Unit 2: Creating Systems to
Manage Information

Databases using Microsoft Access
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e What is RDBMS ?

* Types of RDBMS ?

U N it 2 o « What.is Table and Field Name ?
Sta rte r * What is SQL — Structure query language
. (Insert, Create, Join) ?
Questions
 What are the key difference between
TXT / TEXT file and CSV file ?
ons  What is import or export ?




Content Summary:

AO1 - Demonstrate knowledge of database development terminology, standards, concepts and
processes. (Pass)

E AO2 - Apply knowledge and understanding of database development terminology, standards,
"= concepts and processes to create a software product to meet a client brief. (Pass)

Iﬁ AO3 - Analyse information about database problems and data from test results to optimise the
performance of a database solution. (Merit)

AO4 - Evaluate evidence to make informed judgements about the success of a database’s design and
performance. (Merit)

¥
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- AOS5 - Be able to develop a database solution to meet a client brief with appropriate justification.
(Distinction)
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Office 2019 (MS Access)
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Assessment:

Type of assessment:
Practical Exam

Part B=2 hrs

> Length: 5 Hours
over 1 Week in
January / May Date
(Tec)

ROnNns

Hub

Part A= 3 hrs

> Must achieve at

least a Pass grade in

this unit to pass the
course

> Two assessment
opportunities
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Students are expected to:

v Have 100% attendance. Let your teacher know if you are not going to be in
a lesson for any reason via e-mail.

v’ Arrive promptly to lessons and Show positive behaviour.
v Complete coursework tasks, ensuring they meet the deadlines.

v“Complete homework tasks, ensuring they meet the deadlines - 5 hours of
theory or practical work a week.

v/ Proof read the work to check spelling and grammar.

v/ Ensure the presentation of all their work is suitable.

v/ Carry out independent study, especially with the theory units.
v Coursework, submitted electronically, with the correct layout
v/ Participate in group work tasks.

v Show responsibility by seeking additional help and support when necessary.

v Ensure all the relevant equipment is brought to all lessons, including
memory sticks.



Independent Study

* Itis not possible to achieve a Distinction™ in the BTEC.IT course, unless you complete
work outside of the timetabled lessons.

* You have three timetabled lessons a weekand you also need to spend five hours
outside lessons revising for external units or.completing coursework for internal units.

* In order to revise, you could make revision cards, rewrite notes from lessons or create
mind maps.

* While doing this, you must ensure you identify the gaps in your knowledge. Once the
gaps are identified, you need to address them. This could be using notes, revision
guides or asking your teacher for support.

* When completing coursework, ensure you refer to the assessment criteria. Always
complete all pass, merit and distinction criteria. Remember to stick to the deadlines,
so you could fail the course.



* Read around and be excited about your

W | d e r subject. Follow news channels and read articles
to stay up to date on developments in

" technology and ICT and the impact this has on
Rea d I ng individuals and society.

_‘l; Fo lla B
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A database is a computerised system
that makes it easy to search, select and
store information.

What is a
database?

Databases are used in many different
places.

What are some you can think of?

https://www.bbc.co.uk/bitesize/topics/z
f2f9j6/articles/z8yk87h

Wala R

HUD



https://www.bbc.co.uk/bitesize/topics/zf2f9j6/articles/z8yk87h
https://www.bbc.co.uk/bitesize/topics/zf2f9j6/articles/z8yk87h

Database
Purpose

* Makes it easy to search, select, store and
organise information.

* https://www.bbc.co.uk/bitesize/topics/zf2f9i6/articles/z8yk87h



https://www.bbc.co.uk/bitesize/topics/zf2f9j6/articles/z8yk87h
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V4 <\
e Flat File Databases \

. Nonewnal Databases
Types Of
Databases é&elatmnal Databases

RONS
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DATABASES

Databases
Video

® WEEKLY UPDATE }



Data base e Common. Type sare:
I\/I a n a ge m e n * Non-Relational Databases - NoSQL
t SySte m S * Relational Databases - SQL

HUD



What is SQL?

Sequenced Query Language.

Written language used only to write specific queries.

This is a powerful.tool-as the user can define precisely what is required in a
database.

SQL is a popular query language used with many databases.



Relational Database

I:I A single flat-file table is useful for recording a limited amount of
data.

E But a large flat-file database can be inefficient as it takes up more
= space and memory than a relational database.
E It also requires new data to be added every time you enter a new

"N record, whereas a relational database does not.



Relational Database

« Allows data to be stored in a clear,
organised manner across multiple
tables.

* Links, known as relationships, are
formed to allow the data to be shared
across the tables.



RDBMS Databases

* Relational Database Management
Systems.

e Organises into related rows and columns.
e Data is stored in tables.

e Datais indexed for faster data retrieval.

— o~ —l--— 1
recrn




Relational Database

Relational databases allow Links, known as
~—] data to be'stored in a clear, % relationships, are formed to
= organised:manner across allow the data to be shared

multiple tables. across the tables.



Whatisa ¢ &
RelationalOel 12

A Relational
Database

Database

IBM Cloud



Types Of Relational Databases

LJ§ Desktop

il

Client/Server Based and Web Based

’P Open Source — MySQL What does it mean to be opensource?

o

Proprietary — MS Access What does it mean to be proprietry?



Tables/Entities.

Columns — "Attributes".

. Database |
:+ Structure

Rows.

Field (Access Database) - Cells (Excel
Spreadsheet).



* The database table is where all the data in a database is
stored.

* This is what we have created ourselves in Microsoft Access.

Table or

E N tlty ProductID | Category Name

788830 | Headphones Bose QuietComfort
313096 | Bluetooth Speakers | Polk BOOM
814976 | Bluetooth Speakers | JBL Clip

105945 | Headphones Audio-Technica ATH
666721 | Bluetooth Speakers | Jamo DS3




Cardinality

* Refers to how "unique" something in a database table is.

* Primary key is unique. RONS
\)p Tech
* Foreign keys aw Hub

(\6"60 one to one

degrees of relationship

one to many

many to many



One To One

FILE ’ AuditLV2DefectPhoto
? FilelD N ¢ AuditLv2DefectPhoto
9 9 . FilgTypelD —\— AuditLV2DefectiD
* One record in a table is associated FilePath 1 FilelD
Comment FulcrumiD
with one and only one record in Hash |
LastModified xr
another table. QLS
Edit Relationships ? X
Hub Table/Query: Related Table/Query:
FILE v | AuditLV2DefectPhoto v E
— — — Cancel
In a school's database, each student (FilelD v | FilelD Al
Join Type..
has only one student ID, and each L . [¥]
Y ’ [ Enforce Referential Integrity Create New..
student ID is assigned to only one [ Cascade Update Related Fields
[l Cascade Delete Related Records
person' Relationship Type: One-To-One




One To Many

* Most Common type of One doctor is allocated
relationship. many patients
. . et > | Doctor
* Onerecordinan gntlty/table 7 | | % ol TR |
has many connections to \

another entity. @ The ‘many’ end of the relationship is indicated

by the ‘crow’s foot’ and/or the infinity symbol.

