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Objectives

e Describe databases and database
management systems

e Start Access

e Describe the features of the Access
desktop

e Create a database
e Create a table and add records
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Objectives

* Close a table

 Close a database and quit Access
 Open a database

e Print the contents of a table

cess Project 1: Creating and Using a Database



Objectives

e Create and use a simple query
e Create and use a simple form
e Create and print a custom report

 Design a database to eliminate
redundancy
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Access Database

e Creating a database Is a two-step process:

— Build the structure and saving the table
— Add records to the table (p. AC 22)
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Starting Access

* Click the Start button on the Windows
taskbar, point to All Programs on the Start
menu, and then point to Microsoft Office
on the All Programs submenu

e Click Microsoft Office Access 2003

e |f the Access window IS not maximized,
double-click its title bar to maximize it
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Starting Access, (p. AC 7)

B Microsoft Access EN Englis ! ommriand _ FTools B T |Z||E||z|

Type a question for help =

B e Oniine

*  Connect to Microsoft OFfice
Online

* Get the latest news about using
Access

+  Automatically update this list
fram the web

Mare. ..

Seatch For:

| |

Example: "Print more than one copy™

Ope
[ Open...

] Create a new file. .,

Ready
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Creating a New Database, (p. AC
10)

e 1. Insert a formatted USB flash drive, If
desired

* Click the New button on the Database
toolbar to display the task pane

* Click the Blank Database option in the
task pane, and then click the Save in box

arrow
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Creating a New Database 1.

e Click the New button on the Database window
toolbar; or click the New icon); or click Blank
Database in the Task Panel (p.AC10)

Microsoft Access

| File | Edit ‘“iew Insert Tools ‘Window  Help

Type a question for help |«

] HMew... Chrl+R
|5 open... crito |
el =l ¥l Microsoft Access : New File —
ose : '
: Rl Edit  View Insert L2
.d Save New
: 22 t:l ' = 2] Blark database. ..

‘BI nk data access page.

i ]
IEE- ﬁ uP]t ing existing data.
N F‘]I: ing new data,
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Creating a New Database

e 2. Click the File name text box

 Use the BACKSPACE key or the DELETE
key to delete dbl and then type Ashton

James College as the file name

e 3. Click the Create button to create the
database, p. AC 11
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Click the Create button to create
the database, p. AC 11

ey Imserk  Tools  Window  Help

| e LDISK 2.0 (E2)

V|@'E’l|ﬁ?<ﬁivmal_sv

File name: |.ﬁ.5ht|:|n James College| @|

Save as bype! |Miu:r-:us-:uFt Office Access Database
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Creating a New Database

o 3. Click the Create button to create the database (p
11). The database window appears in the Microsoft

Access window.

i& Ashton James College : Database (fccess 2000 file format) |:||§||g|
Egpen b Design  SHew | K| 2 e

Cbjecks eate table in Design view
] Tables H Create table by using W|2ar|:|
B Queries H Create table by entering data

Forms
Reports
ﬁ Pages
= Macros
gt Modules

Graups

3 Favorites
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Creating a New Database
The Microsoft Access Window (p. AC12-15)

icrosoft Access

le  Edit Wiew Insert Tools Window Help

=R e W NN A EEWE N R AN R N - AR == R

#E® Ashton James College : Database (Access 2000 file format) |:||E||X|
@Qpen Mgesign Sl Mew | X | 8p - em=)iEE

Ohjecks ﬁ Create table in Design view
@ Create kable by using wizard
@ Create table by entering data

ueries

aaaaa
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Creating a Table

e An Access database consists of a
collection of tables. (p. AC 15-17)

