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List of lllustrations

Chapter 2: Getting Started with Access

Figure 2.1 The Access welcome screen provides a
number of ways to start working with Access.

Figure 2.2 Enter the name of the new database in the
File Name box.

Figure 2.3 Your new database is created.

Figure 2.4 The Access interface starts with the
Ribbon at the top and the Navigation pane at the left.

Figure 2.5 Choosing an alternate display for the
Navigation pane.

Figure 2.6 Contextual tabs contain commands that
are specific to whichever object is active.

Figure 2.7 The Quick Access toolbar is located above
the Ribbon.

Figure 2.8 Commands you can add to the Quick
Access toolbar.

Figure 2.9 Adding_ more commands to the Quick
Access toolbar.

Chapter 3: Creating Access Tables

Figure 3.1 The Create tab contains tools necessary
for adding new objects to your Access database.

Figure 3.2 The new table in Datasheet view.

Figure 3.3 Field design tools are located on the Fields
tab of the Ribbon.

Figure 3.4 A new table added in Design view.
Figure 3.5 The Design tab of the Ribbon.
Figure 3.6 The Property Sheet.




Figure 3.8 The Input Mask Wizard for creating_input
masks for Text field types.

Figure 3.9 A data-validation warning_box appears
when the user enters a value in the field that does not
match the rule specified in the design of the table.

Figure 3.10 The Table Design View area on the
Options screen contains a box for setting_the
AutoIndex on Import/Create options.

named CreditLimit.
Figure 3.12 The Lookup tab for a Yes/No field.

Figure 3.13 Setting up a combo box as the display
control for Credit Status.

Figure 3.14 Using_a combo box as a lookup control to
restrict user input on a field.

Figure 3.15 Creating a composite primary key.

way_to verify the importance of indexes.

Figure 3.17 Multiple-field (composite)_indexes can
enhance performance.

Figure 3.18 It's easy to set the properties of an index.

Figure 3.19 The Documenter dialog_box.

Figure 3.20 Printing_options in the Print Table
Definition dialog box.

Figure 3.21 Pasting_a table opens the Paste Table As
dialog box.

Figure 3.22 Using_Datasheet view to add records to a
table.



Figure 3.23 Managing attachments in an Attachment
el
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Chapter 4: Understanding Table Relationships

Figure 4.1 An Access table containing contact and
orders data.

Figure 4.2 An unnormalized tbiBookOrders table.

Figure 4.3 Only a slight improvement over the
previous design.

Figure 4.4 First normal form at last!

Figure 4.5 Moving_customer data to its own table.

Figure 4.6 The first step in making_our table 2NFE
Figure 4.7 We have achieved second normal form.

Figure 4.8 An Excel worksheet used as a flat-file
database.

many relationship.

Figure 4.10 Most of the Collectible Mini Cars table
relationships.

Figure 4.11 A one-to-one relationship.
Figure 4.12 The Northwind Traders database

relationship.
Figure 4.14 A typical database relationship.

Figure 4.15 Double-click a table name to add it to the
Relationships window.




Figure 4.16 You enforce referential integrity in the
Edit Relationships dialog_box.

Figure 4.17 A one-to-many relationship between
tblBookOrders5 and tblBookOrderDetails.

Figure 4.18 The Join Properties dialog_box, used to
set up the join properties between tblCustomers and

tblSales. Notice that it specifies all records from the
Contacts table.

Figure 4.19 A dialog_box warning_that referential

toward preserving_the database's integrity.
Chapter 5: Working with Access Tables

Figure 5.1 A typical Datasheet view. Each row
represents a single record in the table; each column

ModelYear)_in the table.
Figure 5.2 The Navigation buttons of a datasheet.
Figure 5.3 The Datasheet Ribbon's Home tab.

Figure 5.4 An empty datasheet. Notice that the first
record is blank and has an asterisk in the record
selector.

Figure 5.5 Entering a new record into the Datasheet
view of tblProducts.

Figure 5.6 The error message Access displays when
attempting to save a record with a duplicate primary
key value entered into the new record. Use an
AutoNumber field as your primary key to avoid this
error.




