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Getting Started with Microsoft Office Access

New Blank Database

| clicked on blank database and then went over and gave it the name Inventory.accdb.
Next | will hit the create button. \

b
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Students \
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Enm " More on Office Online:
ca Oniine Downloads

Training | Templates

What's new in Access 20077

'_E The new Access 2007 contains more powerful tools to help you quickly # Getthe latest content while working in the 2007 Microsoft Office system
track, report, and share information in a manageable environment. Learn # Guide to Access 2007 User Interface
more about the new features and improvements. . N
® Organize all your objects using the new, easy access Mavigation Pane

Automatically update this content from Office Online

~
~-~—} [(geate | [ concel
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\ Blank Database

Create a Microsoft Office Access database that does

not contain any existing data or objects.
* File Name:
|In\renbary|. accdb | =

C:\Wsers\Pris\Documents),

Learn more
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@ HESRC ) 7 | Table Tools | Inventory : Database (Access 2007) - Microsoft Access l = ‘ | P
St

Data Type: = |:| Unigue
= I:‘ Is Required

Formatting

i %ﬂ &' Insert
' Delete
d, isting Lookup
-
Fields & Columns
All Tables ‘ |«

Tablel 2

= Table1: Table \ *| {New)

Home Create External Data Database Tools I‘ Datasheet ||
==
=
View | Relationships Object
= Dependencies
Views Relationships

This is not the presentation of the table structure that | want to use so | go and
click on view and it asks me for a TableName.

Record: W < | [+ v v [ W o Filter ] [Search

Datasheet View | Num Lock IE.
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View

Mew Add Existing Lookup

Relationships Object

structure, it will say design.

| Table Tools | Inventory : Database (Access 2007) - Microsoft Access = 22
Home Create External Data Database Toals ‘|‘ Datasheet ‘l - - E@ @
i & Insert Data Type: + |[] Unique = - onon ¢ 0
ﬁ %ﬂ ﬁ  Decte || rormat [Formating =10 1 Required Note that it is in datasheet and when | change the way | want to design the

) Field Fie.lds Column EERE”E""E $ % v ||%0 58 . .Dep.endencies
AE"ES v| <«
Tablel 2 |IPF] D - | Add New Field
0 Tablet : Table *| (New)
Save As
Table Mame:
|In\renmry|
| am creating a table in a database about inventory so | called the table Inventory.
When | click OK, it shows me the kind of structure | want to use.
Record: 4« | [+ v b [ Mo Filter | [Search |
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Create

External Data  Database Tools I|

B N @

E)
S Insert Rows

? Delete Rows

|

| Table Tools |
Design ||

57

Inventory : Database (Access 2007) - Microsoft Access
* —

View imany| Builder Test Validation Property Indexes
- Key Rules ﬁ Laokup Column Sheet
Views Toals Show/Hide
All Tables v‘ < I
Inventory = ||[7] Field Name Data Type Description -~
Z Inventory: Table g E AutoNumber E

My problem now is that | do not like the FieldName they choose and | do not want

a datatype of AutoNumber so | need to fix it.

Note that auto number means the first record will be 1, the second 2 etc. | want to us
an inventory number.

v
Field Properties
General |Lookup

Long Integer
Increment
Yes (Mo Duplicates)

A field name can be up to 64 characters long,
General including spaces. Press FL for help on field

names.
Design view. F6 = Switch panes. F1 = Help, Mum Lock
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Jffl__‘-hi H9-&-)= Table Tools Inventory : Database (Access 2007) - Microsoft Access = X
]
&

Home Create External Data Database Tools Design

@ %} BN =, Za Insert Rows Sl gf;
P S =3

F | — = Delete Rows — -

View imary| Builder Test Validation Property Indexes
- Key Rules @Lookup Column Sheet

Views s Tools Show/Hide
Al Tables - « | =2 meeneer G ————————,
Inventory \ = Field Name Data Type Description
2 inventory : Table ¥* ItemNo

| decided to name the field ltemNo and | made the DataType Text which means it can
hold letters, numbers and special characters. Note that you should not use
embedded spaces in field names so | should not call it tem No. Most programming
languages do not allow embedded spaces. In Access, Microsoft allows it but | do not.
(Grocer's rule).

| left the primary key. If this needed to be made a primary key, | could click on the
primary key icon.

