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1.1 Introduction

In today’s changing technological environment, the role of data and
information is immensely felt. Data and information are valued and
maintained as an invaluable resourse. The data that are structured and
organized for a quick access and easier management is known as a
database or in simpler terms a systematic organisation of data is called
a database. Example- One of the simplest icrms of database ( non-
computerized) is your address diary that ceiitains addresses of your friends
and relatives. It stores their names, addresses, cities, pin codes, and telephone
numbers. In a non-computerized database, ac the amount of data increases,
creating, storing, and changing it becomes ditricuit. For exampie , in a library
that does not have a computerized database, three sets of caras will have to
be maintained one arranged alphabetically by the tiiic of the of the book,
second arranged by the auithors name, and the third arranged by the subject
name. The information in all the three sets is the same. Computerized
databases allow us t0 have a siigle set of intfarmation and give us access in
all the three ways. This is the reason that more and more databases are being
stored anc manipulated on computers. A computerized database allows easy,
efficient <torage, retrieval and moditication of data. This has been
accomplished through the incepticn of the database management systems. In
this book, we will discuss the fundamentals of database, Database
ivianagement System (DBMZS) and the practical use of a Relational Data
Base Management System (RDBMS) using Microsoft Access.

‘A Data base is collection of data and a Relational Database is a col-
lection of related Jdata.’

1.2 Need of database

Without database it is difficult to manage the record, such as home telephone
diary is maintained in which important telephone numbers are stored. Let’s
see some advantages of a database

1. Database reduces duplication of data.

2. Database control data inconsistency to a larger extent.
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3. Database helps us sharing of data

4. Database can ensure data security. Only authorized person can assess
data.

5. Database checks validity of data

6. Database maintains certain standards, which must be applied to data.

1.3 Advantage of database

Database should be organized and easy 10 understara. It should give definite
knowledge. The advantage to uce databases by seople for business and
personal are:

1. Retrieving desired information
Taking meaningfui decision

Reorganizing information

> W

Processing informaticn

1.4 Functions of database
1. Create tables to store data 1tem
2. Edit data record

3. Retrieve data selectively from stored records to provide specific
information

Prepare printed information retrieval reports
Perform calculation.

Create screens that can interact with user. (Eg.- In Access & FoxPro)

N o o &

Reports with graphs and quality fonts.
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Features of a database management system (DBMS)

The various features, which make a DBMS a powerful tool to design or
create database, are listed here.

1.

Easy to learn: Most of the database management systems are easy to
learn and use. No specialized training is required to work on a DBMS.

Reduces data redundancy: Redundancy implies duplication (or
repetition) of the same data in aiffcrent files For example, in the
traditional record keeping system, the administration department of a
school maintains the contact details incluiding the addresses of the
students in a file. In addition, their audresses are stored with the result
in a separate file. This ieads to redundant storage of the address. The
database management systerns, on the other hand, mairitain all the data
in a single repository (centralized location).

Reduces data inconsistency: When there are two files containing the
same data and one file is ijpdated while thz other file contains the old
data. it ieads to inconsistency records maintain by the administration
department but rot in the file storing the results. By storing the data
in a single piace, databasz management systems avoid data
inconsistancy.

Facilitates data sharing: Most of the database management systems
allow sharing of data among multiple users and applications. For this,
the daia is created or stored in one repository and can be made
availai!e to different users according to their requirements. For
example, in an airline cancellation system, a database is maintained
and stored (centrally) for the reservation and the cancellation of air
tickets. Data can be accessed and shared by two different reservation
offices at two different places according to their requirements.

Enforces data standards: Storing data in standardized form .

Password protected: It allows users to provide a password to their
database which provides security to data from unauthorized access.
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7.

Extensive help: It has a built-in-help whic can be used when a user
faces some problem while using any database management application.

1.6 Applications of Microsoft Access

1.
2.

1.7 Basic

oA W N

© N o

In schools, to keep a record of students, their addresses, results, etc.

In organization, to keep record of the employees salary, attendance,
expenses etc.

In banks, to maintain customer records, account details, etc
In hospitals, to keep a record of patient detaiis.

In libraries, to keep a record of books of different subjects according
to their author name, date of isste, etc.

Steps for Designing  Database.

Determiie tne purpose of your databace.

Determine the fieids you need in the database

Determine the tables you nzed in the database

Deterrnine which table each field belongs to

Identify the field or fields with unique values in each records
Cetermine the relationships between tables

Refine your design

Enter data and create other database objects

1.8 Database Models

The objective of a database model is to organize the data logically and
physically. It also establishes and identifies the relationships between
different records in the database.

The various database models are given here.
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Hierarchical Model :
In this model, the data is arranged in a ‘hierarchical’ structure which describes

the relationship of the records of the table in a “ tree-like’ or “parent-child’
structure. In the hierarchical database model, every record has a single owner/

Nodes Q

| -
0| 0
_£
O] 1O
Figure 1.1 Hierarchical Model

parent.

|_Branches

Netwocrk Model:

The records in this model can be linked with many records. In other words,
in this mcdel a iecord can have multiple parents and child records.

e

Figure 1.2 Network Model
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Relation model :

In this model the data is organized in the form of rows and columns to form
a table and the tables can be related to each other for sharing the data.

The DBMS design based on a relation database model is known as the
relational database management system (RDBMS).

_
N

: <+— Rows

~igure 1.3 Relaiional Mode!

Columnle

T\

-

1.9 Relational Database
For a successful business, fast access to information is critical.

You extract invorrnation from the existing data. Important decisions are based
on the information available at any point in time. In order to get the right
information at the right time,you store business-related data, in the form of
text, numbers, nictures and sound, on a computer system. This aids in fast and
easy access to mformation. Besides data access, organizing, adding,
modifying and deleting data.

A Relational Database Management System (RDBMS) is a Database
Management System that is based on the relational model as introduced by
Dr. Edgar F.Codd. Strictly speaking it should also satisfy Codd’s 12 rules,
but in practice there is no DBMS that satisfies all these rules. Even, most
successful DBMS that are considered to be relational model in several
important ways, including the Structure Query Language(SQL), do not
satisfy Codd’s 12 rules.
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Relational Database Management Systems stores data in the form of related
tables, RDBMS are powerful because they require few assumptions about
how data is related or how it will be extracted from the database. As a result,
the same database can be viewed in many different ways.

An important feature of relational systems is that a single database can be
spread across several tables. This differs from flat- file databases, in
which each database is self contained in a single table.

Rule 1:

The information Rule
Rule 2 :

Guaranteed Access Rule
Rule 3 :

Systematic Treatment of Nuli Values
Rule 4 :

Dynariic On-Line catalog based on the relational Model
Rule 5 :

Comprehensive data sublarguage Rule
Rule 6 :

\iew updating Pule
Rule 7:

High-level insert, up date and delete
Ruie 8:

Fhysical Data independence
Rule 9:

Logical data independence
Rule 10 :

Distribution independence
Rule 11:

Integrity independence
Rule 12 :

Non subversion Rule.
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Difference between DBMS and RBDMS

DBMS RDBMS

In DBMS relationship In RDBMS, relationship between
between two tables or files are | two tables or files can be
maintained programmatically specified at the time of table

creation
DBMS does not support Most of the RDBMS supports
client\server architecture client/server architecture
DBMS does not support Most of the ROBMS supports
distributed database dist-ibuted databases
In DBMS there is no security In ROBMS there are multiple
of data levels of security.

1. Loggingina:o's

level
2. Coramaiid lewvel (i.e.
at RDBivis level).

Each table is given an Mariv tables are grouped in one
extension in DBMS database in RDBMS
DBMS mey satisfy less than 7 RDBMS usually satisfy more
to 8 of Dr. E F Cedd's rules. than 7 to 8 rules of Dr. E F codd
NAMI!NG CONVENTIONS B
DBMS ROBMS
Field _ Column, Attributes
Record Row, Tuple, Entity

| File \ Table, Relation, Entity Class

Microsort Access 1s the most popular and powerful Windows based
software introduced oy Microsoft Corporation. It is known as Relation
Database management System. It is used to store large quantities of
information. The database gives you the flexibility to obtain this data in
multiple formats. Using MS-Access you can manage all your information
from a single database in which you can add, update, delete, view and
manipulate table data using online forms, find and retrieve data in a desired
way using queries and print data in specific layout using reports. The
database will have extension .MDS in MS-Access. Some other popular
RDBMS are Sybase, sql (STRUCTURE QUERY LANGUAGE) In a
Relation Database Management system like Microsoft Access, instead of
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1.1

storing all the information in one large table, different types of
information can be stored in smaller tables. The tables are linked on
common fields.

FirstMame

E |L-35tN-EIITIE
Course
ParentsMame: %

Course_tirmingis

Link of Tables on bases ||
of common _ fielas

Course Duration |
Course_fee

b

Figure 1 4 Linked tables in Relational PData Model

This is unlike flat file maragernent program where data can be manipulated
one table at & time only. The advantage of a relational database management
system is that you can easily combine or extract data from several tables
to get exactiy the data that vou reed.

Elements of Relational Database

A table is a coliection of data about a specific topic, such as business contacts
or a book collection. The table is the basic element of the database. Tables
organize data into rows, called records, and columns, called fields. Records
and fields, combined, make up the table.

Each record (row) contains information about one item or entity and is a
complete record of the item. For example in a table called student all the
information about one student is in one row.

Each field (column) contains information of a certain type for all records. A
field consists of a name or category such as First Name, Last Name
Enrollment number etc.
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/\\
Arollement1a| Stu,déﬂ_id m
44—

123 H
N T2 ! |
033 125 15

Figure 1.5 Table Showing Records and fields

Many of the database will be small, with one or two 1abies. But as the
database become braver, tackling bigger projects, it will be noticed that
the design of the tables is proving proiclematic. This is dene by database
normalization, or the cptimization of tabies.

1.11 Normalization

Normalization 1s a process that helps analyst or database designers to design
table structurses for an application. The focus of normalization is to attempt
to reduce cata redundancy Through the normalization process, the collection
of data in a single table is replaced. oy the same data being distributed over
multiple tables with a specitic relationship being setup between the tables. By
this nrocess RDBMS schema designers try their best to reduce table data to
the very minimum.

Normalizatioin is carried out for the following reasons:

1. To structure the data between tables so that data maintenance is
simplified.

2. To allow data retrieval at optimal speed.
3. To simplify data maintenance through updates, inserts and deletes.

4. To reduce the need to restructure tables as new application
requirements arise.

5. To improve the quality of design for an application by rationalization.
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Normalization is a technique that:

1. Decomposes data into two-dimensional tables

2. Eliminates any relationship in which table data does fully depend upon
the primary key of a record

3. Eliminates any relationship that contains transitive dependencies.

A table is said to be in the INF when zach ficld of the table contains

precisely one value

Consider the following table Course

Faculty | Coursz -_Department Hour |
id

025 | 12 Compuers | 10
(18 20 |
18 15

029 16 English 25
18 30

B 7t 15_ |

021 [ 17 Economics | 5
15 125
10 20

Table 1.1 Dencimaiized Table

The data in the table is nct normalized because a cell in Course id and
Hours has mora than one value.

By applving the INi- definition to Course table, you arrive at the following

table Facuity | Department | Course Hour
id
025 Computer 12 10
025 Computer 15 20
025 Computer 18 15
029 English 16 25
029 English 18 30
029 English 17 15
031 Economics | 12 5
031 Economics | 15 25
031 Economics | 16 20
Table 1.2 Table in 1INF

16
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Second Normal Form

The table is said to be 2NF when it is in INF and every attribute in the rows
is functionally dependent upon the whole key. In the table for each value of
Faculty there is more than one value of Hours hence Hours in not
functionally dependent on Faculty similarly for each value of Course _id
there are different values of Hours. However for a combination of Faculty
and Course_id values there is exactly one value of Hours hence hours is
functionally dependent on whole key Facuity and Course_id. To convert the
table course in 2NF, you must remove attributes that are not fully
functionally dependent on the whole key and place tiieim in different table
along with the attribute that it is functionally depend e . Ini the above example
since the Department is not ‘ully tunctionally dependent on the whole key
Faculty and Course_id, you place Denhartment along with Faculty in a
separate table Department

Faculty id Department |
025 |_Computer |
029 English

Q31 Econcimic

Table 1.3 Department

Faculty | Courseid | Hour
025 |12 10
025 15 20
025 18 15
29 |16 25
029 18 30
029 17 15
031 12 5
031 15 25
031 16 20

Table 1.4 Table in 2NF
Third Normal Form (3 N F)

A relation is said to be in 3 NF when it is in 2NF and every non-key attribute
is functionally dependent only on primary key.
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Consider the table Faculty:

Faculty Department DepHead
025 Computer 045
029 English 034
031 Economics 071
026 Economics 071
032 Computer 045
038 English 034

Table 1.5 Table in 2NF

The primary key in the Faculty table is FFaculty. For each value of Faculty
there is exactly one value of Department and exactly one value of
DepHead hence both the attributes are functionally aependent on the
primary key Faculty and all the attributes are tuictionally dzpendent on the
whole key Faculty hence the tadle is in 2NF.

To convert the table Emrioyee intc 3NF .you rust remove the column
DepHead since it is not functionally depenaent on only the primary Key
Faculty and place it in another tanle Head alongwith the attribute Depart-
ment which it is functionally dependend on.

; , it
Departmerit [ Dephead | cacuily T
Computer 045 529 English
English 1 34 031 Economics
. T T 026 Economics
Economics _("71 032 Computer
\ 038 English
Tabie 1.8 Table in 3NF Table 1.7 Head

Disadvantage of iNormalization

However the numbers and complexity of joints increases the increase
in normalization. If the number of joints between the table increases,
the performance of database decreases.

Denormalization

The end product of normalization is a set of related tables, which
comprise the data. In such cases, it is wiser to introduce a degree of
redundancy in tables either by introducing extra columns or extra
tables.

18 VEIS
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The intentional of redundancy in a table is in order to improve performance
and is called denormalization. This table structure has simplified the query
add speed up the processing of the query. By storing extra columns you are
introducing redundancy in the table but improving the performance of queries.

The decision to denormalize will obviously result in a trade —off between
performance and data integrity .Denormalization also increase disk space

Utl I I Zatlon ' 3-}, Microzoft Update
. =¢ Plesne Citice Document
1.12 Invoking MS-Access :
% Op.en O fice Document - -
1 . C I | C k th e St a I‘t Pragrams L4 {Eosssoties i’

- 1 Statup 3
Button on Task Bar W settinus Tl et »
_::-'-ky o . Micioso t Access
2. Select Programs = Mjegc o
- gl F=lp and Support Microsnft PoverPoint
option from Start . B} Micrasoft Word
EJ Run -

Menu

I

.j) Where are

Click hiere to wviesw,
Toturn thiz off, us

3. Click on Microsoft
AcCCeSS.

Figure 1.7 Access Main Window

1  Titie Bar- It shows the title of .mds file followed by the name of
the program

2 Menu BRar - It displays the name of the main menu.

DataRase Toalbar - It has buttons that allow you to accomplish some
selected task of frequient use.

(oY)

4  Status Bar-It gives the information about the task presently going
on..

Figure 1.6 Start Menu Options
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£ Microsoft Access

—File Edt Miew Insert Tools ‘indow Help

D HdE SRY|LBR|o- (- B-|gee|E|ca-T.

Ready'/

. [w] Shr. at starfup

Type a question for help =

4 % New File - X
Open a file

& Fles.
New

Elank Database

EBlank Data Access Page

Projeck (Existing Daka)

Project (Mevs Data)

New from existing file
@ Choose file...

New from template
General Templates...

] Templakes on Microsoft, com

% sdd e word Place. .
[?J Micro oft Acdess Help

UM 4

v

5 Tasik Pane — The task pane is a small window in Ms-Access that
provides a list of frequently used commands. The location and size
of the task pane makes it convert to use these commands. There are
several task panes i1 MS-Access when MS-Access application is

started ,the New Task pane appears.

Self Assessmeint Questions

W m

Define database in the light of its uses and advantages.

Explain in Detail RDBMS.

