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Welcome!
You’re about to embark on
a journey that goes beyond just using
technology—you’ll learn how it really works
and how you can shape the future with it.
From coding challenges to real-world
applications, this course will help you sharpen
your skills and spark new ideas.
Let’s level up together!




Key Features

An innovative approach to building digital competencies, developed by
expert educators.

Each unit offers
straightforward explanations
and contemporary
examples, making
technology concepts
accessible and relevant.

Curriculum aligns with the latest industry standards, preparing students for
certifications and future careers.

Every unit includes a variety of
tasks and activities designed
to help students build
essential digital competencies.

Projects and exercises
throughout the course reinforce
students’ understanding and
practical application of digital
skills in real-world scenarios.

Well-defined learning goals and hands-on, applicable digital skills.

Discover more
Students learn about platform
diversity, expanding their
digital toolkit and adaptability.

Each unit organizes key terms
that are crucial for digital
literacy, equipping students
for today’s technology-driven
workplace.




n 1. Handling databases

1. Handling
databases

Managing structured data ensures information is
organized and accessible for decision-making and
problem-solving. This unit covers organizing data using
tables in a database, creating forms and reports for
inputting and sharing data, and extracting specific
information to gain valuable insights.

Learning Objectives

In this unit, you will:

> describe structured data, its importance, and how to manage it
effectively in database management systems.

> create a database by defining tables and fields in a database
management tool.

> input, organize, and manage different data types in a table using
appropriate data types, field properties, and sorting functions.

> troubleshoot common database issues by identifying and
resolving errors related to data input, queries, and forms.

> create and customize a data entry form using a form creation
tool, including steps to insert, edit, delete records, adjust layouts,
and attach labels to fields.

> create and run queries using a query design tool, by adding
tables, selecting fields, applying filters, and designing parameter
queries.

> design and save custom reports using a report creation tool,
including grouping data, sorting fields, and adding calculations
like totals and averages.

> export data from a database system to spreadsheet or CSV file
formats using export functions.

> import data from spreadsheet or CSV file formats into a database
system using an import tool.

Tools

> Microsoft Access



LESSON 1
Structured information

What is a database?
. How do database tables simplify the process
of comparing and analyzing information?

Do you make a list before you go grocery shopping? A grocery list is an example of structured
information. The term "structured" means organized and arranged in a specific way. In particular,
a simple list is usually divided into rows and columns. In this example, the grocery list could be
structured like a table, where each row represents a product and the following columns contain its

details:

1. Product name

2. Quantity

3. Estimated price (to help you estimate the total cost of all the products)

Grocery list

Product name

Apples

Yogurt

Bags of rice

Bottles of milk

Bottle of orange juice
Shampoo

Cereal

Total

Quantity
5

3

This list is an
information table.

Est. price

$5.5
$3
$2.5
$3.5
$2.5
$6
$4

$27

Structured information always consists

of rows (records) and columns (fields),
like a table. Each column has its own
title that defines the column data.




Databases and structured information

A database stores and organizes structured information, such as data arranged in rows and columns
within tables. For example, in a student management system, the database could include tables for
storing student details, course information, and grades. Building such a database is essential to
ensure that the data is well-organized, readily accessible, and reliable.

The following diagram details the stages of building a student management system database:
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o Identifying requirements 9 Analyzing requirements
o Collect students' data and their grades. « Determine the valuable data.
« Find out who will use it and benefit « Specify the users' permissions.
from it.
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6 Designing the database o Create the database

Create a diagram detailing: « Build the database using one of a

o database management tool, such as

« The database tables and their fields. .
Microsoft Access.

« How the tables are linked.
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6 Test the database 6 Maintain the database

« Test and modify the database « Update the content.

according to the requirements. . Redesign if needed.
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Create a database

In this unit, you will focus on setting up a database. You will create and develop a student
management system database using Microsoft Access.

To create your database:

> Open Microsoft Access.
> From the available templates, click Blank database. @

> In the pop-up window, type a file name for your new
database in the File Name field. & Your database file will be
saved to the location indicated below the File Name field. ©

> Click Create. ©

'd N\
& Access Binary Academy @ R'_"] 2 = O X
(R Home Good morning
N
D new ~ New
7 Open

ﬂ‘

Blank database

Account

/O Search
Options

g ) >

p
Optionally, click the Browse button next to the File Name box
and browse to a different location in which to save the database.

.

Blank database

File Name

2 ] =)

C:\Users\localadmin\Documents\
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Creating a table

Now that your new database has been created, continue by creating a table of structured

information in your database.

When a blank database is created, Microsoft Access goes to Datasheet View and creates a blank
table named "Tablel." In Datasheet View, you can immediately enter data in your table and let the

program build the table structure automatically.

In this lesson, you are going to use Design View instead. In Design View, you decide how you want
your table to be structured. Then you either switch to Datasheet View to enter data, or you enter
your data by using some other method, such as a form. You will learn about forms in the next activity.

To create a table in Design View:

@H9 -

>

>

On the Home tab, in the Views group,
click on the drop-down arrow and select
Design View. @

In the Save As window, in the Table Name
field, type the name of your table, e.g.,
"Student Grades", € and click OK. ©

File Home  Create

]| AB 12

Text

Datasheet View
@ Design View

Tables

Short  Number Currency

Database1 : Database- C:\Users\localadmin\Documents\D...

External Data  Database Tools Help  Table Fields
[__01 g} Eﬂ N
S L O\
> Properties
B~ ol %o W H
Formatting

~ Click to Add ~
(New)

> In the Field Name column, type a name for
each field in your table, @ and in the Data
Type list, click a data type. @

> Let’s name our first field "StudentID" and
leave the Data Type as AutoNumber.

> Type the rest of the field names as they
are in the screenshot and assign the
appropriate data types. @

> Press () + @ to save your table.

EH Table

Save As ? X

Table Name:
Student Grades

Cancel

In the Description column, you can enter
additional information for each field.

B

Create Data
Macros v Delete Macro

L Tell me what you want to do

Ly =g

Rename/ Relationships

ield, Record & Table Events

Bl

Object
Dependencies

File Home Create External Data Database Tools Help Table Design
@ C)% A [D'l ¢ Insert Rows :—;
7
View Primary Build TestVahdatlon 5 Delete Rows Property Indexes
v Key Rules B3 Modify Lookups Sheet
Views Tools Show/Hlde
All Access Objects © < [ sudentorages
Field Name
SEalcl }3‘ VStudVentlDL o
Tables ~ Name
B student Grades Address
~ [city
~ Postal Code

While field
descriptions are not
mandatory, including
them in large tables

with multiple fields
can improve clarity.

Telephone number
Class No

Course

1st Semester Grade

2nd Semester Grade

Final Grade

General Lookup

“Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Short Text
Number

Number

Number

Relationships
Data Type 9
Thi

- AutoNumber

Description (Optional)
his column counts each record we insert in our table.
The name of each of the students.
The address of each of the students.
The city of each of the students.
The postal code of each of the students.
The telephone number of each of the students.
The class number of each of the students.
The name of the course, of each student.
We update this column with the grades of the 1st Semester.
We update this column with the grades of the 2nd Semester.
We update this column with the final grade.

Field Properties

Field Size
INew Values
Format
Caption
Indexed
Text Align

Long Integer
Increment

No
General

A field name can be up to 64 characters long,
including spaces. Press F1 for help on field names.
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Data types and their uses

Data Type Purpose
Short Text For up to 255 characters of text.
Long Text A block of text that is more than 255 characters long and that may also

contain formatted text.

Number A numeric value that can be used in calculations.

Large Number Use this data type to efficiently calculate large numbers.

Date/Time For date or time data.

Currency For numeric values that refer to money and always include decimals.

AutoNumber Use an AutoNumber field to provide a unique value that serves to make each
record unique. The most common use for an AutoNumber field is that of a
primary key.

Yes/No For Boolean values like Yes/No, True/False, On/Off, 1/0.

OLE Object For attaching an OLE Object, such as a Microsoft Excel workbook, to a record.

Hyperlink For an email address or a website URL.

Attachment For attaching files or images to a record. For example, you can use an

attachment field to attach a photo of each of the students.

Field properties

In Design View, when you click any of your fields’ characteristics (Field Name, Data Type, or
Description), you can check and edit several of that field’s properties in the Field Properties pane
at the bottom of the window. In addition, on the Table Design tab, you can click Primary Key @ to
make the selected field the primary key. You will next learn about the concept of primary keys and
their essential role in database design and integrity.

File

)

External Data  Database Tools Help Table Design £ Tell me what you want to do

I];/j ¢ Insert Rows :Z% % gj% & : @

2x Delete Rows

View er Test Validation — Property Indexes | Create Data  Rename/ Relationships Object
v Rules @ Modify Lookups Sheet Macros ¥ Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships id
A” Access Objects ® < 3 Student Grades X X
Field Name Data Type Description (Optional) A
| Search.. /O| | studentiD AutoNumber This column counts each record we insert in our table. |0
Tables N Name Short Text The name of each of the students.
BH student Grades Address Short Text The address of each of the students.
City Short Text The city of each of the students.
Postal Code Short Text The postal code of each of the students.
Telephone number Short Text The telephone number of each of the students.
Class No Short Text The class number of each of the students.
Course Short Text The name of the course, of each student.
1st Semester Grade Number We update this column with the grades of the 1st Semester.
2nd Semester Grade Number We update this column with the grades of the 2nd Semester.
Final Grade Number We update this column with the final grade.

Field Properties

General Lookup

[Field Size Long Integer ‘
New Values Increment

Format

Caption

Indexed Yes (No Duplicates)

Text Align General

A field name can be up to 64 characters long,
including spaces. Press F1 for help on field names.




Field properties overview

Property Use

Field Size The maximum size of your field’s data. For example, Short Text fields can
range from 1to 255 characters. It's recommended to use the smallest field
size sufficient for the data to ensure better performance. Some data types
have a fixed field size, for example, date/time or currency.

Input Mask This displays editing characters to guide data entry. For example, an input
mask for a field with an amount of money might display the dollar currency
symbol ($) at the beginning of the field and allow only numbers to be
typed.

Caption This is the label text that is displayed by default for this field in forms,
reports, and queries. If this property is empty, the name of the field is used.
An effective caption is usually brief.

Default Value The specified value is automatically assigned to the field when a new
record is added.

Validation Rule An expression that must be true whenever you add or change the value in
this field.
Validation Text A message that is displayed when a value that is entered violates the

validation rule.

Required This property requires that data must be entered in the field. Use this for
fields that are required, such as Name.

Allow Zero This allows entry (by setting it to Yes) of a zero-length string ("") in a
Length Hyperlink, Short Text, or Long Text field.
Indexed This specifies whether the field has an index. Use indexes on fields that are

frequently used to make the operations involving that field faster.

Simplifying database structure

The structure of a database table can be simplified by separating this table into smaller related
tables. This is helpful for keeping the data organized and manageable. For example, by separating
student details, course information, and grades into separate tables, we can avoid repeating
personal information for every course a student takes.

So, let's divide the "Student Grades" table into three separate tables, as we describe below.

Students
StudentID, Name, Address, City, Postal Code, Telephone number, Class No

Courses
CourselD, Course Name, Class, Teacher

Grades
StudentID, CourselD, 1st Semester Grade, 2nd Semester Grade, Final Grade
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Let’'s make these changes to our database and then relate the tables to each other.

To rename a table:

> Click the Close button, @ to close the Student Grades table.

> In the Navigation pane, right-click the Student Grades table, @
and click Rename. ©

> Type "Students" and press CiG2n). O

| Search... ,0| L J

Tables a A
B student Grades . l .
e All Access Objects® <

NY Design View
I Search... /Ol

Export > Tables A

Rename e I B students a I

Hide in this Group

Import o

&

Delete

& Cut

@ copy

B2 Linked Table Manager

() Smart Tip
© Give a relevant name to each field so that you can tell what it contains without having to check
the data.