What | do not want is the field size of 255. | want a more realistic number.

General |Logkup k
255

Field Size
Format D
Input Mask

Caption

Default Value

Validation Rule The data type determines the kind of values
Walidation Text that users can store in the field. Press F1 for
help on data types.

Field Properties

Required Mo

Allow Zero Length Yes

Indexed Yes [No Duplicates)
Unicode Compression Mo

IME Mode Mo Contral

IME Sentence Mode Mone

smart Tags

Design view. F6 = Switch panes. F1 = Help. Num Lock ‘i B @
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@] HY-®- )+ Table Tools Inventory : Database (Access 2007) - Microsoft Access =3
&)
k Home Create External Data Database Tools Design @

E Q> ¥

View Primary| Builder Test Validation

|

Z+aInsert Rows Eﬂ gag
=" Delete Rows = -

g Property Indexes
:I Lookup Column Sheet

| V\;ws - RLI'I[ZSDIS Show/Hide
Al Tables - <= mm_
Inventory £ Field Name Data Type Description -
EH Inventory: Table P itemNo Text E E
— | decided to use leading uppercase on each word.
— Probably it is more common to see lower case on the first word and upper
— case on the first letter of a new word.
— You can also use an underscore between words. Just remember, no
- embedded spaces in field names.
B Field Properties 7|
Field Size 5 s
Fomat__ KI decided that 5 characters was enough to hold the ltemNo in my’
\[C::Fil:f\falael bUSineSS. Th i ber of charact
aligation Rule em_axlmum_ number of charat el_syou an
Requrea No Gan et 13 25, Press FL for nelp on feld 11e.
a':ldo::{det Leﬂgt”. \‘:N:: (Mo Duplicates)
;:E:‘Ie:::nce Mode ::ncelmtml
Smart Tags 5

Design view. F6 = Switch panes. F1 = Help, Num Lock e (0
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i Ho--)= | Table Tools | Inventory : Database (Access 2007) - Microsoft Access l-:-iﬁhu

Home Create External Data Database Tools lI Design || @I
— = i
@ ? 4’%\ s Z=Insert Rows
e = Delete Rows
View Primary Builder Test Validation Property Indexes
- Key Rules ﬂ Lookup Column Sheet

i
S5

Wiews Tools Show/Hide

All Tables |« I
Inventory z ||7] Field Name Description

=1 Inventory: Table % | ltemNo Text [

ItemMName _p
K ~
N My neﬂie‘lﬂ s ltemName and | made itaext field of 40 characters.

’_t Field Properties

The data type determines the kind of values
that users can store in the field. Press F1 for
No help on data types.

Yes

No

Yes

No Contral
None

Design view. F& = Switch panes, F1 = Help. Num Lock | |E 68
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O -+  Table Tools | Inventory : Database (Access 2007) - Microsoft Access E‘ﬂnl
3 «

Home Create External Data Database Tools |l Design ll

4 == Zralnsert Rows
@ %l ff\ % = Delete Rows E g

View Primary Builder Test Validation Property Indexes

- Key Rules @ Lookup Column Sheet
Wiews Tools Show/Hide
All Tables |« I
Inventory S Field Name Description
=1 TInwentory: Table # | itemmMo Text [
ItemMName Text
Dept Text (=]

N Next | added a Dept field which is text and 2 characters.