RONS

Hub



Database
Attributes

Attribute are the column
names.

The y axis in the database,
from top to bottom.

They describe the data to be
held under that column.

Product Name, Supplier ID,
Category ID, Quantity Per
User, Unit Price.

ProductName SupptieriD  CategoryiD

Chai 1
Chang ) 1
Aniseed Syrup Y V"
Chef Antop's:Cajun Seasohing 2
Chef Anto—n's Gur;bo Mix 2
l Grmdmas éd}senberry Spread 3
Uncle Bob’s Organic Dried Pears 3

=Ne Nl

Hub

~N RN RN NN - oa

QuantityPery
10 boxes x 20 bags
24 - 12 oz bottles
12 - 550 ml bottles
48 - 6 oz jars
36 boxes
12-8ozjars
12 - 1 Ib pkgs.

UnitPrice
18.00
19.00
10.00
22.00
21.35
25.00
30.00




Database-.Domain
(Data Typesin Everything Else)

The type of data that column holds.



Database
Domain

If the database needs a specific

type data for example a number

that is all that should be entered.

15 Tablet

ID

Field Name

Data Type
AutoNumber

Short Text
Long Text
Number

Date/Time 5

Currency
AutoNumber
Yes/No

OLE Object
Hyperlink
Attachment
Calculated

Lookup Wizard...



Database
Domain

MS Access

ROnN-s

Tech
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This link is to the Microsoft
Website.

It gives details on all the
domains available in Microsoft
Access.

Microsoft Access Datatypes

Information Link



https://support.microsoft.com/en-us/office/data-types-for-access-desktop-databases-df2b83ba-cef6-436d-b679-3418f622e482
https://support.microsoft.com/en-us/office/data-types-for-access-desktop-databases-df2b83ba-cef6-436d-b679-3418f622e482

Bill Gates

Row
Record
Tuple

206-555-1254

* A tuple is one record (one row).

* Goes.from left to right.

* The x axis so to speak, whereas
the column is the y axis.

* A tuple/row will hold all the
details about one particular

person or thing.

billg@microsoft.com

PO Box 123, Seattle, WA
98100



8 A database management system.

. wES X}E)Microsoft.
Microsoft __. \%

Access .\‘;I;

It is closed source/proprietary.

ROnNS

Tech @ https://www.microsoft.com/en-
gb/microsoft-365/access

Hub



https://www.microsoft.com/en-gb/microsoft-365/access
https://www.microsoft.com/en-gb/microsoft-365/access

@ You will NEED this for the
exam.

Microsoft
Access

A Install it (most schools, colleges
w and Universities give it for
free).

= o [E
I 9 = &

Tech

Hub



How to Install Access

; s s =

Go to Outlook (email). Tech

Hub

Go to the Account Manager
section (top right, your initials).

Click View Account from drop
down list.

Go to Office Apps Office U EEREREFLG a
Language@ Version )
[ English (United States) v |

DEVICES
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- Next Section
Theyfocus

will be exam stufr.
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Microsoft
Access basic

Tutorial




Exam Topics

Here | will simply list all
the topics you will need
for the exam.




Create Database

(LU

Creating Tables

Exam TOp|C Validation
List — Part A Serios
Tech Reports

Hub

= Testing for part A




Exam Topic List — Part B

Evaluating Structure

Data Entry Forms

e Design View

e Buttons rons
e Form Validation T & C h
e Macros k'

e Adding Extra Columns

Testing Part B (screenshots in template)

mmmemy  Evaluating Forms




What are you given?

RONDS

Tech

Hub

(5

Part A of the exam
paper.

Part B of the exam
paper.

activity2.rif
activitys.rif
activityd. rif

Templates

Templates
Database



Part 2
2020-The Scenario

Tech

HuD




|DH| | will be reading a past paper.

AV

-

The

| will make note of important
pieces of information.

Scenario

RO NS

Tech % In the exam | HIGHLY
Hu b recommend you make notes.




Tables
Needed

* We need to work out the tables.

>C
7

il

« We need to work out what goes in each table.

RONSsS

Hub




Table Information Needed

RONS

An extract of the data the organisation would like to record is shown in Figure 1. e
Incm ‘Forename  Ticket  Ticket Customer Surname mm.’ Telephone Customer Type
| Number | Type ID Cost 1D Wp.lD

- 1000 Mildred 1 £39 ] Mitchell Friday @ Guest of Organiser
| 1001 | Mildred 1 £39 1 | Mitchell Frida 03415610539 3 ' Guest of Organiser
| 1002 Amanda 1 £39 Fergu 01776717391 1 Regular

| 1003 1 £39 &

‘V 1004 Eric 2 £49 Saturday 03594633138 2 New

1005 | Eric 2 £4 Q Ferguson | Saturday | 03594633138 2 | New

| 1006 2 £49 | Saturday |

| 1007 2 £49 | Saturday |

| 1008 Ralph 3 £88 4 - Martinez Camping 06408785372 1 ‘ Regular

‘. 1009 | Ruby 3 £88 5 | Butler | Camping | 07975693071 3 | Guest of Organiser
| 1010 3 £88 }Camplng | |




2020 Past
Paper Tables

Needed

ROnNS

Tech

Hub

* There is not always a specific number of
tables we can use.

* Sometimes 3 (unlikely, but possible).

* Sometimes 4 (most likely).

* Sometimes 5 (somewhat likely).



2020 Past Paper Tables

Needed

\
* We will be making use of four ta@i.eox\

DO NOT USE SPACES. 6
. CustomerTypeTabIe?\O(\

* CustomerTable

* TicketTable

* TicketTypeTable



Creating Tables

2020 Past Paper

Open Microsoft Access




Creating Tables 2020 Past

Access

Recent

Pinned

Pin files you want to easily find later. Click the pin icon that appears when you hover
over a file.

Older
TheDoctorsSurgery_Activity2.accdb

Downloads

Doctor Surgery.accdb

Downloads

Databasel.accdb

Downloads

(@@ Open Other Files

Search for online templates

Suggested searches:  Database

Business Logs Industry Lists Personal

Blank database

=

=

Event management

lgsssl

Call tracker

=

Contacts

Y \
v
ol |
™
[askimanagement Nutrition tracking
g ‘

Customer service

Home inventory

Charitable contributions

i

Inventory

|

Paper

? = (=]

Mr Ronald Grant
rgrant@cthsfc.ac.uk
Switch account

X

MR

L
| '

Select Blank database.

Blank database




RONSsS

Creating Ta bles *Choose a name and a location to save it in.
b
2020 Past Paper o

*Most schools/colleges will give you your personal user area.

|RnckhillMu5icFesti1.ral.accdb| |

H:\Downloads',

Blank database ; Blank database
File Name 6 File Mame

0

Create




“Creatin g Tabl es
2020 PaSt Pa per e Click update now.

