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Access Basics Part 3

Queries, Forms, Reports and Other Tools
Queries

Generally, a query is a database object you use to ask questions about the data stored in your database. Through a query, you can specify the data to view, then edit and analyze that data in different ways. The two main types of queries are: Select and Action queries. A select query is the most common and is used for extracting specific data from one or more tables in a database. 

Results of a select query are displayed in a dynaset, meaning that the data you see is a real-time representation of the data stored in the underlying table. Any changes you make to the dynaset will also make the same changes in the underlying table. The dynaset (or query result) is not stored in the database – only the query’s structure is stored. Therefore, each time you run a saved query, it will retrieve the most current data from the underlying table(s). 

What can you do with a Query?

· Select the fields you wish to view from one or more tables.

· Create criteria statements that will select the records that meet your criteria, e.g., only records where zipcode = “80524”.

· Sort records by one or more fields

· Join related tables together and view the results in a single datasheet, e.g., employees and orders.

· Perform calculations by creating a new field to contain the result; e.g., multiply two numeric fields together or concatenate one or more text fields. 

· Use the query’s results as the data source for forms, reports, or additional queries. 

· Create cross tabulation queries that correlate data with two types of information, e.g., sales by date and country.

· Find and display duplicate or unmatched records. 
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Action queries can update, delete, or append a group of records all at once or make a new table from a query’s results.

Query Views

There are 3 views in the query window: 

1. Design View is where you can create a query using the QBE (query by example) grid.

2. Datasheet View displays the result of your query. Data may be edited from this view.

3. SQL View opens the SQL window where, if you know SQL (Structured Query Language) you may enter query statements directly instead of using the QBE grid.

To Create a Query in Query Design View: 

Select the table(s) 

1.
In the Database window, click on Queries, then New.

2.
Click on Design View and then OK.

3.
Select the table or tables that contain the data you want to add to your query from the Show Table box.

4.
Click on the Close button.

Select the fields 

1.
To add a field to a query, drag the field name from the field list to a cell in the Field row of the query grid.

2. To add all fields, double-click on the asterisk (*) at the top of the field list.

Specify sort order

1.
You can sort records in alphabetic order or numeric sequence. 

2.
Click the Sort row under the field you want to sort by; then click the arrow in the cell.

3.
Select Ascending or Descending from the list.

4.
To specify a sort order for more than one field, arrange the fields you want to sort by from left to right in the grid and repeat steps 2 and 3 for each field to be included in the sort.

Specify criteria

1.
To limit the results of your query to certain records, you must specify criteria for the query.

2.
Specify criteria for a query by using an expression. Expressions can range from very simple such as one word, e.g., "Colorado", to more complex ones such as "between 80520 and 80537". 

3.
In the Specify Criteria field, either type the expression, or for assistance, click the Build button on the Toolbar. This will display the Expression Builder where you can click buttons for common operations or select references and other expression elements from a list.



Specify multiple criteria

1.
To specify several criteria for just one field, use the 'And' and 'Or' operators. 

2.
To specify multiple criteria for several fields --

a)
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b) If you're looking for records that meet one criterion or another criterion, place the criteria on different lines. 

Save your query

1.
When you save a query it becomes a part of the database.

2.
You can use the default name or give it one of your own. A query can't have the same name as that of an existing table.

3.
To use your query again, simply click on the Query button in the Database window, and double-click the name of the query.

Action Queries [image: image2.bmp]
[image: image3.png]Action queries make changes to many records in just one operation. Action query types are: Make Table, Append, Update, and Delete. Use an action query to make a new table, delete records from a table, append records to a table, or make changes to records in a table. To create an action query, select the appropriate type from the query drop down list on the toolbar. 

To view the data before applying the action, click on the datasheet view first before clicking the “Run Query” button. This allows you to preview the records that are going to be affected by the query. 
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Viewing and Entering Data with Forms 
A form is the most convenient layout for entering, changing, and viewing records from a database table or query. You can use the Form Wizard to assist you in creating a form, or you can use AutoForm to build a simple form instantly. Once a form is built, you can modify its design by going directly to the Form Design View. 
Forms can provide a more efficient means for data entry through the use of drop-down lists (where users can select the values they want), graphics, command buttons, etc. An easy way to get started with forms is to use a wizard.
· To build an AutoForm, click Forms, New and select AutoForm (Columnar, Tabular or Datasheet) or select a table and click on the AutoForm button on the Toolbar. 
· To create a form with the wizard, click on Forms, New, and select Form Wizard. This will allow you to select fields from tables and/or queries that will serve as the basis for the form. 

· Other Form Wizards provide a variety of layouts and styles to choose from. They prompt you with questions about the form you want and build the form based on your answers. 
· To see additional options for form creation, go to Form Design View and view the Toolbox.
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Reports 
Creating a report is an effective way to present your data as a printed document. Although you can print forms and datasheets, reports give you more control over how data is displayed and greater flexibility in presenting summary information. Examples of reports are mailing labels, invoices, summaries, and lists. You can use different design elements, such as text, data, pictures, lines, boxes and graphs, to enhance the report. As with forms, you can add many different “controls” to your reports to increase their usability and readability. 
· To create a quick report, click Reports, New, AutoReport: Columnar or AutoReport: Tabular. Select a table or query as the data source for the report and click OK.
· To create a report based on selected fields, click Reports, New, Report Wizard.
· To see the many advanced options available, go to Reports, Create Report in Design View.