Mention the difference between DBMS & RDBMS

Explain the process of Normalization
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Creating Databases

Objective :

u Disscussing different ways Creating Database

u Explaning the Objects and Data Types useu Iin

MS-Access
Contents :
2.1 Intiroduction
2.2  Creating a Database Usiiig MS-Access
2.3  GoenanAccess Database
2.4  Close an Access catabase
2.5  Creating Data Base Using Blank Database
2.6 Objects of a Database
2.7  Data Types in MS-Access
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2.1 Introduction

MS -Access provides two different ways of creating a database :- (1) using
MS-Access Wizard and (2) Creating a database using Scratch, (Blank

atabase).

Microsoft Access provides two metheds to
create an Access database. You can use a
Database Wizard to create in one operation the
required tables, forms, and reports for the type
of database you choose- this is the easiest way
to start creating your database. Or you can
create a blank database and then aad the
tables,forms, reports, and other objecis later —
this is the most flexikie method, but it requires
you to define each database clement separately.
Either way, you can modify and extend your
database ot any tirne arier it has been created.

1. In the New File task pane. click General
Tempiates in the New Form Template

section
2. The Templaie Dialog box appears as in
Fiy 2.2.
General )atabasesl
Asset Tracking Contact Event Expenses | review
Managemert  Managemzant
Invenzory Ledaer Order Ercry Resaurc: =]
Conirol Scheduling select an icon to
SEE 3 preview,
anvall Timrl
Management Billing

Figure2.2 Template Dialog Box

2.2 Creating a Data Base using MS-Access Wizard

Mew File v X
Open a file
(= Files...

mew
L=} J' Blank Database

Eb] Blank Data Access Page
[#] I Project (F zisting Data)
IZH Priject filew Data)
MNew fron existing file
L{I_j Choose file...
MNew from template
El] General Templates.,

& I Templates an Microsoft.com

[T Add Metwark Place. .

[Z) Microsoft Access Help
| Show ak skartup

Figure 2.1 Task Pane

23
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3. Click the Database tab.
4. Click Expenses, and then click OK.

File New Database

Savein: |F[ My Documents j & 4 + Tools ~

. Debug
) Google Talk Received Files
(| My Data Sources
EBMY husic
fE My Pictures
Eﬁ My Videos
My Documents @dm

=

Deskkop
7
Favarites
File name: |Evnenses M| Create
IS Cl |

Save astype! |Microuoft Access Databases ﬂ Cancel

~igure 2.3 Save as uialog Box

5. After giving name, say Expenses in this case, click Create. The
database wizard appears with a list of tables created under the
Expenses.

6. Click Next.

N/

;

The Expenses database will stare:

Information about emplovees

Ry

I

i
= — e - Expense report information
_ e Hdddd - Expense Details
f— = T ddddd
= = - Expense Cateqgaries
— o -
!
— . —
= LN
—
-

Click Mext bo continue,

Cancel ‘

Finish

Figure 2.4 Database Wizard
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7. The List of Tables along with corresponding fields appears in the
database wizard.

8. Click the required table from the tables in the database box.

9. Click the fields to be added from the fields in the table box then click
Next.

Microsoft Access
Database Wizard ‘

The database you've chosen requires certain fields, Possiblz additiznal fields o e shown italic
below, and may be in more than one table,

Do you want o add any optional fields?

Fields in the tble:

‘l_ De,oaffmenf% - |
W Emplovee ID

Iw Social Security Mumber
¥ Enploves Number

W First 11ame

W Last Namz

’F‘ Title |

Expense report information
Expense Details
Expense Categories

[ £mad Mame
W Extension -

Cancel | < Back | Mexk = | Finish

Figure Z.5 Database Wizard

10. A hst cf styles appears and click tne style from the what style would
you iike for screen Display? List. Select the style and click Next

11. A list of Styles for printing reports appears select one of these and
click Next.

‘hat style wwould ywou like For screen displays?

Elends
Elueptint
Expedition

Inkernational
Ricepaper
Sandstone
— Standatd
[ | Stone
Label - Sumi Painting

Cancel | < Back. | Mext = | Finish |
Figure 2.6 Database Wizard
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12. Click a style from what style would you like for printing reports
list.

13. Click next the database wizard asks the name of the database.

Database Wizard

What would vou like the title of the database ta be?

xxxxxxxxx
***** |Expenses

Do you want a pickure on all reports?

W Yes, I'd like ko includs = picture

e

|

VE!S J
G

N Cancel | _< Back. I_ Mext = | 14 Eirlsi s i ‘

igure 2.7 Datahase Wizard

14. Give the title, say Expenses in this case, and click next.

15. The next screen of the Wizard appears. Click Yes, start database. This
makes sure that the new database created is opened after you Finish all
the steps to create the database. Then click Finish.

&W_

That's all the information the wizard needs to build your
database.

¥ E‘f‘es, stark the database.,

LY
I W’ Do you wank to skark the database after the wizard builds
it

[~ Display Help on using a database.

Cancel | < Back | ‘ Finish |

Figure 2.8 Database Wizard
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15. As soon as you finish, the expenses database is created with all the
required tables forms, reports corresponding to the database. The
Main Switchboard appears.

16. The expenses database so created appears in the minimize state. Click
maximize button to maximize it.

17. Now click the Main Switchboard and click on any option and see
the various outputs.

E= Main Switchboand ’

7 EnterMiew Frpense Feports by Employes

_J Ete: Afiew Othen Information...

_J Preview Heoarts...

__] Change Switchboard [bems

_j E it this database

State/Province
Postal Code
CountryRegion

Exp Rpt Name Diate Submitk Advance Total Expenses Armount Due

Expense Report Form... l

Record: 14 ] 4 1

Figure 2.10 Expense Report by Employee (Form)
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L AW First Name Favi Junior Assiatant
Last Name Mehera 076
Address Wishal Magar Social Security # 123-46-598749
Work Phone 04123768

City Kota |
State/Province Rajasthan
Postal Code 305001

Country/Region India |

Exp Rpt Mame Date Submitke Advance | Total Expenses Arnount Due

\#Expense Report Form... 1
P

| »1|psk]of 1
ey [

Figure 2.11 Expense Report by Employre (Fcim)

18. Click on the Eriter /View Expense Repcrt Employee option on the
Main Switcn Board.Tne following form will appear. This is the
First Form through which data is entered in the database tables.

19. Ener the data and click on the £xpense Report Form.This the Sec-
ond Form to enter data into the data base.

MEE

EEX

r ‘ Advance
R e Ravi Mehera Expense Totals
Exp Rpi Nag Balance Due
Exp Rpt Descr Paid
Dept. Charged |
4142008

Expense Date Expense Cakegory | Description | Amount

3

Preview Report... I

Record: HI 4 ” 1.k IH !E‘-ﬁi; of 1

Figure 2.12 Expense Report (Form)
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="

"‘"""'"""""""" = Expense Categories

$450.00

Exp. Category ID
Expense Category

Expense Account#
Exp Rpt Descr

; Record: 14 < | A
Date Submitted 41412008

[np]
-
o
—

(F450.00)

Expense DatE| Expense Cakegory | _Jesc: ipkion B | Amounkt

L] 4ysizois =
*

Preview Report... l

20.

21.

22.

23.

Note:

Figure 2.13 Expense Cateqory (i-orm)

Enter vata in the Experise Report Formn. (Below the form their fill
the teble fieids after filling all tiie entries of the Expense Report
Form.)

Enter the data in the Date rield and then double click on the Expense
Categories Field. The Expense Categories Form is displayed .This
is the Third Form to enter the data.

After entering the data in the Expense Category Form and ----
Table,click on the Preview Report button.

The Report for the First Entered Record is displayed with the
picture on the top left hand corner which you inserted at the time of
creating the forms through data base wizard.

The data for all the records related to the expense has to be entered
in the same manner and the reports for the following can be generated
in the similar fashion.

29 VEIS



Unit 2 Creating Databases

2.1.1  Adding a Item to Switch Board Items

S Main Switchboard

Pl i

Enter/View Expensze Reports hu Employes

_] E nter/iews Other Infurmatizn,.

_J Preview Reportz... |

_] Change Switchboard! Iten-';>

_J Exit Y uz davabaze

-

A
7/ _/ A N\ _____N\N___________________|

Figure 2.15 Main Switch Board

1. Selact the cotion Change Switch Board Items from the Main
Switch Board.

-E Forms Switchozed

Reports Switchboard

Li
1=
o
o
T
m

|
1=
o
&
L)
T
o
=
=

Figure 2.16 Switch Board Manager
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Main Switch Board - Fig 2.15
Forms Switch Board - The form gets open by clicking on the
Enter / View Other Information on the Main Switch Board.
Report Switch Board - The form gets open by clicking on the
Preview Reports on the Main Switch Board

2. Select the Main SwitchBoard(Default) option.(Fig 2.16)

3. Click on Edit option.(Fig 2.16)

4. The Edit Switch Board Page Dialog Bcx appears ‘Fig 2.17)

it SivtchboardRos e s s e .|

Switchboard Name:
Zlose

|Repu:urt|

Ikems on this Switchboard:

| Enter/Yigw Bxpends Reporteby Ziployee
Enke: fview Other Informacion . < Edit. ..
Previzw Feports, .. N —

Zhang= Switchboarad Ttems
Exit this database Delete
Maowve p
Mowve Down

F-igure 2.17 Edit Switch Board Page

Edit Switchboard ltem

Command: |G|:| ko Switchboard j
=i

Switchboard: vlainSwitchBoard

Mowe Lp

Mowe Down

Figure 2.18 Edit Switch Board Item
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Click on New option.
. Edit Switch Board dialog box appears. (Fig 2.18)
Enter the Text as Expenses (Fig 2.18)

Enter Form as Expense Report SubForm. (Fig 2.18)

3
4
5
6 Enter the command as Open form in add Mode. (Fig 2.18)
7
8. Click on ok button.(Fig 2.18)

9

The new switch board page (Expenses) is added to the list(Fig 2.18)

10. From the Edit Switch Bcard Item and switchbhoard Manager
dialog box click on Clcse Button. (Fig 2.18)

= MainSwitchBoard ,‘w

- -
[= -

4 f '\-;_
fuxingieas

_J Enteriiew E spenze Reports by Employes

_J Eiteriew Other Information...
_J Fieview Reports...

D Expenze

_J Change Switchboard ltems

_J E sit thiz database

Figure 2.19 Main Switch Board

11. Now by clicking on the Expense option on the Switch Board the
following form will open. (Fig 2.20)
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&=l Expense Reporis

 JExpense Date

Expense Category

Description

Expense Totals

Figure 2.20 Exoense Report Form

2.3 Open an access datahase
1. On the File meru, click on the open option.

2. Click a shoricut in the feit side of the open dialog box, or in the
look-in box. click the drive or folder that contains the Microsoft
Access database that you want.

3. In the tolder hzt, aouble-click folders until you open the folder that
contains the database. if you: cant find the database that you want to
open, click Tools on the toolbar in the open dialog box, and then click
search. In the search dialog box, enter additional search criteria.

4. Dn one of the following:
e Doutle-click the database.

e To open the database for shared access in a multi-user
environment, so that you and other users can read and write to
the database, click open.

e To open the database for read-only access so that you can view
it but cannot edit, click the arrow next to the open button, and
then click open read-only.
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e To open the database with exclusive access, click the arrow
next to the open button, and then click open exclusive .

e To open the database for read-only access and also prevent
other users from opening it, click the arrow next to the open
button, and then click open Exclusive Read-only.

2.4 Close an Access database

On the file menu, click the button in the datakase window or press CTRL+W.

2.5 Creating Data Base Using Blank Datakase

1. In the New File task pane, click General Templates in the New
Form Template section

2. The Template dialog box appears as
3. Click the General tab.

4. Choose Blank datakase option. Fig. 2.22 appeared.
Hueheonnce N/ / /> |

Fle Ecit Wiew Ih=et Too's ‘Window  Help

Eﬁ’

ata NE

Blank Bla-k Data Project: Project (Mew BieviEw
Database Access Page (Existin. .. Database)

Select an icon to
SEE a preview,

| Cancel
Fiigure 2.21 Templates Dialog Box

4. Now enter Student_information and click on Create button

5. The following window appears (Fig 2.23)
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File New Database @
Save in: |-T My Documents - @ 5 + Tools ~
|| Deskrop &

& My Computer
J Owner's Documents
J Shared Documents
= 3% Floppy (A1)
= Local Disk (C:)
W Local Dlsk ("]

My Documents

" kushboo(F 3

Pz .w Local Disk. (G}
[#) TF_Regraisia_PSE_(H:)
Desktop LF oy Metwork Places

[£ My Docurents
|| FTP Locations

* 1 || 93] addmodiy FTR Locations

Favorites |

-I-:ile name: |db1 [ | j | Create
el

Cancel

Figure 2.22 File New Dialog Box

Save as bype! |Microsoft Access Databases

Patabase hame ——AE LTI T

A File Edit “iew Insert  Todls  Window  Help

Object Toolbar b AW
(£ Mew o L0
Object Pane [ Objects ] iCreste table in Design vizw!
\ T Takies Create table by using wizard
N . erids Create trule by wrtering dats
Forms
B Reports
E Pages
& Macros
% Modules
4 Groups

| '] Favorites

Figure 2.23 Database Access File Format

Object Toolbar : It has buttons to view existing database objects or
create new ones.

Object Pane : Object pane has buttons to see various database object .For
example if we want to see number of tables which have been created in a
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data base we have to just click on the Table Button.In the similar way if we
want to see how many forms have been designed in a particular database we
have to click on Forms button.

2.6 Objects of a data base
Tables :

Tables are the building blocks of the database Taiies stores data .You can open
the table in Datasheet View to enter data in it.Or, you can create a data entery
form for the table.

Queries :

A query is either a question about tihe data stored in your tzaples or a request
to perform an action on the data like Appened , Edit ,Delete.

Forms:

Forms hel in easy entery of data. A singie form can be used to enter and
display data from mulitple record source

Reports:

Renort can  be created for the different data base objects like queries and
Tables.

Pages:

A data access page is a special type of web page designed for viewing and
working with data from internet or an intranet - data that is stored in a MS-
Access database or a MS- SQL Server database.

Macros :

Macros are small programs used to automate a repetitive task or set the
database startup and exit code.
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Modules :

Modules are the containers for any programming code written in an Access
database.

2.6 Data Types in Ms-Access
Text :

The field can contain combination of text, nrumbers and special character but
no calculation can be performed on the numbers entered in the field having
the data type text like address, phone no, student id which have the combina-
tion of numbers and text. But these numbers arc ot the type on which we do
not want to perform any calcuiation. !t can store up to 255 characters, or
length set by user in the Field Size property, whicnever s less. Microsoft
Access does not reserve space for unused hortions of a text field

Memo:

The field is used for such data entries where the data, to be entered is not
a single wora but at least of two line. It cari store up to 65,536 characters e.g
. if a publisher maintains his database he may desire to write book description
in the database. It can siore upto 65,535 characters.

iNumber

This tield is used to enter only numbers. The numbers entered in this field can
be used for calculation.lt size is 1,2,4, or 8 bytes (16 bytes if the Field Size
property is set to Replication ID

Date/Time:
Field is used for entering date and time. This data type stores 8 bytes.
Currency :

Field is used for currency values and prevents rounding off during
calculations. It stores 8 byte.
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Auto Number

Automatically generates(and fills itself with) a number every time a new
record is created.It generally takes 4 bytes (16 bytes if Field Size property
is set to Replication ID)

Yes/No :

For those situations when you need a simple ves/rio answer (or true/false or
on/off). size is 1 bit.

OLE Object:

An object (such as a Microsoft Excel spreadsheet, a Microsoft Word
document, graphics, sounds, or other binary data) liri<ed to or embedded in a
Microsoft Access table. Un to 1 gigabyte (itmited by available disk space)

Hyperlink :

Text or combinaticns of text and numbers stored as text and used as a
hyperlink address. A hyperlink address can have up to three parts text to
display- the text that appears in a ficid or controlAddress- the path to a file
(UNC path)or page(URL)Sub address-a location within the file or
page.Screen t1n — the text aisplayed as a tool tip The easiest way to insert a
hyperlink address in a field ¢ control is to click Hyperlink on the insert
menu each part of the three parts of a Hyperlink data type can contain up to
2040 ciiaracters.