* You might also sce allow/enable editing.

* This should NOT happen, but just in case it does.

I SECURITY WARNING Some activeicontent has been disabled. Click for more details. Enable Content

0 UPDATES AVAILABLE Updates for Office are ready to be installed, but first we need to close some apps.



Creating
Tables 202

O Past
Paper

R OnNnSs

Tech

Hub
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SE

We have one table created for us, it is
called, "Table".

—A— \(@%se this for our first table.
e

What goes in each table?

Make notes either on paper or in
"activity 2.rtf" template document.



Creating Tables 2020 Past Paper

S
/ Make notes in the exam.

Use Word Document.

D Use paper.



Creating Tables 2020 Past

Paper
. CustomerTabIe \)w

@CAHD e
e Surname
Tech
° Forename
* Telephone HuUb

CustomerTypelD




Creating Tables 2020 Past
Paper

. CustomerTW

| . C@Céﬂypem
N2

ustomerType

RONS

Hub



Creating Tables 2020 Past
Paper

. TicketsTabIe \)
@ mber
icketTypelD

e CustomerlD

RONS

Hub




Creating Tables 2020 Past
Paper

O
* TicketType %\)
)
6- ﬁﬂype

e TicketCost

RoONS

Hub




Primary and Foreign Keys

Primary Keys are values that are unique.

They cannot be repeated anywhere‘in that table.

A primary key is aspecial relational database table column (or combination of
columns) designated to uniquely identify each table record.

Reference



https://www.techopedia.com/definition/5547/primary-key

Foreign
Keys

A foreign key is a column or group of
columns in a relational database table
that provides a link between data in
two tables.

It acts as a cross-reference between
tables because it references the
primary key of another table, thereby
establishing a link between them.

Reference



https://www.techopedia.com/definition/7272/foreign-key

Creating Tables 2020
Past Paper

 We need to work out the Primary Keys for the
tables created.




CustomerTable

CustomerTable Primary Key = CustomerID

It is a value that will not be repeated.



CustomerTypeTable

CustomerType Primary Key = CustomerTypelD

It is a value that will not be repeated.



TicketType Table

TicketType Primary Key = TicketTypelD

It is a value that will not be repeated.



Ticket Table

Ticket Primary Key = TicketNumber

It is a value that will not be repeated.



RONS

Hub

he\\\/@ow Primary Keys.
O
\ <

Data Types

)
@ We need to work out the
datatypes for each item.




Data Type i
-
Short Text
Datatypes Long Tex]
Number
Large Number
Date/Time
 The datatypes we need to focus on are: Currency
e AutoNumber AutoNumber
* Short Text Yes/No
+ Long Text OLE Object
« Date/Time Hyperlink
* Currency Attachment
* Yes/No Calculated
© Hyperlink Lookup Wizard... h o N e

e Attachment
e Calculated

* Lookup Wizard



CustomerTable Design View with datatypes

Field Name Data Type

CustomerID AutoNumbr, < \\J
Surname ShortText
-
Forename P Flﬁrﬁe}c
Telephone ShortText
v
CustomerTypelD (\‘O Number
:E CustomerTable < \
Field Name : Data Type R ONS

Ll CustomerlD AutoNumber

surname Short Text T h

Telephone Short Text

CustomerTypelD Number H L fﬁ.




CustomerType Table Design View with datatypes

Field Name Data Type

CustomerTypelD AutoNu'rlnbx \ \\J

CustomerType ShortText

:D CustomerTypeTable < \ N
Field Name o Iﬁt&l’ﬂfl’a

stomerTypelD 'A_utn@t_:_mber

-|._5hﬂ-rt Text

RONS



TicketType Table Design View with datatypes

TicketTypelD AutoNu'rlnb‘ \ \\J
TicketType ShortText

.
TicketCost Py rr}oc}

] TicketTable <

Field Name : ata Type
LITicketNumber Number
TicketTypelD Number
Customer|D Number RONS

Hub



TicketTable Design View with datatypes

Ticketnumber Number \‘\\\J
TicketTypelD Number

\"l
CustomerlD ;‘_Ll(t?n] r

‘:ﬂ TicketTypeTable ¢ \

Field Name \#‘\w[}ata Type
L “AutoNumber
TicketType Short Text
TicketCost Currency

Hub






Normalisatio

n Videos

https://www.youtube.com/watch?v=R7UblSu4744

* 3NF-
https://www.youtube.com/watch?v=aAx JOEDXQA

RoONSsS

Hub



https://www.youtube.com/watch?v=mUtAPbb1ECM
https://www.youtube.com/watch?v=R7UblSu4744
https://www.youtube.com/watch?v=aAx_JoEDXQA

INF — First TABLE
NOrmaI Form Columnl Column2

e Atomic values. One value per
column.

<
C B

RONS

Hub




INF — First
Normal Form

e Atomic values. One value per
column.

* Consistent datatypes in each

column. Do not mix them. .

RONS

Hub



* Column names MUST be unique/different.

INF — First Normal

FO rm * Doing queries would become extremely
difficult or not work.

TABLE TABLE
oor [rame e ]9K vor [ el
26-10-89 A A 26-10-89 A A
13-2-92 S QC 13-2-92 S K
L
16-11-65 S A 16-11-65 S A
8-9-86 R A 8-9-86 R A

Hub



INF — First TABLE
N Ormal FO 'm Roll_no F_Name L_Name

* QOrder not relevant.

* Names do not have to be in

alphabetical order for
example. .
S m

Hub




e

1st Normal Form (INF)

1NF Video

DBEMS NORMALIZATION




« First Normal Form (1NF) must

have been done.

ZN F — Second L There needs to be no

dependencies.

Normal Form

RoOnNs

Tech Specifically partial dependency.

Hub




= T

’ Rj Second (2NF)

2NF Video <C Normal Form

Simplest Explanation
for Beginners




3NF — Third Normal Form =

e Must be in 1NF.
e Must be in 2NF.

* Primary and Composite Keys determine the other pieces of data in the table.



)
QA

h

Vo 3rd Normal Form (3NF)

DBMS NORMALIZATION




Normalisation
Video

1st, 2nd & 3rd Normal Form

A beginner's guide




How do we do
Normalisation?

R OnNSs

Tech

Hub

* You have already done it.

* By having separate tables with ONLY the information
needed we have normalised the data.

e All the columns are independent.

e All'columns already only have one piece of data,
none are composite (made up of more than one
piece of data).

* Tables separated logically. Customer information in
customer table. Ticket information in ticket table.
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Primary Keys, Relationships and Screenshots

* Primary Keys are unique values.

e Values should NOT be repeated in'the same table.

* We need to set the primary keys for each of the tables created.

* Primary Keys BEFORE relationships.