Field Properties

The maximum number of characters you can
enter in the field. The largest maximum you
No can set is 255, Press F1 for help on field size.
Yes

No

Ves

Mo Control
MNone

Design view. F& = Switch panes, FL = Help.
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ﬁ H )~ - )5 | Table Tools | Inventory : Database (Access 2007) - Microsoft Access E@!I

Home Create External Data Database Tools l] Design |‘

? ‘;#\ J:I', }E Insert Rows -E gg
= = Delete Rows =

Vifw Pr;(n;;ry Builder Test \liaul‘issatiun Q Lookup Column Prsuh;:eertty Indexes
Views Tools Show/Hide
All Tables -« I
Inventory 2 |21 Field Name Description
I inventory: Table ¥ | ItemNo Text -y ~
. ItemName Text ’
Dept Text
bost t Cost is a number and | clicked on the arrow in the field size field and select single

which allows for a small decimal number. \

’ Field Properties

Caption The size and type of numbers to enter in the
Default Value field. The most common settings are Double
Walidation Rule and Long Integer. If joining this fieldto a
Validation Text A field ina y-t

Required Mo this field must be Long Integer.

Indexed Mo

Text Align General

Design view, F& = Switch panes. F1 = Help.
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n’ 1 H9-v-)+ TableTaols Inventory : Database (Access 2007) - Microsoft Access niﬁhﬂ

el

B

Home Create External Data Database Tools l] Design || ﬁ

4;\ = ~+a Insert Rows ]
? i‘ ng = Delete Rows E g

View Primary Builder Test Validation Property Indexes
d Key Rules ﬂ Lookup Column Sheet
Views Tools Show/Hide
All Tables RS I
Inventory z |1 Field Name Description
FH Inventory: Table 7 IltemNo Text [
ItemMName Text
Dept Text
Cost Number

Now | put in price. Note that single and other numbers have a predermined
length so you do not assign a number as you do with text fields.

Field Properties

General |Lookup

Field Size Single
Format
Decimal Places Auto

Default Value The data type determines the kind of values
Validation Rule that users can store in the field. Press F1 for
Walidation Text help on data types.

Mo
Mo

General

Design view. F6 = Switch panes. F1 = Help. MNum Lock || =] | | i
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@ 1 Ho-v- )= | Table Tools | Inventory : Database (Access 2007) - Microsoft Access
y Home Create External Data Database Tools ll Design ll

View Primary Builder Test Validation
- Key Rules ﬂLookup Column 5

% = 2@ Insert Rows
% ? :t?\ lg :? Delete Rows E

Property Indexes

7

heet

Views Toals ShowHide

All Tables |«

Inventory e Field Name

T nventory: Table 7 ItemNo Text
ltemName Text
Dept Text
Cost Number
Price Number

Description

Now | am setting up OnHand as a number with a field size of integer.

Remember this has a length fixed by Microsoft.

Field Properties

Field Size

Integer

Format

Auto

Mo

Mo

General

The data type determines the kind of values
that users can store in the field. Press F1 for
help on data types.

Design view. F6 = Switch panes. F1 = Help.
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hd | Table Tools |

Inventory : Database (Access 2007) - Microsoft Access

)

Home Create External Data Database Tools ll Design l‘

B ¥ a8

View Primary Builder Test Validation

-l*_—'/ Zealnsert Rows -EE §
= Delete Rows =
Property Indexes
Rules @Lookup Column Sheet

A Key
Views Tools Show/Hide
All Tables @| «
Inventory S Field Name
== Inventary : Table 1 IltemNo Text
| ltemName Text
| |Dept Text
| | Cost Number
| |Price Number
OnHand Number
OnOrder Number

Both OnOrder and ReorderPoint are numbers with field size integer.

Field Properties

Field Size

Format

Decimal Places Auto

The size and type of numbers to enter in the
field. The most common settings are Double

and Long Integer. If joining this field to a

AutoMumber field in a many-to-one

this field must be Long Integer.

General

Design view. F6 = Switch panes. F1 = Help.
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i HY-o-)= | Table Tools | Inventory : Database (Access 2007) - Microsoft Access L = | |
Home Create External Data Database Tools l] Design ||

¥ T

Rules

Primary Builder Test Validation

j‘EInser‘tRows —g
?‘ Delete Rows

Property Indexes
3@ Lookup Column Sheet
Show/Hide

T 1nventory: Table
Now | come
over to View
so | can

start entering
data.

It prompts
me first to

save the table:

(4 Field Name

¥ itemNo Text

| IltemMame Text

| Dept Text

| Cost Number

| Price Number
OnHand Number
OnOrder Number

ReorderPoint

Microsoft Office Access

o

You must first save the table.

