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Acronym and abbreviations

TTLM Teaching, Training and Learning Materials

DB Database

EIS Economic Infrastructure

MO06 module 06

TVET Technical and Vocational Education and Training

WDDBA2 web development and database application level 2
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A database can best be described as a way of storing large amounts of information. The data can be
retrieved and we can even ask questions of the data and get answers. For example: You may want to know
how many Students enrolled in every occupational level. MS Access is a database management tool that
enables one to store relevant data. This also has the capabilities to retrieve, sort, summarize and report
results immediately and effectively. It can combine data from various files (tables) through creating

relationships, and can make data entry more efficient and accurate through the use of forms. Generating
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Introduction of module

stored files from the database using selecting query and preparing report based on selection criteria.

To use the above function of the database the user must use Microsoft office access 2010 and above.

This module is designed to meet the industry requirement under the Web Development and Database

Administration occupational standard, particularly for the unit of competency: operating database

application

This module covers the units:

This guide will also assist you to attain the learning outcome stated in the cover page. Specifically, upon

Create database objects
Customize basic settings
Create reports

Create forms

Retrieve information

completion of this Learning Guide, you will be able to: -

Create database objects

Adding and modify data in a table

Customize database layout, format and viewing

Design report

Modify the report and distribute to other person

Create form and rearranging objects within the form
Retrieve information using different types of query language

Retrieve information using multiple criteria
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Unit one:

Create database objects

This unit is developed to provide you the necessary information regarding the following content

coverage and topics:

e Introduction to database object

e C(Creating database object

e Modifying database object

e Creating relationship

This unit will also assist you to attain the learning outcomes stated in the cover page. Specifically,

upon completion of this learning guide, you will be able to:

e Define database object

e C(Create database object

e Modify database object

e C(Create relationship
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1.1. Introduction to database object

Database objects are components that save and query information. A database contains objects that are
used to store and display large, relational data.
e Important Terms and Basic Objects

Now in this Microsoft Access tutorial, we will learn about some important terms and basic objects in MS
Access:

e Database File:
It is a file which stores the entire database. The database file is saved to your hard drive or other storage
devices.

e Datatypes:
Datatypes are the properties of each field. Every field has one datatype like text, number, date, etc.

e Table: - A Table is an object which stores data in Row & Column format to store data.

o A Table is usually related to other tables in the database file.
e Each column must have Unique name
e We can also define Primary Key in a table.
e Query: - Queries answer a question by selecting and sorting and filtering data based on
search criteria.
e Queries show a selection of data based on criteria (limitations) you provide.
e Queries can pull from one or more related Tables and other Queries.
o Types of Query can be SELECT, INSERT, UPDATE, DELETE.
e Form: - A form is a database object that you can use to create a user interface for a
database application.
o Forms help you to display live data from the table. It mainly used to ease the process
of data entry or editing.
e Report: -A report is an object in desktop databases primarily used for formatting,
calculating, printing, and summarizing selected data.

e You can even customize the report’s look and feel.

e Macros: - Macros are simply shortcuts. If you've ever used macros in MS Word or Excel, then
you are already familiar with what they do. You can create a macro to execute a task that you
would otherwise execute with your keyboard or mouse.
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1.2. Creating database object

e Create database object
Before you can create objects such as tables and forms, you must first create the database file in which
they will be stored.
1. On the File tab select New.
2. Click on Blank database.
3. In the File Name box, type a name for your database.
4. Click on the browse button to the right of the File name box to browse for a location for your
database.
5. Click on Create.
A new database will be created with a new default Table.

6. Click on Design View to start working with this Table.

Hame Create External Crata Database Tools 'ﬁ

&

Available Templates Blank database
3 Home
2 Open
B LI L
@] Databasel accdb S
"'] Blank Blank vwrebh Recent
18] clinic-examplelmdb database database templates
E Morthwind.mdb
. ™
o | &
Recent Sample My templates
ternplates
e o i mpl:“ ’ =
N |33 [
U | 3 &
I —— P File Mame
Bssets Contacts Issues = q
Help Tashes staff.accdb i
ChDocuments and '5-:::'n|3'.'-ﬁ uesth by Documents)
=] Options
E Eurl Wadal el
e=d &
Man-grofit Projects

Creste

e Create table object
Tables are the fundamental objects in a database. Without any tables, no data can be stored. To create a

table, you need to follow these steps:
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1. Create the table object
Define the fields in the table including their name, data type and description
Set the properties for each field
Create appropriate indexes

Set the primary key

A O

Save the table

e Create a table in design view
On the Create tab, click on Table Design. A new table will appear in design view.
There are three main parts to the design
view window. (|, e Data Type Decription
Upper pane Upper pane
For defining fields by name, data type and
description (optional).

Gnerd L ki

I AN

Field properties (bottom left)

For defining specific properties for a field.

Field

Help (bottom right) cincartian et

As you move around the

design view window, context specific help

is provided here. Halp
Defining fields before creating the fields in a table, the following information about naming, data types
and descriptions should be considered:

Field naming rules and conventions

The following conventions should be observed when naming fields:

e Field names are mandatory. They may contain up to 64 characters.

e Names may include embedded (but not leading) spaces and punctuation except full stops,

e cxclamation marks and square brackets.

¢ You cannot assign the same field name to more than one field in the same table and it is good

e practice to use a unique field name for each field in the entire database.

e It is not good practice to include spaces in field names. Instead, use an underscore () for spaces to

improve the readability of field names.

® Minimizing the length of field names conserves resources and saves typing when you refer to the field

name in macros, etc.
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® Avoid specifying a name for a field that could cause a conflict with a built-in Access function or

property names (e.g. ‘name’, ‘date’, etc.).

| woi_kmployees
Eleld Mams Data Type T
Primary key —_— Ealfin MurnbeE
symbol First_Mame Text
Last_Mame Text
Row selector _// D08 Date/Time
lob_Title Teut
Dept_Nama Text
Telephone Tekt
Salary Curvency
Start_Date Date/Time
MNatlanality Teut
Disability You/No
Motes Memo

Genernl 1ookup.

Fommad ~
Yipid Maik

Capteon

Deefalt Valus
1 ars Fule

Ho Induding yoste

1]
Indesed tiag (Dupcates CK)
Unicode Compression. Y,

BAF Rbodae Pz Condrgl

BAE Senterce Mode None

Smart Tags

Tadd Align Ganeral

1.3. Modifying database object

It is possible to modify the design of your table and fields at any time by going to design view and making
the required changes. However, any changes made after data has been added to the table may cause loss
of data. Changes to field names, data types and properties may also impact on other objects which are
linked to or based on the table.

e Adding and removing fields
You can modify the structure of your table by adding and removing fields in design view. Note, however,
that using the cut, paste or delete functions will remove the field and any data in that field.

e Selecting fields
To select a field, click on the row selector to the left of the field name. To select multiple fields, click on
the row selector and drag the mouse down the selector symbols to select additional fields. The screen
capture below shows a table with two fields selected.

e Deleting fields

1. Select the field or fields to be deleted using the row selector.
2. Press the Delete key on the keyboard, select Delete Rows from the Design tab or right-click on

the row selector and choose Delete Rows.

e Inserting fields
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1. Click in the field above which you wish to insert a new row.

To insert multiple rows, select the required number of rows using the row selector.

2. Select Insert Rows from the Design tab or right click and choose Insert Rows.

e Moving fields
1. Select the field or fields to be moved.
2. Click on the selected field(s) and drag the mouse to the new location for the field(s). As you drag, a
bold black line will appear indicating where the fields will be moved to if you release the mouse button.
3. Release the mouse button in the appropriate location.
Helpful hint: Don’t use cut and paste to move fields if you have data in the table as this will delete the
data.

e Changing data type
1. If your table contains data, make a backup copy of the table before you change data types or field
sizes.
2. Open the table in design view.
3. Click the data type column of the field you want to change, click the drop down arrow, and select the
new data type.
4. Click the Save button on the Quick Access toolbar.
Helpful hint: If the data type conversion would result in lost values, Access displays a message telling
you that errors occurred during conversion before it actually saves the changes. Click Cancel to cancel
the changes. Click OK to continue and save the changes anyway.
In large tables, changing a Data Types might take a long time. If you want to cancel the conversion

process at any point while it is running, press Ctrl+Break, and then click OK.

e Changing field size
If you convert a large field size setting to a smaller one in a field that already contains data, you might
lose data in the field. For example, if you change the field size setting for a text data type field from 255
to 50, data beyond the 50 characters will be discarded.
If the data in a number data type field doesn't fit in a new field size setting, fractional numbers may be
rounded or you might get a null value. For example, if you change from single to integer data type,
fractional values will be rounded to the nearest whole number and values greater than 32,767 or less

than -32,768 will result in null fields.
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1.4. Create relationship

A relationship in Access helps you combine data from two different tables. Each relationship
consists of fields in two tables with corresponding data.
e Primary key
A primary key is a single field or combination of fields in a table that uniquely identifies each record in
that table. No two records can have the same value in the primary key field or combination of fields.
It is advisable to create the primary key before entering data in a table because Access will prevent
duplicate values being created in the designated field. It is particularly important to set a primary key when
creating relationships between tables as Access uses it to link tables together.
Helpful hint: Records are displayed in primary key order by default.
e Setting a primary key
1. Click on the appropriate field name and click the Primary key button on the Design tab.
2. The primary key symbol will appear on the button in the row selector box on the
appropriate row (see the screen capture on previous page).
e Setting a multiple field primary key
With a multiple-field primary Key, the combination of the contents of all fields included in the key must
be unique. For example, for a primary key based on the CourseID and CourseDate fields, the same
CourselD and CourseDate combination cannot appear in more than one record.
e A foreign key
A foreign key is a field (or fields) in one table that references the primary key in another table. The data
in the fields from both tables is exactly the same, and the table with the primary key record (the primary
table) must have existing records before the table with the foreign key record (the foreign table) has the
matching or related records. Like primary keys, you can define foreign keys in the table declaration by
using the CONSTRAINT clause.
There are essentially three types of relationships:
e One-to-one: - For every record in the primary table, there is one and only one record in the foreign
table.
e One-to-many: - For every record in the primary table, there are one or more related records in the
foreign table.
e Many-to-many: For every record in the primary table, there are many related records in the foreign

table, and for every record in the foreign table, there are many related records in the primary table.
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o Referential integrity
Referential integrity is a system of rules that Access uses to make sure that relationships between
records in related tables are valid, and that you do not accidentally delete or change related data. You can
set referential integrity when all the following conditions are true:
e The matching field from the primary table is a primary key or has a unique index.
« The related fields have the same data type. There are two exceptions. An AutoNumber field
can be related to a Number field that has a FieldSize property setting of Long Integer, and
an AutoNumber field that has a FieldSize property setting of Replication ID can be related to
a Number field that has a FieldSize property setting of Replication ID.
« Both tables belong to the same Access database. If the tables are linked tables, they must be tables in
Access format, and you must open the database in which they are stored to set referential integrity.

Referential integrity cannot be enforced for linked tables from databases in other formats.
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Self-check 1

Part I: - Select the best answer from the given alternative

1. which object is stores data in Row & Column format to store data.

A. Form C. Report
B. Table D. All
2.  database object that you can use to create a user interface for a database application.
A. Macros C. Report
B. Form D. All

3. Which one is a single field or combination of fields in a table that uniquely identifies

each record in that table

A. Primary key C. Super key
B. Foreign key D. All
4.  Which one is a field (or fields) in one table that references the primary key in another
table
A. Foreign key C. Primary key
B. Referential integrity D. Super key
5. Which one of the following is used in access helps you combine data from two
different tables?
A. Foreign key C. Primary key
B. Referential integrity D. Relationship
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Operation sheet 1.1: - Modifying database object
» Operation Title: creating database and table

* Purpose: - create and modify table filed

= Instruction: Using the figure below and given equipment. You have given 20 minute for the

task and you are expected to complete tasks.

= Tools and requirement:

e Computes

e MS office access 2016
¢ Use the following information

Database name Woreda one

Table name Customer

Filed name Data type size
Student name Short Text 50
Gender Short Text 8

Age Number Long Integer
Level Short Text 3
Grade Short Text 5
Registration Date Date

= Steps in doing the task

Step 1: - create database and table (open access 2016 and click on black desktop database)
Step 2:- Give database name and click on create

]

Blank -:|¢~'-.|{T-:;|J database

Shauld | create an Access

File Marme
wareda one

AR ar an Access desktop deatabase?

CrUsersOnline- Deletey Dodc umments,

Step 3: - Right click on Table 1 and click on “save”
Step 4: Give table name and click on “ok”
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L woreds one : Database- C:hUsersy..,

File Home Create External Data Database Tools Fields
M 12 2% &R
: | . t \
Vi Short Number C s Praperti : :
| Reillia b A - ] 1. Right click on tablel |
Views Add & Delete ; FarmaHina :
All A - o - | ""j [l Save As - e
cce . gt Sove | 3. Give table name
Search. 2. click on save = Table MName:
' )| o Close [
Tables = . = _n.lsh:umerl
(=S
B0 Tabiel e

K DaignView [oc ][ conce

[T Datasheet View |
Step 5:- Right click on table name customer and select design view

Records Find
1
;_'_j_ =
ki e Close
| i Close Al

b  Design View

Tl Dotasheet View

Step 6: - Insert the filed name in to table with datatype and size

iz custu:nme;-.""-._
Field Mame Data Type
¥ 1D AutoMumber General [ookup
student name ShnrtTexﬂ Field Size 30
gender Short Text  Field Size 8
age Number Field Size Long Integer
level Short Text  Field Size 3
grade Short Text  Field Size 5
registyration date Date/Time

Step 7: - Right click on table name and select datasheet view and click on “Yes”
| j ClJ'an'_".

B seve - Data Type
¥ ip "B Close AutoNumber :
stud 38 Close Al Short Text Microsoft Access >
1Ll Short Text
lage == = T N1 Number o ¥ou must first save the table.
{ leve i oeteariiey Short Text Da you want to save the table now?
grade Short Text _
registyration date Date/Timel ~ Yes No
The last out but is like this
T customer
1D ~ studentnam - gender ~ age - level - grade ~ | registyratior -
* ] 0
Quality criteria: - create modified datasheet view
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Based on the below information perform the following task

Database name College

Table name Employee

Filed name Data type Size
Employee name Short Text 50

Gender Short Text 8

Age Number Long Integer

Level Short Text 3

Salary Short Text Format (General Number)
Department Short Text 30

Task 1: - create database, table and save in desktop

Task 2:- Insert filed name with appropriate datatype and size or format

Task3:- Display the table in datasheet view
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Unit Two : Customize basic setting

This unit is developed to provide you the necessary information regarding the following content
coverage and topics:

e Adjusting page layout

e Opening and viewing different toolbars

e Formatting font as appropriate

This unit will also assist you to attain the learning outcomes stated in the cover page.