Set Primary

Keys

RONDS

Tech

Hub

Should be first value you create by
default.

You can change it.

Go to "Design View".

Select the column name then click on
"Primary Key".



Screenshot
— Windows

Go to start menu.

@0

Open the snipping tool.

Click on "new", then drag over the

RONS area you want.

Hub




* Press the wtion-
Screenshot X\

'Q@g%/s + SHIFT + 5.

Windows 10 and 11 6
?\0'(\ * Drag over the area you want.

ROnNns

Hub




Creating Relationships

I3 B XTI XITD

Close the tables. Go to 'Datﬁ% Click on Double click on the

T&".O "Relationships". tables you want to
use.

RONS

HuUub



Primary Key to

. Edit Relationships ? X
Foreign Key
Table/Query: Related Table/Query: | Create
CustomerTable TigketI gble
* Click on the primary key value. Cancel
Customerld °. ~ "CustomerlD
I Join Type..
* Click and HOLD. |
: Create New..
e Drag to the foreign key, then [ ] Cascade Update Related Fields
release.

[ | cascade Delete Related Records

Relationship Type: One-To-Many




2020 Paper Table Primary to Foreign

Relationships One To Many
CustomerTypeTable CustomerTable TicketTable TicketTypeTable
t CustomerTypelD — B CustometiD - B TicketNumber = ¥ TicketTypelD
CustomerType surname ! TicketTypelD 5/_ TicketType
FOrename CustomerlD TicketCost
Telephone
= CustomerTypelD




Deleting/Removing
A Relationship

* Click on the relationship line.
* Press delete on your keyboard.

* OR Right click on the line and
select delete.

= [
'' L L

CustomerTypeTable

L CustoprerlygelD

CustoprerType

CustomerTable

E CustomeriD

SlIFRame

E]fﬁ Edit Relationship...

X Delete




Past Paper — 2020 — Validation Rules

 We have two ways to ensure data is usable.
* It must be accurate and complete.
 Validation.

* Verification. R

HuUub



Verification

\
<0
* Check against the originéla(a\%sure it is correct.

* Websites asking for double entry of password or usernames.



Validation

\ Qs
O
* We must get what we are askéﬁﬁc@

e Age is required we@u@not put letters.

* Name should be letters and not be 1,000 characters long.



Types Of Validation

* Presence Check
e Length Check
* Value Lookup
* Range Check
e Table Lookup

* Format Check



ﬁ Check if the user has entered a
[ e |

value.
A'a
\ S
Presence «e\(\ If the user does not enter a
CheCk 5 value they CANNOT continue.
Tech Normally done on websites

Hu b /> with an asterisk.




* Ensure the user has typed in the amount of
stuff needed.

* UK mobile numbers are either 11, 12 or 13
digits.

Length Check

07939500313

447939500313

+447939500313

Please "do not" harass this person, | simply
made this number up.




Value Lookup

N
* You the database desig%@@/s the user to choose from options.

* You decide on the options when creating this method.



h

e

Hub

Table Lookup

e Get values for this cell from another table.

 Another column in another table has the information
that'you want.

* You setup the cell so you can select from the options
already there.



RORNS

HUub

Range Check

e Check if the values entered are
within the range expected.

* For example, salaries range from
£30,000 to £100,000.

* Dates for meetings range from
01.01.2022 to 20.01.2022.

* Values must be within the range set.




Format Check

| ask for a number. Give me a number.

| ask for a letter give me letters.

* UK postcode can'be SE13 5FH.

Letter, letter, number, number, number, letter, letter.



RONS

2020 Past Pa per * Let us look at the 2020 past paper.

Hub

Validation Rules

* Let us identify the validation rules we need to have in place.

The table structures must use suitable validation,to meet these requirements:

a record will not save without the customer’s surname being present
a record will not save if the.customer telephone number is not in the correct format

a record will not savé if the.customer is assigned an invalid customer type

a record will not save if the cost of a ticket is not one of the three permitted values
a record will not save if a ticket sale does not have a valid customer

a record will not save if a ticket sale does not have a valid ticket type.




Validation

' A record will not save without
@stomer’s surname being
— ?\ esent.
O
\ -

Type? .
V Presence Check.

RONS

HuUb




Validation Type?

\\ A record will not save if the customer.telephone number is not in
»  the correct format.

ﬁ Format Check.
y Length Check.



RONS

HUb

d will not save if the

A recor
« e\\cﬁner is assigned an invalid
stomer type.
O
\ =

Validation

Type? .

@ Table Lookup or Value Lookup.




Validation Type?

D A record will not save if the cost of a ticket is not one of the three
E— permitted values.

I:I Table Lookup or Value Lookup.



RONS

HUb

N\ A record will not save if a
ib@sale does not have a
- - id customer.
Validation ~

Type? N
V Presence Check.




Validation

Type?

= e

H LD

A record will not save if a ticket
sale.dees not have a valid ticket

type.

Value Lookup or Table Lookup.



RONS

HUb

Value Lookup

Lookup, you enter your

B V
S
VS =

' Table Lookup, you select vales
@ from another column from

Table LOOkUp another table.




o

Tech
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E Checks if there is anything
present.

Presence

Check

If nothing is there, we cannot
move forward.




Presence Check
Example

Go to "Design View".
Validation Rule = Is Not Null

That tells the system to do the actual
check.

Validation Message/Text = Silly
human, you must enter a value here.

This is the message the user sees if
they leave it blank.

General Lookup

Field Size

Format

Input Mask
Caption

Default Value
Yalidation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Text Align

255

s Mot MNull

Silly human, you cannot leave “Surname’ Eﬂ'lptj.l'.l

Yes

Mo

Yes

Mo Control
Mone
General




Presence Check Error Message

This will ONLY show if the user leave that cell blank.

CustomerTable <

CustomerlD = Surname = Forename = Telephone - Eustﬂa’lerT',rpelD = Click to Add ~

& 1 King 07939500478 1
# (New) N 0
Microsoft Access X
| Silly.human, you must enter a value here.




Presence Check

This is how we ensure that the
use "MUST" enter some value.

Note, we have not checked if
the value entered is correct.

Only that a value was entered.



Format Check

&
Felasze
Length Check T S——

Input Mask 4\
Caption 4 A\ "
Defaulrvalue
* Go to Design View. O (L e "Rule
alitlation Text
Required Mo

* Set Field Size to 11. Allow Zero Length Yes
. Indexed Mo
Unicode Compression Yes
* UK phone numbers are IME Mode Mo Control
typically 11. IME Sentence Mode Mone
Text Align General

RONS

Hub



Format Check & Length Check

General Lookup

* Go to Input Mask field and click Field Size Y [
on the menu button. e
]
{Caption

Crefault Value
Validation Rule
Validation Text

* Choose yes to save.