Client table

CLIENT z1r AMOUNT CURRENT TRAINER
NUMBER NAME ADDRESS CITY STATE CODE PAID DUE NUMBER
BS27 Blant and Sons | 4806 Park Lake Hammond | TX 76653 $21,876.00 $892.50 42
CE16 Center Services | 725 Mitchell San Julio T 78364 | $26,512.00 | $2,672.00 48
CP27 Calder Plastics 7300 Cedar Lake Hammond | TX 76653 $8,725.00 $0.00 48
EU28 Elba's Furniture | 1445 Hubert Tallmadge TX 77231 $4,256.00 | $1,202.00 53
FI28 Farrow-ldsen 829 Wooster Cedar Ridge TX 79342 $8,287.50 $925.50 42
FL93 Fairland Lawn 143 Pangborn Lake Hammond | TX 76653 $21,625.00 $0.00 48
HN83 Hurley National | 3827 Burgess Tallmadge X 77231 $0.00 $0.00 48
MC28 Morgan-Alyssa 923 Williams Crumville TX 76745 $24,761.00 $1,572.00 42
Ps82 PRIM Staffing 72 Crestview San Julio X 78364 | $11,682.25 | $2,827.50 53
TE26 Telton-Edwards | 5672 Anderson | Dunston X 77893 $8,521.50 $0.00 48
\
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Creating a Table

e 1. Click the New button on the Database

window toolbar (p. AC17)

t Edt Yiew Insert Took lfindow Help  Adobe PDF

¥E ACC1 ; Datatase (Access 2000 file format) |ZHE||X|
(5 oren B hesion E| X [0 = gE
COhjects \ Create tablé in Design wiew
| ] Tahles w fable by using wizard Mew Table
@ Cilicties Create kable by entering data
3 Forms
Reports
‘lhﬂ Pages
2 Macros
¢2%  Modules
Groups
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Creating a Table

o 2. Click Design View and then click the OK

button (p. AC 18)

Hew Table

Datasheet Yiew

7 Table Wizard
= Irmport Table

Link Table

i_reake a new table in Design
e,

QK | | iZancel
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Creating a Table

e 3. Double-click the title bar of the Tablel :

Table window to maximize the window
(AC 18)
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Creating a Table

Microsoft Access - [Table1 : Table]

i ] Fle Edit Wew [nsert Tools ‘Window Help

HERAN Kie WF= MR AP WEEW VI RN R A=A K.Y

Field Mame Data Type

Type aquestion for help = _ &

Description

EEEEE e

Figld Properties

<

General | Lookup |

Design view, F6 = Switch panes. F1 = Help.

iy start B Ashton James Colleg, .. B Tablel : Table
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Defining the Fields in a Table

1. Type Client Number (the name of the first
field) in the Field Name column and then press
the TAB key (p. AC 19)

e 2. Because Text Is the correct data type, press
the TAB key to move the insertion point to the
Description column
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Field Mame

Twpe a gqueskion For help

Description

| | Client Mumnber

Field Properties

@eneral | Lookup

Field Size

Farmak

Inpuk Mask,

Caption

Default Yalue
Yalidation Rule
Walidakion Text
Required

Allows Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Smark Tags

=0

i

Yes

Mo

Yes

Mo Control

Mone

Desian view, F& = Switch oanes, F1 = Helo,

The data bype determines the kind of walues that users can skore in
the field. Press Fl For help on data types,
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Defining the Fields in a Table (AC
19)

e 2.type Client Number (Primary Key) as

the description, and then click the Primary Key
button on the Table Design toolbar
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Microsoft Access - [Table1 : Table]

Tools

Data Tvpe

Windo

't W Clienk Numbr

Text

Type a queskion For help

Description

Field Properties

General | Laokup |

Field Size

Farmak

Inpuk Mask,

Caption

Default Yalue
Yalidation Fule
Yalidakion Text
Required

Allow Zera Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Smark Tags

=0

Mo

Yes

Yes (Mo Duplicakes)

Yes

Mo Contral

Mone

Design view, F& = Switch panes, F1 = Help,

The field description is optional. It helps wou describe the Field and is
also displaved in the status bar when wou select this Field on a Farm.
Press F1 faor help on descriptions,
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Defining the Fields in a Table

e 3. Press the F6 key (p. AC 19-20)

e 4. Type 4 as the size of the Client Number
field (p. AC 20; Field Size, Fig. 1-16)

