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Introduction

Before we begin, let's look at some of the advantages of a database.

DAccess to data more quickly and easily.

All the data is in a single place; in your database

iDAble group together data that comes from several sources.

DEasy to make Ad hoc searches or analysis. Ex: How many of product X do we have
in stock? Who are top ten customers at the moment? What products is selling best?
Who are my best salespersons? My worst ?

Better follow-up on data.

>Better data management.

Better data analysis.

iDBetter decision-taking.

>Better able to meet the needs of the clientele.

Automation of certain repetitive tasks.

Why learn how to use a relational database?

This type of database has several advantages compared with a simple database also
called" flat file". It uses much less space because it removes the repetition or the
redundancy of the data. To understand better the advantages of a relational
database management system ( RDBMS), let us use an example of invoices to
compare these two types of database and to show certain basic concepts of a
RDBMS.

Let's look at some of the data you would normally find on an invoice:
Ex: Date, Invoice number, Salesperson ID Number, Product ID, Quantity sold, Unit
price, Product description, Subtotal, Taxes, Total...

Here are some of these data in one simple database.

Invoice No. Customer Product Description Unit price
1001 ABC 415 TRIANGLE 12.75
1002 ABC 416 SQUARE 10.00
1003 XYZ 415 TRIANGLE 12.75
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The idea of a relational database is to distribute the data into many identifiable
distinct databases or tables and then to create connections, common info, links,
relations among each of them. Here is how fields of an invoice could be divided in a
relational database.

Invoice Customer Employee Inventory
Invoice No. Customer ID Employee ID Product ID
Product ID Address Last name Description
Qty sold Postal code Prénom (first name) Unit price
Employee ID Phone no. Social Security No. Available gty
No. Customer Person in charge Hiring date Ordered qty

In the previous tables, the table Customer ID field fetches the data about the
customer in the Customer table. It's useless to rewrite the data of the customer
several times | The database can fetch the data on the customer thanks to a relation
between these two tables on the Customer ID field. The same thing occurs for the
necessary data for the tables Employee (salesperson) and Inventory by their
common fields Employee ID and Product ID respectively.

Because of the relations between the tables, it's useless to rewrite the redundant or
repetitive data. This preserves more space for other data. To some extent, it also
avoids errors while rewriting the same data like "typos". For the three invoices of the
example, you save space and time by not having to rewrite the data about the
customer ABC nor the description and the unit price of the product 415. And this is
just about three invoices ! Image the savings when you have hundreds and
thousands of invoices per day !

Definition

The use of a database brings also new terms to be understood. Here is the list of the
terms that will be used for all the pages in Access's section.

Field: A necessary data about a person, a thing or an event. Ex: color, size,
model, date, name, Prénom (first name), telephone, addresses,
description, comments etc.

Record: A group fields that describes a person, a thing or an event. Ex: name,
Prénom (first name), date of birth, telephone, number of social security
number,company employee ID, address, telephone, fax, person in
charge, department...
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The field phone number can be used by three different ways. It can be
the phone number of an employee, a person in another department or
another company.

Table: A group of records that have a subject a common. Ex: employees,
inventory, customer, suppliers, vehicles, contacts etc.

Database: A group of tables, queries, forms, reports and programming that
constitutes a complete data system. Ex: management for invoicing,
management for inventory, registration of vehicles, bookings etc.

The definition of a database now takes a larger role than it had previously. It's not
just what we now call a table anymore; a file that contains of the useful data for the
user. It now contains the queries, the forms, the states, the macro and the modules
to develop an "application" or a complete "system" that answers to the specific
needs of the user.

What are the components of Access?

Tables |Tab|es- Structure of the table, list of fields and the data the user
" enters are stored there.
Requétes |Querie5' Search for data that answers certain criteria determined by
" the user.
F,:,rm._"airele m: Presentation of the data on the screen in a practical way for
orm: the user to view, enter and modify data.
B Etats |I'Etat' Presentation of the data about paper in a practical way for
) the user.
72 Marros |Macr0' Development of routines to automate certain tasks.
& Madules |Modu|es: Programming

Create a database

To help you to understand the creation of a database, this page will demonstrate the
stages to be followed. To avoid repeating the text of this section of the site, you'll be
asked to go and read the text of the other pages on tables and relations. The
exercise will consist in creating a database for the invoicing of a company.

The first stage of the creation of a database is the analysis. It's without a doubt the
most important stage. In fact, it's also true for any application or document that you
create. Think first ! If you pass too quickly on this stage, you'll then lose a lot of time
and efforts to redo what should have been carried out previously.
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Before creating your database, it's necessary that you have a clear idea of what your
needs will be. It's necessary to prepare a detailed analysis of your needs. What are
the data that you'll need? Ex: What data I need on my customers, on my suppliers,
on my inventory, on my staff etc.

A technique, among others, than you can use consists in working from the " top-
down ". Think of the forms and reports that you'll need. Knowing the results that you
need, it's necessary to find what are the necessary fields to reach these results. For
example, it's necessary to know the quantities sold and the unit price before knowing
the total of sales.

You can also use the " bottom-up " technique. From the base, you determine all the
data that are necessary for your queries, forms and reports of your database. You
can use both techniques toinsure that you have all the necessary data.

For the purpose of the exercise, take a moment and write on a sheet of paper with
the fields you can find on an invoice. try to find as many fields as you can.

To avoid cheating, I put the list of the fields that I found at the bottom of this page.
You can compare with my results after having done the exercise. Press this link to
see the list.

The second stage: group together the data into tables.

It's then necessary to group together the fields into entities in a table that have a
common theme. Ex: Will the fields "Discount" or "Terms of payment" go to the table
"Invoice" or with "Customer"? It all depends on your conditions you have to fulfill.

To start things off, I'm going to demonstrate first my technique to group together
fields into tables and to determine the relations between these tables. Later, we will
look at the normalization technique. My technique is a little more simplistic and asks
for a little of experience. The use of the technique of the normalization is, in a way,
more difficult to carry out. But it's infallible when you understand and apply it
correctly. These two ways try to reach the same result: to group together fields in
tables in the most efficient way possible. For starters ... My technique.

The concept is to distribute fields in the biggest number of possible tables. But there
are certain rules that should be followed:

ZRegroup fields into tables that have something in common: an object, a person or
an event for example.

iDFields should not apper twince, unless there fields that help link two different
tables.

©=No double, or triple, data entry.

©No fields that you can determine by using other field in the database. . Ex.: Total =
Qty * Unit price

It's necessary to group the fields into tables. What are the fields can be grouped
together? To help you in this task, base yourselves on elements of your everyday
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life, something concrete. For the invoice, you can find elements that are on the
invoice, the customer, the products and the salesperson. That makes four tables that
will be used: Invoice, Customer, Product, Employee.

Make sure that fields are in the right table. There should be no tables hidden inside
another. Each is distinct.

With the exception of fields in common that are used for "connecting" the tables
together, a field should not be in several tables. Again, let's take for example, the
field Telephone number. Although, in this example, it could be in the Employee and
Customer table, it's not the same thing. One is the number of an employee, the
other of a customer. They have the same name but don't carry the same
information.

Determine the primary keys

A primary key is a field, or a series of fields, that allows to differentiate a recording
of the others. For example, although you can have several invoices with the same
date, the same quantity bought, to the same customer with the same salesperson,
there will not be two invoices with the same invoice number. A primary key is not
compulsory for a table. It does becomes essential when you want to connect two
tables. At least one of the two tables must have a primary key.

Try to determine that field would be suited for a primary key for the Employees
table. Certainly not the field Sex. Unless there is only a man and a woman in the
company. This limits a little the growth of the company! Smoker or not ? Same
thing. There are only two possible values (M or F, Yes or No...). Because one cannot
enter the same value twice in a primary key, these fields are not a good choice.

It's possible to use the field Last name until two persons have the same name.
Then, it's always possible to create a primary key using of two fields: Last nhame
and Prénom (first name). This key will work correctly until two employees have
the same first and last name. To solve this problem, it's possible to create a primary
key using of the Last name, Prénom (first name) and the date of birth. This
primary key will work correctly until... This can continue for a long time.

After a certain point, you'll see that it's better to have a field named Employee's ID
number or Social security number to distinguish each of the records of the table. But
there are occasions where it's necessary to have a primary key that consists of
several fields. One of these situations will be explained a little farther on this page.

Take a moment to try to determine that fields in the tables would be best suited as
the primary key or be part of the primary key. The explanation to apply the primary
key to one or several fields of the table is on the following Web page on tables.

Determine the relations between tables
Determine the types of relations ( cardinality)

There are three types of relations: 1 to 1, 1 to Many and Many to Many.
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clients F acture Trangition Fact- ey Irventair
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Mam [ ate Huméro de prochst Dezcription
Adrezse Code Client Lo [uantité Prix unitaire

Yille Mo vendeur [uantité disponible
Code postal -
Personne contact . emnployés

Condition paiement Huméro de poste
Prénom

Mam

poste

bureau
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pEManence
commentaire

The image above demonstrates the list of tables with the fields that compose them.
The lines indicates the relations between these tables. A many to many relation, like
between Invoice and Products, requires a compound or intermediary table, with at
least the primary key of both tables to be included. That's the reason for the new
table Transition Fact-Inv.

The normalization and the normal forms.

The advantage of a relational database is to avoid as much as possible the repetition
of data. The normalization serves at separating the list of fields into several tables so
you can have a more efficient database. The normal forms gradually removes some
the problems that you can find in databases. You can use various normal forms (1%,
2", 37...) For the moment, we are going only to look at the first three normal
forms.

Before showing how to carry out you the first normal forms by using the list of fields
that one finds in an invoice, here are the rules that the tables in your database
should follow so that you have an efficient database.

The first normal firm is necessary to eliminate the repetitive groups by separating
them in several tables.

The work to be carried out to reach the first normal form is to avoid completely the
repetition in data entry.

But it's also necessary to implement this form to make sure that the user is not
going to enter several times the same data. For example, it would not be efficient to
have a table "Invoice" that would contain fields " Name of the customer " , " Address
of delivery " , " person in charge ". It would not pass in the first normal form. The
reason is that it would be necessary that the user enters for every invoice the same
data that he already has entered in the previous invoices for the same customer.
After all, how many times can you enter the same address? That's not really
efficient! It's for that reason that it's necessary "to cut" the list of the fields that you
need into several tables to have an efficient form for data entry.
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The second normal form helps eliminate partial dependences. Make sure that all the
fields of the table belong to the same primary key. Otherwise, it will be necessary to
split the fields and to create a new table.

The third normal form is eliminate the transitive dependences (the what???) make
sure that there are no tables that are hidden from the others.

Also, tables should not contain calculated fields. For example, a table should not
have the fields "Subtotal", "Total", " GST ", " TVQ ", "VAT" (value added tax in
Europe) or other taxes " because it's possible to calculate them from the data that
are already in tables. For example, it's possible to have the "Subtotal" by multiplying
" Quantities sold " by "Unit price". So, it's useless to take that space for subtotals in
tables.

The third stage is to determine the relations between the various tables. It's
necessary to look that are the possible relations between the entities. To have a
relation, two tables should have at least a field in common. You can connect an
invoice to a customer with the field " Client ID". You can also connect a product to an
invoice by the field " Product ID " etc. You should have to at this moment notice that
certain fields would be better placed in another entity. Make the changes in the
tables if necessary. When you'll have grouped the fields together and determined the
relations, you'll have your base for the creation of tables.

Now that you have the entities (tables) and the fields that compose them, think of
what your forms and your reports should look like. Do the fields that you chose
answer all your needs? Take all the time required for this analysis. It will cost you a
lot more time and effort if you pass too quickly on the creation process and forget
important elements.

Warning !

If you are in the computer lab to create your first database, make sure to save the
file in drive A: of your PC. Do not create your database on the hard drive. Otherwise,
a technician will be obliged to come to help you to move it on to your floppy disk.
Every school semester, a student "loses" his database that he, or she, created on the
hard drive instead of his or her personal floppy disk.

@®From the File menu, select the New option.

Access will ask you the name that you wish to give to the new database and where
(drive, diskette, folder ...) you want to place it.

@For the purpose of this demonstration, call it ACCESS1.MDB.
@Press the OK button.

Now you created the database, it remains you still have to create tables, enter the
data, create the queries, forms, reports, macros and the modules for your database.
So, there's still a lot of work to do. But it's a start.
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Repair a database

It can happen that you accidentally removed the floppy disk that contains your
database before having closed it in Access. Or, the floppy disk has a problem that
can wreck a database. This can damage a database. Access offers you a way for
repairing a damaged database. The procedure is made in two stages: repair and
compact the database. The first one isolates the problem and the second removes
the problematic parts from the database.

@0pen Access but don't open any database.

@®From the Tools menu, select the Utility option.

@Select the Repair database option.

@Select the database that needs to be repaired on your hard drive or diskette.

Réparor uno base dedomées B

Regarder dans: [ (] Mes documents S = - ea s R s o e )

[ Jbd1 Réparer |
annuler |

Approfondr.._|

Chercher les fichiers qui répondent 3 ces critéres:

Mom de Fichier: I j Texte ou proprigté: I j Rechercher |
Twpe de fichier: IBases de données Access j Modifié en dernier: In'impu:urte quand j Mouvelle rech, |

| 1 fichier(s) krovéls),

@Press the Repair button.

Access will take a few moments to repair your database. If everything works well,
Access will show you a message indicating that the database was repaired
successfully.

Compact a database
The last stage isolated the problem. But it's still in the database. The compact
operation will remove the records, the tables, the queries and the states that you

removed from your database, but also the problem. Although they are not accessible
anymore, they are still in the database file.

@0pen Access but don't open any database.
@®From the Tools menu, select the Utility option.
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@Select the Compress a database option.
@Select the file to compress the hard drive or the diskette.

Compactorune base dodomées B

Regarder dansi (31 Mes documents = B Qe = =] Bl

[ Jbd1 Compacter |
Annuler |

Approfondir. .. |

Zhercher les fichiers qui répondent & ces critéres:

Mom de Fichier: || j Texte ou proprigté: I j Rechercher |
Twpe de fichier: IBases de données Access j Modifié en dernier: In'impu:urte quand j Mouvelle rech, |

| 1 fichier{s) trouvels),

@®Press the Compress button.

The operation to compact a database consists in creating a new database with only
the elements that are still useful. Access will ask you for the name of the new
database.

Compacter la baze de données sous H |

Enreqgistrer dans: ||:| Mes documents

'@bdl Enreqgistrer I
Annuler |

Mom de Fichier: |Nl:nuveau nom pour la base de données| v|

Twpe de fichier: IBases de données Access j

@®Enter a name for the new database of your choice in the Name of file box.
@®Press the Enter key or the Save button.
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In spite of this procedure, it's always possible that the database is too damaged to
be repaired. For that reason, as much for Access's databases as for any other
document, that you should have a copy of your documents. Don't forget that with
Access, it's impossible to make a copy while the database is opened. You can copy
the file of the database only after having closed Access.

List of fields

At the beginning of this page, I asked you to determine the list of fields that you
would find on an invoice. Here is the list of fields that I found. There are probably
even more.

Date, Invoice ID Number, Customer's ID number, Customer's address, City, Phone
number, Fax Number, E-mail Address, Address for delivery, Person in charge, Terms
of payment, Number of product, Description of the product, Unit price of the product,
Quantity bought, Total for the item, Subtotal, GST (Goods and Services Tax, sales
tax of 7 % on the total), TVQ (Taxe of vente du Quebec, 7,5 % sales tax of the total
and the GST), Grand total, Discount, Order form, Employee ID number, Name of the
salesperson...

Wow! It's a little more than you might have though. click here to return following
text.
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Access - Tables

Introduction
Create a table
Types of fields
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Insert a mask
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Creating a filter

Activate a filter
Deactivate a filter

Print the table's structure
Export a table

Import a table

Link a table

Introduction

It is in the tables that you find the information of the data base. These tables are
structured. The structure contains the list of fields as well as the properties or the
characteristics of these fields. This page gives you not only the information about the
creation of a table, but also about the addition and the modification of this one.

To do it, the first part of this page consists in the creation of a table to keep certain
information about the employees of a company. You go to see in this way all the
stages for the creation and the management of a table.

At the time of the creation of your tables for your needs, don't especially forget the
phase of analysis. A good analysis in depth of your needs and the data that you need
to reach your expectations can at the end save you time and escalations a lot. This
phase is explained in more details on Access's introduction page.

Before we begin, here are some explanations on the fields of the table Employees.
Every recording of the table should have the name and the Prénom (first name) of
the person. The post is the occupation that the person occupies in the company. For
this example, there are only two types of occupation: the managers and the
salesmen. The field office(desk) indicates the office location. For this company, there
are employees in Montreal and in Quebec. The managers work according to a salary
whereas the salesmen work only on commission. To end, it is necessary to have the
date of hiring of the employee.
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Here is the list of the fields of the table Employees so that the compulsory
characteristics. Besides giving a name to the field, it is necessary to determine it a
type and, in most of the cases, the size. It is hecessary to indicate the size of fields
according to the number of characters that you want to keep in these fields.

Name of the field Type of field Size Format

Prénom (first name) Text

Name Text
Occupation Text
Office Text
Salary Monetary
Commission Monetary
Hiring Date

Create a table

15

15

10

15

Abbreviated date

This exercise consists in creating a table that contains of the information about the
employees of a company. Before even entering of the information, it is necessary to
give a structure to this table. It is necessary to determine a list of fields as well as
the characteristics of these fields. It is only after this stage that it will be possible to

enter of the information.

@Click on the Tables tab
@®Press on the New button.

Tables

121195



| Dr. RACHINI Ali - MS-Access - Tables

Houvelle table EHE |

. Mode Feuille de données
P Mode Création
BE Assiskant Table

Importer la kable

Aktacher la table

Crée une nouvells table en mode
Création,

(o] 4 I annuler

Access offers you several ways to create a table of data. The mode worksheet shows
you a grid in that you write simply the information that you want to keep. You can
then choose the mode creation to change the options that Access had determined for
you. The mode creation contains all the options to create and personalize the
structure of a table of data. The assistant Banks gives you of the assistant to the
creation of a table by asking you to choose among a list of fields that you will find
mostly in a table. You can also import a table from another base of datum of Access
or even a working sheet of Excel. The last option allows you to make(do) a link for
another table of another data base and to reach its information.

@0f the list of choices, select the Creation mode option.

1. Give a name to the field

During the addition of a field in the structure of a table, it is necessary to give it a
name and a type of field. According to the type of field, it is also necessary to
indicate to Access the number of characters that you want to protect in the field. You

can also, in your choice, add a comment to give more information about the contents
of the field.
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& Tablel : Table Mi=] E3
Mom du champ Type de données Descripkion -
H Mo -
hd
Mémo p
Mumérique
Général | Liste de choi rIiillllaI:E’,l"i-h.aure el e
Taille du champ g |Monetare données
Format gumr?]ruﬂutn détermine les
Masque de saisie EI.'II on VI~3|E_'_-W5 que
Légende Objet OLE ['utilisateur
. Lien hyperteste peut stacker
'-.-'alfaur par défaut fssistant Liske de choix... dans e
Yalide si champ. Pour
Message si erreur obkenir de
ull inkerdit Mon |'aide,
Chaine vide autorisée ron APPUYEE SUF
Indexé Mon F1.
The types of fields

Access the choice between several types of field gives you

Text

Memo

Numeric

Date/Time

Monetary

NuméroAuto

Yes/No

Can contain figures or letters. By default, Access indicates that the
size of the field is 50 characters. You can always modify the size of
the field according to your needs. The maximum is 255 characters.

Useful to register comments. The size of the field is not definite. The
maximum is 65 535 characters.

Can contain figures only. You can also determine the name of
figures after the decimal according to your needs.

Can contain or show dates or even of the hour. Although a date or
one hour is shown, Access keeps these data in the form of figure.
Every figure represents a day. Figure 1 is by January 1, 1900. The
figure 2 by January 2... Access keeps the hour, the minutes and the
seconds in fractions of day. So 0,5 is the equivalent of noon, 0,75 of
the 18 hours(o'clock) etc. It is also easier to make(do) the difference
between two dates.

It is about a type of numeric field. The size(format) of the field is
already ready to show the sign $.

Whole numeric field that increases automatically by one (1) in every
new recording that you add to the table. Formerly called meter. It is
ideal for addition of new invoices, commands(orders) or customers.

Logical field. Determine if a case applies or not. Ex: smoker, no-
smoking. Access keeps the information under numeric format. 0 =
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false, 1 = really.

Object OLE A link for an object resulting from applications Windows allows to
make(do). It is capable of managing by binding(connecting) or by
implanting in the data base (Object Linking and Embedding).

Hypertext link A hypertext link for another object allows to make(do) or for one of
the services of the internet that allows the URL (Uniform Ressource
Locator) such as FTP, to gopher, and newsgroups.

Assisting list This assistant allows you to reach a list of predetermined choice that
of choice is contained in another table or query. This list can be the contents
of one tables, of a query or what you prepared even you.

In the choice of the user, it is also possible to add a description. This is practical
when you return some months later and want to know why you chose to have these
fields in the table. This description is also going to appear in the left lower corner of
the window at the time of the entry or the modification of the data.

The properties of the field

At the bottom of the screen, there are the characteristics or the properties of the
field. Each is practical under the circumstances. The next part explains each of these
properties and when these are practical. You can also fetch more information about
one of the properties below by placing the pointer on this one and by pressing on the
key F1.

Size: Determine the number of character that can be contained in
a field. This property is only valid for the fields of type Text.
The other types of fields already have a predetermined size.

Format: Determine the way that the information will be shown in the
field.

Mask of seizure: Determine the way that the information will have entered the
field.

Legend: Text that will be shown in the worksheet, the forms and the

states in the place of the name of the field.

Value by defaulit: Determine an initial value during the addition of new
records.
Valid yes: Place of the borders or limits on the kind of information that

can have entered a field. For example, few persons would be
ready of working for a negative salary.
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Message if error:

Null Interdit:

Authorized empty

chain(channel):

Being indexed:

View this message if the contents of the field don't respect
the limitations of the valid property yes.

If active, does not allow to have an empty contents in the
field.

Allows to insert spaces " " into a field.
This property is to show the information in increasing order

during the posting. It is also necessary during the creation of
relations with the other tables.

These last properties are those that are available for the fields of type Text. Here are
some available supplementary properties for the other types of fields.

Decimals (Numeric,
monetary):

New Values (
NuméroAuto):

& Tablel : Table Hi=] E3

Determine the number of decimals that will be kept with the
figure.

Determine if the next figure will be the answer of the series
( Incrément) or a (at random unpredictable) figure.

