Microsoft Access
2007

Asst. Prof. Wassana Naiyapo and Kittipitch Kuptavanich

Adapted and Reassembled by Prakarn Unachak
Department of Computer Science, Faculty of Science, Chiang Mai University

204100 Information Technology and Modern Life




Outlines

» Creating Table

» Entering/Editing Data

» Importing Data from other source
» Creating Query




Before You Start

» Download the following files from the course
webpage:
> 13_Students_en.accdb (@ https://goo.gl/YKyvQi)
- dataforaccesslab_01_en.xlIsx
- dataforaccesslab_02_en.xlsx




Creating a New Database

1.Click the
Office
Getting Started with Micr Button
s . 2.Select
@ 2 Blank
R TS Database

oY -
O3 Bffice Online I

What's new in Access 2007?




Creating a New Database (2)

Blank Database

Create a Microsoft Office Access database that does

not contain any existing data or objects.

File Name:
Database1

C:\Wsers\CSE307 Documents),

l Create ]

[ Cancel

File New Databa

3.
4.

...........

se

Name your database
Select a folder to save
the database

. Click Create to create

the database.

Save in: l Access2007

¥ @-@ X

My Recent
@ Documents

@ Desktop

My
Documents

My
g Computer
My Network
gPlaces

File name:  [MyStudent

)

Save as type: IMkrosoft Office Access 2007 Databases

¥

loxllcmiL




Opemng an Existing Database

Hecent Documents

1. Click the Office

@ J Open _ BUtton

= = 2. Click Open

| ] Access Dptjnns_| I}{ Exit Access |
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Opening an Existing Database (2)

3. Select folder, then select database file

- C g b
@ Cpen m
C/”'\J @ v Libraries » Documents » q - | +y | | Search Documents pu |

I st < —

Crganize = Mew folder = = [ @
= Microsoft Office A~ DOC uments_ library ot ST
Includes: 2 locations
W Favontss =| MName Date modified Type
B Desktop i
b Downloads (] My Data Sources 2014-10-20 3:32 PM  File foldef}
B Recant Places My 150 Files 2014-07-16 1:30 PM  File foldet
r_: Gongle Difve HE My Shapes 2014-07-161:33 PM  File folder
23 Ticnbs *, Visual Studico 2010 2014-08-258:55 AM  File foldey
|EEJ Test Database 2014-11-101:19 PM  Microsoft]
u H Libraries ':
'E1 Docurmnents
=1 Music &l il | ¥
File name: Test Database - [Micmsuft Office Access .v‘ |
Tools - [ Open iv] ’ Cancel ] :'J

4
~ 4. Click Open.
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Microsoft Access Interface

Q — ®

‘Home | Create l External Data Database Tools

— - " e potchart ==Y 8 2 Labels =k =EE 5

; I :l: "Shal Paint TLF: | :é% fg Muj?l L_IBlank Farm ;g Ejmmkmpm Q ot lLd!a

e 'lem:latees' l;:ts‘? D:s'ri;n'. oA Flf:';ﬂn ‘ItempseEIM“‘?F‘“““' De‘:;;‘n i ﬁR,epurthzam g:?’r‘;n \I?;:rz &?fg» e

Tables Farms: Repaorts Other

i@ Security Warning  Certain content in the database has been disabled | Options... | x

All Tables v« ._

2 newstudent Table

£ AB-= Blood Type

@ Grade Query

Student Entry 4

‘Grade Report

Student List
1. Office Button

@ 2. Commands Tabs

3. The Ribbons
4. Work Area
5. Navigation Pane
6. Windows Buttons
/. Status Bar

Rea
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2] Access Options |

Changing Font Size ©3)=m

Datasheet Query Design

Access Options Access Options
General .5 Change the default settings for des
== datasheet and layout view.