—
Field Properties
Genera I Lookup
Field Size & | Field Size should be 4
Farrnak
Inpuk Mask,
Zaption
Default Yalue
YWalidation Fule
Yalidation Text
Required Mo
Allow Zera Length s
Indexed Yes (Mo Duplicakes)
Unicode Compression Yes
IME Mode Mo Conkral
IME Sentence Maode Mone
Smark Tags
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Defining the Fields in a Table (AC
19-20)

* 4, Press the F6 key to return to the
Description column for the Client Number
field, and then press the TAB key to move

to the Field Name column in the second
row
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Defining the Fields in a Table (AC
19-20)

Microsoft Access - [Table1 : Table]

: | File Edit Wew Insert  Tooks  Window  Help

N =A™ Wie W W W A EEN:

Field MName Daka Type
% [Client Mumber Text Clienk Mumber (P Primary Key
Al
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Defining the Fields in a Table

e 5. Use the techniques illustrated in the
previous four steps to make the entries
from the Client table structure shown on
the following slide, up through and
Including the name of the Amount Paid
field (p. AC 20)
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e

Fig. 1 —10a, p. AC 15

DATA FIELD PRIMARY

FIELD NAME TYPE SIZE KEY? DESCRIPTION

Client Number Text 4 Yes Client Number (Primary Key)

Name Text 20 Client Name

Address Text 15 Street Address

City Text 15 City

State Text 2 State (Two-Character
Abbreviation)

Zip Code Text 5 Zip Code (Five-Character
Version)

Amount Paid Currency Amount Paid by Client This
Year

Current Due Currency Current Due from Client
This Period

Trainer Number Text 2 Number of Client's Trainer

Structure of Client table
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B Tablel1 : Table

Field Mame Daka Type Descripkion ~
% | Client Number | Test | Client Number (Primary Key) =]
Marme Text Client MName e
Address Text Strect Address
City Text ity _
State Text | Skate (Two-Character Abbreviation)
Zip Code Text | Zip Code (Five-Character Yersion)
Armnount Paid Text
2
]

Field Properties

General | Lookup |

The field description is optional. It helps vou describe the Field and is also displayed in the status bar when
wou select this Field on a form, Press F1 For help on descriptions,

ess Project 1: Creating and Using a Database 28




Defining the Fields in a Table

e 5. Click the Data Type box arrow (p. AC 20)
e 6. Click Currency and then press the TAB key

B Table1 : Table

Field Narne Data Type Description ~
5 [ Client Number Text Client Murnber (Primary Kesy) =
| |Mame Text Client Marne: T
| |Address Text Street Address
| | City Text ity
| |State Text State (Two-Character Abbreviation)
| |Zip Code Text | Zip Code (Five-Character Version)
[ #] Amount: Paid Text| v
| | Text
| | Mero
|| Mumbey
N Diate) Time:
1 Autohurmber
|| Wes/Mo
|| OLE Ohject

Hyperlink.

Lookup Wizard. ..

Field Properties

General | Lookup |
Field Size 50
Format

Input Mask.
Caption
Default Yalue
Validation Rule
alidation Text

The daka bype determines the kind of values that users can skore in the field. Press Fi For help on data

Required Mo brpes,
Allow Zero Length Ves

Indexed ‘es (Duplicates OK)

Unicode Compression Yes

IME Mode Mo Contral

IME Sentence Mode Mone

Smart Tags
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Defining the Fields in a Table

e 6. Make the remaining entries from the
Customer table structure shown on the
following slide (p. AC 20)
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Figure 1-109, p. AC 20

Microsoft Access - [Table1 : Table]
::E|_' File Edit Wiew Insert Tools ‘Window Help Type a quastion for help = 2 & X