Mom du champ | Tvpe de données Descripkion
| |Prénom Texte Prénom de |'ermployé
| | Mo Texte Mom de Famille de 'emplové
Poste Texte Qccupation de 'emplowvé
| [Bureau Texte Lieu de kravail de l'employé
Salaire Monétaire Salaire de 'employé
Zommission Monétaire Commission de ['emplowvé
Embauche Date/Heure Date d'embauche de 'employé ﬂ
Proprigtés du champ
GEneral | Liste de chix I
Taille du champ
Farmak
Masque de saisie 2=l || Masque de saisie
Légende specifiant les
Yaleur par défaut conditions liées aux
valide si saisies de
Message si erreur Futilisateur.
Pull interdit ron
Chaine vide autorisée Mon
Indexé i faly!

To have more information about the properties of fields:
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Place the pointer in the property for that you want more information. Press the F1
key.

Access's assistant will show you the information that it possesses on this property.
Primary key

A primary key is a field, or a series of fields, that helps to differentiate a recording of
all the others of the table. For example, one can use the number of social assurance
to differentiate each from the employees of the company. There is no two that are
identical. One can also use a number of inventory to differentiate each of the
products of the others etc.

A primary key can also consist of several fields. As long as the combination of field
differentiates a recording of the others. For example, one can add a booking knowing
that there will be two persons who are going to appear at the same time with the
same name. If it would be the case, it would be necessary to add another field to the
primary key to differentiate them. Or, one could simply create a field No. of
booking to solve the problem. The use of several fields to compose a primary key is
very rare but possible.

The method to insert the primary key on one or several fields of the table will be
explained a little farther on this page; at the time of the modification of the table.

Secondary key

A secondary key is a field that is connected with the primary key of another table.
For example, the field of the table Charges can be connected with the key No. of
customer of the table Customers.

Save the structure of the table

Having created a table, it is necessary to keep it.

@Press the =l button.

OR

@®From the File menu, select the Save option.
Access will ask you that is the name of the new table.

@®Enter the name of your choice. For this exercise, enter the name Employees and
press the OK button.

Access goes possiblement to ask you if you want to add a primary key to your table.
For the moment, this table does not need primary key. It will be added a little farther
on this page.

@Press the No button.
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Data entry

Now the structure of the table is defined, it is possible to enter of the useful
information for the user; data. To begin, there are data on the four employees of the
office(desk) of Montreal. The next stage consists in entering these data the table.

@Press the button.
OR
@From the View menu, select the Data mode option.

Access will show you a grid to enter the data just like this one but without the data.

Prénom| MNom | poste | bureau | salaire |commission| embauche
L Roger Lepage  gérant  rontréal | 50 000 § 0 52-01-01
| [Denis Lambert |vendeur maontréal 0% 45 000 § 82-01-01
| |[Suzanne Rémi vendeur | montréal 0% 55 000 § 53-01-01
| |Eric endron  wendeur | montréal 0% 23000 % H3-06-06
* O 0%

@®Enter the following information about the employees of the company.

Prénom (first

Name Occupation Office |Salary Commission Hiring

name)
2-01-

Roger Lepage Manager Montreal 50000 31 0
Denis Lambert |Salesman Montreal 43000 gi-m-

Bei -01-
Suzanne ellng Salesman Montreal 65000 93-0

Réemi 01
Eric Gendron |Salesman  |Montreal 23000 32-06-

Note: The last line of a table or a query always shows one "*" in the grey box to the
left of the line. This is to indicate the end of this one. enter figures without the signs
$. In the laboratory, enter dates size(format) year ( 2 figures), month, day with a
hyphen among each.

Insert a mask of seizure

A mask of seizure is to indicate to Access the way that the information entered a
table. You can force the user to enter the data in a certain way. For example, it is
unthinkable to have letters in a phone number or a social number of assurance. Also,
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a postal code is a series of letters and figures. How to make sure that the data will
have entered in a right way? It is for that reason that there are the masks of seizure.

Access already has some sizes (models) for the data that you will find mostly in a
data base. The next part is to demonstrate how to reach you these models. You will
apply it according to your needs in your own tables.

@®Place the cursor on the field that you want to add a mask of seizure.
@Among the list of properties, click that of the mask of seizure.

At the end of the box, a button with three little dots inside has just appeared.
Masque de saisie | L=l
@®Press this button.

Access is maybe going to ask you to protect your table before being able to continue.
protect it. If Access asks you also for a primary key, for the needs of the exercise,
don't add it for the moment.

The window with the list of the models has just appeared.
Aszszistant Masque de zaizie |
[uel masgque de saigie corespond le misws & ce que vous souhaitez pour vos données

Four woir comment fonchtionne le mazque sélectionné, emplovez la zone de texte Eszayer.

FPour changer la liste des mazques de zaizie, cliquez sur le bouton Modifier Liste.

Azpect des données:

555 333 555
Code postal A18 2C3
kot de pasze s
Heure, abrégé 1312
Heure, réduit 012
Heira ~ormnlat 131200 ll
Ezzaver;

b odifier Lizte Annuler « Erécédentl Suivant > I T erminer

There are several models. Each is for a different occasion. You can use them to enter
a phone number up to a password.

@®When you will have chosen mask of seizure, press the Next button.

The following window will appear.
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Aszszistant Masque de zaizie

Souhaitez-vous changer le mazque de zaizie ¢

Maom du masgue de saisies. Mumén de tEléphone

tazque de saizie; |![E|E|E|] Q00-000a

[luel caractére dészignera les ezpaces rézervés danz le champ 7

Les ezpaces rézervés zont remplacés lorsque vouz entrez des données dans le champ.

Caractére espace 1ézerve: | e

Ezzaver;

Annuler <Erécédent| Suivant | T ermirier |

This window shows you the mask of seizure. You can experiment by writing of the
text in the box To try. It is possible to you to change the size(format) of the mask of
seizure better to answer your needs. By placing the cursor in the box Masks of
seizure and by pressing on the key F1, you will have a list of the possibilities for the
size(format) of the mask of seizure. This list is very detailed and should be read
attentively.

®When you will have determined the mask of seizure, press the Next button.

Aszziztant Masque de saizie

Comment gouhaitez-vous stocker les données 7
" pwec les symbaoles dans le masque, comme cec:
k] Ratataatatata

{* {Sans lex symboles dans le mazque, comme cecr |
BE55555555

Annuler <Erécédent| Suivant | T ermirier |
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Access asks you then how that the information will be stored in the field: with or
without the symbols of the mask of seizure (the brackets, the spaces as well as the
hyphens).

®Select and press the Next button.

A last window should appear to indicate you that the creation of the mask of seizure
is ended.

@Unless you wanted to change an option by pressing on the Previous button, press
the End button.

Add a mask of seizure

The previous option how showed to use the masks of existing seizures. But, it is also
possible to you to add your own masks of seizures better to answer your needs. The
text that follows shows the stages to be followed to create a new mask of seizure.
The next exercise will create a new mask of seizure for a code of inventory. This
code consists of three letters, a hyphen and four figures.

@®Enter the mode of mask of seizure by pressing on the button (....)

@®Press the odiler et button located in the left lower corner of the window.

@Press the ﬂlbutton to return you to the end of the list of the masks of seizures
and be able to add a new of it.

A window will appear of whom(that,what) all the boxes will be empty. It is to you to
enter the name of the mask of seizure, its presentation, if there are reserved spaces.
You can even add an example of the mask of seizure.

@For the purpose of the example, enter the text following in the appropriate boxes.

EE:jAssistﬂnt Personnaliser le Masque de saisie

souhaitez-wous modifier ou ajouter des masgues de saisie que 'Assistant Masgue de saisie puisse afficher
7

Description: ICDde d'inventaire

Aide
Masque de saisie: I}LLL—EIEIEIEI

Fermer
Espace resens; |
Données exemple: IﬁBC-1234
Type de masque: ITenefIndépendant ;I

Enr: I4| 4 ” Inf |H|H€| sur 10
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@After you entered the wanted options, press the Close button.
You can add as many masks of seizure as you want.

Insert a Valid if

The property Confirms If allows to put limits or borders in the entered of data. For
example, there are very few persons who like working for a salary or a negative
commission. The exercise consists in demonstrating ValideSi's functioning by using it
not to allow negative values fields Salary and Commission.

@0pen the Employees table in creation mode.
@Place the pointer on the Salary field.

The properties of the field are going to appear in the section of bottom.
@Place the pointer in the Valid box Yes.

It is in this box that you put the criteria of validation. You can use various operators
(=>,<,<=,>=,< >, Among and, or, Not...) to create the criterion of validation.
For the exercise, it is necessary to make sure that the value that entered the field is
not negative.

@In the Valid If box , enter the following criterion: > = 0.

In the exercise, it is possible that a person earns no salary or no commission
according to the occupation of the employee in the company. The managers earn
only a salary whereas the salesmen earn only a commission on sales. So, it is
possible to have a salary or a commission equal to zero.

The box Message if error is the text that will appear to the screen when the
contents of the field respect the criteria of validation. In that case, if the user enters
a negative figure.

@In the box Message if error, enter the following text: An employee of the
company can not have a negative salary. enter a positive figure or a zero.
@repeat the operation for the field Commission.

The next time that you will enter or will modify the contents of the records, try to
enter a negative value to see the result.

Modify the table

After a while, you will notice that changes are necessary for a table. It needs new
fields. Or, certain fields need to be modified or simply eliminated.

@®From the mode worksheet, press the button
OR
@®From the View menu, select the creation mode option.
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OR
@From the main menu, select the table and press the Modify button.

For the example, it is necessary to add four new fields: Numéro of poste
(Employee’'s ID number), status, permanent status and comments. The field
Numéro of poste (Employee's ID number) will be used to differentiate each of
the records. It will be the primary key of the table. Furthermore, the field Numéro of
poste (Employee's ID number) will be inserted at the beginning of the structure of
the table. The field Status will serve for saving the marital status of the employee.
This field will be the Numeric type. It's going to keep the marial status according to a
number: 1 = bachelor(single woman), 2 = married without dependent, 3 = married
with dependent, 4 = divorced, 5 = divorced with family allowance. So, the only valid
rags are 1 and 5. It will be also used during the creation of a form. The field
Permanent will be the type Yes/No. It's going to determine if the person with
receipt its permanent status in the company. The field Comment will be of type
memo. It will be possible to write comments, about the performance of each from
the employees of the company.

T f
Name of the field fizllnde ° Size Format Other
Numéro of poste
Meter
(Employee's ID nhumber)
Prénom (first name) Text 15
Name Text 15
Occupation Text 10
Office Text 15
Salary Monetary
Commission Monetary
Abbreviated
Hirin Dat
iring ate date
. Whole Valid yes:
tat N
Status umeric length Between 1 and 5
Permanent Yes/No
Comments Memo
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Insert a field

@Place the pointer on the line that you want to insert a new field at the table. For the
exercise, place the pointer on the first line of the table, that is the line of the
Prénom (first name) field.

@From the Edit menu, select the option Insert line.

OR

=
®Press the =" button.
A new free line will appear. The other lines will be moved downward.

@write the name of the field. For the exercise, it is about Numéro of poste
(Employee's ID number).
@Select the type of field Text with a lenght of 15 characters.

@insert the new fields Status, Hiring and Comments at the end of the table with
their properties that are described in the table above.

Move a field

To change the order of presentation of fields

@Click the grey box to the left of the name of the field.
@While pressing the left mouse button , move the field upward or to the bottom
according to your needs.

The field will re-fit into the structure of the table between both fields among that the
line that separates it is more thick as soon as you will release the mouse button.

Delete a field

@Click the line of the field that you want to delete. Press the Delete button x .

OR
@From the menu Edit, select the Delete lines option.

Place the primary key v

The primary key is a field, or a series of fields, that allows to distinguish each of the
records. Every person in its social number of assurance, a number of customer or
employee. It can consist of letters or figures. One of the things that Access verifies
later is to make sure that there are two records that will have the same information
in the field. For example, two persons can have the same number of social assurance
or two products the same number of products.

Access will not allow the creation of the primary key if two records have the same
information in the chosen field. If you need absolutely that both records have the
same information, it would be necessary to consider another field, or combination of
fields, for the primary key of the table.

24195



Dr. RACHINI Ali - MS-Access - Tables

A table is not obliged to have a primary key. It needs however a primary key if the
other tables want to reach the information of this table. For example, the table
Charges its address and the other information could, thanks to the relations
between tables, reach the information of the table Customers to know the name of
the customer. So, to find more quickly the information and to make sure that there
are two customers with the customers' same number, it is necessary that the field
Customer's number of the table Customers is the primary key of this table.

For this exercise, the new field Numéro of poste (Employee's ID number) will be
the primary key of the table.

@Place the pointer on the line of the field that will be the primary key of the table.
For the exercise, it is about the field Numéro of poste (Employee's ID number).

@Press the ¥ button.

Mom du champ | Type de données |
[ |Muméra de poste | MuméroAuto

The key placed in the box intoxicates to the left of the field Numéro of poste
(Employee's ID number) confirms that the primary key is on this field.

If by mistake, you chose the bad field as the primary key, press the ¥ button for
désélectionner the field as the primary key.

Place a primary key on several fields

A primary key can also consist of several fields. There are even occasions where it is
necessary to have a primary key in this way. For this exercise, the primary key will
consist of fields Prénom (first name), Name and Date of hiring.

@Click the small grey box to the left of the Prénom (first name) field.
@By keeping one owes on the CTRL key, then click the grey boxes to the left of
fields Name and Hiring.

@Press the ¥ button.

Here is the final result.

Mom du champ | Tvpe de données |
| [Muméra de poste | Murnérofuto
|| Prénarm Texte
|| Mo Texte

poske Texte
bureau Texte
| |salaire Maonétaire
|| commission Monétaire
% | embauche DatefHeure
| |stakut MumErique
permanence 2uifMon
cornmenkaire MEmo

The key placed in the grey box confirms that the primary key consists of fields
Prénom (first name), Name and Hiring. It means that it is possible to register
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several times the same value in one of the fields. But it is impossible to register
several times the same values in all the fields that compose the primary key at the
same time. For example, it is impossible to have two persons with the same Prénom
(first name) and name that are hired at the same time.

@For the purpose of the next exercises, replace the primary key on the field Numéro
of poste (Employee's ID number).

Adding records

bring the additions to the already created records and add the other records to your
table.

Numéro .

rén
of poste o
(Employ |, . Occupa Offic Sala Commis Hiri |Stat Perma |[Comm
\ (first Name | . .
ee's ID tion e ry |sion ng us |nent ents
nam
number
e)
)
92-
1 Roger Lepag Manager Montr 1500 01- 2 Yes
e eal 00
01
Lambe [Salesma Montr 92-
2 Denis 43000 01- |1 Yes
rt n eal
01
Suza |Being |Salesma |Montr 93
3 =Ing 65000 01- 1  Yes
nne |Rémi |n eal
01
Gendr |Salesma |Montr 93
4 Eric 23000 06- |5 No
on n eal
06
93-
5 Roger |Dubuc |Manager Queb 1430 01- 11 Yes
ec 00
01
Lavigu |Salesma |Queb 93-
6 Elects "9 47000 |06- 2 Yes
eur n ec
01
2 Paul Gendr Salesma |Queb 22000 93- |1 No

on n ec 01-
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06

Sorting the records

At the time of showing the contents of the table in mode sheet of data, the option of
the sorting shows the records in increasing or lessening order according to a field.

In the sheet of data mode, you will find in the toolbar the following buttons:
A| 2
24 *’*l. These

@Place the cursor in the column that you want to show in increasing or lessening
order.

@Press one of the buttons to show the table according to this field in the order that
you want.

All the records will be shown according to the order for that you asked on the field
where is the pointer at this moment.

The filter

The option of the filter allows only to show a part of the records: the one that
answers the criteria that you determined previously. This is very advantageous when
the user wants to find quickly some records among a lot of data.

From the sheet of data mode, you will find buttons to create, activate and
A
deactivate the filter on a table or a query: 7 E

Creating a filter

Determine the criteria of selection. You can choose only to show a part of the
records; those that answer certain criteria.

A
@From the mode worksheet, press the button.

The list of the fields of the table will appear the one next to another.

@®To remove the previous filters, press the x button.

It remains only to put the criteria only to show the records that answer these
conditions. The exercise consists of showing only the salesmen of the region of
Quebec. So, will be needed two criteria: the one for the Occupation field and the
other one for the Office field.

@Place the pointer in the box Occupation.
@Press the triangle pointing down at the end of the box.
@From the list, select the salesman occupation.
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poste | bureau |
W Jily » 5

vendeur

@Place the pointer in the Office box.
@Select Quebec from the list.

The list of choices makes easy to find the information. It only shows what is
contained in the field. But, it is also possible to create its own criteria. For example,
it is possible to know that earns a salary superior to 45 000 $ by putting the
operation > 45000 below the Salary field.

It is also possible to combine criteria. In this exercise, two criteria are combined.
Occupation equals to salesman AND Office equals in Quebec.

Activate a filter

@To activate the filter, press the N button.
OR
@From the Filter menu, select the Apply the filter option.

Access will show you the records that answer the criteria that you chose.

Deactivate a filter

@Press the W button.
OR
@®From the Record menu, select the option View all the records.

Print the structure of a table

@®From the Tools menu, select the analyzes option.
@Select the documentation option.

The following window will appear.
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B Documentation Ed |

@ Modules I Base de données en cours I Tous tyvpes d'objets
Tables | Requétes I Farrmulaires I B Ftats I S Macros
¥ & Bureaux | (o4 I
¥ & clients |

r employés annuler
¥ [E Facture
W [ Inventaire Désélectionner |
[ E occupations
v ransition Fack-Iny Selectionner kouk |
Déséleckionner kouk |
Cpkions. .. |

@Select one or several tables the structure of that you want to print.
@Press the Options... button.

The following window will appear.

B Imprimer définition de table |

— Inclure pour la table

Anruler

it

¥ Rielations

W &utorizations par utilizateur et groupe

— Inclure pour les champs
" Rien
= Momes, types de données et tailles

i+ Moms, lypes de données, tailles et proprités

— Inclure pour les indes
" Rien
' Moms et champs

i+ Moms, champs et proprigtés

@Select the options that you need.
@Press the OK button.

@®0nce having returned to the window of documentation, press the OK button.

Access will generate the state for that you asked. You can see it in the screen or
print it:
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@By pressing on the =] button.

OR

@From the File menu, select the option Print.
OR

@Press the CTRL and P keys.

Export a table

Access gives you the possibility of exporting the data of tables. These can be
exported towards other data bases or in the size(format) of the other applications
such as Excel or Word. You can in this way take advantage of the possibilities of
these for calculations, analyses or mailing for example. It's to note however that it's
better to export from the gqueries if you need only a part of the records and not the
whole.

@®From the main menu, select the Tables tab Tables |

@Click on the table that you want to export.
@From the File menu, select the Export Record option.

Enregistrer sous. __ EHE |

—Enreqistrer Table 'employés' 0

annuler

k. I
&% Mers un Fichier ou une base de données externs; |

™ Dans la base de données en cours comme

[EdyEaw e (Copie de emplayes

@Select the To an external file or a data base option.
@Press the OK button.
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Enregistrer Table "employés’ dans._ .. EE

Enregistrer dans: I@ Mes docurments

MMes images Expaorter I
Anciens documents Excel
b1 annuler |

poids
|- Enreqgistrer
fFormate
I Démarrage
autornatique
nregistrer
% Touk
" Sélection
Kom de Fichier: Iempluyés LI
Tvpe de fichier: |Microsoft Access -
Y
Tous les bvpes ddFichiers texte b d'autres, exéoutez le programme
dinskallation, clig|Microsoft Excel 5-7 ption. Certains sonk disponibles dans le
YaluPack Office §Microsoft Excel 97

Dacurnents HTML

Microsoft Excel 3

Microsaft Excel 4

dBASE III

dBASE I

dBASE 5

Microsoft FoxPro 2.0

Microsoft FoxPro 2.5

Microsoft FoxPro 2.6

Microsoft FoxPro 3.0

Fusion Micrasafk Ward

Rich Text Format

Microsoft 115 1-2

Microsoft &ckive Server Pages .
Base de données QDEC i

@Select the name of your choice.
@Select the type of file format that answers your needs.
@®Press the Export button.

Access will create a new document with the data of tables in the size(format) that
you chose.

Import a table

Importer's option allows you to go look for data resulting from the other data bases
or from the other applications and to add them to your data base. The next exercise
consists in importing data from a file Excel. If you have not already made it, protect
the file demodb.xls from the page of the demonstration files on a floppy disk.
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@From the main menu, select the Tables tab

Tables |

@Click on the table that you want to export.
@From the File menu, select the External Data and Import .

Importer

Regarder dans: Ié Disquette 314 (A

2 = [ea s N T L e =

ligns
demobd
EWOLUTION
Pra%q
PiChoo

Chercher les fichiers qui répondent & ces critéres:

Impoarter I
Annuler |
Apprafondir., .. |

Mom de Fichier:

j Texte ou proprigté: I j Rechercher |

Twpe de fichier: |Microsoft Excel

| Modifig en dernier: In'impu:urte quand j Mouvelle rech, |

Microsafk Access
Tous les bypes gFichiers texte
cliquez sur AjouE RN =]
Documents HTML

dBASE III
4 Fichier{s) trou dBASE TV

Pour en ajouter d'autres, exécutez le programme d'installation,
E option. Certains sont disponibles dans e WaluPack Office 97,

The next part presumes that you have to protect the file demodb.xls on a floppy

disk.

@0f the available list of the drives box, select Floppy disk 3 72 ( A ).
@0f the list of the Type menu of file, select the Microsoft Excel option.
®Among the list of files on the floppy disk, select the demodb file.

@Press the button Import.
OR

@Double-click on the demodb.xls file.
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B Asziztant Importation de feuille de calcul |

Yatre fichier de feuille de calcul contient pluzieurs feuillez de calcul ou plages nommées.

Laguelle voulez-vous garder 7

v Afficher les feuilles de i Feull

données

= Afficher les plages

nommess

Feuil2
Feuil3

Données exemple pour la feuille de données "Feuill",

|1 HAS HOH FREHOH SESE [TITRE SFILFIIﬂ

| 2 B55 555 555 [Thibault [Ywon M pdministrateur 27 B

| 3 222 222 222 pupuis Hosée F Vendeur 22 5

| &4 666 666 666 Smith Alex Ul Vendeur 18 8

|G [F7F 777 777 Croshy Julian H pdministrateur 27 B

|6 888 888 888 pllard WJocelyne F Secrétaire 27 8

711 111 111 Bavoie Lean M Vendeur B1 5 ;l

rr 0
Annuler <Erécédent| Suivant » I T ermirer I

Access needs to know from the worksheet of Excel about that you will find the data
to be imported. For the exercise, these data on the sheet of work named Sheet1l.
There is no other information about this sheet other than the data to be imported.
Otherwise, it would have been necessary to give a name to the block of cells
containing the data to be imported. The assistant of import calls it the option " View
the named(appointed) beaches ".

