back
Position
Show/Hide (e
GE
Show/Hide
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If you have difficulty
aligning controls by
hand or want to align
controls quickly yet
neatly, use the
commands in the Size
section of the Layout
ribbon.

Access 2007 gives the
flexibility to arrange the
order and position of
different controls in
your form.

These commands let
you show or hide
different features of
Design view itself such
as the gridlines and
rulers.
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Lesson 2.3: Using Subforms

The purpose of a form is to enter and display data is a database one record at a time.

Access 2007 takes the use of forms further with the addition of a split form (a form that
contains a datasheet view of the source table as data is being entered) and a subform
(which is a ‘form inside a form’ that increases the usability of a form).

A subform allows you to further visualize a One-to-Many relationship. For example, if
you were creating a form based on the Products table in the Northwind sample
database, you can create a subform based on the Order Details table. The subform can
display data based on the current data in the main form. That is, you can list how many
times a particular product (the ‘one’ side) has been ordered (the ‘many’ side) by making
use of a subform. We will discuss the usage of subforms in this lesson.

Creating a Subform

The Northwind sample database makes use of subforms to better display information to
the user. Consider the Home form which opens after a user logs into the database:

Inventory to Reorder

Product - |In Stock - | Reorder - -
Northwind Traders Boysenberry § 0 25 E|
Morthwind Traders Dried Pears 0 10
Morthwind Traders Curry Sauce 0 10
Morthwind Traders Fruit Cocktail 0 10
Morthwind Traders Marmalade 0 10
Morthwind Traders Scones 0 5
Morthwind Traders Beer 0 15
Morthwind Traders Crab Meat 0 30
Morthwind Traders Clam Chowdel 0 10 -

The subform above is a listing of products that have a stock level less than the level
indicated in the Reorder column. This subform is displayed inside a special type of
‘picture frame’ that contains the subform.
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To create a subform, open a form in which you would like to put the subform. Click the
Subform/Subreport command in the Controls section of the Form Tools - Design ribbon

SN
ab| Aq =) BNOI 2 W
Text  Label Button

Box —H £

Controls

Click and drag an area inside your form that will contain the subform

e .

Make a guess as to how large your subform will need to be, but remember that you can
always click and drag (as well as move) the subform area in Design view or Layout view
to suit your needs.
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The Form Wizard lets you create a form and subform at the same time. In order to do

63

this and still display data that makes sense, keep in mind the One-to-Many relationship

you wish to show, such as the Products and Order Details tables. (Keep in mind that
you must establish the relationships between the data if your subform is designed to
add the fields from each table you wish to display in your form/subform combination.)

Tables/Queries

Table: Order Details

Available Fields:

W

Selected Fields:

1D

Discount

Status ID

Date aAllocated
Purchase Qrder ID
Inventory ID

D

Product Code
Product Mame
Description
Standard Cost
Crder ID
Product ID

Quantity

In the next step of the Wizard, select which table or query will be the main form; like the

Products table. Make sure the Form with subform(s) radio button is selected:

I

Form Wizard

How do you want to view your

data?

I:n_.-' Order Details

ID, Product Code, Product Mame, Description,
Standard Cost

Order ID, Product ID, Quantity

_... (%) Form with subformi(s) & Linked forms

| cancel || <Back || mext> || Emish
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In the remaining steps of the Wizard, you can choose how the subform will display the
data, what sort of AutoFormat you would like to apply, and then name the form and
subform:

MNWTEB-1
Product Mame Morthwind Traders Chai
Description
Standard Cost |$14.18
Order Details Order I Product

Northwind Traders Chai

A4AMNorthwind Traders Chai

||N0rthwind Traders Chai

Record: W 1of2 kMok: | Mo Filter | Search 1 »
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Modifying a Subform

Once you have defined the subform area, or created a subform via the Wizard, click the
Property Sheet command to view the properties of the subform. If you are creating a
subform from scratch, one of the first properties you should modify is what data source
the subform will be based upon. Click the Data tab and then the Source Object combo
box to see the available objects for use in the subform:

Property sheet o
Selection type: Subform/Subreport

Childd W

Format| Data | Event | Other | Al
Source Ohject

¥ | ¢ f—

Link Child Fields Active Orders Subform for Home
Link Master Fields Customer Details

Enabled Customer List

Locked Customer Crders Subform

Filter On Empty Master | EMPloyee Details
Employee List

Employee Orders Subfarm
Home
Inventory List

Inventory to Reorder Subform for Home
Lagin Dialog
Crder Details

Crder List

Crder Subform for COrder Details

Product Category Sales by Maonth

Product Details hd

If we wish to recreate part of the Home form from the Northwind sample database,
select the Inventory to Reorder Subform for Home form from the list.
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Switch to either Layout view or Form view to see the subform:

Childo:
Product ~|In Stock -~ |Reorder ~| &

Morthwind Traders Boysenberry S 0 25 E‘
10

Morthwind Traders Dried Pears 0

Morthwind Traders Curry Sauce 0 10
Morthwind Traders Fruit Cocktail 0 10
Morthwind Traders Marmalade 0 10
Morthwind Traders Scones 0 5
Morthwind Traders Beer 0 15
Morthwind Traders Crab Meat 0 30( o

The tabs contained in the Property Sheet list the commands available for use with the
subform object:

Format This tab contains commands relating to how the subform will be displayed.
Commands include when the subform will be displayed, what margins are
around the subform, the border width and color scheme, etc.

Data This tab specifies which form/table/query will be used to create the
subform, allows you to link fields that are common between the Child
(subform) and Master (main form) forms, and lets you lock a subform so its
contents cannot be modified.

Event The Event tab allows you to create a subroutine using macros or VBA
code that will execute when the subform opens, closes, or both.

Other  This tab lets you create a name for the subform, insert text to display in the
status bar, and control the tab order of the objects in the subform.

Working with a Subform

The majority of subforms you create will be on the ‘many’ end of a One-to-Many
relationship. There is the odd time where, for example, you may want to list the shippers
in a subform as part of the employee listing form, but such instances will be rare.

Subforms should be developed with a specific purpose in mind. In this lesson we
explored the example of creating a Products form with an Order Details subform.
Though the Form Wizard will help with the simple form creation, most of the advanced
options to modify with a form will be taken care of in Design view.

In the example of the Northwind sample database, the Inventory to Reorder subform for
Home in design view is simply the following:
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Mﬁlmﬂmmmmmmm‘
|I||---|---1---u---z---u---s---

|| # Detail

*|Product Name

Qty Available

Reorder Level

The properties of the subform have been modified such that the data contained in this
form is displayed in Datasheet view instead of the view as above. The Product Name
field has been turned into a hyperlink so that if a particular product name is clicked, the
Product Details form will appear showing the details of that particular product:

Inventory to Reorder

Product - |In Stock - |Reorder - -
MNorthwind Traders Boysenberry S 0 25 E|
MNorthwind Traders Dried Pears 0 10
MNorthwind Traders Curﬂr Sauce 0 10
=l Product Details X
Northwind Traders Dried Pears
Go to Product I—v| Saveaml-
Product Details |OrderfPurchase Histuryl /
/
Product D ‘ ‘ :.r| Standard Cost ‘ 423.63 ‘
Name Morthwind Traders Dried Pears List Price ‘ $30.00 ‘
Product Code ‘NWT[]FN-? | Reorder Level ‘ 1{.‘
Category Dried Fruit & Nuts = | 20|
Supplier ‘SupplierB v| Default Reorder Quantity ‘ 1{.‘
Quantity Per Unit ‘ 12-11b pl-:gs.| Discontinued ¥

A subform contains all the functionality of a regular form; the term ‘subform’ is just a way
to describe the fact that there is one form inside another.
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Synchronizing Subform Data with a Main Form

We mentioned before in this lesson that a subform/main form relationship makes the
most sense if the subform data is somehow in a One-to-Many relationship with data in
the main form. The example we used was to have a Products main form and an Order
Details subform. One product has the ability to be ordered more than once; therefore
the subform data will contain the ordering history of a particular product.

This example presents an opportunity to synchronize the subform data with the main
form. Perhaps you want to add a new product to the database by using a form. The
Products main form will likely contain all of the fields associated with the Products table,
or at least enough fields to uniquely define a product like Product ID, Description, Price,
etc. Once the new product has been entered into the database, any new orders
containing that product will be automatically ‘related’ to the Product record that will be
displayed in the form.

A link between a main form and subform can be created by using the property sheet.
Simply assign the Linked Child and Master fields using the Data tab:

Format| Data | Event | Other | Al

Source Ohject Cirder Details Subform)
Link Child Fields |Product ID

Link Master Fields |ID 1—

Enabled Yes
Locked Yes
Filter On Empty Mz Yes

Other background code associated with more complex synchronization of subforms and
main forms is beyond the scope of this manual but can be found in the Developer help
file.
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Displaying a Subform within a Main Form

You now know that everything in Access has some set of properties that can be
modified. Subforms are no different. Subforms are usually created to cater to a specific
purpose, yet you can still modify how the subform data will look by using the Format tab

in the Property Sheet:

A subform is treated like a single control in the main form, therefore adjusting these
settings is just like adjusting the settings of a combo box or command button. You can
adjust the size, margins, grid formatting commands, and look of the subform component

by using these settings.

Property Sheet

Selection type: Subform/Subreport

Order Details Subform2

Format | Data

Visible
Display When
Can Grow
Can Shrink
Left

Top

Width

Height
Special Effect
Border Style
Border Width
Border Color
Left Padding
Top Padding
Right Padding
Bottom Padding

Gridline Style Left
Gridline Style Top
Gridline 5tyle Right
Gridline Style Bottom

Gridline Color

Gridline Width Left
Gridline Width Top
Gridline Width Right
Gridline Width Bottom
Harizontal Anchor

Vertical Anchor

Other

Yes

Always

Yes

Mo

20417
21667
4.0653°
2.5417

Flat

Solid
Hairline
#4646BD
0.0208°
0.0208°
0.0208°
0.0208°
Transparent
Transparent
Transparent
Transparent
#000000
1pt

1pt

1pt

1pt

Left

Top
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Lesson 2.4: Advanced Form Tasks

At this point, you should be comfortable with the use of the Form Wizard and how to use
Design view to create the forms you want to use. In this lesson you will learn how to
implement more of the advanced functionality of forms.

Limiting User Access to a Form

The majority of forms you will create will be used to both display and enter data.
However, there may come a time that you only want to display the information and not
allow any modification of the underlying data. Access allows you to do so for both forms
and subforms by modifying the properties.

You can modify how a user will be able to use a form using the Data Properties tab:

Property sheet o
Selection type: Form

Form W

Format| Data | Event | Other | Al

Record Source Customers Extended
Filter

Filter On Load Mo

Order By

Order By On Load fes

Allow Filters Yes

Allow Edits Yes

Allow Deletions Yes *_
Allow Additions Yas

Data Entry Mo

Recordset Type Dynaset

Record Locks Mo Locks

Fetch Defaults fes

Use these properties to lock the usability of the form. In some instances, you may want
to remove more of the features that make a subform ‘look like’ a form and therefore
discourage people from trying to modify any data contained in the form. These options
include shutting off the Scroll Bars, Record Selectors, and Navigation Buttons (all found
in the Format tab of the form Property Sheet).
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As you modify different properties of a form (or any database object) you can see a brief
description of the command in the Status bar at the bottom of the Access window:

N | Format | Data | Event | Other | Al |
o Allow PivoiTable View Yes ~
E Allow PivotChart View Yes
o - Allow Layout View Yes
s lll. Scroll Bars Bath =
= s Record Selectors Meither
o i
=2 Mavigation Buttons Horizontal Only
=1 - Dividing Lines Vertical Only
= Auto Resize
- Auto Center Mo
Border Style Sizable
Control Box Yes
Min Max Buttons Eoth Enabled
{ " i POy e ¥ W —
Controls whether scroll bars appear. | Mum Lock LJ@-EE | E!.l

The design of every form will be different for each situation. Developer users of Access
have the ability to create menus using macros and VBA code in order to suit the needs
of their particular application.
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Creating Check Boxes and Command Buttons

Check boxes and command buttons can turn a simple form into a usable worksheet that
will execute operations on your database. To create these commands, open a form in
Design view, click the Check Box or Command Button command, and then drag an area
on the canvas to place the command:

B - NYE- =
] B it L | Ag = BN alb
#] Page Numbers R M [ 48 s
Logs Text  Label Button
nae 53 Date and Time Ef:ux e ER-Nc [
Contrals

:{ commando 1 Commandi 1 Ccommand2

If we were to switch to Form view, these commands will do nothing. The real usage of
these commands is defined by using the Property Sheet. In the case of check boxes,
the properties available to modify are categorized as follows:

Format

Data

Event

This tab contains commands listing how the checkbox will be displayed.
Commands include when the checkbox will be displayed, the dimensions of
the check box, what margins are around the check box, the border width and
color scheme, etc.

This tab specifies the control source for this command, if the check box is by
default checked or blank, any validation rules for the check box, as well as if
it will be locked. Check boxes can even be displayed three ways: checked,
unchecked, or null (where the check box option will not be considered in
database operations.) Check boxes are very useful when dealing with
Boolean data, such as a particular field being marked as active or
discontinued.

The Event tab allows you to create a subroutine using macros or VBA code
that will execute at any point of interaction with the check box (when it is
clicked, if it has gained focus, if the mouse is hovered above the box, etc.).
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Other  This tab lets you create a name for the check box, insert text to display in the

status bar, create a pop-up tip describing the purpose of the check box, and
control the tab order of the check box.

When dealing with command buttons, you can modify the following properties:

Format This tab contains commands relating to how the button will be displayed.
Commands include when the button will be displayed, what margins are
around the button, the border width and color scheme, etc.

Data This tab specifies if the button will be enabled or disabled in this form.

Event The Event tab allows you to create a subroutine using macros or VBA code
that will execute depending how the button is interacted with. The majority of

the functionality you will use with command buttons will be added to the On
Click command:

Property sheet »
Selection type: Command Button

Command2 b

Format| Data | Event | Other | Al

On Enter

On Exit

On Got Focus
On Lost Focus

On Click <+

On Dbl Click

On Mouse Down
On Mouse Maove
On Mouse Up
On Key Down
On Key Up

On Key Press

We will discuss event procedures in the next section of this lesson.

Other  This tab lets you create a name for the button, insert text to display in the
status bar, and control the tab order of the button.
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Creating Event Procedures

74

When creating form components that can be interacted with, such as check boxes or
command buttons, you will use the Microsoft Visual Basic editor (included with Access
2007) to create commands and actions using Visual Basic for Applications (VBA).

Consider the Inventory List form in the Northwind sample database:

=5| Inventory List .

Add Product Furchase All

Product On Hand

Morthwind Traders Chai

Morthwind Traders Syrup

Morthwind Traders Cajun Seasoning
Morthwind Traders Olive Oil
MNorthwind Traders Boysenberry Spread
MNorthwind Traders Dried Pears
Morthwind Traders Curry Sauce
Northwind Traders Walnuts

(]

10
25
10
10
25
10
10

On Hold Availbable  On Order Back Order  Current Reorder
Level Level

25 0 40 o 40

1] 50 50 ] 100

o 0 40 o 40

o 15 o o 15

1] 0 1] o 0

1] 0 1] o 0

0] 0 0] o 0

1] 40 1] o 40

10

Target
Level
40
100
40
40
100
40
40
40

o puchece |
o pucree |
2 P |

This form features a command button that will purchase inventory for the database. If
we examine the properties of this command button, we see that the On Click command
has an Event Procedure created in VBA associated with it:

Purchase

S ——

Property sheet
Selection type: Command Button

cmdRestock w

Format| Data | Event | Other | Al

On Enter

On Exit

On Got Focus
On Lost Focus
n Click

Cn Dbl Click
On Mouse Down
On Mouse Move
On Mouse Up
On Key Down
On Key Up

On Key Press

[Event Procedure]
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Click the [=] icon to view the VBA code associated with this command:

% Microsoft Visual Basic - Northwind 2007 =T
EEiIe Edit View Inset Debug Run Tools Add-Ins Window Help Type a guestion for help =

@ -l % Ca@EA 9~y n @YY @ e, con .
Project - Northwind 2007 E = —
M=

E = |3
B acwzmain (ACWZMA. A |cdeestm:k v| |CI|(:I( v|

=& Northwind 2007 (Norl
[=-E5 Microsoft Office Aco
Farm_fckive Cre
Farm_Home
Farm_Inventary
Form_Crder Det
Farm_Crder Sub

F8l Form Purchase ™
< | >

& Northwind 2007 - Form_Inventory List {Code)

-
-3

Option Compare Databhase

Private Subh cmdRestock Click()
If Mot Me.Qty To_Reorder > 0O Then
OKAlertID NoMNeedToRestock
ElzeIf Inventory.RestockProduct (Me. [Product ID]) Then
HMe.FRequery
OKAlert Il Restock3uccess

Else

OELlertIDl RestockingFailed
End If
End Zuhb

Properties - condRestock

cmdRestock CommandButton V|

Alphabetic | ategorized |

(Mame) cmdRestock A

AutoRepeat False 7 ~
Backstyle 1

BottomPadding 0 N

Cancel False

Caption Purchase

ControlTipTesxt

ControlTvpe 104
CursarCnHover 0 - acCursoror
Default False
DisplayWwhen 0

Enabled True
el L

et L e e P — <

&

|

The creation and use of VBA code goes largely beyond the scope of this manual.
Microsoft’s Visual Basic editor and the Microsoft Developer's Web Site contain lots of
information regarding the syntax and structure of this programming language. There are
also a number of books and manuals written for Visual Basic.