Specifically, upon completion of this learning guide, you will be able to:

e Adjust page layout of access
e Open and view toolbars

e Format fonts
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2.1Introduction to customizing Access

You can set database options that can be used to modify the design of Access desktop database
objects by clicking File, Options, and then Object Designers. You can set design options for
table, form, report, and query designs from this centralized Access Options location, although most
of the settings are ignored in the table Datasheet and Layout views. You can also customize the
selected error checking settings from this category.

The Ribbon the strip across the top of the program window that contains groups of commands —
is a component of the Microsoft Office Fluent user interface. The Office Fluent user interface
provides a single home for commands in Access.

As you begin to build more advanced applications with Access, you might decide that you want to
customize the Office Fluent Ribbon in order to make an application easier to use. For example,
you can hide some or all of the default tabs so that users cannot use certain commands, and you

can create new, custom tabs that contain only the commands that you want to be available.
The three main components of the Access user interface are:

= The ribbon is the strip of tabs across the top of the program window that contains groups
of commands.

= The Backstage view is the collection of commands that you see on the File tab on the
ribbon.

= The Navigation Pane is the pane on the left side of the Access program window that lets

you work with database objects.

2.2 Adjusting page layout
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e Layout view

Layout view is the most intuitive
view to use for  report
modification, and can be used for
nearly all the changes you would
want to make to a report in Access.
In Layout view, the report is
actually running, so you can see

your data much as it will appear
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.
B student repost

student
Taolosa Mohammed '
7 | Biruk Teshome h
Astir Getnet F
4 | Chaliu Solomon
5| Kedir Mehamed F

Figure 2. 1 Report page layout

when printed. However, you can also make changes to the report design in this view. Because you

can see the data while you are modifying the report, it's a very useful view for setting column

widths, add grouping levels, or performing almost any other task that affects the appearance and

readability of the report. The following illustration shows a student report in Layout view.

e Design view

Design view gives you a more detailed view of the structure of your report. You can see the header

and footer bands for the report, page, and groups. The report is not actually running in Design

view, so you cannot see the underlying data while working; however, there are certain tasks you

can perform more easily in Design view than in Layout view. You can:

= Add a wider variety of controls to your report, such as labels, images, lines, and rectangles.

= Edit text box control sources in the text boxes themselves, without using the property sheet.

= Change certain properties that are not available in Layout view.

The following illustration shows a student file report in Design view.

Page 20 of 96 Ministry of Labor and Operating Database

Skills

Author/Copyright Application

Version -1

September , 2022




% 1S MU+ LN EC
| MINISTRY OF LABOR
AND SKILLS

f-ﬂ student repu:uré x
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F Report Header

Page Header

 Detail

ID Student name Gender EAge Level

# Page Footer

F Report Footer
:::::::::::::::::::::::I: ------
=Count{*)

Figure 2. 2 Design view of report

2.3. Opening and viewing different toolbars

In this lesson, you will familiarize yourself with the Access environment, including
the Ribbon, Backstage view, Navigation pane, Document Tabs bar, and more. You will also
learn how to navigate with a navigation form, if your database includes one.

Access 2016 uses the Ribbon to organize commands, just like in Access 2013 and 2010. If you've
used these versions before, Access 2016 will feel familiar. But if you are new to Access or have
more experience with older versions, you should first take some time to become familiar with
the Access 2016 interface.

Note: - Click the buttons in the interactive below to become familiar with the Access interface.

e Ribbon

Access uses a tabbed Ribbon system instead of traditional menus. The Ribbon contains multiple
tabs, each with several groups of commands. For example, the Clipboard group on the Home tab
contains commands such as Cut, Copy, and Paste.

Cohetjie: Dl bares- ChURi) Dviie: DelideDiiiime i b Ciblisg

'Y *l Bscending T Selechen =TT F Totaks i 5 Reploce  Calibr [Detad
il Descending T Advanced - el o Toeling + GoTo- B 14U
Fliai Refiesh ik i -
AR - =4 Mg = L Salect =k .

Figure 2. 3Access ribbon

Some groups also have a small arrow in the bottom-right corner that you can click for even more

options.
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v Table Tool

Create External Diata Database Tools Fields Table

t\-{‘ . e !Ir Z | Ascending Y Selection - |;___,I"] == Mew

Zl Descending T_| MAdvanced = ,—...q Save

View Paste : Fiiter Refresh _
- = aWImat I'”:I!' TEr F EOVeE ot | | i'_-_:_. '.'i lir'.'l A”- “_.- i".‘:l'_'l".' £
W Clipboard . . ] R a4
=ie £ i ==k s Click here to get the hidden ribbon il
- I , g
All Access ... @ w g wosu :
ey See all the items you've copied to e E
Segrei. o = a the Chpboard. W C
Tables x|l S st
F o | - " C
= student_file | s - -
Queries 2 | o h c
ﬁ Student multiple ... | _ | -C
|
| -

ﬂ_-t student Query

The Quick Access Toolbar, located above the Ribbon, lets you

. File
access common commands no matter which tab you are on. By Save (Ctrl+5)

L Cut
default, it shows the Save, Undo, and Redo commands. If you'd hl"‘i/""l B
. =5 Lopy
. .. . . View Paste
like, you can customize it by adding additional commands. - ) Format Painter
Views Clipboard Ta

Figure 2. 4 Quick Access Toolbar

Note that the Save command only saves the current open object. In addition, the Undo command
will not undo certain actions, like adding a record. Pay close attention to your information when

using the Undo command to make sure it has the desired effect.
e Backstage view

Backstage view gives you various options for saving, opening, and printing your database.

v To access Backstage view:

1. Click the File tab on the Ribbon. 2. Backstage view will appear

L [y T r ¥ Digu bl

Wagocud P

H Click on file

File Create
b/‘ Cut
L ER Co
View Paste 5 Copy
= - Format Painter
Views Clipboard ) | trne s
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Figure 2. 5 Backstage view

e Navigation pane Access2016_SampleDa
External Data Database
The Navigation pane is a list containing every . * 3% Cut | Ascending
object in your database. For easier viewing, the ... B Copy Figar Vb RCTEROING
Farmat Fainter ¢ Remove Sort
objects are organized into groups by type. You ... Clipboard ” ot EE
can open, rename, and delete objects usingthe Al Access Dbjects. = «
Navigation pane. SHENEH e
Tables % - |

To minimize and maximize the Navigation pane:
The Navigation pane is designed to help you manage all of your objects; however, if you feel that

it takes up too much of your screen space, you can minimize it.

1. To minimize the Navigation pane, click the double arrow in the upper-right

corner.

All Access Objects ® g

Search.
Tables
j Categories
1 Customers

Shutter Bar Open/Close Button

2. The Navigation pane will be minimized. Click the double arrow again to

maximize it.
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2.4 Formatting font as appropriate

A Online-Delete\ Documentsi Collegesccdl (Access 2007 - 2016 file

Remarks. The FontSize property uses the following settings.

(Default for all reports and controls except command buttons)

. T T — B
The text is 8-point type. e + Go T-:-_ v b
The Short Text and Long Text (also called Memo) data types do r'l:lw " :': !
not have predefined formats. The Short Text data type has only
custom formats. The Long Text data type has both custom and Nm:ld! —— ”
Rich Text formatting. If you don't specify a format, Access left 5

aligns all text in datasheets.

Typically, you apply custom formats to Short Text and Long
Text data types to make the table data easier to read. For
example, if you use a form to collect credit card numbers, and
you store those numbers without spaces, you can use a custom
format to add the appropriate spaces to make the credit card numbers easier to read.

Custom formats for Text fields can have up to two sections. Each section contains the format

specification for different data in a field.

Setting Description

8 (Default for all reports and controls except command buttons) The text is 8-point
type.

10 (Default for command buttons) The text is 10-point type.

Other sizes The text is the indicated size.

Table 2. 1 Default value of text and buttons
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Self-check 2

Part I: - Select the best answer from the given alternative

Which one of the following in the maximize size of text data?
A. 256 C. 255
B. 1010 D. 1000

Which one is a strip across the top of the program window that contains groups of
commands

A. Ribbon C. Folder

B. Toolbar D. File

____is the pane on the left side of the Access program window that lets you work
with database objects.

A. Navigation Pane C. Backstage view

B. Ribbon D. All

Which one is the most intuitive view to use for report modification

A. Layout view

B. Design view

C. Datasheet view

D. All

Which one data type has both custom and Rich Text formatting.

A. Long Text

B. Short Text

C. Number

D. All

Part II: - Give short answer for the following questions

1. List and explain types access environment?

2. Discuses types of datatype used in access 2016?

3. What is the main advantage of Quick Access toolbar?
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Unit Three:  Create reports

This unit is developed to provide you the necessary information regarding the following content
coverage and topics:

¢ Introduction to report

e Design reports in a logical sequence or manner

e Modifying reports

e Distributing reports to appropriate person in approved format

This unit will also assist you to attain the learning outcomes stated in the cover page.

Specifically, upon completion of this learning guide, you will be able to:

e Design reports to present data in a logical sequence or manner.

e Modify reports to include/exclude additional requirements.

e Distribute reports to appropriate person in an approved format.
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3.1. Introduction to report

The good news is reports in Access are just like any other reports you would create. Reports
organize and present information from your database in an attractive and easy-to-read format. You
can print or display these reports for yourself or to share with others. You can create single or
multiple column reports.
Reports are very similar to forms, but they are more static. You can think of a report as something
that would be a preview of a printout. Creating reports is similar to creating forms. A report can
be based on a table or query and we can have sub reports, just like with forms. In the sections that
follow, we will look at some examples of reports.
Different Views of report:

e Print Preview: -allows you see what the report would look like on a printed piece of paper

¢ Report View:-allows you to see the data without having to display it in Print Preview

e Layout View: - allows you make design changes while browsing your data

e Design View: - gives you a more detailed view of the structure of your report

3.2. Designing reports in a logical sequence or manner

A report can be created by selecting Create = Report on the ribbon. The table or query that is
selected in the object browser when we press Create > Report will become the record source of
the report. As with forms, reports can be created in other ways (as blank reports or with the help
of a wizard). In this section we will just look at the simplest type which is a report based on one
table. We can select the table Student in the object browser and press Create—> Report on the
ribbon. The new report will look like this:
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B ] @ S Give appropriate: D... Report Layout Tools

File Home | Ixternal Data | DatabaseTmIs| Design  Amange  Format  PageSetup & Tellme.. Signin

AE M REEENE Bl Oa (e

Application  Table Table SharePoint CQuery Cuery | Form |Form  Blank Report Report Blank Macros &
Parts - Design  Lists=  Wizard Design Design Form ' Design Report Code~
Templates Tables Queries Farms Reports s
» || B student | F Queryt | Il student', f_) X
ﬁ StUdE‘ﬂt Tuesday, Augus
8
D Stud_name Age Gender departement
4 || Alemu Kebed 23 M ICT
L 5| Chale Tolesa 45 M Database
[
=N
£ & || alkjadfjk 2323 M COMPUTER
Q
S 7||Toles Database || 55 M HNS

=
Figure 3. 1 Simple report View

3.4. Modifying reports

A report is an object in MS Access that is designed for formatting, calculating and printing selected
data in an organized way. It contains information from tables and also information that are there
in the report design. Reports are helpful as they allow you to present all information of your
database in an easy-to-read format.

Formatting reports is one of the strengths of reports is that you can modify their appearance to
make them look how you want. You can add headers and footers, apply new colors, and even
add a logo. All of these things can help you create visually appealing reports.

Let’s take an MS Access databases example of ‘Contact’ DB default report — ‘Phone Book.’
Step 1) Click on ‘Phone Book’ under ‘Report’ section. The system will open the inbuilt ‘Phone
Book’ report. It will display Contact Name, Home, Business and Mobile name displayed for each

record present.
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All Access Obje..® « || come M Dirasiory T} e il by iy =

05 3 - Phone Book

Toreme 2 o

W contua Do [UNCATEGORIZED)

S o Atk i Krish ANTHEETLE ASTEATSETYST CETTRCERT
A contan BUSINESS

S Conity Contact MHarme Homs Business Mobile
YR weern

Repars o £ amrs Echu a574 STSTSTSTS
ﬂ'——l PERSOMNAL

T - Contact Name Home Business Mratyile
-..: ’ v Echo 4564564 JE6ATEA 64
Moduies "

Double Click on
‘Phone Book” Report

In built “Phone Book’ report is displayed
with Contact Name, Home, Business
and Mobile name displayed for each
records present

Step 2) Now suppose that we want to edit the report Heading from ‘Home’ to ‘Home

Number.” Right click and click on ‘Design View.’

Phone Book

Click on ‘Design View'’

(UNCATEGORIZED)

Krizh Krish ASTEAETSE A5THATSET 5T
BUSINESS L Hepon Viw

piliacit : ' B Dasiggin Wit ' il

G Exfu ASTASTHTS
PERSOMAL

o o B r=x

Ceurw Edhu

SESESFaTa

Figure 3. 2 Design view of report
The system will open the Report in Design view.

* Report Header
* page Header

SI445945

1408 Bl

|=Dhate}

é.phnr e Book

[]
<1
o

[=Pahe & [Page] & " of |

* Category Header

=UCase([Category)) | | ] | | |

|_contactname Home | Business 1 Mobile |
* Dewil 7
Icontact Na|h"e siiinls e ﬂ!.e'.s_.s_!?br;f_'e....__.|_’ _.....Mghil.4_Ei.!¢.n.e......._ |

| e Byl
* Page Fouter
T

* Reporfooter

Column Name in Design name. Here we can change the headings.
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Step 3) Edit the name you want to update and Press ‘Ctrl+S’.

—8| ontact List ] i ¥Fhone Book

£ORnTn Sl o emebn o ra@em e W0 o IR o ey N BT Rnems o les o phmmer s 5 7 '
* Report Header
¥ Page Header
: e EE B [ R e [ R :
[rratec I [="Pahe A (Page] B -
= B B SR
1
- s g R e B Rt
* Category Header
e L e B R e | J
= (Contact Name “ Home Phone I| Business |l Mobile
* Detail
i 'LC:F?!?FQFE.N.E;'TUEL.,:.:.Z..Z.:.Z.L:.|.'..ZZ,;.:.',§,:,.Z,ZZ...Z‘:HP?"’.'!?. .h.‘?.".'?.i,l,:Z,:,.E.:[.:‘j.:..fB.‘Jﬁ'iD??Sf??Qnﬁ‘..,..L. .........Mghii%??hgne..:.:.:...
* Page Footer

T E 1 ‘ I 3 |

* Report Footer

H Updated ‘Home’ to ‘Home Phone’

Step 4) Double click ‘Phone book’ under reports

Result: Label is updated from ‘Home’ to ‘Home Phone.’