@Select the View the worksheets option.
@Select the worksheet named Sheetl.
@Press the Next button.
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Microzoft Access peut utilizer voz en-tétes de colonnes comme noms de champs pour votre
table. La premiére ligne spécifie-t-elle desz en-tétes de colonnes ¢

v {Premigre ligne cortient les en-tétes de colonnes

HAS HOM PREHOH SEXE |TITRE SALA]
|1 555 555 555 Thibault [von M Administrateur P27 04«
|2 P22 222 222 Ppupuis Josée F Vendeur 22 5
| 3 666 666 666 Smith Alex Ul Vendeur 18 8
| &4 F?7 F¥7 777 Lrosby Julian M Adnministrateur 27 8
|G B8R 888 888 pllard Hocelyne F Secrétaire 27 @
|6 111 111 111 Savoie Wean Ul Vendeur 31 5
7 hhh 44 444 Bibeau Martin H Secrétaire P2 5 ;l
rr 0

Annuler <Erécédent| Suivant » I T ermirer I

Access asks you if the data of the first line of the working sheet are the names of the
fields of the table to matter. In that case, it is true that the data of the first line are

the names of fields.

@Click on the option First line contains headings columns.
®Press the Next button.
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[0 zouhaitez-wous stocker vos données 7 Yous pouvez les stocker dans une nouvelle table ou

dang une table existante.

Je voudraiz stocker mes données...

@ Dans une nouvells table.

" Dans une table existante: |
HAS HOM PREHOH SEXE |TITRE SALA]
|1 555 555 555 Thibault [von M Administrateur P27 04«
|2 P22 222 222 Ppupuis Josée F Vendeur 22 5
| 3 666 666 666 Smith Alex Ul Vendeur 18 8
| &4 F?7 F¥7 777 Lrosby Julian M Adnministrateur 27 8
|G B8R 888 888 pllard Hocelyne F Secrétaire 27 @
|6 111 111 111 Savoie Wean Ul Vendeur 31 5
7 hhh 44 444 Bibeau Martin H Secrétaire P2 5 ;l
rr 0
Annuler <Erécédent| Suivant » I T ermirer I

Access asks you if you want to create a new table to store these data and add them
to a table that already exists. For the exercise, the data will be kept in a new table.

@Select the option In a new table.
@®Press the Next button.
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B Asziztant Importation de feuille de calcul |

Yous pouvez spécifier des informations sur chacun des champs importéz. Sélectionnez les
champs danz la zone ci-dessous. YWaous pouvez modifier les infarmations des champs dans la
zone 'Optionz des champs'.

Optiong des champs
Mo du charmp: I-m e de dopnees; IHéeI double ;I
Indexé: INu:un ;l [ Me paz imparter le champ [zauter]

PREHOH SEXE [TITRE SFILFI]|
WMuan M Administrateur 27 A{ =
osée F Vendeur 22 g
Alex 1 Vendeur 18 @
LMulian M Administrateur 27 A
Jocelyne F Secrétaire P7 0
tlean 1 Vendeur 21 5
HMartin H Secrétaire 22 5J;|
3

Annuler <Erécédent| Suivant » I T ermirer I

Access asks you now for more information about each of the fields, or columns, the
data to matter. To change the properties of each of the fields, it is enough to click
the grey box containing the name of the field. You can then change some properties
such as the name, the indexation and if you want to import the field or not.

If the first line of the data to be imported was not that with the name of fields, you
can change it now by entering the name of your choice the box Name of the field.
Even if you answered yes the question two windows previously, you can again
change the name better to answer your needs.

Access asks you also if you want to index the field. Choices are not, yes with
doubloon and yes without doubloon. This helps to sort out recording and so
necessary during the relations between tables. It accelerates the access to the data
in the connected tables. place a sorting only on the necessary fields for your needs.
You slow down the presentation of the data when you place the sorting on several
fields of the table.

A last option gives you importer's choice only the fields that you need. It is still
possible to you to exclude a field of the import. It is enough to choose the name of
the field and to tick the box not to import the field.
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B Asziztant Importation de feuille de calcul |

Ce zont toutes les réponses dont Mhsziztant a bezoin pour
importer voz données.

Importer vers |a table:

Emplayé 2

[ ile souhaiteraiz que [Azsistant analpze la stucture de ma |
itable aprés avair importé les données. f

[ afficher ldide lorsque [Besistant a fini,

Annuler ¢ Précédent AT | | T ermirer I

Access asks you then for that name you go to look to the table that you import. This
implies that you don't import the data in a table that already exists.

You have also the possibility of activating the assistant of analysis of structure. It
analyzes the data and looks for halvings information. He asks you then if he can cut
the data in several tables to have the most optimal possible structure of tables. For
the purpose of the exercise, don't activate this option. You can also have of the
supplementary assistant when the assistant in ended his work.

Aszszizstant Importation de feuille de calcul B

@ Irmportation du fichier “&:hdemobd =lz" vers la table "Emplopé 2" terminée.

Access will confirm you the import of the data according to the choices for that you
asked.

@Press the OK button.
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Here is the result of the import if you open the table Employee 2.

Linking a table

NAS | NOM [PRENOM|SEXE| TITRE | SALAIRE | CATEGORIE

P 101010101 Lalonde | Karl Pl Duvrier 37 100,00 % 4
L TT11111 Savoie Jean i “Wendeur 31 500,00 % 4
|| 123456789 St-Pierre | Aline F Secrétaire 22680000 % 2
|| 222220222 Dupuis | Josee F Wendeur 22 600,00 % 2
|| 249456456 Bibeau | Rita F Administrateur | 27 000,00 § 3
|| 333333333 Gingras  Marc it Administrateur | 40 500,00 § 4
|| 343456957 Cardinal  Paul i Chyrier 2000000 % 2
|| 345456324 Thibault | Gratien | Administrateur | 32 000,00 § 4
|| 444444444 Bibeau | Martin Pl Secrétaire 22 600,00 % 2
|| 456434234 Dupuis  Carole F YWendeur 22900,00 % 2
|| 555555555 Thibault  Yvan i Administrateur | 27 000,00 § 3
|| BEEEEREEEE Smith  Alex Pl Wendeur 18 000,00 § 1
|| FEEEETT | Croshy | Julian Pl Administrateur | 27 000,00 § 3
|| 555558833 Allard Jocelyne F Secrétaire 27 000,00 % 3
999399999 Allard Benoit i Chuvrier 22600,00 % 2

To link a table to the data base the advantage gives you to reach data that are
outside of this one without enlarging it for all that. You can also add or remove data
of the outside table. The disadvantage is that you can not change the structure of
this table. The next exercise consists in binding(connecting) the same table as you
mattered in the previous exercise. Some of the stages to be followed to link a data
base external look like those of the import.

@®From the File menu, select the options external data and Link.
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L -]
Regarder dansi | 4/ Disquette 31 (A1) = §||| I_ = |20 [ EI
attacher |
Annuler |
Approfondir. .. |

Chercher les fichiers qui répondent & ces critéres:

Mom de Fichier: I j Texte ou proprigté: I j Rechercher |
Twpe de fichier: IMiu:ru:usu:uFt Excel j Modifié en dernier: In'impu:urte quand j Mouvelle rech, |

Tous les types de fichier ne sont pas inskallés par défaut, Pour en ajouter d'autres, exécutez le programme d'installation,
cliquez sur Ajouter/Supprimer, Data Access, Changer une option. Certains sont disponibles dans le YaluPack Office 97,

|4 fichier(s) trouyveds],

The next part presumes that you have to protect the file demodb.xls on a floppy
disk.

@0f the available list of the readers of the Drive, select Floppy disk 372 ( A).
@0f the list of the Type menu of file, select the option Microsoft Excel.
@Among the list of files on the floppy disk, select the demodb file.

@Press the Paste button.

OR

@Double-click on the demodb.xls file.
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B Asziztant Attache de feuille de calcul |

Yatre fichier de feuille de calcul contient pluzieurs feuillez de calcul ou plages nommées.
Laguelle voulez-vous garder 7

v Afficher les feuilles de i Feull
données Feuil2

Feuil3

= Afficher les plages
nommees

Données exemple pour la feuille de données "Feuill",

| 1 HAS HOH PRENOM  [SEXE TITRE SFILFIIﬂ
| 2 B55 555 555 [Thibault [Ywon M pdministrateur 27 B
| 3 222 222 222 pupuis Hosée F Vendeur 22 5
| &4 666 666 666 Smith Alex Ul Vendeur 18 8
|G [F7F 777 777 Croshy Julian H pdministrateur 27 B
|6 888 888 888 pllard WJocelyne F Secrétaire 27 8
711 111 111 Bavoie Lean M Vendeur 21 5J;|
1 | 3

Annuler <Erécédent| Suivant » I T ermirer I

@Select the option View the worksheet.
@Select the worksheet named Sheetl.
@Press the Next button.
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Microzoft Access peut utilizer voz en-tétes de colonnes comme noms de champs pour votre
table. La premiére ligne spécifie-t-elle desz en-tétes de colonnes ¢

v {Premigre ligne cortient les en-tétes de colonnes

HAS HOM PREHOH SEXE |TITRE SALA]
|1 555 555 555 Thibault [von M Administrateur P27 04«
|2 P22 222 222 Ppupuis Josée F Vendeur 22 5
| 3 666 666 666 Smith Alex Ul Vendeur 18 8
| &4 F?7 F¥7 777 Lrosby Julian M Adnministrateur 27 8
|G B8R 888 888 pllard Hocelyne F Secrétaire 27 @
|6 111 111 111 Savoie Wean Ul Vendeur 31 5
7 hhh 44 444 Bibeau Martin H Secrétaire P2 5 ;l
rr 0

Annuler <Erécédent| Suivant » I T ermirer I

Access asks you if the data of the first line of the working sheet are the names of the
fields of the table to matter. In that case, it is true that the data of the first line are

the names of fields.

@Click on the option First line contains headings columns.
®Press the Next button.
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B Asziztant Attache de feuille de calcul |

Ce zont toutes les réponses dont Mhsziztant a bezoin pour
attacher vog données.

Mom de la table attachée:
Emplayé 3

[ afficher ldide lorsque [Besistant a fini,

Annuler ¢ Précédent AT | | T ermirer I

To end, Access asks you that is the name that you want to give to the attached
table.

@For the purpose of the exercise, write in the Name of the attached table box:
Employees 3.

@®Press the End button.

Asszistant Attache de feuille de calcul B

@ Aftache de |a table "Employé 3" vers |e fichier "4 vdemobd. zls" .

Access confirms you that the data of the working sheet Sheetl of the file demodb.xls
are now accessible from your data base.

Tables

*3L Employé 3
employés
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To differentiate the tables of the data base of those that are attached, Access places
an arrow in front of the attached table. Because the data result from the Excel
spreadsheet, the icon of the application appears also.
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Access - Queries

Introduction
Steps to make a query
Modify a query

e Insert a column
e Delete a column
e Move a column

Types of gueries
Exporting data

Introduction

One of the most powerful elements of a data base is the capacity to make a search
on a mass of data stored in the data base. It is then possible to make analyses and
to take out of it trends. For example, you don't need to see all the list of the
customers if you need only the phone number of one of them. There are also queries
for certain queries of action such as the update and the deletion of data.

The next section consists in learning the procedure on creating a query by creating
one that will give information about the employees. It is first required to have
created the table "employee" of the page of creation of tables.

If you have no time to create the table, you can copy the data base demoaccl.mdb
(for Access 97) or demoa2kl1.mdb (for Access on 2000) containing the table
"Employees" and to begin at once the creation of the queries. These files are on the
page of the demonstrations files that contains all the files used during my
demonstrations and the exercises of this site. click here to return you on this page
then to return. Later, there are explanations for the possible options of a query. The
following Web page consists of exercises to look more and more in depth at the
possibilities of the queries.

Steps to make an Access query

. Choose one or several tables or queries

. Choose the type of query

. Choose one or several required fields

. Determine if fields need to be sorted out

. Hide fields from the need

. Determine the criteria of selection

. Execute the query

. Specialized options: grouping, expression generator
. Connect tables

oNOTUh,WNH

The next stage consists in creating a query. It is a question of showing the Prénom
(first name) and the name from all the employees whose Prénom (first name) is
Roger.
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;‘E -
@Click on the queries tab Requetes |

@®Press the New button.

1. Choose one or several tables and the required queries.

Access offers you several ways to create a query: by using one of the assistants that
Access offers you or by building it from the beginning to the end in creation mode.

MHouvelle requéte HE |
'/" Assistant Requéte simple
B:'ﬂ Assiskant Requéte analyse croisée
Assistant Requéte trouver les doublons

Assiskant Requéte de non correspondance

Crée une nouvells requéte sans
utiliser d'assiskant.

(o] 4 I annuler

ZThe Creation mode is the one that allows you all the options to create a query.
However, there is no assistant to help you. It is partially for that reason that this
page exists; to demonstrate the full potential of the queries.

ZiThe simple query assistant asks you for the list of the fields that you want to see
and shows the result. There are no criteria of selection. It shows only the fields you
asked for all the records.

=The crosstab query assistant asks you for some questions to create a crossed
image. You can easily know the number, the sum, the average and the other
operations of a field with regard to another. For example, you can know the number
from employees that works in the company by office location and by occupation. Or,
that types of products buy the various customers of the company. It can become a
tool of analysis powerful.

iThe find doubles query assistant is also very interesting when you have difficulties
creating relations between tables. One of the reasons so that Access refuses to
create a relation between tables is that there is an illegal doubloon in one of the
tables. This query would allow you to know that recording has a contents of a field in
double to allow you to correct the situation.

TThe assistant query of not correspondence is also useful for the relations between
tables. To what is of use a relation if there is no equivalent datum in the other table?
This query allows to find the records that have no equivalent, or value in common, in
the other connected table. This allows to make sure that all the records are
connected with the information of another table.

@For the example, select the Creation mode option.
@Press the OK button.
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You can create a query from a table or even from another query. It is even possible
to have a query that consists of fields resulting from several tables or from queries.
Access will ask you of the list of tables and queries to choose who or that one you
want to add to your new query. select, one at the same moment, tables and queries
and press the button add. When you will have selected the table, the query or a
combination of both that you need, press the Close button.

@Select the Employees table.
@Press the Add button.

Ajouter une table HE

Tablesl Requétesl Les deuxl fiouter

S e |

@Because there are the other tables or the queries to be chosen, press the Close
button.

It is possible to create a query from several tables or from queries or a combination
of both. If, for a reason or the other one, you forgot a table or a query, you can add

]
it in creation mode by pressing on the = Ebutton. It will then be required to repeat
the operation above.

For training purposes, the next queries will be all consisted from the Employees
table.

You are now in the screen for the creation of query. The part of the height contains
tables and queries for that you asked previously. The part of bottom is the one that
is the most important. It is there that you decide on fields that you need as well as
options that you want.
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i =l Requétel : Hequéte Seélection M= E
Y

o o

Champ: | Prénom Mam =
Table: | employés ernployés -
T
Afficher:

Critéres: | "roger”

Cu; il
| | 3

The first line serves to select the fields that you need for your query. The second line
is to determine the order of view of the data. The third line is to determine if the field
should be shown or not. For certain conditions, it's better don't show a field. The
fourth line and the following lines serve for determining the criteria to show a
recording.

2. Choose the type of query

Access offers you six kinds of queries. Each is specialized for a certain kind of query
or operation.

Request query: View the records that answer the wanted criteria. It is the type
that you go to use mostly. It shows only the records that answer the selected
criteria.

Crostab query : View a image of synthesis according to the wanted fields.

EfNew query: Creating a new table with the fields you asked according to the
wanted criteria.

EE""!Updated query: Update of the records according to the wanted criteria.

*: Add query: Add records of another table according to the wanted criteria.

w! Deletion query: Eliminate records according to the wanted criteria. It is possible
to erase at the same time a group of records that answer the wanted criteria.

For the moment, it is about a query of type selection. It is the one that you use to
carry out searches in a data base. For the exercises number 1 until 21, it is the
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query of type selection that will be used. The following exercises use another type of
queries.

3. Choose one or several required fields

Among tables and the queries that you chose, you should choose the fields that you
need for your new query. It means that you are not obliged to use all the fields; only
those necessities for the query. So, the character "*" located at the beginning of
every table that meets itself in a query indicates that you can add all the fields of
this one in the query in the order that they are at present in the table. This applies
also to the other queries that you can add to your query.

There are three ways to choose a field:

1. Double-click on the field

2. Choose from the list

3. "Drag" a field and insert it in the right place
1. Double-click on the field

@Place the pointer over the field that you need.
@Double-click by using the left mouse button.

employés

Charnp: | Prénom
Table: | employés
T
Afficher;

The selected field will be added at the end of the list of fields already selected.
@®Repeat the operation until you have all the fields required for the query.
2. Choose from the list

@Place the pointer in the white cell next to the word Field:.
@Click in the cell.
@Click on then the black arrow pointing downward the right-hand side of the cell.
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Charmp: -
T able: EE ;'
Tri: || Mam
Afficher: (| poste
Critéres: || bureau
Ou: || zalaire
COMmmizEion _I
embauche
pEMAansnce -

@From the list of fields, select the field that you need.
@Repeat the action with the cell to the right-hand side until you chose all the
required fields to end your new query.

3. "Drag" a field and insert it in the right place

@From the list of tables and queries that you selected, place the pointer on one of
the fields that you want in your new query.
®Keep your finger on the left mouse button.

employés

Charnp: | Prénom
Table: | employés
T
Afficher;

A small white box will appear. This is to indicate that you are "holding" the field of
your choice. It remains only to put it in the zone of the criteria.

@While pressing the left mouse button, move the pointer on the line where you want
to insert the field.

This last method is very practical to insert a field between two others. Once chosen,
these fields will be shown in the same order as you chose them from left to right. It
is also possible to move fields in the query.

@Place the pointer on the small grey box above the name of the field.

@Click on this box.

@Keep your finger on the left mouse button.

@Move the mouse towards the left-hand or the right-hand side until the selected field
is in its new location.

@Release the mouse button.

For the creation of your first query, use the technique that you prefer to put on the
line of fields the Prénom (first name) followed by the field name.
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4. Determine if fields need to be sorted out

When you chose the required fields to complete your new query, you should
determine if these fields need to be shown in a definite order. Do you want the list of
the customers in alphabetical order, in order according to their figure of
affair(business) with your company, according to their geographic place or a
combination of these orders?

Below every name of the field is the option to activate the sorting on this one. You
can decide not to activate it, the sorting or the resources in increasing or lessening
order.

Tri: -
Croigzant
Décroizzant

@Click in the box of the sortings.

@Press the button with the triangle pointing down.

@From the list, you can select the type of sorting that you want (ascending,
descending, none).

The priority of the sortings.
It is however required to pay attention. The field sorted out most to the left in the
priority on the others whom is for its right-hand side. So, if fields Prénom (first

name) and name are sorted out, it will be first in order of Prénom (first name)
followed by the name. Ex:

Alain Lacasse

Alain Lemire

Being Lacasse .
Josée

For the creation of your first query, it is useless to sort out the shown fields.

5. Hide fields from the need

Normally, all the fields that you select will be shown. It happens by moments
however when you need a field for the query but when you don't want to show this
one. For example, you want the Prénom (first name) and name of the persons
gaining(winning) an income superior to 50 000 $ but you don't want to show this
amount.

To hide a field of the view

Afficher: | |
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@Click on the square of view below the option of the sorting.

One "X" in the box indicates that the field will be shown during the presentation of
the records.

For the creation of your first query, it is useless to hide fields.

6. Determine the criteria of selection

Select fields and having placed in the order of your choice, having sorted out on
certain fields, having decided to show or not certain fields, it is required to determine
that are the criteria of selection. If you write no criterion, all the records are going to
appear.

The criteria serve for filtering the records only to show those that you need. For that
purpose, Access offers you several operators for various situations. Here is the list so
that a short description of each.

The operators

=<,>, <=>, Unless another operator is chosen, the criterion is always
= equal to the contents of the criterion.

These operators replace a character (?) or a series of

2 %
characters (*).

And It is possible to combine criteria to limit the number of
records that answer the criteria.

or It is possible to combine criteria to have most possible

records.

View the records that are among such and such criteria.

Amon n
ong and These are including.

Not or <> View all the records EXCEPT those that answer the criteria.

View the records of that the contents of a certain field are

Is null

empty.

It is possible to create calculated fields that give the result of
Calculated i
field a formula that uses the contents of the fields of the

recording. Ex: Total: [Quantity] * [ Prix_Unitaire]

511195



Dr. RACHINI Ali - MS-Access - Queries

Allow to have the sum, the average, the number so the other
Operations mathematical operations on the records that answer the
wanted criteria.

Generator of  Allow to use at most the queries. Use the functions
expression integrated into Access.

The operators, the operations as well as the expression generators are explained
besides details in the exercises of the next Web page.

@For the example, write roger for the criterion under the field "Prénom (first
name)".

7. Execute the query

@Press the ! button.
OR
@From the View menu, select the Worksheet option.

The records that answer the criteria will be shown.

@To return then to the mode creation, press the button.
OR
@®From the View menu, select the Creation option.

8. Specialized options: the functions, the expression generator and the operations

Access offers you much more to create complex queries. It offers you a long series of
functions that you can use in the queries, the forms or the states. To help you to use
these functions, Access offers you the expression generators that gives you access to
all the available resources from the software. That it is, fields, tables, queries, forms,
states, macro, modules or integrated functions, they are all available from the
expression generators. To end, it is also possible to group together the records to
make operations such as the sum on a field, to count, to find the average the others.

The functions

Besides the calculated fields, Access possesses functions predetermined to help you
to realize queries and more complex analyses. There are 176 functions of available
that are grouped together(included) in 16 categories. Here is the list of the
categories and the number of functions in each of the categories.