Do you want to save the table now?

Cre ] [ o |

Field Properties

Description

The size and type of numbers to enterin t

field. The most common settings are Dout

and Long Integer. If joining this field to
AutoNumber field in a many-to-one

General |Lookup
Field Size Integer
Format
Auto
MNo
MNo
General

ip, this field must be Long Integ

Design view. F6 = Switch panes. F1 = Help.
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ai -t | TableTools Inventory : Database (Access 2007) - Microsoft Access EI&BI

2l 7 Selection ~ 25, Replace
;l Y T2 Advanced - ﬁ .
A

l Hnmel Create External Data Database Tools | Datasheet ‘

==] 4 Cut
ﬁ 123 Copy

= New ¥ Totals

|Calibri -lu -EEEF|EE
== save $Spelling

= GoTo~

View Paste B - === Refresh Filter Find

- - - Format Painter Al X Delete ~ E Mare = “F Toggle Filter [} Select ~
Views Clipboard (] Records Sort & Filter Find

All Tables -«

Inventory & OnHand OnOrder ~ |ReorderPoir ~ |Add New Field

E Inventory : Table

Now | have the structure of the table and it is time to start entering data.

T Mum Lock lEEEF

View
ﬁ @ e’ ﬂ | Iﬂ “ @ “ l Links Desktop = Accessories = u 7 1) ol ;{:jZ;:‘;.

Record: 4 < [1ofl |+ M I ‘ K Mo Filter ||5eal(l\
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| Table Tools | Inventory : Database (Access 2007) - Microsoft Access

l Home l Create

External Data Database Tools | Datasheet |

=i New = Totals

=

& B & cut calibri
123 Copy

Vifw Pajte y Format Painter

Wiews Clipboard [F}

All Tables =<

Inventory 2 |

= Inventory : Table | (11111
| 112121
| 112345
| 22222
| 123456
| 33333

# 34567

*|

m '.'_L Replace

= GoTo~
Find

% l ?} Selection ~
& ?

V5 Advanced ~
Filter
7 Toggle Filter
Sort & Filter

eHlsave G Spelling
Refresh
All~ X Delete ~ E More ~
Font £l Records

) Ly setect -

ItemMName -

- Add New Field
Goodnight Mot BK 15 22.93 12 40 25
Teddy Bear SA 17 24.99 2 25 25
Matchbox Dum TY 5 7.95 5 100 10
Tea set TY 6.75 8.99] 3 10 20
Basketball Sp 20 24.99 24 o 25
Should | Share BK 5 8.95 11 10 20
Piggy SA 75 9.99 5 m

Now | have entered some data into my table.

Record: 4 4 [70f7 |+ M ra:-| T Mo Filter ||Sean:h
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@ lg v - ) = Inventory : Database (Access 2007) - Microsoft Access
<

eate l External Data Database Tools

i PivotChart Labels ﬂ % @ @
DBIankFulm ] DBlank Report =4 |

Home J

Table able SharePoint Table Form  Split Multiple = Form Report . Report Query | Query gMacro
emplates = Lists~  Design Form  Items More Forms ~ pesign ﬂ. Report Wizard pesign || Wizard |Desig) = - . -
;( Tables Forms Reports Oth - -
Tables v | % New Object: Query

=y & Create a new, blank query in
Inventory : Table Design view.

The Show Table dialog box is

displayed, from which you can

choose tables or queries to add to
' the query design.

|
\

Num Lock

© . o0l0e 9 e i@

Title: Sep 9-4:56 PM (16 of 31)



_H\H'}-P‘v)=
Eit)

Home JCleate l External Data

Database Tools

Inventory : Database (Access 2007) - Microsoft Access

= | &

0 33 [ &

Split

Form

After | click on Query Design | get asked to pick what tables | want. | only have the
Inventory table so with that highlighted | click Add and then | Close.