9 - o

Field Mame Data Type

Description [
% | Client Mumnber Texk Clignt Murmber (Primary Key) =
|| Mame Text Clienk Mame -
| |Address Texk Street Address
[ Ciky Texk Ciky
| |5tate Texk Skate (Two-Character Abbreviakion)
| |Zip Code Text Fip Code (Five-Character Yersion)
| [Amount Paid Currency Amount Paid by Client This Year
[ Current Due Currency Current Due From Clignt this Period
| | Trainer Mumber Text Murnber of Client's Trainer]
[ Il
Field Properties
General | Laokup |
Field Size 50
Farrak
Inpuk Mask,
Zaption
Default Yalue
Yalidation Rule The field description is optional. It helps wou describe the Field and is
validation Text also displaved in the status bar when wou select this Field on a Farm.
Required Mo Press F1 For help on descriptions.,
Allow Zera Length s
Indexed Mo
Unicode Compression Yes
IME Mode Mo Control
IME Sentence Maode Mone
Smark Tags
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Defining the Fields in a Table
ﬁ

DATA FIELD PRIMARY
FIELD NAME TYPE SIZE KEY? DESCRIPTION
Client Number Text 4 Yes Client Number (Primary Key)
Name Text 20 Client Name
Address Text 15 Street Address
City Text 15 City
State Text 2 State (Two-Character
Abbreviation)
Zip Code Text 5 Zip Code (Five-Character
Version)
Amount Paid Currency Amount Paid by Client This
. Year
Current Due Currency Current Due from Client
This Period
Trainer Number Text 2 \ Number of Client's Trainer
\ AN J
N\ |

Currency Field Size is
automatically assigned (AC 17)
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Correcting Errors In the Structure,
p. AC 21

 \When creating a table, check the entries
carefully.

e Correct errors using the backspace key if
In the field; clicking the entry and
correcting; clicking the row selector and
deleting an unwanted field; highlighting a
field and clicking Insert to add a field

e The primary key can also be corrected.
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Correcting Errors In the Structure,
p. AC 21

 \When creating a table, check the entries
carefully.

e Correct errors using the backspace key if
In the field; clicking the entry and
correcting; clicking the row selector and
deleting an unwanted field; highlighting a
field and clicking Insert to add a field

e The primary key can also be corrected.
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Closing and Saving a Table

e 1. Click the Close Window button for the
Tablel: Table window (Be sure not to click
the Close button on the Microsoft Access

title bar, because this would close
Microsoft Access) (AC 21)
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Closing and Saving a Table

e Click the Yes button in the Microsoft Office
Access dialog box, and then type Client as the

name of the table (AC 21)
e Click the OK button in the Save As dialog box

¥ Microsoft Access - [Table1 : Table]

i ] File Edit Wew Insert Tools ‘Window Help
AR =R Save fAs

RN I NI N A e WL N R

Field Mame | Data Type | Descripion

|7 | Client Mumber Text Client kumber (Primary Eey)
| [Name Text Client Mame

Address Texk Street Address
8 cey = = Table Mame:
| |State Text State (Two-Character Abbreviation) l::lk:
| |ZipCode Text Zip Code (Five-Character Version)
|| amount Paid Currency Amaount Paid by Client This vear E'hlE' 1
| [Current Due Currency Current Due From Client: This Period
| B| Trainer Mumber Text Mumber of Client's Trainer ':EI n l:El
=i Microsoft Office Access

General | Lookup |
Field Size 2 fas Mo Cancel
Farmat [ ] [ ] [ ]
Input Mask
Caption
Default Yalue
‘alidation Rule The field description is optional.
walidation Text also displayed in the status bar Tahble MEIFI'IE 8
Required Mo Press F1 for b

Allow Zero Length ‘fes |C||E|-It|
Indexed No

Unicods Compression Yes l:al‘u:El
IME Mode Mo Corntral

IME Sentence Mods None
Smart Tags
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osing and Saving a Table

Microsoft Access - [Table1 :

i) Fle Edi Wiew Insert Tools Window Help Type a question far help
HERAN" e W= MR AP WEE - I R
Field Mame Data Type Description [l
% [Client Mumber Texk Client Number (Primary Kew) =1
| |Mame Texk Client Mame =
| |Address Text Street Address
|Gty Text Ciky
| |5tate Text
| |Zip Cade Text Save As
| |Client Type Texk
|| Amount Paid Currency Table Marne:
| [Current Due Currency Client |
| B[ Trainer Number Text
kil b ||