However, not every command that makes use of Event Procedures needs to be created
in VBA. If you are creating a control from scratch and click the [=J beside the appropriate
Event command, you will be presented with a list of options relating to how you can
create the functionality for this control.
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X Property Sheet »
& | 3election type: Command Button

Command W |

Format| Data | Event | Other | Al

: On Enter
: On Exit

""""" IR On Got Focus l
On Lost Focus

Command0 x On Click [

Cn Dbl Click

¥
O Macro Builder

O | Expression Builder
Ol | Code Builder

[ Ok ][ Cancel ]

You can choose to use the Macro Builder to perform an action, Expression Builder to
perform a calculation and return a result, or Code (VBA) Builder to create a fully
customized control. The list of builders available will vary depending on the control that
is to be modified. Consult the Access Developer’s help file or Office Online to learn
more about the construction, function, and syntax of each builder.

Customizing Error Messages

If you will be developing background code for use in an Access database, you will find
that being able to effectively handle errors in your code will save a world of headache
when producing a final product. Though it is not the intent of this manual to describe the
details of VBA programming, we will discuss the concepts behind using the Code
Builder to catch and deal with errors.
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Consider the code for the Inventory form in the Northwind sample database:

% Microsoft Visual Basic - Northwind 2007 =T
EEiIe Edit View Inset Debug Run Tools Add-Ins Window Help Type a guestion for help =

Ea-d @Al oy nom e WS

Project - Northwind 2007 E
== & Northwind 2007 - Form_Inventory List {Code)
BE acwzmain (ACWZMA ~
=& Northwind 2007 (Norl
[=-E5 Microsoft Office Aco
Farm_fckive Cre
Farm_Home
Farm_Inventary
Form_Crder Det
Farm_Crder Sub

F8l Form Purchase ™
< | >

@ | Ln4, Coll

-

EX

|cdeestm:k v | |Click v |

-
-3

Option Compare Databhase

Private Subh cmdRestock Click()
If Mot Me.Qty To_Reorder > 0O Then
OKAlertID NoMNeedToRestock
ElzeIf Inventory.RestockProduct (Me. [Product ID]) Then
HMe.FRequery
OKAlert Il Restock3uccess

Else

OELlertIDl RestockingFailed
End If
End Zuhb

Properties - condRestock

cmdRestock CommandButton V|

Alphabetic | ategorized |

(Mame) cmdRestock A

AutoRepeat False 7 ~
Backstyle 1

BottomPadding 0 N

Cancel False

Caption Purchase

ControlTipTesxt

ControlTvpe 104
CursarCnHover 0 - acCursoror
Default False
DisplayWwhen 0

Enabled True
T

et L e e P

&

¥ |

|

The above code in the Form_Inventory List window is designed to deal with known
outcomes. If the inventory does not need to be refilled, a window will appear to the user
saying that the required amount of inventory is already in the system. If the inventory
was successfully filled, the user is notified and if there was some problem, the user will
also be notified. However, a message stating that the operation failed gives no
indication as to what went wrong.

When designing code for the database, and you believe you may encounter errors that
are not directly the fault of the code, inserting the following code block will help locate
the problem:

Function MayCauseAnError ()
' Enable the error handler.
On Error GoTo Error_MayCauseAnError
' Include code here that may generate an error.
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Visual Basic has the ability to tell you exactly what the error is and display it on the
screen by use of the Err object. The Err object can hold details about one error at a
time. Insert the code:

MsgBox Err.Message.

This will display in a simple dialogue box what the actual error is.

If you are building extra database functionality based on a macro, you can deal with
errors by using the OnError action in Macro Design view:

Macro Tools

| Design

“E-

Arguments

XYZ

B A
]

Show All| Macro | Conditions

Actions | Names
Eh':l 'r"r-_-.Hi'j'E

Macro Name Condition Action Arguments

ONError ff— Next,

Select the OnError function from the Action pull-down list and then enter the arguments
for the function. This may include a new value for the macro to use or an error message
that you will type to the screen displaying possible causes for the error.
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Lesson 2.5: Exporting Your Form

Microsoft Access allows you to create a form that you can send to someone else via e-
mail. Using Microsoft Outlook 2007 in cooperation with Access 2007, you can collect
data from all over the world and store it in one place.

Sending a Form via E-Mail

In order to send a data form for someone else to use, you need to have a few bases
covered.

= In addition to Access 2007, you must also have Outlook 2007 installed and
configured with your e-mail account.

* You can only send form information to people who have an HTML-enabled e-mail
client; that is a program that is capable of receiving HTML and plain text
messages.

Next, you have the option of storing replies in an existing database on your computer or
creating a new database which will hold only reply information. (Later you can transfer
information from one database to another.) And lastly, you don’t actually need a form —
all you need is a table to store information, and a wizard will create a form for you.

Consider a basic database with a single table:

1D ~ | Your Name ~ | Favorite Color -~ | Add New Field

Highlight the table in the Navigation Pane and then click the External Data ribbon. In the
Collect Data section of the ribbon, click Create E-mail:

= 7 |

Create Manage
E-mail Replies

__Collect Data__

A wizard will now walk you through the steps of creating form to gather information. (In
fact, this wizard is similar to the form wizard.)
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Click Next to advance past the first screen:

Caollect data through e-mail m X

Getting started with colecting data using e-mai messages .

You can collect data from other people by sending them a data entry form in an e-mail message. When users return the completed
forms, you can choose to have the data in these forms processed and stored in an Access database.

The wizard assists you with setting up an operation to collect data using e-mail. The operation reguires completing the following
major steps:

1. Choose the type of data entry form that you want to send.

2. specify the data that you want to collect.
3. Specify whether you want the data to be automatically processed and added to the database.

4. select how you want to specify e-mail addresses of the recipients.
5. Review and send e-mail messages with data entry forms.

Cancel
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Next, select the type of form to use, either HTML or Microsoft Office InfoPath. For this
example, we will use an HTML form:

Choose the type of data entry form that you want to send to users.

Select one of the following types of forms:

HTHML form
@ This option creates an HTML e-mail message. Any redpient who uses an e-mail application that supports
HTML, such as Microsoft Office Outlook, can read and reply to this message.

Microsoft Office InfoPath form

' -l- This option creates a Microsoft Office InfoPath form. To read and reply to this e-mail message, your
recipients need both Microsoft Office Outlook 2007 (Beta) and Microsoft Office InfoPath 2007 (Beta)

installed on their computers.

ST
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Click Next to select your type of form. Now choose the fields from the Reply table to use
in the e-mail form. At the bottom of the page, enter some text to display in front of the
field in the e-mail message:

Specify the data that you want to colect.

Chooze the fields that you want to indude in your form.
Table: Reply

Fields in table Fields to indude in e-mail message

Your Name
Favorite Color

1

£

Field Properties
Label to display in front of the field in the e-mail message.
—P What is your Favarite Color?

MNote: Fields marked with " are ] read-only
reguired fields.,

[ <bak [ next> ]

Click Next. Here, you can specify how you would like the replies to be handled. Any
incoming replies will be stored in a special folder in Outlook 2007. However, you can
have Outlook transfer the data automatically from the reply straight into the database.
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Click this checkbox to enable this feature:

Specify how you want to process the replies.

The replies will be stored in the following folder in your Microsoft Office Outlook mailbox:
Access Data Collection Replies

To have the replies automatically processed when they arrive in your mailbox and the data added to your database, select the
following option.

iAutomatically process replies and add data to Reply.:

Set properties to control the automatic processing of replies.

[ <bo J[ next> ]

Click Next. You now have the option enter the addresses that will receive the form
manually, or use an existing list of addresses.
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If your e-mail is part of a market study or company poll, you may already have a
database with e-mail addresses inside and can use that list of you like:

Choose the recipients of your e-mai message.

Select how you want to spedfy the e-mail addresses of the redpients.

| Enter the e-mail addresses in Microsoft Office Qutlook.

@ gl Type each redpient's e-mail address in the Microsoft Office Qutlook message that appears at the end of
= this wizard. You may also use your Outlook address book to select the recipients.

«"  Use the e-mail addresses stored in a field in the database.
= 7 If the recipients' e-mail addresses are stored in the database, you can use the field that contains the
addresses,

P
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Click Next. You can now add a subject and message to the e-mail, or use the default

message:

Customize the e-mai message

Review the subject and introduction of the e-mail message and make necessary changes.

Subject
Add Reply Table Form

Introduction

Fill aut the form induded in this message and send it back to me.

< Back ] [ Mext =

www.microsofttraining.net
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Click Next. You are now ready to create the e-mail message. Click the Create button:

Create the e-mail message

‘fou are now ready to create the e-mail message. When you dick Create, the wizard displays the e-mail message. Review the
message, and then dick Send to send it to your recipients.

To see the e-mail status, click the External Data tab in Microsoft Office Access 2007 (Beta) and then click Manage
Replies.

| e
e L{=e

To process replies and import the data into your database, start Microsoft Office Outlook 2007 (Beta). If you
have enabled automatic processing of replies, data will be imported into your database when you start Outlook.

Mote: You currently have the database open in an exdusive locked state. Until this exdusive lock is released, automatic
processing of e-mail messages will fail.

AN

C o=
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You will be shown the e-mail message in Outlook 2007. Enter your recipient’s
addresses, and then click Send:

ILI someone@somewhers, Com e —
¥
A C
Send

.

Subject: Add Reply Table Form

F{l out the form included in this message and send it back to me. [~

Note: Type only in the areas designated for data entry. Your reply will be automatically processed, so it is important that the form or the
message is not altered in any other way.

Add Reply Table Form

Type only in the areas designated for dats entry. Your reply will be sutomatically processed. Therefore, it is important
that the form or the message is not altered in any other way. For more information about filling out this form, see the
following:

Your Mame:

Type any combination of numbers and letters up to 255 characters.

What is your Favorite Color?:

Type any combination of numbers and letters up to 255 characters.

Done? Click Send to submit your information.

Managing Replies

If your database has been configured to enter information automatically into the
database, you do not need to manage any replies. However, if you want to control who
has access and what is being entered, send the e-mail message without checking the
box to automatically enter information:

To have the replies automatically processed when they arrive in your mailbox and the data added to your database, select the
following option,

[7] iAutomatically process replies and add data to Reply.!

You then have the same option to either enter e-mail addresses manually or use a list
and then customize the subject and message for your e-mail.
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To see the results of the e-mail you have sent, open the database file in non-exclusive
mode, click the External Data ribbon and then click the Manage Replies command:

o

Create Manage
E-mail Replies

Any received messages to your form will appear in the Manage Data Collection
Messages window. If you want to remove a certain response, then click the Delete this
E-mail Message button. This means that the message and data will be erased, and
nothing will be entered in the database. Otherwise, click the Close button and any
messages will have their data inserted into the database:

Manage Data Collection M -

Select a Data Collection message:

Message name Based On Message Type Outlook Folder
Please send your reply Reply HTML Access Data Collection Replies

|

Message Options ] [ Resend this E-mail Message ] [ Delete this E-mail Message

Message details
MName: Please send your reply
Fields induded in the message: Your Mame

Favorite Color
Message created on: 11232006 4:04:11FM
Message last sent on: 11/23/2006 4:04:11FPM
Automatically process replies: Falze
Date and time to stop automatic Mone

processing of replies:

— =]
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Exporting your Form to XML

You can export a form to Extensible Markup Language (XML) by using the External
Data ribbon. Highlight the form you want to export in the Navigation Pane (it is not
necessary to open the form in Form view) and click XML File from the More command:

|::=E|Mcure x

EEE| Access Database

@ Export selected object to an Access
E":I database

EEH XML File

ﬁﬁ Export selected object to an XML file

EEE| HTML Document

@ Export selected object to an HTML
$J document

db
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Choose a location in which to save the exported file:

Export - XML File

Select the destination for the data you want to export

Spedfy the destination file name and format.
Eile name: |C: \Documents and Settings\Welsoft\My Documents'\Employee List, xml| | Browse. ..
[ oK ] [ Cancel ]

Choose the save options you want to apply to the XML file in the Export XML dialogue
box:

Export XML

Select what information will be exported

Diata {xMLY
[ ]5chema of the data (%509
[ ]Presentation of wour data (XsL)

o o ]

Click OK to save the XML file. Access will prompt you to save the export operation if
you like.
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The raw data file can be viewed using Microsoft Internet Explorer:

2 C:\Documents and SettingsWelsoft\My Documents\Employee List.xml - Microsoft Internet Explorer

File Edit ‘Wiew Faworites Tools  Help

\_’j \_) |ﬂ @ _-_h /__j Search "-_E:t('Favurites @ <] .:; - _J ﬁ ﬁ

Address | ChDocuments and Setkings)vYelsoft\My Documents\Employves Lisk,xml

<7uml version="1.0" encoding="UTF-8" 7=
- zdataroot xmins:od="urn:schemas-microsoft-com:officedata" generated="2006-08-09T10:46:49"=

- <Employees_x0020_Extended:
<File_x0020_As=Cencini, Andrew</File_x0020_As>
<Employes_x0020_Name=Andrew Cencini</Employee_»0020_MName»
<ID=>2=/10>
=Company=Northwind Traders=/Company:=
<First_x0020_Mame=Andrew=/First_x0020_Mame=
zLast_x0020_Mame=Cencini</Last_x0020_Mamez
<E-mail_x0020_Address=andrew@northwindtraders.com«</E-mail_x0020_Addresss
«Job_x0020_Title>Vice President, Sales</ob_x0020_Titlex
<Business_x0020_Phone={123)456-7890</Business_x0020_Phones
<Home_x0020_Phone={123)456-7890</Home_x0020_Phone
<Fax_x0020_Mumber={123)456-7890/Fax_x0020_Mumbers=
<address>123 Any Street</addresss»
«City=Any City=/City=>
<State_x002F_Provincex=WA</State_x002F_Province:
=ZIP_=002F_Postal_x0020_Code>99990- /7P _x002F_Postal_x0020_Codez
«Country_x002F_Region=USA</Country_x002F_Regionx>
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Clicking the More Options button in the Export XML dialogue box will expand in detail

how you want a particular file to be saved.

Data Exporting only the data (like above) can be expanded to include
dependant database objects. Depending on your application, you can
also change the encoding that the XML file will use.

Export XML

Data |Schema Presentation

x|

Expart Data
Daka ba Expart:

[= [#]Employess Extended
[JEmployee Privileges
[JPurchase orders

£ |

I

Expart Location:

Records To Export:
) all Recards

Encoding: |UTF-8 W

|C:'|,D|:u:uments and SettingsivelsoftiMy DocumentstEmployee List, xml

| Browse, ..

[ Help

J |

ok, ][ Cancel l
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Schema

93

The Schema tab expands the XML file in much more detail by
including details regarding how the data is saved in the form created
by Access. You can choose to include the schema information in the
XML file or create a separate XSD file to hold the information.

Export XML X

Data | Schema | Frezentation
Expart Schema
Include primary key and index information

Export all table and field properties
Expark Location:

() Embed schema in exported XML data document

{#) Create separate schema document

|Em|:u|n:u',-'ee List, xsd | Browse. ..

Help ] [ 0k ] [ Cancel
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Presentation

The Presentation tab allows you to essentially export a full version of
the form in a package similar in design to a Web page. You can
export the file for use on a local machine (HTML) or on a Microsoft-
based server (ASP). Any pictures or logos in the form will be included
in a separate folder if you wish.

Export XML X

Data || Schema F'resentatiu:un|

Export Presentation (HTML 4.0 Sample %503
Furi From:
{(®) Clienk (HTML)
) Server (ASP)

Include report images:

(%) Put images in:

|Images | [ Browse, ., ]

) Don't include images

Export Location:

|Em|:u|u:uyee Lisk, sl | Browse. .,

Help l [ (]S ] [ Cancel
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A fully packaged form that was exported by Access will appear almost identical to Form
view in Access:

) Employee List - Microsoft Internet Explorer

File Edit Wiew Favorites Tools Help

eBack = '\._) @ @ \{h pSaarch "*Favorites @ Bv “i_\ﬁ = LJ ﬁ .‘ﬁ

Address |@ CiDocuments and Settingsivelsofti My Documents\Employes Lisk, bt

D | 2
Last Mame ICenl:ini
First Mame IAndrew

E-mail Address |an|:|rew@nurthwindtraders.cum

Business Phone |[1B]455-?890

Company
Job Title

INurthwinl:I Traders

IVil:e President, Sales
(123)456-7890

Home Phone

Mobile Phone |

Fax Number  |(123)456-7890
Address 123 Any Street
City IAn'gr City
State/Province |WA

Zip/Postal Code  [99999
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Lesson 2.6: Using Outlook and SharePoint with Access

If you have used any of the previous Microsoft Office packages you are no doubt
familiar with Microsoft Outlook. Outlook is an e-mail client as well as a contact and
personal scheduling software. Access and Outlook share some similarities: both have
the ability to store and manage information involving contacts and scheduling, and
therefore they have been designed to be able to share that information between them.
In this lesson we will cover some advanced topics relating to the use of Outlook 2007
and Access 2007.