Lookup wizard:

Creates a field that allows you to choose a value from another table or from
a list of values by using a list box or combo box clicking this option starts
the lookup wizard, which creates a look up field. After you complete the
wizard Microsoft Access sets the data type based on the values selected in
the wizard .
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Self Assessment Questions

1. Write the different ways of creating a database.

2. Mention the various objects which are present in the
database window.

3. Mention the different datatypes used in Access.
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3

Creating Tables

Objective :

u Discussing the different ways of Creating Tables

u Explaning the different methods ot Moditying the
Existing Table

Contents :
3.1 ntroduction
3.2 Steps for Creating a Table using wizard
3.3  Crecting a Table indesign view
3.4 Cieating a Table using Datasheet View
3.5 Modifications inatable
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3.1 Introduction

In MS-Access data is stored in data tables. As MS-Access provides a facilite
to create a database using wizard .In the same way it provides a facilite to

create a table using wizard.

3.2 Steps for creating a table using wizard

1. Open the already existing database “Studert_information”

Microsoft Access - [sTUDENT _informati ﬂ Database (Access 2000 file forma

==l File  Edit  “iew Inzert  Tools  Winoow  Hebs

Open 5 Design &g Mew N i
Ohjects Create table in Design views
Tahles 7] “reste table by using wizard:
= Gueries @ Create table by entaring dats
Students

Farmz
B rfepmics
@ Pages
2 Macros
& Modules
Croups
(3] Favaortes

Figure 3.1 Main Access Window

1. Select creaic table by using wizard, from the Database dialog
box. The Table Wizard dialog box appears.

2. Select either Business or Personal, depending upon the kind of table
that you want to create.
3. To add a field from the sample list, double click on the field name,

or click on the field name and then on ‘>’ button present on the
dialog box. To include all the fields from the list, click on the *>>’

button.
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Microsoft Access - [sTI.II]EHT |nfurn1at|nnn Database (Access lellI] file format)]

Table Wizard

\Which of the sample tables listed below do you wank ko use ko create vour kable?

After selecting a table category, choose the sample table and sample figlds you want to include
in wour new kable, Your table can include fields From more than one sample table, IF you're nok
sure about a field, go ahead and include ik, It's easy to delete a field later,

% Business Sarple Fields:
" Persanal Address 3
- ity
Sample Tables: SkateCrProvince
- PostalCode
Service Records - PhoneMumber
Transactions Ernailllamz
Tasks
EmploveesandTasks StudentMumbar
Mokes
Students And Classes =

/
/

Canicel /

Fields in mv new table:

| StudentID
FirstMarne
3} | Laskthame

Parentsiames

_ﬂ Addres=s

Rename Field..

Mekt :=- Einish

Adds Slected
Fields to the table

/ / Pemoves the

selected field

Removes all the feild

Add allthe flelds
tothe takle |

Figure

4. Toremove a field after
most list, then click on the * < ¢
removes all the fields.

from the table

3.2 Table wizard

initially including it, click on it in the right
button. Clicking on ‘<<’ button

5. After including all fields in the new table, click Next

Default name given by the wizard appears in the text box you can
change to the name of your choice, (for example Student). Wizard by
default sets a primary key for the table.

Click on the Next Button.
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Microsoft Access - [sTUI]EHT |nfurmat|nun Database (Access 2000 file furmat]]

Table Wizard

what do wou want to name vour table?

Microsoft Access uses a special kind of field, called a primary ke,

= ko uniguely identify each record in a kable, In the same way a
license plate number identifies a car, a primary key identifies a
1 nnwownm owun
2 nEy o oaHe record.
3 nny o oaue
{ DEEIEEIT
LRETER Do wou want the wizard to set & primary ke For you?

¢ Yes, set a primary key Far mz.
- Mo, Il set the primary key,

Cance J - Back | Mext = | Einizh J

Figure 5.3 Table wizarc

8. Dialog bex in (Figure 2.4) appears hy choosing the first option.The
Table opers in Design ‘Veiw (Fig 3.5) from where various field
proerities for the able can be set.

9. By clicking on the second option the table opens in the Datasheet
View. (Fig 3.6).

Micr Access - [sTUI]EI-atinun : Database (Access 2000 file format)]
Table Wiz

‘ That's all the information the wizard needs to create wour kable,

E é After the wizard creates the table, what do vou wank to dov
" Modify the table design.
¥ Enter data directly into the table,

" Enter data into the table using a farm the wizard creates
for me.

[ Display Help on working with the table,

Zancel | < Back ‘ ‘ Finish |

Figure 3.4 Table Wizard
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B Students : Tahle

Figld Mame Data Type Description A

IE Student D Autohumber =
Lasthame: Text
Parentshames Text
Address Text
Phonehumber Text
Emailllame Text

3

Field Properties

General I Logkup !

Field Size 50

Farmat

Input Mask

Caption First Name:
Default Value

Validation Rule

Validation Text

Required No

Allow Zero Length o

Indexed Ho ‘5’
Unicode Compression Ho q) et Y
IME Mode ho Control e
IME Sentence Mode Naone Z

4 )

Figure 3.5 Table Design View

.- Student 1D FlrSL MName —ast F"ame Parents Names

A fiigld name £ be up t. 54 charack=: . 1ong, including spaces- Press F1 for Relp on field names,

¥ | studert o [

First Mame

Lask Marme

Address

Phione Mumber

|
|
Parents Mames |
|
|
Emaildddress |

Record: 141 < | 1k Iellrlof 1
Figure 3.7 Form View of table
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10. By clicking on the third option the table opens in the Datasheet
View. (Fig 3.7).

3.3.1 Creating the table in the Design View

Microsoft Access - [STUDENT _informatinon : Database (Access 2000 file format)]

El File Edit  Wiew Insert  Tools  Window  Help

Open ﬁ Design ) Mew Eg “,,
Ohjects =] iCreate table in Design vew
Tables !E_l Create table by using wizard
[ i
@ Cueries ,,l Create table by entering data
Students
Forms
B FRepors
E Pages
72 Macroz
R hodules
Grours
[#) Favrites

Figuie 3.10 Datzabase Window

HENEENEEEEN NN NN R

Field Properties

Q

enersl | Lagkup |

A firld name ran he n n 64 rharacters long, inchiding spares. Press F1 Far heln on field names.

Design view. F§ = Switch panes. F1 = Help

Figure 3.11 Design View of table

46 VEIS



Unit 3 Creating Tables

1. Double click on the Create table in Design Veiw option
2. The following window appears. (Figure 3.12)

3. Inthe Field Name Coloum enter Feild Name.Choose the data type
from the list of datatypes suggested .

& Students : Table
ield Mame ata Type es
ex

1 o

Field Praperties

The data type ot "ermines the kind of values that users can store in the field, F
bypes.

No
[
Unicode Cor.pression N
Mo Cortral
None

ssign siews. F6 = Sw*ch panes. F1 = Help,
[

Figure 3.12 Selectiig the Datatype
Defining Primary Key

Choose Primary Key optiori from the Edit Menu or click on the primary
key option on the Standard toolbar.

cess - [Table1 : Tahle]

rile |_ET:I|i: Jigw  Insert  Toaols  Window  Help

5 Enﬁ Undo Property Setking  Chrl+2 i 7-,' ;«: =

@ Cffice Clipboard. ..

Select Al Chrl+4,

| Prirary key |

¥

10

Figure 3.13 Defining Primary Key
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3.3.2 Creating Look Up List

a). Select LookUp Wizard... Datatype from the list of data types the
LookUp Wizard Dialog Box appears.

ookup Wizard

This wizard creates & lookup column, which displays a lisk of values
wou can choose Fram. How do wou want your lookup colurn ko get

i 7
[r— ,I its values?

HHRHAHRREEHR
pr— ™ I want the lookup column ko leok up the v 3lues in a table or

query,

O I will bype in the values Frat T weantk,

Zancel | | Mext = I
Figure 3.24 '_ookup Wizard(st2p 1)

b). Select the optiorr ! will type in the values that | want and click
on the Next Button.

C). Fill the vollowing list for thz Lookup Wizard and click on Next
Button.(Fi1y 3.15)

T

wiryst walues do vou want bo see in vour lookup column? Enter the number of columns ywou
want in L list, and then tvpe the values vou want in each cel,

To adpuzt the width r a column, drag its right edge ko the width ywou want, or double-click the
right edge or the calumn heading to get the best Fit,

Mumber of columns: ’1_

Zolt

E.C.4

P.GOLCA

.5

M.C.8

BASIC

OPERATING S¥STEM
& |LaNGUAGES

Cancel | < Back | Mext = | Finish |
Figure 3.15 Lookup Wizard(step 2)
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what label would vou like For vour lookup calumn?
[
Thlose are all the answers the wizard needs to create vour lookup
[T Display Help on customizing the iookup colurmn,
Cancel | = B_ai | _: | Finish |
Figure 3.1€ Lookup Wizard(step 3)
d).  The Wizard suggest you a default 1abel for wour list. You can change
it if you desirz.
e) Then click on Finish.

3.3.3 Field Picperties

Field size:

This property helps vou in setting the size for the field name. If
first name is the field narne that means you can change to 15 instead
of keeping the default value as 50, because generally name do not have
more inen 25 characters. If you want to set the field size maximum
of 5 cnaracters. This will help in unnecessary blockage of computer
memory .

Field Format:

This determines how the data will appear after it has been entered.
Four types of different format which can be applied are:

1. Text 2. Date and Time

3. Currency 4 .Yes and No
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1. Text and Memo Format

Format | Entry | Display | Remark

< Room | room <converts characters to lower
case

> room Room > converts characters to upper
case

@-0@ 572 572 @indicates a required
character or space

@\# Bye Bye# \ adds character at the end

Table 3.1 Text and Memo Formats

2. For date / Time and currency Sormat, different formats are
suggested by the computer and you can apply any according to your

requirements.

Formak
InpL. Mask
Capkion

3. Yes/ no forr

Defaclk Yale
Walidaticn Rule

nat

General ! Lookap ]

-

’Eﬂneral Date 6/19/1994 5:534,23 PM
wong Date Sordaw, June 19, 1994
Mediurn Dake 19-Jun-94

Shart Date 671971994

velidakion Text Long Tirn 53423 PM
- ' Mediur Tirme 5:34 PM
R d
ol Shor: Tirn:: 17:34
Inde xed
1"E Mode Mo Corcrol
IME Sentence Mode Mop:=

Figure 3.17 Date Formats (step 3)

The Format property provides the Yes/No. True/False, and On/Off
predefined formats. Yes, True, and On are equivalent, as are No,

False, and Off.

If you specify one predefined format and then enter an equivalent value, the
predefined format of equivalent value will be displayed. For example, if you
enter True or On in a text box control with its Format property set to Yes\No,
the value is automatically converted to Yes.
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Steps for applying

1.
2.
3.

Enter the field name in field name column
From the data type column choose any one out of three

From the field properties pane select under general tab select format
and enter the desired format.

. Decimal places :

This property allows you to set number of digits to be
displayed to the right of a dacimal peint.

Steps for applying

1.
2.
3.

An

Enter the field name in Field Name column
From the Datatype column chcose Number.

From the field properties pane under General tab select format option
and click cin arrow to see the drop down fist..

Select from the list 2 number to specifiy the digits that will be present
after the decimals.

Input Mask

input mask controls the value of a record and sets it in a specific
rormat. They are similar to the format property, but instead they
aisplay the format on the datasheet before the data is entered For
exampie, a telephone number field can be formatted with an input mask
to accept ten digits that are automatically formatted as “(645) 123-
5147”. The blank field would look like(---) --- --- . To use the input
mask to a field follow these steps.

In design view, place the cursor in the field that the input mask will de
applied to.

Click in the white space following input mask under the general tab.

Click the * ----- ” button to use the wizard or enter the mask, (###) ###-
####, into the field provided.
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The following symbols can be used to create an mask from scratch:

Input Mask Symbols

A Letter or digit
< Converts letters to lower case
> Convert letters to upper case
Cor& Character or space
L Letter a through z
? letter —(
0 A digit o through 9 without a

+ or —sign and vwith blanks displayed as zeros |
9 Same as 0 witn blanks displayed as spaces

Sane as 9 with +/- signs :

Table 3.2 Input Masi Format (step 3)

Caption:

This property helps you to set a label for yvour field which will appear when
you see it ¢n screen or when you erier data through form in a database. It
can have minimum 2048 characters.

Defauit value :

You can set a defeult value for any of your fields Default value property at any
stage. It does not apply to existing records also the property cannot to applied
for auto number and ole object data types.

Field validation:

The main purpose of applying this rule on a field is to avoid entry of wrong
data. For example, if you have applied the validation Student _id cannot be
greater then 40 and less then 10, if the user enters a number greater then
that you will be wanting to generate a error or a warning so that the wrong
data entry can be corrected. That can be achieved using Validation text field
property.
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Steps for applying
1. Enter the field name in  Field Name column
2. From the DataType column choose Number

3. From the Field Properties pane select under General Tab select
Validation Rule option and click on (.....) button

4. The expression builder dialog box appeais.(Fig 3.18)

5. Frame the expression as in the (Fig 3.18) by clicking on buttons and
then click on Ok.

6. Enter the Validation Text (Fig 3.19)

(EE—————— , ' m

| — [ e 1]

Cancel

Jndo |

i- }'ﬂi!: = -:v:-'.._} snd S Mok L':{E! |: :'| | HEII:' |
E Sunckions
C1 Constants
1 operalors

Figure 3.18 Expression Builder

Required:

This property defines that the field can be left blank or not if the required
purpose is set to yes then user is required to enter the data in the field
properly and cannot leave the field blank . But if the user wants to allow null
value then user should set the required property as no.
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Field Size
Farmak

Input Mask,
—aption
Default Walue
Yalidation Rule
Yalidation Text
Required

Indexed

IME Mode

General l Lookup

Allow Zero Length
Unicode Compression

IME Sentence Mode

Course_Id

Mo
Yes (Mo Duplicakes®
Ves

on

MNone

Please Check the Course_id

Allow zero length:

Figure 35.19 Vaiidation Text

Sometimes, there may not be any data available for a particular field in a
particular reccid. f-or example, in the field Spcuse name, the field has to be
empty for unmarried neonle. At other times, correct data may not available.
For example, for the field Car Registratiori Number, you may not have the
number. For this, there are two option..

T Allow -
Required zero User’s action Value stored
iength

yes no_ | Presses SCPACEBAR Not Allowed
Presses ENTER Not Allowed

yes yas Enter a zero length Zero-length
string string
Presses SCPACEBAR Zero-length

string

Presses ENTER Not allowed

No No Enter a zero length Not allowed
string
Presses SCPACEBAR Null
Presses ENTER Null

No Yes Enter a zero length Zero-length

Table 3.3 Effect of combining the two properties
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“None” and “I do not know.” For none, enter a zero length or null by typing
two double quote marks with no spaces between them (**). For “I don’t know,
simply skip the field.For Access to recognize “ ”, set Allow Zero Length
characters option to yes, the Required option to No, and leave the Default
value option blank.

The Tables 5.8 shows the result that you can expect when you combine the
settings of Required and Allow Zero Length nroperties.

4, After applying all the formatting click on the Save button a dialog Box will
appear asking you to save the file click on the yes ontion and in the save
as dialog Box enter the name for the table and save it.

3.3.4 Indexing a table

An index helps Ms-Access find and records faster. It uses indexes in a table
as you use an index i a book: to find data, it iooks up the location of the data
in the index. You carn create indexes based on a single or multiple fields.
Multiple indexes eriable you to distinguish between records in which the first
field may have the same value.

Create a Single-field index
1. Open aable in Dasign View.

2. In the upper portion of the window, click the field that you want to
create an index for .

3. In the lower portion of the window, click in the Indexed property box,
and then click yes (duplicates ok) or yes (no duplication)

Create a multiple-field index
1. Open a table in Design View.
2. Click Indexes on the toolbar.

3. In the first blank row in the Index Name column, type a name for the
index. You can name the index after one of the index fields, or use
another name.
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4. In the Field Name column, click the arrow and select the first field for
the index.

5. In the row in the Field Name column, select the second field for the
index. (Leave the Index Name column blank in that row.) Repeat this
step until you have selected all the fields you want to include in this
index

Delete an Index
1. Open the table in Design View
2. Click Indexes on the toolbar

3. In the Indexes window, select the row or rows containing the index
you want to delete and press the delete key. It will reriove only the
index, not the field.

3.3.5 Modifying feilds in a table

I Changing Feilds Name in 2 table
1. Open the database in which the table is present.
2. Select the object Table urider the object pane.
3. Select the table and click on the Design icon on the Object toolbar

4. Click on the Field Name coloumn ,delete the existing name and type
the new name.

5. Save the table.

I Deleting the Field Name
1 Open the database in which the table is present.
2  Select the object Table under the object pane.