Figure 5.7 The warning_Access displays when
entering data that doesn't match the field's data type.
Access gives you a few choices to correct the
problem.

Figure 5.8 The Zoom window. Notice that you can see
all of the field's data event at a larger font size.

Figure 5.9 The Find and Replace dialog_box. The
fastest way to activate it is to simply press Ctrl+F.

Figure 5.10 The Find and Replace dialog_box with the
Replace tab showing. In this case, you want to
replace Mini Vans with Minivans.

Figure 5.11 The Delete Record dialog box warns you
that you're about to delete a specific number of

so be careful when deleting_records.

Figure 5.12 Select and drag_a column to change the
field order.

Figure 5.13 The Column Width dialog_box.

Figure 5.14 Changing_a row's height. Position the
mouse as shown and drag_to the desired height.

from the Ribbon. Choose font type style, size, and
other font attributes for the entire datasheet.

Figure 5.16 Use the Datasheet Formatting dialog box
to customize the look of the datasheet.

Figure 5.17 Different line styles and row colors for
the datasheet.

Figure 5.18 Hide and unhide columns using the
Unhide Columns dialog_box.

the record order and reduce the number of visible



Irows.

Figure 5.20 Using_Filter by Selection. In this case,
you see all trucks that are not Mack models.

Figure 5.21 Filtering_the Make field. Use the column
filter menu to select criteria for a field.

conditions for filtering_at one time. Notice the Or tab
at the bottom of the window.

Figure 5.23 The datasheet Totals row.
Figure 5.24 The Microsoft Office Print menu.
Chapter 6: Importing and Exporting Data

Figure 6.1 The External Data tab of the Ribbon hints
at the variety of external data sources available to
Access.

use.

Figure 6.4 The Saved Imports feature lets you rerun
previous saved import processes.

Figure 6.5 Access can import data from an Excel
spreadsheet, but there are some restrictions.

Figure 6.6 Excel worksheet columns should contain
consistent data.

Figure 6.7 The Import Spreadsheet Wizard.

Figure 6.8 Does the first row contain column
headings?



Figure 6.9 You can override any of the default
settings Access has chosen.

Figure 6.10 Specify a primary key for the new table.

Figure 6.11 The first screen of the Import Text
Wizard.

Figure 6.12 The second Import Text Wizard screen.
Figure 6.13 A typical fixed-width text file.

Figure 6.14 The Import Text Wizard screen for fixed-
width text files.

Figure 6.15 The Import Specification dialog_box for
importing_a fixed-width text file.

Figure 6.16 The Export XML dialog_box.
Figure 6.17 Advanced XML export options.

Figure 6.18 Exporting XML schema information.
Figure 6.19 XML presentation options.

Figure 6.20 An exported XML file in plain text.
Figure 6.21 Access understands XML data.

Figure 6.22 The Export - HTML Document dialog
box.

Figure 6.23 The same wizard imports objects and
links to external Access tables.

Figure 6.24 Importing Access objects.
Figure 6.25 The initial Outlook import options.
Figure 6.26 Importing Outlook objects into Access.

Figure 6.27 Naming_the table in an ODBC
destination.

Figure 6.28 Selecting the ODBC driver.




exported to a SQLite3 database.

Figure 6.31 The Microsoft Word Mail Merge Wizard
allows you to export data to existing_or new
documents.

Figure 6.32 The Departments table from Chaptere6_1_is
the specified data source.

Figure 6.33 A completed Word Merge.

Figure 6.34 Select PDF or XPS as a file format.

Figure 6.35 A table published in the PDF file format.
Chapter 7: Linking to External Data

Figure 7.1 Linked tables in an Access database.
Notice that each linked table has an icon indicating
its status as a linked table.

Figure 7.3 The Datasheet view of externally linked
data.

Figure 7.4 Use the Get External Data dialog box to
select the type of operation you want to perform on
the external data sources.

Figure 7.5 Use the Link Tables dialog box to select
the Access table(s)_for linking.

Figure 7.6 The Navigation pane with
tblSalesPayments added. Hovering over the linked
table icon reveals its source.