Z -+ PivotChart

= ;
* IBiank Form ==

Multiple ol
Ttems More Forms * pesign

Forms

Labels

=) 2 8 N
{_] Blank Report == ==
Form Report . Report Query Query Macro
&l Report Wizard pesign || Wizard Design -
Reports Other

Show Table

Table Table  SharePoint Table Form
Templates = Lists~  Design
Tables
All Tables =] « |
Inventory A
E Inventory: Table
< ]
Field:
Table:
Sort:
Show:
Criteria:
or:

4 )

E1 ‘

Tables | Queries | Both

nentory T T

»

@ e @ @]k

Mum Lock |||Squ b
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@1 oY - )= | Query Tools | Inventory : Database (Access 2007) - Microsoft Access ":"'@Lgl
=i

Home Create External Data Database Tools ‘[ Design || @I

| % ' % %' +' A % x' (D Union | % Zealnsert Rows 4 Insert Columns | z [&F Property Sheet
L] * e I @ =
‘ €l ‘ Sho

b 0 Pass-Through ?‘ Delete Rows ikl‘ Delete Columns E Table Namg
View  Run

les Make Append Update Crosstab Delete

w
Table gﬂ Data Definition Table °\ Builder @ Return:

Totals
d’[7] Parameters

Results - Query Type Query Setup Show/Hide
All Tables '| «|[5
Inventory F3 [
1 Inventory: Table I""’E":"’Y [
T emione | can now see the structure of the Inventory table. | will drag the fields | want to
Cort have as part of my query down to the query layout below.
Por:}-giand
‘ @ ......... ’
= | i ‘ ‘ ‘ ‘ ‘ ‘ ‘ ‘
Table:
Sort:
e
4 [ »
Ready | Mum Lock || ¢8| D se

@l @@ ZF|«|E e T
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T Ho-®- )= | Query Tools | Inventory : Database (Access 2007) - Microsoft Access
= Home Create External Data Database Tools II Design |‘ I
' ' ' A ' (D Union l:,‘L Zealnsert Rows i Insert Columns [ Property Sheet
% o % b + L % x. 0 Pass-Through ‘% ?‘ Delete Rows w" Delete Columns z E Table Nama
VI- " e TM:D'Tz GIE0 LR Grsien Caeh 1w, Data Definition ?’;gr: '\ Builder Al Return: All = Totals El[?] Parameters
(H Query Type Query Setup Show/Hide
All Tables -« I
Inventory \ £ p
% Inventory: Table Inventory E
\ bt | choose 5 fields to drag down to the query. You can also double click.
Cost
Price \
NeXt’ I OnHand \
H OnQOrder
WIII Choose ReorderPoint
the icon %,
showing rows |, -
a n d COI u m n S Field: |temMo ltemMName Dept Price
Table: |Inventory Inventory Inventory Inventory Inventory
to see the sor
Showr:
Criteria:
results of
the query.
« ] »

@ e m | @

»
Accessories

»
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@ H9-0-)+= Inventory : Database (Access 2007) - Microsoft Access

] Home I Create External Data Database Tools
Bl ? 7 Selection ~
il m Advanced
Filt:
%) e 7 Toggle Filter

Sort & Filter

. ” =i New Z Totals
b =6 save ? Spelling
Refresh

All~ x Delete ~ E More =
Records

ﬂ ‘.3‘. Replace

Calibri -ln
= GoTo~
Find

[3 select
Find

Font Rich Text

All Table‘ =«

Inventory 2 ItemMo - | ItemName - OnHand -
= InventorfTable 11111 Goodnight Mot BK 12
12121 Teddy Bear SA 24.99 2
12345 Matchbox Dum TY 7.95 5
22272 TEaTh v .99 3 This shows the data in the five fields for all of the records in the table.