3  Select the table and click on the Design icon on the object toolbar.
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4

5

Click on the row header of the field, from the keyboard click on the
delete button. from the keyboard. or click delete option from the Main
Menu.

Save the table.

Il Inserting a New Field

1

A w0

Open the database in which the table is present.
Select the object Table under the object pane
Select the table and click on the Desian icon on e object toolbar

Select the Insert Menu and click on Row optior. .A new row is
inserted.

Save the table.

IV Changing the Sequence of the r~-ield

1

(o2 N & A S L *> A\

Note:

Opeii a exisiing datakase

Select Table and click Design icon from the database window.
The teble is opened in Datasneet view

Click the field and drag towards its new location.

The rield is moved to a new location

Save the table

“Create table using design view”. option in the same database
Student_Information with the name Faculty

57 VEIS



Creating Tables

Unit 3

Field Name
Data Type

Field Size
Format
Decimal Places
Input Mask
Default Value
Validation Rule
Validation Text
Required
Allow Zero
Length
Indexed

Faculty_id Faculty_name
Text Text

10 26

Yes Yes
Yes/No Mo
Duplicates

Field Marne Daka Tyvpe
% |Faculty _id Texk
Faculty_name Texk
b |Department Headed Texk
Departrnent_id Texk

Cepartment_Head
Text

=

Yes

Yes/No
Duplicates

Table 3.5 Facuity Table Feild Settings

Text

5

Yes

Yes/No
Duplicates

| Faculty d | Faculty name | Department_Headed | Department_id

|
JE

Department_id

id 75| hitesh Geography (135
L Kumar Sanu Computers 045
|13 Rohan Histary 034
| |*|165 Ria Sethi English 012
| [*/167 [ajal Economics (b4
#1865 harish Maths 0k5
#1889 Seema Gclence (b1
*
Table 3.6 Faculty Table Data
58 VEIS



Unit 3

Creating Tables

Open the table Student created using table wizard in design view and add

two more field to

Data Validations:

Table 3.7 Student Table ~eilds

Field Marne Daka Tvpe
'? | SkudentID Text
b |course id Text
FirstMane Text
Lastharme Text
Department_name Text
ParentsMames Texk
Address Texk
PhoneMurnber Texk
Emailaddress Texk

it a) Course_id b) Department_name

1 None of the feilds should be biank expect EmailAddress. It may or
may not have the data.

2. Student_id should not have duplicate values.

|
’jm

124
125
126
127
128
129
130

7]
*

Studen@| course id | First Name | Last Name |Department_narlP
12 Anu Sharma Computers
1X Rahul Jain Computers
14 Mlili Mehera Computers
16 Kirti Joshi Computers
18 Reha Khan Computers
12 Angali Sharama Computers
18 Abhishek Joshi Computers
13 Ankit| lal Computers

Table 3.8 Student Table Data

You can enter the data of the remaining fields according to your choice.
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Create a table in the same database Student_Information with the name
Course using any one of the two methods.

Field fame | DataType
_Ourse id Texk
COUrse_name Text
Course Durakion Texk
Course_fee Mumbcr
Mo_enrol Riumker

Table 3.9 Course Table Data

Field Name Course_id Course_name Zourse Duration Coursc-iree No_enro!l
Data Type Text Text Text Number Number
Field Size 10 15 10 8 2
Format
Decimal Places 2
Input Mask 0
Default Value
Validation Rule <=40
Validation Text Seats are full
Required Yes Yes Yes Yes
Allow Zero
Length
Indexed Yes(No Yes(No

Duplicates) Duplicates)

Table 3.10 Course Table Feild Settings

| Course_id |__Ci1rse_name | Course Duratior] Fee | Mo _Enrall
LAk B b.C.A 3 Year 400000 a4
| |* 13 CEJECTOR 1 Year 100000 23
| |* 14 M5 2 Year 500000 33
| |* 15 M.C.A 3 ear 500000 35
| |* 16 BASIC B Manths 50000 a0
[ e 17 OPERATING B Manths 120000 28
[ e 18 LANGUAGE! 2 Year 200000 a5
[ e 19 P.G.D.CA 2 Year 50675 39
* 0

Table 3.11 Course Table Data
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Creating a table using Datasheet View.

1

Double-click Create table by entering data in the Database Window.
or

Click New on the database window toolbar.This displays the New
Table dialog box.

Select the Datasheet View from the avaiiable list and click ok to close
the New Table dialog box.

e L SRR

e

Diakasheat Yiew
[ Design Wiew
Table Wizard
Impark Table

Link. Table

Create a new tzole in 0atasheet
view,

I Cancel |

Figure 3.19 New Taole Dialog Box

e NV ]
Field1 Fielu2 Field3 Fieldd4 Fields

2 A B A L. {

Figure 3.20 Datasheet View of the table.

61 VEIS



Creating Tables Unit 3

4. Double click the Feild 1 and , rename it as Faculty id , Feild 2 as
Department_name, Feild 3 Department_id.

5. Same the table 3.22.
Enter the following data as given in (Figure 3.12)

Faculty_id |Depar1ment_nar|Depar’[ment_idl|

Figure 3.21 Table aiter giving feila names

svers L~ N S PIX]

Table Name: 0
Epartmeni_‘!

Zancel

Figure 3.22 Save As dialog box

-

i F;:ulty_id Department_nat| Department |
b |+ Computers 45
+ 165 English 012
+ 134 histary 034
+ 185 Maths 0ES
+ 189 SCIEncE 035
*

Table 3.12 Department Table Data

62 VEIS



Unit 3 Creating Tables

3.5 MODIFICATIONS IN TABLE DATA

Adding a new record

To add a record in table Datasheet view, select any one of the following 3
options.

e Select New Record from Insert menu.
e Click on the last blank record.

The last row displays an asterisk in the rzcord selector. This indicates that the
row is really not a record, it is a place to ada iiew recorus to the table. When
typing in the last row, asterisk turns into the normal triang'e record marker.

Deleting a record

To delete a record i tabile Datasheet \iew, sclect any one of the following
methods.

e Click on the records gray selector and select Delete from Edit menu.

e Chick an the records gray selector and click on Cut button in the tool
bar.

e Click on the recoraz gray selector and press Delete key
e Right click on the record selector and select Cut from short cut menu.
Sorting the data

The records displayed in Datasheet View can be sorted in the ascending or
descending order of a field. To sort the records, select any one of the
following two methods.

e Click on the field, Click on sort ascending or descending button.

e Click on the field and select Quick Sort Ascending or Quick Sort
Descending from menu from the dialog box displayed. select the
desired font style and size and click on OK. The whole table content
will be displayed in the selected font.
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Changing the Column width

By default, all columns will de displayed with the standard width 18.8. To
change the column Width from menu. The following dialog will be displayed.

Changing

Type the column width number and click on OK

After changing the column width, to set the default width of the
column, click on the column and select sitandard width check box from
the column width dialog.

To set the column width based on the largest cGiitent in that column,
click on the column and select besi fit irom the cclumn width dialog
or double click on the right column heading border of the column.

The column width can also he changed by draaaqing the right column
heading border of the column.

After changing the row height, to return to the default row height,
select standaid height from the Row height dialog.

the Row Height

By default, all rows are disnlayed in the datasheet view in the standard height

10.5.

To change the row height, clicic on any row, select Row height from Format
Menu. The follcwing will be displayed.

Type a desived row height number and click on OK.
All rows will have the same row height.

The row height can also be set by dragging the top border of any one
of the gray record selector on the left side of the datasheet window.

Freezing Columns

When there are many fields in a table, all fields cannot be displayed in
the datasheet window. But for the purpose of displaying the content of
many field always on the screen, even when scrolled to the right, the
fields can be frozen.
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To freeze a column, click on the column which is to be frozen and
Select Freeze Columns from Format Menu.

The column will move to the far left of the datasheet window and
freeze.

To freeze more than one column, repeat the steps for each new
column.

To unfreezing the columns, the colurins wiii not move to their original
position.

To keep them in original position, select no to save the changes to the
table layout.

Hiding Columns

Removing

By default, the daiasheet window displayea aii field contents in
different columrs if a particular vield content is not to be displayed,
that colurin can be hidden.

To hide a coiumn, ciick on the column and select Hide Columns from
Format Meanu.

To unhide the calumns, which are hidden.
Select Show Columns froin  Format Menu

Available fields in the table in the table will de displayed in a dialog.
The nidden columns will not have a tick mark at its left.

Click o the field name and click on show button.
After selecting the columns to be displayed.

Click on close button.
the Grid lines in Datasheet View

To remove the grid lines in the datasheet view, Select Grid Line from
Format Menu.

The grid lines can be displayed again by selecting Grid Lines from
Format Menu.
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Restrict Editing

e By default the content of a table can be edited in the datasheet view.
To restrict editing, deleting and adding the contents into the table

e De-select allow Editing from Records Menu.

e To allow editing the records, select the same option again.
Inserting/deleting a field in the table structuie

e Open the table design window.

e Click on the field, the posinon at which the riew field is to be inserted
and select Insert Row from Edit Menu.

o To delete a field frcm the table.
e Click on the name in the Tabie Design View and
e Select Delete Row froin Edit Menu.

Modify Recors

e To replace an entir e field value points the mouse to the beginning
of the field value.

e When the mouse pointer changes to a large plus sign.
e Click to highlight the field.
e Type the new value. It will replace the old one.

e Instead of making time-consuming, repetitive changes one at a time,
you can find and replace data in a table using. Find and replace.

e For this, the cursor should be in the field you want to edit.

Edit Special Fields

Here is how you can enter and edit data in the fields with following data
types : Memo: In datasheet view you can directly enter text in.a memo
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field. However you will have to open a Zoom window if you wish to see the
contents of the entire field. To do so.

e Click anywhere in the memo field

e Press shift +F2

e Click OK to save your work or Cancel to abandon the changes.
Dates and Times

e The date/time fields are easy to work with The only things that can
cause problems are the data separators. Hence vou have to pay
attention to the input masks.

Yes\No fields

e These are easy t0 handle since Ms-Access dsricis them as check
boxes.

OLE Objects

e Fieids with Ole objects can hold pictures, Word Documents, sound or
any otner kind of data that is creaied in programs outside MS-Access

Hyperlinks

in Hyperlink Tield you store hyperlink addresses that let you jump to web
sites, database objects or other office documents. You can enter the
addresses in any of the following ways:

e Use the insert hyperlink button on the table datasheet toolbar.
e Copy and paste the hyperlink address.

e Drag and d rop the Hyperlink address.

e Type in the Hyperlink address.
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Self Assessment Questions

1. Explain the three different ways of
Creating a table.

2. Write a short note on Lookup ‘Wizard

3. What is use or indexing a table and
defining 2 primary key?

4. Explain In detail the diiferent field
rroperties.

68 VEIS






Unit 4 Creating Relationship

A

Creating Relationship

Objective :

u Disscussing the components of database used in
creating relationship

u Explaining the different tyoes of relationship and
the methods of their creation

Contents

4.1 Introdluction

4.2  Componeints of atable

4.3  Different Types of Relationship
44  Keys

45  Dawalntegrity

4.6  Creating Relationship

4.7  Viewing Data.
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4.1 Introduction

Tables created in Access or any RDBMS for the logical represemtation
of data are to be related which help in reducing data duplication and main-
taining data integrity.It becomes easier to retrieve information from the
related information as we need to only use a single query to reterive
information a times a single form or report can very easily prepared to view
data two different tables.

4.2 Components of a Table
Entity :

An entity is an object with a distinct set of properties that is easily iden-
tified. Entities are building Blocks of a Jathase. The entities of
Student_Information Database are Course , Faculty,Cepartment An entity
is represented using a Rectangular Box.

’ Student | | CEJ rse
L <

r Department ‘ Faculty

Figure 4.1 Entity

Attribute :

An Attribute is a property of an entity that differentiates it from other
entities and provides information about entity. In ER diagram you
represent attributes as ellipses and label with the name of the attribute.

Tuple :

A Relation consists of number of rows. These rows are called records or
tuples.
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First_name

Student

Degree :

The total number of columns associated with a table or relation is called
the degree.

Cardinality :

The total number of rows associated with a wable or relation is called
the degree.

In a Relational Databse a relaticnship is a crucial part of the design of
a database.lt is used to establish a connection between a pair of logically
related entities. It is an asscciation between entities .Seperate entities can

st Name ' Last Name Courze | Parents Names|  Address Phane No| | Emal
il ST ETA REv o mamoan 1234567890 | anu@yahoo.cor
Rahul Jain BCA AjayJan  Yashal Nagar 0967654321 | Rahul@yahoo.c
+ 125 Mili Mehera M.c.a Kamal Mehera Mew Road 2343505789 | Mii@yahao.cor
1 Kirti Joshi M.5¢ Nitin Joshi ~ Kala Bagh 1234565776 | Kitigdyahoo.colf

Cardinality of the relation 4 Degree of a relation 8

Figure 4.3 Components of Table
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have relation with each other For example students study various
courses, the entities are student and course while the relationship
between them is studies .You represent a relationship between two
entities using diamond labeled with the name of the relationship. Entity
Relationship (ER) diagram is a tool to build the logical database design of
a system .An ER diagram represents the following relationship

4.3 There are three types of relationship
One-to-One (1: 1) Relationship

Two entities have a one to one relationship if every record in first entity
has only one matching recora for the second entity.

1 1
Departmzent —‘ Headed _4 Facully Member
B/
A —

Figure 4.4

One-to-many (1: m) ¢cr Many -to-ore(m: 1)

Two entities have One-to-many or Many -to-one if every record of first
entity ,there can e zero one or several records of second entity , and for
every instance of second entity there is exactly one instance of the first
entity.

m : i
Student | Register Discipline

Figure 4.5
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Many-to-Many(m:m)

Two entities are related in many-to-many relationship when every record
of the first entity ,there can be multiple records of the second entity, and
for every instance of the second entity there can be multiple instances of first
entity.

Student Study ~N Room

 S—{

Figure 4.6

As you have studied that a relational aata moae! enforces data integrity
this is achieved by dzfining various keys.

4.4 Keys
Candidate Key

A attribute or set or aitributes that uniquely identify a row is called
a candidate ke This attribute cannot have duplicate value.

T Faculty id  [Department_nar) Department_id

v

/7 |

|]_| : Computers 045
s English 012
+)189 Science 054

]
Figure 4.7 Department Table

For Example , in the Relation Department all the attributes can be consid-

ered as candidate key because there can be only one department for every

discipline and it can only have one head and every head is going to have a

different id. None of them can have a duplicate value thus they can be made
as a candidate key.
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Primary Key -

The candidate key which you choose to identify the row uniquely is called a
Primary key.(E.g Department_Name ).

Alternate Key -

A candidate Key that is not chosen as Primary key is called an alternate
key.(E.g Department _id)

Foreign Key -

When a Primary key of one table appears as an attiibute 1 another table,it
is called the foreign key in the second tabic A foreign key is used to relate
two tables. (E.g Faculty id as it is a primary key in the Faculty table.)

| Faculty id | Faruliv_name | DEFIEIITI’TIEM_HE'EIAdElj |ﬁpartment_id

13K Mites! Geography 035
] 121 Kumar Sanu Compuiers 045
||+ 134 Rohan History 054
| [*]165 Ria Seth English 012
| |*[ 167 <ajal Econonics Ob4
| | *+|185 harish flaths 065
|| *[189 Seema Science 0R 1
*

Figure 4.7 Faculty Table

45 Data integrity
Entity Integrity

Entity integrity that each row can be uniquely identified by an attribute called
the Primary key. The Primary key cannot have a NULL value.

Domain Integrity

Domain integrity refers to the range of valid entries for a given column. It
ensures that there are only valid entries in the column.
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Referential Integrity

Referential integrity ensures that for every value of a foreign key , there is
a matching value of the primary key.

4.6 Steps to create Relationships

1 Select Tools Menu and click on Relationship option

Tables ]Queries ] Both ] | fdd

Department
Faculty
Students

Figure 4.8 Show Table Dialog Box

2 From the Show Table diaiog box select the tables for which you
want to create relationsnip.

ey = T

S

course_id
Department_narm—
Firsthlame

LastMame b

Course i~
Course_name

Course Durati—
Course_fee %

Faoulty_id

Faculty narme

Faculty _id
Department_nam
Department_id

Figure 4.9 Tables for Creating Relationships
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3. Create a relation ship using Faculty and Department Relation with
the field Department_Head in the Faculty Relation and Department
_Name in Department.