Creating an RSS Feed for Outlook

RSS stands for Really Simple Syndication. An RSS feed is essentially a special type of
news or information file that can be shared to multiple users. RSS feeds are published
in a form of XML (Extensible Markup Language) that can be viewed on multiple
platforms and programs.

RSS is different than e-mail and more convenient than visiting several Web pages
because an RSS feed can be created out of the content from several sources. When
the feed is delivered, it contains several hyperlinks that branch out to different locations
that each contain the source information. Click on the links you want to read in order to
visit them.

RSS feeds are usually free, and are becoming widely available. An advantage of
subscribing to an RSS feed instead of signing up for an e-mail mailing list is you do not
need to provide your name or e-mail address. Whoever produced the RSS feed has no
way of contacting you except by sending a notification via the feed. Viewing an RSS
feed requires the same level of caution on your part just as if you were viewing a page
on the Internet. Be very cautious of attachments included in an RSS feed and make
sure to have an anti-virus program installed on your computer.

To add a feed, you will first need to find some! Websites that publish RSS feeds usually
have B, BEE, or EZIM displayed somewhere on the page. (Some Web browsers, such
as Microsoft Internet Explorer 7, have the ability to subscribe to RSS feeds by clicking
on these icons.) Once you have determined the URL of the RSS feed, open Outlook
2007 and click Tools = Account Settings. Click the RSS Feeds tab.
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The New command opens a dialogue box to enter the URL.:

97

Account Settings

RSS Feeds

You can add or remove an RS5 Feed. You can select a Feed and change its settings.

| E-m3l | Data Files | R3S Feeds |5hareF‘|:|int Lists | Internet Calendars | Published Calendars | Address Books |

.HI Mew... WJfchange.. ¥ Remove

Feed Mame

MNew RSS Feed

Last Updated On

X

Enter the location of the RS5 Feed wou want o add to Outlook:

|htt|:|:,l',l'www.myu:u:umpany.n:u:um,l'emplu:uyee_rss.xml

Exarnple: hkkp: /v, example, com)'feed main, xml

Add

] [ Cancel

]

Selected R55 Feed delivers new items to the Following location:

Change Folder

suspended by an R3S publisher,

Subscribed feeds are checked once during each download inkerwal, This prevents wour RS35 Feed From possibly being

Close

Once Outlook has the proper URL, it will automatically download the newest content for
that RSS feed. Whenever Outlook has connection to the Internet, it will periodically
check the source URL for any updated information.

Importing Contacts from Outlook

If you use Microsoft Outlook as an e-mail client program, you no doubt have
accumulated a large number or e-mail addresses and contact information. Access
allows you to import this data using the External Data ribbon.
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Click the Outlook Folder option in the More pull-down menu of the Import section:

|,_|'=_;| More ™

ODBC Database

Import or link to an QDEBC
Database, such as SQL Server.
HTML Document

Import ar link to an HTML
Document

Qutlook Folder

Import or link to an Cutlook
folder

dBASE File
Import or link to a dBASE file

Paradox File

Import or link to a Paradox
file

Lotus 1-2-3 File

123 Import or link to a Lotus
1-2-3 file

h Eh 8 B % )

Access will prompt you to select how the source data will be used in the database,
whether it is imported to a new table, added to the records of an existing table, or the
data will simply be linked with a special connection between Outlook and Access.

www.microsofttraining.net



Microsoft Office Access 2007 Advanced 99

Make your selections and click OK:

Get Bxternal Data - Outlook Folder

Select the source and destination of the data

Specify how and where vou want ko store the daka in the current database,

(%) Import the source data into a new table in the current database.!

If the specified table does not exist, Access will create ik, IF the specified table already exists, Access might overwrite its contents
with the imported data. Changes made ko the source data will nok be reflected in the database.

() append a copy of the records to the table:

If the specified table exists, Access will add the records bo the table, IF the table does not exist, Access will create it. Changes made
to the source data will not be reflected in the database.

() Link to the data source by creating a linked table.

Access will create a bable that will maintain a link to the source data, Changes made ko the data in Access will be reflecked in the
source and vice versa,

84 % [ Cancel
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The Import Exchange/Outlook Wizard will appear and ask to browse to the folder that
contains the contact information. This may be in either of the highlighted locations,

depending on how you store your contacts using Microsoft Outlook.

100

E Import Exchange/Outlook Wizard

This wizard will import the data from a MAFPI folder or address book to a Microsoft Office Access table. From
which folder or address book would you like to impart?

= Microsaft Exchange/Microsaft Qutlook
= @ Address Books
- Cutlook Address Book
Contacts
= l{_:j Personal Folders
.ﬁ Deleted Ikems

%2 Inbox
5 Outbox

sb} Journal
A Notes

i Tasks
2} Drafts
%} RS5 Feeds
223 Junk E-mail

T

| |

Finish
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The next step in the Wizard will ask you to confirm the data and data types of the
information you will be importing. You can make these changes in the Field Options
area of the Wizard. Underneath the Field Options area is a summary of the data as it
appears in the Contacts folder. Note the thin upright columns (marked with the arrows):

E Import Exchange/Outlook Wizard

You can spedfy information about each of the fields you are importing. Select fields in the area below. You can then modify field
information in the ‘Field Options' area.

Field Options
Field Mame: |First Data Type: |Text w
Indexed: Mo w F] ‘Do not import field (Skip)

Firzst |[Last Company I|i[F|Addreas City Srat|Zip/PejCountry/Region
lton Forthwind Traders 123 Any Ztreet Anytown [U2L [12345 Tnited States o |~
obhertson | Horthwind Traders 123 Any Street |Anytown US4 [12345 United States o
arlson Florthwind Traders 123 Any Street |Anytown [USA 12345 United States o

[ Cancel ] [ <« Back ] [ Mext = ] [ FEinish ]

These columns are fields in the source data that do not contain any information. If you
click inside the column, the data (or lack thereof) will become highlighted (like the First
column). You can check the “Do not import field (Skip)” check box to skip over the
highlighted field. Doing so will reduce the amount of unused space in your database file.
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In the next step, you can choose to let Access add a primary key to the new information.
You can choose to use an existing field, such as the Last Name or Phone field, as a
primary key (although there is risk of duplication):

B Import Exchange/Outlook Wizard

Microsoft Access recommends that you define a primary key for your new table. A primary key is used to

= uniguely identify each record in your table. It allows you to retrieve data more quickly.
| BEFEE T
- EEEEHEE ]
F o ounn o : .
- (}}ELet Access add primary key. :
e ") Choose my own primary key. w

") Mo primary key.

Last NCompany Il Address ity S3tat|Zip/ PoCountrys Ber
ilton [lorthwind Traders 123 Any Street |Anytown [USA [12345 [Mnited Sta | A
Fobertson | Worthwind Traders 123 Any 3treet [Anytown [U34 12345 [United 3ta
Carlson [orchwind Traders 123 Any Street |[Anytown [JSA4 12345 [nited Sta
w
< »
[ Cancel l [ < Back l I Mext = J [ Finish ]

The final step of the Wizard lets you name the table that has been imported. There is
also an option to run the Table Analyzer Wizard. Click Finish to confirm the name.
Access gives you the option to save the import steps for future use.
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You are now ready to begin using the imported contacts as you would any other table in
your database:

E Import Exchange/Outlook Wizard X

That's all the information the wizard needs to import your data.

Import to Table:
Address Book Contacts

[] 1 would like a wizard to analyze my table after importing the data.

[] Display Help after the wizard is finished.

e
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Importing Contacts from a SharePoint Server

Importing contact data from a SharePoint server is similar to importing from Outlook.
Click the SharePoint List command in the External Data ribbon:

External Data
]

|:|:|:J 4;:-:1 ﬂ-===] Ij; =j5 Text File
. h—i_-‘ G I W aMLFile
Saved Access  Excel SharePoint

Imports List J= More ¥
Import

You will be presented with the option of either importing all of the data from the
SharePoint server or linking to the data. If you import the data, you will have a working
copy that you can use when not connected to your company network. If you link the
data, you will only be able to access it while online; however you will always be working
with the most up-to-date version: (In this example we will link to the data instead of
importing it, as shown in the diagram below.)
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Get Bxternal Data - SharePoint Site

Select the source and destination of the data

Specify a SharePoint site:

Specify how and where you wank to skore the data in the current database,

() Import the source data into a new table in the current database.

If the specified object does not exist, Access will create it. I the specified object already exists, Access will append a number to the
name of the imported object. Changes made to source objects (ncluding daka in tables) will not be reflected in the current database,

(%) Link to the data source by creating a linked table.

Access will create a table that will maintain a link ko the source data. Changes made to the data in Access will be reflected in the
source and vice versa,

Cancel
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Select which list contained in the SharePoint server contains the data you want to use.
Check as many sources that apply to you:

Get External Data - SharePoint Site

Choose the SharePoint lists you want to link to

http:/fsps. velsoft.com: 8080

Select the lists you want available in the database:
Lirk Type Mame Last Modified Date
Address Book Contacts Wednesday, August 03, 2006

Document Library

Employees

Events Tuesday, August 08, 2006
Links

Tasks

UserInfo

O0O0000O0Ox
HEEHEEHEE

= L OK J [ Cancel ]

Click OK to establish the link. After a moment the connection will be established and
you will be able to access the linked object through the Navigation Pane:

]  switchboard Ttems

[ warehouse Products /

% || Address Book Contacts

Queries
Forms

4| 42
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Moving your Database to a SharePoint Server

Depending on your situation, you may wish to move some or all parts of your database
file to a SharePoint server. In fact, all database components except forms and reports
can be moved to a SharePoint server. Form and report objects will instead be linked to
the database file on your computer.

Click the Move to SharePoint command in the SharePoint Lists section of the External
Data ribbon:

T = | \gH Take All Offline
IMove to
SharePoint

T SharePoint Lists
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Access will prompt you to specify the URL of the SharePoint server. You can click the
Browse button to specify a particular location on the server:

Move to SharePoint Site Wizard

Where do you want to move your data?

This wizard moves all your data to a ShareFoint site by creating a SharePoint list for each table and then linking each
list back to your existing database.

What SharePoint site do you want to use?
|htn:|:ffsps.velsoft.corn:8080

Save a copy of my database to the SharePoint site and create shortcuts to my Access forms and reports,

Select a document library to save your database to:

-

Save in: |@ sps,velsaft.cam v| @-0h | X CiEE-
My Recent
Documents
@ = Hame
: M
Deskkop s
L] sites
-, -] Targeted links on My Site
.) Topics
My Docurments
My Computer
| F—g
Iy Mebwork,
Places
Fle name: | northwind 2007 v
Save as bype: |Microsnft Office Access 2007 (Beka) Databases W |
o] (e
i |

Click Next to begin the transfer of data.
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You will see a progress bar showing which object is currently being moved and how
much of the file is left to go:

Mowve to SharePoint Site Wizard

Wait while Access shares your tables on the SharePoint site...

Creating SharePoint lists. ..

[-------

Creating SharePoint List for 'Inventory Restocking'
Table 4 of 24

Once the operation has been completed, Access will display a dialogue box indicating
the operation is complete, as well as state if there were any complications while the
database file was being moved. Access creates a backup file of the database for you
once the file has been moved, named filename_Backup that is stored in the same folder
as the original file.
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The Navigation Pane now lists all of the linked files in the Navigation Pane:

All Access Objects v o«
Tables
5] Move to SharePoint Site Issues

e

2[11] Address Book Contacts
<11 Customers

<11l Employee Privileges
2[11] Employees

2[11] Inventory Restocking
-#_m Inventory Restocking Details
-#_m Inventory Transactions
< Invoices

2 11] Mew Shippers

< Order Details

<11l Order Details Status
<0 Orders

<[ 11] Orders Status

<[ Frivileges

<[ Products

211 Purchase Order Details
211 Purchase Order Status
2 11] Purchase Orders

2[11] Sales Reports

2 11] shippers

<[ 11] Strings

<11 Suppliers

211 Switchboard Ttems

2[11] Warehouse Products

Queries
Forms
Reports
Macros
Modules

L S S I

Once the database file has been moved, this enables members of your organization to
modify and update the data directly on the SharePoint server. Each time you open the
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database file from now on you will need to have an Internet connection established in
order to perform actions on the database.

Publishing to a Web Server

There may come a time where you will need to place an entire database file on some
external server that is not a SharePoint server. You may want to do this because not
every coworker or client may have full access to all of the programs that you do. For
example, the SharePoint server must be accessed via Microsoft Internet Explorer in
order to fully use the site. Other Web browsers such as Mozilla Firefox and Netscape
Navigator do not have access to all of the features unique to Microsoft Internet Explorer.

Access lets you publish your database easily via the Office Menu. Open the database
you wish to publish and click Office Menu = Publish &> Document Management Server:

j Publish the database for others
e,
~ Document Manage ment Server
~ : Share the database by saving itto a
7 Dpen.., T document management serer, %
l{: = Package and Sign
| I Saue _R Package the database and apply a digital
- signature,
H Save As b
I Print... b
T Manage b
le E-rnail
/4 Publish 3
==
Ly
Close Database

2] Access Options | |)( Exit &ccess
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Next, choose a location as listed in My Network Places or on the Internet. Access will
package the database file and transfer it to the desired location:

Publish to Web Server

Save in: |‘:§ My Mebwork Places w | @ -h -
E i 1y web Sites on MSM
! [E:I sps. velsoft.com
My Mebwork,
Plares
File name: | parthwind 2007 v
Save as type: |Mi|:r|:|s-:|Ft Office Access 2007 Databases w |
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Section 2: Review Questions

1. A subform is best used to display of a One-to-Many
relationship.
A. The 'one' side
B. The 'many' side
C. Either side will work
D. Neither side
2. Which object can a subform not be based upon?
A. Table
B. Query
C. Form
D. Report
3. What visual feature cannot be disabled when editing the properties of a
form?
A. Close button
B. Scroll bar
C. Record selector
D. Navigation buttons
4. What is the maximum number of states a check box can be in?
A. 0
B. 1
C. 2
D. 3
5. Which builder can be used in the Event tab when dealing with a command

button or check box?
A. Macro Builder
B Code Builder
C. Expression Builder
D All of the above

6. When exporting an XML file, you can choose to save:
A. The data in an XML file
B. The data presentation in an XSL file
C. The data schema in an XSD file
D. All of the above
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7. RSS feeds are published with a file extension
A .accdb
B .html
C. xmli
D .http
8. Which statement is true when a database file is shared on a SharePoint
server?
A. All SharePoint users link to the raw data stored on your computer
B. Every part of the file is uploaded except for forms and reports
C. Every part of the file is uploaded.
D. All of the above
9. Opening a database in exclusive mode means:
A. The file will only be compatible with Access 2007
B. The file will only be opened for you
C. The file will only be opened for someone you specify (other than you)
D. The file is read-only for anyone

10. Which is the best answer for this statement? In order to e-mail a form to
someone else, you must:

A. Make a new database

B. Make a new form in the existing database

C. Make sure they have an HTML-enabled e-mail client
D. Properly configure Outlook Express or Windows Malil
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SECTION 3: Using Macros in Access

In this section you will learn how to:
= Create a macro with the macro builder
= Manage macro security
» Embed a macro in a control
= Assign a macro to run when a key combination is pressed
= Open and recognize the parts of the Visual Basic editor
» Add some basic code to a Visual Basic program
= Create and use parts of a Macro Group
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Lesson 3.1: Macro Basics

In this section we will discuss macros and how they work in Access 2007. A macro is
essentially a set of instructions that are compiled together to perform a task. Once the
macro is built, it can be performed multiple times, saving you time while doing that
particular repetitive task. Instead of going through the steps over and over by hand, a
macro will perform the actions for you.

Creating Macros

To create a macro, click the Create command tab. Click the pull-down arrow under the
Macro command and click Macro:

["Macro]|

-

2 g

AN Module

&

;I | Class Module

This will open the Macro Builder:
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r"@-_ﬂ“‘ W 4 9 - = Northwind 2007 : Database (Acc.. | Macro Tools _ x
S |
: Home Create External Data Database Tools ' Design L7
&= gj ]
= Single Step || S+2 Insert Row E% XYE (L‘)——]J {=h
* =N Builder = Delete Rows -1
Run Show All| Macro | Conditions | Arguments
Actions | Names
Tools Rows Show/Hide
» [ Macrol\ x
Macro Mame | Condition | Action | Arguments Comment -
2 -
E Acdtion Arguments
e
o
=
[-]
o
S
]
=
Enter a macro name in this column.
F&a = Switch panes. F1 = Help. | Num Lock .2

The Macro Builder allows you to assign a name to the macro component, pick an action
to perform from a combo box, set the conditions that must be met in order for the macro
to run, add any arguments that have to be provided to the macro, and add a comment

to describe the macro’s use to other users.