Figure 7.7 The first screen of the Get External Data -
Excel Spreadsheet dialog_box.



Figure 7.8 The main Link Spreadsheet Wizard screen.

Figure 7.9 The Link HTMI Wizard screen showing
the data in the HTML. file.

Figure 7.10 The Link Specification screen that is used
to name the column headings (field names)_for the
linked table.

Figure 7.11 A typical fixed-width text file.

Figure 7.12 CSV data is more compact than fixed-
width text, but it's more difficult to read.

Figure 7.13 Opening_linked tables in Design view
comes with a warning.

Figure 7.14 The Linked Table Manager enables you to
relocate external tables that have been moved.

Figure 7.15 A new row in the text file will sync with
Access automatically.

Figure 7.16 A database kept on a file server can
generate a large amount of traffic on the network.

Figure 7.17 A database kept on a file server can
generate a large amount of traffic on the network.

Figure 7.18 The Database Splitter is a simple wizard.

Figure 7.19 Specify the permanent location of the
back-end database in the Create Back-end Database
dialog_box.

Figure 7.20 The Database Splitter creates links for all
tables in the database.

Chapter 8: Selecting Data with Queries

Figure 8.1 The Show Table dialog box and the query
design window.




Figure 8.2 The query design window with tblProducts
added.

Figure 8.3 The Query Tools Design Ribbon.
Figure 8.4 To add fields from your table to the QBE

Figure 8.5 Selecting multiple fields to add to the QBE
grid.

selects all fields in the table.

Figure 8.7 Click the Run button to display the results
of your query.

Figure 8.8 Right-click on the queries tab header and
select Design View to return to the QBE grid.

pointer changes to a downward-pointing arrow when
you move over the selection row.

ProductID and Description. Notice the QBE field icon
below the arrow near the Description column.

Figure 8.12 The Show check box is unchecked for the
State field so that field will not show in the results.

Figure 8.13 An ascending sort has been specified for
the LastName and FirstName fields.

Figure 8.14 The order of the fields in the QBE grid is
critical when sorting on multiple fields.

Figure 8.15 Specifying Cars as the query's criteria.

Figure 8.16 Specifying text and date criteria in the
same query.




Figure 8.17 The query design window with four
tables added. Notice that the join lines are already
present.

Figure 8.18 The QBE grid with table names
displayed. Notice that it shows all four table names.

the records that have matching values in both tables.
The arrows point to the records that will be included
in the results.

Figure 8.20 A left outer join operation will select all
records from the first table and only those records
from the second table that have matching_values in
both tables. The arrows point to the records that will
be included in the results.

Figure 8.21 A right outer join operation will select all
records from the second table and only those records
from the first table that have matching values in both
tables. The arrows point to the records that will be
included in the results.

Figure 8.22 An ad hoc join between tblProducts and
tblCategories.

products” problem in Figure 8.22.
Chapter 9: Using Operators and Expressions in Access

Figure 9.1 The QBE pane shows a simple criterion
asking for all models where the category is Cars.

Figure 9.2 Using_And_and 0r_criteria in a query.

Figure 9.3 Creating complex criteria without using
the And/0r_operators.




Figure 9.4 The SQL view for the query in Figure 9.3.
Notice that it contains a single 0R_and two AND
operators (in the WHERE_clause).

Figure 9.5 The query design window showing
tblCustomers open.

Figure 9.6 Using the Like_operator in a select query.

Figure 9.7 The results of using the Like_operator with

the word red in the Features field.
Figure 9.8 Using_the Not operator in criteria.

Figure 9.9 Criteria set for products with low
inventory.

Figure 9.10 Using the Or operator. Notice the two Or
operators under the State field—AZ Or CA Or NY.

Figure 9.11 Using_the Or cell of the QBE pane. You

Figure 9.12 Using_the 1n_operator to find all records
for buyer state being either AZ, CA, or NY.

Figure 9.13 Using_an And_operator to specify complex
query criteria.

Figure 9.14 Using the Between..And_operator. The
results are the same as the query in Figure 9.13.