File Home Create External Data Database Tools Help Table Design O Tell me what you want to do
% 2¢ Insert Rows . == ? Q B @
: = - = E
BH|Q A » =2 S = =7 iy I = 25|
View Primary| Builder Test i = 2eIELEiRONS Property Indexes | Create Data  Rename/ Relationships Object
v Key @ Modify Lool Sheet Macros v Delete Macro Dependencies
Views Too[s Show/Hide Field, Record & Table Events Relationships ¥
All Access Objects® < | studentGrades X x
Field Name Data Type Description (Optional) a
search... ,O| B studentID AutoNumber This column counts each record we insert in our table. |0
Tables ~ | |Name Short Text The name of each of the students.
BB student Grades | | Address Short Text The address of each of the students.
| City Short Text The city of each of the students.
| Postal Code Short Text The postal code of each of the students.
| Telephone number Short Text The telephone number of each of the students.
| Class No Short Text The class number of each of the students.
| Course Short Text The name of the course, of each student.
| 1st Semester Grade Number We update this column with the grades of the 1st Semester.
| 2nd Semester Grade Number We update this column with the grades of the 2nd Semester.
Final Grade Number We update this column with the final grade.
v
Field Properties
Fle H Create External Data  Database Tools  Hel £ Tell me what tto d ( )
ile ome Create External Data atabase Tools  He ell me what you want to . .
o i L Did you notice the small key next
21 Ascending % & Ne 3 .
N | Y fx W 2rscenng 5| [ S‘“ = |, to the StudentID field name? The
) Al Descending & v e o [ Save & d 7
View | Paste i‘ iter AL ! Refres ; é Find 5 key tells you that the StudentID
¥ ¥ ) Sort All ~ Delete v 2 ¥ . . .
Views Clipboard N Records Find .fleld Is the prlr'nary key The
All Access Objects® < primary key is unique and cannot
be the same in two records.

il

&
e
=]




w table struct

To setup a

> On the Create tab, in the Tables group, click Table Design. @

> Type the field names given in the screenshot with the appropriate
data types. @ Make sure to set the CourselD field as the Primary Key. ©

> Click the Save button. @ This will be the Courses table. The program will ask you
to name your table. Type "Courses" and click OK. @

File Home Create External Data  Database Tools Help £ Tell me what you want to do
= = =% Form Wizard &= .
M B R B RO ] [ P | L] &
Application Table SharePoint = Query Query Form Form Blank Navigation ™~ Report Report Blank Labels Macro E;I
Parts v Design  Lists v Wizard Design Design Form More Forms v Design Report = fuzd]
Templates Tables Queries Forms Reports Macros & Code ¥
All Access Objects® <
| Search... ,Ol
Tables
I B Students File g Home Create External Data  Database Tools Help Table Design L Tell me what you want to do
A B¢ | R =
& = 3¢msertRows B = m
O% o B 2 Delete R 7 L I = =5
i jilder Test Validation = Dc'ete ROWS Property Indexes | Create Data  Rename/ Relationships Object
Rules @ Modify Lookups Sheet Macros v Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships Y
All Access Objects@_< | & Tabler X S
~ Field Name Data Type Description (Optional) a
.CourseID AutoNumber This column counts each course we insert in the table. 0
Tables ~ Course Name Short Text The course name of the class.
| B students |  (Class Short Text The class number in which each course is taught.
Teacher Short Text The name of the teacher, of each course.
v
Field Properties
General Lookup
Field Size [Long Integer
New Values |Increment
Format
Caption
Indexed Yes (No Duplicates)
Text Align General .
A field name can be up to 64 characters long,
including spaces. Press F1 for help on field names.
—
ﬂ E ") 7 Q‘ ¥ Databasel : Database- C:\Users\localadmin\Documents\Database1.accdb (Access 2007 - 2016 file f... Binary Academy @ = o X
File Home Create External Data Database Tools Help Table Design £ Tell me what you want to do
<> 2¢ Insert Rows =7 =]
- = B L = H
EH || A =2 S Delete B in] I g =3}
View Primary| Builder Test Validation = EiEistRons Property Indexes = Create Data  Rename/ Relationships Object
v Key @ Modify Lookups Sheet Macros v Delete Macro Dependencies
Views Show/Hide Field, Record & Table Events Relationships L4
All Access Objects® < %
? % | Description (Optional) o
(7] | search:. 2 | This column counts each course we insert in the table. |0
O Tables ~ | Course Name | icourees The course name of the class.
) | BR Students | ~ Class The class number in which each course is taught.
“ Teacher [ ok | cancel The name of the teacher, of each course.
e Il v
“ 5 Field Properties
5 General  Lookup
Field Size Long Integer
u New Values Increment
Format
m (Caption
= Indexed Yes (No Duplicates)
L1 | [Fext Align General A field name can be up to 64 characters long,
4 including spaces. Press F1 for help on field names.
u
ign view. F6 = Switch . F1 = Help.
ﬁ Design view. F6 = Switch panes. elp. Num Lock E M




To modify an existing table structure:

> In the Navigation pane, right-click the Students table, @ and click Design View. &
> Select all the extra fields that are not needed in this table, € and press CEED.
> Click the Save button. @

> Now create the Grades table on your own and type the appropriate fields.
No Primary Key is required here. @

File Home Create External Data Database Tools

Views
All Access Objects® < | & courses X

Field Name

|Search... ,O| 57

Tables ~ | Course Name

EH courses - Classh

Teacher
EH students I
B Open

N Design View 0

Help Table Design

\ Data Type
AutoNumber
Short Text

Short Text

Short Text

O Tell me what you want to do

‘ Description (Optional)

This column counts each course we insert in the table.
The course name of the class.

The class number in which each course is taught.

The name of the teacher, of each course.

| EH students

Import P
Export b
u o\N v v Binary Academy @ = (m]
File Home Create External Data Database Tools Help Table Design £ Tell me what you want to do
£~ 2¢ Insert Rows = B
H Q4 = B = B L = H
View Primary Builder Test Validation 5 Delete Rows Property Indexes Create Data  Rename/ Relationships Object
v Key Rules @ Modify Lookups Sheet Macros v Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects @ < |EH courses X [E5 students X
Field Name Data Type Description (Optional)
| Search... ’O| ® |studentiD AutoNumber This column counts each record we insert in our table.
Tables ~ Name Short Text The name of each of the students.
BB Courses Address Short Text The address of each of the students.
| BB studers | City Short Text The city of each of the students.
| Postal Code Short Text The postal code of each of the students.
~ Telephone number Short Text The telephone number of each of the students.
Class No Short Text The class number of each of the students.
Course Short Text The name of the course, of each student.
1st Semester Grade Number We update this column with the grades of the 1st Semester.
2nd Semester Grade Number We update this column with the grades of the 2nd Semester.
Final Grade Number We update this column with the final grade.
File Home Create External Data Database Tools Help  Table Design O Tell me what you want to do
® Re == =]
% /} E;'/j : Insert Rows _% % g& = = @
View Primary Builde! s dation 5 Delete Rows Property Indexes | Create Data  Rename/ Relationships Object
v @ Modify Lookups Sheet Macros v Delete Macro Dependencies
Views Tools Show/Hide Field, Record & Table Events Relationships
All Access Objects © < |EH courses X [ students X [E Grades X ‘
Field Name Data Type | Description (Optional)
| Search. L l | StudentID Number Relates to the StudentlD field of the Students table.
Tables ~ CourselD Number Relates to the CourselD field of the Courses table.
BB cCourses : 1st Semester Grade Number We update this column with the grades of the 1st Semester.
2nd Semester Grade Number We update this column with the grades of the 2nd Semester.
5 Grades e | Final Grade Number We update this column with the final grades of each of the students.
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Keys and relationships

Each record must be unique to ensure accurate data management when working with databases.
For example, each person is unique. Even when two people have the same name, they have
different emails or telephone numbers. In a database about people, such as friends, each record
needs to describe a unique person.

Primary key

A primary key consists of one or more fields that can uniquely identify each record in your database
table. For example, if you know that there cannot be two people with the same email address in your
friends database, you can use the Email Address field as the primary key. Similarly, if you are sure
that the combination of name and email address is unique for your friends, then the Name and Email
Address fields can be the primary keys.

4 N\
f Wh i k
O Students y primary keys
matter:
StudentID ‘ Name ‘ Telephone Number ‘ Email Address
If no field is unique, you
1 Tom 212 500 202 tom.bacademy@outlook.com create an ID field (e.g.,
1, 2, 3...) to identify
2 Tom 212 500 202 tomas.bacademy@outlook.com . .
records efficiently.
They keep records
. unique and avoid
The ID field duplicates.
Somgtlmes, you Fannot find a good prlma.ry key even if you. mclu-de all They save space and
the fields. Occasionally, you may need to include so many fields in your make databases work
primary key to make it unique that it becomes too large, taking up too faster.
much space. So, what do you do in such cases? You can create a new b 7

one if you cannot find a primary key in your existing fields. We usually refer to that as the ID field. ID
comes from the word "identity," a very fitting name since this field identifies each record. For
example, StudentID in the "Students" table is a primary key because it uniquely identifies each
student.

Table relationships

In databases, relationships are connections between tables that allow you to combine data from
different tables to extract useful information. Databases have the following relationship types
between tables:

1. One-to-One: Each record links to only one record in another table. For example, a table of
student profiles could be linked one-to-one with a table of student login credentials.

N .
This is the primary Students Student credentials
key symbol. | B studentiD = 2| B studentiD
p < Name Username
The simplest way to Address Password
create a oneto-one city el
relationship is to split an
existing table in a Postal Code
database into two tables Telephone number
and link them using the
same primary key.




2. One-to-Many: One record links to many records. For example, one student can have grades for
multiple courses.

il

Students Grades E
B studentiD L = StudentiD
Name i CourselD
i
Address 1st Semester Grade
City 2nd Semester Grade
Postal Code Final Grade
Telephone number

3. Many-to-Many: Records in both tables link to multiple records. For example, a student can take
many courses, and a course can have many students enrolled.

&
e
=]

Students Grades
B studentiD “\ B RecordiD
Name = StudentID
Email CourselD
Final Grade

To create relationships between tables:

> On the Database Tools tab, in the Relationships group, click Relationships. @

> In the Add Tables pane, select all the tables, @ click Add Selected Tables, € and then click
the Close button at the top corner of the pane. @

> Drag the StudentID field from the Students table and drop it on the StudentID field of the
Grades table. @

> In the Edit Relationships window, click Create to establish the relationship. @

> In the same way, drag the CourselD field from the Courses table and drop it on the CourselD
field of the Grades table. @

> Click Close. @ If prompted, save your changes. Your tables are now successfully related.

File Home Create External Data Database Tools Help £ Tell me what you want to do

@E @ QI “ @ T‘D Database Documenter ﬁé @\ @f

Compact and Visual  Run Relationships Object O Analyze Performance Access  SharePoint Add-
Repair Database Basic Macro Dependencies ﬁ Analyze Table Database ins v

Tools Macro Relationships Analyze Move Data Add-ins




File Home Create External Data Database Tools Help Relationships Design £ Tell me what you want to do

Er/,.;! S clear Lyt —EE EH?(R‘ Table

Add Direct Relationships

et [}: Relationship Report

Relationships Tables B All Relationships
Tools Relationships
. =] 3 :
All Access Objects® < | %a Relationships X X Add Tables %
a
| Search... /O|
Tables Links Queries All

Tables 2

B3 courses

EH Grades |Search

l EH Students Courses
Grades
Students

To relate two fields, they must be
compatible data types. The most common
case is to relate an AutoNumber field with
a Number field, since they are compatible.

% [ Add Selected Tables ]
4 G »
\.Readv Num Lock
File Home Create External Data Database Tools Help Relationships Design O Tell me what you want to do
Eﬁ X Clear Layout —@ [ Hide Table
=] - - .
Edit ) ) Add Direct Relationships
Relationships |}p BRI S Tables All Relationships
Tools Relationships
All Access Objects® < || =5 Relationships X
| Search... P | Courses Grades Students
Tables ~ B courseid —\ StudentiD ———|| B SstudentiD
EH Courses Course Name CourselD Name
B Grad Class 1st Semester Grade Address
races Teacher 2nd Semester Grade City
| EH students Final Grade Postal Code
Telephone number
Class No
4 . . \
3 Enforce Referential Integrity prevents "orphan" Edit Relationships
(7] records and keeps references synchronized so that
[\ , — Table/Query: Related Table/Query:
2 you won’t have any records that reference other
. Students v Grades /
(1] records that no longer exist. Cancel
=’ \ J
o StudentID v |StudentID
b o] ( . ) I Join Type..
o Cascade Update Related Fields updates all the s
[ related records if a primary key changes in a table. | ) Create New..
e 4 J | |“—f®) Enforce Referential Integrity ]|
—
i o] - N | Cascade Update Related Fields
< Cascade Delete Related Records deletes all the - e - g
. . . +o | Cascade Delete Related Records
‘mu related records, if a record is deleted. This way, you =
. avoid orphan records in your tables and records not Relationship Type:  One-To-Many
| connected to anything else in your database. L
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1. Read the following sentences and put a check mark for True or False.

True False

1. Structured information is always displayed in rows and columns.

2. In Microsoft Access, a table created in "Datasheet View" allows
you to immediately enter data.
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3. In "Design View," the table structure is automatically built by the
program.