&

General .
Fﬁ Customize the way ¢

i Current Database

Current Database - -
Datasheet Table design view

Dalachock ‘ Gridlines and cell effects
Object Designers l

Default field type: I.Text

Default gridlines showing

Object Designers A— Proofing Default text field size: |.255 ,|
: - Default number field size: Long Integer
Proofing F] vertical Language o |_ Q_g__EI
Autolndex on Import/Create: |ID;key;code;num
Language Default cell effect Client Settings : 3
@ Flat Show Property Update Options buttons
Client Settings - Customize Ribban
) Raised Query design
- . = Quick Access Toolbar
Customize Ribbon ) Sunken T T
Quick Access Toalbar Default column width: 1 Add-ins [ output all fields

. Trust Center
Add-ins

_____ 5

Size: :14
= ompatible Syntax (AMSI 92)
"] This database

|:| Default for new databases

Trust Center

ﬂ ormal E

™ Underline

D Ttalic




Your First Table

[ Right-click ]

» Right Click on

Tablel —»

:E Tablel DESign VieW

» Select Table Name
## Collect and Update Dz - _ _ -
= Rename | Savem i[ﬁ]

Hide in this Group

Delete

[ OK 1 | Cancel




Data Type [1]

» The default field is “ID” with AutoNumber
“Data Type”

—_—

| student Data Type
Field Name Data Type AutoNumbe
UdlD AutoNumber

Memo
Number
Date/Time
Currency
AutoNumber
Yes/No

OLE Obiject
Hyperlink
Attachment
Calculated
{Lookup Wizard...




Data Type [2]

Text
Memo

Number

Date/Time

Currency

AutoNumber

YES/NO

Use to store up to 255 characters of text, such as a last name
or a street address.

Long blocks of text. A typical use of a Memo field would be a
detailed product description.

Use to store a numeric value that isn't a monetary value, such
as distances. If you might use the values in the field to
perform a calculation, use the Number data type.

Use to store time-based data. Date and Time values for the
years 100 through 99909.

Use to store monetary data.

Provide a unique value that serves no other purpose than to
make each record unique

Yes and No values and fields that contain only one of two
values. (Boolean)
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Data Type [3]
PATATYPE [pRPost

OLE Object

Hyperlink

Attachment

Calculated

Lookup

Use to attach an OLE Object, such as a Microsoft Office Excel
spreadsheet, to a record. In most cases, you should use an
Attachment field instead of an OLE Object field. (More file types and
multiple files supported)

Use to store a hyperlink, such as an e-mail address or a Web site URL.

Use an attachment field to attach multiple files, such as images,
spreadsheet files, documents, charts, and other types of supported
files to the records in your database, similar to attaching files to e-
mail messages. Multiple files per record supported.

Results of a calculation. The calculation must refer to other fields in
the same table. You would use the Expression Builder to create the
calculation.

Displays either a list of values that is retrieved from a table or query,
or a set of values that you specified when you created the field. The
Lookup Wizard starts and you can create a Lookup field. The data
type of a Lookup field is either Text or Number, depending on the
choices that you make in the wizard.

. ?



Data Type [4]: Number

Byte Use for integers that range from 0 to 255. Storage
requirement is 1 byte.
Integer Use for integers that range from -32,768 to 32,767. Storage

requirement is 2 bytes.

Long Integer Use for integers that range from -2,147,483,648 to
2,147,483 ,647. Storage requirement is 4 bytes.

Single Use for numeric floating point values that range from -3.4 x
1038 to 3.4 x 1038 and up to seven significant digits. Storage
requirement is 4 bytes.

Double Use for numeric floating point values that range from -1.797 x
10308 to 1.797 x 10308 and up to fifteen significant digits.
Storage requirement is 8 bytes.

Decimal Use for numeric values that range from -9.999... x 1027 to
9.999... x 1027. Storage requirement is 12 bytes.
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Defining Data Types

» Look at the excel file
“dataforaccesslab_01_en.xlsx” and the slide.

» What data type should be assigned to each
field?