Each cell in the Macro Name column actually describes a singular macro. The Macro
Builder actually creates a macro group, which is simply a collection of one or more
individual macro commands. We will explore macro groups later in this lesson.
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Playing Macros

Once you have completed a macro in the Macro Builder, click the Run command in the
Macro Tools - Design ribbon:

Ll e

Run

The macro will execute. Macros can also be run directly from the Navigation Pane.
Simply expand the Macro Section of the Objects view of the navigation pane and
double-click the macro you want to use:

All Access Objects affm— e
Tables

Queries

oy
o

Forms

Reports Vi
Macros
L AutoExec

Modules

e | I B o

You can also click the Run macro command in the Macro section of the Database Tools
ribbon. Choose the macro you want to run from the combo box and click OK:

@ g Run Macro

<=| Create Shortcut Menu from Macro

”éi;”ii' gk Run Macro ["E|E|

Macro Marme:

|F'.|.|I:|:|Exec| b

[ Ok l[ Cancel ]

Macros can also be run by clicking a button in a form to which a macro has been
attached. A macro can also be set to run as soon as a database file is opened in
Access, such as the AutoExec macro of the Northwind sample database. We will
explore how to perform these actions later in this manual.
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Macro Security

Macros are essentially small programs that run on a database file. Macros are primarily
built using the Macro Builder; however macros can be turned in VBA code and as such
are vulnerable to security issues from malicious users. The Microsoft Office 2007 Trust
Center contains a section just for macro security:

Trusted Publishers

Macro Settings
Trusted Locations . . .
For macros in documents not in a trusted location:
Add-ins {:} Disable all macros without notification

- — | G} Disable all macros with notification
ro ings
- O Disable all macros except digitally signed macros

Message Bar {:} Enable all macros (not recommended, potentially dangerous code can runj

Privacy Options

Choose the Security setting that works best for you from this pane of the Trust Center.

Deleting Macros

To remove a macro from your database, expand the Macros section of the Navigation
Pane and right-click the name of the macro you want to remove. Then, click Delete:

Macros -3

. AutoExec ! Run

Modules % Design View
Export F
Collect and Update Data via E-mail
Fename
Hide in this Group

——p Delcte
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Lesson 3.2: Other Macro Tasks

In this lesson we will discuss how macros will work with your database objects.

Embedding a Macro

Embedded macros are stored in the event properties of a form, report, or control. They
are not displayed in the Macro section of the Navigation pane, unlike the other macros
which are stand-alone and accessible at any time.

To embed a macro, open the form or report that will contain the embedded macro in
Design view. Select the control that will have the embedded macro and open the
properties of the control. Embedded macros are added to the Event tab of the object
properties. Consider the Customer Details form in the Northwind sample database:

5 comameroems
|:||---|---1---|---2---|---3---|---4--

Property Sheet
General | Ordel Selection type: Command Button

|cdemaiICustumer v|

Company

Format| Data | Event | Other | ANl |

On Enter
Primary Contl on Exit
On Got Focus
On Lost Focus
Last Mame On Click [Embedded Macro] if——
On Dbl Click
Job Title On Mouse Dow
On Mouse Mo
On Mouse Up
Phone Humly| |On Key Down
On Key Up
On Key Press

First Name

D fEEd 1

Buginezs Pho

:
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It already contains an embedded macro in the E-mail Customer control. This was
created by clicking inside the On Click text box and selecting [Event Procedure]:

e T
AutoExec

This command opens the Visual Basic editor. Clicking the (=] icon will display a list of
builders:

Choose Builder, E] E|

Macro Builder
Expression Builder
Code Builder

I Ok ] [ Cancel ]

Select which Builder you would like to use. Macro Builder has the same effect as
clicking the Macro command in the Create ribbon, the Expression Builder is designed to
create mathematic expressions, and the Code Builder will open the Visual Basic Editor.
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Assigning a Macro to a Keystroke

The main purpose of a macro is to save time by automating a sequence of commands
you perform often. Access can help speed up macros even more by making them active
with only a simple key combination. Consider the following Macro Group:

! Macro Glour.t.'\'-k
Macro Mame Action Arguments
Open Report | OpenReport Employees, Report, , , Norma
MsgBox Report has been successfully opened., Yes, Information, Macro
Output Report | QutputTo Report, Employees, Text Files (*.txt), , No, , 0, Print

Instead of clicking the Run Macro command in the Database Tools ribbon, you can
instead assign the macros here to different keystrokes. First, change the Macro Names
of each macro to comply with the following syntax:

Macro Name Key Combination
"E or M CTRL+E or CTRL+1
{F1} F1

NF1} CTRL+F1

+{F1} SHIFT+F1
{INSERT} INS

MINSERT} CTRL+INS
+{INSERT} SHIFT+INS

{DELETE} or {DEL} DEL

In the case of a macro group, every macro in the group must have its Macro Name
changed to a key combination. This is because the entire macro object is saved under a
special name. Once you have entered the key combination you want to use, click Office
Menu - Save As.
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When the Save As dialogue box appears, enter AutoKeys as the name of the Macro:

. Macro Group

Macro Mame Action Arguments
AE OpenReport Employees, Report, ,, Mormal
MsgBox Report has been successfully opened., Yes, Information, Macro
~7 OutputTo Report, Employees, Text Files (*.txt), , Mo, , 0, Print

Save Macro 'Macro Group' To:

Autokeys “_

hs

Macro A

[ )4 ]’ Cancel ]

If a Macro Name was left in the group that did not follow the proper syntax, Access will
not allow you to save the macro under the AutoKeys name. In the sample above,
whenever the key combination Ctrl + E is pressed, a report and message box will open.
If Ctrl + 7 is pressed, the report will be outputted to a text file.

Assigning a Macro to an Event

We have briefly seen how to assign a macro to a keystroke or control interaction.
Access also allows you to assign a macro to something you do not directly interact with:
an internal event. For example, you may run a macro that creates a report. However, if
the report contains no data, you might want to show a message box stating there was
no data to generate a report with.
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Therefore, you can use the On No Data event to perform some action if no data can be

used to create a report:

Property Sheet
Selection type: Report

|Repurt

]

Format| Data | Event |Other | Al |

On Mouse Up
On Mouse Wheel
On Key Down

On Key Up

On Key Press

Key Preview

On Mo Data ff—
On Page

On Error

2 Filter

On Apply Filter
Cn Timer
Timer Interval

|53

Mo

([

Click the [ icon and choose Macro Builder from the list of available builders. When the

Macro Builder appears, enter the following:

] 7 e o

Action

Arguments -
MsgBox Mo data retrieved to create a report!, Yes, Warning!, Mo Data %
-
Action Arguments
Message Mo data retrieved to create a report!
EBeep Yes
Type Warning!
Title

Enter the text of the message to display in the
message box, Press F1 for help on this argument.
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Assigning a Macro to a Control

In a form or report, you can assign a macro to perform some action, just like an
embedded control. Access also allows you to use a macro by clicking a command
button, allowing for easy point and click usage of a database’s features.

To add a macro to a control, first place the type of control you want to use on the
canvas. Then, open the Event tab in the properties of the control:

Commandd

4l Property Sheet
Selection type: Command Button

Commancl w

;Fnrmat Data | Event | Other | Al

‘|| |On Enter
On Exit
On Got Focus
| /On Lost Focus
Nl |Cn Click
On Dbl Click
On Mouse Dow
0 On Mouse Move
2 On Mouse Up
on Key Down
On Key Up
On Key Press

Click inside any of the events listed here. As you can see, every way that you can
interact with a control has been covered here. You will have the option to use a macro
that already exists by itself in the database by selecting it from the drop down list, or you
can choose to use the Macro Builder by clicking the [ icon:

n Click

On Dbl Click [ -
On Mouse Dow || [Event Procedure]

On Mouse Movi| AutoExec +
On Mouse Up |
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Lesson 3.3: Visual Basic and Macros

The Macro Builder is an easy interface method of creating a macro for use on your
database. In this lesson we will examine the background function that makes much of
Access actually work — VBA code. Though it is not the intention of this manual to tell
you all about VBA, we will introduce the most commonly used things: comments,
variables, user input, and the If-Then-Else statement.

Opening the Visual Basic Editor

To open the VBA editor, click the Visual Basic command in the Macro section of the
Database Tools ribbon:

ﬁg Run Macro

“Wisual ™
Basic%-ﬂ Corwert Form's Macros to wisual Basic

iS¢ Create Shortout Menu from kMacro

Macro

The Microsoft Visual Basic editor will open.

@ Microsoft Visual Basic - Northwind 2007

© File Edit View Insert Debug Run Tools Adddns Window Help Type aquestion for help =

iBla-H $aBmanal9c¢» 10 a SFY @
Project - Northwind 2007 x|
E = |Ca -
= Northwind 2007 (Northwind 2007)
[#-[2] Microsaft Office Access Class Objects
=25 Modules
48 ErrorHandling

- FafeDomainFunctions
& Utilities

Class Modules

Properties x|

v|

Alphabetic | Categarized |
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In the Project pane, there is a listing of all objects associated with your particular
database. Click the (+) signs to expand the objects in a certain category. Underneath is
the Properties pane in which you can modify properties of the object you are currently
working on. At the bottom is the Immediate pane, which is like a console output screen.
Debugging info and other related information is displayed here. The large gray area is
where code windows will be placed.

Adding Code to your Macro

Before adding code to a macro, it is worthwhile showing how to first turn a macro into
code! Select any stand-alone macro in the Navigation pane, such as the AutoExec
macro in the Northwind sample database. Click Convert Macros to Visual Basic in the
Macros section of the Database Tools ribbon:

éﬁj Zy Run Macro

2| Create Shortcut Menu from Macro
Visual |5 - .
Basic | & Convert Macros to Visual Basic

Macro

You will be asked to confirm the addition of error handling and comments to the
converted macros:

ZE| Convert macro: AutoExec x

Add error handling to generated functions

Indude macro comments
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Click Convert to open the VB editor:

<& Microsoft Yisual Basic - Northwind 2007
¢ File

Bla-El 4 aEmsaly @

Project - Northwind 2007

Edit View Inset Debug PBun To

- acwztool (ACWZTOOL)
=& Northwind 2007 (Northwind 2007)

|:| Microsoft Office Access Class Cbjects
=5 Modules

Converted Macro- AuboExec

2 ErrorHandling
g

Properties - Converted Macro- AutoExec

Converted Macro- AutoE Module

Alphabetic | Categorized

Flm Converted Macro- AutoExec
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The converted macro will be listed in the Modules section of database objects. Double-
click this listing to view the code:

- Northwind 2007 - Converted Macro- AutoExec (Code)

{General) w | |[AutoExec w
Option Compare Database 7‘
b o e e e e e e e
' AutoExec

Function AutoExec ()
On Error GoTo AutoExec Err

With CodeContextChject
DoCmd.3etDisplayedCategories -1, "Northwind Traders™
If [(.CurrentProject.IsTrusted = False] Then

DoCwd. OpenForm "3tartup 3creen”, aclormwmal, "7, "', , acMNormal
End If
If [(.CurrentProject.IsTrusted) Then
DoCwd. OpenForm "Login Dialog™, acNormal, 7, "', , acMNormal
End If
End With

butoExec Exit:
Exit Function

hbutoExec Err:
MzgBox Errord
Fesume LutoExec Exit

End Function w
£ >

To add any code to the above, simply click the insertion point and type. Just remember
that VBA does not have an explicit end of line character such as a semicolon. Instead,
VBA simply leaves the rest of a line of text blank, and will move on to the next line.

Adding Comments to VBA Code

If you notice the green text in the top of the previous example, you will see that every
line begins with an apostrophe. To the compiling engine that actually turns the code into
actions on the computer, it will ignore any characters after a single apostrophe until it
reaches the end of line character and moves to the next line. Such ‘ignored code’ is
called a comment.
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Comments are used by programmers to tell others what is happening in the code.
Comments have no bearing on the actual code and can be inserted anywhere, as long
as the line begins with a single apostrophe.

hbutoExec Err:
'Thizs will inform the user of any error encountered when
'executing the LutoExec macro.
M=gEBox Error$
Fesume AutDExec_Exiﬂ

If working in a development team, comments are one of the most under-used and
under-appreciated parts of programming. So often are good programs not thought well
of because they were not well documented. If you ever end up programming in VBA,
make sure you take the extra few minutes to document a block of code. If you ever
need to revisit a piece of code months later or share your work with someone else, you
will be glad you added the comments so everyone is on the same page!

Declaring Variables

Variables are an integral part of any programming language. They will hold a value or
reference that will be used throughout various parts of your program. Variables are
declared at the beginning of a block of code or function and take the form:

Dim [Variable Name] as [Variable Typel

Dim MyName as String
Dim MyAge as Integer
MyName = “Bob”

MyAge = 35

Strings must always have double quotes around the value that is being declared.

Prompting for User Input

Getting input from a user is easy to do. The first step is to determine what data type the
user would enter. If they are going to enter their name, the data type of their response
will be a String, which can be any alphanumeric character. The String will first need to
be declared. If they are going to enter a whole number, an Integer value will be fine.

The easiest method of getting user input is to use the InputBox function. It follows the
form:

variable = Input Box(“Enter input:”, “Title”, “Default input”)
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Once input has been given to the program, it can be used anywhere within the scope of
the particular block of code you are using.

Using If-Then-Else Statements

The If-Then-Else statement is a staple of nearly every programming language and is
used extensively. You have made literally millions of these types of decisions in your
lifetime no doubt! It determines if a particular statement evaluates to TRUE. If so, it will
execute one block of code. Otherwise (the statement being false) some other block of
code will execute.

Here’s a non-Access example. If it is raining outside, you will take an umbrella with you.
If it is not raining, you won’t take an umbrella. Translated into VBA code structure:

If (it is raining) Then

I will take an umbrella
Else

I will not take an umbrella

As you will learn in the last section of this manual, SQL queries can be nested; that is
you can have a query inside another query. The same is true of If-Then-Else
statements:

If (it is raining) Then
I will take an umbrella
Else If(it is sunny)
I will take a hat
Else
I will not take a hat
I will not take an umbrella

This statement covers all bases. If it is raining, you will take an umbrella, end of story.
All other code will be ignored. However if it is not raining, but sunny, you will take a hat
(and thusly no umbrella). If it is not raining but also not sunny, then you will not need a
hat or umbrella.
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Lesson 3.4: Macro Groups

As you continue to use macros, you may find that you often use several in a row.
Access allows you to group separate macros together so that they can run in sequence,
saving you from running each of them separately. This group of commands is called a
macro group. And even though several macros may be strung together in a group, you
can still run the individual pieces of macro one at a time if you wish.

Creating a Macro Group
To create a macro group, start a new macro by clicking the Macro command in the

Create ribbon. When the Macro Builder spears, make sure the Macro Names command
is active:

Macro Tools

Design

S ey

=

Show All | Macro | Conditions | Arguments
Actions | Mames

Show/Hide

Create your macro as you normally would, by adding Actions, Conditions, and
Arguments. Each piece of a macro (each line) is technically a macro by itself, while the
Macro Builder in front of you is technically a macro group. If you take the next step and
add a name to the line in the Macro Name column (not the same as saving the macro
with a name!), Access will treat that line and all lines underneath it as a single macro.
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This concept is best shown by example. The following commands in the Macro Builder
open a report, show a message box stating a report has been opened, and then outputs
the report to a text file (where the user is prompted to choose a save location):

__E Open and Export 1'\

X

Macro Name Action Arguments -
OpenReport Employees, Report, , , Norma =
MsgBox Report has been successfully opened., Yes, Information, Macro
OutpuiTo % | Report, Employees, Text Files [*.txt), , No, , 0, Print | |

Action Arguments

Object Type Report

Object Mame Employees

COutput Format Text Files [*.bd)

Output File E_utgits:qhe datta_tig:pe SE:ciTi[edl :]jat_aﬁatsext
object to Microso ice Excel [xls], rich-te

Ll Mo [.rtf%, MS-DOS Text [xt), HTML (.htm), Snapshot

Template File (.snp), PDF (.pdf} and XPS [.xps) format. Press F1

Encoding for help on this action.