4. The "Primary Key" ensures that every record in a table is unique.

5. The "Data Type Currency" can include decimals for numeric
values.

2. Read the questions and put a check mark for the correct answer.

1. Which of the following is the first step to create a blank database in Microsoft Access?
a. Click on "Create Table" under "Table Tools."
b. Open Microsoft Access and choose "Blank Database."
c. Select an existing template for tables.

d. Enter data directly in "Datasheet View."

2. What is the purpose of an "AutoNumber" data type?
a. To allow numeric values used for calculations
b. To attach files or images to a record
c. To provide a unique value for each record automatically

d. To store "Yes/No" values for a record




3. In the "Field Name" column of a table, what is "StudentID" typically used for?
a. To identify each student uniquely in the table
b. To record the student's grade for a semester
c. To list the student's telephone number
d. To describe the table structure
4. Which property specifies whether a field is optimized for faster searching and sorting
within a database?
a. Input Mask
b. Indexed
c. Validation Rule

d. Default Value

3. Match the data types and their uses.

1. Short Text For a file or image

2. AutoNumber For numeric values including money
3. Currency For up to 255 characters of text

4. Attachment To create a unique record ID

5. Yes/No For Boolean values like True/False
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4. Complete with the missing word.

1. In Microsoft Access, structured information is typically arranged in rows, called

, and columns, called

2. The "Field Properties" pane allows users to edit a field's size, data type, and

for additional details.

3. The most common use of the "AutoNumber" field is to set a

for each record, ensuring uniqueness.
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4. "Table Relationships" can combine data from multiple tables. The most common type of

relationship is , where one record links to many records.

5. The "Primary Key" is important because it prevents and

ensures every record is unique.

5. You have to create a library inventory database to manage information about authors and
the books they have written.

1. Open Microsoft Access and create a blank database. Name the database
"Librarylnventory."

2. Create a new table to store authors' details including the following fields:

« AuthorID (AutoNumber, Primary Key)
« Author Name (Short Text)

3. Save the table as "Authors."

4. Create a new table to store book details including the following fields:

« BooklID (AutoNumber, Primary Key)
« Title (Short Text)
« AuthorID (Number)

For Review Purposes Only
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« Author (Short Text)
« Genre (Short Text)
» Year Published (Number)

. Save the table as "Books."

. Enter the following records in Datasheet View:

« Authors Table:
> Record 1: AuthorlD: Auto-generated, Author Name: Antoine de Saint-Exupéry

> Record 2: AuthorID: Auto-generated, Author Name: Roald Dahl

- Books Table:

> Record 1: BooklID: Auto-generated, Title: The Little Prince, AuthorID: 1,
Genre: Fiction, Year Published: 1943.

> Record 2: BookID: Auto-generated, Title: Charlie and the Chocolate Factory,
AuthorlD: 2, Genre: Fiction, Year Published: 1964.

. Create relationships between "Books" and "Authors" tables.

. What type of relationship exists between tables?

. Save and close the database.

For Review Purposes Only
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LESSON 2]
Data entry forms

n Why might it be helpful to use a tool to add or edit one

. record at a time instead of scrolling through a large table?
How can a simple, organized interface facilitate the entry
of details such as name, address, and telephone number?

Now that tables have been created in the database, a data entry form can be created. This form
helps add information or edit existing data. Data can always be added from the tables. Forms serve
as the interface created for users, providing a simple way to enter data without directly editing the
tables or understanding how the database is structured.
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Forms also allow control over which data the user can access, ensuring that only specific fields or
records in the database can be checked or edited.

For this activity, you will work on the "Students" table that you created in the previous lesson.

To create a form using the Form Wizard:

> Make sure all database objects are closed, and select the Students table, @ from the
Navigation pane.

> On the Create tab, in the Forms group, click Form Wizard. @
> In the Form Wizard window, click the button, € to include all the fields in the form.

> The StudentID field is excluded from the form, as it contains no relevant data for the
user and is updated automatically. To remove it, click it in the Selected Fields list, @
and click the (i button. @

> Click Next. @
> In the next screen leave Columnar layout selected and click Next. @
> Click Finish. @

File Home Create External Data Database Tools Help O Tell mew u want to do

E 5.5__*_ m @1} @l 'ir:‘l@ E EZ Form Wizard —@

Application Table Table SharePoint Query Query Form Form Blank Nav19atlonv Report Report |

Parts v Design  Lists v Wizard Design Design Form  [E§ More Forms v Design R
Templates Tables Queries Forms Reports
All Access Objects® <
| Search... ,Ol
Tables 2
B courses
£ Grades o
I B3 Students
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Form Wizard

-
:’.:.;“1}

=

Tables/Queries

Which fields do you want on your form?

You can choose from moare than one table or query.

[Table: Students

Available Fields:

Telephone number
Class No

Selected Fields:

Form Wizard
- NS ‘Which fields do you want on your form?
o —
" You can choose from moare than one table or query.
Tables/Queries

[Table: Students

Available Fields:

Selected Fields:

Telephone number
Class No

Cancel l | < Back ‘l Next > | ‘ Einish

| Cancel ‘ | < Back ‘l Next > | ‘ Einish

Form Wizard

-
= | }

=

Tables/Queries

Which fields do you want on your form?

You can choose from moare than one table or query.

[Table: Students

Available Fields:

Selected Fields:

Address
City
Postal Code
Telephone number
Class No

Form Wizard

What layout would you like for your form?

—
=

— —

— —
—] (O Tabular

I ]

] Ogatasheet C N

—

—§ O ustified

—

Cancel | | < Back ‘l Next > | ‘ Einish

Cancel < Back Next > Einish

N
Alternatively, you can choose another

layout which suits your personal taste.
J

Form Wizard

What title do you want for your form?

Students

(You can change the

L name of your form.

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. e————————

(O Modify the form's design.

Cancel

H < Back ” Blext > || Einish

This option opens the
form in Form View
and lets you type data.




To insert records in your form:

> Simply fill in the form you have already created. @
> When you are done, on the Home tab, in the Records group, click Save. @

File Home Create External Data Database Tools Help L Tell me what you want to do
| Yar- Ro Jokx: D = =
z 5 ~' = 3= = o |E .
View Paste [B Filter A‘l‘ Tﬁ, Refresh Find 7 B I U |22 = |»7 e
v ¥ 20 | AIv X v EH~ M| AvZ2-2-E==@-

Views Clipboard Sort & Filter Records Find Text Formatting ] ¥
All Access Objects © < || EH studens X %
[ search. o]| Students

Tables ~ o
B3 Courses —
= »
Grades Name Marco
EH students
Forms = Address 44 Woodrow Way

I Students

City Dallas
Postal Code 12345
Telephone number 212500432
Class No 2

IC_ >

| Record: 14« [1of7 | » »i it | SZnorFilter | Search \

L The postal code of each of the students. Num Lock @
Use this button to go Use this button to go Create a New record
to the First record. to the Last record. with this button.

J

Record: I4 r Tof 1 T L 2
This button takes you This button takes you
to the Previous record. to the Next record.

This area presents
the Current
record.
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In the same way, you enter data into a form,
you can also enter data into a table. Open the
"Students" table and type these records.

3] students X
| StudentID - Name - Address - City - PostalCode - Telephone number - | Class No - Clickto Add -

| ilJ‘Marco 44 Woodrow Way Dallas 12345 212500432 2

& 2 Lisa 36 Cambridge Court Dallas 12346 212500202 i
. 3Kim 22 Alfred Drive London 12347 212500441 2
7\ 4Tom 36 Cambridge Court Dallas 12346 212500202 3
L 5 Alex 202 Newport Lane London 12348 212500516 3
| 6 Stella 2048 Central Avenue London 12349 212500123 3
o 7 Paul 43 Oxford Street London 12341 212500526 1
* | (New)

To delete a record:

> Navigate to the record you want to delete, e.g., the 7th
record, and click the record selector next to the record. @

> On the Home tab, in the Records group, click the drop-down
arrow next to Delete, and then click Delete Record. &

> |n the warning message box, click Yes. ©

File Home Create External Data  Database Tools Help

= = & Cut Y Al Ascending Y ’7 =& New i p G
ABC

£ Tell me what you want to do

Eg Co z i =~ G 2 s
View Paste E; = ) Filter A‘L Deceniing lj Refresh S0 4 Find B
= » Format Painter A¢ Remove Sort Y All~ | X Delete ~|[] - [y ~ A - Ay
Views Clipboard = Sort & Filter X Delete Find
4 =g| S ts X
All Access Objects® « tudents = Delete Bm,.da
Search...
’O StUdentS LxJ Delete Column
Tables -

E Courses

E Grades
Name Paul

E Students

Forms Microsoft Access X
Address

Studlents

L1l

You are about to delete 1 record(s).

! If you click Yes, you won't be able to undo this Delete operation.
Are you sure you want to delete these records?

Because the StudentID field is auto-numbered,
when you delete a record, its StudentID number is
not replaced. If you delete the last record, e.g., No
6, the StudentID for the next new record will be 7.

() Smart Tip
© To fill in a form faster, you can press after typing each field to move to the next one. If you

press QELRE while working on the last field of a form, you move to the next page to insert
another record.




Personalize your forms

You can customize your form in various ways. For instance, you can add or change fields and labels.

To change the layout of your form:

> On the Home tab, in the Views group, click on the drop-down arrow and select Layout View. @
> In Layout View, you can resize and drag all the fields and put them in the order you prefer. @

File Home Create External Data Database Tools Help Form Layout Design  Arrange Format 0O Tell me what you want to do
ﬁlj A ut v Z\i""" . ﬁf\,w D ﬁNew Z otals p G v i= =
- Z] no ) . [ L — ® 52 = e o @
Ve DSt @ c Filte \l~ scending  \& Advanced Refieah IE save % Spelling Find =2 B I U|3= (> iz ]
v < Format Painte 26 Remove Sort Y Toggle Filte Allv X Delete v BH More ~ v | Av L2+ == A~
Views lipboard ] . Sort & Filter Records Find Text Formatting N
All Access Objects © < Studaii®s_X
| Search... /O| StUdentS
Tables &
B3 courses 3
B2 Grades Name Marco ‘
l B students I
Class No 2
]
g = | "
—— || Form View
Address 44 Woodrow Way |
== |
== Layout View )
—= Y City Dallas ‘
v
s s Postal Code 12345
bm Design View \
LU G|
: | Telephone number 212500432 ‘
[Record i1 of 7 | biwst | NgiNo Filters | [search
Change the data To change the data source of a text box:

source

You can also change the
Data Source of your text
boxes. This means that
you can choose a specific

> Click a text box to select it, e.g., the text box that contains the
name Marco. @

> On the Form Layout Design tab, in the Tools group, click
Property Sheet. ©®

field in your table, so that > In the Property Sheet pane, on the All tab, click the Control
the text you type in the Source list and click a field to link to that text box, e.g., Name. ©
text box is saved in it. > Now, whatever you write in that text box will be saved in the field

you selected.

File Home Create External Data Database Tools Help Form Layout Design Arrange Format L Tell me what you want to do
— B 10go
—— _ m 2w = B &
— = . S
e @ D B e e T S
. S 5 - | 3 Date and Time Fields  Sheet
Views Themes Controls Header / Footer Tools v
All Access Objects @ < | swdents X X
| Search... /O‘ StUdentS
Tables N
ER courses »
A crades Name Marco |
| B3 students |
Forms A Class No 2
Students
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File Home Create External Data Database Tools Help Form Layout Design Arrange Format 2 Tell me what you want to do
v —— B4
- A Themes ‘ﬁﬁ . 22 Logo EdE
View E Colors Controls  Insert B Title Add Existing Property
v Fonts v & Image [7@ Date and Time Fields Sheet | Set
Views Themes Controls Header / Footer Tools i
All Access Objects @ < smass X
[ scarch.. 2]| Students
Tables 2
E3 Courses _P
£ Grades Name Marco
£ students
Forms ~ Class No 2
I Students
Address 44 Woodrow Way
City Dallas
Postal Code 12345
Telephone number 212500432
Property Sheet
Selection type: Text Box
‘Name v ’
Format Data Event Other  All
Marco Name Name
Label Name Name_Label
Control Source Name | N |
44 Woodrow Way Format Student ID
Decimal Places
Visible Address
Dallas Text Format City
Datasheet Caption Postal Code
Show Date Picker Telephone number
12345 Width Class No
Height 0.4"
Top 0.2375"
212500432 Left 2"
Back Style Normal
Back Color Background 1
2 Border Style Solid
Border Width Hairline

Border Color

Background 1, Darker 35%

Special Effect

Flat

Scroll Bars Vertical

Font Name Aptos (Detail)
Font Size 11

Text Align General

Font Weight Normal




To attach a label:

> On the Form Layout Design tab, in the Controls group, click the Label button. @

> Click anywhere inside your form. A new Label Box will be on your screen. Type "Contact
Information". ©

> Drag the Label Box above the Contact Information data. ©

> With the Label Box selected, on the Form Layout Design tab, in the Tools group, click
Property Sheet. @

> In the Property Sheet pane, change Font Size to "18". @
> Close the Property Sheet pane, @ and save your form.