Mailing Labels

Mailing labels may be generated from any table or query. To create labels, choose Reports, New, Label Wizard. From the wizard you may choose the size of label and can add the fields from the underlying query or table to a label template. Once you have created the label report you can save it and run it from the Reports window. 
Customizing Toolbars

Access includes over 20 built-in toolbars, most of which are specific to the particular object you are working with, e.g., for a form's design view, or a query's datasheet view. You can select the toolbars you wish to display from the database window and you customize or build your own. 
To customize any toolbar, right-click on it and choose Customize or choose View, Toolbars, Customize. To add a button to run any query, form or report, display the Database window, then click and drag the object icon to the toolbar. 
To remove a button from the toolbar, while holding down the Alt key, click and drag the button off the toolbar.
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Office Links with Word/Excel

An Access query or table can be used as the data source for a mail merge in Word, an Excel worksheet, or can be published using Word. To use either Excel or Word, first click the name of the Access object you wish to use. Then choose the appropriate action from the Office Links button located on the Database Toolbar. 
Importing or Linking Tables to your Database

It is possible to use data in your Access database that originates from other applications. This is particularly useful when the data already exists in another computer application, such as a word processor, spreadsheet, or other database. Access provides two choices for using data from other applications: you can import data into an Access table, or use the data in its native application by creating a link to it. 
Importing from an External Data Source
If you wish to convert existing data to an Access table, then you should import it by clicking File, Get External Data, Import. Importing the data leaves the original file intact and creates a new table in Access from the imported file. 
Access can import or link to a variety of formats such as Lotus, Excel, Delimited Text, dBase, Paradox, ODBC, SQL, HTML, etc. For a complete listing, go to Access Help and search on data sources. 

Note: even though the specific type file you want to link to or import is not listed, it may be possible to save the file from within the native application in a format that Access will accept. For example, to import an Rbase file, you could save the Rbase table in a text format, and then import the text file into Access. 
When you import a file, an Import Wizard appears to assist you. You will have the choice of creating a new table from the data or appending it to an existing table. If your file contains field names in the first row, Access can use these as field names in the table. For each field imported, Access will attempt to assign the most appropriate data type. 
Linking to an External Data Source
If it is preferable (or necessary) for the data to reside in another database or application, then you can create a link to that source. The data will remain in its original application, yet all the Access tools such as queries, forms, and reports are available for use with the linked table. Common uses are to link to Delphi data or to an Excel spreadsheet. 
Once you have created a link, the tables remain linked unless you delete the linked table from your database. Each time you open the database and the linked table, the link will be refreshed and you will see the most current data from the original source.

To create a link, from the File menu, choose Get External Data, Link Tables. In the Files of Type list box, select the correct format, such as Paradox, Dbase, Excel, etc. Click on the name of the file and choose Link. 
Note: Before you can attach to tables in a SQL Database (includes Delphi), you must have an ODBC driver installed on your computer. Also, be aware that you cannot update attached Delphi tables through Access but will have to go through the normal route (such as CIS) to change the data. 
Exporting Data from your Database

You can export data from Access tables and queries to text files, spreadsheets, other database formats, HTML, etc. To export data choose File, Export and choose the data format and name of the table or query to export.

Backing Up a Database

Some general tips about backing up your database:

· Make backup copies on a regular basis. Consider using automatic backup software.

· Keep backup copies of your data off-site in case of a fire, flood, or other natural disaster.

· Protect your backup copies by locking up the tapes or disks.

· Occasionally restore and read your backup copies to ensure that your backup mechanism is working properly.

· Maintain more than one backup copy in case both the original data and the backup are destroyed.

To backup a database: close the database, then using Windows Explorer or backup software, copy the database (.MDB) file to diskette, tape, or other drive.

To restore a database from a backup copy: using Windows Explorer or backup software, copy the backup .MDB file into your database directory.

Compacting a Database

When you make changes to a database, such as adding and deleting objects or large numbers of records, it can become fragmented and use disk space in an inefficient manner. Periodically, you should compact your database in order to defragment the file. The compacted database file usually becomes smaller. 
To compact a database: close the database and choose Tools, Database Utilities, Compact and Repair. Select the database you want to compact, then choose OK. To automatically compact whenever you close any database, select Tools, Options, General, Compact on Close, OK.
Documenting your Database

It is a good idea to document your database by printing the schema, i.e., objects, names, properties, field sizes, etc. To print a list of the contents of your entire database and definitions of any database object -- choose Tools, Analyze, Documenter from the menu. This opens a dialog box where you can select from a variety of options. For example, you can print a list of the controls in all reports and forms, or choose to print the definition and number of records for all tables in your database.

Getting Help

Like other Microsoft Office applications, Access has a Help menu. Select Office Assistant and type a question, or press F1 and click Table of Contents to browse the available help topics. Press F1 for context-sensitive help about a field where the cursor is located.

Additional Resources
You may find the following resources useful. URLs were functional as of September 2005.

Online Reference

· Microsoft Access home page: Select Help, Microsoft Office Online, or go to http://office.microsoft.com/, and click Access (or go directly to http://office.microsoft.com/en-us/FX010857911033.aspx)
· Microsoft Access 2003 Quick Reference Card 
http://talon.stockton.edu/eyos/computer_services/Documentation/MSOffice2003/Access%202003%20Quick%20Ref.pdf 

· Microsoft Access 2003 Tutorial 
http://intraweb.stockton.edu/eyos/computer_services/Documentation/MSOffice2003/Access%202003.pdf 

Sample Databases
· Northwind sample database: Select Help, Sample Databases, Northwind Sample Database, or open C:\Program Files\Microsoft Office\Office11\Samples\Northwind.mdb 
· Access templates: go to http://office.microsoft.com/templates/ and click Microsoft Office, Access (or go directly to http://office.microsoft.com/en-us/templates/CT011359381033.aspx)
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