Name of it Number of
Category Functions(offices)
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Table

Conversion

Data base

Date/Time

DDE

Regroup.
Domain

Management
of error

Financial

General

Input-output

Inspection

Mathematics

Messages

Prog progress

Grouping SQL

Text

31

13

23

10

13

10

14

12

28

There is a function for almost all the occasions. It is enough to press the N button
to show the expression generator. From this window, you have access to all the

resources available on Access. To see the list of the functions:
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Générateur d'expreszion HE
Exprl: Année([employés][embauche]) ;I

Annuler
LI Effacer I
+ - *Iﬂ == <:~::>| Et Ou|F‘as Cu:ummel [ ]II Coller | Aide I
-IE:I Requétel | |<Tout= a | |8iDate
(3] Tables Tableau:x
- Conversion ZDate
3 Requete.s Base de données ZWDake
(#] Formulaires Dake/Heure Drate
(#] Etats DDE Dated
(=] Fanckions Fegroup, domaine DiffDake
(SR Fonctions intégrées E_Es':":"_-' derreur E'stDaI:e
(3 ACCESS2 v |Général Yo
1] | » Entrée/sortic ;I JourSem j

Année(Nombre)

@Double-click on the Functions folder located in the first column of the window.
@Click on the Integrated functions folder.

The contents of the second and the third column are going to fill up. The second
column contains the list of the categories of functions. The third column contains the
list of the available functions.

To have more information about one of the functions:

@Click on the function that interests you.
@®Press the Help button.

A description of the function will appear in a window.
The operations

Besides examining with criteria or functions integrated by Access, it is also possible
to group together fields to make(do) operations such as the sum, the numeric
average of fields. Among the other operations, it is also possible to count the number
of records that answer certain criteria.

@To reach the operations, press the 22 button.
OR
@®From the View menu, select the Operations option.

Here is the list of the operations and it that you can carry out by using them.

Name of the Description
operations
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Group Group together the values of a field.

Sum Find the sum a grouping of records. Only for a field of humeric
or monetary type.

Average Find the average of a grouping of records. Only for a field of
numeric or monetary type.

Min Find the smallest value for the field.

Max Find the biggest value for a field.

Count Count the number of records that answer the wanted criteria.
EcartType Find the standard deviation of a grouping of records. Only for a

field of numeric or monetary type.

The Var Find the variance of a grouping of records. Only for a field of
numeric or monetary type.

First Find the first recording registered in the table that answers the
wanted criteria.

Last Find the last recording registered in the table that answers the
wanted criteria.

Expression Enter the own Formulas or fields calculations for a grouping.
Where Enter criteria without that they are considered for the grouping.
Not all the operations apply to all type of fields. For example, it is unthinkable to

make(do) an average on a field of type Text. Here is a list of the operations and on
that type of fields they can apply.

Operations Text |Memo Numeric OLE
Date/Time
Monetary
NuméroAuto
Yes/No

Sum X

Average X

Min X X
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Max X X
Count X X X X
Ecartype X
The Var X
The first one |X X X X
The last one |X X X X

9. Connect tables.

If your query requires fields that you will find on several fields, you should connect
them on fields in common. It's as possible as you need the other tables to create
links "indirect" between two tables. For example, in the structure of the relations
between the tables that compose an invoice that one sees on the page on the
relations, one notices that there are no direct relations between the table
Customers and that of the inventory of the company.

clients F acture Trangition Fact- ey
No client ~ [ MoFachse t 2 Numéro de fachue - =

Mam [ ate Huméro de prochst Dezcription
Adrezse Code Client [uantité Prix unitaire

Yille Mo vendeur o [uantité disponible
Code postal -
Personne contact . emnployés

Huméro de poste
Prénom

Mam

poste

bureau

zalaire
COMMIEEion
embaiche
pEManence
commentaire

Condition paiement

But there is a relation among Customers and Facture. It there also another relation
among Facture and Transition Fact-Inv and a last one between Transition Fact-
Inv and Inventory. Although there is no "direct" relation among Customers and
Inventory, it is always possible "to connect" them by using the other tables such as
Invoice and Transition Fact-Inv.

Modify a query

After your first outline of the result of the query, it is possible that you want to
modify one or several elements of the query. Some possible reasons are that you
had no expected result or that it misses or that there are too many fields in the
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query. So you maybe want to change the order of presentation of fields in the query.
The next part consists in seeing how inserting a new column between fields, deleting
a field of the list and how to move a field in the order of fields shown in the query.

Insert a column

It is possible to insert to insert a column between two fields into the list of the fields
of the query. It is advantageous when you want to insert a field calculated between
two fields that are in the query.

@Click on the column placed in the right-hand side of the column that you want to
add.
@®From the Insert menu, select the Columns option.

Delete a column

You don't need any more a field for a query. It is easy to remove it by following the
following instructions.

@Click on the column to be deleted.
@®From the Edit menu, select the Delete column option.

Move a column

It is also always possible to change the order of presentations of fields in the query.
Before we beginthe operation, take note that it is the point of the arrow that is used
to select the column of the field and to move it.

@8Click on the small grey box over the name of the field to be moved.

The column completely should be selected.

@Place the pointer over of the grey box of the field to be moved.
@While pressing the left mouse button, move the field towards the left or to the
right according to your needs.

The field will re-fit into the query in the place where there is a vertical bar between
fields as soon as you will release the left mouse button.

Export the data

As for tables, Access can export the result of a query towards other applications. This
option is more advantageous than for tables because you can ask for the records
that answer your needs. The export allows you to take advantage of opportunities
that offer the other applications.

571195



Dr. RACHINI Ali - MS-Access - Queries

Before being able to export the data, it is first required to register(record) the query
in the data base Access.

@®From the File menu, select the Save option.

Enregistrer sous EE3

arm de la requéte:

|Requétel

annuler |

@®Enter the name of your choice.
@®Press the OK button.

When the query is recorded, it is then possible to export the result to another file
format.

@After you are satisfied with results of the query, select of the File menu the Save
as option.

Enregistrer sous. . EHE |

—Enreqistrer Requéte 'Requékel’

annuler

Ok I
& ¥ers un Fichier ou une base de données externs! |

" Dans la base de données en cours comme

e Eaw nar (Requetel

Access a choice offers you: to save the result in a file or as a query in the data base.

@Select, the Save as a file or in the database as option.
@®Press the OK button.
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Enregistrer Requéte "Requétel” dans....

Enregistrer dans:

I 4% Mes documents

MMes images
My Music

Anciens documents Excel

bd1
poids
kestbd

Mo de Fichier: IRésuItat de la requéte

=l

Tvpe de fichier:

Tous les bypes ds
d'installation, clig
YaluPack Office 3

Microsoft Access

Fichiers texte
Microsoft Excel 5-7
Microsoft Excel 97
Dacurnents HTML

Microsoft Excel 3
Microsoft Excel 4

dBASE 111

dBASE I

dBASE 5

Microsoft FoxPro 2.0
Microsoft FoxPro 2.5
Microsoft FoxPro 2.6
Microsoft FoxPro 3.0
Fusion Microsofk Word
Rich Text Format
Microsoft 115 1-2

Microsoft Active Server Pages

Base de données QDEC

Expaorter I
Annuler |

|_ Enreqgistrer
fFormate

™ Démarrage
autornatique

7 Sélection

b d'autres, exéoutez le programme
ption. Certains sonk disponibles dans e

@®In the Name of the file box, enter the name of your choice.
@From the list of the Type of file, select the file format that answers your needs.
@Press the Export button.

Access will create a file in the chosen format. You can then use it to answer your

requirements.
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Aszsistant Formulaire |

[Quelle prézentation souhaitez-vaus paur watre farmulaire ?

" Feullle de données

 Justifié

Annuler <Erécédent| Suivant I T erminer

@For this exercise, select the option single Colunm.
@Press the Next button.

The next window asks you that is the thorough image of your form. You can
decide not to put a bottom of form by selecting the Standard option.

Aszsistant Formulaire |

Guel style soubaitez-wous 7

Couleur 1

Couleur 2

‘Crépuscule

| nternational
Lin

kdatifs
MHuages
Fierre
Printemps
Etiu“g“g Daonnées Standard

Annuler <Erécédent| Suivant » I T erminer

@For this exercise, select the option Twilight.
@Press the Next button.
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The last window asks you first for the title of the form.
@Change the title to "Liste des employés".

Access will asks for to you what you want to do. You can see the form or modify
the form at once.

Aszsistant Formulaire |

Cluel titre zouhaitez-vous pour watre formulaire 7

IListe dez employés

Ce zont boutes les réponzes dont [Asziztant a bezoin pour créer votre
formulaire.

Souhattez-vaus auwir le formulaire ow en modifier la structure ?

g & Quwrir le formulaire pour afficher ou entrer des informations.

€ Modifier la stucture du formulaire.

[ Afficher 4ide sur l'emploi des formulaires

Annuler < Précédent AT | T erminer I

@For this exercise, select the option Open the form to show or enter
information.
@Press the Finish button.

Here is a preview of the form once completed.

B3 Liste des employés Hi=] E3

HlIIIlEI‘ﬁ de pos commentaire
Prénom - Roger

Hom

poste

bureau rnartréal

salaire 50 000 §

commMission 0%

embauche 92-01-01

permanence O

Enr: I4|4|| Lok [ HLk*) 5ur 7
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Enter of the data

It's now possible for you to add or to modify the records of the table as you have
it sheet of data during the creation of the table can be made in mode. However,
the presentation of the data is more understandable for a new user than by using
the data sheet mode.

Movement in the form

To move in the form, use the following the keys:

©=Use the Tab and Shift Tab keys to move you in the next field or the previous
field.

Use the keys PageUp and PageDown to move you from the previous or next
record.

ZYou can also use the navigation bar located in the left lower corner of the
window to move you from a record to another or in the first and last record of the
table.

Ent: H|4|| 1 Plhllh*lsur?

—Use arrows towards the left or to the right to pass in the previous or following
record.

2Use arrows with a vertical bar to return you to the first one or to the last record
of the table or the query.

Use the arrow with the star (*) to add a record to the table or to the query.
@place the cursor in the white box and write the number of the record that you
want to reach follow-up of the Enter key.

[ZTo add a record to the table, go to the last record and press the key PageDown.
An empty record will appear. Then, enter the news given to your choice.
OR

©From the toolbar, press the button .

Modify a record

It's very easy to modify the contents of a field if this one is not "locked".

@Use the the keys of the keyboard or the navigation bar to return you to the
record that you want to modify.

@Place the cursor in the field on that you want to bring modifications.
#@Change the contents of the field your choice.

Delete a record

@Use the the keys of the keyboard or the navigation bar to return you to the
record that you want to modify.

@From the Edit menu, select the option Delete the record.

OR

@From the toolbar, press the "

button.
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Look for a record ]

Access allows you to find quickly a record thanks to a query on the contents one
of the fields of the record.

@Place the cursor in the field on that you go to carry out the query.
@From the Edit menu, select the option Look for.

OR

@Press the keys Ctrl and F.

OR

@From the toolbar, press the 4 button.

Rechercher dans le champ: Prénom* |

Rechercher; || Rechereher:

Sens: IT':""t =| [ Respecter la casse Suiyant
[ Rechercher champs comme Formatés

i

. . Fermer
o IChamp entier j ¥ Champ en cours

@Enter the value, the date or the name that you are looking for.
@Press the Search button.

Personalize a form

@Enter creation mode by pressing on the button.

You can change, add and delete objects in your form. Access calls every object of
your form a "control"; whether it's for text, a field or any other object on the
form.

Delete a field

It's always possible to delete a control (object) of the form. It can be a title, a
line, a box or another element of the form; including fields. The exercise that
follows consists in removing the field Poste of the form. The following exercise will
put it back in the form.

@Select the field to be deleted. For this exercise, select the field Poste.
@Press the Delete key .

OR

@From the Edit menu, select the Delete option.

Add a field '

The previous exercise consisted in removing a field Poste of the form. It's always
possible to you to add or to put back a field that was on the base of the form.
This exercise consists in putting back(handing) the field posts that had been
removed in the form from the place where it was placed.

@Press the E button.
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The list of the fields of the table or the query at the source of the form will
appear.

B employvé: [E4

Muméro de poske
Prénom
Mo

bureau
zalaire
Commissian
embauche
PEFManence
commentaire

@From the list of fields, click the wished field. For this exercise, select the field
Poste.

@Press and hold the left mouse button and move the field in the place wished in
the form. For this exercise, replace the field Poste in the original place.
®Release the mouse button.

It's enough to pay attention to the order of presentation of fields. This option is
covered farther on this page; see order of tabulation.

Move a control (object) L3

@Make sure before having pressed on the button by .

@Click on the control to be moved.

@Place the cursor on the border of the object. The cursor should be transformed
into a small hand.

@Press and hold the left mouse button and move the control towards your
choice.

If you had chosen a zone of text (field) or a title, the associated element (field or
title) is also going to move. Only to move one or the other one:

@®Make sure before having pressed on the button L3 .

@Click on the control to be moved.

@Place the cursor on the big black square located in the upper left corner of the
control. The cursor should be transformed into a small hand with the index on the
square.

@Press and hold the left mouse button and move the control towards your
choice.

In this last case, only the title or the zone of chosen text will move. In this way,
it's possible for example to put the field below the title.

Move a series of controls (objects)

To move several elements at the same moment, it's first necessary to select
them: with a block by using the mouse or with a combination of mouse clicks and
the Shift key.

With a block of mouse:
108|195



Dr. RACHINI Ali - MS-Access - Forms

@®Make sure before having pressed on the button L3 .
@®Press and hold the left mouse button and move there to surround all the
elements that you want to select.

This technique is practical if elements are close one to another and than there are
no controls that should not be moved from these. To be more selective in your
choices of controls, use the following technique.

@Make sure before having pressed on the button by .
@While pressing on the Shift key, click the controls to be moved.

When elements are chosen, use the technique explained above to move a series
of controls instead of the only one.

Change the presentation of a control (object), change colors.

From the second toolbar, it's possible to change the presentation of the text and

the fields. The following part of the toolbar & - | A-|L- IET allows to
change respectively the thorough color, to change the color of the text, to change
the color of the outline, to change the type of outline and to put an effect of relief
in the controls (objects) located on the form.

Change the size of a control (object).

Any time, it's possible to you to modify the size

The toolbar b

#@Press the button ﬂ‘to show the toolbar.

The toolbar offers you the access to several controls that you can add to
your form. The next part explains each of these tools and gives an
example of the functioning of each in a form.

select a control [:3

While pressing on the button K , it's possible to you to select one or several
controls (objects) to move them then or change one of their properties.
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Activate the assistants lT

EThis option allows you to activate or not the assistants for the various controls
of the toolbar. leave the "active" assistants. This will help you during the addition
of certain controls in your form.

Add a "title" or a free text.

So formerly being called labels, they serve for describing fields or for adding of
the supplementary data about the form. A title appears every time you add a field
to the form. To use it:

@Press the button Aﬂ.
@Click on the form where you want to place the title.
@Write the text of your choice.

Add a " zone of text " or an independent field abl

As for the queries, it's possible to add fields calculated from the other data in a
form or a report. So, you can carry out calculations directly in the form with a
zone of text (i.e. field). For example, the total of an invoice would look like this:
= [ SousTotalProduits] + [ SousTotalServices] + [Taxes]. The only difference
enters a zone of text containing a field of a calculated field is that it's necessary
to put the character "=" at the beginning of the formula.

The next part consists in adding a calculated field that calculates the total of
incomes ( salaire+commission ) from employees. The exercise consists in adding
a zone of text to the form to determine the income (salary and commission) from
the employee shown in the screen.

@Press the button ahlto add a zone of text.
@Click in the place where you want the independent field.

The zone of text and the title are going to appear.

@Place the cursor inside the box of zone of text.
@Enter the following formula: = [salary] + [commission]).

@Show the form in Form mode by pressing on the button jf.

& Zone de texte: Revenu [ x|

Format I Données I Ewénement I Sutres Toutes
i a1 Fewvenu -
Source contrdle . L salaire ]+ commission [k eS| j
Farmak . o0 Maonétaire
DEcmales . . oo v 2

If the returned field shows *Nom? There is an error in the formula. watch to
return to the creation mode and to verify the formula.

@enter a number the box salary or commission and press the Enter key.
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As soon as you have, press the Enter key, or move the cursor in another field,
Returned independent field that you have just created updated with the new total
of the sum fields Salary and Commission.

You can create your own Formulas to calculate almost anything. You can calculate
the GST and the TVQ on an invoice, the commission of a salesman on an invoice
or use the functions of Access for the other calculations. In fact, you should use a
field calculated in a query, a form or a report in every occasion that you have.

Add a group of options [

A group of options allows you, as for the zone of modifiable list and the zone of
list, to choose among a predetermined list. One of the differences between a
group of options and is both others that all the options appear to the screen. For
both others, it's necessary to press a button in the right-hand side of the box to
see the other possibilities. Another difference is that you should write the
description, called a label in Access's jargon, instead of choosing among a list that
meets itself in a table or a query. The last difference is that it's necessary to
determine the value that will be kept in the field for each of the labels that you
wrote.

The exercise consists in creating a group of options that serves for determining
the social status of the employee. The value that will be chosen will be kept in the
field Status of the Employees table.

@Press the button u
@Click on the form in the place where you want to put a group of options.

Aszsizstant Groupe d'options |

Il groupe d'options contient un ensemble de casezs d'oplion, de
HAHH cages 4 cocher ou de boutons bazcule. Yous ne pouvez choisir
@ nn wn » qu'une option,
(G
i [uelle Etiquette souhaitez-vous pour chague option ?
Moms d'étiquette: -
Célibataire
M arié
karié avec dépendants
Divorcé
& | Divorcé avec allocation familiale -
"

Annuler <Erécédent| Suivant = I Terminer

In the first window, the assistant of group of options will ask you for the list of
labels, or descriptions, for the choices that you want to offer to the user of the
form.

@Write then the list of the possibilities. For this exercise, write the same labels, or
descriptions, as those shown in the window above.
@Press the Next button.
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Aszszistant Groupe d'options |

Souhaitez-vous sélectionner une option par défaut pour le groupe

p— d'optionz
B | g
- _ ) —
itk Wit " Oui, la waleur par défaut est: Célibataire =1
R

% iMon, e ne veus pas définic de valeur par défaot.

Annler {Erécédentl Suivant = I T erminer

The assistant for the group of options asks you then if one of the values should
be the value by default. What means that there would be a predetermined value.
If no other value is chosen, it's the one that will be the value of the field.

@For this exercise, select the option: " No, I don't want to define of value by
default. "
@Press the Next button.

Aszsizstant Groupe d'options |

Cliquer zur une optioh dans un groupe d'optioh: pozitionne la valeur
de ce groupe d'options & la walewr de ['option sélectionnée.

FEEHEH
(¥ HEH nRER =1

[T = . . .
[uelles valeurs souhaitez-vous azgigner & chague option 7

O ownn wmmen (=3
— Homs étiquettes: Yaleurs:

B | Célibataire

b ané

Mané avec dépendantz
Divarcé

Divorcé avec allocation familiale

Annuler <Erécédent| Suivant = I Terminer

Having entered labels, it's necessary to give a value to each of these. By default,
Access shows a number next to each of these labels. It's also possible to you to
put of the text instead of figures. This window allows you to modify these values
to those of your choice.

@For this exercise, leave the values to those shown initially in the window.
@Press the Next button.
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Aszszistant Groupe d'options

“ous pouvez zoit stocker la valewr d'une optioh zélectionnées dans

HARARY un champ, zoit utilizer cette valewr par la suite pour exécuter une
[T tache telle que limprezsion d'un &tat.

[T

[ HHHE HEER

Lorzque wous sélectionnez une waleur dans votre groupe d'options,

——— que doit faire Microsoft Access ¢
HEE HHE RRE HEE
HHH HHE HEE HER

(" Conzerver la waleur pour usage ulkériswr,

' Stocker la valeur dans ce champ: m j
poste -
bureau
zalaire
COMMiSEion

Annler | < Précédent |

embauche

The assistant asks you then that to make with the selected value. It offers to
save it in an independent field (to save the value for a later user) or to place this
value in a field of a table.

@For this exercise, select the option " Store the value in this field: " and select
the field Status.
@Press the Next button.

Aszsizstant Groupe d'options

[Quel type de contréles zouhaitez-vous danz le groupe

d'optionz 7
Exemple {*  Cases doption
& Célibataire [ Cases & cocher
" Marig J Boutons bazcule
€ Marié avec dépenda Buel style souhaitez-vous utilizer 7
: (™ Ombré
(" Standard (™ Enforce

" Relache

Annuler <Erécédent| Suivant = | Terminer

The assistant asks you then of the data about the style of presentation of the
group of options that you prefer. It offers you the choice for the presentation of
labels (descriptions) and of the border that surrounds the group. The left part of
the window offers you a preview of the group of options with your choices of
options.

@For this exercise, select the option " Compartment of option " for the
presentation of labels.

@Select the option "Spread out" for the choice of the border.

@Press the Next button.
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Aszszistant Groupe d'options |

Huele légende souhaitez-vous pour wotre groupe d'optiong 7

|Statut zocial

Ce zont bautes les réponses dant ['Azzistant a besain pour créer
votre groupe d'optionz.

[ afficher I'tide sur la personnalization des groupes d'options.

Annler < Précédent = L | T erminer I

The last element that the assistant needs to end the creation of the group is the
title for the group of options. This title will appear at the top of the group of
options. For this exercise:

@Write the text following in the box: social Status.
@Press the Finish button.

Access will take a moment to generate the group of options with the options that
you chose. Here is the result of the exercise.

— Statut zocial
" Célibataire

Marié

Ce

Marié avec dépendants

Divorceé

e

Divorcé avec allocation Famihale

With a group of options, it's only possible to choose one of the choices offered in
the box at the same moment. How in this example, it's impossible to be
unmarried and married at the same time!
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The button falls over, as for the button of option and the button
Button falls  hook are used for the fields of type Yes/No. It's necessary to press

over = the button to say "yes" or "to activate" the option or the field.
The button of option (formerly called radio button) can be used

Button of with a field of type Yes/No. It's necessary "to darken" the button

option to activate it or to say the equivalent of Yes.

(radio) ®

The button hook can be used with a field of type Yes/No. It's
Button hook  necessary to makee "X" in the box to activate it or say the
[x equivalent of Yes.

Zone of modifiable list

As a group of options and a zone of list, a zone of modifiable list allows you to
select a value among a predetermined list. It's also possible to you to add the
other values to the so necessary list. It's an element that group of options and
the zone of list does not allow you. A list has also the advantage to avoid errors
of spelling during the retranscription of the data. The last advantage of a
modifiable list is that it's possible to show several fields at the same time. This
has the advantage to give a better reference at the time of choosing for a value
of the list.

The exercise consists in creating a zone of modifiable list for the field office that
represents the office location of the employees. The source of the modifiable list
will be the table office that contains the name of cities as well as the addresses
of each of the offices(desks) of the company.

@From the form, select the field office and erase it.