Figure 9.15 Use Is Null to select rows containing
fields that contain no data.

Figure 9.16 The QBE pane with And/0r_criteria
between fields using the Criteria and Or rows.

Figure 9.17 Using the Or operator between fields.

results in a very different query.



Figure 9.19 Using Ands and 0rs in a select query.

Figure 9.20 Using multiple Ands and 0rs across fields.
This is a rather complex select query.

Chapter 10: Going Beyond Select Queries

Figure 10.1 Running_this query will return all the

a Total row to your query grid that defaults to Group
By.
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Figure 10.8 Running this query will cause an error
message because you have no aggregation defined
for Period.

Figure 10.9 Adding_a Where_clause remedies the error
and allows you to run the query.

Figure 10.10 Create this query in Design view.
Figure 10.11 Enter the name of your new table.




Figure 10.13 This query will select all records with a
Period earlier than 201206.

Figure 10.14 Click Yes to continue with your delete
action.

you'll lose records during _the append process.

Figure 10.16 This query selects all records contained
in Periods 201201 thru 201205.

Figure 10.17 Enter the name of the table to which
you want to append your query results.

Figure 10.18 In the Append To row, select the name
of the field in your destination table where you want

action.

Figure 10.20 This query will select all customers that
are in the 33605 zip code.

Figure 10.21 In this query, you are updating_the zip
code for all customers that have a code of 33605 to
33606.

Figure 10.22 Click Yes to continue with your update
action.

Figure 10.23 The basic structure of a crosstab query.

Figure 10.24 Select Crosstab Query Wizard from the
New Query dialog_box.

Figure 10.25 Select the data source for your crosstab
query.

Figure 10.26 Select the ProductID field and then click
the Next button.



Figure 10.27 Select the OrderDate field then click the
Next button.

Figure 10.28 Select Quarter and then click Next.

Figure 10.29 Select the LineTotal and Sum, and then
click the Next button.

Figure 10.31 A powerful analysis in just a few clicks.

Figure 10.32 Create an aggregate query as shown
here.

Figure 10.33 Set each field's role in the Crosstab row.

Figure 10.34 You can define a criterion to filter your
crosstab queries.

regions as columns in alphabetical order.

Figure 10.36 The Column Headings attribute is set to
have the columns read in this order: West, Canada,,

Southwest.
Chapter 11: Transforming Data in Access

Figure 11.1 Are there duplicate records in this table?
It depends on how you define one.

your dataset.

Figure 11.3 Select the Find Duplicates Query Wizard
and then click OK.

Figure 11.4 Select the dataset in which you want to
find duplicates, and then click Next.




record in your dataset.

Figure 11.6 Select the field(s)_you want to see in your
query.
Figure 11.7 Name your query and click Finish.

Figure 11.9 Activate the Paste Table As dialog_box to
copy_your table's structure into a new table called
LeadList NoDups.

best defines a unique record.

Figure 11.11 Now you can append all records
excluding_the duplicates.

the Segment field to a value of “Other.”

Figure 11.14 This query concatenates the row values
of the Type field and the Code field.

Figure 11.15 The MyTest field now contains the
concatenated values of the Type field and the Code
field.

Figure 11.16 This query concatenates the row values
of the Type field and the Code field and separates
them with a colon.

Figure 11.17 The MyTest field now contains the
concatenated values of the Type field and the Code
field, separated by a colon.

Figure 11.18 The Address field is in all lowercase
letters.



Figure 11.19 This query will convert addresses to
proper case.

Figure 11.20 The leading_spaces are preventing an
accurate aggregation.

Figure 11.21 Simply pass the field name through the
Trim function in an update query to remove the
leading_and trailing spaces.

Figure 11.22 This query finds all instances of “blvd”
and replaces them with “Boulevard.”

Figure 11.23 The phone number has been
transformed into a standard format by adding_the
appropriate characters to key positions with the
string.

with a properly formatted phone number.

Figure 11.25 You need to parse the values in the
ContactName field into three separate fields.

Contact LastName and Contact_FirstName fields.

Figure 11.27 Check your progress so far.

the middle initial from the Contact FirstName field.

