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CHAPTER 1

TABLE OPERATIONS AND REPORT

Accessis a powerful relational database application made available by Microsoft Corporation. It is
part of the Microsoft office package. ACCESS enables you to create , organise and manage your
data. Accessis popularly used as backend todl for Visual Basic.

Database is a systematic collection d data and related information. It is an organised selection
which you can easily retrieve. It is an integrated collection d automated data files which may be
related to each other. In Accessdatabase is the wllection of tables, queries, Forms, Reports etc.

Data is unprocessed information. If you nde down the names and addresses of your friendsiit is a
data

Related information is the information stored in tables, queries ,Forms, Pages , Reports, Macros etc.

Relational database is a database where no tables are related bu you can relate them when required.
Relational Database Management (RDBMYS) suppats Client/Server architecture and Distributed
databases. The relationship between tables may be specified at the time of table creation. It suppats
high security . Many tables can be grouped under a database.

Data is organised in tables. A table is collection o data pertaining to specific topic. A single table
contains information in row and columns. The rows are alled records and the columns are called
fields.

A sampletableis asfollows

| 4 Columns |
| rolino |  physics | chemistry maths
+ 1 &0 &0 &0
|t 3 50 &0 80

| AG101 |

There aethree rowsin thistable and 4columns. The wlumns are rollno, physics, chemistry and
maths.

CREATING A TABLE

Let use start pradically by creating the above table
Step 1: Doubleclick onthe ACCESSicon o choose
START->PROGRAM-> MICROSOFT ACCESS

F Youwill get ascreen asfollows.

Microsaft
frcess
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E Microsoft Access

File Edit Wew Insert Tools Window Help Type a question for help =
== < o @,
New File - x
Openafile
student.mdb
dbl.mdb

. = More files,
CI ICk here New ey e

Blark Database

Blank Data Access Page

Project (Exist

Project (Mew
New from existing fil

@ Choose file...

. . New from template
Openl ng dl al Ogue box General Templates...
FI G 1.02 @] Templates on Microsoft.com

Step 2 Select 'Blank Database' and name the database & 'STUDENT
Note that ACCESS will assgn the MDB extension automatically to the database. The database can
contain many tables. The following screen will appear.

Doube dick onCreate Tablein design view. We
will see the other options later.

( open [2f) Desian “ghew s

Chbjects Create table in Design view

Tables Create table by using wizard

Create table by entering data

] Queti
e Database Window
8] Forms +—
=) Reparts
@ Pages
& Macros
# Modules
— FIG 1.03
[3] Favorites

Youwill get the following screen

& Table1 : Table

Field Properties
General | Lokup |
Field Size Long Integer
Format.
Decimal Places Auta
Input Mask H
< Format Properties
Default Value 0 The data kype determines the kind of values that users can store in the field, Press F1 For help o
validation Ruls

Validation Text
Required Mo
Indexed Yes (Mo Duplicates)

Type the field names and select their type @& $own in the figure. In the left side bottom window the
property 'indexed' is st to 'Y es(No Duplicates)' only for the 'rollno field. And index makes it easy to
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find ceta in the fields. An index speeds up queries on the indexed fields as well as rting and
grouping operations.

When you are through with defining all the columns just close the table window.
Save the table by name ©studentdetail ©. Youwill see thiame added to the database window.

Step 3 Entering the Data

=/ student : Database [Access 2000 file format)

L open &f Design mmew P Bo - i
Chijecks Create kable in Design view
= Select Tables
Tables | reate table by using wizard K .
B Queries Create table by entering data nght CI ICk on
STUDENTDEZ22L table name
Forms Cpen | and select
B Reports s, Design view open to enter
E Pages % Prink data
2 Macros @_ Print Preview
& Modules b ocu
Copy
Groups
@ Fawotites SIS (o FlG 105
Export...

Right click on the table©s name and select openkill the data into the cells.

ID | ROLLNO | PHY | CHEM |  MATH
] 1 1 &0 50 &0
13 2 2 100 70 Bl FG
] 3 3 80 &0 90|l 106
#| (AutoMumber) 0 1] 1] 0

Do na bather if the ID column is shown on to the table. This is a column automatically inserted by
Access This shows the row or record number. Similarly onextrarow is shown at the bottom.