Cutput Quality Print

As stated above, each of the three commands is a macro in itself. Let's now make two
macro groups to distinguish one set of commands from another. Add a name in the
OpenReport line, as well as a name to the OutputTo line:

| Open and Export \

o
Macro Mame Action Arguments <
Employees Report  OpenReport Employees, Report, , , Norma @
MsgBox Report has been successfully opened., Yes, Information, Macro
Output Report OutputTo Report, Employees, Text Files [*.txt), , No, , 0, Print

Action Arguments

Object Type Report

Object Mame Employees

Cutput Format Text Files [*.txd)

Cutput File

cun Start. o Enter a macro name in this column,
Template File

Encoding

Cutput Quality Print

There are now two macro groups, one named Employees Report and another named
Output Report. The MsgBox macro is part of the Employees Report macro group
because it follows the OpenReport command and does itself not have a Macro Name.
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Running a Macro Group

You can run a macro group by using the Database Tools ribbon. Click the Run Macro
command:

ﬁ ﬂq Run r--*lan:ran\\r“s

i3 Create Shortcut Menw from Macro
Wisual

Basic F Corvert Form's Macros to Yisual Basic

Macro

The Run Macro dialogue box will appear. Click the combo box and select which macro
group you would like to run:

Run Macro

Macro Mame:

Open and Export| W

Cpen and Expork
Cpen and Export Employees Repart
Cpen and Export, Qukpuk Repork

Each individual macro in a macro group is described as MainMacro.MacroGroupName;
click the macro group you would like to run and then click OK. The macro group and all
of its components will execute.
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Editing a Macro Group

To edit the different commands of a macro group, simply open the macro in Design

135

view. You can do this by right-clicking on a macro in the Navigation Pane and selecting

Design view:

Macros

a Message Box
o AutoKeys
2  AutoExec

e

Hide in this Group
Delete

Cut

& =

Copy

—

lig

Ohbject Properties

¥ Run

&’ Design view
Export
Fename

All of the options to edit are contained in the Action Arguments section at the bottom of

design view, regardless if the Arguments command is active:
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Macro Tools

l Design |

Macro Mame | Action Arguments -
| [ % |Employee Address Book, Report, , , Normal %
| Beep
[ MsgBox Report opened successfully., No, Mone, Report
| [t OpenTable Purchase Orders, Print Preview, Read Only

MsgBox Purchase Orders table opened., Yes, Information, Table
|| w
Adtion Arguments

Report Mame Employee Address Book
View Report
Filter Mame
Where Condition o it in Desi . Print Previ

. PENS d repart in Lresign view or Frint Freview
Lo LD Normal or prints the report immediately. Press F1 for

help on this action.

Modify the options in this section to change the actions of a piece of a macro.
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Section 3: Review Questions

1.

oOow oOow

Dnwp

oCnwpy oCnwp

oNwp

What is the easiest way to avoid macro security warnings?
Open the database in exclusive read-only mode
Open the database from a SharePoint server
Open the database from a Trusted Location
None of the above

What is the benefit of a macro and the Macro Builder?
Saves time
Increases productivity by grouping related commands together
No previous programming experience needed
All of the above

How can a user initiate a macro?
Double-clicking a name in the Navigation Pane
Using the Run Macro command
Adding a keystroke combination
All of the above

You have three macros together in a macro group. You want to assign a
keystroke to one. What must be done in order to do this?
Any macro names must be changed to different keystroke combinations
The macro must be named AutoKeys
You must ensure the key combinations are not already in use.
All of the above

What builder does not exist?
VBA Builder
Expression Builder
Macro Builder
Code Builder

Which statement is false regarding comments in VBA code?
Each comment must begin with an apostrophe
Each comment can contain whatever information you like
Each comment must end with an apostrophe
Comments can be inserted wherever you like.
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7.

10.

A
B

C.
D

oNwp

Which statement does not follow proper syntax?
dim my_age as String
Dim my_age as String;
Dim my_age as "String"
All of the above are incorrect

Which statement is true about macro groups?
Macro groups can only be run as a group
Macro groups cannot contain the OpenReport command
Macro groups can have each macro piece run individually
All of the above are true

How many individual macro pieces can fit into a group?
10
8
64
As many as you like

When assighing a macro to an event on a control, what does clicking the
[EventProcedure] option in the drop down menu do?

Starts the Visual Basic editor

Starts the Macro Builder

Allows you to customize the event in the Navigation Pane

Nothing, it is just a placeholder.
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SECTION 4: Access and Windows

In this section you will learn how to:
= Recover from a computer error
= Make Access start when your computer starts
= Check for problems with and updates for your installation of Access
» Download and use the Access viewer
= Understand the basic terms of SQL
= Recognize the parts of an SQL statement
» Make your own SQL statements
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Lesson 4.1: Access and Windows

The Microsoft Office packages were primarily designed to run in the Microsoft Windows
operating system. Further iterations of the Office package have been ported for use in
other operating systems, such as the Macintosh operating systems. Because the Office
package is designed to run in a particular environment, it is also capable of using some
features of the operating system (as well as being limited by some of the operating
system’s shortfalls!). In this lesson we will explore the operation of Access 2007 as a
whole.

Recovering Access

Despite the best efforts of network administrators, programmers, and home users, there
will inevitably come the time where something will go wrong. Viruses, spyware, power
outages, and equipment failures can cause havoc if you are unprepared. However, you
do have some tools available to use if you get stuck while using Access.

Much of the data manipulation done in Access is saved automatically as soon as a
particular operation has completed. For example, when you add data to a table, it is
saved in the table as soon as the cursor moves to another field.

The other manual operations that can be performed in Access, such as the
development of macros, forms and reports, must be saved by the user. However,
Access does have a general AutoSave feature that is used every 10 minutes to save
any work that has been done.

Should Access itself seem unresponsive, there might be a number of causes. If your
computer is experiencing heavy network traffic or processor load, some operations
regarding Access are placed in a priority queue. With the speed and capability of
today’s computers, this delay will likely be minor. Nonetheless, the best first option is to
wait for a few moments. If you see no activity, try opening another program on your
computer. If the other program does not start, then you computer is likely stuck in a
processing loop somewhere.

Pressing Ctrl + Alt + Delete in the Windows 2000/XP environment will open the Task
Manager. Check the Applications tab. Should you see (Not Responding) beside Access
or some other program, highlight the program in the list and click End Task. If you don’t
see any unresponsive programs, it may be a background process. Click the Processes
tab. Scroll up and down through the list of processes. Should you see one program with
a 99% CPU usage, that process is likely stuck. Highlight the process and click End
Task.
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£ Windows Task Manager

File ©Options  Wiew Windows  Shut Down Help

Applications |F‘r|:u:esses Performance | Mebworking | Users

Task, Skatus
,-_9' Microsoft & Running

4 ?

End Task %[ Switch To H Mew Task. .,

Processes: 35 CPU Usage; 0% Commit Charge: 202M [ 1248M

If you manage to close Access without having to restart your computer, Access will
have saved a backup file in the same folder as the original working file. The backup file
will be named filename_Backup.

If worst comes to worst and you cannot shut down Windows or end a process, you must
physically power off or restart your computer.

Starting Access on Windows Boot

Microsoft Windows contains a special folder in which you can add a program shortcut to
have that program start every time Windows starts. Your computer may already have
certain programs that start when you computer starts, such as antivirus and instant
messaging software.
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To have Access 2007 start when your computer starts, follow these steps. Locate the
icon you use to start Microsoft Access 2007 normally, such as in the Start Menu. Right
click on the icon, point to Send To, and then click Desktop:

‘ | 7 Velsoft
| A
i LN
@F Set Program Access and Defaults
I Internet &2 Windows Catalog
Inkernet Explorer
£ windows Update
P ;
. E-mail
) Microsoft Office Cutl @ Accessoties
"ﬂ Microsoft Office || [E] Applications
=E Publisher 2007 {B: &
aames
i_‘= Microsaft Office or R M e O ) Microsoft Office Taols »
—
=/ (Beta) B startup v\l (7} Microsoft ffice Onehiate 2007 (Beta)
F = Microsoft Office Excql @ Internet Explorer ] Open
=mm (Beta)
. e offce pro v T5M @ Microsoft Office Excel 2007 (Bel Pin ko Skart menu
' icrosa ice Praj P ) e
Outlook Express = Microsoft Office InfoPath 2007 o
el @ = (] Compressed (zipped) Folder
) . g Remote Assistance [~ Microsoft Office Outlook 20078 ——— |
2007 (Beta) 8% windows Live Massanger @ Microsoft OFfice PowerPoint 200 Copy ) Mail Recipient
ail Recipien
[’ . gég?s(gztgﬁce Accd (-) Windows Media Player @ Microsoft Office Publisher 2007 S —— B My Documents
3 Windows Messenger ﬂvﬂ Microsoft OFfice Ward 2007 (Bl Delete 3 ) )
. i ft Office P @ [_‘ Rename b SR
i ICF OS50 ICe Fow windows Movie Maker i=| Microsoft Office Project 2007 (B
EEG 2007 {Beta) =l
¢l Adobe Reader 7.0 [E] Microsoft office visio 2007 (Bet{  Sort by Name
All Programs [ | [FEJETISS Deskkop Search @ Microsoft Office SharePoint Des e !

Once the icon has been created, or if you already have an icon on your desktop, right-
click the icon and select Cut:

Open

Fir ko Skark menu

Send To »

Copy

Create Sharkouk
Delete
Rename

Properties
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Browse to the following folder on your computer: C:\Documents and Settings\<Your
User Name>\Start Menu\Programs\Startup. Paste the icon into the folder:

& Startup (=03
File Edit Miew Favarites Tools  Help {.'

eﬂack - \_J l.@ ;\J Search [E:‘_ Folders v

fddress Ci\Documents and SettingsiYelsoft) Start MenudProgramsh Starkup w | Ga

File and Folder Tasks e E
@ Renarme this File

[_& Morve khis File

Copy this File

&N Publish this file to the Web

D E-mail this File
B¢ Delete this fils

Other Places

Programs

[} My Documents
| Shared Docurnents
W My Computer

\:J M Mlebwork Places

Details

Every time your computer starts, Access will start as well. You can do this for any
program on your computer. But be careful — adding too many programs will significantly
lengthen the time needed to boot your computer. Plus, if you want to use your computer
for a presentation or something other than the programs in the Startup folder, you must
first wait for all of the programs to open before you can close them and free up system
resources.

Using Office Diagnostics

If you continually have problems while using Access, it is possible that the installation of
Office on your computer has somehow become corrupted or damaged in some way.
Office 2007 has the ability to diagnose and partially repair itself. Open any program in
the Office Package and click the Options button at the bottom of the Office Menu:
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2] Access Options | | X Exit Access

Click the Resource tab and then click the Diagnose button:

Personalize

Contact Microsoft, find online resources, and maintain health and reliability of your Office applications.
Current Database

Datasheet get updates Check for Updates
Object Designers Get the latest updates available for Microsoft Office,
Prosfing office diagnostics —
Advanced Diagnose and repair problems with your Office applications.
Customization contact us Contact Us
Add-ins Let us know if you need help, or how we can make Office better,
Trust Center activate Microsoft Office
- Resources -|| Activation is required to continue using all the features in this product.
register for online services
Sign up for free anline services on Microsoft Office Online.
about Microsoft® Office Access 2007 (Beta)

Get product specifications and legal information about Microsoft® Office Access 2007 (Beta) (12.04017.1003) MSO
(12.0.4017 1003} BETA

] [ Cancel

(=]
=
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The Office Diagnostics Wizard will appear:

1 Microsoft Office Diagnostics

Diagnostic tests were previously run,

and view these options.

Shoye prior results

Is Microsoft Office having problems?

Additional support options are available. Click Continue to connect to Microsoft's servers

Diagnostics can take up to 15 minutes to run and may connect to Microsoft's servers.
Click Run Diagnostics Again to start them.

[Bun Diagnostics .ﬁ.gain] [ Continue ] | Cancel |

145

Click Continue to begin the diagnostics scan. All of the components of Office that are to
be scanned will be listed in the next step:

1 Microsoft Office Diagnostics

Start Diagnostics

BEE

Chedk for known solutions

Memory Diagnostic

Compatibility Diagnostic

Disk Diagnostic

BB OB OB OB

Setup Diagnostic

Status:

Status:

Status:

Status:

Status:

Ready torun

Ready torun

Ready to run

Ready torun

Ready torun

What will diagnostics do?

Eéun Diagnostics | [ Cancel ]

The automated program will perform a number of tests. It will check your hard disk for
errors that can cause program corruption, it will check to make sure a
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security/operational issue has not yet been addressed and download the appropriate fix,
and scans any error logs generated by Access after recovering from a crash. You will
need a connection to the Internet in order to complete all diagnostic tests. If the
diagnostics check cannot find a solution, you may need to reinstall the Office 2007
package on your computer.

1 Microsoft Office Diagnostics E”E'E'
Repairs were made.

Office Diagnostics made a repair that may help improve Microsoft Office
programs.

Summary of results:

Diagrostics run: 5
Diagnostics that identified problems: 1
Diagnostics that took corrective actions: 1

Beisicdreai:
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Checking for Updates

Back in the Resource section of the program options is a button to update Office 2007:

Access Options

Popular s Contact Microsoft, find online resources, and maintain health and reliability of your Microsoft Office

L9 programs,
Current Database

Datasheet get updates Check for Updates

Chbject Desighers Get the atest updates available for Microsoft Office,

Fracfing run Microsoft Office Diagnostics | Disgnose |
Advanced Diagnose and repair problems with your Microsoft Office programs,

Custamize contact us Contact Us
Add-ins Let us knoww if you need help, ar how we can make Microsoft Office better,

Trust Center activate Microsoft Office
REsOUrCes Activation is required to continue using all the features in this produc.

go to Microsoft Office Online m

Get free product updates, help, and online services at Microsoft Office Online,

about Microsoft® Office Access 2007 (Beta) [ swowr |

Microsoft® Office Access 2007 (Beta) (12.0.4407.1002) M50 [12.0,4407.1005) BETA

K ][ Cancel ]

=]

Your computer will connect to the Internet and determine if there are any program
updates available based on your current installation of Microsoft Office. Updates will be
downloaded and installed to your computer. It’s a good idea to make sure not to have
any other applications open when your computer is applying the new updates. Once the
updates have been installed, you will likely need to restart the Office program you were
using in order to have the updates take full effect.
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Lesson 4.2: Using the Access Viewer

Not everyone will have Access installed on their own computer. In order to be able to
view content generated by certain Office products such as Access, Excel, and
PowerPoint, Microsoft makes viewing program available for use free of charge.

What is the Access Viewer?
The Access Viewer is a stand-alone program that will be able to view a snapshot of a

report that was generated in Access. This will let anyone who does not have Access
installed on their computer to look at the details of a report.

Downloading the Viewer

The Access viewer is available for free from the Microsoft Office Online website. Use
your Web browser and visit:

http://www.microsoft.com/downloads/details.aspx?Familyld=B73DF33F-6D74-423D-
8274-8B7E6313EDFB&displaylang=en

Follow the download instructions on the Web page. The download is approximately 2
megabytes in size:

“Downiond |

Quick Details

File Name: SNPVW.EXE

Version: 1

Date Published: 9f3/2003

Language: English

Download Size: 1.8 MB

Estimated Download Time: Diakup (38K} * 5 min
Change Language: English -

When the file has been downloaded, double-click the file to run it. The setup for this
program is very easy; just follow the instructions on the screen to install the application.

Using the Viewer
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Open the viewer by clicking Start > All Programs > Microsoft Office Tools - Microsoft

Access Snapshot Viewer:

{ : VYelsoft & Windows Catalog
I 1
‘u Windows Update

Internet

Inkernet Explaorer @ fccessories

@ Applications

@ Games
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When the viewer opens, click File > Open:

& Sna pshot Viewer

Wiew  Help

Recent File

Exit

Dpen an exisking document

B

The viewer uses Snapshot files which are created from reports.

Look in: IB My Documents

| = B ek E-

My Pictures
IC=aMy Received Files
[ﬂh’ly Shapes
ﬁrﬂy YWideos

@1y web Sites

Yeatly Sales Report.snp

<

il =]

File name: IYearI_u Salez Report.znp

Open

Files of type: ISnapshnt Files [*.snp]

il

d Cancel
A
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The viewer gives you the ability to scroll through the pages of a report, e-mail the report,
zoom in or out, and print using the commands at the bottom of the window.