Figld Properties

General | Lookup |

Field Size 50 N
Format bz
Input Mask,

Caption

Defaule value
validation Rule
wWalidation Text

The Field description is optional. It helps yvou describe the field and is
also displayed in the status bar when wou select: this field on a Farm,
Press F1 for help on descripkions,

Required Mo

Allow Zero Length Yes
Indexed Mo
Unicode Compression Yes

IME Mode Mo Conkrol
IME Sentence Mode Mone
Smark Tags

Design view. F6 = Switch panes. F1 = Help.

7 + start B Ashton Ja T B Tablel : Table
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osing and Saving a Table

Microsoft Access - [Table1 :

i) Fle Edi Wiew Insert Tools Window Help Type a question far help
HERAN" e W= MR AP WEE - I R
Field Mame Data Type Description [l
% [Client Mumber Texk Client Number (Primary Kew) =1
| |Mame Texk Client Mame =
| |Address Text Street Address
|Gty Text Ciky
| |5tate Text
| |Zip Cade Text Save As
| |Client Type Texk
|| Amount Paid Currency Table Marne:
| [Current Due Currency Client |
| B[ Trainer Number Text
kil b ||

Figld Properties

General | Lookup |

Field Size 50 N
Format bz
Input Mask,

Caption

Defaule value
validation Rule
wWalidation Text

The Field description is optional. It helps yvou describe the field and is
also displayed in the status bar when wou select: this field on a Farm,
Press F1 for help on descripkions,

Required Mo

Allow Zero Length Yes
Indexed Mo
Unicode Compression Yes

IME Mode Mo Conkrol
IME Sentence Mode Mone
Smark Tags

Design view. F6 = Switch panes. F1 = Help.

7 + start B Ashton Ja T B Tablel : Table
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Adding Records to a Table

e Right-click the Client table in the Ashton James College :
Database window

e Click Open on the shortcut menu

o Type BS27 as the first customer number. Be sure you
type the letters in uppercase so they are entered Iin the
database correctly

 Press the TAB key to complete the entry for the Client
Number field

e Type the following entries, pressing the TAB key after
each one: Blant and Sons as the name, 4806 Park
as the address, Hammond as the city, TX as the state,
and 76653 as the zip code
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Adding Records to a Table

e 1. Right-click the Client table in the Ashton
James College : Database window (p. AC
23)

e 2. Click Open on the shortcut menu
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Adding Records to a Table

Ugopen B Design Smew | X | 2o e .
Objects 2l Create table in Design view
] Tables 2l Create table by using wizard
@ Queries 2H  create table by entering data
Forms
Reports Design Yiew
ﬁ Pages Prink
= Macros Prink Presview
& Modules dde
aroups fery
3 Favorites Save fs...
Export...
— Send To b
Add ko Group »
Creake Shortout, .
Delete
Rename
Properties
Chbject Dependencies. ..
Linked Table Manager
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Adding Records to a Table

e 3. Type BS27 as the first customer

number. Be sure you type the letters Iin
uppercase so they are entered in the
database correctly (p. AC 23)

4. Press the TAB key to complete the entry
for the Client Number field

Microsoft Access - [Client : Table]

:I Fle Edit Yiew Insert Formatk  Records  Tools  Window  Help Type a quaskion for help = 2 & X

LA BN AN AN YR R - R AY Y= =Y

Client Murmber | MNarne | Address | City | otate | Zip Code | Amount Paid | Curren t Due |T
F|Es27] $0.00 $0.00
# $0.00 $0.00
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Adding Records to a Table

* 4. Type the following entries, pressing the
TAB key after each one: Blant and

Sons as the name, 4806 Park as the
address, Hammond as the city, TX as the
state, and 76653 as the zip code (AC 24)