Note : That though the field names are different but they will contain
the same value in both the tables.

4 Drag the field from the faculty and drop it on the field in the
Department with which you want to create relation ship between both
the tables.

5 As you leave the mouse button the following dialog box appears .Tick
the first check box .The Edit Relationshis dialeg box also shows the
type of relationship which will be cigated.

e NN~

Table/Que; v }ahad—ﬁable@ery
’Eepa*tment_Headf_'l D&ﬁm&ﬁtﬁame Al
’ Join Type..

Creake

Cancel

Create MNew, .

v Enforce Referential Integrity
| Cascade Update kelated Figkls
| Cascade Delete D sbater Hecar

Relatinnship Type) One-Ta-0ne

b~ .
Figuire 4.10 Edit Relationship dialog box.

(a) A one to one relation ship is created as one department can only
have one head and one person can be the head of only one depart-
ment. (Fig. 4.11a)

(b) Following the same process relation between Course and Student
table can also be created. (Fig 4.11b)

A one to many relationship is created as number of students can can
get enrollement in the same course but a student can get admission
only in one discipline.
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(c) Creating Many to Many Relationship For creating this type of a
relation ship we need to have a junction table.

In the junction table, set the primary key to include the primary key
fields from the other two tables.

For example, in a Student junction table the primary key would be
made up of course_id

@ :
Students
SRR -
|Course_name course_id
| Course Duraki— Departrent_narm— |
|Course_fee ¥
w

|Department_id
p _A

()
Cwrse_id

CoLrse_name

Course Duraki—
Course_fee ™

Departnent ram—
Fir=trlarme

| A
|Farulky_name —
|Department_Heade v

© | 1 N

course_jd

|Course_name

v v | ofstare | | Note:Dragthe
= - Depattrient_nam Faculty Relation
_________ Department
....... ; Headed to Depart

|Faculty _narme
|Department_Heade

Department_| |d

Figure 4.11 Relationship
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4.7 Viewing Existing Relationships

Edit

or

1.
2.

3.

3.
Delete a Relationship

i.

Press F11 to switch to the Database window.

Click Relationships icon F® on the toolbar.

Do one of the following:
e View all relationships defined in the database

e Click Show All Relationskips iccn =81 on the toolbar.

e View the relationships defined for a particular table

e Click the table, and then click Show Diret Relationships on
the toolbar.

e View only the relationshios defined for cne table without
viewing the relationsihips aefined for takies.

Click clear iaycut icon < on the nolbar to remove all tables
from the Reiationships window.

To add the table back, click Show Table QEI icon on the toolbar,
doukle-click the table, and ther click close.

Click Show Direct Reiationiships on the toolbar.

If any tanle is open, close it first. You cant create or modify
relationships between open tables.

Press F11 to switch to the database window.
Click Relationships on the toolbar.

If the tables whose relationships you want to delete or edit aren’t
displayed, click Show Table on the toolbar and double-click each Table
you want to add. Then click close.

Right-click the Relationships line, select any of the following:

Click the Delete option or press Delete Key to delete relationship.
Click the Edit Relationship option to edit the relationship
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5

Queries and Filters

Objective :

u Explaning the concepts of Queries and F ilters

u Discussing the different ways o1 creating Queries and
applying Filters

Contents :
5.1  3elect Queries
5.2 Parametcr Queries
5.3 Crosstan Quaries
54  ActionQueries
55  Creating Simple Select Queries
5.6 Passing parameters to query
5.7 ise of AND operator
5.8  Creating Query Using Wizard
59  Passing Parameters to query at runtime
5.10 Using Calculated fields in the Query
511 Query Linked Tables
5.12 Finding Duplicate Values
5.13 Finding Unmatched Data
5.14  Action Queries
5.15 Filters
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You use queries to view, change, and analyze data in different ways. You can also use
them as a source of records for forms, reports, and data access pages. There are
several types of queries in Microsoft Access.

5.1 Select queries

A select query is the most common type of query. It retrieves data from one or
more tables and displays the results in a datasheet where you can update the
records (with some restrictions). You can also Use a select query to group records
and calculate sum, count, average, and other types of totals.

5.2 Parameter queries

A parameter query is a query that wiren rur: displays its own diaiog box prompting
you for information, such as criteria tor retrieving records or a value you want
to insert in a field. Ycou can design the query to hrompt you for more than one
piece of information; for example, you can design it to prompt you for two
dates. Access can then retrieve all records that fall pbetween those two dates.

5.3 Crosstab queries

You use crosstab queries to calculate and restructure data for easier analysis of
your data. Crosstab queries calculate a sum, average, count, or other type of
total for data that is grouped v two types of information — one down the left
side of the datasheet and another across the top.

5.4 Action quieries

An action query is a query that makes changes to or moves many records in just
one operation. There are four types of action queries:

' Delete Queries

A delete query deletes a group of records from one or more tables. For example,
you could use a delete query to remove students that have discontinued or for
which there are no orders. With delete queries, you always delete entire records,
not just selected fields within records.
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' Update Queries

An update query makes global changes to a group of records in one or more
tables. For example, you can raise marks by 10 percent for all students, or you
can raise seats by 5 percent of the existing seats for the Students within a
category. With an update query, you can change data in existing tables.

' Append Queries

An append query adds a group of records frori one ar more tables to the end of
one or more tables. For example, suppose that you get information about some
new admissions and a database containing ¢ taole of information on those students.
To avoid typing all this information into your own catabase, vou’d like to append
it to your Students table.

' Make-Table Queries

A make-table query creates a new table frorin all or part of the data in one or
more tables. Make-table queries are helpful for creating a table to export to
other.

5.5 Creating a Simple Select Query using Wizard.
1. Click on the object Queries In the object pane

2. Select the Design \eiw cptici from New Query Dialog Box
i — i N

l lﬂéf_,?@pen ﬁgesign -

=L

Tabi== J Tahles }QuerieslBDth ] -m
RE

. CQueries

Close
Course
Farms

Faculty
Students

Reparts

Pages

Modules

=
&l
22 Macros
&R
[E3]

Fawarites

Figure 5.1 Object Pane Figure 5.2 Add Table dialog box
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3. The Show table dialog box appears.

4. Select the Table for which you you want to create the query (E.g. Course)
click on add button. Close.

5. Drag the fields Course_id and Course_name and apply the sorting as
Ascending by Course_id

f 4
* A
Course_id
Course_name

Course Durab
Course_fee ¥ I

£
Fold: [ONEEDY ~fCowseid
Table: | Course Course
st | _ psrermding
Show: | / W\
Crikena: \
ar,
Figure 5.3 Query in Design \Veiw
Result:
[ICnurae_name | Course_|d
> | <R R 12
DBEJECT OR 13
.S 14
. A 15
BASIC 16
DOFERATIMG 17
LAMGLIAGE! 15
PG DCA 19
*

Table 5.1 Lookup wizard list in DataSheet View
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5.6 Passing paramaters to the query

You can even give Criteria for the given query (These criteria will become

paramaters for the simple select Query and will convert the query into a
parameterised query.

Steps for passing parameters (Use of Or operator)

1. You can create a new query by foliowing the steps (1-4)
or

2. You can make changesto the existing select gueries

3.

In the query the given criteria specities that the Course_id of only
those records will be displayed whose Course_name is “p.g.d.c.a” or
“m.c.a” with their course name.

The sorting is done on tnhe bases of Course_id.

F A

.

[*

Conrse od

| aurse_naine
Corse Curaki
Courss_fes W

P |l
Ficld: [Course_namne Course_id
Tabi=: Course
‘5?. Ascending
| Shfir:
Cricia |
Figure 5.4 Query in Design \eiw
Result
Course_name Course_|d
4 | - 15
FP.G.DCA 19
*

Table 5.2 Select Query (or operator)
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5.7 Use of AND operator

According to the query the courses whose duration is ”3year” and fees is
more than “400000” will be displayed with rest of the fields as all the Show
All Check boxes are ticked marked.

1= sH " nirse_name Course id Course Duration Course_fee
Table: Course Course Course Course
Sork: Ascending Ascending
Shiowy: [
riteria: "5 yizar" >400000
ar
4
Figurz 5.5 Query in Desigri \eiw
result:

s

— .
Cnurse_name! Laurse I [CnurseDuratmr Feg

v\ A 163 Yeur £0000

Table 5.3 Select Query (And operator)

According to the query the courses whose duration is”3year” and fees is
more than equal to “400000” will be displayed with rest of the fields as all
the Show All Check boxes are ticked marked.

-
Field: = | Course id Zourse Duration Course fee
Table: |Course Course Course Course
Sort: Ascending Ascending
Shiow:

Criteria; "3 year" Z=400000
ars
Figure 5.6 Query in Design \Veiw
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Result:
Cnuse name | Cowse d |Cowse Duatior| e
C AN 123 Yeur 400000
153 Year 0000]

Table 5.3.1 Select Query (And operator)

5.8 Creating Query Using Wizard
1 Click on the object Queries in the abiect pane
2 Selectthe Simple Query Wizard option from New Query Dialog B ox

3. Select the table for which you want to create Query from Tables/
Quries List Box.

4 Choose the required feilds

5 Click on the Next Buctor

BRI T WML Nt il

Which Fizids do wou wank in your query?

%z can choose From more than one table or query.

Aailable Figlds; Selected Fields:

Farulky _name

Department_Headed

Al P

Cancel | | Mexk = | Finish

Figure 5.7 Simple Query Wizard
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Bimple Query Wizard

what title do you want for vour query?

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

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

% Open the query bo view inFsimation,

" Modify the query design.

[ Display Help on working with the nuery?

Cancel | < Back ’ | Finich

Figuie 5.8 Sinminle Query Wizarri

6 Give the approcriate name to your query

7 Click an Finish button

Resuit:
| Facuhy ig | Department_Headed
arxs Geagraphy
12 Computers
34 History
165 English
bﬂﬁ? Economics
- |185 haths
L aclence
L

Table 5.4 Query Wizard Result

5.9 Passing Parameters to the at query at the runtime
1 Click on the object Queries in the object pane

2 Select the Design Veiw option from New Query Dialog Box .
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i input

co

La

: Select Query

ShudentD

urse_id

Firsthame

sthlame %

Field:
Tahle:
Sort:
Shiow:
Criteria:
ar:

T
course_id StudentID | Firsthai= Lasthlame

2
Students Students Students [ Shudants Students
[/

£

Figure 5.9 Designing Query with Parameters

Select the table for which you want to create Guery from.

After entering the feilds to be displayed in the query result and setting
the criteria

Select Paramete:s cption from the Query Menu Enter [course_id]
in Farameter coluinn and select the datatype as Text.

[ averaeeies PR

Parameter |Data Tvpe | ”~
[course id Tt

QI Cancel

Figure 5.10
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6 .Click on Ok .
7 Save the query and thenrun i t.

8 Enter the parameter value as (12).

The result will display all the records having Course_id as 12,with the selected

~. |
Enter Parameter Yal m

course_id

feilds.

1z
|| K | iCancel

Figure 5.11 Entering Query Parameters

N e S ——

T

_ | course_id Studant |0 First Mame Last Mame
12 123 Anu Sharma
2 124 Rahul Jain
12 128 Angali Sharma

Table 5.5 Parameterised Query

5.10 Using Calculated fields in the Query

A query can beused for calculating values for one of the columns of the
table.

5.11 Query Linked Tables

One of the best things about the queries is that you can view feilds from releated
tables together .The process for selecting fields for a multi table query is the
S same as that for single table query.
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2! Queryl : Select Query

ParentsMame:
| Address
PhoneMurnber

| Emailaddress

Course_name
Caurse Dur ati
Course_fes

Mo_Enrall v Feespaid W
{.
Field: |Course fee fFeespaid : feespending: [cour:
Table: |Course Students] -
Sork: l N\
Show: | -\
Criteria:
ar;
{ —

Figure 5.12 Designing Calculatea Query For °
I_inked Tabieas

In the above examole twoe tabies are linked to from a calculated query.

Course_fee from the cource table and reespaid from the students table are
used to find out the pending Tees.

~ormula: Pending Fees:[Couise fees]-[feespaid].

Pending ices is the heading for the column containing the result of the query.

5.11 Creating Crocs Tad Query

1 Click on the object Queries in the object pane

2 Select the CrossTab Query Wizard option from New Query Dialog B
0X

3 Select the table onwhich you wantto create a Cross Tab Query next.

4  Select the feild which we you want to use as row heading
(Course_id)and click on Next.
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Crosstab Query Wizard

which table or query conktains the Table: Course
fields wou want For the crosskab query Table: Departrment
resulks?

Table: Faculty

To include Figlds from more than one
table, create a guery containing all the
fields vou need and then use this
guery to make the crosstab query.

Wi

i+ Tables - Queries ¢~ Both

Header) F—IeaderZ Header3
TOTAL

i _ance: J !. .'_uextb_l _J

Figure 5.13 CrossTab Query Wizard(Step 1)
I D T - ———

which Fields' walues do yor: wank as Available Fiela=: Selected Fields:
row headings? —_—

StudentID i
LastMame = |
|

¥ou can <zlect up co three fields,
Cr.partment_narme

Sei =k fields in the order you wan® rarentshiames —=d

infor ration socted, For example, you R:dress b
could s_vt and group values by Phonefurmber

=l
Zountry and then Kegion. Emailsddress o

Header1 Header2 Header3
TOTAL

Cancel | < Back | Mext = | |
S —

Fiyure 5.14 CrossTab Query Wizard(Step 2)

5. Select the feild which you want to use as column heading.
(FirstName _id) and click on Next.
6. Select the Count function and click on Next.

5. Give the required name to the query and click on Finish
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Result:

2% Students_Crosstab : Crosstab Query

course_id

Tata

| Of Studen|  Abhishek

Angali Ankit Anu Kirti hdili Rahul

3
1
1
1
2

Table 5.6 CrossTab Query

The query result shows that how many students are enrolled for a particular
course with their first name.

5.12 Finding Duplicate Values

1
2

5

Click on the object Queries in the object pane.

Select the Finding Duplicate Query Wizard apticn from New Query

Dialog B ox.

Select the table for which you warit to find duplicate values. For ex-
ample (Student Fig. 5.17).

Select the fenids fiom the table (Course_id,Firstname,Lastname. Fig.

5.18).

. Click on the Next Euttor.
‘ N xxxl

2 oo
BT Hn..:!- |
2wl HEH HER

4 unnoun :-wxl I: |
.

P P P

2 RER HHM HHHI

_f'|'\_

‘Which table ar query do wou want ko search Far duplicate Figld values?

For example, to find cities with more than one customer wou would
choose a Customer kable belaw,

Table: Course
Table: Department
Table: Faculky

Wi

{+ Tables ¢ Queries {— Both

Cancel ‘ | Mext = | |

Figure 5.17 Find Duplicate Query Wizard (Step 1)
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ind Duplicates Query Wizard

wrhich Fields might contain duplicate information?

bl
| g Faor example, if vou are looking For cities with more than one customer, wau
2w e would choose City and Region fields here,
F oo ounn
2w e Available fields: Duplicate-value fields:
4 o ounn
SkudentID

LastMame o
Departrment_narme J
ParentsMames

Address ﬂ
PhoneMumber o

Emailaddress

Cancel i Back | Mext > | Finis1

Figure 5.18 Find Dupiicate Query Wizard (Step 2)
ind buplcates Query Wdry, NN L

D you wank the query ko show fields in sddition to those with duplicate walues?

-

| IR
FARTERTY
F oo
R

4 e Bvailable fields: Additional cuer y fields:

Fr.c example, if wou chase ta look for duplicate Chy walues, yoo could choose
CustomerMame and Adziress here,

Eilep-artrnen | StudentID

rarentsh ames cirsthlame

Adlvess >
Phonemumkbcr 7

Smailtdd, =55

A
=<|

Cancel | < Back. | Mesxt = | Finish |

Figure 5.19 Find Duplicate Query Wizard (Step 3)

Result:

course_id | Student|D | First Name | Last Name
> [ 128 Angali Sharama

12 124 Rahul Jain

12 123 Anu sharma

18 124 Abhishek Jashi

18 127 Feha khan

Table 5.7 Finding Duplicate Value Query
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The records which have same value in the course_id column are displayed with
the desired feild.