[ Snapshot Yiewer - [Yearly Sales Report.snp]
@) File Wiew ‘Window Help

Yeary Sales Re port Thursday, January 25, 2007 1001456 A
2006

Marthwind Traders Coffee $14,720.00 $230.00 Fo.on Fo.00 $14,950.00

Marttwind Traders Baer $1,400.00 $5,418.00 F0.o00 F0.00 §6,818.00

Marthwind Traders Marmalade §0.00 §3,240.00 F0.00 F0.00 §3,240.00

Martbwind Traders Mozzarella $0.00 $3,132.00 F0.00 F0.00 $3,132.00

Marthwind Traders Clam Chowder $1,930.00 F868.50 F0.o00 F0.00 §2,798.50

Marthwind Traders Curry Sauce $680.00 $1,920.00 F0.00 F0.00 §2 600.00

Marttwind Traders Chocolate §1,402.50 F1,147.40 F0.o00 F0.00 §2 650,00

Morthwind Traders Boysenherry Spread $250.00 $2,250.00 $0.00 F0.00 §2,500.00

Mortheind Traders Crab Meat F0.00 $2.208.00 0,00 F0.00 §2208.00

Marthwind Traders Dried Apples $530.00 $1,590.00 $0.00 §0.00 §2,120.00

Martkwind Traders Ravioli §0.00 $1,950.00 $0.00 F0.00 §1,950.00

Mortkevind Traders Fruit Cocktail F0.00 $1,560.00 0,00 F0.00 §1,560.00

Marthwind Traders Dried Pears $300.00 $900.00 §0.00 §0.00 §1,200.00

Morthind Traders Cajun Seasoning $220.00 FE60.00 $0.00 F0.00 F880.00

Marttwind Traders Chocolate Bisc Uits Mi $552.00 $230.00 Fo.on F0.00 §782.00

Marthwind Traders Green Tea $588.00 §0.00 $0.00 $0.00 $598.00

Martbwind Traders Olive Qil F0.o0 $533.75 Fo.on Fo.00 $533.75

Martbwind Traders Syrup $0.00 $500.00 F0.00 F0.00 $500.00

Marthwind Traders Long Grain Rice §0.00 §280.00 F0.00 F0.00 F280.00

LAY ET «l ol
For Help, press F1 HUM
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If using Access 2007 to create snapshots, open the database file, highlight a report in

the Navigation Pane, click the External Data ribbon, click the More command, and then
select Snapshot Viewer:

a) Ho-o-& )+ Morthwind 2007 : Database tAccess 2007) - Microsoft Access =04
)

Home  Create | ExternalDats | Database Taols @
\E ﬁ ﬁ o] Tek File @ = = [ A vy Word = @ e @ & Discard Changes ﬂ
» L File S 5 53 [“hTextFile | WIEEE = Cache List Data
Sawed | Arcess Excel SharePoint Sawed | Excel SharePoint PDF = Create Manage || Work Synchronize . Mave to
Imports list  rdMare - Exports List orXps [SokMore=| || E_mail Replies || anline a4 Relink Lists SharePaint
Import F:El Access Database SharePaint Lists
P = Gz gx:u';tse\ected object to an fccess
atabase

Employees &~ FF XMLFile
T Employess : Table I Export selected object to an XML file
=5 Employees Extended ﬁ Andrew Cencini = ODBC Database El

: - Ga  Evport selected object to an ODBC

MOICEIMSLD - Database, such as SOL Server
5 Product Sales Qty by Empl... Active Orders Snapshot Viewer Quick Links
S sales Analysis # - |Status -| Date - Customel ?Dﬂﬂt;i‘ﬂded ﬂhietttﬂair%shnt + | Oty Available ~ ReorderLevel - -

E® armat file
- 81 Mew 4/25/2006 Company == HTMLDocument berry Spread [1} 25 pexlverion
=] Employee Details = e
ploy 1 80 Mew 4/25/2006 Company \,;@ Export selected objectto an HTML  Pears 1] 10 View QOrders
= Employee List document auce 0 10 Wiew Custamers
= EEH dBASE File o =]
==| Product Sales Qty by Empl... G| Export selected object to 3 dBASE ocktail L1} 10 Yiew Purchase Orders
== file
EE sales Analysis Form e 5 0 5 View Suppliers
=5 1 w
] sales Analysis Subform for.. Gipe|  Export selected abjectto @ Paradox 0 13 View Emplovees
file howder L1} 1
Employee Address Book | Lotus 123 Fil — i = View Shippers
Employes Phone Book i ix;n;”s:\ected objectto 3 Lotus - T i Sales Reports
-2- i 10 LI,
Irvoice EER Merge il with Miciosofl Office Word
Monithly Sales Repart wE  Use Ward Mail Merge wizard to
4 P SEA B e dats

Quarterly Sales Report

Yearly Sales Report
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Lesson 4.3: An Introduction to SQL

The final chapter in our advanced exploration of Access deals with Structured Query
Language; or SQL for short. SQL is a fundamental component of Access that, until now,
has remained in the background of our examination. In this lesson we will talk about
what SQL is, how knowing the basics helps put databases better into perspective, and
how you can create simple queries right away.

What is SQL?

SQL (Structured Query Language) is essentially the language used by most database
management programs to retrieve information from a database. Even if you have never
dealt with computer code before, basic SQL is relatively easy to pick up. The syntax, or
language rules, is easy to pick up because an SQL statement is very similar to a
sentence in English.

If you are interested in reading more about SQL for Microsoft Access, be careful — there
are many different types of SQL. Though the core components of the different
languages are basically the same, there are a lot of finer points contained with each
SQL version.

Parts of an SQL Statement

Structured Query Language lives true to its name: it is a defined set of language rules,
including punctuation, used to create a query to ask a database a question. Let’s take a
quick look at a simple SQL query.

SELECT Customer.Country FROM Customers WHERE Customer.TotalSales >= 10000;

The keywords are in capital letters. The entries in the form Something.SomethingElse
describe a particular table field. Customers.Country means the Country field from the
Customers table. The logical operator >= means greater than or equal to. Therefore, the
above query reads “Show all the distinct country names from the customers table that
have bought more than $10,000 worth of our product.”

Or, as far as the database is concerned, “Select this from that table where this condition
is true.” Queries can be designed to retrieve several pieces of data instead of just one
(like Customer.Country, Customer.Name, Customer.Whatever) and wildcard characters
like the asterisk (*) can be used to represent anything in a query. For example, the

query

SELECT * FROM Customer;
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This query essentially has the ability to copy the entire Customers table because this
query retrieves every piece of information in the Customer table.

SQL Keywords

There are almost 300 reserved keywords and 140 non-reserved keywords, give or take,
depending on what SQL version you are using. We don’t have the space to describe all
of them here, but we will cover some of the main ones. In fact, you likely already know
the definitions of most of the keywords already!

CREATE The CREATE keyword is used to create a table in SQL. The following

DELETE

DROP

statement creates a new table named employees:

CREATE TABLE Employees (Employee_ID VARCHAR(3),
Employee_Name VARCHAR(30),
Salary DECIMAL(7,2));

The table is named Employees. It has three fields: Employee_|ID,
Employee_Name, and Salary. The first two fields are defined as a
VARCHAR data type, or ‘variable character.” This means the fields can
contain alphanumeric data. The Salary field is defined as a decimal
number, with seven figures and two decimal places. Each employee can
earn up to $9,999,999.99 (which should be enough!)

The DELETE keyword is used to delete data in a table. The following
statement deletes data in a table named Employees:

DELETE TABLE Employees
WHERE [search criterial;

The search criteria are optional. If no search criteria are entered, then all
data in the table will be deleted. The DELETE command does not actually
remove the table definition; the DROP command (below) will erase the
table contents and structure completely from the database.

The DROP keyword is used to delete a table from the database. The
following statement deletes the Employees table:

DROP TABLE Employees;

The DROP command can be extended with the use of the keywords
RESTRICTED and CASCADE. If you recall how referential integrity works
in a database, these keywords will allow or not allow a table to be deleted
in case other database objects depend on the object to be dropped.
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The RESTRICTED keyword will now allow the DROP operation to proceed
if there are dependant objects. The CASCADE keyword will remove the
selected table and all dependant objects. For obvious reasons, the
CASCADE operation should be used with extreme caution!

INSERT The INSERT command is used to add data to a table in the database. The
following statement will add a new employee record to the Employees
table:

INSERT INTO Employees VALUES(‘G32’, ‘John Smith’, 45339.40);

The first two arguments in the VALUES section of the statement are in
single quotations because they may contain letters, numbers or symbols.
This is because both values are of the data type VARCHAR. The final
argument adds the salary within the defined limits of the data type
DECIMAL (seven digits before the decimal, two digits after)

SELECT The SELECT command is used to retrieve information from a database.
The following statement will select all data from the Employees table:

SELECT * FROM Employees;

All data contained in the Employees table will be returned to the user for
review. SELECT statements are usually much more specific. The following
statement will select the Employee_ID and Employee_Name from the
Employees table based on certain criteria:

SELECT Employee_ID, Employee_Name
FROM Employees
WHERE Salary <30000;

The Employee_|D and Employee_Name of each employee that makes less
than $30,000.00 will be returned to the user.

UPDATE The UPDATE command is used to update information in a database. The
following statement will update all rows of the Employees table based on a
criteria:

UPDATE Employees
SET Salary = Salary * 1.05
WHERE Position = ‘Manager’;

If you notice, all of the commands described here are handled by means of the Query
Wizard and the syntax is handled by query Design view. It is important to note that it is
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not necessary to have the queries separated on different lines; this merely makes the
query easier to read. Consider the following query in the Northwind sample database:

iﬂ,—J Product Sales Qty by Employvee and Date x_.\'k

SELECT Orders.[Order Date], Employees.[First Mame], Employees.[Last Name], Sum([Crder Details]. Quantity)
AS SumOfQuantity, Producdts.[Product Mame]

FROM Products INMER JOIM [[Employees IMMER JOIM Orders OMN Employees ID = Orders.[Employee ID])
IMMER. JOIN [Order Details] ON Orders.[Crder ID] = [Order Details].[Crder ID]) ON Products.ID = [Crder
Details].[Product 10V

GROUP BY Orders.[Order Date], Employees.[First Name], Employees.[Last Mame], Products.[Product Mame]
ORDER BY Orders.[Order Date] DESC, Employees.[First Mame], Employees.[Last Mame], Products. [Product
Mame]:

You will notice that the quantified fields are enclosed in square brackets. This is
because Access 2007 has the ability to have spaces in a field name. The brackets allow
the SQL engine to interpret the words ‘Order’ and ‘Date’ together as one entity.
Otherwise the word Date would be considered as a keyword which does not exist in the
SQL library, causing an error. The import thing to remember is that all commas are
inserted properly, all parentheses are closed, and there is a semicolon at the end of
every statement to complete it. As you become more comfortable with using SQL, you
will be able to modify the queries that Access generates by itself.
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Adding Where Clauses

SELECT statements can include multiple search criteria. When searching using multiple
search criteria, you can use several logical operators like AND and OR, or quantifiers
like BETWEEN:

SELECT * FROM Employees
WHERE Hire_Date = '0l1-May-06"'
AND Salary >= 40000

AND .. ;

SELECT * FROM Employees
WHERE Salary = 30000 OR Salary = 35000;

SELECT * FROM Employees
WHERE Hire_Date BETWEEN ’'0l1-May-06’ AND ’0l1-June-06';

When searching based on multiple tables, each field you enter must be quantified; that
is you must tell the SQL engine which table to look in:

SELECT Employees.Employee_ID, Order_Details.Employee_1ID,
Order_Details.Order_Total

FROM Employees, Order_Details

WHERE Employees.Employee_ID = Order_Details.Employee_1ID;
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Section 4: Review Questions

1.

your data?

A.
B.
C.
D.

2.

Bonsai Buddies

File Sharing programs
Antispyware and Antivirus
All of the above

When using the Windows 2000/XP operating system, what utility will

appear when you press Ctrl + Alt + Delete?

Dnwp

3.

Active Process Manager
Task Manager

Microsoft Configuration Utility
Internet Explorer

Where should you add an icon to make a program start when your

computer starts?

oSN w>

oNwp

oNwp

The hard drive root directory (C:\)
The desktop

The Windows program folder
The Startup folder

SQL stands for...

Structured Query Language
Simple Query Language
Structured Query Line
Scheduled Query Language

What is wrong with this query?

SELECT Customer.Country
FROM Customers
WHERE Customer.TotalSales >= 10000

The Customer table is not quantified

The query is all on one line, it should be on several lines
There is no decimal point in the TotalSales WHERE clause
There is no semicolon
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6. Which statement is false about the DELETE command?
A. A DELETE command will erase all records in a table
B. A DELETE command will erase the entire table
C A DELETE command can selectively select records if a WHERE clause is
included
D. A DELETE command is different from the DROP command

7. What file extension is used by the Snapshot Viewer program?
A. jpg
B. .snp
C. .accdb
D. .pfd
8. What object type is visible in the Snapshot Viewer program?
A. Queries
B. Tables
C. Macros
D. Reports
9. Which operation, if any, cannot be performed in the Snapshot Viewer
program?
A. Print

B. Move to previous page (<)
C. Move to last page (>|)
D. All of the above are valid operations

10.  Which file format may result in viewing problems for the Snapshot Viewer
program?

A. Access 97

B. Access 2007

C. Access 2000

D. Access XP
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SECTION 5: Using Hyperlinks and Customising Access

In this section you will learn how to:
= Create and use hyperlink fields
» Customise Access
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Lesson 5.2: COM Add-Ins

What is a COM Add-In?
A COM Add-In (which stands for command add-in) is a supplemental program or piece
of program code that provides extra functionality to Access. Add-ins are added

modularly to Access in order to provide extra functionality to your databases. Add-ins
are most commonly a DLL (Dynamic Link Library) or EXE (executable) file.

Using the Add-Ins Tab

To view which add-ins are currently installed on your computer, click the Office Menu =
Access Options:

E-mail

s

Publish 3

(== =]

Ly
| Close Database

2 access Options )( Exit &ccess
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Click the Add-Ins option on the left side of the Access Options window:

Access Options

Popular
Current Database
Datasheet

Ohject Designers

Proofing
Advanced
Customize
" Add-ins % =

Trust Center

Resaurces

2
lﬂ% Wiew and manage Microsoft Office add-ins.
Add-ins
Mame Location Tupe

Microsoft Office 12,0 Access Database Engine Conflict Resolwer  Ciicrosoft Office\OFFICE1I2VACECHNF.DLL COM Add-in

Add-in: Microsoft Office 12,0 Access Database Engine Conflict Resalver
Publisher: Microsaft Corporation
Laocation: CAPragram Files\Microsoft Office\OFFICE1IAACECHF.DLL

Description:  This wizard helps you to resolve replication conflicts in Access and SQL Server,

Manage: | COM Add-ins Go..,

Ok l [ Cancel

You will see a listing of the different types of add-ins:

Active Application This section lists the add-in applications that are installed and

Add-Ins

currently running in the Access environment.

Inactive Application This is a listing of the add-in applications that are installed but

Add-Ins

not currently running.

Document Related This section lists any template add-ins that are being used by

Add-Ins

the currently opened database file.

Disabled Application This section lists any add-in files that were automatically

Add-Ins

disabled because they are causing Access or other Office
2007 components to crash.
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Click any of the listed add-ins to view the name, who published the add-in, the saved
location of the DLL or EXE file, and a short (optional) description about what the add-in
is for.

Opening the Add-In Manager

At the bottom of the Add-In section of the Access Options window is a link to open
different add-in managers. Choose the manager you wish to open from the combo box
and then click Go:

Manage: |[COM Add-ins » Go...

COM Add-ins ?

Access Add-ins
Disabled Items

The manager dialogue box will appear:

COM Add-Ins

Add-Ins available: o

|Miu:ru:usu:uft Office 12.0 Access Database Engine Conf Cancel

IHII.

Remove

Locakion: C:\Program FilestCommon Files\Microsoft Shared\Database

Load Behavior:  Load on Demand

Highlight the add-in you want to remove by clicking the check box beside the name. You
can add or remove various add-ins by using this dialogue box.

www.microsofttraining.net



Microsoft Office Access 2007 Advanced 164

Loading Add-Ins

To load and add-in, click the Add button in the Add-In Manager. When the Add Add-In
dialogue box appears, browse to the location on your computer or network that contains
the add-in and click OK:

Add Add-In ?]X]
Laok in: ) AddIns I‘7 @ - X o EE-
5 () Welsoft's Docurments ”~
\_‘hﬁ [5) Shared Documents
[y Re;ent ﬁ- 3% Floppy (A1)
Docurments e (1)
[2) Documents and Settings
@ (3) velsoft
| Application Data
Deskbap [ Microsof
AddIns -

My Documents

]
r!‘
My Computer
:'_!}
Iy Mebwark,
Places

File name:

Files of bvpe! | Execytable Files

Taals - Cancel

After you click OK Access will read the file and categorize it in the appropriate place.
Should the file contain inconsistencies or some other error, Access will alert you to the
problem and offer solutions as to what to do next.

Using the Trust Center

Just like a macro, VBA code, or ActiveX control, an add-in is a customizable piece of
information. As such, add-ins are vulnerable to hackers and malicious users. The
majority of add-ins you will use in a small to medium business environment will be
included with Access. However if your situation requires a specialized piece of code to
perform an action, Microsoft Access 2007 requires the following criteria to be met:

= The add-in has been digitally signed by the developer, showing that the original
content has not been modified.

» The digital signature is continuous and valid and has not been altered since the
signature was considered valid.
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= The digital signature is current (not past its expiry date).
» The digital signature was issued by a reputable commercial certificate authority

(CA).

= The developer is a trusted publisher and any of their content is trusted by your

computer.

165

Knowing which add-ins are safe and which are not is partially up to you. When dealing

with digital signatures and security certificates, you should only accept content from

your IT department and database management team. However, should the content you

receive become damaged or corrupted by an outside user, the Trust Center built into

Office 2007 will help protect you. Any content that is unrecognized or possibly

dangerous will not be opened by Access right away. Instead, you will see a security

alert at the top of your screen:

@ Security Alert Due to your security settings, certain content in the database has been disabled | Enable Content... | | Trust Center... |

If you click the Trust Center button, the Trust Center dialogue box will appear:

Trust Center

?X

Trusted Publishers
Trusted Locations
Add-ins

Macro Settings

Message Bar

Privacy Options

Message Bar Settings for all Office Applications

Showing the Message Bar

'@} Showe the Message Barin all applications when content has been
blocked

{:} Mever show information about blocked content

|:| Enable Trust Center logging

[ I ] [ Cancel

The Trust Center allows you to modify various aspects of Access’ security.
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Click any of the links on the left-hand side of the options window to change the options:

Trusted
Publishers

Trusted
Locations

Add-Ins

Specify a trusted publisher (developer) in this pane. Any content from
these publishers will be assumed as safe and will be opened.