Input Mask Wizard X | Required Mo
| Allow Zero Length Yes
| Must save table first. Save now? | Indexed Mo
. Unicode Compression Yes
Ves No | e IME Mode Mo Control

IME Sentence Mode MNone

TecC h Text Align General

HUD




Format

&
Length Check

* Double Click on phone number to
edit the parameters.

—
| 1][ )
!\.\-' L

| Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask warks, use the Try It box.
To change the Input'Mask list, click the Edit List button.

Input Mask: Data Look:

Phone Number (5555) 123432
| Postal Code LN25 4DC I
Password Fmmma
Long Time 13:12:00
Short Date 27/09/1969
Short Time 13:12
Try It: |

Edit List Cancel MNext = Finish




Format & Length Check

Hub

We change the amount of numbers so it matches 11 digits for the general UK number.

Input Mask Wizard

Do you want to change the input mask?

Input Mask Name: Phone Mumber

Input Mask:

What placeholder character do you want the field to display?
Placeholders are replaced as you enter data into the field.

Flaceholder character: _ e

Try I

FEinish

Input Mask Wizard

I Do you want to change the input mask?

Input Mask Name: User Defined

Input Mask: (9999) 0090009

What placeholder character do you want the field to display?
Placeholders are replaced as you enter data into the field.

Placeholder character: _ e

Try I |(0793) 9500313

Cancel

Einish




Format & Length Check

Without the symbols in the

mask, then click Finish.

Input Mask Wizard

How do you want to store the data?
()ywith the symbols in the mask, like this:

(B147) 2345252

© without the symbols in the mask, like this:

1816828447

Cancel < Back Finish

General Lookup

Field Size

Format

Input Mask

Captmn
BefaultWalue
Validation Rule
Validation Text
Required

Allow Zero Length
Indexed

Unicode Compression
IME Mode

IME Sentence Mode
Text Align

Is Mot Mull

Silly human, you cannot leave this empty. Also ensure it i1s in the corret format.
Yes

Yes

Mo

Yes

Mo Control

Mone

General




Format
Check Phone

Number




Format & Length Check Error Message

Default message.

CustomerTable <

CustomerlD =~ | Surname ~ | Forename gky&m = CustomerTypelD = Click to Add ~

2 Boss King 999
(New) 0

"Microsoft Access ot

!

f | "_.. You must enter a value in the 'CustomerTable. Telephone' field.

‘ oK Help

RONS

Hub



* A good idea to have "Is Not Null”, to ensure it is
not left empty.

* Validation Rule=is Null OR ((Like "*?@?*.?*")
AND (Not Like "“*[ ,;]*"))

E m a | I *.Validation Text = Silly human, please check that
you have entered the email address and that
you have done it correctly.




RONS

Format Check Email * Settings for validation rule for email.

(Screenshot)

iub

General Lookup

Field Size 255 g e R
Format A Y2

Input Mask 4 A

Caption W o Sl

Default Value S ay

Yalidation Rule Is MullOr [[Like "*7@7*.7*") And [Not Like "*[ ,;]*)
YValidation Text 5illy human, please check that you have entered the email address and that you have done it correctly.
Required

Allow Zero Length Yes

Indexed Mo

Unicode Compression Yes

IME Mode Mo Control

IME Sentence Mode Mone

Text Align General



Format Check — Email (No Error)

* This will work as it meets the criteria. w}b

- ‘Hnu&ehlam-e - ‘ PostCode - ‘
ail.com  King Boss Hous SE34 5LD

I% Paﬁ-entTahl-E\
PatientiD -

0
*
RONS

Hub




Format Check
(Error)

PatientTable \,

!

PatientlD -~ Surname -~ HouseMName - Pnﬁiﬁ&dg‘ PatientType ~ Click to Add ~

F 0 a King Boss Iﬂ WD King Patient

* 0

I'I.Jr

Microsoft Access ey

| Silly human, please check that you have entered the email address and that you have done it correctly.

Ok I Help




Format Check

(Error) Tech

PatientTable

patientlD - Surname - HouseName’-/~PostCode - PatientType - Click to Add -~

0 a@gmail. King Boss Hou¢'SE34 5LD King Patient
0

Microsoft Access

| Silly human, please check that you have entered the email address and that you have done it corred

OK Help




r— —

RORNRS RonNns

sy L
bt e L
L L -

~ ERSEE Format Check
| Email Validation Rule

Hub

Is Not Null OR ((Like "*?@?*.?*") AND (Not Like "*[
A1)

Is Not Null ensure it is NOT left empty.

They MUST enter a value.

The criteria did say we should not save if the email is
not present and in the correct format.




Email
Validation

Rule
Explained

Access

Learning Zone

Validate
Email

Use a Validation Rule to
Verify Proper Email Addres
it Microsoft Access

Tech Help

i) Fechbedn

Richard Rost




RONS

Email Valldat!on | used AND so BOTH would need to be true. """
The One | Did

General Lookup

Field Size

Format

Input Mask

Caption

Default Value ¥ =

validation Rule Is_Ddwll And{(Rike "?@?*.7") And (Not Like " ;™)
Validation Text Stk fumnar, please enter the email correctly. for example "kingboss@gmail.com”,
Required Mo

Allow Zero Length Yes

Indexed Mo

Unicode Compression Yes

IME Mode Mo Control

IME Sentence Mode Mone

Text Align General




Email Validation
The Error Hub

| CustomerTable

Customer|D -| Surname -| Forename Telepho i -‘ CustomerTypelD ~ Click to Add ~

9 Boss King : 0
(New) . 0
Microsoft X

& Silly human, please enter the email correctly. for example "kingboss@gmail.com”.

QK | Help




e Select menu button from Input Mask:

* Double click on post code to edit the

Format Check
Postcode

Go to Design View.

settings.

Input Mask Wizard

Which input mask matches how you want data to look?

To see how a selected mask works, use the Try It box.,

To change the Input Mask list, dick the Edit List button.

Input Mask: Data Look:
Phom&"Mumber (5555) 123432
Postal Code LM25 4DC

Password e

Long Time 13:12:00

Short Date 27/09/1969
Shart Time 13:12

Try It:

Edit List Cancel Mext = Finish




Format Check
Postcode

Input Mask

* Typical postcodes have Letter, letter,
number, number, space, number,
letter, letter.

* SE13 5LQ.

* Try to match the postcode from the
exam paper, maybe do not try to do
every single UK postcode
combination.



Length Check

Probably one of the easiest ones to do.

Goto Design View.

Change Field Size from 255 to X.

For postcode, typically the maximum should be 7.



Length Check
Design View

General Lookup

e Before and After.

Field Size

Input Mask

Caption

\Default value

Walidation Rule

Walidation Text

IRequired

Mo

Allow Zero Length

Yfes

Indexed

Mo

Unicode Compression

Yfes

IMIE Mode

Mo Control

IMIE Sentence Mode

Maone

Text Align

General

General Lookup

RONS

Hub

* Be sure to add Validation Text (Error message).