File Home Create External Data

DatatxéTools Help  Form Layout Design  Arrange  Format O Tell me what yot

. : — & |ogo
nColorsV — =0
...... — = )
o . M@ A0 0@ Q@EEEER .. Ew
v v Image ¥ | [ Date and Time
Views Themes Controls Header / Footer
All Ac.. ® < Students X
Search... /O StUdentS
Tables 2
File Home Create External Data Database Tools Help Form Layout Design Arrange Format O Te
B colors - 1B | B
View Themes A] Fonts + % -Em Aa D I:ﬂ Ca) @% - @ Title
v v Image f3 Date and Time
Views Themes Controls Header / Footer
A” ® < Students X
Students
Tables A
EH Courses y
= Grades Name Marco
EH Students Contact Information]|
Forms 2

Name Marco
Class No 2
B :
iContact Information | e
Address 44 Woodrow Way
City Dallas




You can experiment and change some of the
other properties and check what happens.
The changes will be in the Layout View.

Database Tools Help Form Layout Design Arrange  Format O Tell me what you want to do
Logo
[E_b] Title
i @ Date and Time
Header / Footer
]
X
Property Sheet
Selection type: Label
w 5
’Label13 v
Format Data Event Other  All
Marco Border Style Transparent
Border Width Hairline
Border Color Text 1, Lighter 50%
5 Special Effect Flat
| Font Name Aptos (Detail)
Font Size 8 e
" Text Align General
Contact Information Font Weight Normal |
Font Underline No
44 Woodrow Way Font Italic No
Fore Color Text 1, Lighter 40%
Line Spacing
Dallas Hyperlink Address
Hyperlink SubAddress
Hyperlink Target
12345 Gridline Style Top Transparent
Gridline Style Bottom Transparent
Gridline Style Left Transparent
ber 212500432 Gridline Style Right Transparent
Gridline Width Top 1pt
Gridline Width Bottom 1pt
Gridline Width Left 1pt

It’s very important for your forms
to be simple. Most often, people

who work on a database mainly
focus on the forms, because it’s
the interface of the database.
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1. Read the following sentences and put a check mark for True or False.

True

1. A "data entry form" allows users to add or edit data in a table
without directly opening it.

2. The "Form Wizard" allows you to choose only one field to
display in a form.

3. The "StudentID" field is automatically updated in a form because
it uses the "AutoNumber" data type.

4. The "Columnar layout" displays all the fields of a form in a
vertical order on one page.

5. You can use the "Property Sheet" to resize and move fields in
"Layout View."

2. Read the questions and put a check mark for the correct answer.

1. What is the purpose of a data entry form in Microsoft Access?
a. To print the records in a table.
b. To create an automatic backup of a table.
c. To add, edit, or access records in a simple way.

d. To delete all fields in a table.

2. In the "Form Wizard," how do you include all the fields in your form?
a. Click the "™>" button.
b. Click the ">>" button.
c. Click the "<" button.

d. Click the "<<" button.

False
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3. Why is the "StudentID" field not included in the form by default?
a. It is not an important field for users.
b. It is automatically updated and does not require manual input.
c. It is a text field and cannot be added.
d. It can only be added through "Design View."
4. What button would you use to ensure that changes made to a record in a form are
stored and not lost?
a. The "Save" button, on the "Home" tab, in the "Records" group
b. The "More" button, on the "Home" tab, in the "Records" group
c. The "New" button, on the "Home" tab, in the "Records" group

d. The "Refresh All" button, on the "Home" tab, in the "Records" group

3. Forms are often called the interface of a database because they help users interact with
the data.

Why is it important to make forms that are straightforward and user-friendly? Can you think
of a real-life example, like an online form, and explain what makes it easy to use or
challenging to use?
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4. Open Microsoft Access and navigate to the "Authors" table and "Books" table you created
in the previous lesson.

1. Use the Form Wizard to create forms for the following:

« From the "Authors" table include the fields: AuthorIlD and Author Name.

« From the "Books" table include the fields: AuthorID, BookID, Title, Genre, and
Year Published.

« Use the Columnar Layout for both forms.

2. Once the forms are created, insert new records. More specifically:

« On the "Authors" form, add the following data: AuthorlD: Auto-generated,
Author Name: Shel Silverstein.

« On the "Books" form, add the following data: AuthorID: 3, BookID: Auto-generated,
Title: The Giving Tree, Genre: Literature, Year Published: 1964.

3. Save and close the database.

For Review Purposes Only
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LESSON 3|
Queries

How can you quickly find books by a specific author
. from a list of titles, authors, and publication years?
Why is this helpful for organizing your reading list?

Database tables can store vast amounts of records, sometimes millions or even billions. Therefore,
when searching for specific information, it’s necessary to filter the records and choose which ones
to display. This is done by creating a query. A query is a request made to the database to retrieve
particular data and obtain the information needed. For this lesson, let’s continue working with the
"Students" table from earlier.

To create a query:

> On the Create tab, in the Queries group, click Query Design. @
> In the Add Tables pane, click the Students table, & and click Add Selected Tables. ©
> Then click the Close button to close the pane. @

> The Query Design tab will be on your screen, along with your table. Double-click the fields of
the Students table that you want to display (Name, Class No, Telephone number, and City). @

> The fields you selected will be on your screen at the bottom of the window. @
> On the Query Design tab, in the Results group, click Run. @
> The results of your query will be in Datasheet View. ©

> On the Home tab, in the Views group, click on the drop-down arrow and select Design View, © to
switch back to the Query Design View. Here, you can continue to tweak your query in more ways.
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Add criteria

Now choose some of your data to display in response to your query. Let’s ask your database
a question.

To choose some of your data:

> In Query Design View, locate the City field column and in the Criteria row, type "Dallas". @
> On the Query Design tab, in the Results group, click Run. &

> As you can notice from the results, € the query that you created ordered your database to
select and display only the records which contained the word Dallas in the City field.

> You can save your query at any point, preferably after you run it and check that it displays the
desired results. To save it, right-click the query tab and click Save. @

> Type a name, e.g., "Students from Dallas", and click OK. @
> Your query is in the Navigation pane on the left. @
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The aim of this activity is to ask the program:
"What are the names, classes, and telephone
numbers of all students who live in Dallas?"
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| Students |

B Datasheet View

Ready

Field:
Table:
Sort:
Show:
Criteria:
or:

Name
Students

Class No
Students

Telephone number
Students

city
Students

las"
q

m

Num Lock sQL

Note that the quotes here are not necessary, but it’s a good practice to wrap
any text in the Criteria row in quotes. That way, the program understands that
you mean the word "Dallas" and not something else, e.g., a field named Dallas.
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Tables 2
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Queries e A
Students from Dallas

Forms 2

Students

Students from Dallas X

Students

*

B studentiD
Name
Address
City
Postal Code
Telephone number
Class No
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View Run Select | Make Append Crosstab @ Pass-Through Add =X Delete Rows % Delete Columns e E| Property Sheet
% Table IZ Delete [N DataDefinition Tables | A Builder Return: [All V] | [% Table Names ] |
Results . Query Type ﬁ Query Setup r . Y
All Access Objects © < [T o SRS ‘ 2
[search.. 2| I Close Query Name:
;Ie;urses . £ Close Al ‘Students from Dallas
EA Grades Design View
B students saL sQL View Cancel
Forms A
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Complex criteria

You can narrow down your results even more by applying more
complex criteria to more than one field.

To apply complex criteria:

> In Query Design View, locate the Class No field column and
on the Criteria row, type "1" Or "3". @

> On the Query Design tab, in the Results group, click Run. &
> Check the results. ©

File ome Create External Data  Database Tools Help  Query Design O Tell me what you want to do
| FE |E |55_—+_ IZ Update @) Union @ ¢ InsertRows | Y Insert Columns Z f7] Parameters
: i == § - i
View Run Select | Make Append =2 rosstab @ Pass-Through Add = Delete Rows %" Delete Columns Totals Property Sheet
¢ Table I3 Delete [N Data Definition | Tables | 3 Builder Return: |All v 2% Table Names
Results Query Type Query Setup Show/Hide
A” Access Objects ® < Students from Dallas X
| SEareis 2 | Students
Tables A~ «
EH Courses # StudentiD
— Name
===
= Grades Address
= students City
Queries ~ Postal Code
Students from Dallas ielephone number
G x Class No
orms

[ B students [Expression Values

&
4 G X
‘ —
Field: |Name ‘Class No Telephone number City /
Table: [Students |Students Students Students \
Sort: ‘ ‘ #x
Show: (] (] (] 8 |+ @
Criteria: "1"Or "3" | “Dallas” <
or:
=
<>
<= ; | |
Ready - ) . ) Cl>= [g
And
Between
rA” Access Objects @ < £3 Students from Dallas X ) Eqv
Name ~-| ClassNo - Telephonenumber -  City - Imp
search. Al e K 212500202 Dallas In
Tables A I8 Tom 3 212500202 Dallas Like
B Courses & MOd
B Grades Not
B3 students Or —
Queries A Xor
Students from Dallas
Forms 2
Students
4 N\
Operators, such as "Or,"
can be used to refine query
N criteria expressions. By
The question asked here is "What are the names, combining them, you can
classes, telephone numbers, and cities of all create anything from simple
students who live in Dallas and are in class 1 or 3?" to very Complex criteria.
J |\ J/




Parameter queries

Let’s say you want to create a query that will give you the contact information of a specific student.
You can simply type the name of the student in the Criteria row of the Name field. But what if you
had a big database with hundreds of students? It's not practical to create a new query every time you
want to search for a different student. In this case, you can use parameter queries.

To create a parameter query:

> In Query Design View, locate the Name field column, and in the Criteria row, type
"[Student Name?]". @ Clear any other Criteria, if any.

> On the Query Design tab, in the Results group, click Run. @

> There is a message box, displaying your message and asking for a student’s
name. © Type a name, e.g., "Marco", and click OK. @

> You can use the same query and type different student names without changing
anything or creating a new query. @

F%ﬁ;@ome Create  External Data  Database Tools Help  Query Design O Tell me what you want to do

E‘E |E |EE—_{—- |§ Update @ Union '@ 2¢ Insert Rows Lﬂ" Insert Columns Z ﬁ Parameters
N == B = Lyd
View Run Select| Make Append [ crosstab @ Pass-Through Add =% Delete Rows % Delete Columns Totals Property Sheet
& Table |_=><| Delete §| Data Definition Tables )¢’ Builder Return: &5 Table Names
Results Query Type Query Setup Show/Hide
A” Access ObJeCtS @ < @ Students from Dallas X
Search... ,O .
| | SHden Enter Parameter...  ? X
Tables 2 *
B courses B studentio Student Name?
Name
Marco
& Grades Address ’
B students Ci
: Corce
Queries A Postal Code - T
Students from Dallas elephonemuntoer 4
Class No
Forms N
| Students
4 COE—
T
Field: [Name Class No 1Telephone number lcity
Table: [Students Students Students |Students
Sort: ‘ |
Show: a \ @ O
Criteria: | [Student Name?]
or:
4@ |
Ready Num Lock E SQL E

A” Access ObjeCtS ® < Students from Dallas X
Name - ClassNo - Telephone number -  City vo

[ search.. Al o 2 212500432 Dallas

Tables ~ [*]




Queries on tables with relationships

So far, creating queries to ask questions about a single table in the database has been covered.
However, most databases contain multiple tables that relate to each other in specific ways. It is now
time to learn how to create queries for such databases and ask questions about data from multiple

tables simultaneously.

In this example, you will use all three related tables from our database: "Courses", "Grades"

and "Students."

Based on what you have learned so far, fill in the rest of the tables as the example below.