15



Defining Data Types

Field Name

Data Type

Field Size

student _id
title

first_ name
last_name
birth_date
gpa
blood_type
pet

allowance
\\\\\\

Text

Text

Text

Text
Date/Time
Number
Text

Text
Number

20
20
20

Single
2

10
Long Integer
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Field Properties , Field size

General | Lookup

Field Size

Format

Input Mask

Caption

Default Value
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Smart Tags

» Format

» Default Value

» Required

» Allowed Zero Length
» Indexed

17



student_id

» Primary Key

> Indexed (Yes No Duplicates)
> Allow Zero Length (NO)
- Required (Yes)
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birth_date

» Format
o Short Date

- Make sure to check system date format before
entering the data

- Other date/number formats are also possible
- dd-mm-yyyy
- #.0000
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Inserting Field & Deleting

» Put in “Faculty”
- The name of the faculty of the student
> Text [20]

» Put in Age
> Number [Integer]

20



Entering Data

» Type in your own data for the 15t record
» Data can also be imported from the excel file.
» Field Name must match!!!

21



Importing Data [1]

» Right Click on “Student”

> Import —»
Excel

Tables
j student
-

i

o

Design View

Import

Export

Collect and Update Data via E-mail
Rename

Hide in this Group

Delete

Cut

Copy

Access Database
Excel

SharePoint List
Text File

XML File

ODBC Database
HTML Document
Qutlook Folder

22



Importing Data [2]

?.G'et External Data - Excel Spreadsheet ﬂ

Select the source and destination of the data

Speday the source of the da

_ Path to the Excel File
Fiegame: A VTV P \dataforaccesslab_02_en.xlIsx)

Specify how and where you want fo store the data in the current database.

| Import the source data into a new table in the current database.
If the specrﬁed table does not exist, Access will create it. If the specrﬁed table alr«e.a\d‘g,»r exists, Access might overwrite its contents with the

the specified table exists, Access wil add the recort]
ce data wil not be reflected in the database.
| Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data in Excel. Changes made to the source data in Excel wil be reflected in the
nked table. However, the source data cannot be changed from within Access.




Importing Data [3] » Check Data
» Click Finish

2 S
5] Import Spreadsheet Wizard ﬁ

‘Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?

Sample data for worksheet 'Students',

15tudent ID [Title First Name Last Namepirth Date [GPA Blood Type Pet pllownancef-mail Address ~

2500123456 Mr. scending Order 4693 2.34 |0- .order@gmail.con

3570899993 Mr. aul drome B6404 B.43 JA- 12321 aul.i@cmu.ac.th

4571314159 Ms. i i 6599 B.14 BB+ F141.59 ipi@hotmail.com

li

5]

7]

S 0|
o] e e




Viewing Data

» Double Click on the table
- Datasheet View

StudentID - | Title - | FirstName - | LastName - | BirthDate - | GPA - | Blood Type - | - | Allownance - | E-mail Address B
_. 500123456 Mr. Ascending Order 1967-08-09 2.34 O- a.order@gmail.com
[ 555555555 Mr. Miranaam Raisakul 1995-04-01 4.00 A+ 500 niranaam.r@cmu.ac.th
= 570883775 Mr. Ralph Chen 1996-02-05 2.28 B- Dog 1200 raplh.c@cmu.ac.th
[ 570899993 Mr. Paul Indrome 1995-09-01 3.43 A- 12321 paul.i@omu.ac.th
= 571123456 Mr. Rahul Marayanan O- 4500 rahul.narayanan@gmail.com
| 571314159 Ms. Pi Pi 2000-03-14 3. 14 AB+ 3141.59 pipi@hotmail.com
= 571634633 Mr. Michael Robertson 1995-01-03 2.54 AB+ Cat 2500 robertson_m@gmail.com
[ 571645508 Ms. Jane Doe 1993-12-25 .75 04 Raindeer 1525 jane.d@cmu.ac.th
571888555 Ms., Laura Smith 1996-12-18 3.45 AB- 0 laura.s@cmu.ac.th
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Editing Table

» Click on the field, then type values
» Put in Dog for Pi’s Pet
» And Cat for Rahul’s Pet

StudentID - Title - | FirstName - | LastName - | BirthDate - | GPA - | BloodType - | Pet “i Allownance -~ | E-mail Address -