@From the toolbar, press the button .
@Place the zone of modifiable list by clicking in the place where the field office
was located.
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Aszszistant Zone de lizte modifiable

Cet Aszistant crée une liste modifiable, qui affiche une zérie de
valeurs que wous pouves sélectionner.

| WHHHNHN -

Comment zouhaitez-vous gue vatre liste modifiable oblienne ces
waleurs 7

(¥ ie weur que la liste modifisble recherche les valzurs dans une
itable ou requéte.

(" Je taperai les waleurs souhaitées.

"' Bechercher un erregistrement dans mon farmulaire basé surla
walewr | zélectionnée dans liste modifiable.

Annuler || Suivant > |

The assistant offers you three ways to determine the source for the modifiable
list. Among choices to determine the source, you can choose the contents of a
table or a query. You can also write the values of your choice. These will be then
kept in a new table. The last possibility allows you to go to a record according to
the choice of this modifiable list.

@For this exercise, select the first option: I want that the modifiable list looks
for...
@Press the Next button.

Aszszistant Zone de lizte modifiable

Cuelle table ou requéte doit fournir les valeurs pour votre liste
modifiable?

{Bureaus

Facture

Inventaire
Ococupations
Tranztion Fact-lny
clients

employés

Afficher
f+ Tables {—~ Heguétes — Les deus

Annuler < Précédent || Suivant > |

The assistant will ask you for the name of the table or the query that will be used
for the source of the modifiable zone. It shows you even the list of these.
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@For this exercise, select the table office.
@Press the Next button.

Aszszistant Zone de lizte modifiable |

Cuelz champs contiennent les waleurs que wous souhaitez inclure
dang wotre liste modifiable’?
HHH HHE HRE HER
HHN HEE HE RRR . . . - -
B Lez champs zélectionnéz deviendront les colonnes de votre lizte
rnodifiable.
I HEHERN TI
Champs dizponibles: Champs zélectionnés:
ille Bureaus
Adresze

Téléphone

-

£

Annuler I < Précédent " Suivant > I Tlermimer

RyAE

The following window asks you to choose from the list of the fields of the query
those that you want to show in the screen. These give you a supplementary
reference during the selection of the value of the modifiable list. Fields will be
shown according to the order that they you will find in the box " selected Fields ".

@For this exercise, select in the order the following fields: Offices(desks),

Address, Telephone.
@Press the Next button.

Aszszistant Zone de lizte modifiable |

Euelle largeur zouhaitez-wous pour les colonnes de vatre liste modifiable’?

Pour ajusgter la largeur d'une colonne, déplacez le bord droit jusgu'a la largeur zouhaitée, ou
cliguez deus fois sur ce bord droit de la colonne afin d'obtenir la meilleure larger.

[ Colonne clé cachée [recommandé]

Bureaux Adriesse Téléphone
- 2000 St-Laurent 2195565565
kantréal 5555 de La Rocheliée | 5145555555
[usbec 2700 Grande Allée 4185555555

Annuler < Précédent " Suivant > I Terminer

The next window asks you to determine the width of each of the columns of the
fields that you selected in the previous window. It's this width that will be used
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when it will be the time to show the modifiable list. So, this window allows you to
show or to hide the key column; the first selected in the previous window. For
this case, it's about the field Offices(desks).

@For this exercise, deactivate the option hidden key Column.

To adjust the width of columns:

It's intéssant to be capable of adjusting the width of columns containing of the
data. You can make sure that all the data of the field appears in the box.

@Place the cursor at the end of the column or between two columns.
®Press and hold the left mouse button and move this one towards the left or to
the right to reduce or widen the column.

@For this exercise, adjust the width of columns to show all the contents of these.
@Press the Next button.

Aszszistant Zone de lizte modifiable |

R TI

nnnn | RRRR | RERR
e EEE] Wi

HEHE | HEM HERE

e

Lorsque wous zélectionnez une ligne de votre liste modifiable, wous
pouves stacker une valeur de cette lighe dans votre baze de
données, ou vous pouvez ulilizer cette valeur par la suite por
exécuter une action. Choizizzez un champ identifiant uniguement la
igre.

Champs dizponibles:

Adresze
Téléphone

Annuler < Précédent " Suivant > I Terminer

If there are only two fields in the list of the available fields:

@Press the Previous button.
@deactivate the option of hidden key column.
@Press e Next button.

Because you chose several fields in the posting, the assistant would like to know
the value of that field he should save in the modifiable zone.

@For this exercise, select the field Offices(desks).
@Press the Next button.
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Aszszistant Zone de lizte modifiable |

icrozoft Access peut stocker la valeur sélectionnée de walre liste
madifiable dans vatre baze de données, ou mémarizer |a valeur afin

m que wous puizziez [utilizer pour exécuter une tache par la suite.
dum | wm | onmn ™ Mémaorizer la valeur pour usage ultéreur,
bt it Lt
| | waw | ¥ Stocker la waleur dans ce champ:r@ ;I
E Vi Mom -
HEH HEE OHEE N FIDStE
HHR HEN R RER
HHR HEN R RER Sa|airE
-~ Commission
statut
ermbauche I
pETMAnence -

Annuler I < Précédent " Suivant > I Terminer |

The assistant asks you then for the place where you want to save the datum. You
can save it in an independent field (Remember the value for later use) or put it in
one of the fields of the table.

@For this exercise, store the date in the field office.
@Press the Next button.

Aszsiztant Zone de liste modifiable |

[uelle &iquette souhaitez-vous pour vobre lizte modifiable?

|Bureau

Ce zont toutes les réponses dont [Azsistant a besoin pour créer votre
lizte modifiable.

[ Afficher [ide sur la personnalization de liste modifiable.

Annuler < Précédent ST AT | T erminer I

The last question is to know that is the text of the label that will describe the
modifiable list.

@For this exercise, write "Office("desk") in the box.
@Press the Finish button.

Here is a preview of the modifiable list ended time.
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Bureau

-

Hull

2000 St-Laurent 2195655555

b antréal 5555 de La Rocheliére
[uébec 2700 Grande Allée 4185555555

Zone of list

A zone of list offers to the user of the form a choice of certain values for a field.
The exercise that follows consists in creating a zone of list and to show a list for
the possible activities(occupations) in the company.

@Press the button Bums around of list

Aszszistant Zone de liste

HEHRHRHNRERY =

T |

et Aszistant crée une zone de liste, gui affiche une zérie de valeurs
que waus pouvez sélectionner.

Comment zouhaitez-vous gue votre zone de liste obtienne ces
waleurs 7

= ie weur que la zone de liste recherche les valsurs dans une
itable ou requéte.

i~ Je taperai les waleurs zouhaitées.

" Rechercher un enregistrement dans mon formulaire bazé sur la
walewr | zélectionnée dans zone de liste.

Annuler < Erenedent " Suivant > I Tlermimer

In this database, there is a table that contains the list of the

activities(occupations) of the company. This table is called moreover
Activities(occupations). You can also create your own list by selecting the option "
I would type the wished values. "

@For this exercise, select the first option: I want that the zone of list looks for
the values in a table or the query.
@Press the Next button.
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Aszszistant Zone de liste |

Cluelle table ou requéte doit fournir les valeurs pour wotre zone de
lizte’?

% | Bureaus

Facture

| BB *I Irventaire
m Oeocupations
HEHRHEEN - i N

= Tranztion Fact-lny

clients
employés

— Aifficher
i+ Tablez ¢ Requétez ¢ Lesdeus

Annuler < Précédent " Suivant > I Tlermimer

Access will ask you for the name of the table or the query that contains the field
with the data to be put in the zone of list. Of the list of tables and queries of the
database, select the one that contains the data that you want to show in the zone
of list.

@For this exercise, select the table Activities(occupations).
@Press the Next button.

Aszszistant Zone de liste |

Cuelz champs contiennent les waleurs que wous souhaitez inclure

W R danz waotre zone de lizte?
HHH R HHE HER
i m:m Lez champs zélectionnéz deviendront les colonnes de votre zone de
HHEHHRRARERE - lIStE'
T
HHHHRRRNR ;I
Champs dizponibles: Champs zélectionnés:

}}

EH

L

Annuler I < Précédent " Suivant > I Tlermimer

The table contains that a single field: Activity(occupation). In this table, there is
at present that two possible activities(occupations): manager and salesman. If
you wanted to add another Poste to the list, it would be necessary to add a record
to this table. Contrary to a zone of modifiable list, it's impossible to add a record
directly in the zone of list.
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There is also another table that would have been able to be chosen. It's the table
Employees. There is in this one the field posts that already contains a list of the
activities(occupations) of the employees. But, in most of the cases, you'll want to
use the data resulting from another table.

@Select the field occupation.

@Press the button ;Ito transfer the field Activity(occupation) in the zone of the
selected Fields.
@Press the Next button.

Aszsiztant Zone de liste |

[uelle largeur souhaitez-vaous pour les colonnes de votre zone de liste?

Four gjuzter la largeur d'une colonne, déplacesz le bord droit jusqu'a la largeur souhaitée, ou
cliquez dewy foiz zur ce bord droit de la colonne afin d'obtenir la meilewurs largewr.

Occupation

[ &ran
Y endeur

Annuler < Précédent || Suivant I T erminer

The assistant of the zone of list asks you then to determine the length the field
that will be shown in the screen.

@Place the cursor on the right border of the box.

@Press and hold the left mouse button and move the mouse towards the left or
the right-hand side as you want to reduce or to enlarge the width the length the
window.

@®0nce you determined the wanted width, release the mouse button.

@Press the Next button.
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Aszszistant Zone de liste |

Microzoft Access peut stocker la valeur sélectionnée de votre zone
de ligte danz votre baze de données, au mémarizer la valeur afin que
voLz puisziez [utilizer pour exécuter une tache par la suite.

HEEE | oRHEE | REan ;l . . ..
T ' Mémoarizer la vwaleur pour usage ultérieur.

HEE | oumy | mumw ;l

— &% Stocker la valeur dans ce champ:m ;I

v

Mom -

HEH HHE OHEE ERE
HEH HHE HEN HEE |:|
HEN MMM HHY A LireaLl

Y zalaire

COMMiEzion

statut

embauche (.

PErmanence &7

Annuler < Précédent " Suivant > I Terminer

The front last stage consists in indicating to the assistant of the zone of list if you
want to save choices in a value for later custom(usage) or among one of the
fields that meets itself in the form. For the exercise, the value chosen by the zone
of list will go to the field Poste.

@Select the second option: Store the value in this field.

@From the list of the available fields, select the field Poste.
@Press the Next button.

Aszsiztant Zone de liste |

[uelle &iquette souhaitez-vous pour votre zone de liste?

|F'|:|ste

Ce zont toutes les réponses dont [Azsistant a besoin pour créer votre
zone de liste.

[ Afficher ['Side sur la personnalisation de zone de liste.

Annuler < Précédent ST AT | T erminer I

The last stage consists in writing the text that will go with the zone of list.

@Write in the box of the label: "Post("post office").
@Press the Finish button.
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Command button —

Command buttons are very practical for the users of forms. They allow easily to
reach options that affect the form or the database. For example, graces(favours)
in the buttons of command, it's possible to cross(spend) from a record to
another, to open or to print a form or a report as well as several other
possibilities. Access offers a series of options predetermined to facilitate the
creation of buttons of command. If, these don't answer your needs, you can
always create a macro or a module and " to attach it " to a button.

The next exercise consists in the creation of a button instructions to pass in the
following record.

@From the toolbar, click the command button T

The assistant for the command button will show the following window.

Aszsistant Bouton de commande |

[lue dait-il 22 paszzer lorsque vous appuyez zur le boutan 7

Fluzieurs actionz zont dizponibles powr chaque catégone.

Catégaries: Actions

Jéplacements entre enreg. Derier enregiztrement
Opérations =ur enreq. E nregistrement précédent
Opératiohs zur formulaire i E nregistrement sulvant

Opérations sur &kat Fremier enregistrement
Applicationz Rechercher le suivant
Divers Rechercher un enregistrement

Annuler <Erécédent| Suivant = I Terminer

This first window asks for action button you wish for. The first column is the
categories of possible actions. The second column shows the possible actions. For
the exercise, the button should show the following record:

@®From the column Categories, select the option Movements among enreg.
@From the column Actions, select the option following Record.
@Press the Next button.
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Aszsistant Bouton de commande |

Souhaitez-vous du texte ou une image sur le bouton

Siwaous choisizses du texte, vaus pouvez taper |2 texte &
afficher. 5i vous choizizzez une image, vousz pouvez cliquer sur
Farcourr pour trouver une image & afficher.

O Teste: IEnregistrement gUlvant

= |mage: Afteindre suivant 2 e |
Fléche droite [bleus]

Fleche droite [noire]
Paintant wers la droite

[T Afficher toutes l=s images.

Annuler | <Erécédent| Suivant = I Terminer

The next window asks you for that kind of presentation, want on the button. Is it
of the text of your choice or a representative image? If you want of the text, it's
enough to write the text in the first box and to choose the option Text. For the
exercise, an image will be used.

@Click on the option Embellishes with images.
@From the list of the possible images, select the Next image.

There are also two other interesting options on this window. By clicking the option
" Show all the images ", you'll have more possibilities to choose an image. Even
with this list, it's still possible that there is no image that answers your needs. It's
so possible, with the button To cross(go through) to fetch an image that you
found moreover and to paste it on the button.

@Press the Next button.

Aszsizstant Bouton de commande |

Comment gouhaitez-vous nommer le bouton ?

IIr niom significatif wous permettrait de waus  référer plus
facilement par la suite.

Boutan suivant

Ce zont foutes les informatiohs dont [Aeziztant a bezoin pour
créer votre bouton de commande.

[ Afficher lide sur la personnalisation des boutons.

Annler | < Précédent = L | T erminer I
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The last window asks you for that name, want to give to the control command
button.

@In the box, write the text " following Button ".
@Press the Finish button.

Image

It's also possible to insert images into a form. That it's the logo of the company or
a representative image.

@From the toolbar, click the button of image .

A cursor with the following format will appear. It's enough to place it on the
form in the place where you want to insert the image.

@Place the cursor on the form and click the mouse button.

Insérer une image HE |
Regarder dans:; I[:| Hemnidema j ;‘alll I: %I“I“El El
4 sei oK

Annler |
Approfondir. .. |

Chercher les fichiers qui répondent & ces critéres;

Mom de Fichier: ISEi j Texke ou proprigké: I j Rechercher |
j Modifié en dernier: In'impu:urte quand j Mouvele rech. |

URY R SN il P oAk d'échaniges graphiques

1 fichier(s) trouwels],

Access will ask you for the endoit and for the name of the image that you want to
insert.

@Select the place and the image of your choice.
@®Press the OK button.

The image will fit on the form. You can always move it on the form. According to
the size(format) of the image, it's possible that you can not change the size. It's
a thing to consider when you create the images for your forms or your reports.
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]
Frame of independent object

Allows to insert objects resulting from the other Windows applications such as a
chart of Excel or an organization chart of Visio or the other applications. The
object is indépendnant of the contents of Access's tables.

Frame of dependent object [

The inserted object is dependent on the contents of tales or Acceess's queries. A
modification of these could affect the dependent object.

L=
Page break =

Even in a form, it's possible to put page breaks. It has no effect in the view in the
screen. But, this option is very practical at the time of the printing of the form. It
allows to print a form on several pages.

.IEI
@From the toolbar, press page break button =",
@Move the cursor at the footer of the Details zone.
#@Press the left mouse button.

A small control ... will seem stuck on the left border of the window. This is the
separator of page. All that is above this control will be on a page. The rest will be
printed on another page.

To see the effect of this control, it's first necessary to move it in the middle of the
form.

@Click on the control of the separator of page.
@Press and hold the left mouse button and move the control in the middle of the
form.

The separator is automatically going to paste to the left border of the form.

c1
#Press the =% button .

You will see a preview of your form if it was printed on paper. You see only also a
part of your form. The rest is on the following page.

@Press the ;Ibutton located in the left lower corner of the screen.

The following page will appear to the screen. You go to notice that the rest of the
form will appear on the paper. But, also, you go to see the beginning of a form
for the following record. It's for that reason, for be

Care of printing that page breaks are put in it any end of the zone Detail of the
form; to have two forms on the same paper.
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Control Tab =

The control Tab offers two advantages. It groups together(includes) the data in
the same place and sets less(fewer) of space in the screen. It's enough to click
the tab to see the data of the chosen category.

Sub form / Sub Report

Very practical to make complex forms the data of that result from several
connected tables. It's however necessary to pay attention that there are "formal"
relations between tables.

N

Line

Serves for separating the various sections of a form. Helps at a better reading
and understanding of the form.

Box -

Allows to frame of the text or one or several fields. Only for needs of
presentation.

o

The other controls *:

There are several other controls that are available.

@Press the % button.
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ActiveMovie Contral Object

| ActiverPlugin Object
% COMMON DIALOGS COMTROL
@ Contrdle calendrier 8.0

B contréle d'administration d'image YW ang
|E| Contrdle d'annokation dimage Wang

@ Contrdle d'&dition dimage Wang

ﬂﬂﬂ Contrdle de chemin de Fer dimage Wang
@1 Contrdle de numétisation d'image Wang
(& cContriles de l'explorateur Microsoft du Web
E MarquesCtl Obhject

.;fh, Microsaft ActiveX Hot Spok Contral 1,0
Y0 Microsoft Activex Image Control 1.0

W Microsoft Forms 2.0 CheckBox
Microsoft Forms 2.0 ComboBo:x:

—I Microsoft Forms 2,0 CommandButton
m Microsaoft Forms 2.0 Frame
Microsoft Forms 2.0 Image
A Microsoft Forms 2.0 Label

=H Microsaft Forms 2.0 ListBox
_' | Microsoft Farms 2.0 MultiPage
ﬂ Microsoft Forms 2,0 OptionButton

2 Microsoft Forms 2.0 ScrollBar

ﬂ Microsoft Farms 2.0 SpinBukbon
i Micrasaft Farms 2.0 TabSkrip
abl Microsoft Forms 2.0 TextBox

.'-' Microsoft Forms 2.0 ToggleButton
™ outlook DocSite OLE Contraol
& outlook Recipient Collection Edit GLE Contral
] Realdudioltm) Activer Control (32-bik) Object
[2 refEdit. Chrl
% THREED “HECK B COMTROL
% THREED ZOMMARND BUTTOMN CONTROL
% THREED FRAME COMTROL
% THREED GROUP PUSH BUTTOMN COMTROL
% THREED CPTION BUTTOMN COMTROL
% THREED PAMEL COMNTROL

You will find a list of all the other objects that you can add. Some you already

know, other that you never imagined existed or accesible.

Change the properties of a field or of an object.

@Select the object, or the control, that you want to change an attribute.
@Press the button on the toolbar.

OR
@Press the right mouse button.

@From the context menu, select the Properties option.
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& Zone de texte: poste

Format i Données il—fvénementi Autres

Masgue de saisie . .. ........
Maleur par défauk . .. ...
el d s A G e B A
Message sierredr . .. o000 v

Texte barre ékak, . ... ... ... Cccupation de la personne dans 'entreprise
Effet touche Entrée . .. o000 v D aut
AutoCorrection permise ... i

IS om0 o o ep S i

O el e by s g ot Toujours
O e B i e B e i

Werrouilé . ... Mon
Rechercher filkre . ... 00000y Paramétres par défaut
Auto tabulation . ... Mon

Arrék tabulation . o0 i

Index tabulation . .00 u vy 9

Barre défilement . ... ... ... Aucune
Autoextensible . . ... ... Mon
Autoréductible . ... L. L. Mon

GAUChe . oo Z,393cm
[FUETHIE 55 s b Ot BB B o o 2, 298Cm

L ] o A A P e R oy 3

TIN5 6 e i v e e 0 0, 423cm
Stylefond . ..o Transparent
Couleor Fond o000 3388603
BPOPAMENCE e & deusx dimensions
Stwlebordure . .o Flein

Couleur bordure . . ... ... L 350605
Epaisseur bordure . .. ... .. Filek
Couleurbexte .00 u 16777215

(Bl esres o o Tt bt M3 Sans Serif
Taille carackéres . .. o000 o

Epaiss carackéres . .. ... .. .. Standard
Ttalique . . ... oo oo Mon

Sodligné . .. Mon
Alignerkexke . o000 Standard

Barre de menu conkextuel | . ..
Texte d'Info-bulle . . 00000
Contexte dide . oo 0
R [ ] e e eyt R
AvantMAal, ... 00000
BprEsMAl . L
Sur changement . ... ...
g
ST, I e e e v o - B
Sur réception focus a0
surpertefocus . e
TP i i s s B e i
Surdoubleclic . ...
SUF SOUNS SpPUYER oy
Sur souris déplacée . ... ...
Sur souris reldchée ...
Sur kouche appuyées ... ...
Sur kouche reldchée . .0
Sur touche ackivée . ..

Here is the
list of all
the
properties
or options
that you
can modify
for each of
the
"controls"
of the
form.

The
properties
can be
grouped
together in
4
categories:
Format,
Data,
Evennemen
t and the
Others.

The most
important
option is
the second
of the list:
Source
controls.
Access can
know if the
contents
are a field
of a query
or a table.
It's also
possible to
enter it a
formula.
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Lock a field
ACHVE o Mon
Verrouild . L Qi
Mask a field
Put a page break

Only practical for the printing of the form.

The automatic format @

Access allows you to change the presentation of your form by using a

preestablished model.

@Press the @ button.

The following window will appear.

&= Format automatique H I

Faormats automatigues Formulaire:

Couleur 1

Crépuscule
|nternational

]9

Annuler

Lin

b oifs

Muages
Fierre
Printemps

Standard Etiquette |Donndes

— Attnbutz & appliguer

¥ Police ¥ Coulsur ¥ Bordure

Perzonnalizer...

This window allows you to use one of the existing models as well as to decide to
affect these changes to fonts, to colors of the text and the borders.

@For this exercise, select the Colour option 2 from all the attributes.
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& Personnaliser le format automatique

— Optionzs de personnalis ation

" Créer un nouveau format automatique basé sur le Formulaire

"Lizte des employés', Annuler |

% Mettre 3 jour "Couleur 2" avec les valeurs du Formulaire ''Liste
‘dez emplopés".

' Supprimer "Coulsur 2"

Cette action ajoutera les informations du document en cours au format
automatique zélectionne.

The assistant of automatic size(format) offers you three options: to create a new
size(format) based on the current values of the Form option of Colour 2 Lists
employees, to update the form with or to delete the Colour model 2.

@For this exercise, select the second option (Update Colour 2).
@Press the OK button.

Access will take a moment to update the presentation of the form.