Close the windov when you have completed inserting the data. Anytime you can right click on the
table name, open the table and Add/Modify the data.

Step 4 Creating aReport.

However | am making it early to create areport. But let us create asimple report from this small
table and youwill find the things easier. Reports provide you an effedive way to present the data..
When we make areport we have a control over how to represent it. Access provides Wizads to
crede reports. These wizards are very helpful and alow to quickly create the report. The data for
reports is taken from the tables however the titles and labels are permanently stored in the report
format.
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g=|student : Database (Access 2000 file format)

g Design fF] MNew
Objects Creats report in Design vis
Tables Create repart by using wizard @ Doule dick
Queties here
Forms
| B repots [¥—_ | Clickon
& pages Reports
2 Maros FIG 1.07
% Modules

Select ©Reportsd® from the left window. Doulde dick on©Create report by using Wizard.©

Report Wizard Report Wizard
which Fieldls do you wd . Which Felds d v t
§ = Move thefldds ich Fields da you want on your repor
'% y . You can choose from . . 4 == ou can choose from more than one table ar query,
with this button =

Tables{Queries

TIOEs/Queries
Table: STUDEWTDETAIL hd [Table: STUDENTDETAIL hd
Available Fields: cted Figlds: Avvailable Fields: Selected Fields:
=] -
>>

D

FIG 1.08
Cancel ‘ Mexk = Einish | Cancel | Mext Einish ‘

The report wizard first screen will appear. Seled the fields one-by one and click on the > symbd. If
you want to select all the fields then you can click on >>. Similarly you can deselct the fields by
clicking on < arrow. We have selected the rollno, phy,chem and math fields.

Report Wizard

What title do you want For your report? Toolb v X
vz scHoOL
Ax ab] [
2eF N R e e e L E R R
= ]
& ROL HY| CCHEM | TMATH
That's all the information the wizard nseds ko create your =
report, =R
Do you wank ko preview the report or modify the report’s @& Moddes
design?
Groups
' Preview the report. @ Favortes s
" Modify the report's design.

I Display Help on working with the report? '

Cancel < Back | Finish

FIG1.09

Go on clicking NEXT button till you get the &ove screen. Change the title to ©XY Z Schod©

Select ©Mdify the Report design© and then click ©Finish© button. Y ou will get the screen as shown.
We want to modify the report because we want to add the total of marks.




ACCESS TO ACCESS 2002 Rajendra Salokhe
Page 5

The report isdivided into 5 sections as follows;

1] Report header

2] Page Header

3] Detail

4] Page footer

5] Report footer.

The detail sectionwill actually hold the values. Make aroom for the page header
J W HEPOFT ASIOcT Toolb = X& = u

- P — i ] +# Report Header
1 XYZ SCHOOL s e
s a1, || XYZ SCHO€E
I SCN T | R P T
£ - | CCHEM] [ MATH)
| |[#petai = = —t
N~ O
<& Modules

FIG1.10 G

Make alittle room into the Page Header section by pulling it down
from the left side with mouse. Y ou can aso move the title to the
centre.

Toolb + X

AatSh [

246 F

e

2 B2 @ f
= B
NOR

ﬂ::ewee/l Draw alahel

FIG1.11

Click on©Labe© or ©Aa®© symbad onthe todbar and draw alabel after OMATHO.
Now in the detail sectionwe want the G culationto take place. So click on ©ab|© or ©Text Box© onthe

tools menu. And draw atext box below the heading © Tot® in the detail section. The text box name &
©Text 160 appearing on the screen may be deleted.

=5 Text Box: Text16

|Text16

Format  [Data l Event ] Other
Control Source a0
IRk askss e
Runming sum o000 Mo

Rightclick ontext [

box [ .

FIG1.12

Pull thislir
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Right Click onthe ©TOTAL® textbox and select ©PropertiesO© . The properties screen will appear.

g Text Box: Text16 File  Edit | view | Insert  Format  Tools  window  Help
|Text1 . ﬂ Labels Design Yiew -’ r
- % (g
Print Prewiews [ ———
InputMask............. Field List
RUNMMGg SUM . v e e s Mo e ot
Tonlbox i
Report HeaderjFooker . —
Change the control = L YZ SE/I
= Toolbars W IEan
source property [ .
e K . .
— ~. o % | |H Select print preview |

type = phy+chem+math into the control sourcefield and close the window.