File Home Create External Data Database Tools Help  Design £ Tell me what you want to do
7 ! D =l [ Database Documenter % L
2 L =S = = =
” - : ) ) b I8 Analyze Performance EI.
Compact and Visual Run Relationships Object = Access SharePoint Add-
Repair Database | Basic Macro Dependencies Analyze Table Database ins ~
Tools Macro Relationships Analyze Move Data Add-ins
: = Relationships X
All Access Objects® « | 7= Relationships |
Search... 71
. 9 Courses Grades Stuclents
Tables A i | [ {
CourselD StuclentlD — StuclentlD
EH courses P ——— _\_. CourselD Name
EH Grades Class Ist Semester Grade Address
@ Students Teacher 2nd Semester Grade City
R Final Grade Postal Code
Queries -
_ Telephone number
Students from Dallas P
Forms a
Students
7] Grades X ~ N
StudentlD + CourselD - | 1stSemester Grade -  2nd Semester Grade ~ | Final Grade ~ If the relationships
1 4 85 89 93 in your tables need
—] = 2 20 22 & adjustment, you
] . < i - = can delete and
2 1 79 83 35 .
redefine them as
necessary. You can
T Courses X | even create
‘ CourselD - Course Name ~ Class - Teacher = | Click to Add = relationships
& flscience 1 Mr Smith between tables
2 Math 1l Mrs Taylor only for a
2 History 1 Mrs Jones specific query.
4 Science 2 Mr Smith \_ )
5] Students X X
|Student!D - Name -/ Address -/ City - PostalCode - Telephone number - Class No
iMarco 44 Woodrow Way Dallas 12345 212500432 2
2Lisa 36 Cambridge Court Dallas 12346 212500202 1
3Kim 22 Alfred Drive London 12347 212500441 2
4Tom 36 Cambridge Court Dallas 12346 212500202 3
5Alex 202 Newport Lane London 12348 212500516 3
6 Stella 2048 Central Avenue London 12349 212500123 3

R History
IBM started research on relational databases in 1974 and its first product was SQL/DS in 1981.

However, Relational Software were the first to release a commercially available Relational
Database Management System with their product Oracle in 1979.
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Now you have to create a query to find all the courses that a certain student has taken, along with
their final grade in each course. Then, you will display the student’'s name and class, the course
name, and the final grade for all the courses that meet the specified criteria.

To create a query on multiple tables:

> On the Create tab, in the Queries group, click Query Design. @
> |n the Add Tables pane that opens, select all the tables and click Add Selected Tables. &
> Click the Close button at the top of the pane. ©

> On the Query Design tab, double-click the fields from the tables that you want to display
(Name, Class No, Course Name, and Final Grade). ©®

> Now you will add the parameters you want. In the Name field Criteria, type "[Student Name?]". ©
> On the Query Design tab, in the Results group, click Run. @

> A message box opens, displaying your message and asking for a student’s name! Type a
name, e.g., "Marco", and click OK. @

> You now have the query result, containing information on the specific student that you

asked for. @
File Home Cre_ate External Data Data!ﬂs Help O Tell me what you want to do
HE O PR 58 [ Add Tables X Puepenwiss [ ﬁzw“'e
Application Table Tal:fle Sha.rePoint Qgew ngry Form For.m E ELabels Macro 1#@ “1as$ Module
Parts v Design  Lists v Wizard Design Design F Tables il CuETES Al ] visual Basic
Templates Tables Queries 5 Macros & Code
All Access Objects @ <
‘ Coarchy. ,O’ ‘ Search
Tables @ Courses
B3 courses Grades
I?E St | Students
B3 students
Queries @

EF Students from Dallas
Forms o
Students

‘ Add Selected Tables ‘

| |
OFieId: Name ICIass No |Course Name !Final Grade
Table:

I
| |
¢ | Stuclents | Studlents | Courses | Grades | |
Sort: | | [ | | |
Show: | | | | U | U |
Criteria:
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File Home Create External Data

Database Tools Help  Query Design

O Tell me what you want to do

E I E@ IE |=::— 1’7 Update @©) Union ‘ _]:X z
== =]
Eam -
View  Run Select| Make Append Crosstab @) Pass-Through Query Show/
v Table I Delete ] Data Definition Setup~ | Hide v
Results Query Type
A” ® < Queryl X
Courses Grades Students
Tables AN # # *
E Courses B courselD ~L StudentlD — B StudentiD
Course Name CourselD Name
EH Grades
Class 1st Semester Grade Address
B Students Teacher 2nd Semester Grade City
Queries A~ Final Grade Postal Code
Students... Telephone number
Class No
Forms ~
Students
4 GEEEEED
Field: |Name Class No Course Name Final Grade
Table: [Students Students Courses Grades
Sort:
Show: ] [ ] [ |
Criteria: [Student Name?]|
or:

Ready

Num Lock E SQL

File Create ' ' Help  Query Design O Tell me what you want to d
Enter Param eter Va... ? ! ——
: =
E jon
@ ! Students Name? _IEX Z
View | Run Select | [marco | f5-Through Query | Show/
v ta Definition Setupv | Hide v
OK Cancel
Results
A“ ® < Query1l X '
Courses Grades Students
All Access Objects @ < QUK
Name ~ | Class No v‘ Course Name - Final Grade -
|Search... L2 | Science 95
Tables A Math 94
B3 courses History 80
Grades
EH students
Queries A
I Students from Dallas |
Forms a
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Sort

You can choose the results of a query sorted in ascending or descending order.

To sort the results of your query by one field:

> Create a new query in Design View using the Students table and the fields: Class No, Name,

Telephone number, and City. @

> |In Query Design View, locate the Class No field column and in the Sort row, click Ascending

in the drop-down list. @

> On the Query Design tab, in the Results group, click Run. ©

> The query records are on your screen starting with the students from class 1 and ending with

the students from class 3. @

File Home Create

= |

External Data  Database Tools

==

Help  Query Design

|f| @ union
B

£ Tell me what you want to do

+ :E* Insert Rows LﬂJ Insert Columns }
@ -

2x Delete Rows | ¥

El Property Sheet

The class number of each of the students.
\

Numlock B st NN

View  Run Make Append Update Crosstab Delete @Pass =Thiolgh Add - DeleteColimns Totals Parameters
v Table N Data Definition Tables | g Return:
Results. . Query Type Query Setup Show/Hide
All Access Objects @ < | & auemt x
‘ Search... L | Students
Tables A
B courses B StudentiD
Name
EH Grades Address
B3 Students City
Queries ~ Postal Code
Student Final Grades Telephone number
= Class No
I Students from Dallas
Forms o
Students
4 CEEEEE—————
Field: |Class No Name Telephone number City
Table: [Students Students Students Students
Sort: [Ascending| v |
Show: a a a a a@ 0 O
Criteria:
or:
4 @
Ready Num Lock SQL
File Home  Create External Data  Database Tools  Help O Tell me what you want to do
@ LD ? 21 Ascending %7 v D‘ (=D /() & (Aptos (Detail o N
: . S abc . B I U |5 = |»q «|EA .
View Pa Filter Al Descending %4 Refresh v Find = | = 2 ’
% & & 50 Remove sort Y Al X v B~ [} v A 22y === A~
Views Clipboard M~ Sort & Filter Records Find Text Formatting N
All Access Objects © < |F o A
ClassNo - Name v\TeIephone number - City -
h... =
[ searc A ol Lisa 212500202 Dallas
Tables A N2 Kim 212500441 London
ER courses 2 Marco 212500432 Dallas
3 Stella 212500123 London
E Grades i
3 Alex 212500516 London
& students E Tom 212500202 Dallas
Queries ~ %
| Query1
Student Final Grades
Students from Dallas
Forms 2
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1. Read the following sentences and put a check mark for True or False.

True False

1. A database table can hold from O to billions of records.

2. With a "Query," you can add new fields to a database.

3.In a"Query," you can apply criteria to more than one field.

4. "Complex criteria" allow you to use multiple conditions to filter
data.

5. In the "Criteria" row, you type dates in quotes only.

2. Complete with the missing word.

1. To start creating a query, you select the option from the

"Create" tab.

2. Add tables to your query using the button in the "Add

Tables" pane.

3. To focus on certain records in a query, type your condition in the

row.
4. To get the query results, click the button.
5. The results of the query will be displayed in " View."
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3. Why is adding criteria in the Criteria row helpful when working with a large table? How
does it help you find the data you need?

&
e
=]

4. Create a query using the "Books" and "Authors" tables to retrieve specific information.

1. Open the "Librarylnventory" database you worked on in the previous lesson.

2. Include the following fields in your query:

« Author Name (from the Authors table)
« Title (from the Books table)
« Genre (from the Books table)

« Year Published (from the Books table)

3. Apply complex criteria to your query:

« Display only books in the Fiction genre AND published in 1943.

4. Create a parameter query based on the "Books" table to ask the user to input a specific
genre.

« Use the parameter [Enter Genre:?] in the Genre field of the Criteria row.

5. Sort the results of the query in ascending order by Title.

6. Run the query, observe the results, and close the database.

For Review Purposes Only




LESSON 4)
Reports

n Why might presenting data in a report be more

. effective than displaying it directly from a table?
How can grouping and sorting data in a report
make the information clearer to understand?

Data can be entered, modified, and categorized with a database program, but to present this
information in an easy-to-read format for others or for personal use, a report must be created. A
database report illustrates information from a table or query in an attractive, preformatted manner.

To create a report:

> On the Create tab, in the Reports group, click Report Wizard. @

> When the Report Wizard window opens, in the Tables/Queries drop-down list, click
Table: Students. ©

> Move all the fields except StudentID, € from the Available fields to the Selected Fields. ©
> Click Next. @

=] Io - Q > Binary Academy @ = (]
File Home Create External Data Database Tools Help O Tell me what you want to do
=== == -% Form Wizard + .
HE O BER =25388v @ @ {] P | [J&
Application Table Table SharePoint | Query Query Form Form Blank B Navigation v Report Report Blank Labe]s Macro lg;
Parts v Design  Lists v Wizard Design Design  Form More Forms v Design Report = Jusd
Templates Tables Queries Forms Reports Macros & Code
All Access Objects © <
Search... | .
| ’O| . ReportWizard
Tables >
B3 courses | Which fields do you want on your report?
B3 Grades
You can choose from more than one table or query.
EH students query
Queries 2
a . , .
Q Student Final Grades Tables/Queries
(7] = :
“ | EF Student Information [Tahle:Students
||° EF Students from Dallas
“ Forms ~ Available Fields: Selected Fields:
‘(.é Students
Read! ‘ : L
g eady 2 L 7‘ Postal Code o —
- Telephone number
:'_", Class No
T [<<]
: L
= Cancel ‘ ‘ < Back ‘l Next > | ‘ Einish
L] ]
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Group the data

In the next step, you can create groups and subgroups of your data.

To add grouping:

> Move all the fields which you want to create groups from to the right. @

> Note that the order in which you move them matters: the top field has
priority over the ones that follow. &

> Click Next. ©

Report Wizard

Do you want to add any grouping
levels? Class No

Name

Address, City, Postal Code, Telephone .
number Grouping allows you to
concentrate all related data,
E\ e.g., all the data for one person.
Priority This way, on one page are all

the data for a specific person.

3

Grouping Options ... Cance ‘ | < Back 'I Next > Finish

These arrows change
the priority of the group.

N
Sort the data You can change the sort order from Ascending
In the next step, you can add more to Descending by clicking the button next to
fields to sort and define their sort order. the list. You can add up to four fields. )

To add sorting: Report Wizard

What sort order do you want for detail records?
S q q .
Click a field from the first You can sort records by up to four fields, in either

dI’Op-dOWI’] |iSt, 0 Address. o ascending or descending order.

> Click Next. © — "
= a | fscending

Ty

Cancel ‘ | < Back ‘I Next > | | Finish
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Set the layout

In the next step, you can select how your report will appear on the screen.

To set the layout:

> Under Layout, click Outline. @
You can experiment with the
other layouts later if you want.

> Click Next. @

Report Wizard

How would you like to lay out your report?

Name the report

In the final step, you can name your report.

To give your report a name:

> Type a name for your report in
the text box, e.g., "Student
Report". @

> Click Finish. @

Layout Orientation  —
- . Ol s
= u (O Block (OLandscape
E = & Bj
=
=
[=:
=
=
=
= —_— -
=
=
-
= Adjust the field width so all fields fiton a
page.
Cancel | | < Back ‘l Next > | ’ Einish
Report Wizard
o What title do you want for your report?
h g ‘Student Report

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

Do you want to preview the report or modify the report's design?

@ Ereview the report.

(O Modify the report's design.

{8 studentReport X

Student Report
Class No 1
Name Lisa
Address City
36 Cambridge Court Dallas
Class No 2
Name Kim
Address City
22 Alfred Drive London
Name Marco
Address City
44 Woodrow Way Dallas
Page: 14 <« [1 > ri> | SZNofilter || 4

X
‘ 4
oxt > | [ Enen
Your first report is ready. You
have grouped your data by
Class No and then by Name.
Postal Code Telephone number
12346 212500202
Postal Code Telephone number
12347 212500441
Postal Code Telephone number
12345 212500432
v
>
Num Lock & N - —F——+ 100%




To edit a report:

\Y

\

\Y

You can delete anything unnecessary.