5.13 Finding Unmatched Data

1 Click on the object Queries in the object pane.

2 Selectthe Finding Unmatched Query Wizard option from New Query
Dialog B ox.

3. Select the table from with which you want to compare another table
for finding unmatching data. (Faculty)

ind Unmatched Query Wizard _‘

The gquery vou create win list records i; the table wou select F=low that bove
- no reluced records in the talle vou select an the next scree. For example,

1
2 yor: can fird customers that heve no orders,
2 1 amx wun

F 2 unn o

A st L ych kable or query contains records you want in b2 query resuls?

:\lf_
3 Table: Course
Table: Departrr.ent
AN Y
Table: Sbadents

Migw

o Tehles T Queties ™ Bath

Cancel | Mext = | ‘
Fiaure 5.20 Find Unmatched Query Wizard (Step 1)

4. Click on Next

5. Choose another table with which you wantto compare the previously
chosen table.(Department)

6. Fig 5.22 shows the feild on the basis of which missing values will
be shown.

7. Click on Next button.

8 . Select the feilds from the Faculty table which we want in the query
result.
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ind Unmatched Query Wizard

‘Which table or query contains the related records?

» For example, if you've already selected customers and wou're looking For
2 ::: ::: custamers without orders, wou would choose orders here,

L R

Table: Course
iTable: Department

Table: Students

Wiew

f* Tables ~ Queties ~ Buin

Cancel ! < Bock Mext = |

Figure 5.21 Find Unmatched Query Wizara {Stcp 2)

\VL\J

What piece or inforination is in both tables?

Sor exeanple, 2 Customers and an Ovo=rs table maw bokh hawve a
CuskumerIl rield, Makching fields nay heve different names,

Select Ere matching field in ezch table and then click the <== button.

Fields in 'Facuiy' : Fields in 'Department’ ;

Faculty_ia
Faculby_narme

| Faculty_id

il Department;id

Department_id

Makching fields: Department_Headed <=3 Department_name

Cancel | < Back Mext = | Finish ‘

Figure 5.22 Find Unmatched Query Wizard (Step 3)

9 Clickon Next.

10 . Give the appropriate name to the query.
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ind Unmatched Query Wizard

v - ‘What fields do wou want to see in the query results?
| R Available Figlds: Selected fields:
2 i
2 o upn Faculey_id
& ok Faculty_name
— Pl B Department_Headed

—
I: :\l/_
F s wnn ﬂ

Cancel J < Back | Mzt = I Finish
g

Figure 5.23 Find Unmatched Query Wizard (Step 4)
indbupcates Quergifidgd N N L

wWhat do wou wankt bo namy vour query?

|N0_0F_Students_enroll_course

Do you wank e view the query results, or modiy the query design?

% ‘imw the results,

™ Modify the design,

[ Displev Help on working with the query,

Cancel | < Back | | Einish |

"Figure 5.24 Find Unmatched Query Wizard (Step 5)

Result:

e Missing_data_department : Select Query

Faculty id | Faculty name | Depatment Headed
AN55 Mitesh Geography
10/ Kajal Ecanamics

Table 5.8 Finding Unmatched Value Query
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The query result shows the data which is present in the faculty table but is not
present in the department table.

5.14 Action Queries.

An action query is a query that makes changes to or moves many records in just
one operation. There are four types of action queries: delete, update, append,
and make-table.

Create an Append Query

An append query adds a group of recoras trom one ci mcre tables to the end
of one or more tables.

1. Create a query to extract the records you want to append to another
table.

2. In query design view, click the arrow next to query type on the
toolbar, and click append query.

3. In the table name bex, enter th e name of the table you want to append
records to.

N

- ey Al

@ Select Query

Ei ! Make-Table Query...

| I:e CIUEry
201 Bppend Query...

Y Delete Query

_rosskab Query

Figure 5.24 Types of
Action Queries
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4. Do one of the following:

If the above table is in the current database, click another database
and type the path of the database wher e the table is stored or
click Browse to locate the database.

Click OK

Drag from the field listto the cucrv design grid the fields you
want to append and any fields you want to use for setting
criteria.

If you have a field with an auto iiumber daia type, do one of the
following:

Add Auto number values automaticaliy

To add auto number values automatically, don’t drag the auto
numoer field to the query design grid when you create the query.

iKeep the aute nuraber values frorm the original table.

To keep tiie auto Number values from the original table, drag its
AutoNumber field to the query design grid when you create th
e query.

If the fields you’ve selected have the same name in both tables,
MS-Access automatically fills the matching name in the Append
Torow .If the fields in the two tables don’t have the same name,
in the Aupend To row, enter the names of the fields in the table
your appending to.

In the criteria cell for the fields that you have dragged to the
grid, type the criteria on which additions will be made.

To preview the records that the Query will append, click view
on the toolbar.

5 To returnto query view, click View the t oolbar again.

6 Clock run on the toolbar to add the records.
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7 To confirm before appending the records, MS-access displays the

confirmation message. Click

Create an Update query

An update query makes global changes to a group of records in one more tables.

1.

Create a query with the tables or queries that include the records you
want to update.

In query Design view, click the arrow next to query type on the toolbar,
and click update query.

Drag from the field list to the query designi grid the 1ields you want to
update or you want speciiy criteria for.

In the criteria celi, specify the criteria if necessarv

In the update to cell, for the fields you wani to update type the expression
or value you want to use to change the fields, as shown in the figure

To nreview a list of the records that will be updated, click view on the
too'bar, This list wen’t show the new values. To return to query design
view, click view

Click run on the tooloar to update the records

The new update query is now saved and appears in the database window
with an iccn update Create a delete query that contains only one table

A delete Query celetes a group of records from one or more tables.

1.
2.

Create a query with only one table from which you want to delete records

In query design view, click the arrow next to query type on the toolbar,
and click delete query

Drag the asterisk (*) from the field list for the table to the query design
grid.

To specify criteria for deleting records, drag to the design grid the fields on
which you want to set criteria. Where appears in the delete cell under this field.
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In the criteria cell for the fields that you have dragged to the grid, type the
criteria.

To preview the records in a design view that will be deleted, click view on the
toolbar. To return to query design view, click view.

Click Run on the toolbar to delete the records.
The new update query is now saved and appears in the database window with an
icon delete.

5.15 Filters

While sorting the information in the datasheet view filter aliov/s you to apply
your own ordering to display the data of records in the records of the table.

e Filter by Selzctiocn Tool "=
e Filter by Form Tool '-'r_éj

e Apply filter\kemove filter T-LF"'

To use Filter by selection
The simplest way of filtering the display of records in a table is use

Filter by Celecticn. This displays only records that have the same value in that
field.

1. Display the table in datasheet view.

2. Select the value in a particular field that you have chosen as the filter
value.

3. Select Course id (12) from the Student table.

4. On the Standard Toolbar, click filter by selection.
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Students : Table

Table 5.9 Student table in Datasheet

5. From the Records Ment. select Filter, then select Filtar by Selection.

\fintas

1o VY

Student 1D course id First Mame Last Mame [Department n
1123 12 Anu Sharma Computers
1124 12 Fahul Jain Computers
[125 15 tili Mehera Computers
1126 16 Kirti Joshi Computers
[ 147 18 Reha Khan Computers
1128 12 Angalil sharma Computers
1129 18 Abhishek Joshi Computers
130 13 Ankit ai Computers

M5 2 Anu Sharma
|14 [ Ranul Jain
R 12 Angall Sharma
¥

Computers
Camputers
Computers

Table 5.19 Filter by Simple Selectiom

The datasheet is refreshed to disriay only records that pass the selected filter
criteria- You should always get at least one record- the one that you selected

for the filer.

You may further limit the records that are displayed by adding to the filter by

selection.
Student ID | courseid | FirstName | Last Name |Department n:
123 12 Sharma Computers
|18 12 Angall 3harma Camputers
*
Table 5.11 Filter by Multiple Selection
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If you select part of a field, then the filter will be based on that partial
selection. For example if you pick second character “n” of a field and filter
by this then the results will be exactly that- fields that have an “n” in the third
Second position field of that field.

Filter by Form

If you want to find records that match a value i just one field, Filter by Form
shows you a blank record where you can eithei enter a value you want to find
or choose it from a drop down list.

Let us filter data of students who have enrclleu for the course id 18.
1. Open atable, query, or frcm in datasheet view or opena form view .

2. From the toolbar. click on Filter by Form icaon to switch to Filter by
Form Window

3. Click the field in which you want to specity the criteria that records
must meet 10 be inchided in the Filtered set of records marks.

@t ID course_id First Name—!—Last Name |Department_narF

§ i

Figure 5.25 Selecting Value for Filtering Data

4 Enter your criteria by selecting the value you are searching for from the
list in the field(if the list includes field values), or by typing the value
into the field(Course_id 18)

5 Click Apply Filter on the toolbar or Records>Apply Filter. Click on the
Remove Filter icon in the toolbar to view all the records.
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Result:
B Students : Table

Student D | course id | FirstMame | Last Name |Department_nat F
127 18 Reha khan Computers
129 18 Abhishek Joshi Computers

Table 5.12 Filter by Form

Filter by form Using OR Filter

An OR Filter looks for records that match crie condition or another. For
example, let us retrieve records of students wnc nave the course_id as 15 or
have LastName “Sharma”.

Filter by form for one cond:tion or another,
1. Open Studerts table.
2. Choose Course_id 18 froni1 drop down list of course id field.

3. Click oan the OR tab at the bottorn of the Filter by From window. You
will see another form.

4. Select Sharma from the darop list of LastName

Reault:

| Sugent D | course id | FirstMName | Last Name |Deparment n
12 Anu Sharma Computers
12 Angall Sharma Cormputers

Table 5.13 OR Filter

Filter for Input using Complex Expression

To filter records from the students table where Course_id = 15 and Student_id
=125

1. Open the student table and right click inside the Studentlid field.
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2. The menu appears and in the filter for box, type 15 and [Student_id]
= 125

T} Filker By Selection

Filker Exchuding Selection

Filter For: |ﬁ.n|:| [course_jd] = 125

Remove Filter/Sort

Sort fscending

Sort Descending

L
24
&4
&

Figure 5.26 Seting Parameters for Filtering
3. Press Enter to apply the fiiter.
' “tudent_id

125

| 4 Cancel |

"Figure 5.27 Entering Parameters

Result:

& Students ; Table

StudentID | course id | FirstMame | LastMame |Department nanF

Mza 15 Mili Mehera  Computers
*

Table 5.15 Input Filter
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Advanced Filter using OR/AND

An advance filter lets you combine conditions and fields freely for a filter. To
create an advance filter or sort you have to open a filter editing window.

1.
2.

Open the datasheet or Form view you want to filter.
From the menu bar, Choose records>Filter>advance filter\sort.

A grid appears at the bottom half of the window. Drag a field name from
the field list into the grid or type thz name of the field or choose the
name from the drop down list on tne grid.

Now enter the value in the criteria row for the field.

For an OR filter you enter an adcitional condition in the OR row for
whatever field it appties to.

For an and ftiter you enter an additicnal conditions in the criteria row for
whatever rield it applies to.

Click on recoids > Apnly filter to cee the filtered records.

5.16 Removing a F ilter or Saving it

To remove a tilter, click on Remove Filter on the toolbar.

You cannot save the filter as a separate object in the database but you can save
the ciianges when you close the datasheet view.

MS-Access wili remeinber th e last filter you applied .Next time you open The
same table, you can click on apply Filter to see the same, filtered records

5.17 Similarity between select queries and filters

Both retrieve a subset of records from an underlying table or query.

Produce results that can be used as the source of data for a form or
report.

Can sort records.
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In general, enable you to edit data if editing is otherwise allowed. (You
can also perform bulk updates with an update query.)

How you want to use the records that are returned determines whether you use
a filter or a query.

Generally, use a filter to temporarily view or edit a subset of records while

you’re

in a form or datasheet. Use a query if you want to do any or all of the

following:

Note :

View the subset of records without first opening a specific table or form.

Choose the tables containing the recorus you want ta work with and add
more tables at a later dafz if necessary.

Control which fields from the subzet of records diszlay in the results.

Perform calculationis on values in fielaz.

Even if you determinre ycu need a query, consider taking advantage of the
eacy Filter By Foim, rilter By Seieciion, or Filter For Input techniques
for creating a fi'ter, and then saving the filter as a query. This enables you
to bypass the query’s design giid altogether (unless you want to make
additional changes to the gvery). Even so, when you open the query in
Design vievy, you’ll see how Microsoft Access filled in the design grid
using the information from the filter. You can then use this information
as a guide tor making additional changes.

106 VEIS



Unit 5 Queries and Filters

Self Assessment Questions

1. Define Queries and Filters and mention the similarities between them.
2. Define different types of Queries with example.

3. Explain three different types of filters in uetail.
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6

More Database Objects

Objective :

u Disussing the different methods of creating interactive

data

objects

u Explaning the uses of controls and their application

Contents :
6.1  Creating -orins
6.2  Creating Chart Using Chart Wizard
6.3  Creating Pivoet Table
6.4  Creating Pivet Chart
¢5  Modfifying thr form in design view.
6.C  Form Templates
6.7  The Label Wizard
6.8 Including Calculated Feild in a Form
6.9 Creating Macro

6.10 Generating Report
6.11 Adding Command Button

6.12 Generating Summary Report
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A form is a type of a database object that is primarily used to enter or display data
in a database.

You can create a form quickly by using the AutoForm command or a wizard.
AutoForm creates a form that displays all fields and records in the underlying table
or query. A wizard asks you questions and creates a form based on your answers.
You can then customize the form the way you want it in Design view (Design view:
A window that shows the design of these database objects: tables, queries, forms,
reports, macros, and data access pages. In Desicn view, you can create new database
objects and modify the design of existing ones.).

6.1 Creating Forms
1. In the database winoow, click Forms Objects.
2. Click the button New icon on the database window toolbar.
3. In the New Form dialog box, click any one of the following:

= Design Veiw

* Form Wizard

e AutoForm: Columrar.
e Autoform: Tabular

* AutoForm: Datasheet:
* Autcform: Pivottable
e Auicform: Pivotchart:
e Chart Wizard

*  Pivot Table Wizard

Click the name of the table or other record source that includes the data
you want to base your form on.

Select the fields to be include in a form

Click Next button.
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wWhich Fields do wou want on waur Form?

Bl T

% = Y¥ou can choose From more than one tablz or query,
Tables/Queries
|Tab|e: Department j
Available Fields: Selected Fields:

Department_name

=
J Department_id

Cance J | Mext = | Einish

Figure 6.1 Form Wizard(Stepl)

Pornwizart/ /N N\

wrhat layeut woul? you like For vour Form?
 eeedeeeeeeee————
< N\ / / |

¢ Columnar

N MHMRENE O BN NN HMHNE i ;._Jatasheet

S e A SRR
Nl N N i Justified
S HEINE CRNONN NN SHNRNNE CUDRENE NN =
5, EIE DG GRS UDURENE ShUSE
i YA ARG R W R SRR G " pivotTable
i A A GMSMGNE SO SRR AN B
L U NN VNS SEEER BNRNSEE HERE )
SRIGICIONEE. ' GOBBIGIRIRISE OOOLONNND OGNS NN SRNNNY. i pwot(:hart
U W,

Cancel | < Back. | Mext = | Finish
Figure 6.2 Form Wizard(Step2)

Select the Layout you want for the form.(Tabular)
Click Next button

Choose the Style of the form

Click Next button.

109 VEIS



More Database Objects Unit 6

What skyle would wou like?

Figure 6.3 Form Wizard(Step2)
fom Wikt o/ _/_/____ /|

Wiat titlz: do wou want For your Form?

@ == -

Ti:at's all Lz inforration the wizard needs to create your
fFarm.

Da wou war. bo open the Form or maodify the Form's design?

¥ Open the Form ko wisw of enker information.

" Modify the Form's desian,

[ Display Help on working with the Form?