All Access Obje...-' « || EE conmaalia | [l Phone Book by Group

Search. 5 i o
= = 4/B2019 Page 1
=
B s s - Phone Book
F%NIS =
3 : (UNCATEGORIZED)
;I ' Rkl Contact Name Home Phone Business Mobile
= dit Krish Krish 457646756 457647567557 934945945
; ‘ BUSINESS
Reports " = Contact Name Home Phone Business Mobile
ﬁ = I Guru Edu 567567557 A5T745T7575 S75757575
Macros PERSOMNAL
'.j Contact Name Home Phone Business Mobile
Mjodulos Guru Edu 564564564 989897878 346456464
I ‘Home’ is updated to ‘Home Phone’ I
Double Click on
‘Phone Book’ Report
e Report Wizard
This tool makes it easier to create reports from multiple tables and multiple queries.
In the Create tab—> Reports group—~> Report Wizard :
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External Data Database Tools ell me wiat 5 WA
(=" 1 1 [— ) e = - 3 —, B anp
E BEE 0D B EEEREWE e I3
Application  Table Table SharePoint Cuery Query Formy Form  Blank |= \'R:purt Report Blank |TI‘ Macro v__
Parts - Design  Lists = Wizard Design Design Form 527 Design Report =l
Templates Tables Cuernes Forms l||, Reports Macros & C. .
Rt Witaed I]I
\aihuich fleics do w0l Wik ey Your repent? mﬂrt “ﬁzard
Fona s hvsaon from mor S v b or sy, | Show the report wizard
- which helps vou to create
Tt Cps i a o
e - simple customized reports
fvaabie Fids Geleraed Fieids:
P .
Zagreder TE
| departemet
Lt
s -

Figure 3. 3 Report Wizard

Select the field you want to appear in the report > click the right arrow > click Next :

Repoit Wizard
Which fislds do you want on your report?
‘¥ou can choose from more than one table or guery,
Tables/Queries
|Table; Student o
Available Felds; gelmcted Fields;

1]
Stud_pame

o

Cancel Eran

e Sort data in reports: - Click the arrow as

Eeport Wizard

What sort order do you want for vour reconds?

shown, select the name of the first field you
T £ sort reconds by up b four Felde, n effher

want to sort, then select the Ascending or L
: - i , s Bsrmnarg
Descending sort on the right. _ 5 -
® You can arrange up to 4 fields, the sort will be = !

applied one by one from top to bottom, the

1T

first sort will be main. When satisfied with the

layout you created, click Next.

< =
® Choose layout and report title
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e (lick on the layout option to see what they look like, choose the one that’s suitable for use.

e Select vertical or horizontal rotation for the report.
Report Wizard

How would you like to lay out your report?

Layout Orientation
@Eortrait

(_JLandscape

R

Adjust the field width so all fields fit on
a page.

e When satisfied with the layout of your report, click Next, enter a title for the report, select

whether you want to preview or modify its design, and then click Finish.

3.5. Distributing reports to appropriate person in approved format

3.5.1. Distribute a report
Liberate your Access reports and distribute them far and wide. For example, email them to one or

more users, export them to SharePoint document libraries, and archive them on network folders.
When you distribute an Access report, you create a static report of data at a certain moment in
time, such as daily, weekly, or monthly. By doing so, you have a single point of truth that
information workers can use to make good business decisions, answer questions, find alternatives,

determine best plans, evaluate risks, and improve quality.

- Outlock
— . Send E-mail message
. > . >
m L SharePoint
= Add to report library

Figure 3. 4 Distribute a report

Note :- When you create the report, add a publication date. This helps users confirm the correct

time the report was created.
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Steps to Send a report by using the Email command

One of the fastest ways to distribute a report is by using the Email command. With just a few

mouse clicks, Access exports the report, and then creates a new e-mail message with the file

attached to it.

1. In the Navigation Pane, select the report that you want to send.

2. Select External Data = Email.

Face

All Access Ohje
Sewrch

3. In the Send Object as dialog box, select the send Object As

output format that you want to use, such

as PDF, and then click OK.

Select output format:

? x

Excel 97 - Excel 2003 Workbook {*.xls)
HTML {*.htm; =.html)

I Ok I

Microsoft Excel 5.0/95 Workbook (*.xls
Cancel

Rich Text Format (*.rtf)
Snapshot Format (*.snp)
Text Files (*.tut)

XPS Format {*. xps)

Note:- Although there are a variety of formats you can select, consider using Portable Document
Format (PDF) which has become a defacto standard, preserves the layout and format of the original

Access report, and has built-in ways to customize the pages for viewing and printing.

Access opens a new e-mail message in Outlook with the file attached.

Type the recipients' e-mail addresses in the To and Cc boxes, a description in the Subject box,

and a message in the message area.

Tip By default, the file that you send by using this method is not saved on your computer. If you

want to save a copy of the file on your computer, right-click the attachment in the Attached box,

and then select Save As.

Select Send.

Page 32 of 96

Ministry of Labor and
Skills
Author/Copyright

Operating Database
Application

Version -1

September , 2022




ML BG DU LLNEC
I b MINISTRY OF LABOR
AND SKILLS

Self-check 3

Part I: - Select the best answer from the given alternative

1.

4.

9]

7.

____is an object in desktop databases primarily used for formatting, calculating, printing,
and summarizing selected data.
A. Form C. Query
B. Report D. All
Which one of the fastest ways to distribute a report to other person?
A. Email command C. Gmail
B. Outlook D. All
. Which one of the following is the advantage of design report?
A. Add header on the report C. Easily to read and view
B. Change the field of the report D. All

___is one of the strengths of reports is that you can modify their appearance to make them
look how you want.

A. Formatting reports
B. Report view

C. Display view

D. All

. How many fields are used for sorting access database data report

A. 5 Fields
B. 4 Fields
C. 3 Fileds
D. 1 filed
Which one of the following is the advantage of design report?
A. Add header on the report
B. Change the field of the report
C. Easily to read and view
D. All

Part I1: - Give short answer for the following question

1. What is the advantage of report in access database?

2. What is the main purpose to use modification of report design in access?
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Operation sheet 3.1 Produces access database report

= Operation Title: create database report

* Purpose: To produce student report

= [Instruction: Using the figure below and given equipment. You have given 30Minut for the

task and you are expected to complete tasks.

= Tools and requirement:

e Computes

e MS office access 2016

¢ Use the following data

Student name Gender | Age | Level | Grade
Tolosa Mohammed M 20 \ C
Biruk Teshome M 19 11 NYC
Astir Getnet F 17 vV C
Chaltu Solomon F 18 I C
Kedir Mehamed F 18 I NYC
Note :- Give appropriate data type for the above field
= Steps in doing the task
Step 1: - Create database called college and table student
Step 2: - Insert the above given data
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= 6 - = College: so* ali..  TableTo.. & = m
File Home External Data Database Tools Fields Table @ Tell me...
i F| =
= M s EEREE (8] 10
] TNy ] = -
Application  Table Table SharePoint Cuery Cuery  Form  Form  Blank Reports Macros &
Parts ~ Design Lists~  Wizard Design Design Form = - - Code~
Templates Tables Queries Farms

All A @ «

Search. ye

Student name - Gender - Age - Level -~ Grade - |d
1 Tolosa Mohammed M 20 v C

Tables s i
m 2 Ban_JkTezhame M 19 I NYC Inserted
\ 3 Astir Getnet F 17 v C data
N 4 Chaltu Solomon F 158 | C
Table name 5 Kedir Mehamed F 18 I NYC

Step 3: - Click on create then click on Report

Step 4:- Press “CTRL + S” to save the report and give name “student report”.

yout Toals
External Data  DatabaseTools  Design  Amange  Format  Page Setup ell me what you
IS M RE EE O (2N [ R
Application  Table TaTe SharePoint Qufr\y cr;u_:‘ry Form ﬁn Blank ElNavigation - Report feport Blank
Parts - Design Lists~  Wizard Design Design Form |=| More Forms ~ Design_Report i
Templates ~ Tables Queries Formi Save As 7 W
All A ® « . Student“"'i.é 1 student®, Report Name:
Search. yel student report] |
Tables % Bust 30, 2022
T student student Caned | 140:00:30 pM
ID Student name Gender Age Level Grade
| 1||Tolosa Mohammed ||M || ZOHV ||C |
| 2||BirukTeshome ||M || 19|||| ||ch |
| 3||AstirGetne‘t ||F || 1?|||v ||c |
| 4||Chaltu80|omon ||F || 13||| ||c |
| 5||KedirMehamed ||F || 1s||| ||NYC |

Step 5:- Right click on report table name and select Report view then print preview
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BH G

H - = College ; Database- Chilisers\O, ?
Home  Create  Extemal Data  Database Tools Arrange Format Page Setup

fom|  Themes~  [E Group & Sort lT UJ i Logo M =
' RHcolos- X Totals- - [ Title e =
View T ) Contros - Insert Page Add Exsting Propedty

- Mfunﬁ = T Hide Details - age Mumbers ik Date and Time Frelds Sheet
Views Themes Grouping & Totals Cantrols Header/ Footer Toals ’
All A © « Bzt [ st

Search. peliy .
i Tuesday, August 30, 200

=
| % |
Tables & E stud
il R my
I student Llose All J.. 10:07:59 P

[
. = e
Reports 4 : 4] 1 Gender Age Level Grade

B ctudentr B Layout View

1= I 20|v C

L E Design View

21 m | 190 i NYC
-

3 || Astir Getnet : 17 |1V c

4| Chaltu Solomon F ' 181 lic

5| Kedir Mehamed F 18|[1 NYC

e Quality Criteria: - produce student report
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Operation sheet 3.2 Produces selected filed data report
» Operation Title: create data report

* Purpose: To produce a report using some filed of the table

= [Instruction: Using the figure below and given equipment. You have given 20Minut for the

task and you are expected to complete tasks.
= Tools and requirement:
e Computes
e MS office access 2016
¢ Use the following data

Student name Gender | Age | Level | Grade
Tolosa Mohammed M 20 \% C
Biruk Teshome M 19 11 NYC
Astir Getnet F 17 v C
Chaltu Solomon F 18 I C
Kedir Mehamed F 18 I NYC

Note :- Give appropriate data type for the above field
= Steps in doing the task
Step 1:- Use the above operation sheet of 4.1 steps 1 and 2
Step 2:- Select the table name and click on create = Report wizard

Extesnal Datn

Diatalsose Toal

I o

| B ke B RS i St fwal L] (R repor Wizard
&pphcatn Toble Table Sharel FEport Wizard k 5] Labels
Parts - Design Lisq e
Templates Tablke Which fields do you want on your report? 'r-m-
All A & « | Flusent You can choose from more than one table or Query, |
gt P D = g |-
Table i 1 Tol§  pahlssiueries |
e P, 2 BIr rabie: student :
Rimproarts HE L.
e ST A AN = Select the field to use
5 Ked %
P | Skt Gj and click on the arrow
| Gender i s -
| Mg b~ % 2 2
Lol >"" Click on this
e et
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Step 3: - select and move the field and click on Next-> Next 2> Next - sort by “ID”

Report Wizard
Report Wizard
Vehich Seid= do you want on your reporf?
What sort order do you want for your records?
o om moee tran one t=hie or % You can sort records by up to four fields, in either
ascending or descending order.
TablesQueries = i E ] | Ascending
Tabke: student wl p ' _ )
- Z |~ | Ascending
Avaizhle Reids: Selected Fislds: o -
- : 3 e
|Age Studeni name -
E-N - : 4 A
< -
La g E

3

Step 4:- Select the Layout “columnar, Tabular, Justified > and orientation  portrait or landscape

Report Wizard

Repar Wirsed What title do yau want for your repert?

P mihd e M 1 vy st ol el student Reports|

Layoul OrerAxbiry
) e i Poriran
| Tl r
L = 1} Handscone That's all the iInformation the wizard needs to create your
) Justifled 5 report;
A .
| Do you want to preview the report or modify the report's
design?

(®) Praview the report,
) Modify the report's design.

[ Akt the el piddth so 5 Bebda Bt on
= page

Tl e e || <o

Step 5: - Give report name and click on “Finish”.

Frint Preview

by H- 5 || | g | I] b ancbcane | () B 'T:ﬁ 'T'I it (x|
: . . . Columns CIE 2l LU :
Frint Size Margins Print Data Cnky Portrait Zoom Refresh  Brcel Text Close Print

[3 Page Setup ¥ [EH] - 1l File & - Preview

Primt Page Size Pags Layael FEam Datm Close Praviow S

All A = [ student |||,ﬂ sludent fepails =
search. Fo) student reports
Tables -
[ student
D Student name Grade
Reports = I e ol :
& student ., 1 Tolosa Mohammed c
B studentr, 2 Biruk Teshome MY
3 Astir Getnet C
A4 Chaltu Salomaon C
5 Kedir Mehamed NYC

Note :- This is the last output of the student using report wizard and using specific filed of the table

e Quality Criteria:- Create student report using Report wizard
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Based on the below information prepare employee report

Database name

Table name Employee

Filed name Data type

Id No Number

Employee name Short Text

Gender Short Text

Age Number

Level Short Text

Salary Short Text

Department Short Text

Phone number Number

Id_No | Employee name | Gender | Age | Level | Salary | Department | Phone number
Ep 01 | Tale Ayemew M 34 |B 8078 | Auto 0912312231
Ep 02 | Ayenalem Baye |F 35 |A 10231 | ICT 0924535142
Ep 03 | Dawit Slemon M 43 | A 8012 | GMF 0923234342

Task 1: - Create the above database and table and save on desktop

Task 2: - Insert the above data into your data

Task 3: - Using report wizard and use any three filed of the table prepare employee report
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Unit four : Create Database Forms

This unit to provide you the necessary information regarding the following content coverage and
topics:

e Creating a form

e Modify database forms

e Rearrange object with form

This guide will also assist you to attain the learning outcomes stated in the cover page.
Specifically, upon completion of this learning guide, you will be able to:

e Use wizard to create a simple form

e Open and record existing database through a simple form modified

e Rearrange objects within the form to accommodate information requirements
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Forms can be used both for adding and editing data, as well as for browsing and presenting data.