Vv

box. ©®

\

Right-click the Student Report in the Navigation pane. @
Click Layout View. ©
In this window, your data is presented as it is displayed when you open the report.

For example, delete the Name label, € and change the position of the Name text

Click the text boxes that are more important, e.g., the Class No text box, and on the

Home tab, in the Text Formatting group, make them bold using the Bold button. @

\

Your report is now ready. @

Filee  Home Create External Data Database Tools Help £ Tell me what you want to do
I&' fl"\:l ‘K ? él Ascending 7]_? v P ﬁ New > /C) L><
e
z / 2 abc
. Descending % v ) [ save - -~ B
View Paste EE‘ Filter A‘L cending & Refresh Eg Save v X
v v g 2¢ Remove Sort (' Allv X Delete v [ ~ N A~
Views Clipboard N Sort & Filter Records Find
All Access Objects ©@ <
| Search... /Ol
Tables v
Queries v
Forms v
Reports o >
| Student Report l
B Open
LayoutViewe
N{ Design View
All Access Objects @ < Stdantiaport X X
a
| Search... ,O|
Tables Y Student Report
Queries v
Forms 7
epons 2 Class No
| Student Report
‘Name | Lisa
Address City Postal Code Telephone number
36 Cambridge Court  Dallas 12346 212500202
Class No
Name Kim
Address City Postal Code Telephone number
22 Alfred Drive London 12347 212500441
Name Marco
Address City Postal Code Telephone number
44 Woodrow Way Dallas 12345 212500432




File Home Create External Data Database Tools Help  Report Layout Design Arrange Format Page Setup O Tellme
A : - b ; = =
E«[i] X ? 7]P v Pé B New % /C) & 5 Aptos (Detail) V][H EEV] = =
" . = o abe o 3= = . .
View Paste 0 | Filter £ Descending & Refresh G save v find n I U|3= =B
v S A 29 Remove Sort /' Allv X Delete v [~ vy | AvZ-2vIZE=Z= A~
Views Clipboard T~ Sort & Filter Records Find Text Formatting N
All Access Objects © < [IH sudentreport
|Search... ,O| -] naasas 7
o v Student Report You can also change position,
Queries v font size and alignment as
Forms £ Class No |1 well as any of the other
~ . 0
BepOrs known text formatting options
| Student Report | Lisa
for all text boxes and labels.
Address City Moo rereprroTreTreTmod
36 Cambridge Court Dallas 12346 212500202

Grouplng and sorting To change the grouping and sorting options:

You may want more control of the
grouping and sorting options for your

report than the Report Wizard
can provide. > You can find the Group, Sort, and Total pane at the

bottom of the screen. &

> On the Report Layout Design tab, in the Grouping &
Totals group, click Group & Sort. @

File Home Create Exter Database Tools  Help  Report Layout Design Arrange Format  Page Setup £ Tell me what you want to do
=] —
Sremec~ 7 [ S & i
View B colors ~ 2. Totals v Controls  Insert Page B Tite Add Existing Property C W\
v Fonts v Hide Details v Imagev | Numbers [ Date and Time Fields Sheet  Settings
Views Themes Grouping & Totals Controls Header / Footer Tools N
All Access Objects @ < | studentReport < %
S
] Search... 0 T |
Tables ~ | Student Report
Queries v
Forms b Class No 1
Reports N
| Student Report | Lisa
Address City Postal Code Telephone number
36 Cambridge Court Dallas 12346 212500202
Class No 2
Kim
Address City Postal Code Telephone number
22 Alfred Drive London 12347 212500441
a -
m Group, Sort, and Total X
m —° EI‘Gmup‘on ClassNo ¥ with Aontop ¥ . More b & x|
m Group on Name
g | Sort by Address ~N
. & Add a group 2 Add a sort
(L]
ol
[\ | Layout view Num Lock 3 N
[ -
e Here, you can You can also add a Here, you can edit the sorting
i o] delete or group or add a sort. order of your groups and sorts.
g rearrange the
= order of your
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Totals

Sometimes in your reports, it is useful to include calculations in your data that are calculated every
time someone views the report. Let’s explore how you can calculate and display the average final
grade of each student in a report.

To create a report with totals:

> On the Create tab, in the Reports group, click Report Wizard. @

> |n the Report Wizard window, in the Tables/Queries list, select Name, Class No, Course
Name, and Final Grade from the relevant tables and click Next. &

> In the next step, click by Students and click Next. (3)

> In the next steps, group by Class No, @ and sort by Course Name. @

> Under Layout, click Outline and then click Next. @

> Finally, name your report, e.g., "Student Final Grades" and click Finish. @

> As a result, you have a report with the final grades of all students in all their courses. @

File Home Create External Data Database Tools Help O Tell me what you want to do

@ == m ?ﬁ % '?1 E @FormWizard —@ D QReportWizard Q é?

Application | Table Table SharePoint = Query Query Form Form Blank Navigation ¥ Report Report  Blank Label Macro [®
Parts v Design  Lists v Wizard Design Design Form More Forms v Design Report ud
Templates Tables Queries Forms Reports Macros & Code
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| Search... /O | Report Wizard
v
Tables Which fields do you want on your report?
Queries v = |
Forms - ‘ You can choose from more than one table or query.
Reports 7
I B8 student Report I Tebles/Queries
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Available Fields: Selected Fields:
StudentlD Name
CourselD Class No
1st Semester Grade > | |Course Name
‘ Cancel ‘ ‘ < Back ‘I Next > | ‘ Einish
Report Wizard Report Wizard
How do you want to view your data? Do you want to add any grouping
Name, Class No levels? Class No ‘
Course Name, Final Grade

Name |

EFinal Grade Course Name, Final Grade

B B[

Priority

Show me mare information

[+l

Cancel < Back Next > Einish [ Grauping Options ... ‘ [ Cancel H < Back u Next > H FEinish




Report Wizard Report Wizard

What sort order and summary information do you want for detail records? How would you like to lay out your report?
can sort records by up to four fields, in either Layout Orientation  —
5 ding or descending order. »
_ —— | e O
= i =
1 Ascending QBlock (O Landscape

Adjust the field width so all fields fit on a

Cancel | l < Back || Next > | l Einish Cancel ] l < Back || Next > | l Einish
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| Student Final Grades X

<

Report Wizard

What title do you want for your report? 5
: ) TSR Student Final Grades

v Student Final Grades
Class No 1 e

Name Lisa
That's all the information the wizard needs to create your report. Course Name Final Grade
History 79
Do you want to preview the report or modify the report's design? Math 94
Science a5
@® Preview the report.
b Class No 2

(O Muodify the report's design.

Name Marco
Course Name Final Grade

History 80
Math 94
Science 9%

v

‘ > 2 <
| Cancel H < Back ” [dext > || Einish | o g D

L} »
Nomtock B B N -—+— ws

To add totals: File Home Create External Data Database Tools Help

2& Cut QJ, Ascending 71?
> Open the Student Final Grades report in @ ﬁj [ copy ? 2| pescend ¥
. Vi — Filter A Jescending i
LaVOUt VIeW' o ¥ ¥ & Format Painter é@ Remove Sort ?
> Click a Final Grade box. e Views Clipboard Sl Sort & Filter
> On the Report Layout Design tab, in the All Access Objects @ <
Grouping & Totals group, click Totals, © | search.. o
and then click Average. ©® Tables v
> You can find a new text box, containing the Queries i
de from each class group. @ Forms N
average grade group. i “
> Finally, an average for all students of all | B student Final Grades — '
classes is presented at the end of the Student Report gD
report e HE Layout Viewo
N[ Design View
Export >

Efl Rename
Hide in this Group
Delete

& Cut

@ copy
[B Paste
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Student Report Min .
- Lisa
Standard Deviation
) } Final Grade
Variance
Math 94
Science 85
4
File Home Create External Data Database Tools Help Report Layout Design  Arrange Format Page Setup £ Tell me what you want to do
] @ Show Margins D = IE—I_@
Size  Margins (] Print Data Oni Portrait| Landscape Columns Page
¥ b4 v Setup
Page Size Page Layout i
All Access Objects ® < Student Final Grades X X
Name i -
| Search... p| Lisa
- b Final Grade
Tables
Queries Right-click on the number =
Forms o 94
s and select Set caption to -
= : . e
| [E  student Final Grades add a |abe|’ explalnlng the Class Average Grade 86
Student Report .
new field on your report.
.
Name Marco
Course Name Final Grade
History 80
Math 94
Science 95
Name Kim
Course Name Final Grade
History 85
Math 72
Science 79
Class Average Grade 84.166666667
v
| Layout View Num Lock & N
= = = =
(TAACCeSSIOb]CCtS S| W Swaentrmalcrades X 2)
a
| Saateh pl Class No 3
Tables v N&e
Querics v TG
Forms ~ Course Name Final Grade
Reports o History 92
[ Student Final Grades Math 92
Student Report Science 91
Name Alex
Course Name Final Grade
History 96
Math 93
Science 97
Name Stella
Course Name Final Grade
History 96
Math 98
Science 90
Class Average Grade 93,
Overall Class Average Grade | 89.333333333
v
| Layout View Num Lock B N
E = = =




1. Read the following sentences and put a check mark for True or False

True False
1. A report is used to present information in a clear and readable
format.
2. In a report, you can change the position of the field names,
the title, and the record fields.
3. You cannot change the sorting order in a report.
4. In a report, you can add a group, sort data, and rearrange the
order of groups and sorts.
5. If you apply totals to a report with one group, three types of
text boxes will be displayed.
2. Complete with the missing word.
1. To start creating a report, you select the option from the
"Create" tab.
2. Adding in reports helps organize data by categories, such as

Class No or City.

3. To edit the design of a report after it is created, use the

option.

4. To calculate and display the average grade of students in a report, use the

option.

5. After designing and naming your report, click the button to
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save and view it.




il

3. Why is it important to group information in a report and include calculations like averages
or sums? How do these features make the report clearer to understand and more useful?

&
e
=]

4. Create a report using the "Books" and "Authors" tables to display grouped information.

1. Open the "Librarylnventory" database you worked on in the previous lesson.

2. Include the following fields in your report:

« Author Name (from the Authors table)
« Title (from the Books table)

« Genre (from the Books table)

3. Ensure the report groups the data by Genre.
4. Sort the data in the report by Title in ascending order.
5. Name the report "BooksReport."

6. Customize the layout of the report:

« Use Bold text for Genre and Author Name.

« Display a summary at the end of the report that counts the total number of books.

7. Change to Report View, to verify the output, and close the report.

8. Close the database.

For Review Purposes Only




LESSON 5!
Import and export data

n Why is it useful to be able to export data from
. a database to a program like Microsoft Excel?
When might importing data into a database
save time compared to entering it manually?

Importing and exporting data are important features for any software, especially databases. These
functions allow data to be transferred between different programs for further use. For example, you
can export data from a database to a spreadsheet for analysis, or take an old database stored in a
spreadsheet and move it into a more powerful database program to simplify updates and
maintenance.

To export data to Microsoft Excel:

> In the Navigation pane, click the object you want to export data from, e.g., the Students table. @
You can export data from any table, query, form, and report objects.

> On the External Data tab, in the Export group, click Excel. @

> In the Export - Excel Spreadsheet window, specify the destination file name and format for
your Microsoft Excel file, e.g., "Students.xlIsx". ©

> Click OK. ©
> Click Close on the next window. @
> Your data has been exported to Microsoft Excel. @

File Home Create External Data Database Tools Help £ Tell me what you want to do

Fﬁ! [z saved Imports B @ @e &‘; [ﬂjz 8 Access

New D;ita E'@ Linked Table Manager (.?m Word Merge

Saved Dataverse Excel Text PDF  Email
Source v Exports File or XPS BE More v
(7)) Import & Link Export
(] o
b7 All Access Objects @ <
(0]
.n | Search... ,O|
2 Tables 2
..‘g B3 courses
o)) B Grades
.E I B3 students
% Queries v
: Forms 7
(1] Reports v
= P
|
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Export - Excel Spreadsheet % X

Select the destination for the data you wantg %ﬁporlﬁ:_“ 1“
| \ i

Specify the destination file name and format.

File name: ‘C:\Users\localadmin\DocumentS\StudentS.X|SXi e ‘ Browse...
E——

File format: ‘ Excel Workbook (*xIsx) L‘

Select another
location for your file.

(With this option, you can preserve most of your formatting. )

Specifly export options.

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types such as OLE
Object.

Search for "Import" in Microsoft Access Help for more information.

Export data with formatting and layout.

Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.

T ® Open the destination file after the export operation is complete.

Select this option to view the results of the export operation. This option is available only when you export formatted data.

Export only the selected records.

Select this option to export only the selected records. This option is only available when you export formatted data and have records
selected.

TSeIect and export specific records from your table.J

oK Cancel
( . ) Export - Excel Spreadsheet ? X
Automatically opens the y y
. N 1 - [y
final file for your results. Save Export Steps
\_ ) ‘tuA AR iu
Successfully exported 'Students'.
4 N\ Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard.
Save the steps you want
ps you et prtzed
to repeat every time.
\. J/
Autosave B 9 & v students §el Binary Academy @ = (m] X

File  Home Insert Pagelayout Formulas Data Review View Automate Help
; 9 Ol |3
TRR-" % < @

Conditional Formatting v

{l

Paste M@~ Font | Alignment = Number [ Format as Table ¥ Cells | Editing | Sensitivity | Add-ins | Analyze
v v v v [iZ Cell styles v v v N Data

Clipboard & S| Sensitivity | Add-ins ¥

N75 vlilX v v v 5
A B & D E F G H A

1 StudentID Name Address City Postal Code Telephone number Class No
2 1 Marco 44 Woodrow Way  Dallas 12345 212500432 2
3 2 Lisa 36 Cambridge Court Dallas 12346 212500202 1
4 3 Kim 22 Alfred Drive London 12347 212500441 2
5 4 Tom 36 Cambridge Court Dallas 12346 212500202 3
6 5 Alex 202 Newportlane London 12348 212500516 3
7 6 Stella 2048 Central Avenue London 12349 212500123 3
8
a v

v

Students + I CEEsee—————————— >

i) O -——+ 120%

i
o
<




To export data to a text file using Comma Separated Values (CSV):

> |n the Navigation pane, click an object which you want to extract data from, e.g., the
Students table. @

On the External Data tab, in the Export group, click Text File. ©

\%

\%

In the Export - Text File window, type a file name for your text file, e.g., "Students.txt," €
and click OK. ©®

In the next window, leave Delimited selected and click Next. @
In the next window, click Include Field Names on First Row, ® and then click Next. @
In the next window, change the name of the file if you want and then click Finish. (8)

vV V V V

In the next window, click Close. €

File Home Create External Data Database Tools Help O Tell me what you want to do

@ & Saved Imports F, @ @ El @ Access

’ . =4 = -

New Data IE2 Linked Table Merager Saved Dataverse Excel Text Email S0 Werd Merge
Source v Exports File  or XPS T More v

Import & Link ! Export
All Access Objects © <
| Search... ,O|
Tables 2
B3 courses
B Grades

| B3 students o
Queries v

Forms

<

Reports 2

N
Browse to select another

location for your file.

Export - Text File ? X

Select the destination for the data you wantg export

& & &

Specify the destination file name and format.

Ready . 3 o
Eile name: | c:\Users\localadmin\Doc dents.tq Browse...

Specify export options.

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types such as OLE
Object.

Search for "Import” in Microsoft Access Help for more information.

#®) Export data with formatting and layout.
[ Select this option to preserve most formatting and layout information when exporting a table, query, form, or report.
Open the destination file after the export operation is complete.
With this option, Select this option to view the resuits of the export operation. This option is available only when you export formatted data.
you can preserve Export only the selected records.
Select this option to export only the selected records. This option is only available when you export formatted g and have records
most of your e

formatting.

Cancel
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4 =
ore [Z2] Export Text Wizard X
Are these steps familiar to 2

?
you: Remember when you This wizard allows you to specify details on how Microsoft Access should export your data.
exported a CSV file from Which export format would you like?
Microsoft Excel? These
steps are very similar.

0o Pelim‘rted - Characters such as comma or tab separate each field

O Fixed Width - Fields are aligned in columns with spaces between each field

.
[55] Export Text Wizard X 5004337, 75"
P12500202"5;"1" I
00441", "2"
What delimiter separates your fields? Select the appropriate delimiter and see how your text is affected in the preview below. 12500202", "3"
2500516","3"

" ow w w3
Choose the delimiter that separates your fields: »"212500123","3

O Tab (O Semicolon © Comma O Space O Other: E]

Fnclude Field Names on First Row e] Text Qualifier: " N

"Student ID","Name","Address","City","Postal Code", "Telephone number","Class No"
L, "Marco","44 Woodrow Way","Dallas","12345","212500432","2" I
R2,"Lisa","36 Cambridge Court","Dallas","12346","212500202","1"
3,"Kim","22 Alfred Drive","London","12347","212500441","2"

4, "Tom", "36 Cambridge Court","Dallas","12346","212500202"
5, "Alex", "202 Newport Lane","London","12348","212500516","3" .
6, "stella™, "2048 Central Avenue","London","12349","212500123","3" =5 Back Next > Einish

Advanced... Cancel < Back Next > Finish

Export Text Wizard X

That's all the information the wizard needs to export your data.

Export to File:
‘C:\Users\localadmin\Documents\Studens.txt

Export - Text File

~
X

47 4 .
‘Zn.«y AN ‘:

Finished exporting table ‘Students' to file ‘C:\Users\localadmin\Documents\Students.txt'.

Save Export Steps

Do you want to save these export steps? This will allow you to quickly repeat the operation without using the wizard.

([ [save export steps| 9

Close

E Students.txt X aF

File  Edit  View Yy & B

"Student ID","Name","Address”,"City","Postal Code","Telephone number","Class No"
1,"Marco","44 Woodrow Way","Dallas","12345","212500432","2"

2,"Lisa","36 Cambridge Court","Dallas","12346","212500202","1"

3,"Kim","22 Alfred Drive","London","12347","212500441","2"

4,"Tom","36 Cambridge Court","Dallas","12346","212500202","3"

5,"Alex","202 Newport Lane","London","12348","212500516","3"

6,"Stella","2048 Central Avenue","London","12349","212500123","3"




To import data from a Microsoft Excel file:

> Open Microsoft Access and create a new blank database.
> On the External Data tab, in the Import & Link group, click New Data Source. @
> In the menu that opens, click From File and click Excel. @

> In the Get External Data - Excel Spreadsheet window, click Browse to select
the Microsoft Excel file you want to import, e.g., "Students.xlsx," and
click OK. ©

> Click Next. @

> |n the next window, make sure First Row Contains Column Headings is
checked if you have a header row in the Microsoft Excel file you are importing,
and then click Next. ©

> Click each displayed field and make sure the Data Type is correct. If not, change
it to the correct value. Then, click Next. @

> In the next window, if your data from Microsoft Excel contains a field that is or
can be used as a primary key in your database, click Choose my own primary
key and click the appropriate field in the drop-down list, e.g., "StudentID." @
Then, click Next.

> Finally, in the Import to Table box, type a name for the table that is going to be
filled with your data, e.g., "Students". Then, click Finish. ©

> In the next window, click Close. ©

File Home Create External Data Database Tools Help O Tell me what you want to do
2 Saved Imports m [
i " =z @ @ D R @
New Data G Linked Tab 9 Saved D
Source v Exports i' o ‘\1 S ?‘ N

Import & Link Export

All Access Objects (
i >
[ search.. . From File @ Excel e

[% From Database > @ HTML Document

[‘?@ From Online Services 7 <@e XML File

> | [El zear
[go From Other Sources =2l Text File

Ready Num Lock
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Get External Data - Excel Spreadsheet 2 X

Iy 4 <
bz AR (u

Select the source and destination of the data

Specify the source of the definition of the objects.

Eile name: | c\Users\localadmin\Documents\Students.xlsx ‘ Browse...

Create a new table with all the imported data.

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

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types such as OLE
Object.

Search for "Import" in Microsoft Access Help for more information.

—*0 Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents with the
imported data. Changes made to the source data will not be reflected in the database.

@ Link to the data source by creating a linked table.

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

OK Cancel

P
Make a table that it is connected to Microsoft Excel. Every change that you

make to Microsoft Excel will be applied to Microsoft Access but not vice versa.
|\

=8| Import Spreadsheet Wizard x =2/ Import Spreadsheet Wizard X
P

Your spreadsheet fle contains more than one worksheet or range. Which worksheet or range would you ke? M oeart Axtess can tee yors ool Peacings o8 ik parme for yous tabie! Doss the 1eet

row specified contain column heacings?

O Show Worksheets 8 irst Row Contains Column Headings

O Show Named Ranges

Sample data for worksheet ‘Students'. [Student ID [Name |Address City [Postal Code [Telephone number [class No
[lftudent ID Name [ddress Fity [postal Code [relephone number [lass No [ larco [44 Woodrow Way pallas [12345 12500432 3

A larco (44 Woodrow Way pallas [12345 12500432 R 3 Lisa [36 Cambridge Court [allas [12346 12500202 L 1
3R Lisa [6 Cambridge Court pallas [12346 212500202 L B im 2 Alfred Drive [London 12347 12500441 R

ag im P2 BAlfred Drive fLondon (12347 212500441 2 la [rom 36 cambridge Court [pallas [12346 12500202 B

Bla [Pom 36 cambridge Court [pallas [12346 12500202 B 5 plex 02 Newport Lane [London (12348 12500516 B

B3 plex [202 Newport Lane [London [12348 12500516 B 6 lstella [2048 Central Avenue [London [12349 12500123 B

[7le fstella 2048 Central Avenue [London [12349 212500123

e

I I )

Cancel < Back Next > Einish Cancel < Back Net> | Einish

[52] Import Spreadsheet Wizard <

You can specify information about each of the filds you are importing. Select fields in the area below. You can then modfy field
information in the 'Field Options' area.

Field Options.
Field Nerne: | SEgTS Data Type:  Double v
Indexed:  Yes (Duplicates OK) - | () Do notimport feld (Skip)

[Address City [Postal Code [Telephone number [Class No
44 Woodrow Way pallas [12345 12500432 3

36 Cambridge Court [pallas [12346 12500202
P2 Alfred Drive [London [12347 £12500441
6 Cambridge Court [pallas [12346 12500202
P02 Newport Lane fLondon [12348 212500516
048 cCentral Avenue [London [12349 £12500123

CRCETESES

Cancel < Back Next > Einish




Click this and Import Spreadsheet Wizard X
Microsoft Access will Microsoft Access recommends that you define a primary key for your new table. A primary key is used to
. o o o uniquely identify each record in your table. It allows you to retrieve data more quickly.
decide which field is
4 . oo s o
the Primary Key f|eld.j == (N T— —
(o] Ehoose my own primary key. |Student ID v
N O No primary key.
Check this and /
you won’t have a nt ID |[Name |address City |Postal Code |Telephone number [Class No
. . arco (44 Woodrow Way Dallas (12345 212500432 2
Primary Key field. isa [36 Cambridge Court [allas [12346 212500202 1 |
J/ im 22 Alfred Drive [London (12347 212500441 2
om 36 Cambridge Court [Dallas [12346 212500202 3
202 Newport Lane [London (12348 212500516 3
= ~Avenue [London [12349 212500123 3
& Import Spreadsheet Wizard X

That's all the information the wizard needs to import your data.

Import to Table:
Students

Cancel < Back Next > Finish

(1) 1 would like a wizard to analyze my table after importing the data.

v s | e

Get External Data - Excel Spreadsheet ? X

{M.z« 7 N (u

Finished importing file 'C:\Users\localadmin\Documents\Students.xIsx' to table 'Students'.

Save Import Steps

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

O [sae import stepd 9

File Home Create External Data Database Tools Help Table Fields Table O Tell me what you want to do

@ I’Z saved Imports ﬁ @ @ % E‘; [ﬂJ‘Z' ¥ Access

New D;zta [E2 Linked Table Manager & Word Merge

Saved Dataverse Excel Text PDF  Email
Source ¥ Exports File  or XPS E More v
Import & Link Export i

All Access Objects © < [ students X ‘ X
Student ID ~ | Name - Address - City - Postal Code ~ Telephone number - | Class No ~ Click to Add ~
[ search. Al | | 1Marco 44 Woodrow Way  Dallas 12345 212500432 2 \

Tables o | 2 Lisa 36 Cambridge Court Dallas 12346 212500202 1

| BR students | | 3Kim 22 Alfred Drive London 12347 212500441 2

| 4Tom 36 Cambridge Court Dallas 12346 212500202 3

|| 5 Alex 202 Newport Lane  London 12348 212500516 3

| 6Stella 2048 Central Avenue London 12349 212500123 3

*

) Smart Tip
S  Most of the time, the only thing you have to do when a wizard pops up is to click "Next" until you

finish all the steps. Although it’s fully automated, check at each screen to make sure that the
preselected options are the ones you want.
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To import data from a CSV text file:

> Open Microsoft Access and create a new blank database.
> On the External Data tab, in the Import & Link group, click New Data Source. @
> In the menu that opens, click From File and click Text File. @

> |n the Get External Data - Text File window, click Browse, € to select the text file you want to
import, and click OK. @

> Click Next. @

> |n the next window, make sure First Row Contains Field Names is checked, @ if you have a
header row in the CSV file you are importing, and then click Next. @

> The remaining steps are exactly the same as in the previous example when you imported data
from a Microsoft Excel file.