The button to generate =

Update a Formulas, add functions, a macro or a programming module.

@Press the button K‘
Choisir Générateur ﬂﬂ
[Gérératewr dexpression

Genérateur de macro

Générateur de code |

annuler

Access the choice offers you to reach the expression generator, the macro
generator or the code generator.

R Y
Preview a form =t

o
@®From the creation mode, press the (== button.
OR
@From the Edit menu, select the option Previw a form.
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Tab order

The order of tabulation allows you to determine the order in that the cursor will
pass from a field to another on the form. It's possible to you to change it to allow
you better to meet the needs of the form. For this example, the field Poste
should be below the field Name. Here is how to move it.

@From the Edit menu, select theTab Order option.

The screen that is shown gives you the list of the fields that meets itself on the
form in the order that the cursor passes from a field to another.

Ordre de tabulation |

Section Ordre personnalisé:
" En-téte de Formulaire || Muméro de poste
............... Prénom
= petail [ 1o
: . bureau
" Pied de formulaire — 2
| |salaire
Sélectionnez les lignes & | ':':"Em'ssi'_::""
reclasser, Ensuite, Faites [ embalche
les glisser vers la || PErmanence
nouvelle position. || commentaire
| |poste

Annuler

o]

Ordre automatique

@Click on the small grey box at the left of the field Poste.
@®Press and hold the left mouse button and move the field below the field Name.

Ordre de tabulation |

Seckion

" En-téte de Formulaire
= Détail

" Pied de formulaire

Sélectionnez les lignes
reclasser, Ensuite, faites
les glisser vers la
nowvelle posikion,

o]

Annuler

Ordre personnalisé:

| [Muméro de poske
| [Prénom
Maom

| [bureau

| |salaire

|| commissian
| [embauche
| |permanence
|| commentaire

Ordre automatique

@When the field is at the right place, you can release the mouse button.

The Automatic Order button can automatically order the fields. Access orders
fields according to their place on the form: from left to right and top to bottom.
So, the field the closest to the upper left corner of the form will be the first field
where the cursor will stop, that in its right-hand side the second etc.
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But it's can be not what you with need. imagine that you have on your form three
"zones", personal data, salary and social advantages for example. It's very
possible to have these zones the one in quoted(esteemed) by the other one. So,
the automatic order would not be for your advantage. It's for that reason that it's
always possible to change the order of tabulation.

Print a form &

Be careful!

Because this is an example, don't print all the records. Print only the first page of
the form. Otherwise, all the records are going to be printed in the form of a form.
You can also change the pagination of the document by using the File menu and
Page setup.

@From the File menu, select the Print option.
OR

@Press the =] button.
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Access - Chart forms

Before we begin

Introduction

Create a form form chart with the assistant
Changing a form

Before we begin

Access offers you several types of forms. This Web page demonstrates how to create
you and to use a chart form. For more data about forms generally, watch to go to
the page on forms.

To realize this Web page, it's better use the data of the database demoacc2.mdb or
demoaz2k2.mdb (for Access97 or Access 2000 respectively). You can take these
databases from the page of the demonstration files of this site.

Introduction

Access allows you to generate charts from the mass of data that is accumulated. This
page demonstrates how to generate you a chart form and to modify it. The exercise
of this page will demonstrate the sum the commissions of the company by office
location. These data you will find Commission and office of the Employees table.

Why a chart?

=To simplify the analysis of a mass of data.

=To analyse quickly the trends of the series of data.
=To be able to compare the data.

=To analyse proportions.

Creating a chart form with the assistant

. =8| Formulaires
@From the main menu, select the tab Forms E .

@®Press the New button.
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Houveau formulaire EE |

e Mode Création

- Assistant Formulaire
e |.|.I.l FormulaireInstantané: Colonnes
i FormulaireInstantané: Tableau

FormulaireInstantang: Fedile de données

et assistant crée un -rant Graphique

Formulaire avec un graphique.

Asziskant Tableau croisé dynamique

Choisissez la table ou requéte
d'oll proviennent les données de
['abjet:

I
(0] 4 I Annuler |

@From the list of the available options, select the option Attending chart.

The "source" of a form or a report can be a table or a query. The query to use
records that answer the wanted criteria or resulting from several connected tables.
It's a point to consider during the creation of a chart.

@For this exercise, select the Employees table.
@Press the OK button.

Aszszistant Graphique |

[luels champz contiennent les données zouhaitées pour le graphigue 7

HEH OERE HEE . . o
s s Champs dispanibles: Charnps pour le graphigue:

T MHuméro de poste
HEH OERE HEE p

e I_ Prénom

- ?__- Fam 3
pozte

bureau

AIRNEIR

| zalaire
— ‘embauche
i @ shatut o«
e pEMAanence

Annuler <Erécédent| Suivant » I T ermirner

@From the list of the available fields, select fields office and Commission.
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It's enough of:

@Choose the field of the left column and to press the button ;I
OR
@®Make(do) a double-click on the wished field.

@When the wanted fields were selected, press the Next button.

Aszszistant Graphique |

[luel type de graphique souhaitez-vous 7

3

i
& || B

Choigizzez un graphigue qui affichera les données
zélectionnées de fagon appropriée.

Secteurs

I graphique zecteurs affiche les relations ou
proportions des parties par rapport au total, || contient
toujours uniquement une zéne de données, ce quile
rend utile pour accentuer un élément significatif.

LS
|

bl
E-
2

Annuler <Erécédent| Suivant » I T ermirner

Access a list of types of chart offers you to represent your data.

@For this exercise, select the type of chart sector.
@Press the Next button.
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Aszszistant Graphique

. Comment souhaitez-vouz présenter

"! | Apercu du graphique lez données dans votre graphigue 7
“oug pouvez gliszer - déplacer les boutons
champs verz le graphigue exemple.
Cliquez dews foiz zur un champ de tupe
nombre ou date danz le graphigue pour
changer la fagon dont le graphique
gunthétizera ou regroupera les données.

bureau
COmmmission I

Sommelecommission

O Aza BBbb OCcc

bureau |

Annuler | <Erécédent| Suivant » I T ermirner

@Double-click on the button SommeDecommission.

B Synthétiser E3 |

Synthétizer commizsi

Alcun

Annuler

s

M oyenne
kir
T

Compte

The chart form allows you to generate a synthesis on several elements of the data.
Here is a short description of each of the possible options.

Nobody Show the values of the selected field.

Sum Show the sum a selected field.

Average Show the average of a selected field.

Min Show the smallest value of a selected field.
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Max Show the biggest value of a selected field.

Count Show the number of records of a selected field.

@®Assure that the synthesis is on the option the Somme.
@Press the OK button.

It's always possible to you to change fields or synthesis by returning to the creation
mode.

@For this exercise, press the Next button.

Aszszistant Graphique |

[luel titre zouhaitez-vous pour votre graphigue ¢

|T|:|tal des commigzionz de I'entreprize

Youlez-voug afficher une légende dans votre araphique 7
& i, afficher une légende.

" Mon, ne pas afficher de légends

Aprés la création de votre graphique par lAsziztant, que voulez-vous faire 7

%" Quwrir le formulaie avec le graphique affiche dessus.,

™ Modifier e formulaire ou le graphique

[ Afficher ['ide zur 'emploi des graphiques.

Annuler < Précédent L0 =L | T ermirner I

It remains still to give a name to the chart as well as to see some other possibilities.
@For the name of the chart, enter the name: Total of the commissions of the
company.

@Press the Finish button.

Access will take a moment to generate the chart according to the options that you
chose.
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B Formulairel : Formulaire

»

Total des commissions de
I'entreprise

B montréal

H québec

Here is the chart generated from the data of the Employees table.

Modification of the form

To be able to modify the chart form, it's necessary to enter creation mode.

@Press the button.

OR

@®From the Edit menu, select the Creation mode option.

You can change the dimension of the form to answer your needs.

To modify the presentation.

@Place the cursor over the chart.
@Double-click on the chart.

Access uses the generator of chart of Windows to represent the data. watch to read

the page on the insertion of a chart to learn how to modify it.

Note:

You can not modify the data from the table of data of the chart module.
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Access - Reports

Before we begin

Introduction

Types of reports

Creating a simple report with the assistant
Change a report

Creating a group

Before we begin

To realize the exercises of this Web page, you need the Employees table. You will
find it in the database demoaccl.mdb or demoacc2.mdb on the demonstration
files Web page. For those that use Access on 2000, you'll find on this same page,
files demoa2kl.mdb or demoa2k2.mdb.

Introduction

A report is a representation of the records of the database that is make paper. It's
possible to analyse a synthesis from these data that would be more difficult to have
otherwise. Besides, it's easier to sort out and to group together the data about
relevant fields.

Types of reports

Access can help you during the creation of reports.
Standard: View the records of the database in the form of report.

Graph: To represent diagrammatically the records of the database. An example
of a chart form is demonstrated on this site.

Labels: To prepare labels for the mailing or conference. An example of a report
labels is demonstrated on this site. It's moreover the following page of
this section of the site.

Creating a simple report with the assistant

The example that follows is to demonstrate how to create you a report by using an
assistant by looking at each of the stages of the creation of the report. One looks
also at the possibilities, in each of these stages.

@®Click on the reports tab &l Erats

@Press the New button.
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Access offers you several ways to create a new report. You can use the Mode
creation to begin from zero a report. You can also use the assistants to create
reports by answering some appropriate questions. The immediate reports, that show
all the fields of a table or a query under the format of columns (a field below the
other one) or of table (a field next to another), don't ask questions. They generate a
report that shows all the fields of the table in the order that appears in the structure
of the table or the query. The chart assistant allows to generate a chart from the
fields of numeric or monetary type. And to end, the assistant labels you help to
generate a report consisted of label for various situations: of labels of letters in
labels for presentations.

Mouvel &tat HEB

Maode Création

| \ EtatInstantané: Colonnes
EtatInstantané: Tableau

Assiskant Graphigque

Cet assistant cree Assiskant Etiquette

automatiquement un étak
d'aprés les champs gque vous
avez sélectionneés,

Chioisissez la table ou requéte Iﬁ j

d'ols proviennent les données de
I'obijet:

Facture

Inventaire
Occupations
Skakut

Transitiors Fack-Iny

@0f the list, select the Report Assistant option.

@®Among the list of available tables and queries, select the table "Employés"
(employees).

@Press the Next button.

The assistant asks you then that are the fields that you need in your report. pay
attention to the order of the fields that you select. It's in this order that they are
going to appear in your new report. It's also possible to select fields of several tables
or queries. It's enough to choose the table or the query from the list. add then one
or several fields of your choice to the list of the selected fields.
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Azsistant Etat

rif (]

T ablez/requétes:

|Ta|:u|e: employés
Champz disponibles:

[uels champs zouhaitez-vous dans vobre état 7

Yous pouvez choizir des champs de plusieurs tables ou
requiétes.

Champz sélectionnés:

Muméro de poste

pEMAanence
ghatut zocial
commentaire

Mom
Prénom

zalaire
COMmMiEEion
bureau

>

€L

S EE

Annuler I <Erécédent| Suiwant I

T ermirier |

@0f the list of the available fields, select, in order, the fields Name, Prénom (first
name), Salaraire (salary), commission, office (office), Poste (occupation) by

clicking the field and by pressing on the _Z_lbutton .
@®Press the Next button.

Aszsiztant Etat I

Souhaitez-vous ajouter un niveaw de

reqroupement

Maom

Prénam

zalaire
COMMisEion

SR

Fricrité

N

bureau

Maom, Prénom, zalaire, commigsion, pozte

Optionz de regroupement ...

Annuler <Erécédent| Suivant = I

T erminer |

143195



Dr. RACHINI Ali - MS-Access - Reports

The assistant asks you if you want to group together the records on a field in
particular. You can also make " under groups ", or rather groups inside groups.

@0f the list of the fields of the report, select the field office.
®press the > Ibutton .

The outline of the presentation in the right-hand side of the window will change. It's
now going to show fields grouped together with regard to the field office. So, every
time the value of the field office will change, a new group will be generated.

@Press the Next button.

The assistant asks you how you want to group together the records. want to group
together in a normal way or only on the first letters contained in the field.

Intervalles de regroupement I

[uel intervalles de regroupement zouhaitez-vous pour vog

champz de regroupement
Champs de regroupement; Intervalles de regroupement; Anriuler |

bureau

1é&re Lethre

2 lettres initiales
3 lettres initiales
4 |ettres initiales
5 lettres initiales

#Leave the option to "Normal"
@Press the OK button.
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Assistant Etat I
[luel ordre de ti et informations de synthése souhaitez-vous pour vos
enregiztrements détails
Yoz pouvez trier les enregistrements =ur quatre
Fo—— RS champs marimurn, e ordre ascendant ou
dezcendant.
1 2 3 4 1 |Mom ~| 8]
& Bl )
g4 | | | 2 |Prénom = 4l
2, [ ] b [ a
A
& b s s s 4 I j 2l
D HENH XENE ENHE ENXE
| iOptionz de synthésze I
Annuler < Précédent | Suiwant I T ermirier

The assistant asks you if you want to sort out the records according to one or several
fields. You can sort out the records until on four fields. The field in the first box has
priority over the second and so on. So, you can choose if you want to show the
records in increasing or lessening order by pressing on the button of highly-rated
right of the name of the field.

@Select of the list the field "name" for the first sorting.
The employees will be sorted out according to the name.
@Select of the list the field "Prénom (first name)" for the second sorting.

Besides being sorted out on the name, the records will be also sorted out on the
Prénom (first name). So, for the same name, the records will be also sorted out on
the Prénom (first name) of these persons. One of the most advantageous options of
reports is the possibility to generate automatically a synthesis of the results.

@Press the button Options of synthesis.

Among the options of synthesis, you can choose from the most frequent
mathematical operations. If need be, you can modify the report to add the other
operations such as the number of records, the standard deviation and so on. This
operation will be demonstrated farther on this page.
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Options de synthése |

[uelles valeurs souhaitez-vous calculer ?

Charmp Somme Moy Min bMaz |

Annuler
zalaire |2 I i
COMMiSEion | 2 I i

Afficher
f+ [Dé&tail et tatal

¢ Total uniquement

[v EEaIcuIer le pourcentage du
‘total pour les sommes :

@Select the same options as those marked in the previous image.
@®Press the OK button.
@Press the Next button.

The assistant asks you then for that type of presentation what you want for your
report ? You can also decide on the orientation of the paper as well as to force all the
fields on the same sheet.

Assistant Etat |

Camment souhatez-vouz prézenter vatre &tat ¢

— Prézentation ———— —— Orientation —
" Echelonng & Palrait
" Bloc " Papsage
EEXHKNN
EXKKEK ™ Contour 1 2
EEEHNKHNNN  Contour 2
KHEH XHRX =
HEEME HHNNH :
MAMHE WMMEH
WHEME HHEME " Aligné a gauche 2
MAMHE WMMEH

EELE LI R

MMHE WNMEE : : _ :
WENHE MHEME W Ajuster |a taille dez champs afin guils
liennent tous zur une page.

Annuler <Erécédent| Suivant I T ermirier |
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@Select the same options as on the image above.
@Press the Next button.

The assistant asks you a last question on the presentation of the report. This time,
it's about the presentation of the fonts of the report. The assistant offers you several
ways to present the records in the form of text. click the name of each of the styles
to have a preview of the final result.

Assistant Etat I

[uel ztyle souhaitez-vous 7

¢ dydrmiriztratit
HHREKKN Chic
Compact
HRE R Farrmel
SR NN Graz
iz clair
Titre
Efigquette du détail
Cartrdle de Détail

Annuler <Erécédent| Suivant = I T erminer

@For the purpose of this exercise, select the "Administrative" type.
@Press the Next button.

It remains only to add the main title of the report and to decide if you later want to
have a preview of this one or to modify it at once.
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Assistant Etat I

[luel titre zouhaitez-vous pour vobre état 7

|Liste des employés

Ce zont toutes lez informations dont [Azsistant a besoin pour créer
wvotre état.

Souhaitez-vous afficher 'aperqu de '&tat ou en modifier la structure ?

% Apercu de ['état.

= Modifier la structure de ['état,

[T afficher léide sur l'emploi des états

Annuler < Précédent SLamt | T ermirier I

@Write in the box of the title of the report " Liste des employés ".
@Press the Finish button.

Here is the first part of the final result.

n r

Liste des employes

Do montrdal
Nam Prémam scdgire conyrission posie
Gendron Eric ik 23000F vendeur
Lambett Deris 0% 4500 F  wvendeur
Lepage Roger 30000 % 0% gérant
R &mi Suzanne 0% BSO00F  wendeur

Syhthése pour boreal = monteal (4 enreglshements dataif

Sommnie 30 H00 3 133000 3

Min a3 aF

Max 300 3 G55 Q0 3

Pourcentage 53, 76% 65, S4%

It's now time to look in detail at the composition of the report.
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Change areport

It's also possible to modify a report better to answer your needs. In time, the report
can need to change better to answer your expectations.

@From the outline of the report, press the button creation mode ( ).
@From the window Data base, select the report to be modified and press the Modify
button.

 En-téte d'état

ILis|fe des employés |I I I I I O O

# En-téte de page
# En-téte de groupe bureau

|bw'ecm | |E:'z. rea |

MNomt Prenpm sctlcdire| | cormrniskion I_pas.te |
F Dékail

|rIl|:|m |F‘rén|:|n ||salaire |||:|:|T|missiu:|'| ||p ste |

_# Pied de groupe bureau
="Synthése popr * & “hureay’

& & hardan] & M & Comater®) & U & WralFawsg Comater* =1 "knreqistrement fétal"enn

Sommnie | =Sarpne| [=Hommeiicorm
Alin =MinfTza| |(=Winflcarpmiss
ﬁ =Maxl s | =Maxlcammis
Pourcentage | =Sarpne| [=Hommeiicorm

# Fied de page

I I I I
|=Mair ferandi] | | ="Perge " d’a,{Pﬂg@}% “aur | lﬁfPﬂ*ﬂSﬂ
# Pied d'état

Total ge’ne'_mIlF |=Somme T4 .:11’.:|

The objects of a report

=¢”omm3ffcox| | | | |

There are several objects, or controls in Access's jargon, that compose a report.
Among some of these, there are "titles", that are of the free text, " zones of text,
that are really fields resulting from tables or from queries, from lines, from boxes,
from calculated fields and several others.

Sections

Besides, these "controls" you will find in various zones.

Headers

Header of This part meets itself at the very beginning of the report. One finds
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the report: there generally the title of the report.

Header of This part meets itself at the beginning of each of the pages of the
the page: report. One finds there generally the name of each of the fields that
meets itself in the report.

Header of This part meets itself at the beginning of each of the groups of the
the group: report. One finds there generally the description of the group.
Feet

Every heading in its equivalent in the end of the report.

Foot of the This part contains generally the cumulative or the synthesis of
report: the report.
Foot of page: This part contains the cumulative of the page as well as the

number of page.

Foot of group: This part contains generally the cumulative or the synthesis of a
group.

Section details

Between the various headings and the feet of zones, there is a section detail. It's in
this zone that will be shown the data of each of the records.

Add a calculated field

As for the queries and the forms, it's possible to add calculated fields that answer
better your needs. For example, there is no standard deviation or the other Formulas
or functions to analyse certain ratios among your data.

The next part consists in adding a calculated field that calculates the total of the
incomes of a group. By income, one implies here the total of salaries and
commissions of the employees.

@If you are already not it, put yourselves in creation mode by pressing on the
button.

@If the toolbar is not shown, press the 2 button.
@®Enlarge the footer zone of group office.

@From the toolbar, press the abl button bums around of text .
@Click towards your choice in the zone foot of group " office ".
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An independent field and a title are going to appear.

@Click in the box of the title and change the text "Incomes".
@Click in the zone of text ( independent field).
@®Write the following formula: =sum( salaire+commission ).

Because there is already a total of salaries and a total of commissions in this zone,
you would have been able to write in the place of the formula = SommeDeSalaire
+ SommeDeCommission.

It's necessary to pay attention not to make errors during the writing of the formula.
Otherwise, at the time of showing the report, Access will ask you of the data about a
field that does not exist. For example, I changed one of the Formulas so that it
calculates the income by using the field commisssion with three " s ". This field does
not exist. But Access will ask you for the value of this field before showing the
report.

Entrer la valeur du paramétre Ed
COMMISSSian

(0] 4 I Annuler |

An outline of the report ( ) will show you the result. At the end of every group, there
is now a total of incomes.

You can create more elaborated calculated fields by using functions of Access. If you
know the functioning of the function, you can directly write it. Otherwise, you can
use the expression generator to fetch the list of the functions.

@Return to creation mode by pressing on the button.

@®Place the cursor on the calculated field that you have just created.
@Press the right mouse button.

@Select the Properties option.

OR

@0f the standard toolbar, press the button.

@Click in the box next to the option Source of control.
@Click on the button that has just appeared to the end of the box.

You are now in the expression generators.

@0f the first column, double-click on the shirt having one more when it's written
Functions.

The second column included lists it categories of the functions. The third column
included lists it of all the available functions for Access. You can then choose from
the list the function, or the combination of functions, that answers your needs. have
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by fear to experiment. In the worst, the calculation will not work. It will be enough to
re-try until it fonctionne!

The next exercise consists in copying the formula preassignor, =sum(
salaire+commission ), in the footer of the report.

@Click on the new formula in the footer of the office group zone.
@®From the Edit menu, select the Copy option.

@Click in the footer zone of the report.

@®From the Edit menu, select the Paste option.

@Move the field next to the existing fields.

@Make a preview of the report by pressing on the button jf.

At the end of the report, there is a new field that shows the cumulative of the
incomes of the employees. Although it's about the same formula, it has no same
area as office formulates it in the zone of group. The first show the result of all the
records whereas the second fact only the cumulative a group at the same moment.

Add a calculated field

It's always possible to add a field that is contained in the table or the query that
created the report. But it's also possible to add calculated fields such as
demonstrated during the creation of a query or a form. As for the form, it's
necessary to put the sign "="in front of the formula. So, to make the sum incomes,
it's necessary to use the formula =sum([salaire] + [commission]).

It's always possible to improve the presentation of the report but this gives you an
idea in the way that the records will be shown in the report.

It's also possible to copy the formula of incomes and to put it in the other zones. If
you copy the formula and put it in the section Details, the formula will show the
income of each of the records. If you copy the same formula to put it in the foot of
the group office, the result would be the sum incomes by office. The formula of
incomes in the foot of report would show the total sum of the incomes of the
company. The place where is located the formula determines the vast of this one,
that are for a recording, a group or a report.