Field Size

|Input Mask

|Captinn

|[}Efauﬂ Value

Nalidatinn Rule

Nalidatinn Text

|Required

Mo

Lﬂlllnw Zero Length

Yes

|I ndexed

Mo

|Unicnde Compression

Yes

IME Mode

Mo Control

IIME Sentence Mode

Maone

Text Align

General




‘j CustomerTable X ‘j CustomerTypeTable X ‘j TicketTable

Field Name Data Type
L TicketTypelD AutoNumber
TicketType Short Textl h
TicketCost Short Text
Va I u e Long Text
Number

Lookup ' e

' Date/Time Extended

Currency

AutoNumber
From the datatypes select Yes/No
Lookup Wizard. OLE Object

Hyperlink

Attachment




Va I u e Lookup Wizard
Lookup

* Choose the type the
values you want.

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to get its values? |

O I want the lookup field to get the values from another table or
query.

o;:[wi” type in the values that I want.

Cancel < Back MNext = nish




Lookup Wizard

What values do you want to see in your lookup field? Enter the number of columns you want in the
list, and then type the values you want in each cell.

To adjust the width of a column, drag its right €dge to the width you want, or double-click the
right edge of the column heading to.get the best fit.

Number of columns: | 1

Coll
FridayQnly | _

Saturday ©nly
\Both-Days

Enter the necessary
values.

RONS Cancel < Back Hext = Einish

Tech

Hub




Nelg B

Limit To List

Limit to list should be ticked.

This prevents them from
typing in any other values.

If this is not done, they can
still enter whatever they
wish.

Click Finish when done.

\\

Lookup Wizard

What label would you like for your lookup field?

w8 Limit To List

' \ L;—’ Do you want to store multiple values for this lookup?

(] Allow Multiple Values

Those are all the answers the wizard needs to create your lookup field. |

Cancel < Back

Finish |




Value Lookup

This is how it looks in the actual table.

| TicketTypeTable '( \\
TicketTypelD ~ ‘,j\ ype =  TicketCost =

= _ (New) v £0.00

Friday Only

Saturday Only

Both Days
RONS

HUb



Value

Lookup Limit
To list

* The general section should look
like this.

* The three options are shown.

e Limit to list has a "Yes" next to it.

e '\:] k:.-
General Lookup

Display Control Combo Box
Row Source Type Value List

Row Source _ "'Fiidg‘.." pnlv";"Saturdav Only""Both Days"
Bound Column

Column Count S\ % 1
Column Heads { Mo
Colurmn Widths 2.54cm
List Rows 16

.

Allow Multiple Values
Allow Value List Edits Mo
List tems Edit Form

Show Only Row Source Valu Mo



DH Always read and break down
the error messages in access.

Random Tip

They tell you what is wrong.

ROnNs

Tech

Hub




T Get the values you want from
another table.

A\

fthe values exist somewhere
else, get them and use them
here.

@ We do a mini query to another
table.




- Your values must be between two given
a
U values.

2, X Ilet price must be between
El\(\ 0 and £50.
\\-l"

% Any value under £10 will not work.

$ Any value over £50 will not work.




Go to Design View.

Ra N ge C h eC k On Validation Rule, add the below.

H OW TO ? Between 10 and 50.

This can be changed to be any value
you want.




Go to Datasheet View.

Default Value — Automatically sets itself.

Range Check
H oW TO ? Zt?lelglitlon Rule — The thing you want to

Validation Text — The message that
comes up.

*"HalaR=

HUD




Between 0 and 10.

>Date() — Today's date.

..... Ra N ge C h ecC k >Date()-1 — Greater than yesterday.

----- Validation Rule

Date()+1 — Greater than tomorrow.

Between #01/01/2022# And #25/04/2022#

e =
N

Ly
AL

HUD




You will need to have some
data in the tables to do it.

AV

Bare minimum 2 records with
different values.

NHS and Private.



Table Lookup

* You get the valuesfrom.another column in another table.

RONS




Go to the table you want it in.

Ta b I e LOO ku p ' Go to Design View.

Change datatype to Lookup
Wizard.




Table Lookup

If you see this error, you might need to delete some relationships for now.
Go to Database Tools.> Relationships > Delete the line.

Repeat process, previous slide.

TecCr

Lookup Wizard >

You can't change the data type or field size of this field: it is part of one or more relationships, If you want to change the data type of this field, first delete its relationships in the
Relationships window,

K




Field Name Data Type
B | TicketNumber Number
TicketTypelD Number
CustomerlD thl::ler F
Short Text
Long Text

Ta b I e [daL:;hl'iLmher

Date/Time

LO O k u p Ej’:i;:;le Extended

AutoNumber

N Yes/MNo
Choose Lookup Wizard. OLE Object
Hyperlink
Attachment
Calculated
=S oz e Lookup Wizard...




* Choose the first option.

* | want the lookup field to
get the values from
another table or query.

| Lookup Wizard

This wizard creates a lookup field, which displays a list of values you
can choose from. How do you want your lookup field to get its '

values?

o~ () Twill type in the values that I want.

Cancel < Back




Ta b | e . Lookup Wizard
Lookup

Which table or query should provide the values for your lookup
field?

Table: thiCustomer
Table: thiCustomerType
TablesthMicket

Table: thiTicketType

* Choose the table you

want it to come from. |

View

© Tables () Queries (" Both

* |n this case, the data is
coming from the
Customer Table.

* Click Next. Cancel < Back | Mext =




Ta b | e Lockup Wizard
Which fields of thlCustomer contain the values you want induded in

your lookup field? The fields you select become columns in your
OOKU p jookup field.,

* Choose the information you

want to show. Available Fields: Selected Fields:
= CustomerID
Email Forename
* | am going for: Customer TypelD .
* CustomerID PostCode
* FirstName <
* LastName =
* Click Next Cancel < Back Next =
-T -



Lookup Wizard

I a b I e What sort order do you want for the items in your list box?
L k u p You can sort records by up to four fields, in either ascending or descending order.

1 CustomerID > Ascending
2 Forename - Ascending
* Choose the order you want the
3 e Ascending
information to be displayed in.
4 " Ascending
* Click Next.
Cancel < Back Mext =
L-



Ta b | e Lockup Wizard

How wide would vou like the columns in your lookup field?

LO O k u p To adjust the width of a column, drag its right edge to the width you want, or double-dick the

right edge of the column heading to get the best fit.

Hide key column (recommended)
* Hide key column.

Forename surname

SobThe Builder
Sguarepant SpongeBob

* This will hide the primary Torm jerry

key for us. |
* Click Next.
Cancel < Back Mext = Finish
T —l'-



Ta b | e Lockup Wizard

What label would you like for your lookup field?

I_O O k u p [CustomerID

S0 0 enane dats tEQFIt!.I' between these tables?

* Enable data integrity.