In Access 2016, a form is an object that generally serves three purposes:

1. To allow users to perform data entry. Data can be inserted, updated, or deleted from a

table using a Form object.

2. To allow users to enter custom information, and based on that information perform a

task. For example, you may want to ask a user for parameters before running a report.

3. To allow users a method of navigating through the system. For example, you may create

a form where a user can select a form to load, a report to run, etc.

e Plus, to that of the above purposes a form is: -

v' A form is a database object that you can use to create a user interface for a database

application.

v It mainly used to ease the process of data entry or editing.

v" Data in a form can be selected from one or more tables.

v" Forms can also be used to control access to data, like which fields or rows of data are

visible to which users.

v" Forms have a Form View.

v Help you to display live data with easy creation of new data.

To create access 2016 database form you must select the create tab in the toolbar at the top of the

screen. Then click on the form design button in the forms group. To view the form property of

Access 2010 database, select the design tab in the toolbar at the top of the screen. Then click on

the property sheet button in the tools group. When the Property Sheet appears, select Form from

the drop down if it is not already selected. You should now see the properties for the Form object.

It is also primarily being used to enter or display data in a database. You can also use a form as a

switchboard that opens other forms and reports in the database, or as a custom dialog box that

accepts user input and carries out an action based on the input.

e A data-entry form

e A switchboard form

e A custom dialog box
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4.2. Create a simple form

There are four primary ways to create the form as mentioned below:
1. Form Wizard 3. Multiple Item
2. Default Form 4. Split Form

Let’s have a look at each option to create the form, one by one:

1. Create using Form Wizard

The wizard lets you make decisions about certain aspects of a form's design and produces a form
based on your instructions. The form wizard gives you more control over your results than one-
click forms do. The wizard lets you make decisions about certain aspects of a form's design and
produces a form based on your instructions. To create a form based on a single table using the

Form Wizard, follow these nine steps.

Note: -This feature works the same in all modern versions of Microsoft Access: 2010, 2013,

and 2016.

This option allows the user to create the form with the wizard and select the column from the
available list of column form in legacy Select window format.

Step 1) Click on ‘Form Wizard.’
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External Data  Database Tools :g:' Tell ma ikt il fe

} [ — — e — T | QY
- A - E el i % Repait Wizard HMarka
: e ' - = Navigdion * S 7 Class Module
Application  Table Table SharePoint Query Query’ Form Form Blank _ Report Repart Blank 19 .10 aco )
Parts - Design  Lists = Wizard Deslan Design Form | =More Folfige Dasign Repont Visuial Basic
Termplates Tiled Questhes Fatms Reparts Macres & Code
All Acc... @ «
Search_ joi
Tables £
21 contacts .
Click Here
= Setings
Quperios ®
@ Comacts Extended
Forms 2

Figure 4. 1 Form Wizard

Step 2) System will display below the screen.

Form Wizard

‘ Which fields do you want on your form?

You can choose from more

Available tables list
which can be selected
from ‘Tables/Queries”
Dropdown

Tables/Queries o
Table: Contacts

Available Fields: 9

Selected Fields:

Company [

IE?rss:: 'I:Eérrnn?e | == All Columns displayed
E-mail Address == from selected table

Job Title = ‘Contact’ above.
Business Phone

Home Phone =

Back 7 Next > | Einish

Step 3) Select the columns which you want to be there in final form.

Tables/Queries

ID is selected

Table: Contacts Click Here

Available Fields: Selected Fields:

Pty
|Last Name
First Name
F.rmail Addrace
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Result: ID is selected

Tables/Queries
Table: Contacts

Available Felds:
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ID is there in
‘Selected fields’

| Company

[>1

ILast Name

Step 4) Keep selecting all required column as explained in Step 3 above and then click ‘Next.’

Tables/Queries

Table: Contacts

Available Fields:

Which fields do you want on your form?

Selected field from
‘Available fields’

Selected Fields:

You can choose from more than one table or query.

Mobile Phone ID
Fax Number | L..T_.... Company
Address S Last Name
City First Name
State/Province E-mail Address
ZIP/Postal Code < Job Title
Country/Region Business Phone
Web Page - | ==
Mntac
Cancel Next = Finish

Step 5) Layout selection box will appear which allows the user to select the different type of form

layout. Click ‘NEXT’

Form Wizard

what layout would you like for your form?

Layout Selection. By
default "Columnar”
Radio box is selected

L1

@ |Columnar ) 1
() Tabular

() Datasheet

(O Justified

Click “Next”

Cancel < Back Finish
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Step 6) Enter the name of the form as “Contact Form” and click ‘Finish.’

Form Wizard

‘What title do you want for your form?

Contacts__Form I

Enter the Form name as ‘Contact_ Form” I

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

Do you want to open the form or modify the form's design?

(@) Open the form to view or enter information.
() Modify the form’s design.

cancel cmme | e

Result: Contact Form now exist with all column displayed which are there in step 4 in the

Selected column list.

T 8 Ascanding T Selection - = New 3 A8 Replace

5 1. Desconding T Advarced - s -  Spelling *GoTo-

\i'fw Fitor = h‘:;‘v-sh & Ay Fd oo B IU

Viewt Cliptard S & Fimer Mecords Forud Tt Formating

All Acc.. ® « | 5 consen Faem | S Contson Soen S Comms Fower

Fabeh #  Contacts_Form o

Tabdes &

: - FRR

o # ¥

Quinies 2 | New Form with name as ‘Contact_Form'’

it Guru is displayed and all the column selected

it is now present in ‘Contact_Form’ form.
Guru
64564 5464

i ey i New Form with name as ‘Contact_Form’ has

it modhiapgiog been created under “Forms” section.

Figure 4. 2 finale data insert form

To navigate and input records
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2 | e [ L f 2 | Navigation bar
C—\ :

Go to the begigning record Enter new record
Go td the neX record
Go to the previbus record Go to the end record

2.  Create using Form

It is the simplest way to create the form which will:

o By default, populate all the column from the selected table in ‘form view,’

e The user can delete non-required column manually

Step 1) Select the table for which we want to create the form and click on ‘Form.’

Datasheet Q Tedl e what you want to do

= — = I
i == | R 1 ~ Farm Wizard F =) Regiart Witard - Madule
e Y — . -
= Mavigation e Class M
Application Table Table SharePoint Query CQuery prm Blank Report Report Blank labielk Maoo -~
Parts ~ Design  Lists *  Wizard Desigr nil'ség 1 FOrm e Fors = Design Report Wisual B4
Templates Tabes Cueries Forms Reports Macros & Code
All Acc.. ® « |[Tcomue\ QEPN
Search D I - Company - L&tName -~ FirstName - E-mail Address - Job Title - B
3 Guru Gur Guru wyz@gmail.com Consultant 98t
Edug9 Edu Guruy abc@yahoomail.com Business Analyst 457

Click on Form

ol ol G

ppoTts E

3

Select ‘Contact’ Table.

Step 2) Below window will appear.
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_:'I 'Contactéu

§| Contacts :E Contactst |

1 Address Rosa Royal
Company Guru Lity Helena A]I COlumn Of
] il
Guru ovince | Montana Table contaCts
appear by default
Fi ame Guru |l Code | 3434343 )
with values of
E-mail Address | xy2@gmail.com Country/Region |US first row.
b Title Consultant Web Page
Business Phone 989897878 Notes
Hume Phong 564564564 Attarhroanty
Mobile Phane 346456464 Category Personal
Fax Number 123-1232323

Step 3) Right-click on any cell which we don’t want to be part of final forms and click on ‘Delete.’

& ]_ ot — e it =
M T g alt Aa e - - I: i Tamg 0 it ety
bl - b
T B ki
Al Ace. # = ) =
fanes i ] Contacts
Nl 3 i
h [ e
Il demes | Gy (Wum
_-p ||||| i
B s ||| i .
; | e mili = 3
- ! Right click on "Fax Numbear®
- it i it Tl ) and click on "Delete’ to Delete
:; R TR "Fax Number' field from lorm.
1] T
Wai S L L -
I
[FI # BAAAS pRRE

Result: ‘Fax Number ‘field does not exist now.
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Guru

Gury

Guru

Addres xyz@gmail.com
Consultant

S89897878

Phone 564564564

346456464

o

(=P

ROS3 NOYal

ROsE NOYE

Helena

Mantana

tal Code 3434343

n (Us

Personal

MINISTRY OF LABOR
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‘Fax Number’ field deleted

Step 4) Press ‘Ctrl+S’ and enter new Form Name as ‘Contact Form?2’. Click ‘OK’.

| ontacts Contactsl
—] Contacts
13
[=] 1
Company Guru
! t Nam: Guru
Guru

E-mail Address | xyz@gmail.com

Consultant

ness Phone | 989897878

Home Phont 564564564

346456464

Save As

Form fame:

Contacts_Form?|

Montana

3434343

v us

Personal

New Form Name

.

Result: New form with the name as ‘Contact_ Form2’ exists under the “Forms” section.
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All Access Obje % ¢ || B Consm | SR Contacts form, Multiple mam ®
Seareh. b 1 Contacts
Tahles 2
D Company Last Name E-mall Address Job Title tome Ph
1| Guru Gurl Gurd xyzi@gmail.com Consultant 989897878 GEA5645¢
2/ EduSS Edu Gura abc@yahoomailco | Business Analyst 457457575 5675675!
m
{New)
New Form with name as ‘Contact_Form?2’ has
been created under “Forms” section.
Rocord: W A.2old BB R Search . .
Lot View e

3. Create form by ‘Multiple Item.’
It is another type where in a 1l the records already created will be displayed in Form with an option

to Add new record.

Step 1) From the ‘Create’ tab. Click on ‘More forms’ and select ‘Multiple Items.’

T —
e S S gy e - x
T 5 Form Wizard — = B it Module
b I ~ B - =y [ % Report Wizard ==
= T Class Module

Application  Table Table SharePoint Ouery Query Form Farm Bla Report Repcl Blank 5 | hale Macra

Parts » Design Lists=  Wizard Design Dresign Forgh [ Maore Farms = Desiop Report “Ivisual Baskc
Femplates Tables Queries Foflr m— r1s Macros & Code -~
_— o Muktiple items
Al Acc.,. ® « [Toomesl, |54 *
Sewrch. D 1D » | Company = LastMame _—_h“.n_'_n_ Job Title = Business Phc - Home Phone ~ Mobile Phon ~ Fax Number - Address
= = i Gury Guru i [ 989807878 564564564 346456464 1231232323  Ross Royal
Tables # 2 EdugS9 Edu e 457457575 567567557 575757575 575-34345335 Hamilton
B contact * [New) = SplitFc 5 7 5
B setings Click on ‘More Forms’ and then
—
=a dal Dialo. =
& Rl e select ‘Multiple Items’
iy

Result: Below Multiple lines, the window will appear

1 Contacts
TCOTIpany Taer e Pt T O ToTTE BUSTTESS PO O P
1 |Guru Guru Guru xyz@gmail.com Consultant QROBQTRTE 5645645
2 | Edu99 Edu Guru abc@yahoomail.co Business Analyst 457457575 5675675
m
i (New)

/J

Multiple line view with line for each record exist in ‘Contact’ table.
37 Row provide the option to Add new row in this form view

Page 49 of 96 Ministry of Labor and Operating Database Version -1

Skills .
Author/Copyright Application September , 2022




| QML K6 NUNF TLIEC
| MINISTRY OF LABOR

AND SKILLS

Step 2) Press ‘Ctrl+S’. Enter the new form name and click ‘OK.’

Contactsl
—] Contacts
D Compar
1 Guru
| 2| Eduss
* (New)

Save Ad

yargd Form Hame:
Contacts_Form_Myltiple_[temi
Guru

e

Hl.com Consultant

omail.co Business Analyst

985897878

457457575

564564564

567567557

Enter New Form
name and click ‘OK’

Result: New Form with the name as ‘Contact Form Multiple Item’ exists under the “Forms”

section.
All Access Obje B | EH contacts | 5 Contacts Form_Multiple_Iterm
Search s ] Contacts
Tables E
B Company Last Name First Name E-mail Address lob Title
1 |Guru Guru Guru wyz@gmail.com Consultant
& ¥ 2 | Edu99 Edu Guru abc@yahoomail.co Business Analyst
m
_* [New)
4 New Form with name as
‘Contact_Form_Multiple Item’ has been created
. under “Forms” section.
Modules A
wy  modMapping
| Record: W 4 2 0f 2 e part Filser. | Search
Layout View

4. Create form by ‘Split from’.

It is a mix of simple form and split form in a way that this form provides the view of Form and

datasheet in a split window.

Whatever the user enters in Form is visible directly in Datasheet view immediately and vice versa.

Step 1) From the ‘Create’ tab, click on ‘More forms’ and select ‘Split Form.’
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[EFIER Extemal Data 1 yor wart to

— . - - e — —

S

FFomWerd  [= T [ | = it Module
a5 Ee = 1 1% Report Wizard .
i E Ll 3 i : W s Module

Application  Table Table SharePoint Query Query Fom Form Blarg o Repart Repol Blank =1, 10 !

Parts * Design Lists~  Wizard Design Diesign Forgs |- IMore Forms = Desicl Report Visual Basic

Templates Tables Dhuigriag Fon, m— Macres & Code A

o o |55 ot i Multiple ftems
AllAcc, @ « [T Ot |} ‘
I r Company = LastName -Wﬂ-n—l Job Title + Business Phc = Home Phone - Mablle Phon + Fax Number = Address

Search- P : Datash Multiple tems e - e
- b Gury Guru l " nt 9BOR97ETE  S645G4564 346456464  123-1232323 Rosa Royal
s # 2 Edu9g Edu fr— i sﬂunah,'st 457457573 567567557 575757575 575-34345335 Hamilton
B contacs * (New) - Splitfe " 5 ; .