Cancel ‘ < Back ‘ | Einish |

Figure 6.4Form Wizard(Step4)

Give the title heading, that you want to appear on the forms title bar

Click Finish button
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o

Recurd: _‘4| 4 ” 1% | M »fof £

Figure 8.5 Columar AutoForm

\“i!’ |

Figure 6.6 Tabular AutoForm
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Faculty_id | Faculty_name | Department_Headed | Department_id
Mitesh Geography 035
Kumar Sanu Computers 045
Rohan Histary 034
Ria Sethi English 0z
Kajal Economics 0G4
harish Maths 0es
Seema Science 0&1

Figure 6.7 Datasheet AutoForm

The AutoForm Columar Tabular , Datasheet can aiso e created directly
from the the New Form dialog Lox. In this case vcu have choose the table
for which you want to create a form from the dropdown menu of all Queries
and tables.

. Design Yiew

- \ Farm Wizatd
b [TTH R AutoForm: Coiemnsr
) AutoForm: Tabuler
AutoForm: Datasheet

This wizard creaces 5 lorm AutaForme FivolTable
wkix & chart AutaFaorm: PivobChart
fizard

Pivok T able Wizard

Chaose the kable or guery whzre 5
the sbject's data comes from:

Course

Department

Faculty

oA A Faculty Mithout Matching Depar
Missing_data_departrent
Mo_of _Skudents_enroll_course
Mo students course

Figure 6.8 New Form Dialog Box

6.2 Creating a Chart Using Chart Wizard
Charts are the graphical representation of the data.

They are one of the most important tools used for analysing data for making
comprative study about the different things.
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Steps to create a Chart
1 Click the Chart Wizard option from the New Form dialog box.

2 Select the name of the table or query( here Students table) for which
you want to create a chart.

wirhich fields contain the data vou wank for the chart?
HHE HEE HER ann

kb Awailable Fields: Field= Tu Therk:
HHH HHE OHEE nun

HEH HHH HER StudentID =)
f? f
- LastMarne - i‘

Department _name

Parentshames | ‘
Address fet)
PhoneMumber o
Emailiddress

3

{Q!rl
B

L]
=

[ ;ancej Ll ﬁext‘l—l
Figure 6.9ChartWizard(Stepl)

3 Select the required feilds and click on Next Button.

e N

What type of chart would wou like?

Choose a chart that will appropriately
display the Fields vou have selected.,

i) | G
B |
@ .

& pie chart shows the relationship or
proportions of parts ko the whole, Tt
5 always contains only one data
series, which makes it useful For
emphasizing a significant element.

Cancel

« Back | Mesxtk = |

Figure 6.10 Chart Wizard(Step2)
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~N o o1 B~

: Howe do wou want to lay out the data in
i Preview Chatt e o

‘fou can drag and drop Field buttons to the

sample chart, Double-click a number or

date fild in the chart to change how the
chart will summarize or group data.

Cancel ‘ < EBack Mext =
E | il 1

L

Figure 6.11 Chart Wizard(Step3)

Choose the type or chart you want to create.
Drag the feild(course_id ) on data click on the Next button
Give the chart the title of your choice and click on Finish

Double ciick an the chart Datasheat will appear

=
Students

D I NIRRT,

‘\ 12
a 13 [y
a15
Format Chart Area...
| | Chart Type. ..
|'7;//f,_ . | Chart Options...
|
A @ B | Datashest E 7]
— course ;(zl Count . Clear
2 b 13 1
S 15 1
ah Ry 16 1
™ 10 2

Figure 6.12 Chart Wizard(Step4)

8 Right click on the white space a pop up menu will appera, from the

pop up menu choose Chart options.
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Chart Options

Titles l Llegend  DataLabels

Label Contains
[ Series name
[ Category name

[ Percentage
[~ Buk

—

Sepatator:

Bl | L] LN S — R

I Legend ke 1
[v Show leader lines

Srudents —

~ancel

Figure 6.13 Chart Options Diaio

9 From the Chart Options daliog box, sel
10 Select the vaiue check box.

11 Click on Ok.

g BoxS

ec: Data l.abels tab

. o2
| | \3 |
1
1 1
|| |
ot -
IR Hatas hee
A @& B C D E
course id [Count
12 3
13 1
15 1
16 1
Figure 6.14 Chart

12 The datalables which appear shows the number of students enrolled for

a course.
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6.3 Creating Pivot Table

1

Select the Pivot Table option from the New Form Dialog Box and

select the table students from the droplist and click on OKk.

2 The following window will appear.

FirstName ~
Abhishek Angali  |Ankit Anu Kirti Mili Rahul Reha [EIEIMINE] PivotTable Field List
e = = = = = = = = = ISragtitzmstto the PivokTable list
nglank) E + StudentID
13 2 + course_id
15 : +-[F FirstName
16 : 4 LastMame
1a E | + lf;_! Department_name
Grand Total * = Pj;erl;tsssNames
+ |—;=_=| PhoeMumber
+ E Ema Address
+ @ feer paid
Add ko | |row Area -
Row Area
Calumn Area
Filter Area
igiire 6.15 Pivot Tabie Desigening
3 Drop tha first name in column feilds ,drop course_id in the in row
feild from the list o1 feilds.
4  Select Coursz_id from the feild list, at the bottom of the feild list box
from the drop down menu,choose Data Area and click on Add To button.
5 The tabie shows you the total number of students enrolled for a par-

ticular course

FirstName ~

Angali Ankit Anu Kirti Mili Rahul Reha

+ + - +I= +I= +l= +I= +I=
course_id ~ 2_id Count of course_id Count of course_id Count of course_id Count of course_id Count of course_id Gount of course_id Count of course_id Count of churse_id

Figure 6.16 Pivot Table
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6.4 Creating Pivot Chart

1 Select the Pivot Chart option from the new form dialog box.
2 Choose the Students table.

3 Drag the Course_id feild for the Title Axis and Student_id feild for
the Data feilds

4  The chart is formed

Select the Axis Title text box and iight click on it,choose the proper-
ties option.

6 Properties dialog box as in the (Figure 6.17) appears.

7 Customize the chart usirg the different options present in the box.(E.g
in place of Axis Title give the caption Student_id).

6.5 Creating the Form in Design View
To modify the design of a form. switch tc design view
1. In the database window, click under objects.

2. Click on Design button in database vvindow toolbar. If you are in form
vievy, click the view button on the toolbar and select Design View.

Design view coraprises ot three other windows that may appear on screen: the
property sheet, the field list and the toolbox window. Choose the required
conirals and design a form of your choice. You determine where information
appears 1n every section by placing different controls. The controls are
objects on a foriv:, report, or data access page that display data, perform
actions, or are used for decoration. MS Access includes the following types
of controls, which are all accessible through the toolbox in design view of a
form, report, or data access page:

A Label can be attached to another control. When you create a text box for
example, it has an attached label that displays a caption for that text box. This
label appears as a column heading in the datasheet view of a form

You use Text Boxes on a form, report, or data access page to display data
from a record source. The type of text box is called a bound text box because
it’s bound to data in a field.
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Figure 6.17 Pivot Chart
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To ™ =L

==

Select Object —L | <F™~— Control Wizard

Labe'ﬂ.ﬂ: ab/ ___Text Box
Option Group _E] I=1—Togg|e Button

Option Button__¢= [+ —€heck Box

Combo Box o List Box.
EE E=EHE

Command Butto Imiage

N o8

Unbound Object rz—= vz Bound Object Frame
unboL Fly

Page Break "= __+—Tab Control

Subform/Reportt=8] ™=——TLine
Rectangle——;—] “%&—ore Contro!

Figure 6.18 Tool Rox

The list in a List Bo.« consists of rows of data. In a form, a list box can have
one or mecre a columns, which can appea: with or without headings.

A Combo Box is like a texi box and a list box combined, so it require less
room. You can type new velues i it, as well as select values from a list.

A Dron-down L.ist box is similar to a combo box but a drop-down list box
showz only cne recerd until you click to expand the contents; however, you
can’t type new vaiues in a drop-down list box.

Command Buttons provide you with a way of performing action by simply
clicking them.

You can use a Check Box on a form, report, or data access page as a stand-
alone control to display a yes\no value from an underlying table, query, or sgl
statement

You can use an Option Button on a form, report or data access page as a stand
alone control to display a yes\no value from an underlying record source. If the
option button is selected, the value is yes, if not, the value is no.
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¥ Farm Fookar

U i R

# Form Header
Fr..

'r__

Figure 6.19 Contorls on Formin Design View
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You can use a Toggle Button on a form as a stand-alone control to display
a yes\no value from an understanding record source. When the button is
pressed in, the value in, the value is yes . when the button isn’t pressed in, the
value is no.

You can use a tab control to present several pages of information as a single
set. This is especially useful when you’re working with many controls that
can be stored in two or more categories.

To draw a Rectangle ,click rectangle toolbox and then click anywhere on
the form to create a default-sized rectangle.

A Form Tab Control is the easiest and mast effective way 1o create a multiple
-page form.With a tab control te switch pages,vou ciick one or the tabs.

The Page Break Control is used tc mark a horizontal break between
controls on a form .A page break betweer: controls on a form. A page break
Is active in Form view only when the defaultView onlywhen the Default
View property of the form is set to single Torm.

A Subform is a form within a form .The prirmary form is called the main
form ,and the form withir the form is called the SubForm .

A Form/Subform combination is often referred to as a hierarchical form, a

master/detai! form or pearent child form.Subforms are especially effective

when you went to show aata itom c@bles or quries with many relationship.
6.6 Form Templates

Microsoit Accecs uses a template to define the default characteristics of the
form or report.The ternplate also contains all the default property settings for
the form or report and its section from header, from footer, detail and controls.

The default templates for forms and reports are called normal
Select tools menu and click on options.
Click on Forms or reports tab .

In the box under form template enter the name of the form you want to save
as a template

Note: Changing the template does not have any effect on existing forms or reports.
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1
2

A template does not create controls on a new form or report

Microsoft Access saves the settings for the Template and Report tem-
plate options in your microsoft access workgroup information file,
not in your user database(the.mbd fie). When you change an option
setting, the change applies to any database you open or create. To see
the name of the template that is currently used for new forms or
reports, click options on the Tools menu, and then click the
Forms\Reports tab.

To use your templates in other databiase, copy or export the templates
to them. if your templates are not in a databzse, Microsoft Access uses
the normal templates for any new forms and ieports ycou create. How-
ever, the names of your temglets appear in the Form template and
Report template options in every database in your database system,
even if the templates are not in every database.

6.7 The Label Wizard

The Label Wizard creates report designs that can used to print every labels.
You can use the labe!s that match the every number, or create your own
custom made labels.

1.

g /o

B

4

In the database windowv. select Reports and click new.
Choose a Table or a Query whose data must be used for the labels.
Dcuble click the Label Wizard.

In the first step, this wizard prompts you to choose the type of every
label (labei size) you want to print. Click on next

Select the font name, font size and color for the labels. Click Next.

Design the label prototype by selecting the fields to be included in the
label .after including on the field, press enter to go to the next line.
You can include text matter also like c\o etc. click on Next.

Select the field that labels must be sorted on. For example, to print
labels city wise, select the field city. Click on next.

Type a name for the label design and click on Finish.
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Creating your own label formats:
In the database window, select Reports and click New.
Choose a table or a Query whose data must be used for the labels.

Double click the label wizard.

o e

In the first step, this wizard prompts you to choose the type of every
label (label size) you want to print or Customize.

e Enter the measurements.
e Enter the name for the label
e Click OK and click Close.
e Click Next to go anhead.
6.8 Including Calculatea Feilds in the Forims
1. Create a new database Students Resullts
2. In it create table Class X with the following Feilds

3. After saving the table open the table in the Form Tabular View.

T

_____ Field Mame | Data Tvpe
||£| Rall Mo Text
Manss Texk
English Murnber
Hindi Murnber
Sanskrit Murnber
Science Murnber
Social Murmber
Tokal Murnber
P | Percentage P-.Iurnl:uerl T

Table 6.1 Subjects Table
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# Form Header

RolHo: | Bamas| < Eglish ! :Bn::jial Total FEiiEHI’Ji’E’IEEI
F Detail
]Hnllhlu I’ihlarnes I’iEninshI’ Hind I Sanskriiiﬂuienm' Social I Total I Percentage II

Figure 6.20 Form in Design View

4 Now select Total text box and right click on it. Choose the prop-
erties option. The following dialcg box appears.

5 Chose Data tab in the Control Scurce .

T N )

|T|:|I:al

Format  Daka lEvent ] Okter ] &l ]

Copkeol So0rce e B[ ENglish ]+ Nodi]+[ 2 IR eS|
TopE B ask s e e

Default Yalue . .. ..., ..

Maliosbion Rule ... ...

Wolidakicn Tewk . ..o

Emabled . ... ..o Yes
e = o ey e o Mo
Filker Loakug o oo Uatabase Defaul:

Figure 6.21 Properties Dialog Box.

5 Cnocse Control Data tab under the Source property write the follow-
ing formula :

=([English]+[hindi]+[sanskrit]+[maths]+[science]+[social])

6 Now select Percentage text box and right click on it .Chose the
proporities option.

7 Chose Data tab under the Control Source property write the following
formula =([total]*100/500]

Note : The formula starts with an “=" sign and end on the following *“(*“or
closing round brackets.
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Note : Enter marks for any one subject Hindi or sanskrit.The subject for
which you are not entering marks enter the value as 0.

6.9 Create a Macro to Check that the marks entered are not more
then 100 in any of the subjects

1. Inthe Form Design Veiw select the text box of subject hindi. Right
click on it .

2. Select the properities option.Under Event tab click on

Before Update text box. and then click on (...... ) button.

hoose Builder ‘L‘E
pression Buidsr N\ [ E——"

Yacro Builder
Zode Builder

Cancal

Figure .22 Choose Buiider Dialog Box

Condition | Action |
[hindi]= 100 MsqBoz] 1

3. Choose the Macro Builder
option

4  The Macro Builder window ap-
pears. It prompts you to name
it give it the name (Hindi)

5 Select condition option from
the View Menu.

HNEEEEEEEEEEENEEEENEEEEEC

6 Add the following condition.
[hindi]>100 and in then type a
appropriate message.

Note: Macro for all the subjects can be

created in the similar manner. Figure 6.23 Creating
Macro Condition

125 VEIS




More Database Objects Unit 6

6.10 Generating Report

Select the Report option from the object pane.
Click on the New option and Select the report Wizard Option.
Select the table for which you want to generate the report.

Select the feilds for which you want to add to the report.

aa b~ W N -

Click on the Next button

T T ————

‘hich Fields do wou veant an wour report?

= ‘ou can choose from more than one table or query,

TablesfQueries
|Tab|e: Class % Z[

Aveailable Fields: Selected Fizlds:

Enalish j

Hirndi
Sanskrit
Maths
Science
Social
Tokal

SR

Zan I | Mext = | Einish |
R 4

Figure 6.24 Report Wizard(Stepl).
It you want to add any grouping levels select it or click Next.
Select the teilds according to which you want to do sorting.

Click on Next.

O 00 ~N O

Choose the Tabular option.

10 Click on Next.

11 Choose the Corporate Style of Report
12 Click on Next.

13 Click on Finish.
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6.11

What sort order do you want For your records?

You can sort records by up to Four Fields, in either

A ascending or descending order.
s g g g
1 |Percentage - Ascending
2 |Names - Ascending
3 |m - Ascending
4 | j Ascending
8 e s
z I I I

Cancel J = Back. | Mext = | Eirish

Figure 6.25 Report Wizara{Step2).
Report wil be gencrated as you click on finish. Button it will not have values
of Percentage and total.
For this you open the Report in the Design View.
Adding Cornmana Buttons te thz Form
Command Buttons are used to get some specific function done.

Like in the example we will see that the command button on Form

frimiclass X is used to directly open the Report Class X

Steps to add a conimand button

1 Open the frmclass X from in the design view.

2 From the Control Box select the command button. Make sure that
Contral Wizards Button in the toolbox is pressed.

3 Click the command button tool in the toolbox.

4 In the Form Design Veiw window point to where you want this button
to appear and drag the button.
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5 Choose the Report Operations from Categories and Print Preview
from operations select the report on which you want it to appear.

Command Button Wizard

What ackion do you want to happen when the button is
pressed?

Different actions are available for each category,

Categories: Actions:

Record Mavigation
Record Operations
Form Operations

Print Report
Feport Operations Send Repaort to File
Application |
Miscellanerus ’

ancel | |_ Yext = | |

Figure 6.26 Commarnid Button Wizard(Stepl ).

‘ ‘ whakiepart would vou like the command button ko preview?