Any folder paths listed here are considered safe by Access. Use the
Add new location button at the bottom of the screen to browse and
specify a certain location that will be considered safe. You can also
specify a network folder to trust. Be careful to make sure you know
that the location will indeed be safe!

Trusted Locations

Warning: All these locations are treated as trusted source for opening files, If you change or add a location make sure that
the new location is secure,

Path Description Date Modified
ChDocuments and Settings\Welsoft\My Documents’, 7/19/2006 9:11 AM
o SettingstWelsoft\Desktop'\Access2007i_Exercise Files\, 7/19/2006 2:33 PM
Ch.d Settings\Welsoft\Desktop'Access2007F Exercise Files', 6/22/2006 2:08 PM
ChProgram Files\Microsoft Office\ Officel 2ZACCWID, Access default location: Wizard Databases

Fath: C\Documents and Settings\Welsoft\My Documentsy,

Description:
Date Modified: 7/19/2006 9:11 AM

Sub Folders:  Allowed

[add newlocation...] [ Bemove ] [ Maodify...

|:| Allow trusted locations on my network (not recommended).
|:| Disable all Trusted Locations, only files signed by Trusted Publishers will be trusted

[ OK ][ Cancel ]

The Add-Ins tab lets you specify how strict the security measures will
be concerning the use of Add-Ins. You can specify if an add-in must
be digitally signed by a trusted publisher, if unsigned add-ins will
remain disabled, or if all add-ins will be disabled. Doing so provides
the safest usage, but may limit the functionality of certain database
components.
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Macro
Settings

Message Bar

Privacy
Options

Add-ins

Bequire Application Add-ins to be signed by Trusted Publisher
|:| Disable notification for unsigned add-ins {code will remain disabled)

|:| Disable all Application Add-ins (may impair functionality)

Macros can also be limited if they are not in documents in a trusted
location. You can disable all macros with or without notification,
disable all macros except those that are digitally signed, or choose to
enable all macros if you are certain of the publisher and the macro
contents.

Macro Settings

For macros in documents not in a trusted location:
{:} Disable all macros without notification

G} Disable all macros with notification
D Disable all macros except digitally signed macros

{:} Enable all macros (not recommended, potentially dangerous code can runj

The message bar is designed to show you information regarding
blocked content if you open a database file. Choose to enable or
disable the message bar with this option.

Message Bar Settings for all Office Applications

Showing the Message Bar
{}} Show the Message Bar in all applications when content has been blocked

O Mever show information about blocked content

You can also specify if you would like a log file kept about the actions
and procedures performed by the Trust Center. Click the check box
at the bottom of the Message Bar pane.

These options allow you to specify how Microsoft Office will access
the Internet for additional resources.

Privacy Options
Search Microsoft Office Online far Help content when I'm connected to G
the Internet
|:| Update featured links from Micrasoft Office Online
|:| Dovenload a file periodically that helps determine system problems G
|:| Sigh up forthe Custormer Experience Improvernent Programm G

Read our privacy statement
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Lesson 5.3: Digital Signatures

Digital signatures are commonplace in today’s computing world. Just as your signature
legally binds you to a contract by identifying you as you, digital signatures are assigned
to a file identifying the publisher as who they claim to be.

What is a Digital Signature?

A digital signature works by attaching itself to a file. The sender encrypts a file with a
special mathematical operation; such an operation can be thought of ‘locking’ the file
with their private key (a special number sequence that encrypts the data). The intended
recipient of the message will have the necessary tools to ‘unlock’ the file by use of a
public key, a key that has already been shared by the sender and the recipient. The
public key and private key are not however the same thing, as a public key can only be
used to ‘lock’ a document. Therefore, a public recipient cannot encrypt some other file
with the public key and then claim they are someone else.

If the document arrived at its intended destination, the public key will unlock the file with
no errors. However, if a file is received, unlocked, and the content is somehow corrupt,
this means that the data inside was at some point compromised.

Obtaining a Digital Signature

A digital signature may contain your name, e-mail address, phone number, or any other
combination of personal information that identifies yourself.

There are a number of security companies that can work with you or your organization
to develop a unique digital signature. Microsoft does not provide specific digital
signatures but there are a number of companies that provide free signatures for
personal use. Use an Internet search engine to locate a free certificate service.
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Attaching Your Signature to a Database

Access 2007 allows you to package a single database file and sign it with a digital
signature. Remember to keep these things in mind before packaging a file:

Trust in Each Other  Packaging a database and sending it to another user is a
contract of trust between you and the recipient. A correct
digital signature ensures that the data contained inside is safe
and has not been tampered with.

Older Versions of Though Access 2007 supports older file formats, the Package

Access and Sign command only applies to Access 2007 file types.
Access 2007 can use the sign and distribute function on older
Access file types, see the help file for more information.

One at a Time Only a single database file can be packed at once.

Everything is All objects in the database file are digitally signed. Access

Protected 2007 also compresses the database file for faster
downloading.

SharePoint If you are using Windows SharePoint Server 3.0 or higher,

Functionality you can extract databases from the SharePoint Site instead of

having to download them first.

When you are ready to distribute a file, open the file you wish to package and sign. Click
Office Menu - Publish - Package and Sign:
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Dpen..,

Save

Save As

Print..

Manage

R AT DT

=

E-mail

Publish

L) R

LClose Database

Publish the database for others

Y Document Manage ment Server

Share the database by saving itto a
document management server,

[f-‘ Package and Sign
E Package the database and apply a digital

signature,

[2] Access Optians | |)( Exit Access |

170

Access will prompt you to select which security certificate you will use to send the file:

Select Certificate

Select the certificate wou wank ko use,

Issued ko

|

Issued by Intended P... Friendly na...
ELUTH-USERFirst-Client &...  AddTrustE...  <all= Mone

E2 nddTrust External CAR,.. AddTrustE... <all= Mone

| >

I, H Cancel ][ Wiew Certificate

Choose a certificate to use and click OK.
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When the Create Microsoft Office Access Signed Package pops up, give the file a

name, and then click Create.

Create Microsoft Office Access Signed Package

?)x

Save in: | My Documents

vl @ @ Xoc@E-

] |51 Daka For Database
! I Images

My Recent I My Database
Documents My Music

= II*Elr'-“hf Pickures
L4 I3 My Received Files
o @My Yideos

My Mebwork
Flaces

File name: |r'-.I|:urthwin|:| 2007

]

Save as bype: |I"-'1in:r|:|5|:|Ft Cffice Access Signed Package

|

Tools -

[ Create ][ Cancel ]

Access will save the file in the specified folder. Open your default e-mail client, such as
Microsoft Outlook, and attach the file to a message to your intended recipients.
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Lesson 5.4: Customizing Access

For most small and medium applications, the default features installed with Access
2007 will be sufficient. However, if your situation requires it, Access can be modified to
suit every facet of your needs. In this lesson, we will explore the customization options
Access has to offer.

Opening the Options Dialogue

Click Office Menu > Access Options to view the options:

E-mail

s

Publish ]

—_

Ly
. LClose Database

2] Access Optians )( Exit Socess
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Overview of the Options Dialogue

In order to make the most of the options Access allows you to modify, you should open
a database file first. This will enable all of the options in Access 2007.

Popular This pane will allow you modify some of the more basic options.
Choose to show or hide ScreenTips (information that appears when the
mouse if hovered above a command) and choose the color scheme.
Change which type of file output type will be used and the default
folder, such as My Documents. You can also change your user name
and language.

I
_:g!) Change the most popular options in Access,

Top oplions for working with Access

Always use CleatType
ScreenTip style: | Show feature descriptions in ScreenTips L
Shiowe shortcut keys in ScreenTips

Calar scheme: Elue »

Creating databases

Default file format: Access 2007 [Beta] w
Default database folderr | C\Documents and Settingsiwelsoft\My Documentsy,
Mew database zort order: | General W

Personalize your copy of Microsoft Office

User name: |Sue Smith

Initials: SRS
Current The options listed here are relevant to the current database you
Database currently have opened. You can adjust the look and functionality of how

you can navigate through the opened file, modify toolbar and ribbon
options, use the AutoCorrect feature, and modify how different filters
work in Access.
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Datasheet The options in this pane adjust how datasheets are displayed, the color
schemes used in the cells, the font, and the effects applied directly to

the datasheet.

- H . .
_E Customize the way datasheets look in Access,

Default colors

Font calor
Background color

Alternate background colar: dy -

Gridlines calar:

Gridlines and cell effects

Default gridlines showing
Harizontal

Wertical
Default cell effect

{*) Flat

'C} Raised

C} sunken

Default colummn width: |1"

Drefault font
Faont: Calibri W
Object Use the options contained in this pane to modify how the objects in

Designers Access are created and used. Modify the default data type when
creating a table, the SQL style for query design, how a form will appear
when opened, and numerous error checking options.
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Proofing

Advanced

These options deal with AutoCorrection and the error checking Access
uses when dealing with input from a user.

AutoCorrect options

Specify how Access corrects text as you type AutoCorrect Options...

When correcting spelling in Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French
|:| Suggest from main dictionary only

[ Custom Dictionaries... ]

French modes: |Traditional and new spellings »

The bulk of Access’ customization lies in this pane. Modify options
dealing with editing and keyboard commands, the display options
Access uses, the print margins, general options regarding LCD
monitors and year formatting, as well as a number of advanced options
regarding database intercommunication.
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Customization This pane is used to customize the commands visible in the Quick
Access toolbar.

Customize the Quick Access Toolbar.

Choose commands from: G Customize Quick Access Toolbar:

File b For all documents [default) w
<Separators ~ el save
Access 2000 File Format = Print...
Access 2002 - 2003 File Format ¥ Can't Undo »

Access 2007 (Beta) File Format
Application Options

Back Up Database...

Back Up 5QL Database...
Close Database

[

Compact and Repair Database...

Connection...

Convert
Copy Database File... =
Create from Sourcesafe

Current File Format

Database Properties...

Drop 5QL Database...

Email...

Exit

Link Tables...

Manage ]

Mew...

QLB G XD i BRE &/t ik 1L 66

Open...
Package as CAE and Sign
Print...

Pleiod Meesinaes

b

o 'l

|:| Place Quick Access Toolbar below the Ribbon

Add-Ins This pane lets you view and modify the add-ins available for use.
(See Lesson 1.1.)

Trust Center  The Trust Center is a central place to view security information. Click
the Trust Center Settings button to open the options available to
modify. (See Lesson 1.1.)
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Resources

The final pane allows you to update Office 2007, diagnose problems
with the Office package, contact Microsoft regarding Office 2007,
activate and register your copy of Office 2007, as well as view legal
information about Access 2007.

s contact Microsoft, find online resources, and maintain health and reliahility of your Microsaft Office
L9 programs,

get updates Check for Updates
Getthe latest updates available for Microsoft Office,

run Microsoft Office Diagnostics Diagnase

Diagnose and repair problems with wour Microsoft Office programs.

contact us Contact Us

Let us know if you need help, or how we can make Microsoft Office better,

activate Microsoft Office Aitivate

Activation is required to continue wsing all the features in this produck,

go to Microsoft Office Online 5o Online

Get free product updates, help, and anline services at Microsoft Office Online,

about Microsoft® Office Access 2007 (Beta) About
Microsoft® Office Aocess 2007 (Beta) (12,0,4407.1002) M5O [12.0,4407,1005) BETA

Changing User Information

If you want to change your name, initials, and language preference, click the Popular
tab to see the options available for you to modify:

Personalize your copy of Office

User name: | Velsoft

Initials: W

[ Language Settings... ]
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Make the changes you want and click OK at the bottom of the Access Options window.
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Setting Security Options

All security options available in Access are available through the Trust Center. Click the
Trust Center tab and then click the Trust Center Settings button to modify the options
available to you:

Trust Center Learn more about protecting your privacy and security from Microsoft Office Online,

Resources Microsoft Windows Security Center

Microsoft Trustworthy Computing

Microsoft Office Access Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer -
secure. We recommend that you do not change these settings. [ Trust Center Settings...

For details about the Trust Center, consult Lesson 1.1 and the Access help file.

Making Access Work Backwards

Access 2007 has the ability to use files created in previous versions of Access. Click
Office Menu = Open to browse for older Access file versions on your computer. Click
the Files of type combo box to try different file formats once the Open dialogue box is
open:
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Open @

Look in: |D My Documents V| @ o X Ca |j <
i I-)Data for Dakabase
§ Ialmages

My Recent I My Dakabase
Dacurnents My Music

= ﬁ My Pickures
L I My Received Files
Deskkop ] My Yideos
| |[#patabasel
oy (2] patabasez
____f My Database

My Documents | 2] northwind 2007
— | | northwind 2007 _Fackup

-

My Computer

Py Mebwork
Flaces

File name: v | /

Files of BYPE: | Micrascft Office Access
all Files

EAL |

Microsofk OFfice &
Microsoft Office Access Databases
Microsaft Office Access Database Templates

Microsoft OFfice Access Signed Packages
Microsoft OFfice Access 2007 Databases

4

If you often make databases in Access 2007 for use in older versions of Access, use the
Popular tab in the Access Options window. Modify the file format in the Creating
Databases section:

Creating databases
Default file format: Access 2007 W
Default database folder: | Access 2000 ings\Welsoft\My Documents | [ Browse...
Access 2002 - 2003

Mew database sort order:  |[FRRETTE 1
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Section 5: Review Questions

A
B

C.
D

oCnwp oCnwp

aw x>

oOwE

oNwp

What type of file extension do COM Add-Ins usually take?
HTML
EXE
DLL
BothBand C

Which of the following things must be true in order for a COM Add-In or
Macro to be executed in the Access environment?

The Add-In has been digitally signed

The digital signature is not past its due date

The developer is listed as a trusted publisher

All of the above

What is a trusted location when using Access?
The Office Online Web site
A location deemed safe by you on your computer
The Northwind sample database
None of the above

How many database files can be digitally signed at once?
1
2
3

When looking at a table in datasheet view, which icon means a Smart Tag
has been applied to a field?

[EI . Ei-l|.+

Which of the following is not a Smart Tag included with Access 2007?
Telephone Number
Date
Address
Person Name
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SECTION 6: Managing Access

In this section you will learn how to:
=  Work with database utilities to optimise resources
= Use database utilities to secure data
= Encrypt and decript databases
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Lesson 6.1: Managing Your Database

From time to time, every database will require a bit of housecleaning. Access 2007
provides a number of tools to make it easy to analyze and optimize your data. In this
section we will explore the techniques and methods to manage your database.

Analyzing Performance

Access 2007 includes a performance analyzer command in the Database Tools ribbon.
To use this command, first open the database file you wish to analyze:

,é Database Documenter

% Analyze Performance
%1 Analyze Table
Analyze

The Performance Analyzer dialogue box will appear:

]

=& Performance Analyzer

0’%73 Modules Current Database All Object Types
Tables Queries Forms B Reports I Macros
...
[ Employvee Privieges
[ E Invertary Restocking
[ E Inventary Restocking Details
[ Inve!'dcur':.f Tranzactions Select Al
[ Invaices
[ Crder Details Deselect Al
[ Order Details Status
[ [ Orders b

All of the available database objects are listed by category. The Current Database tab
allows you to analyze the relationships that exist in the database, as well as any
associated VBA (Visual Basic for Applications) code.
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Should you wish to examine your entire database, click the All Object Types tab, and

then click Select All:

=z Performance Analyzer

v Employvee Privieges

v Employvees

v Inventory Restocking

v Inventary Restocking Details
v Inventary Tranzactions

v EE Order Details
v [EE Order Details Status
v [EE Orders b

~ Invaices >

e
Tables Queries Forms B Reports = Macros
«% Modules Current Databaze All Object Types

O
Cancel
Deselect
Select all

Deselect all

Click OK to begin the analysis process. (Keep in mind this may take several minutes

183

depending on the speed of your computer and the complexity of your database.) When

the Performance Analyzer has completed, you will be shown the suggestions and

recommendations to help make your database work as efficiently as possible:

=&l Performance Analyzer

Analysis Results:

19 Application: The application iz not saved in a fully compiled state.

'15' Table 'Customers". Change data type of field 'ZIPPostal Code' from 'Text' to 'Long Integer’
‘? Table 'Employees”. Relate to takle "Orders’

! Table 'Invertory Transactions" &dd an index to field(=) 'Tranzaction Type'

‘E’ Table "Orders". Change data type of field "Ship ZIPFostal Code' from 'Text' to 'Long Integer’
‘? Table "Orders". Relate to table 'Employvees'

0 Table Purchase Orders’ Add an index to fisldis ‘Created By

Key: 1| Recommendation 2 Suggestion 2 Idea +f Fixed

Analysis Notes:
This optimization applies to the entire database.
Saving your code in a compiled state will allow it to run faster. To make sure all modules in

your database are saved in a compiled state, open a module and dick Compile on the Debug
menu.,

Y

W

Select All

Deselect Al

Close

III ]

Help
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Scroll up and down through the list of results and click each one for more information
about the result. You can choose to optimize individual items, or click the Select All
button and then click Optimize to take care of every issue.