B seing Click on ‘More Forms’ and then
Quares A == MoctlTikg select ‘Multiple Items’

ﬂ Contacts Exterded
Forms ®

Figure 4. 3 Create form by Split from

Result: Below window will appear with the Form and data sheet together.

e
—] Contacts :
il
1 fgsa Aaya Form View
Gty Hekenia
Guru Wontana
Goru ode 3434343
Datasheet
pr gl o s View
-
Long 'l
Ip - Compamy - LastMame - Fast Mame - E-mial Address - Job Tithe = Busisess Phe - Home Phont - Mablle Phos - Fax Numbet
1 Gure Gurd Guru wyrE@gmad.cam Cornultant SEIEITETE SE4554564 45456464 131232304
2 Edu Edu Gk b @yatsamad com Business Analyst A5TESTATS SETSETSST STSTSISTS 5753533
{ e

Step 2) Press ‘Ctrl+S’ and enter the new form name. Click ‘OK.’
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_1 Contacts P ¢ |
Y .
; Form Yame
Conad_Form 5t ‘l Roya
o Cancal
I =—— |1.--'. T
Gury Montana
Hird 134
ul,l |'|,:' aL.com
Consulkan!
1B« Company + LastMName « Firsl Naing « E-mail Address 1ok Title v Business Phic » Home Phong = Mobile Phan « Fas Numbser
| Guru Gury Gury wyrigmalleom Consultant GRGAGTATA  SRASAASE4  M4BSGME4  1231233N
2 Edutd Edu Guru ahefyahoomallcom  Business Anakyst 450457575 SETSETSST  STSTRISTS.  SPS A5

¥ (New)

Result: New Form with the name as ‘Contact Form_Split’ exists under the “Forms” section.

4.3. Open existing database and modify records using a simple modified form

4.3.1 Opening existing database

Different Views of form:

D Form View

= Layout View: - this view is similar to Design View but is more visually-oriented

| Layout View

=

Form View: - this view allows you to view, create and edit records.

in that each control displays real data. As a result, this is a very useful view for
setting the size of controls, or performing many other tasks that affect the visual appearance and

usability of the form.

Design View: - this view gives you a more detailed view of the structure of

B4 Design View

the form. You can see the header, detail, and footer sections for the form. You

cannot see the underlying data while you are making design changes.
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To open an existing form:

1. Open your database and locate the Navigation pane. Home

%Cut
. . Bz Co
2. In the Navigation pane, locate the form you want to open. ~ view  pasie - E _p}r;t by |l
3 D bl 1 k h d . df Views Clipboard [P
. Double-click the desired form. : 1
All Access Objec...® «
. . Search.. 0
4. It will open and appear as atabin the Document @ .. =
Queries ¥
Tabs bar. Forms 2
E Customers |>

Flare External Data Database Taols
| |' (=L g tror ||_ I'l te= Pdwmar -
. Lk sl ie T Acvandmd - = M [ o noalling
Wi Paate Hetresh ;
2 2 [Py " T i FibLa e - |
Viewe Clipbomard s Sort & Filtar Ra rex
All Acoess Objoc = Il Cusemt et
faarch. A3
e (S
Farrmms = s
EHl Eugtamans
EHl  Customiers Form Firs ama Tracey Lusn P
EHl impioyes Datatnss o gatiom
[ R R 7 Eazr Woallker Dir
EHl e i S East v
EHl Crrder e ':
W Ordor e aubFerm [ Th |Raleiah L
CHl cides r =
' Civvil e e @il cirn
FH  reoccs ) !
Hamprarrim * — Phisis Py | oy

4.3.2 Add a record to a Form.
o Forms also give the flexibility to Add records.

e Again, this is a user-friendly and appealing way of adding records as compared to adding
records in a row form.

e Here, we will take the Microsoft Access databases example of Split from
‘Contact_Form_Split’ created above.

Step 1) Open ‘Contact Form_Split’

Guru State/Province Montana
rst Name Guru ZIPfPostal Code |3434343
Address | xyz@gmail.com Country/Region |US

Consultant

= Company ~ | LastName - First Name - E-mail Address - Job Tith
Guru Guru Guru xyz@gmail.com Consultant
Edug9 Edu Guru abc@yahoomail.com Business Anah
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Step 2) To Add record, click on ‘New (blank) Record Icon.’

— Contacts
v
! Rosa Royal
Gurysg Heeng
Kam Edu ok Montana
arm Gury ECERECE]
d ry2dgmail com s
)
Conyultznt Wk Page
- _tump_aﬂ-f » Lt Mamme ~ Firdl Name - E-=afl Address Job Tk = Butinesi Phe - Home Phone
2 Eduoa £du Gury abeEyabaomal.com Business Amakyst ESMET5TS SEISETIST
¥ (Mo
Click Here to Add New
Record
[ =] 1of2 » Soarth

Result: New record window appear in:

1.
2. Datasheet View.

Form View and

File Home [REEECH External Data @1

Database Tools

p— — — — T e — —
1 Saxll SSENE=E
o5 ; » £ " = Navigation =
Application Table Table SharePgint Query Query Form Form  Blank E=
Parts = Design  Lists~  Wizard Design Design Form = More Farms =
Templates Tahles Queries Forms

[ Form Wizard

¥ s Module
= Class Madule

i | [X Report Wizard
Report Report Blank
Design Report
Reports

wm
Macra

‘New Record’ form appear to
add data for new records.

Labels

.

All Access Obje...'.' pA |:"?_ contacts form | 5 contaats | 58] Contacts, Form

& Contacts_Foem2 |j

ultiple_em imacts Form Split

Search_

—1 Contacts
Tables

3

Queries
A
Forms
B coma
- I
W contans

W Conacts_Form_Mulriple_item

wtacts Extended

T Contacts_Form_Spit

2 oo

ts, Form2

q w
Reporls
W Oirectory

[}
Guruds

Ldooo

Edu

P

Guru

» | Company -« LastName » FirstName -

E-mail Address

wyz@gmail.com
5 .

Job Title
Consultant

+ Business Phc » Home Phone » Mobile Phan = Fax Numbe
§80897878 564564564 346456464 123-123232

W #honeBook

Macros

rrrrrr o = TETETITY

B suobie
2

Modules
s

Search

wirribfsnninn | [Record: M 4 30f3

‘New Record’ form in Data
sheet view as well.

o'\

Page 54 of 96
Skills
Author/Copyright

Ministry of Labor and

Operating Database Version -1

September , 2022

Application




- % 1S MU+ LN BC
I MINISTRY OF LABOR
AND SKILLS

Step 3) Manually fill the data from Form. Note that in split form all data will be automatically

reflected in below data sheet as well.

| =8 Contacts Form : Contacls 'E Contacts_Form_Multiple_ltem 'E Contacts_Formg E Contacts_Form_Split x
| —] Contacts o /-) Manually fill data for record 3 here.
]
10 3 Address Fiana
Company Education City Helena
Last Name Krish State/Province | Montana
First Name Krish ZIP{Postal Code | 3456342
E-mail Address | abc@gmail.com Country/Region | US
Jab Title Ul Developer Web Pag
D+ Company = LastName = FirstName « E-mail Address - Job Title v Business Phe » Home Phone » Mobile Phon » Fax Number »
1 Guruss Edu Guru xyz@gmail.com Consultant 989897878 564504564 340456464  123-1232323
2 Edug9 Fdjy Gury f i cf AGTAGTCTC LA YELY 75757578 575
3 Education Krish Krish abc@gmail.com Ul Developer 457647567557 457646756 934945945 234»1938331, :

@
\ All Data filled in Form is automatically

reflected in Data sheet view

Step 4) Double Click on ‘Contact’ table.

It Iatilex I
All Access Obje..® « |
Swerrich_ pl
Tables |
B comoo
E SE{UNgS

Result: New Record updated to ‘Contact’ Table added from Form ‘Contact Form_ Multiple Item’
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All Access Obje, 8 « [ Soslom |2 Gons | foas 3 o fend | Comes fomy :
=y 0 D « Company  lastName « FirstName »  E-mailAddress Job Title + Business Phe » Home Phone + Mobile Phon + Fax Number +

lou®d £ Gury wa@gmail.com Consultant OROROTEIS  SEASEASE!  MGSEAEd 1234231
Tables ALY y m Gy abcBuahonmal com_ Bucinece foaliet ASLISISIS  SEIRRTS e o
i 3Education  Krish Krish ab@gmai.com Ul Developer USTBATSETSST ASTGAGTS6  SM045045 234 1933333:'
sy U
Queries 2
& Coonatbrendsd
Forms ]

New Record updated to ‘Contact’
Table added from Form
‘Contact_Form_Multiple Item’

4.3.3 Modifying records using a simple modified form
e One of the features of forms is that we can edit the values and data directly from the form.
o It is more user-friendly because as compared to row format in the table, forms have better
visibility of selected fields and the user can do the direct updates.

e These values updated from forms will also be reflected in original tables immediately.

Let’s have a look at how to edit value from the form:

Step 1) Click on ‘Contact Form’

AH Access Obje...=" i _E Contacts_Form_Split | 5§] Contacts_Farm a
Search_. I Contacts_Form

Tables & |- -

=== ' L]

= |

Queri £ 1

= < Gurd|

Forme

?E Guru

.._:gJ - Guru

# © xyz{@gmail.com

== c Consultant

?E Busine > n 9B98B97E78

= Home Pho 564564564

E H ) 564564

Rep

|

=] Contact_Form Window will
Macr - appear with 1°* Row data.
= Double Click on

=z s ‘Contact Form’

Modules

Step 2) Update some values on ‘Contact Form’ value
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Contacts_Form

Edi

Guri Update Company name from Guru to ‘Guru99’
xyr@gmall.com and Last name from ‘Guru’ to ‘Edu’

Consultant

GEDRGTETE

SEALEASEY

Step 3) Double Click on ‘Contact’ table.

e plates Tables
All Access Obje...® =«

Search.. 2|
Table=s = -
E Contacts

B setings

Result: Updated value is present in the original table record.

v lastName + FirstName +  E-mail Address  + Job Title + Business Phc + Home Phone + Mobile Phon + Fax Number «
Guru xyz@gmail.com Consultant 980897878  Sbdsodcbd  3dpddbded 1231231313
Guru abc@yzhoomailcom  Business Analyst A5T4S7575 567567557 575757575 575-34345335

D - Compan

2Edu%9
0 (New

In Table ‘Contact’ - Company name from updated
M to ‘Gurud?d’ from ‘Guru99’ and Last name updated
from ‘Guru’ to ‘Edu’

4.4. Rearranging objects within the form

The Rearrange objects commands make permanent changes in your form. Save a copy of your
form before making such changes. Rearranging the page order in the design form work screens.

Do one of the following: On the Arrange tab, in the Table group, click the layout type that you
want for the new layout (Tabular or Stacked).default, when you create a new form by using one of
the form tools on the Create tab, or when you add fields to a form while it is open in Layout view,

Access puts text boxes and other controls in guides called layouts. A layout, indicated by an orange
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grid around the cons you align controls horizontally and vertically to give the form a uniform
appearance. The following illustration shows a "stacked" layout on a form that is open in Layout
view:

To move a field:

Locate the field you want to move, then hover your mouse over the bottom border of the field

header. The cursor will become a four-sided arrow. Hovering the mouse over the field.
Click and drag the field to its new location. Moving a field.
Release the mouse. The field will appear in the new location.

Although layouts can help you quickly create and modify a form, in some cases, you might prefer

having the ability to move and size controls independently. |E bk

E VAL A LA S L LT A Tl 7 L LA
This article describes how to remove controls from layouts, lLastName:  [Bedecs '
. . . . + First Name: Aana
after which you can move and resize them without affecting ey
: E-mzil Address:
other controls. ‘Home Phone; |

e Move layouts

After splitting one layout into two, the two layouts might overlap. To move a layout:

Select any control in the layout.

Press and hold the CTRL key.

Drag the layout by using the layout selector at the upper-left corner of the layout.

'_'i...,...1..

||l ® petai

4.4.1 Command buttons for form

Access offers several options that let you make your forms look exactly the way you want. While

some of these options like command buttons are unique to forms, others may be familiar to you.

If you want to create a way for users of your form to quickly perform specific actions and tasks,

consider adding command buttons. When you create a command button, you specify an action
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for it to carry out when clicked. By including commands for common tasks right in your form,

you're making the form easier to use.

Access offers many different types of command buttons, but they can be divided into a few main

categories:

e Record Navigation command buttons, which allow users to move among the

records in your database.

e Record Operation command buttons, which let users do things like save and print

a record.

e Form Operation command buttons, which allow users to quickly open or close a

form, print the current form, and perform other actions

* Report Operation command buttons, which offer users a quick way to do things

like preview or mail a report from the current record.

e To add a command button to a form:

1. In Form Layout view, select the Design tab, then locate the Controls group.

2. Click the Button command.

File Home Create External Data Database Tools Design
D I:l(::::l::ursv e
% Aa [T &2 = = EB

View  Themes Fonts = R -

Views Themes Controls

3. Choose the desired location for the command button, then click the mouse.
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Phone Mumber |919-555-2314
City Raleigh
+
1

4. The Command Button Wizard will appear. In the Categories pane, select the

category of button you want to add. We want to find a way to move more quickly

to specific records, so we'll choose the Record Navigation category.

5. The list in the Actions pane will update
to reflect your chosen category. Select

the action you want the button to

perform, then

example, we'll choose Find Record.

click Next.

In our

Command Buthon Wiz

Wk oo you manl i hasgen mbwen B butians
presed?

[efferert acers s el B mars cetmgory,

Categones: Ertons
P et
Record Diperatons
| o g |G TaFesti
Arport Opes 1 50 T Lasst Bomcond
| Applicaion |50 T et Recend
Hcrlanmay + o B P Rcond
Cancel

Enah

6. You can now decide whether you want your button to include text or a picture. A

live preview of your button appears on the left.

7. To include text, select
the Text option, then type

the desired word or phrase

Command Button Wizard

Do you want text or a picture on the button?

If yous choome Text, you can type the text to display. If you
choome Piclure, you can dick Browae 1o find a picture to display.

. (@) Teut: Search| |
into the text box. O Bicture: M
Careel « Back Einish
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the Picture option. You can
decide to keep the default
picture for that command
button or select another
picture. Click Show All

Pictures to choose from

Command Button Wizard

Do you want text or a picture on the button?

If you choose Text, you can type the text to display. If you
choose Picture, you can dick Browse to find a picture to display.

(O Text: Search

@ piciiie: ) ) Browse...

[C]1Show All Pictures

another command button

Cancel < Back Einish

icon or Browse to choose a

picture from your computer.

9. When you are satisfied with the appearance of your

command button, click Next.

10. Type a name for the button. This name won't socl |
appear on the button, but knowing the name will
help you quickly identify the button if you ever
want to modify it with the Property Sheet. After

adding the button name, click Finish.

