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Database Exercise 1

Part A   Create a new database by opening MS Access.

1. [image: image7.jpg]
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Beans 2 5350

| [card 12 $1.75
Chocolate 10 52.50)

| |icecream 20 $2.00
| |Lollies 50 $1.50
| |Oomo Soap 10 $8.00)



Select File, then New.  When the New File taskpane opens select Blank Database from the New sub-section.  The File New Database dialog box opens.  Select a folder in which to place your database (or create a new folder: Access Files.), then type in the file name “Milkbar” and then <enter>.
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Now create a new table.  We need to create the design for the table 
first using the adjacent information (see Fig. 2).
In the newly created Milkbar dialog box click on the Tables object,
then double-click Create table in Design view.







3. [image: image10.png]


[image: image11.png]


[image: image12.png]Show Table.

Tabes | quers | ot |




Enter the Filed names and data types as indicated in the table of Fig. 1
When in the field name Items set the field size as 20 in the Field Properties section of the dialog box (see Fig. 3).
[image: image28.png]ID | FirstName | LastName | Title. | Location | WorkPhone | Salary
[ Matthew  Rendell  Manager Carlton__(03) 98056407 _$50,000.00
2Maurice  Stefanides | Secretary Carlton (03) 98056512 $42.000.00
3 Lacey Eyre Manager city (03) 84264305 | §52,000.00
4 Sharon  Stone. Clerical Assistant | Cariton  (03) 98056615 $35,000.00
5Joamne Collins | Secretary ‘Southbank | (03) 95806000 $43,000.00
6 Bany Manilow  Clerical Assistant Carlton | (03) 96294500 $35,000.00
7 Geoft Whitaker | Manager ‘Southbank | (03) 92881555 $48,000.00
8Helena  Sanderson | Secretary city (03) 9975-1400 | 544,000.00
9Cynthia Taylor Clerical Assistant | Southbank _ (03) 9596-3211_$30,000.00

10 Tony Nguyen  |Asst Manager | City (03) 9288-1666  $40,000.00




Fig. 3
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Set Items as the Primary key.  A field designated as the primary key cannot have duplicate items.

5. Save the table as Items.

6. Double-click the newly created table and it will open in the Datasheet view.

7. Enter the data as shown in Fig. 4 in the respective fields.

8. Save and close the table.

Fig. 4
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PARAMETER QUERY
1. Select the Queries object, then double-click Create query in Design view.

2. When the Show Table dialog box appears, select Items, then Add and then close.  [Or double-click Items and Close]
(See Fig. 5)

Fig. 5






3. The Items table will now appear in the Query dialog box (see Fig. 6)
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Double click on Items, Quantity and Unit_Price fields, and they will appear in the lower part of the Query design dialog box.
(Alternatively, you may drag them down.)


5. In the Items column enter the following in the Criteria line: [Enter Items]
- see Fig. 6.

6. Now select the Query menu, then select Parameters.

7. In the Query Parameters dialog box type in Enter Item in the parameter type column and enter Text for the Data Type.  (see Fig. 7).  Then enter OK.
[image: image16.png]



Fig. 7
Fig. 6
Checking the parameters operate:

· Click on DataSheet View icon then type in Card
OK?
· Click on Design View icon then click on DataSheet view Icon then type in Icecream
OK?
· Click on Design View icon then click on DataSheet view Icon then type in Lollies
OK?
8.
Now close the parameter query, saving it as ItemsParameter.
QUERIES
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Create the following queries and save them with the names as shown in the table below.  In each case we will use items from the Items table for our queries, following steps 1 to 3 above.