Microsoft Access - [Client : Table]

i ] Ele Edt ‘iew Insert Format Records  Tools  Window  Help Type a question Forhelp [+ o @
HYAI: BN AR NN YR (RN YRR

Client Murmber | MNarne | Address | City | otate | Zip Code | Amount Faid | Curren t Due |T
¥ |BS27 Blant and Sons 4806 Park Lake Hammond Tx fi iz H0.00) $0.00
¥ $0.00 $0.00

ccess Project 1: Creating and Using a Database 43




Adding Records to a Table

e 5 Type 21876 as the Amount Paid amount and
then press the TAB key (p. AC 24)

e Type 892.50 as the current due amount and
then press the TAB key

* Type 42 as the trainer number to complete data
entry for the record

e 6. Pressthe TAB key

e /. Use the techniques shown in the previous four
steps to add the data for the second record
shown on the following slide (p. AC 24)
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Adding Records to a Table

Microsoft Access - [Client : Table]

i ] Flle Edit Wew Insert Format Records  Tools  Window  Help Tvpe a question for help =2 & X

R0~ R SI= NE e AR SEER A RR= N5 7 ill“ffﬁfléﬂh pliE @vl@!

Client Murmber | Name | Address | City State | Zip Code Amount Paid | Curent Due |
| |Bs2 Blant and Sons 4806 Park Lake Hamrmand TX 7BB53 §21,876.00 k9250
__|CE1R Center Services 724 Mitchell San Julio T 75364 §26 512.00 $26572.00 .

M| $01.00 $0.00

Client table (first 2 records)

CLIENT AMOUNT CURRENT TRAINER
NUMBER NAME ADDRESS CITY PAID DUE NUMBER

BS27 Blant and Sons 4806 Park Lake Hammond $21,876.00 $892.50 42

CE16 Center Services | 725 Mitchell | San Julio $26,512.00 | $2.672.00 48
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Correcting Errors in the Data (p.
AC 25)

 \WWhen entering data into a table, check the
entries carefully.

e Correct errors using the backspace key if
In the field; clicking the entry and
correcting; clicking the record selector and
deleting an unwanted field; clicking the
New Record button to add a record.
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Closing a Table and Database
and Quitting Access

e Click the Close
Window button for the
Client : Table window

 Click the Close
Window button for the
Ashton James
College : Database
window

* Click the Close button ..
for the Microsoft '
Access window
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Opening a Database

e Start Access

e If the task pane appears, click its Close
button

e Click the Open button on the Database
toolbar

Access Project 1: Creating and Using a Database

48



Opening a Database

e Click the Look in box
arrow and click the
source

e Click Ashton James s
College '

e Click the Open button ||.%.
in the Open dialog e | et ]
boX

") 1Lz am

ess Project 1: Creating and Using a Database 49




Adding Additional Records
to a Table (p. AC 28)

e 1. Right-click the Client table in the Ashton
James College : Database window, and
then click Open on the shortcut menu

 When the Client table appears, maximize
the window by double-clicking its title bar

e 2. Click the New Record button
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Adding Additional Records
to a Table

I Microsoft Access - [Client : Table]

——

Client Number
» | 5 ‘Blant and Sons 4806 Park

CE1B Center Services 725 Mitchell

: . A ES
Chent Number (Primary Kewv)
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Adding Additional Records
to a Table
* Add the remaining records shown on the

following slide using the same technigues
you used to add the first two records

e Click the Close Window button for the
datasheet
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Adding Additional Records
to a Table