Covrreand Buttan Winad
Wl chr w3y w10 name e bayfion®

& mesrrghd rine wi bei vou b refe o e butioe baier

That's ol e irrkoragbon D withrd feeddl 13 Ceale your
e st Hoie: P winerd oeetes ebedderd
s sht ot ron o b eckind i Aoess 2000 and
B TR

Page 61 of 96 Ministry of Labor and
Skills
Author/Copyright

Operating Database Version -1

Application September , 2022




Y

ML BG DU LLNEC
I b MINISTRY OF LABOR
AND SKILLS

Self-check 4

Part I: - Select the best answer from the given alternative

The new record window appears in in the form of?
A. Form View and Datasheet View C. Query form
B. Report form D. Ala

2. Which of the following is a types of form create?

A. Form Wizard C. Multiple Item
B. Default Form D. Split Form

3. Which of the following is an object of form?

A. To allow users to perform data entry
B. To allow users to enter custom information
C. To allow users a method of navigating through the system

D. All
4. is adatabase object that you can use to create a user interface for a database application.
A. Form C. View
B. Design D. All

5. Which one of the following statement is true when your data record is modifying?

A. The existing data is replaced by the new one
B. The existing data is store in other location
C. The old and new data is store in the same table

D. All

Part II: - Give shore answer for
1. What is the main purpose of using form in access database?
2. List and explain the way of creating form?

3. Write down the steps the open the existing access database form?
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Operation sheet 4.1 Procedures access database form

= Operation title: create database form

* Purpose: To create access database form

= Instruction: Using the figure below and given equipment. You have given 30Minut for the

task and you are expected to complete tasks.
= Tools and requirement:
5. Computes
6. MS office access 2016

Steps in doing the task
Step 1: - Open MS office access database

Step 2: - Give appropriate database name and click on create

File M
Give appropriate

Blank desktop database

Should | create an Access app or an Access desktop database?

Chllsersy Online-Deletey Do cuments,

Step 3: - Based on the following information create student table

Filed name Datatype
Std_ID AutoNumber
Stud_name Short Text
Age Number
Gender Short Text
Department Short Text
Phone number Number

v" Right click on table name and select design view
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w

Datashest Vies

Eie Homse Create External Data Diatabase Took
r [0, Date & Time &
N s 12 B X
: 4 YesiNo
View Short Number Currency Dedets
. Text =l Moare Figdds = 5
Views Add B Defete Propen
All Access Obje... ® « (|5 swoet | T 16 g o,
18] v
Sttt A "5 Close
T | {Maw) -
ablex - Clase Al
B studem b o
B tabier —=

Step 3: - Click on “Create” tape
Step 4: Click om “Form”

Give appropriate : Database- C:ALL.. Table Tools B - m| x
Home External Data Database Tools Fields Table Q Tell me what you want to do... Sign in
S T s B = ¥ ] 5 8
HE M RE EEOE 5w ija O
[l o [} [Eaaa? _ 501
Application  Table Table SharePoint Query Query Form  Blank Report Report Blank Macro
Parts - Design  Lists~ Wizard Design Design Form ' Design Report =
Templates Tables Queries Farms Reports Macros & Code R
: = Student x
All Access Obje... ® «|| 3 -
1D +  5tud_name - Age - Gender ~ departemen -~ phonenumt -
Search. yel - (N hﬂl} o
e
Tables ®
E student

Step 5: - Click here or select all textbox and resize the text box and level

= Giva apprapriate : Database- CAL,., Foarm Lapaul Tael

Home Create External Cata [atabase Tools Arrange Format

;1 Thames= | . - | | I'xlu"l Laga - s *
Eeoe LIS Ao 1@ @ E) D o

View Add Bnisting Property

lT'.é:‘-.JFD"'“' 1 = .,,,.,,.: m.DateandTime Fislds Sheet
Wlews Themes Cantrals Header / Footer Tools
t = NE student | TH Student
All Access Obje... @ «| bk ) (B Stston
Search. 2| 1= | Student
Tables & I “'F-
[ student I m . [ (New)
Stud_name |
|
R 1
|
] Gendar |
:-I-\;\,un-.:..-n: |
hone number . a

e Quality Criteria:- Create student register form
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Operation sheet 4.2 Modifying records using a simple modified form

= Operation title: Modifying records

=  Purpose: To update data using form

= Instruction: Using the figure below and given equipment. You have given 30 Minut for the
task and you are expected to complete tasks.

= Tools and requirement:

v' Computes

v" MS office access 2016
Stud_ID Stud Name Age Gender Department
1 Alemu Kebed 23 M ICT
2 Chale Tolesa 45 M DATABASE
3 Alemitu abebe | 34 F HNS
4 Toles Database | 55 M HNS

= Steps in doing the task

Step 1: - Create the above table called student
Step 2: Create form using all filed of the table
Step 3: Insert all data using the above created form

= Give appropriate : Database- CA\U... Table Tools
Create External Data Database Tools Fields Table '\; Tell me what you w
b/‘ Y ] Ascending Y- @ New > p 80 |Calibri (Detail) =111 -
& %l Descending T~ Hs v - B I U B .
View Paste Filter == g L] Refresh = v Find ] ey
- Remove Sort All - Delete - D' [} - A - & == = ﬁ -
Views Clipboard = Sort 5_.1 Filter Records Find Text Formatting P} A
: = Student X
All Access Obje... @ « || = Studen
ID +  Stud_name - Age - Gender - departemen - |Click to Add ~
Search. yol
4 Alemu Kebed 23 M ICT
Tables 3
- 5 Chale Tolesa 45 M Database
Student 6 Alemitu abebe 34 F HNS
7 Toles Database 55 M HNS
* (New) |
Step 4: - modify Alamitu data into your name, age gender, and department using form
.: Susert | T Tudent X l B student | _T-|_ Student
o P _ B
] Student | Student
> |
D [
Alemity absbe " Stud name TADESS e
{ To
Y 2 todify
: ‘ = AgE 50 ;
— 2 = Ek.lﬁlm
| Alemitu data before | .2 data
o a
modified = Gender M into
= your
iod departement | COMPUTER name
Page 66 of 96 Ministry g;:_lﬁabor and Operating Database Version -1
s . .
. September , 2022
Author/Copyright Apphcatlon P




) eru G et muiC
l Q| MINISTRY OF LABOR
| AND SKILLS

Step 5:- Click on the normal table name and view the modified data

Give appropriste : Database- CALL

Create External ata Database Tools Fields Table
bf' By X "Y 2l ascending W [By =N ) 85 | Calibri [Detail} = [11
| s i il Descending 1o - = o Save ':r . +- B I U B4
View Pamt= Filter Refresh Find 4 .
= * ReEmows 3 = % Deleis = D - !\.__' i & w _.-"‘ = — = = Pras i
Views Clipbaard & Sort &L Filber Retards Find Text Farmatting s
= wident | —B| Studen
All Access Obje... © «|| = swaent{ G stuaene _
e o D = | Stud_name - Age = Gender « departemer = ClickioAdd -
m':ﬂ . 4 plemuKebed 23 M IcT o
. [ 5 Chale Tolesa 45 M Database Thi= 13
! & TADESS 50 COMPLUT] deiﬁEd
| 7 Toles Database 55 M HNS data
|* (New) I j
¢ Quality Criteria: Insert the given data and modify the existing data using form
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Use the following data to perform below task

Emp ID | emp Name Age | Gender | Office Phone number | Salary

1 Alemu Kebed 23 M ICT 0911212122 56870

2 Fatuma mamo 56 f Finance 0976765343 78940

3 Chale Tolesa 45 M DATABASE | 0987876545 12389

4 Alemitu abebe | 34 F HNS 0934532313 3290

5 Toles Database | 55 M HNS 0998765326 6780

6 Yonase Tola 54 M Registrar 0954645434 5634
Task 1: - Create access database called college and the table name employee
Task 2: - Create form using all filed
Task 3: - Insert all data using the above created form
Task 4: - Modify the last two employee salary into 7000 and 6000 respectively.
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Unit Five: Retrieve information

This unit is developed to provide you the necessary information regarding the following content

coverage and topics:

This unit will also assist you to attain the learning outcomes stated in the cover page.

Introduction to information retrieve
Existing database is accessed and required records located

Simple query is created and required information retrieved

Query with multiple criteria is developed and required information retrieved

Data are selected and appropriately displayed

Specifically, upon completion of this learning guide, you will be able to:

Define information retrieve

Access and locate existing database record

Retrieve information using simple query

Retrieve information using multiple criteria or field of the table

Display the selected data in appropriate format
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5.1. Introduction to retrieve information

A query is what you will use to retrieve information from your database. It consists of questions
of which Access will give you the answers in the form of data from tables within your database.
Queries are what make it easy to find data, then create new tables based on the queries.

Queries are a fundamental means of accessing and displaying data from tables. Queries used to
view, update, and analyze data in different ways. Queries can access a single table or multiple
tables. For example, you want to view a list of employee id and name, but you do not want to see
phone number and other data, you can create a query that displays the employee’s id and name
only.

Queries answer a question by selecting and sorting and filtering data based on search criteria.
Queries show a selection of data based on criteria (limitations) you provide. Queries can pull from
one or more related Tables and other Queries. Types of Query can be SELECT, INSERT,
UPDATE, DELETE.

Queries show a selection of data based on criteria (limitations) you provide. Queries can pull from
one or more related Tables and/or other Queries. The Datasheet View of a Query looks like a
Table. All data added or modified in a Query, will be saved in the Table. The Design View is
where the structure of the Query is created. This is where we choose the record sources and fields,

and set the sort order and criteria.

| =1 Patient Namis Docansber 2018 x

Record Sources — Tables and/for

Queries containing the data T nED REC - i m
LasT Nassh blac] Poas
FRST visit Dabe
&ADDRESS Wit T
sl Lenith
Fields — Field names from the e Azazsan: 5
il Dockors 0

above record source and
expressions to build new fields

‘:I‘F.)‘I-ll-_b-' LAST Wisil Crate

Table | Patients raTErE Wisi Info
Sort Order— Order of the result, in |_|_g son Ascending ]
ﬁrler ﬂf anitian E rEI':I:: | = . ] =|}.'I.'.=|‘:F-: And =13 81,/3006=
ar
Criteria — Limitations applied to the 7 =
final result o
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5.2. Access and locate existing database record

A query is a derived item in the database meant to answer specific questions that relate to the
information in the database. Queries are handy during data processing.

To find and retrieve just the data that meets conditions that you specify, including data from
multiple tables, create a query. A query can also update or delete multiple records at the same
time, and perform predefined or custom calculations on your data.

A query requests data from the database. At its simplest, a query merely fetches all data from
a single table. But as you create more complex (and more typical) queries, you can assemble
exactly the data you want (i.e. unique sets of data that you require at any given time).

Queries can also be used to execute mathematical and logical functions to obtain certain

information in the database.

Queries are derived from and linked to tables or other queries. (Due to these linkages, they
tend to largely inflate the size of the database and should thus only be used to execute the

intended functions, and stored only if updated information is to be retrieved).

5.3. Retrieve information using simple query

There are various types of queries for different uses but for this session we will just focus on the
Select queries:

Select queries :- A select query is the most common type of query. It retrieves data

Dj from one or more tables and displays the results in a datasheet where you can

Select update the records (with some restrictions). You can also use a select query to group

records and calculate sums, counts, averages, and other types of totals.

Example: Select all student’s information ; College  Datairase. C\Users\Onfire: Delute

Database Taols 2 Tull s

Step 1: - Select or click on table name =z === (scall =N <=l H:I e
1an nbin able SharsPoin Cluany arm " e

Step 2: click on queries wizard then select e A

simple queries wizard and ok

Find Duplicstea Gusry Wizard
Find LUinmatched Query Wizard

5 student
FH saent o

Forme

Nl student

Reports ; This wigard creates a select query
: Frosm the felds yeu piek,
[ ] tudart r

Caieel

=
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Step 3: - Move all filed from available fields into selected fields by clicking “>>” and Finish

Simple Cuery Wizard

Imbles/Qumriss

Tahie; shudent -

| Which fields do you want 0 your ouery ?

Yau can choose from more than ong table o gusry,

w 5
cancel Einish
= student {lueryi;
ID »  Studentname - Gender » Age - Level -~ Grade -

ﬂ Tolosa Mohammed M 20V G
2 Biruk Teshome M 15 11 NYC
3 Astir Getnet F 17 IV C
4 Chaltu Solomon F 18 | C
5 Kedir Mehamed F 181 NYC

This is the last selected data

Wihich Wdde co you want i o quary?

Tijuy CAs (T0ge Trode seine Thia (s (AT o0 e bsy v

o Parameter queries - A parameter query is a query that when run displays its own dialog box

prompting you for information, such as criteria for retrieving records or a value you want to

insert in a field. You can design the query to prompt you for more than one piece of

information. To generates the parameter box we use square parakeet “[ | inside the parakeet

you can wright down the declaration what you find.

For Example: - We could create a
parameter query with variable criteria in
the Date field. This way, each time we run
the query a dialog box will appear prompting

us to enter the date we want our query to

search for.

i “_ “"
Enter Parameter Value m
What Date?
4 1
o | 02/05/2011
Field: | Pickup Date Ck Cancel |
Table: | Orders Table
A —
Show: 7] (¥ =
| Criteria | (What Date?] |
o

Parameter queries are also handy when used as the basis for forms, reports, and data access pages.

For example, you can create a monthly earnings report based on a parameter query. When you
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print the report, Access displays a dialog box asking for the month that you want the report to

cover. You enter a month and Access prints the appropriate report.

- 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

Crasstab type of total for data that is grouped by two types of information one down the left

side of the datasheet and another across the top.

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:

l Delete Queries: - A delete query deletes a group of records from one or more tables. For

T example, you could use a delete query to remove products that are discontinued or for

which there are no orders. With delete queries, you always delete entire records, not just
selected fields within records.

Update Queries: - An update query makes global changes to a group of records in one

7

Undate 0T MOTE tables. For example, you can raise prices by 10 percent for all dairy products, or
pdate

you can raise salaries by 5 percent for the people within a certain job category. With an
update query, you can change data in existing tables.
| Append Queries: - An append query adds a group of records from one or more

Append  tables to the end of one or more tables. For example, suppose that you acquire

some new customers and a database containing a table of information on those customers.

To avoid typing all this information into your own database, you'd like to append it to your
Customers table.

Make-Table Queries: - A make-table query creates a new table from all or part

|_l of the data in one or more tables. Make-table queries are helpful for creating a

Make  taple to export to other Microsoft Access databases or a history table that contains

Tahle
old records.