_! 500123456 Mr. Ascending Order 1967-08-09 2.34 O- a.order@gmail.com
I | 555555555 Mr. Miranaam Raisakul 1995-04-01 4,00 A+ 500 niranaam.r@cmu.ac.th
_' 570883775 Mr. Ralph Chen 1996-02-05 2.28 B- 1200 raplh.c@cmu.ac.th
I | 570899998 Mr. Paul indrome 1999-09-01 3.43 A- 12321 paul.i@cmu.ac.th
_' 571123456 Mr. Rahul Marayanan 0- 4500 rahul.narayanan@gmail.com
I | 571314159 Ms. Pi Pi 2000-03-14 3.14 AB+ 3141.59 pipi@hotmail.com
_' 571634633 Mr. Michael Robertson 1995-01-03 2.54 AB+ 2500 robertson_m@gmail.com
I | 571845508 Ms. Jane Doe 1993-12-35 3.25 O+ Raindeer 1525 jane.d@cmu.ac.th

I 571888555 Ms, Laura Smith 1996-12-18 3.45 AB- € laura.s@cmu.ac.th

26




Data Sorting

» In Datasheet view, right-click on the field
header, then select sort option.

» Try Sorting Each field

- Sort By Birth Date
> Sort By GPA

27



Changing the Table’s Name

» Right Click on “Student” — Rename
Tables A :I |DDU339 /1 Mlcrmﬁﬁcm ?

'—T..Eﬂ-"—'.ﬂl';l'-?li

=

= [ Open

. You can't rename the database object 'student’ while it's open.
i Design View '0

Close the database object, and then rename it.
Import b

_E:pnr‘r b

% Collect and Update Data via E-mail

| El Rename ﬁ
Al
» Close the table % pesgnvien M
( ) | | Datasheet View ’ﬂ‘E
» Rename the table to “newStudent” | . ... L
8]
Al el
561679478 Mr G

*

28







Creating a Query

» Query Wizard
» Query Design
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Creating Query

» Query Design

Home Create External Data Database Tools

[zt o]

Design  Lists -
Tables

; Objects @« |
pe

S

» Dialog Box “Show
Table” (Recordsource)

°*Add

*Close
Show Table 5 <
Tables | Queries | Both |

31



Query Design

» From the table

» Select fields to use (display + conditions)

> Student ID
> First Name
> Last Name
- Blood Type
» Specify condition(s)
> With the “AB+” Blood Type

newStudent

¥ Student ID
Title
First Mame
Last Mame
Birth Date
GPA
Blood Type
Pet
Allownance
E-mail Address

32



Query Design [2] Parameters

Field: |Student ID First Mame Last Mame Blood Type
Table: | newStudent newStudent newStudent newStudent
Sort:
Show: [
Criteria: "AE+"
ar:
» All criteria on the same line are joined [ ¥
with AND (all have to be true) View, (B8
» Different lines are with OR o

(either can be true)
» Process one line at a time

StudentID -~ | First Name - | Last Name -
(571634633 Michael Robertson

| 271314155 Pi Pi
#*




Query Design [3]

» Saving Query

h Do you want to save changes to the design of guery "Query1'?
s

(5o ) [ ] [one |

e |

» Name it “AB+ Blood Type”

34



Query Practice |

» Create aquery to find students with O+
blood type and students with B+ blood

type (Showing Name, Birth Date,
and Blood Type)

Type
U B+

35



Query Practice I

» Create a Query to find Male students who

own dogs and female students who own
cats

- How many groups of results
- Number of Lines for “Criteria”
- 2 groups
> The properties of each group
- The criteria condition in each line

36



Query Practice Il [2]

» How many group of data?
» What’s the properties of each group?
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Query Practice lli

» Create a Query for students with GPA b/w
2.50 and 3.00 (showing title, name,

gpa)

gpa
newStudent

e!
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Query Practice IV

» Create a query to find the name and student
id of students from the faculty of Economics
(16)
> Wild card

- ? for “any one character”

- * for “any characters” (even nothing)
« 55TH6XXXXXX

« 561 6XXXXXX

« 5471 6XXXXXX

> Notice the keyword “Like”
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Summary

» Creating Table

» Entering/Editing Data

» Importing Data from other source
» Creating Query
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