23456 Basketball P 24.99 24 If I want to get back to query, | click on the icon with the pencil.
33333 Should I Share BK 8.95 11
34567 Piggy SA 9.99 5 ’

Record: 4 < [10f7 | » M v [ & NoFilier | [Search ]

Num Lock || &/ i sa

h@e memEw S TR
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@ il - - ) & Inventory : Database (Access 2007) - Microsoft Access ll:l | | 2
it

] Home I Create External Data Database Tools @

& & cut Calibri = New X Totals 4] ? 7 Selection ~ m 25, Replace
- Eg Copy =6 save 7 Spelling il E Advanced ~ = GoTo~
View Paste Refresh A Filter Find
- - j Format Painter All~ x Delete ~ E More 7 “F Toggle Filter [} Select ~
Views Clipboard (F] Records Sort & Filter

All Tables = «|f
Inventory A ItemName - -
=1 1rwentory: Table Goodnight Mot BK 12
Teddy Bear  SA 24.99 2 o ]
Matchbox Dum TY 7.95 s -
Teaset v 8.99 3 | click on the X and get prompted to save. Then | get prompted to name my query.
Basketball 5P 24.99 24
Should | Share BK 8.95 11
Piggy SA 9.99 5

Save As

Query Mame:
Fivefields

Record: M <[1of7 | » M b | W NoFiier | [Search ]

Num Lock |[E /B so b

910 6 GleE[E & T
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All Tables - «
Inventory #
T inventory : Table

Fivefields

Ready

1, Inventory : Database (Access 2007) - Microsoft Access =
[t
\_/ ] Home l Create External Data Database Tools

M “'“"J # Cut | N I: N = ) = New X Totals £l 7 Selection - [ﬁ e Replace

—_ = 3 Copy =8 save 7 speliing || £ V3 Advanced - = GoTo~

View Paste Refresh Filter

- - Format Painter - Delete - More = 4 “ Toggle Filter
All
Views Clipboard [F} Font Records Sort & Filter

Ols 006 U@L

Mum Loc
»

»
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@ Ho--)= | Query Toals Inventory : Database (Access 2007) - Microsoft Access =

Home Create External Data Database Tools | Design @

% ' %' *' A % x' @D Union % Zainsert Rows 4 Insert Columns z 5 Property Sheet
- L L Eal - 6 Pass-Through ? Delete Rows # Delete Columns E Table N.ames]

Vifw Run e ?’;‘T: LU0 CLEER GCHEED DREE ﬁData Definition ?25?’: °°-\ Builder @Retum: All < Totals 5i—_;] Parameters
| Results | Query Type ] Query Setup ] Show/Hide |
All Tables Ce[Fee e
Inventory £
= iventony: Tavle T On this query | am showing 6 fields and | only want to show records that have BK as |
= e Dent the Dept. Note that the BK is in quotes, if | leave them out Access will put them in.
o H Notice that the BK is entereded by Critiera.
. What it is saying is that if Dept is = "BK" then show the record, otherwise do not
show the record.
w0 D
Field: |ftemMo ItemMame Dept Price CnHand OnOrder ‘ ‘ ‘ ‘
Table: |Inventory Inventory Inventory Inventory Inventory Inventory
Sort:
Show:
Criteria: “BK
| b
Pseudocode:
if Dept = "BK"
display
end if

Num Lotk || s

514 PM
9/9/2011
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Inventory : Database (Access 2007) - Microsoft Access

= | @ i

] Home l Create

These are the results with BK in dept.

External Data  Database Tools «
= A ion ab
g & cut ‘Calibli . |11 . ”: ] =i New = Totals % ? 7 Selection 1. Replace
Ea Copy =5 Save ? Spelling ﬁl m Advanced ~ = GoTo~
Vi Past (=== ab? . ||| Refresh Filt Find
I-Ew a'; ° - Format Painter A|[|E-; X Delete ~ E More - %9 o “ Toggle Filter " Q Select ~
Views Clipboard (F} Font Records Sort & Filter Find
All Tables BARY
Inventory & -~ | ltemName -~ OnCrder =
=1 Inwentory: Table Goodnight Mot BK 40
B8 Fivefields Should I Share BK 8.95 11 10