5.4. Retrieve information using multiple criteria

In order to control which records are displayed, you must define criteria in a query. The most
common type of query is the Select Records query which will be discussed below.
To Define Criteria for Your Query:

1.  Position your cursor in the criteria row in the field for which you wish to define the criteria
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2.  Type the criteria

Example: To find all Excel courses:
3. Position your cursor in the criteria row of the Course ID field
4.  Type Excel (Access adds the quote marks to the criteria automatically when you tab to the

next column)

el | Farst Forst CowrseiD Descniption Aftended

Talife: - Emiployess Employees Coigrsed Courses &ffemdance
5ot

Shiw o o Ed o o

CriEria Exce

5. Click the Run Query button |

To Save the Query:
7. Click the Save icon
8. Enter a name for the query

9. Click OK
5.4.1. Criteria for Text, Memo, and Hyperlink fields

A criterion that you specify for a Hyperlink field is, by default, applied to the display text portion
of the field value. To specify criteria for the destination Uniform Resource Locator (URL) portion
of the value, use the HyperlinkPart expression. The syntax for this expression is as
follows: HyperlinkPart(|Tablel].[Field1],1) = "http://www.microsoft.com/", where Tablel is
the name of the table containing the hyperlink field, Fieldl is the hyperlink field, and

http://www.microsoft.com is the URL you want to match.

To include records Use this Query result
that... criterion
Exactly match a value, " Ethiopia " Returns records where the Country Region field is set to
such as Ethiopia Ethiopia.
Do not match a value, Not " addis Returns records where the Country Region field is set to a
such as addis Ababa Ababa " country/region other than addis Ababa.
Begin with the Like U* Returns records for all countries/regions whose names
specified string, such as start with "U", such as UK, USA, and so on.
U

Note: When used in an expression, the asterisk (¥)
represents any string of characters — it is also called a
wildcard character. For a list of such characters, see the
article Access wildcard character reference.
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U

Korea

" "

ma

values

strings
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Illln
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To include records Use this Query result
criterion
Do not begin with the Not Like U* Returns records for all countries/regions whose names
specified string, such as start with a character other than "U".
Contain the specified Like Returns records for all countries/regions that contain the
string, such as Korea "*Korea*" string "Korea".
Do not contain the Not Like Returns records for all countries/regions that do not
specified string, such as  "*Korea*" contain the string "Korea".
End with the specified Like "*ina" Returns records for all countries/regions whose names end
string, such as "ina" in "ina", such as China and Argentina.
Do not end with the Not Like Returns records for all countries/regions that do not end in
specified string, suchas  "*ina" "ina", such as China and Argentina.
Contain null (or Is Null Returns records where there is no value in the field.
missing) values
Do not contain null Is Not Null Returns records where the value is not missing in the
field.
Contain zero-length "" (a pair of Returns records where the field is set to a blank (but not
quotes) null) value. For example, records of sales made to another
department might contain a blank value in the
CountryRegion field.
Do not contain zero- Not "" Returns records where the Country Region field has a
length strings nonblank value.
Contains null values or """ Or Is Null Returns records where there is either no value in the field,
zero-length strings or the field is set to a blank value.
Is not empty or blank Is Not Null Returns records where the CountryRegion field has a
And Not "" nonblank, non-null value.
Follow a value, suchas  >=" addis Returns records of all countries/regions, beginning with
addis Ababa, when Ababa " addis Ababa and continuing through the end of the
sorted in alphabetical alphabet.
Fall within a specific Like "[A-D]*"  Returns records for countries/regions whose names start
range, such as A with the letters "A" through "D".
through D
Match one of two "USA" Or Returns records for USA and UK.
values, such as USA or "UK"
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grid.
To include records Use this Query Result
that... criterion
Exactly match a value, 100 Returns records where the unit price of the product is $100.
such as 100
Do not match a value, Not 1000 Returns records where the unit price of the product is not $1000.
such as 1000
Contain a value smaller <100 Returns records where the unit price is less than $100 (<100). The
than a value, such as <=100 second expression (<=100) displays records where the unit price is
100 less than or equal to $100.
Contain a value larger >99.99 Returns records where the unit price is greater than $99.99 (>99.99).
than a value, such as ==010 0 The second expression displays records where the unit price is
99.99 greater than or equal to $99.99.
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To include records
that...

Contain one of the
values in a list of
values

Contain certain
characters at a specific
position in the field
value

Satisfy length
requirements

Match a specific
pattern

Illln

Use this
criterion

In("Ambhara",

"Afare ",
"SNNP ")

Right([Country
Region], 1) =

LSS )

y

Len([CountryR
egion]) > 10

Like "Chi??"
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Query result

y.

Returns records for all countries/regions specified in the
"Oromia ", list.

Returns records for all countries/regions where the last
letter is

Returns records for countries/regions whose name is more
than 10 characters long.

Returns records for countries/regions, such as China and

Chile, whose names are five characters long and the first
three characters are "Chi".

Note: The characters ? and _, when used in an expression,
represent a single character — these are also called
wildcard characters. The character _ cannot be used in the
same expression with the ? character, nor can it be used in
an expression with the * wildcard character. You may use
the wildcard character _ in an expression that also

contains the % wildcard character.

Table 5. 1 Criteria for Text, Memo, and Hyperlink fields

5.4.2. Criteria for Number, Currency, and AutoNumber fields

The following examples are for the UnitPrice field in a query that is based on a table that stores

products information. The criterion is specified in the Criteria row of the field in the query design




To include records
that...

Contain one of the two
values, such as 20 or 25

Contain a value that
falls with a range of
values

Contain a value that
falls outside a range

Contain one of many
specific values

Contain a value that
ends with the specified
digits

Contain null null (or
missing) values

Contain non-null values

Use this
criterion

20 or 25

>49.99 and
<99.99

_Or_

Between 50 and
100

<50 or >100

In(20, 25, 30)

Like "*4.99"

Is Null

Is Not Null

Illlu
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Query Result
Returns records where the unit price is either $20 or $25.

Returns records where the unit price is between (but not including)
$49.99 and $99.99.

Returns records where the unit price is not between $50 and $100.
Returns records where the unit price is either $20, $25, or $30.

Returns records where the unit price ends with "4.99", such as $4.99,
$14.99, $24.99, and so on.

Note: The characters * and %, when used in an expression,
represent any number of characters — these are also called wildcard
characters. The character % cannot be used in the same expression
with the * character, nor can it be used in an expression with

the ? wildcard character. You may use the wildcard character % in
an expression that also contains the _ wildcard character.

Returns records where no value is entered in the UnitPrice field.

Returns records where the value is not missing in the UnitPrice field.

Table 5. 2 Criteria for Number, Currency, and AutoNumber fields
5.4.3. Criteria for Date/Time fields

The following examples are for the OrderDate field in a query based on a table that stores Orders

information. The criterion is specified in the Criteria row of the field in the query design grid.

that ...

To include records Use this Query result
criterion

Exactly match a value,  #2/2/2006# Returns records of transactions that took place on Feb 2, 2006.

such as 2/2/2006 Remember to surround date values with the # character so that
Access can distinguish between date values and text strings.

Do not match a value, Not #2/2/2006# Returns records of transactions that took place on a day other

such as 2/2/2006 than Feb 2, 2006.

Contain values that <#2/2/2006# Returns records of transactions that took place before Feb 2,

fall before a certain 2006.

date, such as 2/2/2006
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To include records
that ...

Contain values that
fall after a certain date,
such as 2/2/2006

Contain values that
fall within a date range

Contain values that
fall outside a range

Contain one of two

values, such as
2/2/2006 or 2/3/2006

Contain one of many
values

Contain a date that
falls in a specific
month (irrespective of
year), such as
December

Contain a date that
falls in a specific
quarter (irrespective of
year), such as the first
quarter

Contain today's date

Contain yesterday's
date

Contain tomorrow's
date

Contain dates that fall
during the current
week

il

Use this
criterion

> #2/2/2006#

>#2/2/2006# and
<#2/4/2006#

<#2/2/2006# or
>#2/4/2006#

#2/2/2006# or #2/3/2006#

In (#2/1/2006#,
#3/1/2006#, #4/1/2006#)

DatePart("m",
[SalesDate]) = 12

DatePart("q",
[SalesDate]) = 1

Date()
Date()-1
Date() + 1

DatePart("ww",
[SalesDate]) =
DatePart("ww", Date())
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Query result

To view transactions that took place on or before this date, use
the <= operator instead of the < operator.

Returns records of transactions that took place after Feb 2, 2006.

To view transactions that took place on or after this date, use
the >= operator instead of the > operator.

Returns records where the transactions took place between Feb 2,
2006 and Feb 4, 2006.

You can also use the Between operator to filter for a range of
values, including the end points. For example, Between
#2/2/2006# and #2/4/2006# is the same as >=#2/2/2006# and
<=#2/4/2006# .

Returns records where the transactions took place before Feb 2,
2006 or after Feb 4, 2006.

Returns records of transactions that took place on either Feb 2,
2006 or Feb 3, 2006.

Returns records where the transactions took place on Feb 1, 2006,
March 1, 2006, or April 1, 2006.

Returns records where the transactions took place in December of
any year.

Returns records where the transactions took place in the first
quarter of any year.

Returns records of transactions that took place on the current day.
If today's date is 2/2/2006, you see records where the OrderDate
field is set to Feb 2, 2006.

Returns records of transactions that took place the day before the
current day. If today's date is 2/2/2006, you see records for Feb 1,
2006.

Returns records of transactions that took place the day after the
current day. If today's date is 2/2/2006, you see records for Feb 3,
2006.

Returns records of transactions that took place during the current
week. A week starts on Sunday and ends on Saturday.
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To include records
that ...

Contain dates that fell
during the previous
week

Contain dates that fall
during the following
week

Contain a date that fell
during the last 7 days

Contain a date that
belongs to the current
month

Contain a date that
belongs to the
previous month

Contain a date that
belongs to the next
month

Contain a date that fell
during the last 30 or
31 days

Contain a date that
belongs to the current
quarter

Contain a date that
belongs to the
previous quarter

il

Use this
criterion

and Year( [SalesDate]) =
Year(Date())

Year([SalesDate])* 53 +
DatePart("ww",
[SalesDate]) =
Year(Date())* 53 +
DatePart("ww", Date()) —
1

Year([SalesDate])*
53+DatePart("ww",
[SalesDate]) =
Year(Date())*
53+DatePart("ww",
Date()) + 1

Between Date() and
Date()-6

Year([SalesDate]) =
Year(Now()) And
Month([SalesDate]) =
Month(Now())

Year([SalesDate])* 12 +
DatePart("m",
[SalesDate]) =
Year(Date())* 12 +
DatePart("m", Date()) - 1

Year([SalesDate])* 12 +
DatePart("m",
[SalesDate]) =
Year(Date())* 12 +
DatePart("m", Date()) + 1

Between Date( ) And
DateAdd("M", -1, Date(

)

Year([SalesDate]) =
Year(Now()) And
DatePart("q", Date()) =
DatePart("q", Now())

Year([SalesDate])*4+Dat
ePart("q",[SalesDate]) =
Year(Date())*4+DatePart
("q",Date())- 1

ML BG DU LLNEC
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Query result

Returns records of transactions that took place during the last
week. A week starts on Sunday and ends on Saturday.

Returns records of transactions that will take place next week. A
week starts on Sunday and ends on Saturday.

Returns records of transactions that took place during the last 7
days. If today's date is 2/2/2006, you see records for the period
Jan 24, 2006 through Feb 2, 2006.

Returns records for the current month. If today's date is 2/2/2006,
you see records for Feb 2006.

Returns records for the previous month. If today's date is
2/2/2006, you see records for Jan 2006.

Returns records for the next month. If today's date is 2/2/2006,
you see records for Mar 2006.

A month's worth of sales records. If today's date is 2/2/2006, you
see records for the period Jan 2, 2006. to Feb 2, 2006

Returns records for the current quarter. If today's date is 2/2/2006,
you see records for the first quarter of 2006.

Returns records for the previous quarter. If today's date is
2/2/2006, you see records for the last quarter of 2005.
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To include records
that ...

Contain a date that
belongs to the next
quarter

Contain a date that
falls during the current
year

Contain a date that
belongs to the
previous year

Contain a date that
belongs to next year

Contain a date that
falls between Jan 1
and today (year to date
records)

Contain a date that
occurred in the past

Contain a date that
occurrs in the future

Filter for null (or
missing) values

Filter for non-null

values

Illlu

Query result

Use this

criterion
Year([SalesDate])*4+Dat
ePart("q",[SalesDate]) =

Year(Date())*4+DatePart
("q",Date())+1

Year([SalesDate]) =
Year(Date())

Year([SalesDate]) =
Year(Date()) - 1

Year([SalesDate]) =
Year(Date()) + 1

Year([SalesDate]) =
Year(Date()) and
Month([SalesDate]) <=
Month(Date()) and
Day([SalesDate]) <= Day
(Date())

< Date()
> Date()

Is Null

Is Not Null

Table 5. 3 Criteria for Date/Time fields

5.4.4. Criteria for Yes/No fields

As an example, your Customers table has a Yes/No field named Active, used to indicate whether
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Returns records for the next quarter. If today's date is 2/2/2006,
you see records for the second quarter of 2006.

Returns records for the current year. If today's date is 2/2/2006,
you see records for the year 2006.

Returns records of transactions that took place during the
previous year. If today's date is 2/2/2006, you see records for the
year 2005.

Returns records of transactions with next year's date. If today's
date is 2/2/2006, you see records for the year 2007.

Returns records of transactions with dates that fall between Jan 1
of the current year and today. If today's date is 2/2/2006, you see
records for the period Jan 1, 2006 to to 2/2/2006.

Returns records of transactions that took place before today.

Returns records of transactions that will take place after today.

Returns records where the date of transaction is missing.

Returns records where the date of transaction is known.

a customer's account is currently active. The following table shows how values entered in the

Criteria row for a Yes/No field are evaluated.

Field value

Yes, True, 1, or -1

Result

Tested for a Yes value. A value of 1 or -1 is converted to

"True" in the Criteria row after you enter it.

No, False, or 0 Tested for a No value. A value of 0 is converted to "False"
in the Criteria row after you enter it.
No value (null) Not tested
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Field value Result
Any number other than 1, -1, or 0  No results if it's the only criteria value in the field

Any character string other than  Query fails to run due to Data type mismatch error
Yes, No, True, or False

Table 5. 4 Criteria for Yes/No fields

5.4.5. Criteria for other fields
e Attachments
In the Criteria row, type Is Null to include records that do not contain any attachments. Type Is

Not Null to include records that contain attachments.

e Lookup fields

There are two types of Lookup fields: those that look up values in an existing data source (by
using a foreign key), and those that are based on a list of values specified when the Lookup field
is created.

Lookup fields that are based on a list of specified values are of the Text data type, and valid criteria
are the same as for other text fields.