Figure 11.29 With two queries,_you've successfully
parsed the ContactName field into three separate
fields.

Chapter 12: Working with Calculations and Dates

calculate a 10 percent price increase.

Figure 12.2 In this query, you're using_two fields in a
Dollar Variance calculation.




aggregation results for each market as expressions in
your calculation.

Figure 12.4 This query uses the results of one
calculation as an expression in another.

Figure 12.5 The results of this calculation will be
difficult to read because they'll all be fractional
numbers that have many digits trailing_a decimal
point. Forcing_the results into round numbers will
make for easier reading.

Figure 12.6 You can use your calculation as the
argument in the Int function, allowing_ you to remove
the fractional part from the resulting data.

Figure 12.7 Activate the Expression Builder by right-
clicking_inside the Field row of the query grid and
selecting Build.

functions available to you.

Figure 12.10 Access tells you which arguments are
needed to make the function work.

Figure 12.11 Help files are available to explain each
function in detail.

Figure 12.12 The function here will round the results
of the calculation, ([Dim Transactions]![Line Totall)/13.

Figure 12.13 Your newly created expression will give
you the average revenue per period for all
transactions.

Figure 12.14 To demonstrate how null values can
cause calculation errors, build this query in Design
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Figure 12.15 When any variable in your calculation is
null, the resulting_answer is a null value.

Figure 12.16 Pass the Forecast field through the Nz
function to convert null values to zero.

Figure 12.17 The first record now shows a variance
value.

Figure 12.18 You're adding 30 to each ship date,
effectively creating_a date that is equal to the ship

date plus 30 days.

between today's date and each order date.

Figure 12.21 No matter what day it is today,_this
query will return all orders older than 90 days.

Figure 12.22 You're calculating the difference
between today's date and each manager's hire date.

Figure 12.23 This dataset shows the number of days,
not the number of years.

365.25 to convert the answer to years.

Figure 12.25 Your query is now returning years, but

dllSWer.

Figure 12.26 Running_this query will return the
number of years each employee has been with the
company.

Figure 12.27 The Year, Month, Day, and Weekday_functions
enable you to parse out a part of a date.




Figure 12.28 This query will give you the original

and the date on which the order will be 30 days
overdue.

Figure 12.29 You can group dates into quarters by
using_the Format function.

Figure 12.30 You can also use the Format function in
a crosstab query.

into quarters.
Chapter 13: Performing Conditional Analyses

Figure 13.1 This query has a hard-coded criterion for
system period.

Figure 13.2 To create a parameter query, replace the
hard-coded criteria with text enclosed in square
brackets ([]).

Figure 13.3 The Parameter Value dialog_box lets you

in a query.

Figure 13.5 This query combines standard operators
with parameters in order to limit the results.

the query will return all records thanks to the
wildcard (*).

Figure 13.7 You can use parameters in calculations,
enabling_ you to change the calculations variables
each time you run the query.

Figure 13.8 You can use parameters as arguments in
functions instead of hard-coded values.



Figure 13.9 This query will perform a calculation on
the Actual and the Forecast fields to calculate a
percent to forecast.

Figure 13.10 The errors shown in the results are due
to the fact that some revenues are being_divided by
Zeros.

Figure 13.11 This 11f function enables you to test for
forecasts with a value of zero and bypass them when
performing your calculation.

Figure 13.12 The 11f function helped you avoid the
division by zero errors.

Figure 13.13 This query will update the MyTest field

to tag all customers that have a revenue potential at
or above $10,000 with the word “ILLARGE.”

Figure 13.14 This query will update the MyTest field
to tag_all customers that have a revenue potential
less than $10,000 with the word “SMALL.”

Figure 13.15 You can accomplish the same task in
one query using the I1f function.

Figure 13.16 This query demonstrates how to create
a crosstab analysis without using a crosstab query.

the 11f function allows you to calculate more than one
value.

Figure 13.19 This analysis would be impossible to
create in a standard crosstab query, where multiple
calculations are not allowed.

Figure 13.20 Using_the switch_function is sometimes
more practical than using nested 11f functions. This