From the VIEW menu select Print Preview - and you get the report.

XYZ SCHOOL

ROLLNO PHY CHEM  MATH  TOTAL
1 50 i 0 150
2 100 n 20 250
3 a0 a0 0 250
FIG1.14
|« TR (T K |

Anytime you can right click onthe report name and select ©Design View © to change the report
format.

eH student : Database (Access 2000 file format)

@_ Preview g Diesign 4] Mew ‘X Eg e

Objecks Create report in Desian view
Tables Create report by using wizard R .
ight click on
s || DEEEEN o —————— | NG
[& Print Preview the report name
Forms
@ Design Yiew |
%5 Pages X cu
Z2  Macros Copy
&% Modules Ty
Groups Export...
(3] Faworites Send To [ FI G 1.15
add to Group 3
Creake Shorbout, -
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Now that you have ahand onexperience of creaing atable and report we will go abou with alittle
theory. We have chasen NUMBER format for all the fields . However there ae other field types
aso.

FIELD TYPES

TEXT : Text type data @mntains characters , numbers (numbers as character) . Text you can
nat perform numeric operations as addition,subtraction, multiplication etc on the text data .
NAME , ADDRESS, PIN etc. are some of the text types.

NUMBER : NUMBER field is used for calculative data. This is numeric data on which we
want perform mathematical operations. BASIC, DA , GROSS SALARY etc ae some of the
field type which use NUMBER type data.

DATE/TIME : This type is used for storing dates. There are many formats in which dates
can be stored. DATE OF BIRTH , DATE _OF JOINING etc. are some of the date type
datas.

MEMO : MEMO fields are used to store large anourt of data. If you want a note on specific
information then MEMO type is used. Since these fields consume a lot of space the use of
thistypeisrare.

CURRENCY : Thisfield is used for storing numbers related to currency transactions.

AutoNUMBER : AutoNUMBER is automatically added to the access table. ACCESSall ots
a new unique number for each record. This identifies each row and is smilar to row-id.
However any field can be asdgned AutoNUMBER type. In ou previous example ID was
autoNUMBER type which was assgned automatically by access for we did na sded a

primary key.

Yes/No : This field stores only Yes/No values or True/False values. These ae logical values.
e.g. if youwant to indicate weather abill is paid or not then youcan use this type of field.

OLE object : In this field youcan embed objects as pictures, graphs from EXCEL etc. OLE
means Object Linking and Embedding. When youlink an olject this way any change in the
objed form will implement change in the objed embedded.

Hyperlink : You can store an internet link in this field so that clicking on the address the
web page on internet is displayed.

Lookup Wizard : It starts a wizard that places lookyp contraints on the field. The lookup
values may refer to the table, query or the value you enter.
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When we created the above table we opted for ©CBATE TABLE IN DESIGN VIEW® . There are
two ather methods to create a table.

Create table by using wizard.

Create table by entering data.

CREATE TABLE BY USING WIZARD

The wizard shows you the standard table from which you can chocse the required fields. Thisis nat
always giitable but helps you in dedding the fields for your database. However it is very helpful for
both new and advanced developers.

| Table Wizard
Open % Design | Hew e Which of the sample tables listed below da you want to use to create your bable?

After selecting a kable catego

Objects Create table in Design view in your new kable, Your table %I ect f|e| dS LISI ng th| sarrow

4]
B Tables Create table by using wizard sure about 4 field, go shead
= 7]

GuEites Create table by entering data

Sample Fields: ¢ Fields in my new table:

o -
STUDEMTDETAIL Business

Farms &+ Personal

Firsthame

Sample Tables: Lastharne
Spousehanne

Reports

Pages i
Guests

Macros Cateqgories

Household Inventory

Recipes PostalCode
Groups Plants ke R sninn

Modules StateCrProvince

(3] Favotites

FIG 1.16 coneel_|

STEP 1: Doule dick onthe'Create Table usingwizard © and the ©Table© wizard will popup

STEP 2: There are 2 categories ©Business© and ©Persond© . you can choose bath and view the tables
available. Presently we have selected the ©Personal© category.

Table Wizard

‘What do you wank to name your table?