Creating a group

It's possible any time to modify the order of the sortings of fields as well as the
groups of the report. The next part consists in adding a group to the report as well
as to explain at the same time the difference between a sorting and a group in the
report.

@From the Edit menu, select the option sort out and group.

152195



| Dr. RACHINI Ali - MS-Access - Reports

Trier et regrouper Ed

Qrdre kri

= | Croissant

Mam Croissant
Prénom Croissant
hd
Proprigtés du groupe

En-téte de groupe i
Pied de groupe Oui Sélectionnez un champ ou
Regrouper sur Zhaque waleur kapez une expression de
Intervalle 1 trifregroupement.
Section insécable 8 faly!

From this screen, you can determine on that field you want to sort out and to group
together the records of the report. The window shows that the report is at present
grouped together on the field office. So, the records are sorted out on fields Name
and Prénom (first name). The exercise consists in adding a group on the field
Poste. So, besides being grouped together by office location, the records will be
divided by the occupation of the employee. Here are the necessary stages to add the
group Poste.

@Place the cursor on the fourth list of fields, just man below the line of the Prénom
(first name) field.
@®Press the button with the triangle pointing down at the end of the first box of the

line.
Zhamp/expression Qrdre kri -
bureau Croissant
Mo Croissant
Pr&niomnm Croissant
= | Croissant
Prénarm ;| LI
Marm
_m Propriétés du groupe
Ed I:uure.au
| salaire
Pis cormmissian Sélectionnez un champ ou
R rnbauche | waleur I:ape; une expression de
In pEfmanence = trifregroupement,
Seckan meecable T

@0f the list of fields, select the field Poste.
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Trier et regrouper Ed

Y

Zhamp/expression Qrdre kri
bureau Croissant
Croissant
| |Prénom Croissant
poske Croissant

Proprigtés du groupe

En-téte de groupe i

Pied de groupe - T —

Regrouper sur Sélectionnez "Cui' pour
afficher un pied de groupe,

Intervalle Maon

Section insécable 8 faly!

@Among the list of the properties of the field, select the Yes option to show the

header of the group footer.

As soon as you select the one or other one of these two options, the field is used to
group together the records instead of sorting out them only. The symbol appears
in front of the name of the field to indicate that it's about a group on this field. So
two new sections are going to appear in the report, that is the heading of the new

group Poste as well as its foot of page.

If you make a preview of the report, you'll see that the result is not really

interesting. The field Poste fact a group on each of the records instead of group
together them. The reason is that the field posts are in fourth position from the
sortings and the groups. The next stage consists in changing the order of the

sortings and the groups by placing the field Poste in second position.

@Click on the grey box to the left of the field Poste.

@®Press and hold the left mouse button and move the field in second position in the

list of fields.

Trier et regrouper Ed

Champjexpression Ordre kri

[ |burean Craoissant
W poske Croissant

Mo Croissant
= Pr&niomnm Croissant

Propriétés du groupe

=1

En-téte de groupe i

Pied de groupe Cui Sélectionnez un champ ou
Regrouper sur Zhaque waleur kapez une expression de
Intervalle 1 krifregroupement.
Section insécable 2 [aly!

The outline of the report shows now the data by office location and by occupation of

the employees.
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Remove a group

You saw how adding a regroupement and changing the order of the sortings. The
next exercise consists of removing a group.

@Click on the grey box to the left of the field Poste.
@®Press the Delete key.
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Access - Label Report

Before we begin
Introduction

Modify report

Before we begin

Access offers you several types of reports. This Web page how demonstrates to
create a report labels and to modify it. For more data about reports, watch to go to
the Web page on reports.

The exercise of this page consists in creating a report labels that contains the list of
the mail labels of the list of the customers of the company. This is to demonstrate
that it's possible to have on a label of the text and the fields at the same time. To
realize the exercise of this page, you need the database demoacc2.mdb or
demoa2k2.mbd for Access on 2000. You will find this document on the
demonstration files Web page.

Introduction

Access allows you to create quickly and easily labels from the data of your tables and
your queries. The next part consists in creating a new report from the data of the
Customers table.

@®From the main menu, click on the reports tab W tats |
@Press the New button.
Mouvel &tat EE

Mode Création

Assistant EEat
| EtatInstantané: Colonnes
EtatInstantané: Tableau
) . ) Assistant Graphigue
el assistant créee un etak au

format d'étiquettes
imptimables.

Assistant Ekiguette

Choisissez la table ou requéte
d'oll proviennent les données de
['objet:

I
Ok I annuler |

@From the list of reports that you can create, select the Label Assistant.
@From the list des tables and queries disponibles, select the Clients (customer)
table.

#Press the OK button.
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Note:
If you have data that result from several tables, create a query consisted of several
tables. For more data, read Web pages on the queries and the exercises of the

gueries.

Aszziztant Etiquette |

Cet dzzistant crée des étiquettes standard Awvery ou perzonnalizées.

Luelle taile d'étiquettes souhaitez-wouz 7

Ref. Aunvery: Drimenzions: Mombre de front;
Aver USA 5162 1123w 4"

2
2

JoEE

(ufln Re Re Re Rmfw fwfn B R R R Rl fe e

{ufefuRafufaRoRefulfofafulafofefulode)

Aveery LS4 5163 2w gt !

Awery 154 5164 313 A"

Awem LI5A 5165 g31/2" 11" 1

Ay 154 5196 234" w2 a3 3 ;I
— Unité de mesure ——————————— Type d'étiquette

& Anglaize 0 M Etrique ’75' Feville & feuille ¢ Continu

Personnaliser... | I Erfichientailes dEtiuetes persarnalistes
Annler | < Ereedent | Suivant > I TIEmmiter

The assistant labels will ask you some questions on the type of labels on that the
report will print the chosen data. For the exercise, the chosen labels will be that of 2
" (inches) by 4 " (inches) from the Avery company.

@For the mesuring unit option, select the English option.

@For the type of label, select the Sheet by sheet option.

@For the list on possible label at the top of the window, select Avery USA 5163.
@Press the Next button.

The option Counts frontally indicates the number of labels that are the one next to
another. It's always possible that you don't find the size(format) that you wish from
the units of measure, the companies and the types of labels. You can so press the
button To personalize to generate your own sizes(formats) of labels with the data
that you possess.

Note:
On Access 2000 offers to choose you among several companies as the choice of
labels. select the company of that you bought labels and model.
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Azsistant Etiquette |

— Apparence du texte

Police:

Huelles: police et couleur souhaitez-vous pour votre texte ?

T aille:

i

Epaizzeur de la police;

52 I CIES

Couleur du teste:

[ =1 -
[ ltalique ™ Souligné
Annler ¢ Précédent | Suivant > I TIEmmiter

The assistant labels you demand then the kind of presentation of text that you want.
pay attention not to choose a size of too big font. Otherwise, the text will not enter

on the label.

@Select the font type, size, style and the color of your choice.

#@Press the Next button.

Aszziztant Etiquette |

directement zur le prototype.

Champz disponibles:

[lue souhaitez-vouz sur wotre eliquette de publipoztage 7

Conzstruizes volre tiquette  droite en choizsizzant des champs & gauche. Yous
pouvez également kaper le texte que wous voulez voir zur chague étiguette

Eliquette prototype:

Mo client - {Mam} - {Personne contact}
E I:Iu:um {Adresse}
\ resze {"'."II"E}_. uc
H s ;I {Code postal]
Personne contact
Condition paiement ;I
Annuler < Précédent | Suivant I Terminer
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The label assistant asks for the kind of presentation of text that you want. Pay
attention not to choose a font size that's too big. Otherwise, the text will not enter
on the label.

There are two ways to select a field.You can:

@Select a field from the left column and press the ;Ibutton .
OR
@Double-clic on the disired field from the left column.

For this exercise, place the fields in the same order as described below:

@Select the Nom (name) field.

@Press the spacebar, the " - " key and the spacebar once again.
@select the the field Personne contact (person in charge).
@®Press the Enter key.

The label will pass to the next line every time you press the Enter key. As you have
just carried out, it's possible to have several fields on the same line. Furthermore,
it's possible to have also of the text and the fields on the same line.

@Select the field Adresse (Address).
@Press the Enter key.

@Select the field Ville (city).

@®Write the following text ", Qc" (Québec).
@Press the Enter key.

We presume in this case that all the clients are in the province of Québec. Another
field (province) will be required if they are spread outside the province. Another field
(country) will be required for international business.

@Select the the field Code postal.
@Press the Enter key.

The required fields and the presentation are all placed correctly on the label. verify
with the image for this part of the exercise above.

@Press the Next button.
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Azsistant Etiquette |

Mt

Champz disponibles:

(-2 R XX R-R-R-X-R-X-R-X-8-1-]
DO OO DD

|

Mo client

YWille

Code postal
Perzonne contact
Condition paiement

Wouz pouvez trier voz liquettes par un ou plusieurs champs dang votre base de
données zelon que vous vouliez tier sur pluzieurs champs [comme nom et
prénom), ou zur un geul champ [comme code poztal).

Sur quels champs zouhaitez-vous trier 7

>

4

S E

Trier zur;

Annler | <Erécédent| Suivant > I Terminer

The assistant asks you then if you want to sort out the records on one or several
fields. For the purpose of the exercise, the records will be sorted out in order

crossing according to the name of the company.

@®From the list fields available form the left column, select the Nom field.

®Press the ;Ibutton )
OR
@Double-clic on the field Nom.

@Press the Next button.
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Azsistant Etiquette |

Comment zouhaitez-vous nommer wotre état ?

Eliquettes clients

Ce zont toutes les réponzes dont ['Meziztant a besoin pour créer vos etiquettes.

[ue voulez-vousz faire 7
% Afficher les Eliquettes telles qu'elles seront imprimées.

™ Modifier la structure des étiquettes,

[ Afficher ldide sur l'emploi des Stiquettes.

Annler ¢ Précédent ETETE | Terminer I

The assistant will ask you that name it's necessary to give to the report. It suggests
you the title Labels customers. It's a rather good description of the report. So, we
are going to save the label report.

@For this exercise, leave the options "as is".
@Press the Finish button.

Access will take a moment to generate the report according to the options that you
chose and to save it in your database. Here is what should look like the first label of
the report.

Alpha ttée - Alhert Archam beault
1000 Lasigne

Mortréal, Qo

H1H1H1

Modify report

@®From the View menu, select the Creation Mode option.
OR

@Press the button.

=SupprEspacelEtatMom] & " - " & [Perzonne contact])
=SupprEspace[Adresze])

=SupprEspaceVille] & ", 2"

==upprEspace[Code postal])

Access uses the function SupprEspace() to remove spaces useless to the end of a
field. The software uses also the command & to glue together parts of text, placed
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between quotation marks, or the other fields. look at the first line of the label. The
function pastes together the field Nom, the text that was the field Personne
contact put between quotation marks, "-".
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Access - Macro commands

Introduction

Create a macro

Attach a macro to a botton
The Autoexec macro

Introduction

A macro allows to execute a series of instructions one after the other. Besides, you
can "attach" a macro to a button on a form. The exercise that follows consists in
creating a macro girl who contains a single instruction. Later, this macro short
story(piece of news) will be attached to a button of a form.

Create a macro

. 72 Macros
@From the main menu, select the macro tab

@Press the New button.

The window of creation of macro will appear.

‘ # Macrol : Macro M= B3
[

Ackion Commentaire -
: B |EniteMsg = | Premigre macro
hd
Arguments de ['ackion

Message _eci st un test
Bi i Affiche un message

p Li . :
Tvpe Information d'avertisserment ou

?.-'p d'information. Cetke
Tikre Test ackion permet

notamment d'afficher
un message suike &
['&chec d'une
walidation. Pour
obtenir de ['aide,
appuyez sur F1,

Under the column Action is the list of the instructions that you can execute.
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Ackion
fckualiser

AfficherBarreCutils
AfficherTousEnreg
Agrandir
AjouterMenu
AnnulerEvénement
AppliquerFiltre
ArrétMacro
ArrétToutesMacros
AtkeindreContrdle
AtteindreEnregistrement
AtkeindrePage
Avertissements

Bip

BoiteMsg

Copier Objet
Copieriers
DefinirElémentMenu
D&finiryaleur
DéplacerDimensionner
Echo

Enreqgistrer
EnvoiTouches
ErvoyverCbiet
Exécuterapplication
ExécuterCode
ExécuterCommande
ExécuterMacro
ExécuteragL
Fermer

Imprimer

CuwrirERak
QwrerirFormulaire
CwerirModule
CuvrirRequéte
CwrirTable

Quitker

R edessinerObjet

R &duire

R.enomrmer
Restaurer

Sablier
Sélectionnerdbjet
SupprimerCbijet
TransférerBase
TransférerFeuilleCaloul
TransférerTexte
TrowverEnregistrement
TrouverSuivant

As you see it, Access offers you several instructions.

~To have more data about these

@From the main menu, select the menu of help by selecting?.
@®From the menu, select the Summary option and index.
@Click on the tab Look for.

It's possible that it's a question the first time that the help is
used inside Access.

@If it's not already made, to prepare the file of help by using
the option Maximize research capacities.

Aszsistant création de recherche

Chercher wous permet de chercher des motzs et des
exprezsions spécifigues danz les rubriques d'aide, au lieu de
rechercher des informations par catégorie.

Axant gue vouz puizziez wtilizer Chercher, ‘Windows doit
créer une lizte qui contient chague mat de votre [voz)
fichier(z] d'aide.

FPour créer cette liste, cliquez sur Suivant.

= Minimize |a taile de la base de données [recommandé]

% it aximize les capacités de recherche

™ Personnalize les capacités de recherche

<Erécédent| Suivant > I Annuler

@Press the Next button.
@Press the button Finish.

Access will take a moment to generate the file of help.
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Rubriques d'aide : Microzoft Access 97

S ammaire de I'aidel Index Rechercher

1 Saizizzez le(z] motz] que vous voulez rechercher

action j Effacer

2 Sélectionnez des mots comespondants pour approfondin
votre recherche

Options. ..

Rechercher Similaire. .

Action

ActionCantral -
Action0LE Hechensher Mamtemna)
actionz

Actiong Reconstruire. ..

[~

3 Cliquez zur une rubrigue puis sur Afficher

[ 1A propos de 'exécution de code Visual B asic

action

[] Action Actualizer
[ Action AfficherB are0 utils
[] Action AfficherT ousEnreg
[] Action Agrandir

[ Action &joutertenu

|2'I'I Rubriques trouvées | I Touz lez mots, Commencer, Auto, Pauze

Afficher I |rErimer... Annle

@Enter the word "Action" the first box.
@Click on the first word action of the list of the second box.

The contents of the third box are going to change to show the
columns in the word "action" contents in the file of help. This
list includes also the actions of the macro.

@In the third box, select the action of your choice and press the
button Show at the foot of the window.

To continue the creation of the macro, it's necessary to enter the " arguments of the
action " or the characteristics of this one. These arguments change according to the
type of action. For the action BoiteMsg (message box):

@®Enter the text following in the box message: " This is a test ".
@Select the Yes for the Bip option.

@For the type of window, select the Information type.

@For the title of the window, write the text "Test".

If you want to add another action, place the cursor below the last action and select it
from the list of the actions.

To protect the macro:
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@®From the File menu, select the option, Save as / export.
Or

@Press the s button.

Enreqgistrer sous HE

Mom de la macro:
ITesI:

Annuler |

@For this exercise, enter the name "Test"
@Press the OK button.

Attach a macro to a button of form

The next part consists in attaching(fastening) the short story(piece of news) macro
Test that has just been created in the previous part in a button of form. There are
two ways to paste: paste to a new button or to an already existing button. This part
will cover these two ways.

Paste to a new button.

@Return to the main menu and click the Forms tab Formulaires .

@If you already have a form, select it and press the Modify button.

@0therwise, Press the New button. To accelerate the creation of a form, select one
InstantForm:Columns and the table of the employees.

@8When the form is generated, enter the creation mode by pressing on the

button.
1

@From the toolbar, select the command button .
Click on the form on the place where you want the command button to appear.

The assistant of command button offers several options. It contains several models
of buttons to create quickly buttons the most used in various categories.
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Aszzistant Bouton de commande

[ue doit-il & pazzer lorsque vous appuyez zur le bouton

Pluzieurs actions sont dizponibles pour chague catégorie.

Catégaries: Actiong:

Composgition automatique
i E mecuter une macro
Exécuter une requéte
Irmprimer une table

Déplacements entre enreq.
Opérations sur enreq.
Opérations sur farmulaire
Opérations sur état
Applications

Annuler <Erécédent| Suivant » I Ermimer

@#Among the list of the categories, select the category "Miscellaneous".
@Select the option " Execute a macro " from the list of the actions.
@Press the Next button.

Aszszizstant Bouton de commande |

Cuelle macro ce bouton de commande doit-il exécuter 7

Annuler <Erécédent| Suivant » I T erminer

@®Among the list of the macro available, select macro "Test".
@®Press the Next button.
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Aszzistant Bouton de commande

Souhaitez-vous du texte ou une image sur le boutor 7

Sivous choizsiszez du texte, vouz pouvez taper le texte &
afficher. 51 vous chaoizizzez une iImage, vous pouves chquer sur
Parcourr pour trowver une image & afficher.

i+ Teute: Test

= |mage: Ewécuter une macro E—_——— |
Macro M5 Access

™| sffichentautes B2 mages:

Annuler I <Erécédent| Suivant » I Terminer

Access the choice offers you to show of the text or an image on the top of the
button. For this exercise, the text "Test" will be written on the button.

@Click on the option Text:.
@®Write the text "Test" in the box in the right-hand side of the option Text:.
@®Press the Next button.

Aszzistant Bouton de commande

Comment gouhaitez-wouz nommer le bouton 7

I nom zignificatif vous permettrait de vous v référer plus
facilement par la suite.

Test de macro

Ce zont toutes lez informations dont '4zsiztant a besoin pour
créer vobre bouton de commande.

[" Afficher [4ide sur la personnalization des boutons.

Annuler I < Précédent L0 =L | Terminer I

It remains only to give a name to the button.

@For the exercise, write " Test of macro " in the first box of the window.
@®Press the Finish button.
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Attach an existing button

He can arrive that you change opinion and want to change macro or of option for an
event or a button. This part of the page shows how to change you macro and the list
of the possible events with Access.

@Select the creation mode for the form.

@Place the cursor over the button to be modified.

@®Press the right mouse button.

@From the list of the possible options, select the Properties option.

' Bouton de commande: Test de macro Ed

Farmak I Données Evénement | Autres I Toukes I
SUFEMEFEE . v v e e e e e
Sursorkie L
Sur récepkion Focus
Surperte focus . ...
Surchc. oo o
Sur doubleclic oo o000

[Procédure événementielle] - |

SUF SOUHS appUyYeEs
Sur souris déplacée
Sur souris reldchée
Sur touche appuyée
Sur kouche reldchée
Sur touche ackivée

| [Procédure événementiclla]

@Click on the Event tab.

Access a possible list of the events shows you. You can attach a macro or a module
to each of these events. It's so possible that Access executes a macro when you click
a button or a field and a different event if you make a double-click on the same
control.

@Click in the box in the right-hand side of the event " On click ".
@Press the button with a triangle pointing down at the end of the box.
@From the list of the macro and the modules, select macro Test.

@Close the window of the properties by pressing on the .ilbutton.

When you go to press the button Test, one of both following windows will appear as
the assistant of Access is shown in the screen or not.
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e |
@ Test

@ Ceci ezt un test
Ceci est un test

The autoexec macro

Access offers you the opportunity to execute a macro-command at the opening of a
database. This gives you the advantage to open with a macro to execute
instructions. For example, you can open the database with a main menu form. You
simply have to create a macro and giving it the Autoexec name. If you want to open
a database without executing the autoexec macro at the opening, keep a finger on
the Shift key at the time of opening the database.
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Access - Relations

Introduction

Types of relations or the cardinality

What's required to make a relation

Create a relation on a query

Create a permanente relation between tables

What to check when Access refuses to create a relation

Before starting

This page includes exercises to experiment with the relations between tables. To help
you in the understanding, you can copy the file demoacc2.mdb for those that have
Access 97 or demoa2k2.mdb for those that have Access on 2000 of the page of
the demonstration files. Click here to return you to this page. Copy the data base
suited on a floppy disk or on your hard drive and return then to this page.

Introduction

The practical aspect to connect tables on fields in common is to avoid the
redundancy. It is useless to rewrite several times the same information. For
example, with a relational data base such as Access, it is useless to write several
times the same information about a customer to every invoice. The force of the
connected tables is to give you access to the information of another table than you
would have no access without a relation between tables.

Let's take the example of tables Charges and Customers. The table Charges
customer's number and no other information about the customer contains the
field. But this field is the key to connect both tables. It is possible to connect it with
the field customer's number of the table Customers. Once connected, it is then
possible to have the other information about the customer such as the name of the
company, its address, it's persons contacts, its margin of credit etc.

Facture

Mo client

Mom

Adresse

Mo wendeur Yille

Code postal
Personne contact
Condition paiement

The types of relations or the cardinalité

There are three types of relations: one to one, one to many and many to many.
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It is not always easy to determine that kind of relation, so called cardinalité, that
there is between two tables. It is necessary of the practice. I found a small trick to
determine that kind of relation that there is between two tables. I found it
accidentally by giving my demonstrations. I don't know how effective it is. But, it
works very well during the demonstrations. It is a question of putting two questions.

1-For 1 (record of the first table), how many are there in the second table?
2-For 1 (record of the second table), how many are there in the first table?

Both questions always begin by: " For 1 of this, how much it? " The only acceptable
answers are one or many. When you have the answers, place them in the small
image that follows. It is necessary to invert the second question to enter it the
image. Replace the "?" with the results (one or many).

Determine the type of relation

Table 1 Table 2
Q1: 1 -> ?
Q2: ? <- 1

Max:

Then, you write on the last line the biggest, among one and many, of the second and
the last column. You can then know about that kind of relation that it is a question.

The next exercise consists in experimenting with this small trick. It is necessary to
determine that kind of relation that he can there have between tables Invoice and
Customers. It is nhecessary to ask the questions.

Q1: For 1 invoice, how much have I of customers? The answer is one. An invoice, a
customer.

Q2: For 1 customer, how much may I have of invoice? The answer is many. At least,
you hope for it. It's not practical to have a customer who only comes once! Enter the
information as the image below.

Determine the type of relation

Invoice Customers
Q1: 1 - > 1
Q2: Some <- 1
Max: Some 1
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Effectively, it is indeed a relation of one to many of the Customers towards Invoice.
You can now try with the other tables or the other situations.