Analyzing Tables

Although the Performance Analyzer is good at taking care of many broad issues,
Access 2007 features an independent table analyzer. The main goal of the Table
Analyzer Wizard is to eliminate as much duplicate data as possible. This functionality
will help you find the best design of table to suit your needs. Consider the following
database that contains a single table named Supplies. This table been designed to
meet the requirements of Second Normal Form (2NF):

— Su ppﬁes“"‘x
Supply ID = Cleaning Supply -| Supplier Name ~-| Supplier Address -

ﬂ Broom Acme Cleaning 123 Acme Way
2 Dust Pan Acme Cleaning 123 Acme Way
3| Mop Acme Cleaning 123 Acme Way
4 Rag Shiney and Tidy 44 Clean 5t.
5 Sponge Shiney and Tidy |44 Clean 5t.

* (MNew)

We can see that the Supplier Name and Address are repeated for each supply made by
the same company. This is not the best design because the table contains repetitive
data. Click the Analyze Table command in the Analyze section of the Database Tools
ribbon:

,é Database Documenter

% Analyze Performance

yj Analyze Table «1—

Analyze
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This will launch the Table Analyzer Wizard:

Table Analyzer Wizard

Products and Suppliers

Product Supplier ID | Supplier Address
Ravioli Angelo | PAST Pasta Buttini =.1Via dei Gelsomir
Gnocchi di nonr| PAST Pasta Buttini s.1|Via dei Gelsomir
Carnarvon Tige| PAVL Paviova, Ltd, |74 Rose St.
Outback Lager | PAVL Pavlova, Ltd. |74 Rose St.
Paviova PAVL Paviova, Ltd. |74 Rose 5t.
Veqgie-spread | PAVL Pav, Ltd. 74 Rose 5t,

Supplier
Supplier name information is
is misspelled. repeated.

The Table Analyzer:
Looking At the Problem

Your table or spreadsheet may store the
same information many tmes. Duplicating

information can cause problems.,

First, duplicating information wastes
space.

Show me an example.

Second, duplicating information can lead

to mistakes.

Show me an example,

Cancel

The first two pages of the Wizard go through some of the common errors associated

with databases and how it can fix them.

New

Products table

Product

Table Analyzer Wizard

Original Products and Suppliers table

HAAAAAAX
XN K
XN
XN K
XN

JN KRN
B RO
B RO
B RO
AL

OO0 SRR

KHAKY
KRMNY
KRMNY
KRMNY
KRMNY
KREHY

Grocchi di nonni

Ravioli Angelo

Carnarvon Tiger

The Table Analyzer:
Solving the Problem

The wizard will split the original table to
create new tables, where each piece of
information is stored only once.

You can now update in just one place the
information that is used many times.

Show me an example,

You can work with information from

Outback Lager different tables at the same time.
Paviova
Vegie-spreat sypplier ID|  Supplier Address Show me an example.
[PAST Pasta Buttini s.r[Via dei Gelsomini, 1
[PAvVL Paviova, Ltd. |74 Rose 5t
Mew Suppliers table
Cancel ] ’ < Back ”
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The next page of the Wizard asks you to choose which table in your database contains
possible duplicate values. Choose the table to analyze and click Next:

Table Analyzer Wizard

Which table contains fields with values that are repeated in
many records?

The wizard will split the table into two or more related tables,
The wizard won't modify your original table.

AR R
HE OAREEEEE KM OAEEEEE R
HE OAREEEEE REE OAEERME KRR
HiE AREEMEE REE OAEEREE RN
L L
ik N
AR AR

Tables:

Supplies

]
hEL TR

W ]
R I HmEEEE MR
R HEMHEH WENE
RN —

R
Bttt

§§how introductory pages?

[ Cancel l[ < Back ” MNext > ]

In the next step, you can choose to let the wizard make your choices.

Table Analyzer Wizard

Do you want the wizard to dedde what fields go in what
tables?

If the wizard deddes, your next step will be to verify and
adjust the wizard's proposal.

AR A
AR MR MR RRRERE KR
HEE MM MEE REMERE KEEE
HEE MR MEE REMERE KEME
bt R T T
A M e M
AR REERN

(¥) ifes, let the wizard decide.

() Mo, Twant to decide,

|
e

]

] WHEE m

| ] e I MR MR
MM MHENEMMNE NN WHRRHE R
I M —

e AR
e

Cancel ] ’ < Back ” Mext =
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The Wizard will analyze what it feels will be the best way to divide the Supplies table:

Table Analyzer Wizard
Is the wizard grouping information correctly?
If not, you can drag and drop fields to form groups that make sense.
What name do you want for each table?
It's a good idea for the name to identify the kind of information the table contains.
_ A
) 1 T Generated Unigue » 1 T Generated Unigue
Cleaning Supply Supplier Address Supplier Mame b
Lookup to Tapie? v = Lookup to Tabied v =
w
4 >
[ Cancel ] [ < Back " Mext = l

By examining this layout, we can see that the Wizard has successfully divided the table
to meet 3NF. Each cleaning supply has an ID and a name, as well as a lookup field that
references the next table.

The next table contains a unique primary key, the address field, and a lookup field to the
final table. The final table contains a unique primary key and the Supplier name. It may
seem like an extra step to include the third table; however the Wizard thought it possible
that a number of companies might reside at the same address (such as many
companies working from the same office building). Therefore, each address was given
priority over the company name.

Click the title bar of a table and then click the Rename Table icon () to give it a new
name:
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&8l Table Analyzer Wizard
What name do youl (5 pplier Names | *

x
It's @ good idea for Cancel

Is the wizard groug

If not, you can dra Table Name:

Cleaning Supplies Supplier Al
Supply ID » ! T Generated Unigue ~ 1 T Gererated Unicqae
Cleaning Supply = Supplier Address — Supplier Mame )
Loakus tn Suppiier Ada | = Lookup to Takied A
b
| >

[ Cancel ] [ < Back ”_ Mext = J

The next step allows you to further customize how Access will use the primary keys
generated by this Wizard:

Table Analyzer Wizard
Do the bold fields uniquely identify each record in the proposed table?

The primary key field(s) must have a different value in every record of the proposed table.
If no field has unigue values, the wizard can add a Generated Unique ID field for you.

Supply ID b 1 T Genarated Uniqueled
Cleaning Supply — Supplier Address —= Supplier Mame bl
Lo =] =]
Lookup to Supplier Ada ™ Lookun to Supplier Nan ™
w
4/ m)| >

Cancel ] [ = Back ” Mext =
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The final step of the Wizard can create a query for you that will select all of the fields

from all of the newly created tables.

s

Table Analyzer Wizard

That's all the information the wizard needs to create related tables.

After the wizard creates new tables, it can create a guery that looks like

your ariginal table but does much more,

If you choose to create a query:

_ Forms and reparts based on yvour ariginal table will continue to wark.

- The wizard wil give the query the name of your original table, and

rename your original table.

Do you want a query?

(%) Yes, create the query.

()Mo, don't create the query,

Display Help on working with the new tables or query?

| cance || <Back |

It will also re-name the ‘old’ (analyzed) table as tablename_OLD:

= Cleaning Supplies : Table

-_E',=.| Supplies

All Tables | %
Supplies OLD S
1 supplies_OLD : Table -f——
Cleaning Supplies S

o3

Supplier Addresses
= Supplier Addresses : Table

|_E',=.| Supplies

»

Supplier Names

| Supplier Mames : Table

|_E',=_| Supplies

ﬁ] Supplies
Supply ID - Cleaning Supply - | Lookup to Supplier Names ~| Supplier Name -
ﬂ Broom Acme Cleaning
2 Dust Pan Acme Cleaning
3 Mop Acme Cleaning
4| Rag Shiney and Tidy
5/ Sponge Shiney and Tidy
(Mew)

*
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Viewing Object Dependencies

When you build relationships in a database, Relationship view allows you to see a
visual representation about how the data in the various tables relates to each other. If
your database has reached a larger size and are having difficulty remembering what
tables relate to what, you can view the dependent objects of one individual object.

To view the dependent objects of a particular object, like the Employees table, highlight
the Employees table in the Navigation Pane. Click the Object Dependencies check box
in the Show/Hide section of the Database Tools ribbon:

= _‘§| T Property Sheet
:KEI

=] Object Dependencie
Relatiohzhips %
| Message Bar

ShoweHide

Object Dependencies

Show objects inthe databasze that
use the selected aobject, such as

queries that rely on specific tables
ot tables that rely an other tables,

Depending on the complexity of your database, it may take a few moments to analyze
the structure of your database and extract the relationships.
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When completed, you will see a listing on the right-hand side of the Access window that
lists the dependent objects of the Employees table:

Object Dependencies 4

Table: Employees Refresh
{*) Objects that depend on me

) Objects that I depend on
= Tables

= Employee Privileges

= Purchase Orders

= Queries

@ Employees Extended

ﬁ Invoice Data

ﬁ Product Sales Qty by Employee and Date
[=] Farms

E5 Sales Analysis Subform for Home Chart
[=] Reports

Mone

[l Ignored Cbjects

[El Unsupported Objects
D Query: Product Transactions

Help
£ WARNING: Some objects were ignored
@ Things that cause dependencies

Each object in turn has other objects depend on it are shown by clicking the small (+)
sign beside the objects listed. You can track the hierarchy of every object that you
analyze in the database. Similarly, you can view the objects that the Employees table is
dependent upon by clicking the “Objects that | depend on” radio button at the top of the
Object Dependencies pane.
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Splitting a Database

There may come the time when it is worthwhile to split a database. If your database file
is becoming too large to handle at once or if you want to split it for logistical purposes,
Access 2007 includes an option to split a database into two portions: one containing the
tables and the other containing queries and forms.

First, click the Access Database command in the Database Tools ribbon:

=R U
| g
Sl Arces
Server Datab

Miowe Data

Access Database

plit a database into two files: one
containing the tables and ane
containing the queries and farms,

Before splitting your database, it is recommended you create a backup copy first. You
must also close all open database objects. Click the Split Database command to start
the database splitter:

- 'y

Database Splitter

This wizard moves tables from your current database to a
new badi-end database. In multi-user environments, this
reduces netwark traffic, and allows continuous front-end
development without affecting data or interrupting users.

It could be a long process. Make a badwp copy of your
database before splitting it.

Would you like to split the database now?

Cancel
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Access will first prompt you to create the back-end database (which contains the
tables). Give the file a name and click Split:

Create Back-end Database @
Save in: |E] My Database V| @ ~ 8| K Ca |j z
._2 @My Sample Database]
My Recent
Dacurnents
,—r[‘:
Desktop

&

My Documents

&

My Computer

My Metwaork,
Flaces

File ame: | njorthwind 2007_be v |

Save as bype: |Miu:ru:usu:uFt Office Access 2007 Databases w |

[ Split l[ Cancel ]

After a few moments, the database will remove the tables from the source file and save
them in the back-end database. All of the tables, if viewed in the objects section of the
database, are shown as linked to the back-end database:

all Access Objects | %
Tables
=] Customers

b

| Employee Privileges
+E= Employees
+E Invento ry Restocking

| Inventaory Restocking Details

| Inventary Transactions
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Database Replication

Although Access 2007 does not take direct advantage of database replication, the role
of replication and its place in the world of databases is worth mentioning. Like the name
suggests, a database is copied and stored somewhere else.

It is important to understand that replication is not creating a backup. A backup is
merely a snapshot in time, and something that will (hopefully) be made and never used.
With replication, a database is indeed copied and placed in one or more other locations,
only the copies play an active role in how the database works.

Consider a database with one ‘master’ copy and two ‘slave’ replicated copies. Any work
done to the database is done on the master copy. New tables, updates, deletions, and
other maintenance work are done first on the master, and then done again on each
subsequent replication. However, when it comes to a query, the replicated copies each
kick in part of the query results together with the main query. The result is a more
complex yet much faster way of querying a database. The big advantage of database
replication is that should the master suffer a complete shutdown, there is at least one
identical backup copy ready to be restored once the problem with the master location
has been fixed.
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Section 6: Review Questions

oNwp

oOow oOow

Dnwp

When analyzing a database using the Performance Analyzer, which types
of objects do you have access to?

All objects

Queries, Forms, and Reports

Macros and VBA code

Tables only

Which of the following statements best describes what the Object
Dependencies view will show you?

All objects created because of one object

All objects that rely on information in that object

All the objects that one object depends on

Both B and C

Splitting a database will:
Place all tables in one file, and all other objects in another file
Cuts the file size down the middle and creates two halves
Places all table data on a SharePoint server
Places all macros and VBA code in a Trusted Location

What are the different file formats that Access can use to save a file?
Access 2007 only
Access 2002, 2003, 2007
Access 2004 and 2007
All versions since Access 2000
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SECTION 7: Security Fundamentals

In this section you will learn how to:
= Use a password to secure the
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The Trust Center

The terms computer security, identity theft, and privacy are being used more and more
all the time. There are a few bad apples out there that like to create viruses and
spyware for the purpose of disrupting day-to-day business. The Microsoft Windows
family of operating systems, as well as a number of third-party developers, work hard
every day to keep your private and sensitive data safe. So to does the Office 2007 suite.

In this lesson we will explore some of the measures taken by Access 2007 to keep your
computer and yourself from being a victim of an attack or being disrupted while you
work.

Warnings You May See when Opening a Database

If you recall the last Step-By-Step exercise, we encountered a warning stating that
Access has prevented a file from being opened because of the security settings that
have been enabled on your computer:

@ Security Alert Due to your security settings, certain content in the database has been disabled Enable Content... Trust Center...

You might also run into other warnings that state Access cannot perform a certain
action because a non-standard operation was encountered or some part of the
database file seems to be missing. It is possible that the following warning might appear
not because a problem was detected, but because a certain section of the database
might not be fully constructed:

Microsoft Office Access @

The expression On Mouse Move you entered as the event property setting produced the following
error: The expression you entered has a function name that Microsoft Office Access can't find.

\]}) * The expression may nok resulk in the name of a macro, the name of a user-defined function, ar [Event

Procedure].
* There may have been an error evaluating the function, event, or macro.

Show Help ==

Don’t panic! These warnings are designed to protect you, not scare you. Should you
encounter messages like the ones above, think why it may have occurred. If you
received the file from someone else, tell them you have encountered a problem before
opening the file. If you are unsure about the file, contact your organization’s IT
department for help; they may be able to diagnose your problem and provide a solution.
It may even be that your security settings are a bit too high for this application (which is
not always a bad thing). We will discuss what to do in situations like this in this lesson.
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Enabling Content

If you are sure the file you are opening is safe, or you trust the person it came from,
simply click the Enable Content button in the bar that appears under the ribbon:

@ Security Alert Due to your security settings, certain content in the database has been disabled | Enable Content... | | Trust Center...

Doing so will show the Trust In Office dialogue box:

Tirust In Office

Security Alerts

File Path: C:\...ess2007f Exercise Files\Section 1V0ffice Online Lessan 1.2 Template accdb
Access has disabled potentially harmful content in this database,

If you trust the contents of this database and would like to enable it for this session only,
dick Enable this content.

Warning: This content does not have a digital signature. The origin of this
content cannot be verified.

Maore information

() Leave this content disabled (recommended)

@& nt:

[ OK ][ Cancel ]

Open the Trust Center

In the picture above, Access gave you a warning because it could not identify who
made the file. This does not necessarily mean that it came from an untrustworthy
source; perhaps whoever made the file did not bother to apply a digital signature
(described in the next section) or security certificate. If you are sure the content is safe,
simply click the Enable this content radio button and then click OK. The file will then
open normally.
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Assigning a Password to your Database

To set a password, a file must first be opened for exclusive use. To do so, close any
open databases and then click Office Menu - Open. Browse to the database file you
wish to open. Instead of clicking Open, click the small pull-down arrow attached to the
Open button and click Open Exclusive:

r
1
i -
]
@
|

41

|5 Open v] [ Cancel ]I

Open
Open Read-Only
7 Open..

ﬁ Open Exclusive
ri

e Open Exclusive Read-Only

Then, open the database file you wish to protect. Click the Database Tools tab, and
then click Encrypt with Password in the Database Tools section of the ribbon:

Database Tools | fm—
. §| Property Sheet ,é Database Documenter || =iy q 1 '5';3 Switchboard Manager =
55 g | )

Object Dependencies :,__'—_'IAnalyze Perfarmance |'|_* Encrypt with Password

‘elationships . SQL Arcass b Make
essage Bar yﬂ Analyze Table Server Back-End ; Add-Ins ~ ACCDE
Show/Hide Analyze Move Data —P Database Tools

When the Set Database Password dialogue box

appears, type the password you want to use in the

P d: . . L . .
P Password field, then type it again in the Verify field:
Werify:
] Should you need to remove the password, click the
o ] [ concd ] Database tools tab again and click Remove
Database Password and Encryption:
Database Tools
__é Database Documenter =l d L3 'E__:j- Switchboard Manager S
. ﬁ s g - .
Icies —_-_E'IAnaIyze Performance [ Remove Database Password And Encryption
- SQL Access Linked Table Make
y"ﬂAnalyze Table Server Back-End Add-Ins ~ ACCDE

Analyze Move Data Database Tools

Then, enter the password a final time to confirm the removal of the password.
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