File Home Create External Data Database Tools Help O Tell me what you want to do
ed Imports @ E\ ™ @J ¥ Acces
@a,_ = B ® =l & g B
New Data ed fable Manags Saved Dataverse Excel Text PDF Email oW
Source v Exports File orXPS E‘ lore v
Import & Link Export
All Access Objects [V romgie > | B el
| Search...
I:% From Database > @ HTML Document
[‘?@ From Online Services ~ |<_‘_%|<i XML File
[30 From Other Sources > EI Text File Q
Get External Data - Text File ? X
Y . 4
Select the source and destination of the data
L P
Specify the source of the definition of the objects.
Eile name: | c:\Users\localadmin\Documents\Students.txt ‘
_— —_—

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

We will not import table relationships, calculated columns, validation rules, default values, and columns of certain legacy data types such as OLE
Object.

Search for "Import" in Microsoft Access Help for more information.

© Import the source data into a new table in the current database.

If the specified table does not exist, Access will create it. If the specified table already exists, Access might overwrite its contents with the
imported data. Changes made to the source data will not be reflected in the database.

O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. You cannot change or delete data that is linked to a text file. However,
you can add new records. é

OK Cancel
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52| Import Text Wizard

=] Import Text Wizard X
Your data seems to be in a ‘Delimited' format. If it isn't, choose the format that more correctly What delimiter separates your fields? Select the appropriate delimiter and see how your text i affected in the preview below.
describes your data.
Choose the delimiter that separates your fields:
‘ o Feiimihad - Characters such as comma or tab separate each field I OTeb © Semicolon © Comma O Space O Other:
| O Foed Wit - ol ae allgned i columns wihspaces between each i
{8 First Row Contains Field Names 6 Text Qualifier: " =
Sample data from file: C:\USERS\LOCALADMIN\DOCUMENTS\STUDENTS.TXT. IStudent ID [Name |Address ICity [Postal Code [Telephone number [Class No
["Student ID","Name","Address","City","Postal Code","Telephone number","Class No" fr larco [44 Woodrow Way pallas [12345 212500432 7
[L, "Marco","44 Woodrow Way","Dallas","12345","212500432","2" I R [Lisa 36 Cambridge Court |pallas [12346 12500202 L
2," ","36 Cambridge Court","Dallas","12346","212500202","1" 3 im R2 Alfred Drive fLondon (12347 212500441 173
B, " "22 Alfred Drive","London" 2347","212500441","2" [4 [rom 36 Cambridge Court [allas [12346 12500202 B
4, " "36 Cambridge Court","Dallas","12346","212500202","3" 6 Rlex 02 Newport Lane [London [12348 12500516 B
|5, "Alex","202 Newport Lane","London","12348","212500516","3" 3 [Stella R048 Central Avenue [London [12349 12500123 B
6, "Stella", "2048 Central Avenue","London","12349","212500123","3"
- -
Advanced... Cancel < Back Einish Advanced... Cancel < Back Next > Einish

Students X

Student ID ~ Name v‘ Address

v‘ City - ‘Postal Code -~ Telephone number - Class No - |

J 1Marco 44 Woodrow Way  Dallas 12345 212500432 2
; 2 Lisa 36 Cambridge Court Dallas 12346 212500202 il
L 3 Kim 22 Alfred Drive London 12347 212500441 2
| 4Tom 36 Cambridge Court Dallas 12346 212500202 3
L 5 Alex 202 Newport Lane  London 12348 212500516 3

| 6Stella 2048 Central Avenue London 12349 212500123 3

To import database objects like tables, queries, forms, and reports from another Microsoft

Access database file:

> Open Microsoft Access and create a new blank database.
> On the External Data tab, in the Import & Link group, click New Data Source. @

> In the menu that opens, click From Database option and click Access. ©

> In the Get External Data - Access Database window, click Browse, € to select the Microsoft
Access database file from which you want to import objects, e.g., "Database.accdb."

> Click OK. ©®

> |In the Import Objects window, select the objects you want to import, e.g., the Courses and

Students tables, @ and then click OK. @

> Click Close, @ and your objects will be waiting for you in the Navigation pane.

£ Tell me what you want to do

Fi Home Create External Data Database Tools Help
[rZZ saved Imports =
FEeme | @ @E D
New Data| (& Linked Table Manage Saved Dataverse Excel Text PDF
Source v Exports e orXPS
Import & Link T
5 D From File > L I
All Access Objects ©
| p— [% From Database > @ A::esse

E?@ From Online Services >

[‘30 From Other Sources ”

dR| dBASE File
<

[% From SQL Server

& From Azure Database




~

Get External Data - Access Database ? X

Select the source and destination of the data L { .
(L—/j; 7N i“

Specify the source of the definition of the objects.

Eile name: | c\Users\localadmin\Documents\Database.accdb ‘

[Coome ]

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

(o] Import tables, queries, forms, reports, macros, and modules into the current database.
If the specified object does not exist, Access will create it. If the specified object already exists, Access will append a number to the name of
the imported object. Changes made to source objects (including data in tables) will not be reflected in the current database.

(O Link to the data source by creating a linked table.

Access will create a table that will maintain a link to the source data. Changes made to the data in Access will be reflected in the source
and vice versa. NOTE: If the source database requires a password, the unencrypted password will be stored linked table.

OK Cancel

Import @bjects 5 A You can import a specific
Tables Queries Forms Reports Macros Modules e item from a database or
[ import the entire database.
Courses | oK
Grades
R e I Cancel
Select All
Deselect All
Options >>
]
Get External Data - Access Database ? X
Save Import Steps { ) {“
L £

All objects were imported successfully.

Do you want to save these import steps? This will allow you to quickly repeat the operation without using the wizard.

(O e mportsepd
7
All Access Objects @ « |E students X [ Courses X X
StudentID - Name - Address - City - Postal Code - Telephone number - Class No - |
[ search.. A || 1Marco 44 Woodrow Way  Dallas 12345 212500432 2
Tables ~ I 2Llisa 36 Cambridge Court Dallas 12346 212500202 1
[ & courses | 3Kim 22 Alfred Drive London 12347 212500441 2
T s B 4Tom 36 Cambridge Court Dallas 12346 212500202 3
|| 5 Alex 202 Newport Lane  London 12348 212500516 3
L 6Stella 2048 Central Avenue London 12349 212500123 3
#* (New)




1. Read each of the statements carefully and check True or False.

True False

1. You can export data from a table in Microsoft Access directly to
Microsoft Excel.

2. When exporting data to a text file, the format options include
both "Delimited" and "Fixed Width."

3. The "First Row Contains Field Names" option must be checked
while importing data to set column headers correctly.

4. Linking a Microsoft Excel file to Microsoft Access allows you to
edit the source data in Access.

5. You can save your export steps to repeat the process efficiently
in the future.

2. Read the questions and put a check mark for the correct answer.

1. What does selecting "Delimited" during export mean?
a. Data is separated by spaces.
b. Data is separated by characters like commas or tabs.
c. Data is grouped by rows.
d. Data is exported without separators.
2. When exporting data to Microsoft Excel, which feature ensures you save time in future
operations?
a. Select "Include Formatting."
b. Save Export Steps.
c. Use the "Navigation Pane."

d. Export only selected records.
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3. What should you do when importing data from a CSV file into Microsoft Access?

a. Choose "Link Table" for automatic synchronization.

b. Select "Delimited" and ensure the first row has field names.

c. Use the "File Properties" option to edit the table structure.

d. Ensure that "Primary Key" is unchecked.
4. Which field is typically used as a "Primary Key" when importing data into Microsoft
Access?
a. A field with unique values for each record
b. A field with multiple duplicates

c. A field with all text values
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d. A field left blank in the source data

5. How do you ensure data formatting is preserved when exporting to Microsoft Excel?
a. Select "Open File after Export."
b. Choose "Export Data with Formatting and Layout."
c. Save the export as a text file instead.

d. Click "New Data Source" and export.

3. Complete with the missing word.

1. To export a table from Microsoft Access to a spreadsheet, choose

as the format.
2. A file uses characters like commas to separate data.

3. When importing data, always define a to ensure unique

identification for each record.
4. Use to repeat export operations with the same settings.

5. When you data, ensure the first row contains field names to

maintain consistency.

For Review Purposes Only




4. Why is it important to export data to formats like Excel or CSV when sharing information
with others? How does exporting data in these formats make it more efficient for teams to
analyze and collaborate?

5. Export the report in the default folder to a Microsoft Excel file named "Books.xIsx."

1. Open the database you created in the previous lesson and the report "BooksReport."

2. Ensure:

« Data formatting and layout are preserved.

« The file automatically opens after the export.

3. Export the "Books" table as a CSV file:

« Name the file "BooksExport.csv."

« Ensure field names and data formatting are preserved.

4. Save and close the database.
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Plan an Event Database

Create a database in Microsoft Access to track event details. This database will track
event details, attendees, and tasks.

1. Create three tables.

« The "Events" table will include information about the events being organized.

« The "Attendees" table will store details about the people attending the events.

« The "Tasks" table will track the tasks associated with each event, including deadlines and

statuses.

« You can use the following fields in your tables:

5] Events X

Field Name Data Type

L ‘EventlD AutoNumber
EventName Short Text
‘ Date Date/Time
‘Location Short Text
‘Organizer Short Text

Attendees X

Field Name Data Type
f \AttendeelD AutoNumber
‘Name Short Text
Email Short Text
!Phone number Short Text
EventID Number

Tasks X
Field Name Data Type
B TaskiD AutoNumber
Description Short Text
Deadline  Date/Time
Status Short Text
EventID Number

« Don’t forget to set "Primary Keys" for your tables.

« After you create the tables above, connect them using relationships. Each event can have
multiple attendees and tasks, as illustrated in the relationship diagram below.

&= Relationships X

Attendees

B AttendeelD
Name
Email
Phone number
EventlD

Events Tasks
B Eventip B Taskip
EventName Description
Date Deadline
Location Status
Organizer EventID
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2. Use the Form Wizard to create one data entry form for each table. Use the forms
to input sample data into your database.

o

For the "Attendees" table, use your classmates’ personal details.
For the "Events" table, add sample events, such as "Science Fair" or "Cultural Fest."

For the "Tasks" table, list tasks like "Decorations" or "Prepare Invites", including deadlines and
statuses such as "In Progress" or "Completed.”

Create a report using the Report Wizard.

Use the fields EventID, EventName, Name, Email, Description, and Deadline from the available
tables.

Group the report by EventID.

Sort the report by EventName in ascending order and set the Layout to Outline and the
Orientation to Landscape.

Name the report "EventsReport."

Create and run the following queries.

Find all attendees for a specific event based on "EventName" input.

Display all tasks that are marked as "In Progress" and their deadlines.

Export and import data.

Export the "Tasks" table to a Microsoft Excel file named "TasksList.xIsx." Ensure data formatting
and layout are preserved.

Modify the Microsoft Excel file by adding a new column named "AssignedTo" and fill it with
team member names.

Import the modified Microsoft Excel file back into Microsoft Access as a new table named
"UpdatedTasks."

Ensure the First Row Contains Field Names option is selected during the import process.

Save and close the database.



Reflect

il

1. What did you learn about organizing data in a database that you didn’t know before?

2. How did creating relationships between tables help you understand the connection
between different types of data?
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3. What was the most challenging part of designing and managing the database for the
project? How did you overcome this challenge?

4. How did your team collaborate to input data and create forms and reports? Was everyone
able to contribute effectively?
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Take a moment to reflect on your progress.

How confident are you in your ability to apply the following skills?
> | can explain what structured information is and describe its importance.

> | can create a database, add tables, and input data in Microsoft Access.

> | can describe different data types and their uses in a database.

Vv

A\

Vv

A\

\Y

ey Terms

criteria field property
database group

data source import

data type label

export parameter

field primary key

| can create and customize data entry forms using the Form Wizard.

| can create and run queries to retrieve specific data and use parameter queries.

| can create, customize, and save reports, including adding fields and calculations.
I can export data from a database to Microsoft Excel and CSV files.

I can import data from Microsoft Excel and CSV files into a database.

query
relationship
report

structured information
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