This means as well as you can find only once the information in common in one of
the tables and several times in the other one. For this example, every customer's
number in the Customers's table is unique. There are two records (or customers)
with the customer's same number. However, in the table Invoices, you can find the
same number of invoice for several different records. It is for that reason that the
relation is called 1 to many. The information in common meets itself only once in the
first table (Customers) and potentially several times in the second (Invoices).

ONE TO ONE RELATION

Ex: A man is married to a single woman. A woman is married to a single man.
I should remind you that the bigamy is illegal!

HOMME FEMME

Date de naizsance 1 1 | Date de naizsance
Taille Taille

Ocoupation 1 1 Occupation
Rewvenu Revenu

Maom du conjoint Mam du conjoint

ONE TO MANY RELATION

Ex: A person can possess several motorcycles. A motorcycle can be possessed only
by a single person. (Let's forget about co-ownership casses for now).

HOMME MOTO
Date de naizzance Mo, Propriétaire
Taille hoché e
Dooupation Fabricant
Rewvenu Coul eur
Ho. propriétaire C

MANY TO MANY RELATION

Ex:. A student follows several classes. A class is followed by several students

ETUDIANT ‘ COURS
ICr. Btudiart Mo, Cours
Programme Sigle cours
Mo, Cours Groupe
Mo. Professeur
- |
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It is necessary to pay attention during the conception of a database with relations of
type " many to many ". There are more details farther of this Web page on this
special case.

What is required to make a relation

132 tables (or queries or a combination of both)

1 field in common in each of the tables.

TThe same type of field (Text with text, numeric with numeric...)

=The same length (no field long 15 characters with one the other long 50
characters!)

ZiThe same kind of information (Ex: Code of inventory with codes of inventories, NAS
with NAS...)

Do not try to create a relation between the fields Date and Phone number. Both
fields are not the same types (Text, Numeric, Date/Time, Yes/No, NuméroAuto...)
Also, don't try between fields name and Prénom (first name). Although both fields
are the type "text", they have no same kind of information.

There is however an exception that confirms the ruler. It is possible to make(do) a
relation between a field of type NuméroAuto and a field of numeric type the size of
the field of that is " Whole length ". It would be impossible to create a relation of
type " one to many " if fields in common are of type NuméroAuto. By definition, this
type of field can not have twice the same information!

This exception is of size and very advantageous. For example, the user does not
need to worry to give numbers of identifications to a new customer. Access take care
of it automatically.

Create a relation on a query

It is very advantageous by moments to be capable of showing the information
contained by several tables at the same time. It is however necessary to have a
relation between tables to have an interesting result. The next exercise consists in
creating a relation between two tables in a query.

;‘E -
Requetes |
. tab.

@®From the main menu, press the the queries
@Press the New button.

@0f the list of the available tables, add tables Invoice and Customers.

@Select the following fields of the table Charges: Number of invoice and Codes
customer.

@Select the following fields of the table Customers: Name and Address.

@Execute the query.

Err: I4| 4 || 1k |H|H$%| sur 70

What you see is the result of all the possible combinations between both tables.
notice that for every number of invoice there are 5 customers! In fact, there are 14
records in the table Charges and 5 records in the table Customers. So, there is 14
* 5 (70) records of activated. This is really impossible. The reason is that there is
no relation between these two tables at the moment. If you don't make relations
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between the tables of a query, Access will show all the combinations of possible
records between both tables. It is necessary to create a relation between two tables
to avoid this kind of situation.

To turn(return) to the mode creation:

@Press the button.

OR
@0f the View menu, select the option Creation.

#determine fields in common between both tables.

In that case, it is about fields Customer's number Codes customer and. Although
they have no same name, they are the same types of fields. They have also the
same size(format) or of length and contain the same kind of information.

@Place the pointer over one of the fields in common.

@By keeping your finger on the left mouse button, move the pointer over the other
field in common.

@Release the mouse button..

Facture

Mo wendeur

A thin line should appear between both fields. Both tables are now connected.
Otherwise, re-try.

It is also possible, accidentally , to have connected the fields that have no same kind
of information. It is necessary to remove the bad relation before being able to retry.

@Click the line that connects both tables.
@0f the Edit menu, select the Delete option.
OR

@Press the Delete key of the keyboard.

When tables are correctly connected, it's time to show the result.

. . ]
@Execute once again the query by pressing on the button ' * .

The number of records should have reduced to 14 invoices. It is necessary to notice
that you see the information of two tables at the same time! It is there one of the
big advantages of the relational data bases; be capable of reaching the information
that no table, taken only, is capable of supplying. It is only once that these tables
are connected that they are really effective.
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The mechanism of a relation

From a query, it is possible to modify or to add records. As you write a value in one
of the fields in common. Access will try to find if this value exists in one of the
records of the other connected table. If it finds, you will have access to the contents
of all the fields of the recording. Let's take the example of tables Charges and
Customers that are connected on fields in common customer in a query Codes
customer and No.. If you write a number between 1 and 5, Access can find a
recording in the table Customers and show you all the information of the recording
if you want it.

It is possible to enter or to modify of the information from a query that contains
several tables. It is necessary to make sure that one of the fields in common of all
the connected tables is used in the query. Otherwise, Access will warn you that he
can not realize the query.

Be careful!

Furthermore, this field in common should be the one that you can enter several
times the same information. For example, if you make a relation between tables
Invoice and Customers on the field in common customer's number, use the field
Codes customer of the table Charges because you can enter several times
customer's same number invoices. When you entered the information the table
Customers, you can not bring in it second time!

Creating a permanent relations between tables

It is advantageous to connect tables in the query to reach the information that none
of the only taken tables possesses. The problem with this technique is that it is
necessary to redo the relations every time you make(do) a new query. Access offers
you a way of creating "more permanent" relations between the tables of your data
base. It has also the advantage to verify " the integrity " of the relations between
tables.

From the main menu, it is possible to reach the relations section.

@Press the =g button.
OR
@0f the Tools menu, select the option Relation.

It is in this window that you go to create the relations between tables. When you
open this section for the first time, there are no tables; only a big vacuum. It is first
necessary to add tables or queries on that you want to connect. To accelerate the
demonstration, I have already put for you all the tables that will be necessary for the
relations except the table Customers.
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clients Facture Tranzition Fact-lny |Fventaine
Ho chent Mo Fachae Humérno dinventare
Mam [ ate Dezcription
Adrezse Code Client [uantité Prix unitaire
Yille MNa vendeur [uanhté dizponible
Code postal
Perzonne contact employes
Condition paiement Numéro de poste
Prénom
Mam
poste
bureau
zalaire
COMMIEEIon
embauche
pEManence
commentaire
Add a table

When to go to open to you the zone of the relations for the first time, it should be
empty. It is necessary that to add you tables or queries that you want to connect
before establishing the relations.

@0f the Relations menu, select the option View the table.
OR

CH]
@Press the ' Eputton .
OR
@Place the pointer of the mouse in the zone of the relations.
@Press the right mouse button.

H‘}E Afficher la table. ..
Eﬁ Afficher toutes les relations

Enreqistrer la mise en page

@0f the context menu, select the option View the table.

The following window will appear.
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Ajouter une table EE |

Tablesl Requétesl Les deuxl Ajouter

e Eerrner

clients
employés

Facture

Inventaire
Dccupations
Transition Fack-Inw

With Access, it is possible to connect tables or queries if they have a field in
common.

@Select the Tables tab.
Then, select the tables of that you want to connect. For the demonstration,

@select the table Customers and press the button Add.
@Because there are no more other tables to be added, press the button Close.

Establish the relations between tables.

@Place the pointer over the field Customer's number of the table Customers.
@Click on the left mouse button to select the field.

@While pressing the left mouse button, move the pointer over the field Codes
customer.

@Release the mouse button.

When you will have made the relation, the following screen will appear.
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Relations EE |
Table/Requéte: Table/Requéte lige:

clients |Facture B
Mo client =] Code Client Annuler |
- Type joinkture. .. |

—Iv Appliquer lintégrité référentielle

v {Mettre & jour en cascade les champs correspondants;

[™ Effacer en cascade les enregistrements correspondants

Type de relation: | Un & plusieurs

Apply the repository integrity

This option is necessary to establish a relation that I call "strong". It is the relation
that makes sure that there is a value in the other connected table. By activating the
option " to apply the repository integrity ", Access makes sure that certain integrity
rules of a relation are respected. It is so that the relations between the connected
tables are always good. No information can be "lost" by letting Access the right
validate these rules.

Access can refuse to create a relation with integrity repository for these
reasons:

TThe table that contains the unique recording has no option of index without
doubloons or primary key.

= The table that contains the unique recording has a double. Ex: several products
have the same product number.

=The one of records of one of tables connected with one of the common fields
empties. It is always necessary that fields in common both tables have of the
information in the other table.

=The value written in the table that can contain several times the same value in the
field in common has no equivalent in the other table. Ex: one of the records contains
the number of product number 5 although there are only four products, from 1 to 4,
of available.

DAnother reason is that one of the tables is " opened " or shown. It is necessary to
close any tables, queries, states and forms before creating the relations between
tables. Here is the procedure to be followed to close objects that would have
remained opened.

@Close the window of the relations.
@From the Window menu, select the object (table, query...) that remained opened.

The option of the opened menu allows you to pass easily from an object to another.
In that case, it is to close all the objects opened except the data base and the screen
of the relations.
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@Close the object.
@If the other objects are opened, except for the data base and the screen of the
relations, repeat the previous operations to close these objects.

You can then re-try to create relations between tables.

The Updated option cascades to it.

Updates in one or several other tables that are connected. If you change customer's
number, all the records of the other connected tables customer of that the code is
identical are also to be modified. Ex: If you change the value of the field No.
Customer of tables Customers, Access goes changed for all the fields in common
connected tables. In that case, would only be the field Codes Customer of the table
Charges.

The Delete in cascade option.

This option erases the records of the other table that have the same field in common
as the killed(abolished) recording. When should one activate this option? It depends
on the contents of tables. In that case, for fiscal reasons, it would be preferable to
keep the data even if the customer leaves. But for another data base, for bookings
for example, it would be preferable to remove the options at the same time as a
booking.

Here is a chart with a representation of tables and relations from them. A little later,
one will ask you to create all the relations between these tables. For the moment,
read the other possible options on the relations.

| Fventain

clients F acture Tranzition Fact-lny
Ho chent —E Mo Fachae Huméro de fachare

Mam [ ate Huméro de prochst Dezcription
Adrezse Code Client Lo [uantité Prix unitaire

Yille Ma verdeur Quattité dizponible
Code postal -
Personne contact . emnployés

Condition paiement Huméro de poste
Prénom

Mam

poste

bureau

zalaire
COMMIEEion
embatche
PEMAanence
commentaire

Delete a relation.

It is possible to remove one relations on tables. There are many reasons to remove a
relation between tables or queries. The first is that you made an error at the time of
the creation of the relation. You chose accidentally the bad field at the time of the
creation of the relation. Or, after a more detailed analysis, you change the relations
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between tables. So, to allow you to modify the structure of a connected table, he can
be necessary previously to remove a relation. Access goes will say it to you if it is the
case.

@Click on the line that connects both tables.
@From the Edit menu, select the Delete option.
OR

@Press the Delete key.

Modify the options of a relation.

@Click on the line that connects both tables.

@®Double-click on this line.

OR

@0f the Relations menu, select the option Modify a relation.

The options of the relation are going then to appear. You can modify them and then
press the button to create to keep these modifications.

It's now time to create the relations between tables. Here is the particular case who
could indeed arrive at you at the time of the creation of relations between the tables
of your data base.

Creating a relation between tables Charges and Employees.

It is first necessary to determine that type of relation that it is a question or its
cardinalité.

1 invoice is generated by a single salesman.
1 salesman can generate several invoices.

It is about a relation of type 1 to many.

It is now necessary to create the relation between tables Employee and Invoice on
their field in common.

@Place the pointer over the field Numéro of poste (Employee's ID number) of
the table Employees.

@Click on the left mouse button to select the field.

@®While pressing the left mouse button, move the pointer over the field No.
salesman.

@Release the mouse button.

It is now necessary to choose the options.

@®Activate the option Apply the integrity repository.
@Make sure that the relation is 1 to many.
@®Press the button Create.

The relation will not work!
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What to check when Access refuses to create a relation.

As being mentioned above, the relation between tables Charges and Employees will
not work. The contents of certain recording on the field in common (No. salesman
and number of occupation) don't respect the integrity rules. To warn to you of it,
Access will show you the following message.

Microsoft Access |

Impossible de créer cette relation et d'assurer l'intégrité
reférentielle.

Les donnees de la table 'Facture' ne respectent pas les regles d'integrite
referentielle.

Far exemple, cetains enregistrements font peut-Etre référence & un
employe dans latable associee sans qu'ily ait d'enregistrement paur
I'emplove dans la table primaire.

bodifiez les donnees pour qu'il existe des enregistrements primaires paur
tous les enreqistrements associes.

oiwous souhaitez creer la relation sans suivre les regles d'integrité
referentielle, desactivez la case a cocher Appliguer l'integrite referentielle.

Read attentively the message to understand what happens. In that case, it is the
second sentence that explains the situation: " The data of the table " Facture " don't
respect the rules of repository integrity ". And it's true. Both last records of the table
have no valid contents in the field No. Salesman. It is for that reason that Access
refuses to create a permanent relation between these two tables.

For this example, you know the cause of the problem. It is enough to put values
suited for these two records to solve the problem. But what to do when you don't
know the cause of the problem? Access has an indispensable tool to offers to make
sure that you have good relations between your tables and/or queries. It is about the
query of not correspondence. The next part consists in creating a query of not
correspondence that determines the cause of the problem between tables Charges
and Employees.

@Close the zone of the relations by selecting of the menu File the option Close.

Requétes

@Click on the the queries |tab.

@Press the New button.
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Nowelleroquete ________________________HH|

F]
Ey—
a4

Cet assistant cree une requéte qui
selectionne les enregistrements
{lignes) dans une table n'ayant aucun
enregistrement correspondant dans
une autre table,

Mode Création

Agzistant Requéte simple

Assistant Requéte analyse croisee
Assistant Reguéte trouver les doublons
‘Assistant Requéte de non correspondance

(04 AR ler

@®From the list of the possible queries, choose Assisting Request of not

correspondence.
@Press the OK button.

To determine the records that don't correspond between both tables, it is necessary
first to indicate to Access the name of both tables to connect follow-up of the name

of fields in common of both tables.
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Assistant Requéte de non correspondance

La requéte que vous créez listera les enregistrements de la tahle
selectionnée ci-dessous qui n'ont pas de relation avec ceux de |a takle

1 s selectionnee a |'ecran suivant.
L2l Fra— Far exemple, vous pouwvez rechercher des clients n'ayvant pas de commande.
3
4 2 o
4w Cluelle table ou requéte cantient les enreqistrements que wous souhaitez wair

dans les resultats de |la requéte ¢

3 ouunounn
Bureawx

Ireventaire
Occupations
Transition Fact-lm
clients

emploves

Afficher
o Tahles ¢ Reguétes = Les deux

Annuler Suivant »

It is necessary to indicate to Access the name of the first banks to connect that
causes a problem of relation.

@®From the list of tables, select the table Charges.
@®Press the Next button >.
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Assistant Requéte de non correspondance

Cluelle table ou requéte contient les enregistrerments en relation ?

1w Far exemple, siwvous avez deja selectionne clients et que wous recherchez les
T clients sans commandes, choisissez commandes ici.
L TR

Bureaux

Iwentaire

Cooupations
Transition Fact-lnw
clients

Afficher
v Tahles  Reguétes = Les deux

Annuler < Precédent Suivant »

It is now necessary to indicate the name of the second table that causes a problem
of relation.

@From the list of tables, select the Employees table.
®Press the Next button >.
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Assistant Requéte de non correspondance

Cluelle infarmation se frouve dans les deux tables ?

Far exemple, une takle Clients et une table Commandes peuvent toutes
les deux awvair un champ Code client. Les champs correspondants

1 o peuvent avoir des noms différents,
2 o ounn
A o

b=

=electionnez les champs correspondants dans chague table et cliguez surle

= baouton <=>

Champs dans "Facture": Champs dans "employes";

Mo Facture Mumero de poste

Date Frénam

Code Client o [Mom

Mo wendeur poste
bureau
salaire
commission
embauche
pEfmManence

Champs correspondants:| Mo wendeur <=2 Muméro de poste

Annuler < Précédent Suivant » Terminer

It is then necessary to show to Access that are fields in common of both tables.

@From the table Charges, click the field No. salesman.
@From the Employees table, click the field Numéro of poste (Employee's ID
number).

@Press the L& button.
@Press the Next button >.
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Assistant Requéte de non correspondance |

Cluels champs souhaitez-vous visualiser dans les resultats de la requéte’

— Champs disponibles: Champs selectionnés:
1 s [HER
2 xxn HAR Mo Facture
3 nnn HEe
L AETE Diate
— Cade Client

B
Ll o wvendeur
I: :\l/_
R ;l
[

Annuler < Précédent Suivant » Terminer

Access asks you then that are the fields that you want to see in the query. For the
purpose of the example, select all the fields.

@Press the button LI
@Press the Next button >.
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Assistant Requéte de non correspondance

Comrent souhaitez-vous nammer wotre requéte ?

"Facture" et "employés" sans correspondanc

Ce sonttoutes les reponses dont |'Assistant & besoin pour créer waotre requéte.

souhaitezwvous visualiser les resultats de la requéte ou la modifier ?

@ “isualiser les résultats

" Modifier la requéte.

[ Afficher I'Aide sur 'emploi des requétes

Annuler < Précédent Terminer

To end, Access asks you for the name to look to the query. For the moment, don't
change the name of the query.

@Press the button End.

Access shows the result of the query.

g=t "Facture" et "employés" sans correspondance : Requéte Sélection

No Facture | Date | Code Client | No vendeur |

» 2] 3 8
22 2

1 (Numérosuto) 0 0

Invoices 21 and 22 have no valid values in the No vendeur (salesman's ID number)
field. The invoice number 21 has an employee number (No vendeur) that's
impossible because there are only 7 employees at present in the company. For
invoice number 22, there is no salesman's number. A relation is impossible if the
contents of a field in common is empty.
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@For both invoices, enter salesman's number 7 the field No. salesman.

After this correction, it is now possible to you to create a "permanent" relation
between these two tables.

@Close the query.

@Return to the section of the relations.

®Redo the relation between tables Employees and Invoice on their field in common
(Numéro of poste (Employee's ID number) and No. salesman).

Both tables are now connected on a field in common. You can now create the
relations between the tables of this data base such as in the previous chart.

The relations of many to many

Access offers you a way easy to create relations of type 1 to 1 and 1 to many with
the option rules of integrity. However, the creation of relations of type many to many
require more work. Let's take the example of the creation of a relation between
tables Charges and Produced. Above all, it is necessary to determine of that kind
of relation that it is a question.

1 invoice can contain several products.
1 product can be contained in several invoices.

It is indeed a relation of many to many.

It is impossible to directly make a many to many relation. It is necessary to create
an intermediate table that contains the primary key of both tables. It is then
necessary to create two relations of type 1 to many between tables Charges,
Product and the intermediate table by using the field of the primary key of both
tables.

Ex:
Invoice Relation Transition Fact-Inv ~ Relation Inventory
No. Charge 1 - > many Number of invoice
Number of product Many< -1 Number of inventory

Bought quantity

don't forget to activate the option rules of integrity and also the option of update in
cascade. Otherwise, the relation of many to many is more difficult. So that a relation
works, it is necessary that there is the same kind of information in both connected
tables. The option " To update in cascade " makes sure that the information meets
itself also in the other table. It is so useless to you to worry to have you the
information in both tables. Access take charge of it for you.
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Go to of the screen of the relations

If you want to keep the relations between tables, you should first protect them
before leaving the mode of relations.

@Click on the button with the yellow floppy disk £ .
@From the File menu, select the option Close.

Creating an invoice

It is here that all the relations between tables will be put in advantage.

Creating a query that contains all the connected tables.

;‘E -
Requetes |
. tab.

@Click on the the queries
@Press the New button.
@Select of the list of tables: Invoice, Transition Fact-Inv, Inventory, Customers
and Employees.

@Press the button Close.

Every time to add to you a table in the query, the table adds as well as its relations
with the other tables. Furthermore, it is about relations with the options of repository
integrity. The first relation was a "simple" relation; without the possibility of a
relation with repository integrity.

@From the list of the possible fields, select in order the following fields:

Number of invoice (Transition Fact-Inv), Codes customer Facture (Invoice),
No. salesman Facture (Invoice), Number of product (Transition Fact-Inv),
Quantity (Transition Fact-Inv), Unit price (Inventory).

It is the necessary minimum of fields to have a query with relations that work. It is
necessary that one of the fields in a relation is shown. Furthermore, this field should
be the one where you can enter the same information several times. You can add the
other fields to your choice. Because they are connected, all the information is going
automatically to display without having to add anything of the information.

To demonstrate you the advantage to connect tables, the last field to be added is a
calculated field. It's going to take the information of two various tables (Quantity and
Unit price) to find the total of the deal. Because it is possible to find the total from
the information of tables, it is useless to have a "Total" field in one of the tables.

@Place the cursor in the box empties in the right-hand side of the field Unit price.
@®Write the following text: Total: [Quantity] * [Unit price]

As for all the calculated fields, it is necessary to give it a name (Total). It is then
necessary to separate the name of the formula by writing one ":". It remains that to
write the formula. This field will give the total of each of the items of the invoice.
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Data entry for an invoices

Having to complete the previous operations for the creation of relations between the
various tables of the data base, it remains to seen how to enter many invoices and
to explain the working of the chosen options. To enter the data,

@Press the button.

OR

@From the View menu, select the option Banks of data.

@®Enter no information the field Number of invoice and press the Enter key.

As soon as the cursor is moved to the following field, a humber appeared in the first
field. Why?

It is because of the relation between this field and that of No. Invoice of the table
Charges. Not only is the relation of a " 1 to many " type, but there is also an option
" To update in cascade ". It is this option that forces Access to see the contents of
the field No. Number of invoice charges and to copy it in the field. No need to enter
the information every time to begin you a new invoice.

@Enter the information for the other fields your choice.

You see that it is possible to enter of the information several tables at the same
time. So, the advantage of the relations because there are redundancy of
information only for fields in common various tables. It is useless to rewrite the
information about the customer or about the product because Access has access to
this information thanks to the relations between tables.

The next exercise consists in adding a second item to the same invoice.

@®In the field Number of invoice, enter the same number of invoice of the previous
recording.
@Enter the information for the other fields your choice.

And so it is possible to add several items to the same invoice. You can use this
technique for the other tables that have a relation of " 1 to many " type.

191195