0 Restrict Delete
Do you want to store multple values for this lookup?

* This will create/recreate

the relationshi P. Those are all the answers the wizard needs to create your lookup

' field.

e Click Finish.

Cancel < Back Finish




Lookup Wizard bt

Table Lookup

! The table must be saved before relationships can be created. Save now?

|- Yes | Mo

¢ :

B Go to where you want the data-to show and test it.

rT—u Lookup Section is Design View should have the query information
e+ in, "Row Source".

l;l:[ When doing screenshot show the entire section at the bottom.



Table Lookup

:r:,' Pelationships ¢ | (O] tblTicket <

e TicketMumk ~  TicketTypelD - CustomerlD ~ ClicktoAdd ~

* Go to the table and test it from the * 0 0

drop-down menu. Bob The Builder
Squarepant SpongeBob

Tom jerry




Ta b | e LOO k u p * Screenshot this-entire section.
EVide nce e | will show this in the template.

Lc'rntm Box

l'_
thiCustomer].[Custo a.L.m.. bICustomer].[Forename], [tblCustomer].[Surname] FROM thiCustomer ORDER BY [CustomerlD], [Forename], [Surname];
_—

1cm254cm S4cm
_ TecC h e

|5t Width
Limit To List ‘Fes

Allow Multiple Values  |Mo
Allow Value List Edits Mo
List [tems Edit Form

Show Only Row Source V| No -







Query To
Table aka
Table Query

ROnNSsS

Tech

Hub

* Make multiple tables from a single table.

* You will need to create the original table given to
you.

* Then fromthere we normalise (pull out the
importantinformation we want for each table).

* Prevents you from having to create 4 tables
manually.

* https://www.youtube.com/watch?v=pOqsP-RyOFE



https://www.youtube.com/watch?v=pOqsP-RyOFE

Queries and
Report

* Ask and you shall receive (If | have it).

RONS



,P A question.

. E &)‘i atabase for something.
What is a B\ bRt et

QUEFY? r\‘-;

Q;\ If it is there, you get an answer.

‘)( If not, there is no answer.
R OnNSs

Tech

Hub




What is a
Report?

A way to show your answers
from a query in a neat format.

R O s

Tech

Hu b




Queries and Reports

r|> A query has to be done first.
L

@ We then use the results to generate a report.



T must be some data in
?\ database.

Queries

Otherwise, there will be NO
results will not show.




How To Do A Query

-

* In the top banner, go to

Create.
File Home External Data Database Tools

* Select either Query a D hl.mlj D

Wizard or Query Application  Table Table SharePoint] Cuery | Query
Design. Parts - Design  Lists~ Wizardl Design
Templates Tables Queries

_5 ol =

Hub



Query Wizard Part
1

Crosstab Query Wizard

Find Duplicates Query Wizard
Find Unmatched Query Wizard

* This is the easier way in my
opinion.

e Both will get you to the same
result. This wizard creates a select query

@ from the fields vou pick.
* For a basic query we need,

"Simple Query Wizard".

RONS

Hub




Query Wizard Part 2

* If you see this then you NEED to
click open.

*NalasRA

Hub

Microsoft Access Security Motice ? >

@ A potential security concern has been identified.

Warning: It is not possible to determine that this content
came from a trustworthy source. You should leave this
content disabled unless the content provides critical
functionality and you trust its source.

FileFath: | coPROGRAM FILES\MICROSOFT OFFICE
\ROOT\OFFICE168 ACOWITACWEMAIN. ACCDE

This file might contain unsafe content that could harm
your computer. Do you want to open this file or cancel

Pore information

the operation?




Query
Wizard Part 3

* Choose the table you
want.

e Select the columns you
want from the list at the
bottom.

Simple Cuery Wizard

Which fields do you want in your query?

Tables/Queries

able: thiCustomer

Available Fields:

Surname
Farename
Telephone

Email
CustomerTypelD
PostCode

Rl

Selected Fields:

You can choose from more than one table or query.

Cancel ack Mext =

Finish




Query Wizard Part 4 Simple Quey Wi

Which fields do you want in your query?

'ou can choose from more than one table or query.

Tables/Queri
Table:

e | want all the data in the table. "

* To move it all at once, clic n&\
double right arrows.

RORNS

Hub

|




Simple Query Wizard

Would you like a detail or summary query?

Part 5 et S

@

e Leave detail on.

e Click Next. 1] a3

]

Cancel < Back Mext = Finisl




RORNS

Tech _ _
Simple CQuery Wizard

Hub
What tile do you want for your query?

Query Wizard Part 6 = |

all the information the wizard needs to create your

Give your Query a name. query.

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

* Use convention. ,‘
6 (O) Modify the query design.
 Starts with "qry" then th'(\
Cancel < Back Mext = Finish

QryAllCustomerData.

|



* This is what the information looks like.

IQuery Wizard Part 7
* | pulled in all the information.

Hub
| @ EII'}’AIIEustDmerData."'-_..
CustomerlD - Surname - Forename - Telephone - Email =  CustomerTypelD - PostCode -
2 Builder Bob The ") 98798798798 asd@gmail.cor 3 SE111RR
27 SpongeBob  Squarepants ™y 5 B7987987987 bikinibottomg 1 5E13 1GH
28 jerry Tom$ & Fe783544777 11yu@bingbor 4 5W13 1GJ
29 Goku Son % 75455498424 goku@gmail.c 2 NW14 4GT
30 Gohan Son 7AS81547877 songohan@grr 10 NE12 AWW
31 Radditz Saiyan 12345678988 raditz@aol.cor 9 NW14 7FG
32 Picollo Mr 78451236985 picolo@msn.o 5 NW14 8QE

* (Mew) 0



Query Wizard Part 8

* You will also see the new query under
the Query section.

KR O

Hub

Quenes

ﬁ gryAllCustomerData

@ qryQueryAll
ﬂ qryQueryAllZ

b



Query Design Part 1

* Doing the same thing in
Query Design.

* Query Design gives more

control. ?
.

RONS

Hub

Create a new, blank query in Design
view,

You can then use the Show Table
dialog box to add tables or queries
to the query design.




= aueyt I
Query Design Part 2 =
* From here you add the table you ,\w
want by selecting the table then {\6
clicking on Add. @O
cose |
RoOonNs m
T e C h III:|Fient
Hub snqu 0 T = ‘ m m = ‘




Query Design Part 3

* This is the new view after the

table/s you want have been "

added. ?\006

RORNS

Hub

3 Queryt,

tblCustomer

% CustomerlD

Surname

Forename

Show Table ? >

Tables Queries Both

thlcustomer
thlCustomerType
thiTicket
thiTicketType




Query Design Part 4

ﬂ {Iuer]ﬂ.
thiCustomer
¥ CustomeriD
Surname e O re
Forename
Telephone RoOons
Email
CustomerTypelD T e C h
PostCode
H b
«
Field:
Table:
Sort:
Show: ] O
Criteria:
ar:

We now "DOUBLE CLICK" on each of the
column names to add them to the
sections below.