Fiddressed]

" Business Sample Fields: Fields in my new kable:
 Personal C:LdrEnNames & A.ddrassID Microsaft Access uses & sperial kind of field, called a primary key,
Address Firsthame o= o uniquely identify sach racord in a table, Tn the sama way o
Sample Tables: City LasthName T license plate number identifies a car, a primary key identifies a

Address recard,
City
PostalCode

. >
StateOrProvince
PostalCode <
Guests ) Country/Region
Categories Emailaddress Ed
Housshold Inventory

Recipes workPhone
Flanks h \arkEvhaneinn M Rename Field...
| Mexk = | Finish |

2 wix v e

AR
LREER
5 | Hw KK Da you want the wizard ta set a primary key For you?

% Yes, set a primary key for me.

c Mo, Tl set the primary key.

FIG1.17

Cancel |

Cancel < Back Next > Finish

Addtherequired fields into ©Fieldsin new table box© by clicking erarrow.
Click next

STEP 3 : Select name for the table or keep the same name. Click next.




ACCESS TO ACCESS 2002 Rajendra Salokhe

Page 9

That's all the information the wizard needs to creake your table,

After the wizard creates the kable, what do you want ko da?

" Madify the kable design.

&~ EEnter data directly into the tabls,

" Enter data into the kable using a form the wizard creates
for me.

™ Display Help on working with the table.

Cancel ‘ < Back | | Finish |

FIG1.18

STEP 4 : Sincewe do na want to set relation click once more on NEXT button.

Address D | First Marme | LastMarme | Address | City | Postal Code | Email Address
X 1| Ramesh Marayan Chitale Pune 41560 Iyahoo.com

*¥|  (AutoMumber) F1G 119

STEP 5 : Enter data shown as above and more. Close the browser window. Use tab key to move in
the fields.

CREATE TABLE FROM ANOTHER TABLE

If you want to create a table from another table whase structure is same & of the first table you can
use the Copy/Paste commands . By structure we mean what remains of the table when we delete al
the data. i.e. thefield names only.

However you have to remember that some of the properties like primary key properties of the
creded table may not be the same.

Objects Create table in Design view
Tables Create table by using wizard Wi 5
!3_ N s
Queries #| Create table by entering data
_— billd=tai arrange Icons  k
billmaster
B Reports RESULT
% Pages STUDENTDETAL -
o e Impart...
acras o
fls| “PeEn 5
+H Link Tables...
4 Moddles [f  Design View =
& print |E Paste |
& Print Presiew Relati i
=5 Relationships...
¥ ocu FIG1.20
Copy | E Yisual Basic Editor

Y ou will be asked for the new table name and the same will be shown in the database window. You
can doule dick onthe nameto open thetable. It isrequired that the data entry shoud be dore.

This option can be used to copy all datai.e ‘ Structure and Data * or append the data to the existing
table. i.e Add dcata of the aurrent table to the isting table.
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Use COPY ,
PASTE to create
table with same
structure

FIG1.21

CREATE TABLE BY ENTERING DATA.

STEP 1 : doule dick on©Crede Table by enténg data© . (refer step 1 above)

Changing the name
of the alumn.

FIG1.22

STEP 2: You will be required to change the field names. Right click on Field1 choose Rename and
rename the field as Rollno. Similarly rename other fields as Name , Address, City , Pin and Dob.

STEP 3 : Close the window and save the table. Name the table ©studentmaster©

FIG1.24

STEP 4 : Answer YES for primary key. Your table is now saved.

The primary key and ather key concept is explained in chapter 4.
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ENTERING AND EDITING DATA

You reed to perform certain basic operations on the data &

Entering/adding Data
Modifying/ Changing Data
Deleting Data
Inserting anew field
WeW|II see some avanced operations later.

ENTERING DATA :

There ae three ways to enter data

1. In Datashed view
2. UseEdit mode
3. Use Data entry mode.

ENTERING DATA IN DATASHEET VIEW :

We want to enter data into our ©studentmaster© table. We have naot set the field types of this table
properly. So open the table in Design view by right clicking on the table name and selecting ©Design
View ©.

FIG1.25

Change the Data Type of rolinofield to NUMBER

Change the Data type of DOB field to DATE/TIME.

Change the format of DOB to Medium Date or short date .