Record: 4 < 1of2 | b M i=>| K No Filter ||5ean:h
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@ﬁﬁlﬂ-cﬂv):

| Query Tools
Home Create External Data Database Tools

Inventory : Database (Access 2007) - Microsoft Access =
| Design

% ! % %! *! /! % x’ (D Union % g'ﬂlnsertﬂows uﬁdlnser‘tcmumns

b 6 Pass-Through

«
Z |§ Property Sheet
?‘ Delete Rows I#J Delete Columns
View  Run

E Table Names]
Select TM:bk\: Append Update Crosstab Delete ﬁData oo ?2;;:: .?.,\ T E@IRetum: T Totals §[?] ——
Results Query Type Query Setup l Show/Hide J
B "=
Inventory 2
2 inventary : Table Inventory [
ItemMName o ) 0 .
H eook pest 1 Now | am asking for Dept = "BK" and Price > 15. Note that these are both on the
@ Fivefields Cost

price H criteria line which puts them in an AND relationship.
oous ||| Also note that the 15 is not in quotes because it is a numeric field.

3
Field: [ItemMo TtemMName Dept Price OnQrder CnHand ‘ ‘ ‘ ‘ ‘
Table: |Inventory Inventory Inventory Inventory Inventory Inventory
Sort:
show:
Criteria: “BE” =15
Pseudocode:
if Dept = "BK"
if Price > 15
) display ,
end if
end if

Ready

= 0/@0e m@ ==& ‘ oo [OEEER

- b P o 519 PM
Links Desktop Accessories - [ Ch) il
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@ﬂﬂﬂvt’v s

| Query Tools Inventory : Database (Access 2007) - Microsoft Access =
I 3
\—/ Home Create External Data Database Tools Design
% ' %’ *' A % ’ @D Union qp= S=lnsertRows  Insert Columns [&F Property Sheet
L] L] e @ 'ss‘n- D“o 3 Delete Columns E Table Mames.
View  Run Select | Make Append Up t’ta Delete Show al
- Table 1w, Data Definition Table °\ Builder wﬂemm- 'ﬂ har-
Results Query Type Query Setup Show/Hide -
All Tables -« |3 queny1

Inventory ES
E Inventory : Tabl
@ Book

@ Bookandgrl5 I
7 Fivefields I

X

Inventory

T HtemNo
ltemName
Dept
EH(E

’ OnHand i1

These criteria are in an OR relationship. Note that the first criteria is on the criteria
line and the second criteria is on the or line.

=rH®mMeans display the record if either of them are true.

4[] L4
\ Field: |temMo ItemMame Dept Cost OnHand Price
\ Table: | Inventory Inventory Inventory Inventory Inventory Inventory
Sort:
show:
riteria: 12
or =10
N Pseudocode:
if Cost > 12
display
* ) else

if OnHand > 10
display
end if
end if
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@ 7-™ ) Inventory : Database (Access 2007) - Microsoft Access =

\—/" Home | Create External Data Database Tools
”. ? ‘(/’Seledion' [ﬁ it“Repl.ace

% J * Cut Calibri -1
123 copy ‘ﬂ Advanced * = GoTo~

=i New Z Totals )
edsave 7 speling | §
A
i

|
!

VIEW feste # Format Painter EEAET - == Re;ﬁesn )( Delete = EMore 7 Filter W Toggle Filter lg Select~
WViews | Clipboard J Font fa | Rich Text | Records J Sort & Filter 1 Find 1
All Tables v« || 3 quemt
Inventory % ItemNo - ltemName - Dept - Cost -| OnHand - Price -
Z Inventory: Table L1111 Goodnight Mo BK 15 12 22.98
= sook 12121 TeddyBear  SA 17 2 24.99 PseUdOCOde:
. 23456 Basketball  SP 20 24 24.99 .
g Bookandgrts 33333 Should | Share BK s 1 8.95 if Cost > 12
- Fivefields N
E 34567 Piggy SA 75 5 9.99 -
X display
else
if OnHand > 10
display
end if
end if

For Goodnight Moon, both criteria are true but the cost > 12 got the record displayed.
For Teddy Bear, the cost is > 12 so it displays (note that onhand is not > 10).

For Basketball, both are true,

For Should | Share My Ice Cream the cost is not > 12 but the second change of
onhand > 10 is met so the record displays.