Select the fields shown in the table as in step 4 and type in the criteria as demonstrated in step 5.  Then select the Run icon to check the query.  Close the query and save with the name indicated in the table below.
	Query
	Fields
	Criteria
	Run
	Save query as

	1
	Items,  Quantity
	
	
	Query1

	2
	Items,  Unit_Price
	Under Unit_Price type in <2
	
	Query2

	3
	Items,  Quantity,  Unit_Price
	Under Unit_Price type in >2
	
	Query3

	4
	Items,  Quantity,  Unit_Price
	Under Unit_Price type in =2
	
	Query4

	5
	Items,  Quantity,  Unit_Price
	Under Quantity type in >10
	
	Query5


Fig. 8
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CREATE A REPORT

The results of a query will usually generate a report.  A report design should include the following features in addition to the report details:  organisation’s name, report title, author of report, date prepared and field names.

We can create a report from scratch in Design view, but it is easier to create the initial report using a wizard, and then modifying the design after the basic structure has been created.

[image: image19.png]


Let us first create a report based on the items in our table: Items
1. Select the Reports object, then double-click Create report by using wizard.

2. The Report Wizard dialog box appears.  (see Fig.10)

3. In the Table/Queries box select: Table: Items.  The available fields in the Items table in the Available Fields box will now be displayed.  .  (see Fig.10)

4. We can individually select fields by selecting an item and clicking the single greater than sign (>), or we can move all fields over by clicking the double greater than sign (>>).  [Items can be de-selected by using the less than signs.]
In our case we will select all three fields, so click >>.
[Note:  Double-clicking the items individually will also move the Available Fields to the Selected Fields box.
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Now click Next, Next and Next.
This passes through stages where we can group or order (ascending or descending) the fields.

6. We arrive at the wizard dialog box where we can prescribe the layout of the report (let’s chose Tabular) and the page orientation (let’s chose Landscape).
(See Fig. 11)

7. Now click on Next.

8. [image: image21.png]


In the next dialog box let’s select the Compact style for our report.

9. Now click on Next.

10. [image: image22.png]


When the next dialog appears we can give the report a title.  This title will appear on the top of the report, so carefully chose an appropriate title for your report.  Let us call our report: List of Items.
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When we now click on Next, Access will generate a report based on the specifications we have just set.

In the illustration, Fig. 12, you will notice that the items in the report are in no particular order.  Had we wanted them to be listed alphabetically by item name we could have specified Ascending by the Items in the second step we bypassed in Step 5.

We can click on the Design view [image: image2.png]


tab and modify the form and insert the business logo and name, and other details we mentioned in the introduction to Create a Report (see page 2), if we wish.
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Creating a FORM

A Form, sometimes called a Data Entry Form, allows an easier screen input of data into a database rather than the often intimidating table format.  The form can be used to enter new data, to maintain the database and to change data in the database.
There are several ways to create a form in Access.  We can:

· Create form in Design view

· Create form by using wizard, or

· Use an Auto Form by selecting the New icon at the top of the dialog box.  We will use this method first.
AUTOFORM  (see Fig. 13)
1. Select the Form object

2. Click on the New icon

3. When the New Form dialog box appears, select AutoForm: Columnar
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In the next textbox where we choose the table or query where we want the data to come from, select Items from the drop down menu.
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5. Click OK and Access will generate the data entry form.
You will notice our data entry form is quite small and lists 6 records, the first being Beans.

We can modify the data entry form by selecting the Design view [image: image4.png]


tab and redesigning the form, adding a heading and altering the layout and format styles of the form.  The form can be enlarged and the labels and controls enlarged as well.

When we close the Design view we can save the form as a Data Entry Form.  When we open the form it could appear as illustrated in Fig. 15.




Modifying / Editing Forms and Reports
The forms and reports we have created can be modified to meet the needs and requirements of the organisation.  Modification can include the layout and placement of objects on the documents, as well as including an appropriate title, the business name and logo, date documents is created as well as a footer.
FORMS

Retrieve the Data Entry Form for modification.
1. Select the Forms object and then select the Data Entry Form.

2. Click the Design view [image: image5.png]


tab to change the form into the design view.
3. We can enlarge the Form item by dragging the edges of the form, either from the sides or diagonally from the corners (see 2-headed arrow shown in circle in Fig. 16).
4. The formatting Toolbar has appeared in Access and can be used to modify the form.  To insert a heading, Data Entry Form, at the top of the document we need to make room for the Form Header.  We do this by placing the insertion point of the cursor between Form Header and Detail and dragging the Detail section down.  (see Fig. 17 below.