Short date has a format "dd/mm/yyyy’ eg . 19062006 . Medium date has a format '19-JUN-
2006
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the windows control panel. Select English(U.K.) type there.

Lookfor thisiconin
windows control panel.

\

FIG1.26

Right click onthe table name and click on ©Open®© . The table wilpen in the data sheet view. Thisis

similar to Excel workshest.

FIG1.27

Similarly complete the table with other values. Note how date is entered.

There is abox at the bottom which is cdled record selector box, Y ou can navigate the sheet with the
buttons to move on the first record, last record, next

help of various buttons on this box. There are
and preceding record.

-

The record number box

N

New record buton

You can also use the following shortcut keys

Enter or Tab Move to the next field
Shift+Tab Move to preceding field

Page up Up one screen

Page Down Down ore screen

home first field in the arrent record
Ctrl+Down Arrow Go to last record

End Last field in the aurrent record
Ctrl+End Last field in the last record
Ctrl++ Add rew record

Ctrl+- Delete aurrent record

F2 Insert on/off

Shift+F2 Open zoom window
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ENTERING DATA USING EDIT MODE :

FIG1.28

Click onthe New Record buton . A new record will be alded at the end o the table.

ENTERING DATA USING DATA ENTRY MODE

FIG1.29

Click onrecords menu and seled ©Data Entry© . Only new added record is shown.
Usetab key to movein the fields.

Our studentmaster table now has the following data. Do not bother abou the ID field.

FIG1.30

DELETING A RECORD

Click here FIG1.31
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Click onthe record seledor column of the record to be deleted.

Click on DELETE RECORD button or simply press the delete button . A confirmation box will
appea. On confirming the record will be del eted.

<4— | Right click onthe record
seledor to get this menu.

FIG1.32

Or you can Right Click on the record and select ©Delete record © from the pogp.

DELETING MULTIPLE RECORDS

Click the record selector for the first record . Then select a group d records by holding down the
shift key. Pressdelete when the selectionis over.

INSERTING A NEW FIELD
If you have forgotten to add afield or you decide to add afield later on, this can always be done.

Click
‘\\ on

insert
rows FIG 1.33

In the designview click on the row selector below which youwant to add a new field.

Click on©lnsert Row®© button as shown in the éowe figure.
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<4— | Blankfieldisinserted

FIG1.34

A new blank field will be inserted. Name it addressl. Close the windowns Now feed data in all
addresdl fields by opening the table.

HIDING THE COLUMNS

STEP 1 : Select the wlumn or columns youwant to hide.

FIG1.35

Clicking onthe field selector will seled
the entire alumn.

STEP 2 : Right Click onthe selected column or choose FORMAT-> Hide Columns menu.

STEP 3 : The oolumn will be hidden.

Select hide

Columnsto hide
a lumn FIG1.36

STEP 4 : Youcan unhde the awlumn from FORMAT-> Unhide columns.

The unhide dialogue box will appear. Check the name of the @mlumns you want to urhide.
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Unhide olumn
<«—1— | didogue box

FIG1.37

The ID column will be unhidden.

FREEZING THE COLUMN

Sometimes you want that a particular column shoud be always siown. Our table is nat long enough
to go beyond the screen. If it goes out of the screen then the left most columns will not be shown.
This case you can freezethe column. The process for freeang the column is similar to hiding. You
can right click onthe wlumn and choose Freeze

MOVING THE COLUMN

Moving the olumn is not necessary always because you can use reports to view the data in any
manner you wish. However for browsing purpose or for editing the data you reed that the certain
columns are together. Y ou can move the wlumns to required pasition in following way. It is obvious
that the datais also moved.

STEP 1: Select the wlumn by clicking on the name..

FIG1.38

STEP 2 : With mouse drag the column iconto required place

Drag ->

FIG 1.39

STEP 3 : Release the mouse.
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FIG 1.40

In the @ove example the PHY column has moved to the right of CHEM.

RENAMING THE COLUMN

Sometimes we want that the name of the field shoud be dhanged. If you change the name of the field
the datain that field is retained i.e. the datais not lost.

STEP 1 : Select the alumn by clicking at the column header. Right click onthe alumn.

FIG1.41

STEP 2: Type PHY SICS as the name. The alumn name will change to PHY SICS.