For Piggy, | entered 75 (meant to enter 7.5, woops), anyway the cost therefore meets
the criteria and the record displays.

Record: M lofs LI I | W Mo Filter | Search
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| Table Tools

Inventory : Database (Access 2007) - Microsoft Access

E=ion x|

@ﬂﬂﬁvnv):

J Home | Create

External Data Database Tools

| Datasheet

Al R

View Paste

|Cal|bl|

55 2

- - f Format Painter
Views Clipboard s
All Tables ‘-?-“ «
Inventory 2 ItemNo
1 nventory: Table | |11111
Book | 12121
7 Bookandgris | |132345
232222
=] -
3 costoronhand 23456
3 Fivefields 33333
| | 34567
i 44444
*

ItemMame -
Goodnight Mo« BK
Teddy Bear SA
Matchbox Dum TY

Tea set TY
Basketball sP
Should I Share BK
Piggy SA

Green Eggs anc BK

i

Rich Text

6.75
20

75

For testing purposes,

= New Z Totals
=4 save 7 Spelling

)( Delete ~ E More ~

Records

OnHand
22.98
24.99
7.95
3.99|
24.99
3.95|
9.99
11.98

E Advanced ~
W Toggle Filter

% l ? Selection ~
o
A

Filter

Sort & Filter

OnCOrder -

12 40
2 25
5 100
3 10

24 0

11 10
5 20

D

ﬂ 23, Replace

Find

BEEn8sHR

| decided to add another record in the BK dept.

Record: 4 4 8of8 | » M b [ ' NoFilter | [Searcn ]

Ready
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J@ H9-o i Query Tools
€3 :

Home Create External Data Database Tools Design

Inventory : Database (Access 2007) - Microsoft Access = )]
@

=3 3 @D Unian E,'E Z-alnsert Rows T Insert Columns 4 Property Sheet
MY Eet ¥ AE A = 2 : 3 e
= O Pass-Through ?‘ Delete Rows 5#" Delete Columns [ Table Names.
View  Run Select | Make Append Update Crosstab Delete Show Totals
- Table f_ Data Definition Table -\ Builder E@I Return: All @

Results Query Type
All Tables LIRS

5’[—_.] Parameters
Query Setup Show/Hide

=-enr

%T ; meren 1 My query here says that to display, the record has to have BK in Dept and in additioé

2 sookancorts either > 12 in price or > 5 in onhand. When you want something to have to be true ir
P cstoranhand Access you put it on both the criteria line and the or line. Essentially it reads dept is
7 rsera - | BK and price > 12 OR dept is BK and onhand > 5. Note that Green Eggs and Ham

A does not meet this criteria. It has a dept of BK but its price11.98 and its onhand is 5,

Field: |temMNo TtemMame Dept Cost Price OnHand OnOrder ReorderPaint
Table: |Inventory Inventory Inventory Inventory Inventory Inventory Inventory Inventory
Sort:
Shour: O | O
Criteria: “BK” =12
or: “BK” >3
Pseudocode:

if Dept="BK"
if Price > 12
display »

else
if OnHand > 5
display
end if
end if
end if
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Inventory : Database (Access 2007) - Microsoft Access Elﬂl
l Home l Create External Data Database Tools

ﬁ & cut |Calib|i . |11 . | { = = ||——E = New X Totals 4] Y 7 Selection ~ 2l Replace
153 Copy e =8 Save & speling | £ T Advanced ~ = GoTo~
Wi Past - - - Refresh Filt: Find
Ifw a-! ° -/ Format Painter MT.S X Delete - E More - %g ne W Toggle Filter " [} Select ~
Views Clipboard (P Records Sort & Filter Find

All Tables =«
Inventory ES
@ Inventory : Table

OnHand

Book
Bookandgrls

costoronhand

BEHG

Fivefields

Pseudocode:
if Dept="BK"
if Price > 12
display

else
if OnHand > 5
display
end if
end if
end if

Record: M ¢« 1of2 | b M b | K Mo Filter ||5ea|(h |

@ e me=EE

HNum Lock IIEI- il s

» »
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