5. Now select the Label tool [image: image6.png]


 icon and insert a text box and commence typing “Data Entry Form” into the textbox.

6. After typing the text we deselect and leave the text box and then by clicking on the textbox again, we will see side anchors on the textbox (see Fig. 18).  We can format the text inside the textbox, as well as the border and background of the textbox, using the formatting toolbar.  We can also resize and reposition it when the anchors are showing.  Let’s create a Data Entry Form label with Bold Red, size 24 font inside a textbox with a Blue background.  Reposition it as you please.
7. We can also add other details into the heading using the Label tool, placing each item into its own textbox and positioning it, with the little hand (see circled in Fig. 19) wherever we like in the heading.
8. Let’s draw a textbox and type in Harry’s Milkbar, click outside the textbox to deselect it and then format and position it to the bottom left of the Form Header section.

9. Now to add a hyperlink to the Form Header.  Go to the Insert menu and select Hyperlink.  When the Insert Hyperlink dialog box appears type the web address in the textbox labelled Address – e.g. Harrysmilkbar.com.au.  You can type the text you want to display.




















10. The textbox containing the hyperlink will appear in the top left of the Form Header.  You can place it whereer you like, let’s place it to the bottom right of the Form Header.  If you close and save the modifications you will notice the changes to your form.

11. If you want to insert a picture it is best that you have one already prepared to the right size in file in a folder on your PC.  Resizing a picture in the Form Header area can become a bit difficult to handle.  

12. Go to the Insert menu, select Picture and then find the folder and then the file containing the picture.


REPORTS
We can also modify our reports as we did for the forms.
1. Select the Reports object and then select the file List of Items.
2. Provide a heading for the report:  Harry’s Milkbar in a large size font style of your choosing, coloured and bolded within a textbox with a border and background.

3. Insert a picture to the report.

4. Insert the same hyperlink we had for the form.

5. Provide two additional hyperlinks to the report:  http://www.google.com and http://ninemsn.com .
6. Go to the Page Footer section and insert the current date by typing =Now() on the left of the report footer.  On the right insert your name in a textbox.  The font size for the footer should be Arial size 8.

7. Save the file and close.


PRACTICE

Design and create a Staff database for the Wildfire Company.  Design your table structure for the information below:
1. Create a Parameter query to list staff with the same Title.  Save file as: Parameter_Title.

2. Create a Parameter query to list staff in the same Location.  Save file as: Parameter_Locate.


3. Create queries for the following items and save the files as indicated in the table below:
4. Create a Staff Data Entry Form for the company.  Insert an appropriate heading with company name using your own font styles, size, color and background colour.  Include a picture and a hyperlink to the company website in Australia.
5. Add your name to the database using the Staff Data Entry Form.  You are employed as a consultant at the City office on a salary of $46,000.  Ph:9975 1111.

6. Create a report for the company listing all staff and showing all details.  Use your own font styles, size, color and background colour.  Include a picture and a hyperlink to the company website in Australia.

The company’s city address is 80 Collins St, Carlton 3053.  Web address:  www.wildfireco.com.au
Access
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Field Name�
Data Type�
Field Size�
�
Items�
Text�
20�
�
Quantity�
Number�
�
�
Unit Price�
Currency�
�
�
Fig. 2  Data Structure table





Field Names should not contain spaces.  Inset an underscore where you would have spaces in the field name.
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1�
Details of all staff with salary less than $40000�
WCSalary1�
�
2�
Details of all staff with salary equal to $40000�
WCSalary2�
�
3�
Location of staff with salaries exceeding $45000�
WCSalary3�
�
4�
Title of staff with salaries less than $36000�
WCSalary4�
�
5�
Names of Managers and their salaries�
WCSalary5�
�
6�
Name and location of staff other than $40000�
WCSalary6�
�
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