REPLACING DATA

Data replacement help you to change a particular occurrence of the data with ather value. Suppaing
you enter MUM in place of MUMBAI while entering the data then you can change dl the
occurrence of MUM with MUMBAI through this replacement method

The options like "Replace dl' are dangerous as they do nd give you an oppatunity to correct the
error you make. You have to be douly sure when you wse this option. Finding the next occurance
and replacing is always the safer option
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FIG1.42

STEP 1 : Select the alumn in which the datais required to be replaced.

STEP 2 Select REPLACE from EDIT menu.

FIG1.43

Replacing Pune
with Mumbai

STEP 3 In find and replace box the value Puneis shown. Thisisto be replaced with Mumbai so type
Mumbai after ©Ralace with©

STEP 4 Click on©Replacall© so thatll the occurrences of ©Pune © will be replaced with ©Mumba©

STEP5 Again replace the values to Pune & original.

FIG1.44

You can aso usethewild cart to sear ch field values . Some of the examples are & below

Example What it matches Sample find

p* values starting with P Patekar , Punekar

*Kar Values ending with kar Karmarkar , Chiplunkar
D?e One daracter for ? Date, Dite

Jaio]n Oneof aio Jan, Jin, Jon

P[x-Z] Range Px, Py, Pz

A# Number in placeof # Al, A2 A3etc




ACCESS TO ACCESS 2002 Rajendra Salokhe
Page 19

DEFAULT VALUES

Sometime we need that the table field should accept a default value . Which means when we add a
record the field shoud be filled with this value automatically. We have to specify the default values
in the Table design view.

STEP 1: Right click onthe table name . Chocse Design View.

STEP 2: Click in the City field.

STEP 3 : In Genera Tab (Left down window) . Type Pune in default value.

Any new record you will add will have the default value ©Pune®©. Y ou may changeit if required.

Default value for afield

FIG 1.45

You can also use VB functions for specifying default values. As DATE() will put current date as
default valuein the field.

INPUT MASK

Inpu masks are useful to dsplay the field values in required formats. Input masks work only on
character and date fields. As you can dsplay PIN as 415605 with the help of input mask. We have
earlier used a©Medium Date © mask for the date field.

Input mask consists of literal display characters as parentheses, periods, and hyphens and mask
characters that specify where data is to be entered as well as what kind d data and how many
characters are dlowed.
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FIG 1.46

Click here

e

STEP1 : Open the table ©studentmasteri@ design mode. Click on the PIN field. Click on©...© shown at
Input mask. You can chaose the standard mask or design your own. Click on edit-list if you do nd
find the masks suitable.

FIG 1.47

STEP2: Click onthe add new record button. Which has a symbad as >* . In the Customise input box
wizard.

Input Mask

FIG 1.48
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STEP 3 : Type PIN in the description. ©99®990 as Input mask. ©_© axelholder. In sample data
type 415-605. Keep the mask type Text/Unbound Click on ©Close© . Then select the ©PIN© mask and
click ©FINISH®O.

STEP 4: Thetable studentmaster will use this mask for PIN field.

ﬁ

Field wsing
input mask

FIG 1.49

The following charaders can beincluded in the inpu mask.

Function

@)
0
2
8
@

number from 0 to 9, no +/- signs

0 to 9and space

Optional number, space and +/- sign

Letter required A-Z

optional letter

letter or number

optional letter or number

character gets converted to lowercase

VIA| o[> #|o|lo

character gets converted to upper case e.g>LL

Let ustake abreak here and dosome exercise.
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EXERCISE

Exercise 1: Create a table (Employee Table) with following fields . Enter values and rint report.
EmployeeNo

BasicSalary

DA

GrossSalary

Deductions

NetSalary

NetSalary will be clculated as GrossSaary - Deductions
Question 1 How can youcreate anew table?

Question 2: How do you rename the field ?

Question 3 How can youadd a new field to existing table ?
Quetion 3 What are the variousfield types ?

Question 4: How can you replace datain the table ?
Question 5: What are input masks ?

Question 6: What are default values ?

Question 7: How can you dlete arecord ?

FOR COMPLETE BOOK CONTACT US THROUGH OUR WEBSITE

http://www.qgeocities.com/arutacomp/

or

ar utacomp@r ediffmail .com

other books:
AutoCAD 2007
Visual Basic 6
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