Figure 1-10b, p. AC 16

CLIENT FAlY AMOUNT CURRENT TRAINER
NUMBER NAME ADDRESS CITY STATE CODE PAID DUE NUMBER
CP27 Calder Plastics 7300 Cedar Lake Hammond | TX 76653 $8,725.00 $0.00 | 48
EU28 Elba's Furniture | 1445 Hubert Tallmadge ™ 77231 $4,256.00 | $1,202.00 | 53
FI28 Farrow-ldsen 829 Wooster Cedar Ridge ™ 79342 $8,287.50 $925.50 | 42
FL93 Fairland Lawn 143 Pangborn | Lake Hammond | TX 76653 | $21,625.00 $0.00 |48
HN83 Hurley National | 3827 Burgess Tallmadge X 77231 $0.00 $0.00 | 48
MC28 Morgan-Alyssa 923 Williams Crumville TX 76745 | $24,761.00 | $1,572.00 |42
PS82 PRIM Staffing 72 Crestview San Julio TX 78364 | $11,682.25 | $2,827.50 | 53
TE26 Telton-Edwards | 5672 Anderson | Dunston ™ 77893 $8,521.50 $0.00 | 48
\
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Adding Additional Records
to a Table

Microsoft Access - [Client : Table]

i ] Fle Edt Wiew Insert Formak  Records  Tools  Window  Help Type aquestion for help = - & X

e AR =N N NE TR AR =AY W

b | B

Client Mumber

Address City fip Code Amount Paid | Current Due |1
| |BEET Blant and Sons | 4806 Park Lake Hammond| Tx 7BB53 $21,676.00 $892.50 4
. [CE1B Center Services 725 Mitchell  San Julio Tx 78364 $26 512.00 267200 4
| |CP27 Calder Plastics | 7300 Cedar Lake Hammond| Tx 7BB53 §8,725.00 $0.00 4
| |EUZE Elba's Furniture 1445 Hubert | Tallmadge Tx 77231 $4,256.00 120200 5
. |Fl28 Farrow-ldsen 829 Wooster  Cedar Ridge [T 79342 §3,287.50 92550 4
__|FL93 Fairland Lawn | 143 Pangborn | Lake Hammand T 7653 $21,625.00 $0.00 4
| |HMNE3 Hurley Mational 3827 Burgess  Tallmadge TH FT231 $0.00 $0.00 4
| |MCZE Morgan-Alyssa 923 Williams | Crurmwille Tx TE7 45 $24 761.00 $157200 4
| |PSB2 FRIM Stafiing 72 Crestview  San Julio Tx 78364 $11,662.25 282780 &
__|TEZR Telton-Edwards 5672 Anderson  Dunston TH 77893 $5,521.50 $0.00 4

M| $0.00 $0.00

Record: (WJ(A] 11 @P% of 11 L] i | ]

Client Mumber (Primary Key)
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Using the Simple Query Wizard to
Create a Query (p. AC 34)

e 1. With the Tables object selected and the
Client table selected, click the New Object
button arrow on the Database toolbar
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Using the Simple Query Wizard to
Create a Query (p. AC 34)

Queries are simply questions, the answers
to which are in the database.
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Using the Simple Query Wizard to
Create a Query (p. AC 34)

1. click the New Object button arrow on the
Database toolbar
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Using the Simple Query Wizard to
Create a Query (p. AC 34-36)

o 2. Click Query on the New Object list (AC 35)
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Using the Simple Query Wizard to
Create a Query (p. AC 35)

o 3. Click Simple Query Wizard, and then
click the OK button

Which Figlds do you wank in your queny?

Simple Query Wizard

) (A 1 : You can choase From more than one tabls or guary,
I . \ 1 Tables/Queriss
r 1 [Tabie: Client v
This wizard creates a select query avaiable Fields: Selected Fields:

fFrom the fields wou pick,

[ Ik l ‘) Zancel Zip Code
/ Arnounk Paid

\/ Current Due |
.

Access Simple Query Dialog Box

(/\
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Using the Simple Query Wizard to
Create a Query (p. AC 34)

e 4. Click the Add Field button to add the
Client Number field

e Click the Add Field button a second time
to add the Name field

Ej Add you eank in your query?
E"—]E= - i F|e|d From more than one table or query,
TablesjQueries B Utton
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Using the Simple Query Wizard to
Create a Query (p. AC 34)

e 4. Click the Add Field button a second
time to add the Name field

which figlds do you want in your query?