The criteria you can use in a Lookup field based on values from an existing data source depend on
the data type of the foreign key, rather than the data type of the data being looked up. For example,
you may have a Lookup field that displays Employee Name, but uses a foreign key that is of the
Number data type. Because the field stores a number instead of text, you use criteria that work for
numbers; that is, >2.

If you do not know the data type of the foreign key, you can inspect the source table in Design
view to determine the data types of the field. To do this: -

. Locate the source table in the Navigation Pane.

Open the table in Design view by either:

e C(Clicking the table, and then pressing CTRL+ENTER

e Right-clicking the table, and then clicking Design View.

The data type for each field is listed in the Data Type column of the table design grid.

e Multivalued fields

Data in a multivalued field are stored as rows in a hidden table that Access creates and populates

to represent the field. In query Design view, this is represented in the Field List by using an
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expandable field. To use criteria for a multivalued field, you supply criteria for a single row of the
hidden table. To do this:

Create a query containing the multivalued field, and open it in Design view.

. Expand the multivalued field by clicking the plus symbol (+) next to it — if the field is already
expanded, this is a minus symbol (-). Just below the name of the field, you will see a field
representing a single value of the multivalued field. This field will have the same name as the
multivalued field, with the string. Value appended.

. Drag the multivalued field and its single value field to separate columns in the design grid. If you
want to see only the complete multivalve field in your results, clear the Show check box for the
single value field.

Type your criteria in the Criteria row for the single value field, using criteria that is appropriate for
whatever type of data the values represent.

. Each value in the multivalued field will be individually evaluated using the criteria you supply.
For example, you may have a multivalued field that stores a list of numbers. If you supply the
criteria >5 AND <3, any record where there is at least one value greater than 5 and one value less

than 3 will match.

5.5. Selecting data and display appropriately

Select Create > Query Wizard. Select Simple Query, and then OK. Select the table that contains
the field, add the Available Fields you want to Selected Fields, and select Next. Choose whether
you want to open the query in Datasheet view or modify the query in Design view, and then select
Finish. Access offers several options for making your queries work better for you. In addition
to modifying your query criteria and joins after you build your queries, you can choose
to sort and hide fields in your query results.

When you open an existing query in Access, it is displayed in Datasheet view, meaning you will
see your query results in a table. To modify your query, you must enter Design view, the view you

used when creating it.
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There are two ways to switch to Design view:

. On theHometab of the Ribbon, click

the View command. Select Design View from

the drop-down menu that appears. oo
Form View | E =
| | Layout View
B Design Viewr- -
e In the bottom-right corner of your
Access  window, locate  the al - = v
small view icons. Click the Design Design View

= BERIAN

View icon, which is the icon farthest
to the right.
Once in Design view, make the desired changes, then select the Run command to view your

updated results.

e Input masks

An input mask is used to provide some control over what values can be entered. They are primarily
used in Text and Date/Time fields, but can also be used in Number or Currency fields. Input Mask
are used when data is entered in a fixed pattern of numbers, letters, spaces etc., such as a National
Insurance number but is unsuitable where the pattern varies (e.g. postcode or telephone number).
When you click in the input mask area, a build button appears on the right. Clicking this button
will enable the Input Mask wizard, which will help you select an appropriate input mask for your
field.

| General [:qﬂkup

| Farmat i
[ Input Mask |:_|
Build button ———

Character | Allows Required/Optional

0 0-9 only Required

9 Digit or space Not required

# +/-, digit or space Not required
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L Letters A-Z Required
? Letters A-Z Optional
A Letter or digit Required
a Letter or digit Optional
& Any character or space Required
C Any character or space Optional
> All following characters converted to uppercase

< All following characters converted to uppercase

\ Displays the following characters as type

Table 5. 5 Input Mask validation

For example: an input mask for an NI Number would be: >LL000000>L Entry will be restricted

to two letters, followed by six numbers, followed by one letter. The > symbol converts the letters

to uppercase.

Note: - To find out more about how to create input masks, click in the Input Mask area and press

F1
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Self-check 5

Part I: - Select the best answer from the given alternative

2. Which one of the following is used to retrieve information from your database?
A. Report C. Query
B. Form D. Al
3. Which one is retrieves data from one or more tables and displays the results in a
datasheet
A. Update query C. Select query
B. Delete query D. All
4. Which one is returns records where no value is entered in the field.
A. Is Null C. Like
B. Is Not Null D. All
5. Which one is Returns records where the value is not missing in the give field.
A. Is Null C. Like
B. Is Not Null D. All

6. Which types of filed is used based on the values from an existing data source depend
on the data type of the foreign key
A. Attachment

B. Lookup fields
C. Multivalued fields
D. All
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Operation sheet 5.1 retrieve information from access database

= Operation title: select data

=  Purpose: - Retrieve data using simple query

= Instruction: Use the figure below, given equipment and task. You have given 30 Minut for
the task and you are expected to complete tasks.

= Tools and requirement:

7. Computes
8. MS office access 2016
9. Create database called TVET and Student file table based on the below table. Give

appropriate data type for each field
Task 1: - create database, table and insert the data
Task 2: - select all student information

Task 3: Save the query under Desktop called “Student filesas Query”

Student name Gender | Age | Level | Grade | Registration date
Tolosa Mohammed M 20 \% C 8/10/2022
Biruk Teshome M 19 11 NYC 8/24/2022
Astir Getnet F 17 v C 8/17/2022
Chaltu Solomon F 18 | C 8/10/2022
Kedir Mehamed F 18 I NYC 8/17/2022

Step 1: - Create database and table

Graje - Regisiation - Ot

T c P

- M w o i 87/
=l et _ 7 , C ) .
Quenies & s c
H 1 N
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Step 2: - Select table name

v" Click on create -1 [ £ Q : - A
Apphcation  Tablr  Tabie “Swdain Query  Farm - Fam Blaok o Pipon Repod - Band |
. P Demign  ish e Chesagai  Foemn - [eqign Bepert
v Clle on quel'y J— ? 4 - . :u.. l:um..r.q . arr
. d All Access (| B e
wizar [
. Talites # el Dugcates Cumry e k
v Select simple query &> ikt e
. Dhitsies |
wizard e :
A e * |
v 0Ok B e
Tarmy Mes carard Dnses & eeinct quern
T s i th Bl o .
Rpqarin
.
M| i
[

-
| ML WG U ALNEC
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- s
Mstrs

= | Registration -~ Gl

yiandanz 3]

Step 3:- Move all filed from available fields into selected fields by clicking “>>" and Next

Simple Query Wizard

Snple Cuery Vizad
tach Fiskls da yors waml in your queiyF
Fou o3 chaose: Pom more an one iable or quary
Tabbng /Gusrws
Tabia| shiderk_fis
et Feide: Getecied Feids:
| Shucdert v

(Grade
Fng o dats

Which fields do you want in your query?

Iables/Cueries
[Table: student_file el
Avallable Fields: Selected Fields:

0

Student name

Gender

=
| == |
Cancal | i | [mxt =

Step 4:- click on Next=>» click on Next=»Give file name and click on “Finish”

Sarriple Chagry Winwd

what 18 da s wart o wour guery?

Theafs all P eformabon Bu wiisd o s b craale o

| student_file"" ﬁ Student_ﬂlesasQuer_vl"-.:

You can choose from more than one table or query,

ID+ Studentname - Gender~ Age~ Level - Grade - Registration -

e !Tolosa Mohammed M 0V C
e 2 Bk Teshome BN
Oty e msy e 3 Astir Getnet f 17V C
4 ChaltuSolomon ~  F 181 C
= s 5 KedirMehamed ~ F 131 NYC
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Operation sheet 5.2 Retrieve information from access database

= Operation title: select data

=  Purpose: - Retrieve data using multiple criteria

= Instruction: Use the figure below, given equipment and task. You have given 40 Minute for

the task and you are expected to complete tasks.

= Tools and requirement:

10. Computes
11. MS office access 2016
12. Use the above operation sheet database and table

Task 1: - select all student information having grade is “C” and gender is”F”
Task 2: Save the query under Desktop called “Student multiple criteria”
Task 3: Update grade is “NYC” into “C”

Step 1: - Select table name
v" Click on create
v" Click on query design

Step 2: - select table name and click on “Ok” then click “close”
Query1

Show Table

Tables Queries Both

Step 3: - Double click on the field of the criterial to select data from the table

Step 4: - write down the criteria or “C” on grade and “F” on gender

ﬁ Query1 ',
student_file
student name -
Gender
Age Field: | Gender Grade
Level Table: | student_file student_file
Grade sort
Show: o ol
Registration date - riteria: | C
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- Query1 ',

Step 5: click on Fun Gender »  Grade
. . Save As ? X
v" Right click on query name and save as F ¢
F c Query Name:
v Gi .
Give name on file and OK F c Student multiple criteri|

= Student multiple criteria ',

B Cance

Gender - Grade -
F| C
F C
F C

v’ select data by using multiple criteria is like this

Task 3:- Update grade is “NYC” into “C”
Step 1:-Use the above steps up to” step 3”
Step 2:- Duple click on “Grade” field and click on Update #!Update

Step 3: - write down “C” on update to and criteria on “NYC”. And click on Run !
Run
Field: | Gender
Table: | student_file
Update Toe | " C”

Criteria: | "MYC
or: ||
Microsoft Access ot

You are about to update 1 row(s).
! Onece you click Yes, you can't use the Undo command to reverse the changes.
Are you sure you want to update these records?
Yes Mo
Step 4: - Click on “OK”
ﬁ Cueryl i j student_file %

D - Student name - Gender - Age - | Level -~ Grade - |Registration - |¢
1 Tolosa Mohammed %! 20 W C 8/10/2022
tz Biruk Teshome M 19 Il C 8242022
3 Astir Getnet F 17 I C 8/17/2022
4 Chaltu Solomon = 18 1 C 8/10/2022
5 Kedir Mehamed F 18 I C 8/17/2022

Quality criteria: - This is the last output of update
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Lap Test 5
Task 1: Under this task you should create a database called "My _school " an save it on desktop
Task 2: Create the following table under My School Database and save it by the name Student.
Task 3: Set appropriate data, field property the following for design view of the student table.

Field Name Data type
Student first name

Student Middle name

Student last name
Student Id
Age

Gender
Registration_date

City
Nationality

3.1.Set an appropriate primary key for the student table.
3.2.Set the following field properties For City Field.
e Default Value: Gonder.
e Validation Rule: Gonder, Woliso, Jimma, Adama or Harar.
e Validation text: Enter only Gonder, Woliso, Jimma, Adama or Harar.
3.3. Set the following field properties For Sex field:
* Default value: M
= Validation rule: M or F
* Validation text: Please type either M or F.
Task 4: -Set the following field properties for age field is greater than twenty five.
Task 5: -Set the following the default field properties For Nationality field is Ethiopian.
Task 6: - Create the following table under My School Database and save it by the name course.

Task 7: - Set appropriate data type, field property the following for design view of the course table.

Field Name Data type

Course_name

Course code
Contact Hr
7.1. Set an appropriate primary key for course table.

Page 90 of 96 Ministry of Labor and Operating Database Version -1
Skills ..
Author/Copyright Application September , 2022




7.2.The contact hr should not accept grater 4.

Illlu

M. KG DU ALLibC
MINISTRY OF LABOR
AND SKILLS

Task 8: - Create the following table under My School Database and save it by the name grade.

Task 9: - Set appropriate data, field property the following for design view of the grade table.

Field Name Data type
Student id
Course code
Contact Hr
Grade
Grade point
8.1 Set an appropriate primary key for the above grade table.
8.2.The grade value only accepts A, B, C, D and F.
8.3.The grade point should not accept greater than 12 and less than 0
Task 9: - Enter the following data into student table
Student first | Student Middle na | Student last | Student Id | Age | gender | Regstration | cit | nationality
_name me _name _date y
Mulu Alemu Facil YA/001/15 |23 M 13/01/15 Ha | Ethiopia
Milion Solomon Sime YA/004/15 |25 M 24/01/15 Ad | Ethiopia
Hana Dawit Worku YA/003/15 |36 F 22/10/15 Ji | Ethiopia
Helen Yonas Abera YA/011/15 |44 F 22/11/15 W | Ethiopia
Tigist Worku Solomon YA/001/15 | 36 F 22/10/15 W | Ethiopia
Task 10: -Enter the following data into course table
Course name Course code Contact Hr
Operate Personal Computer ICT ITS 06 4
operate database application ICT ITS201 4
Access and Use Internet ICT I1TS204 2
Administer Network Hardware ICT ITS202 3
Work in Team Environment ICT ITS206 2
Work in Team Environment ICT ITS106 4
Task 11: -Enter the following data into grade table
Student Id Course code Contact Hr Grade Grade point
YA/001/08 ICT ITS106 |4 c 8
YA/004/08 ICT ITS2 01 4 B 12
YA/003/13 ICT ITS204 |2 A 8
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Task 12:-Create the relationship among the table
Task13: -Create data enter form the course table and give appropriate form name.

Task 14:-Enter the following data into course table by using the form.

Course_name Course code Contact Hr
Apply Quality Standards ICT ITSI 07 3
Work with Others ICT ITSI 08 4

Task 14: - Retrieve the information that has the grade value is A or B. The queries should Include
Course_name , Course code, Grade, Grade point ,Full name of student.

Task 15:-Create select queries by specific Course name, The queries should Include
Course_name , Course code, Grade, Grade point ,Full name of student

Task 16: -Create Update queries the Contact Hr from 3 into 4.

Task 17: - Create Update Queries the course name is Operate Personal Computer and Contact Hr
is 4 into administrate network and 6 respectively.

Task 18: -Create the delete queries the student first name letter is H and age is 44.

Task 19:- Create the report the Contact Hr is four. The queries should Include Course name ,
Course code and Contact Hr

Task 20: - Create the report the student grade is A. The report s should include name of student,
Course name, Course code, Contact Hr and Grade point.

Task 21: -Create the report by specific course name. The report s should include name of
Course_name, Course code, Contact Hr and student full name.

Task 22:- Print the equation 19 and 20.
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Participants of this Module (training material) preparation

No |[Name Qualificat Field of Study Organization/ Mobile E-mail
ion Institution number
(Level)
1 | ERKYHUN AZEZE B Information Technology | Finote Damot PTC | 0969082669 | itsol2012s@gmail.com
2 YINEBEB TAMIRU | B Computer Science Akaki PTC 0936325182 | yinebebtamiru07@gmail.com
3 | EZRA ALEMAYEHU | A Computer Science Hosana PTC 0912243860 | ezanets261(@gmail.com
4 ALEMAYEHU ABERA | A Computer Science Bahidar PTC 0903124653 aberaalemayehul9@gemail.co
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