Treview
Fepat -

Cancel | < Back | Mext = | Finish ‘

Figure 6.27 Command Button Wizard(Step2 ).

6 In step three you have to two options Text and Graphics.

Graphics options help you to get an appropriate picture on the com-
mand button according to the operation you have chosen.
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ommand Button Wizard

Do wou want text or a picture on the button?

If wou choose Text, wou can type the text to display. If wou

choose Picture, wou can click Browse to Find a picture ko display.
Repart

& Text: |Preview Repart

i Pickure:  |Magnifying Glass

M5 Access Repork 1
Preview [Sample)
Previgw Document

™ Show &ll Pickures

Cancel | = Bak ' MNext = I Einish i

e
Figure 6.28 Command Buiton Vizard{Siep3).

7 In the fourth step you are requived to give the caption for the button.

I What do vou want to name the button?
A me aniraful name will help vou to refer Lo the button later,
Previem
Report FrintPr:viewl

<

That's all the informatio: the wizard needs to create your
command button,

N Disriay Help on custaomizing the button,

Cancel | < Back, i Mexk = | Einish I

Figure 5.29 Command Button Wizard(Step4).

# Form Header

Bt amas

Fallo | Names Engi] i | Senek] s S Sucf |00

Preview Report

Figure 6.30 Command Button on the form in design view
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8 When you click on the print preview button in the Forn View the
following report should appear.

Ty Rollloamhrir Hind jwgll Mady Camce Jocel Toml*sosnmges
Miecmim; My &, N2 Fhge T T

Figure 6.31 Report
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6.12 Generating Summary Report

1
2
3

Open the Student_information Database
Choose Reports from the object pane.

From the New Report Dialog Box Choose Autoform: Columar option
and choose the Students table.

Open the Report in the Design Veiw
Click on the Grouping and Sorting option on the Standard Toolbar

Sorting and Grouping

FieldiExpression | Sort Order A

: |course_id Ascending :
M StudentID fiscending

v

/ﬁﬁup

Garoup Header / Ves
Groun Foaker e

Keep group together on one

Graup On Each Yalue g
Group Interyal | i
Keep Together Whale Srour) |

F-igure 6.32 Sorting and Grouping Dialog Box

Do the grouping on the bases of Course_id and Student_id and
apply the same group properties on both the feilds as shown in the
(Figure 6.32)

Open the report in the Design View and arrange all the lables and text
boxes as shown in the (Figure 6.33)

Take two lebles and text boxes from the tool box and place them in
Course_id header.You may delete the Text boxes and lables of the rest
of the feilds which are not required in the report.
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Summary Report Showing the
number of students enrolled for each

# Page Header

5t N | Last N

# Report Fooker
N\ \

Figure 6.33 Repart in Design View

9 Now right click on the course_id text box and click on properties
option.In tne Control source propeity under Data tab select
course_id and in the Runring Sum property select Over Group.

10 Repeat the same steps for the student_id text box. In the control
source write the formula = count(swudent_id) and in the Running Sum
property select 1o.

11 Change the heading fcr the report.
12 Save the Report and see it in print preview.

The Sumniary Report shows the total number of students enrolled for the
course

You can use the Keep Together property for a Group in a report to keep parts
of a group — including the Group Header, Detail Section, and Group Footer-
together the same page.

You can use the Group Interval property with the Group on Property to
specify how records are grouped in a report. The Group Interval Property
specifies an interval value that records are grouped by. This interval differs
depending on the data type and Group on Property setting of the field or
expression you are grouping on.
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Sununary Report Showing the nimber

of students enrolled for each course

Course_id

Course_id

Course_id

Course_1d

Course_3d

Srudent 1D Fivst None Last Nawe Deparement_nawe

shudents_Enyolled

{3 AN Shama  Comprers
24 Fabul  Jah Compr e
128 Awpll  Shama  Compren

shudents_Envolled 1
i Akt I Compr e

shients_Envolled l 1
o M MekR ComprER \

sthudears Enrolled il
%5 Kt skl Compres

students_Envolled \ 2
127 F2la K Compr e
29 abibsk skl Compres

Figure 6..34 Summarized Report

To Set Greup Interva! preooerty to a value other than its default setting (1) ,
you must first set the Group Header or Group Footer property or both to yes
for the Selecied field or e.pression.

You can use the group on property in a report to specify how to group data
in a tield or expression by data type.

6.13 Remove a sort or a group from a report

To remove a sort or a group:

1.

2.

Open the report in Design View

Click the Sorting\Grouping button on the report design toolbar.

Click the record selector for the sort or group you want to delete(the
gray box to the left of the field is the record selector)

Press delete and then choose yes.
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Self Assessment Questions

©® N o g kW N

Define different types of forms that can be created.
What are the benefits of forms

How do you add a command button to the form
Define the different tools present in the too!sox.
What is the advantage of form design view,

Explain different methods of creating charts.

What is the purpose of generating reports?

Define sorting and grouping feature of a report
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-

Handling Dtabase Objects

Objective :

u Disscusing the various tools wiich hepls in working
with the database ob jects.

Contents :

7.1 Introduction

7.2 Displatthe list of objects
7.3 Viewing Objzcts Contents
7.4  Creating New Object

7.5  Hiding anOiiect

7.6 Deleting the Object

7.7 Renaming the Object

7.8  Copyiny Object

7.9  Adding Descriptionto the object
7.10 Creating Toolbar

7.11  Creating Shortcut Menu
7.12 Analyzing a Database
7.13  Startup Option
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7.1

7.2

7.3

7.4

Introduction

Programers create different data objects while creating a database but at
times are not able to keep tracks of these objects, At such times a
programmer can add descriptions to these .For these purpose Ms-Access
provides various tools like - Delete, rename, or copy database objects or
Show descriptions in the database window.

Display the list of objects of a givein type.

Under Objects, click the corresponding object frormi the hict in the database
window.

Viewing the contents of an object

Simply double-click thz name of the cbject, or click Gii ine object once and
then click button. Design View button ot in the Database window.

Click the corresponding object in the database window and then click
button.

Creating a new cbject

Under objects, ciick the correspanidirg object from the list in database window,
and click butten.

. Saving the Cesign of an object

1. In the desiyn view, select save from file menu, or press CTRL+S or
click on save button on the toolbar

2. If necessary, enter the name of the object.

) You can save any changes in the usual way when you close the objects
window.
. Point to file and then click save as or Export command, to save the

object under a different name, or even in a different database.
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7.5 Hiding an object
You can prevent an object from being displayed in the database window
1. Select the object to be hidden.
2. On the view menu, click properties.
3. Activate the hidden option, then click ok
The selected object becomes hidden in the daiacase window.
7.6 Deleting an object

1. Close the database object you want to delete. Irn a multi-user
environment, confirm that all users have closed the detabase object.

2. Under objects in tha database window, seiect the type of database
object you want o delete.

3. Click the object in the object list, arid then press delete.
7.7 Rename ari object
1. Close the datahase object you want to rename.

2. Under objects in tie database window, select the object you want to
rename.

3. Right-click the object, and then click rename.
4. Type the new name for the object, and then press enter
7.8 Copy an object

1. In the database window under objects, click the type of database object
that you want to copy.

2. In the object list on the right side of the database window, select the
object and then click on copy or cut icon on the toolbar.

3. Click Paste icon on the toolbar.
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4. Type a unique name for the object in the paste as dialog box.
e Select structure only to paste only the structure of the table

e Select structure and data only to paste the structure of the table
and its data.

e Select append data to Existing table to append data to an existing
table.

7.9 To Add a description to a Database Object
Right click on the object and select propeities.

Type Description in the Descripticn box click OK.

Ohjects

Tables @ Craate tabl S
D Oueries @ Create tabl
By Course students

28] Farr.
B Fors B  Dooartmen
B reports B Faculy [r)ype:_ i Ll

escription: AL i i
@ e S, Errwl It rontaing che complete information of the student
ol Studerts |
2 Modules

Created: 40172008 4:40:24 AM

Groups MooFind: 426120058 9:55:20 PM

@ Favorites Owner:  Admnin

Attributes: [ Hidden B

[ Row Lewvel Tracking
oK | Cancel |

Figure 7.1 Adding Description to students table

To show the description in the database window
1. Right click anywhere in the background of the database window
2. Select view menu and click on details option.

You will see a window like above with the name of the object and its
description.
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Chjects ame | Description | IModified | Created Type
Tables Create table ...
[#]]
- ,__l Create table b...
[fT] Createtableb...
IFEiiS Course 4{25(2008 6:23:56 PM  4/17/2008 4:15:00 ... Table
B Reparts Department 4/21/2008 12:08:1,.,  4/20/2008 7:55:35 PM  Table
%] Pages Faculty 4/22/2008 9:42:03 PM  4/20/2003 7:14:10 M Table
2 Macros Paste Errors 4/26/2008 §:55:27 PM 4/26/2005 §:55:27 PM Table
H It contains the complete information of the student S/102005 7:05:24 PM 4f17/2008 4:40:24 .., Table
& Modules
Groups -
Wigw 3 | Sy Large Icons
(3] Favorites -
Arrange Ioons ¥ | .= Small Icons
EE Lt
% Impart.., Dietails

+E Link Tables...

Relationships...

ry 4

Yisual Basic Editor

Figure 7.2 Viewing tihe objects details

7.10 Creating the Teol Bar

Select View Menu

Select Teolbars

From Sub Menu of toolbar cnoose Customize
Under Toolbars Tab, click on New button

Give tha name for new toolbar

» (Ga] BN w N -

Ciick on Commands Tab

\‘

Drag the tools which you want in the toobar when the customize dialog
box is open. To remove the tools from toolbar you may drag them
back when the customize dialog box is open.

7.11 Creating Shortcut Menu

You can create your own shortcut menu and attach them to forms, reports or
controls.

To create a shortcut menu, First create a new toolbar.

1. Select this toolbar in the toolbars tab of he Customize dialog box.
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8.
9.

o o &~ W DN

Click on properties.

Change the setting of type to Popup

Click OK after you have read the instructions.
Select close.

Back in the customize dialog box, select shortcut menus on the toolbars
list. MS-Access displays a shortcut menus toolbar with a choice called
custom:

Click custom to show a list of custcm shortcut meinus.
Select the shortcut ment you want to work with.

Add tools to the shortcut menu as describen earlier.

Close the Shortcut Mznus toolbar

7.12  Analyzing a database

1.
2.

w

Ope the database you want to check.

Select tools Menu and click or analyze option from the submenu
select Performance from the rnenus.

You wiil see a Performance Analyzer dialog box.

T

¥i% odules | Zurrent Database l All Object Types
]
Tables | B Queries l Farrms l B reports l 2 Macros

[ E siEs O

[ [E Departrmernt

[ E Faculy Cancel
[ EF Paste Errors —
[ EF studerts Select

Select Al

Deselect All

.

Figure 7.3 Performance Analyser dialog box
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6.

For each object that you want to include in the analysis, check the box
to the left of the items icon. You could select all the items at once by
using the select all button

To analyze the relationship that are defined in a database, click on the
current Database tab and check relationships.

Choose OK

7.12.1 To allow the Performance Analyzer to make changes

1

3

The Performance Wizard can take actions for the items it marks as
Recommendations and Suggestionz tc make chanqe:

Click any items you need to change.
Choose optimize.

When you are finished with the Performance Analiyzer click Close

7.12.2 Documenting a Database

MS-Access helps in creating database documentation that include table
structures anc fiela orope:ties, from and ieport properties and other details.

To document an operi database

1

Click on tools menu select the analyse option and then click on
accumener.

Checik the boxas for the objects that you would want to document.
If you want to check or change the items that are included in the

documentation for the current tab’s objects, click on the options
button and make your selection before you click OK

If you want to print database properties and relationships, click on the
Current Database tab and select Properties and Relationships.

Choose OK.

A preview window will open .
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7.13 Startup Options

When ever you start MS-Access MS-Access Data Base Window opens .You
are then required to select the Form in which you want to work and then
choose the Form View to open it.

Both these task can be achieved if youselect the required form from
the list in the Display Form/page .list box in Startup from the Tools
Menu. The selected object will get displayed wnen you open database.

fipplication Title:

Display FormiMsge: 0
| ( fimclas L__

e | ancal
l .
_I

fipplication Icon:

-
Menu Bar: Sl'.u. teut Menu Bar:

(default) | fieraut) -
W Allow Ful Henus W Allow Built-r 1 calbars

W Bllow Dafaul: Shartcut Merus W Allow TaolbarMenu Changes

W Use Access Speial Keys
(Show Database Window, Show Immediate
Window, Show YE WWindow, and Pause Exerubion)

Figure 7.4 StartUp dilog box

Self Assessment Questions

1 Add Description to the various data objects you have created.
2 Write the steps to view the details of the data objects

3 Document the student_information database created by you.

142 VEIS






Project

Project : Student Result

Steps to create the project

Step 1 :
Step 2(a) :

Step 2(b) :

Step 3 :

Create a new database VEIS.

Create a table with the name BBASIC

Field Mame Data 1 voe | \

|FMReq Mo Mimber
| |Mames Texu

| |Access Murnber
= Paurnber
S+ Murnber
| |vB Murnber
__|Dracle Murnber
| [Java Murnber

Apply the following data validatiors

Primary Key
Required Property

Validation Rule

Validation Text

Reg_No
Yes for all the feilds.

All the subjects should have marks
between 0 to 100

Enter the Marks correctly

Design a query which calculates the total marks of a student.

Cretae two feilds TOTAL and PERCENTAGE in the Query Design
View and enter the formula as shown in the figure (Fig Query

Basic)

Note: nz allows a

entered.

field to take null values when no data is
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aiseq - A1and
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Step 4 : Now create another query as shown in the figure. (Fig Query - Da-
tabase Skills) The calclated values of the table can be used to
analyse student knowledge of any subject(here databases) . Calculate
TOTAL and PECENTAGE of the two subjects.

Field: = | Names frcess  |Orade  |Total: [Access]4{Orace]  |Percentage: [tutal]*lDD'l,ELlC— i N\

Table: |Basic Biasic Basic | Basic T 1\

Sork:

Show: ! ol 1] 1] : 1]
Criteria:

or:

Query - Database Skills
Step 5 : Create the foilowing forms from the Queries designed above.

E File  Edit %iew Inzert Faormat  Records Tools Windoww  Help

aloftemes \[&ss] c[ c++] v[racte[smva] Total] _percentage]
o O T = a1

—

Form 1 ( based on BASIC QUERY )

=1 File Edi ‘iew Inset Format Records  Tools  Window  Help

[ oiouames [ Access] Oracke] _Total] Percentage]
» | 0 [ronit Il 0| 0| 100]| 50|

Form2 - Database Skills Query - Database Skills
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Step 6 :

Now create the following Reports for

the form created above

Roll WMo Wawmes Access = - VE  Cracle Java Total Fercen taTe
245 okt 0 50 50 E 50 30 £

255 anknsh = 37 L 3 = Ll EO 452
Fuedlay, May 7, 06 Preref?

named - BASIC

Reopr¢ 1 Sorted on the basis of Kegn No based on Form
named -BASIC
Reoprt 2 Sorted on the basis of Percentage based on Form
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Rall Mo Wames

Access  (ranle

s wwr

[=EENTHY

Tuesday, May 37 BF

Poyeig!

Reoprt 3 Sorted on the basis o1
ramed - Dtabase Skills

Fresley, Moy I, 26

FPopelql

Regn No based on Form

Reoprt 4

Sorted on the basis of Percentage based on Form

named - Database Skills
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Step 7 : Open a Blank Form in the design view and design the following form

VEIS COMPUTER EDUCATION

4

Label
Command Button Command Button
MAIN FORM
Step 8 . Create the two command buttons of the MAIN FORM,say BASIC and

DATABASE SKILLS . By clicking on the button BASIC the form
BASIC should get ope.By clicking on the command button DATABASE
SKILL the form DATABASE SKILL shoud get open .

Step 9 : Now create two comand buttons on form BASIC,say PREVIEW EN-
ROLL and PREVIEW PERCENTAGE . By clicking on the first button
REPORT 1 should be displayed on the screen and by clicking on the
second button REPORT 2 should be displayed on the screen.

Step 10 : Similarly open the form DATABASE SKILL and create two separate
comaand buttons for previewing REPORT 3 and REPORT 4 . Select
the MAIN FORM as the start up form from the Start Up option.
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