Y¥ou can choose from more than one table or guery.,

TablesiQueries

Table: Client w
Available Fields: Selected Fields;
address Client Mumber
Ciky Marmne

Skake =

Zip Code C'

Amount Paid |—|

Curren L Due PEss

Trainer Murnber E
Cancel | [ Mext = ] | Einish
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Using the Simple Query Wizard to
Create a Query (p. AC 35)

e 4. Click the Trainer Number field, and then
click the Add Field button to add the
Trainer Number field

Which Fields do wou want in your query?

% % ou can choose from more than one table or query
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Using the Simple Query Wizard to
Create a Query

e 5. Click the Next button, and then type
Client-Trainer Query as the name
for the query (p. AC 36)

Simple Query Wizard

what title do you wank for your query?
Cliert-Trainer Query]

That's all the information the wizard needs to create your
quEry.

Do you wank o open the guery or modify the query's design?

(%) Open the quary to view information.
() Modfy the query design,

[ | pisplay Help an waorking with Ehe query?

T WY
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sing the Simple Query Wizard to
reate a Query

6. Click the Finish button to complete the
creation of the query (p. 36)

/. Click the Close Window button for the
Client-Trainer Query : Select Query

WI ndOW Client Number | MName | Trainer Number| S—
AIBS27 Blant and Sons 42 | =13
CE']E CEntEF SEWiCES -"-1-8 wpe a question for belp =
CP2Y Calder Plastics 48
ELE Elba's Furniture 53 e
FI2a Farrow-ldsen 42 -

FL93 Fairland Lawn 48

HME3 Hurley Mational 48
MC28 Moargan-Alyssa 42
etal FRIM Staffing 53
TEZR Telton-Edwards 48
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Using a Query (p. AC 36-38)

 If necessary, click the Queries object.
Right-click the Client-Trainer Query

e Click Design View on the shortcut menu
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Using a Query (p. AC 36)

F4 Microsoft Access - [Ashton James College : Da

@ File Edit Wew Insert Tools \Window  Help
TAN=AE RN A= NS AR WE=Ri=NE
i e o i

L%Qpen [ Design  Fnew | K | 2o T
Objects Eﬂ Create query in Design view
=] Tables Create guery by using wizard
| = Queries & L% Cpen
-3 Farms |M Design Yiew |
i3 Reports =4 Prink
E Pages IAl Prink Preyview Microsoft Access - [Client -Trainer Query : Select Query] |
§ 1 File Edit Wew Insert Query Tools ‘Window Help Adobe PDF Type a question For help - F X
=2 Macros b | Cut . !
53| Copy ASL R 3
@i Modules = TERAN: R VPR A MR VR Rl R R RN L 1= ¥ = PR |
e Save Az, m— A
roups - t Client g
[3&] Favarites B ooc
Send Ta
Add ko Group
w
Create Shortcut| ¢ A
X Delete ]
Field: | Client Murnber Narme Trainer Mumber
Rename Table: | Client Clignk Clignt
Sark:
| Properties c:tion‘: L ] L
Ohject Depender or
L) >
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Using a Query (p. AC 36)

e 3. Click the Criteria row In the Trainer

Number column of the grid, and then type
42 as the criterion

Marne
Address

Ciky bt
£
Field: |cClient Mumber Mame Trainer Mumber
Table: |cClient Client Client
Sork:
Shioww:
>

Criteria: 42]
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Using a Query (p. AC 38)

e 4. Click the Run button on the Query Design
toolbar
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Using a Query (p. AC 38)

5. Close the window containing the guery results
by clicking its Close Window button

 When asked if you want to save your changes,
click the No button

Microsoft Access - [Client-Trainer Query : Select Query]

@ File Edit Yew Insert Formatk  Records  Tools  Window  Help Typeaquestionfarhelp = _ & X

7RI R E= N AR WEEN=N AN T ill‘@" VOR: G R == RN

Narme

Blant and Song 42
Farrow-ldsen 42
. MC28 Morgan-Alyssa 42
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