H Queryt
thlCustomer
&
¥ CustomerlD Afte r
surname
Forename
Telephone
Email
CustomerTypelD
PostCode
4
Field: | CustomerlD surname Forename Telephone
Table: |thlCustomer thlCustomer thlCustomer tblCustomer
Sort:
Show:
Criteria:
ar:




Design Query Part 5

| added all the columns to match the first query | did.

Field: | CustomerlD Surname _-__ I'_:tﬂr;am_e Telephone Email CustomerTypelD PostCode
Table: |tblCustomer tblCustomer £ [tblCustomer tblCustomer tblCustomer tblCustomer tblCustomer
Sort:
Show:
Criteria:
ar:

Hub

»Nalal~-
e 3



Design Query Part 6

* Once all of that is done.

* You need to click on "Run!" In the top
left-hand corner.

Home Create External Data Database Tools
- v ¥ q - 1
I === I b
Vie Select Make Append Update Crosstab Delete
A Table

-_J; ol B3

L k=

Hub



RORNS

Hub

Design Query Part 7
Close
\e\ _ Close All s
* The same results are shown, but you _ _ I
NEED to save it manually and give it a ’\6 1 E Design View I
I
name. E
S : SOL View 1
e "RIGHT CLICK" on the name?yp' at Datasheet View <
the top of the window, the select "Save". : iy
32 Picollo |
* (New)

|



RONS

Hub

. [ quenri\
DESIgn Query Part 8 ~ CustomerlD - | Surname - Forename -

24

e Give it a sensible name. 1‘

* QryAllCustomerDataV?2. Q
Quenes

qryallCustomerData

aryAllCustomerDatay2

qryQueryAll

I _ qryQueryAll2 I

bl




* From here on | will be using Design option as it
offers more control.

* | will'de the following Queries
» Query with a criteria: Ascending
* Query with a criteria: Descending
e Query with multiple tables

ROnNs
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Query Forename Ascending Order

Field: | CustomerlD Forename sSurname
Customer Table. Table: |tbICustomer tblCustomer tblCustomer
SO “Ascending’ "
Shows
Criteria:
Columns needed: First name, or:
last name, CustomerlID.
='j:| ﬂ_uerﬂ.
CustomerlD - Forename = | Surmame -
Sort Forename: "Ascending". 24 Bob The Builder
ROons 32 Mr Picollo
31 Saiyan Radditz
) T e C h 30 SD: Gohan
Click Run. 29 Son Goku
HUK 27 Squarepant SpongeBob

28| Tom

jerry




Query Surname Ascending Order

Customer Table.

Columns needed: First name,
last name, CustomerlID.

Sort Surname: "Ascending".

Click Run.

Field: | CustamerlD Forename Surname

Table: [tblCustomer tblCustomer tblCustomer

Sofrt Descending

Show:
riteria:
or

ﬁ] {luer_l,.r1.
CustomerlD - Forename | Surname -
e 27 Sguarepant SpongeBob
31 Saiyan Radditz

29/ Son Goku

32 Mr Picollo
T e C h 28 Tom jerry

HuUuo

30/ Son Gohan
24| Bob The Builder




Query Section

* Be sure to save.

* This will be updated in the Query Section.

Quenes

@ gryAllCustomerData
@ gqryAllCustomerDatal/d

@ gryFornameAscending



Query

* Let's now get queries with the names "Son".
* Son Gohan

e Son Goku



Go to Create.

Go to Query Design.

£ Query
- Specific Names

Add Customer Table.

Add CustomerlD, Forename, Surname.




Query Specific Names

Set Criteria under
Forename as, "=Son".

You can set this to
whatever you want
for your database.

o0 : @
®-9-
-0 -
=
. —
Field: | CustomerlD Farename ISurnamE
Table: |tblCustomer thlCustomer thiCustomer
Sort:
Show:
Criteria:
or;
RONS AL {luerﬂ.
CustomeriD -
Tech —-r
on
HUb 30 S5on

Forename * Surname

Goku
Gohan




* Relationships would need to have been done prior.

Two Table Query
* This time we add two tables to the Query Design.

) ol o =

Hub

ﬂLJEF_'f‘I-.'-..__
7
tblCustomer thl ket show Table : x
¥
* - ' U* Tables Queries Both
¥ CustomerlD W TicketNumber

Surname TicketTypelD thiCustomer

S oM Ty e ——
Forename Customer|D Hhlicket
Telephone thiTicketType
Email -




Two Table
Query

* | have done CustomerID and TicketNumber from mine.

Field:
Table:
Sort:
Show:
criteria:
ar:

customerlD
thlCustomer

w

TicketMumber
tbiTicket




Query
Two Table

e Save it and view the results.

RONS

Hub

G

Forename
Telephone
Email
CustomerTypelD
FPostCode

tbiTicket

k3

TicketTypelD
CustomerlD

Query Mame:
gryCustoemrID&TicketMumber]|




RONS

= [
e = B

Two Table Query

HUD . . . .
| will be using a table which was given to me to show results from now on.

@ ﬂuer_r,r1-"'-.__

thlSpeciality thlStaff

£

7 SpecialitylD 7 staffiD ‘ ? Query1 %

speciality speciality ' —
Surnanie Surname ~ Speciality -
Smith GP

Jones GP

Johnson Nurse

£

Field: | Surname Speciality
Table: [thlstaff thispeciality
Sort:

Show:
Criteria:

Cal ol




Three Table

—1 thblAppointments
DOoRSs == — )
I Qu e ry 1 tblPatient
Tech - .
thlSpeciality
U E
£ tbl5taff
Tables: Patient, Appointment, Speciality.
ﬂuerﬁ
tblAppointments thiPatient thiSpeciality Show Table 7 X
* * ) Tabl -
7 AppointmentiD L| 7 PatientiD 7 SpecialitylD €S |Queries | Both
StaffiD ‘ SUrname Speciality
PatientID — HouseMameOrMumk
AppointmentDate Postcode
AppointmentType PatientType




Three Table Query |5 quent\,

Results  Appointmet - | PatientlD -  SpecialitylD -

Hub

1 2

\e\\) : 1

4 6 2

6 g 1

* Useless information but still gives " 6 8 2
.(\ 5 12 1

me the results | expected. 0 < 1 5
RoNns @ 1 27 1
2 60 1

2 60 2




F I I ’_5,-| {luer3r1."-.__
thiStaff
thlAppaointments .
uery Setup * | s
% AppointmentID Speciality —
staffiD Surname
PatientID
. AppointmentDate
¢ Here are a” the detaI|S | AppointmentType thiSpeciality
. tblPatient
chose for this query. .
% L § SpecialitylD
L | # patientiD speciality
surname
. . . HouseMNameOrMumk
* No criteria, no sorting. bostende
PatientType
L
Field: | PatientlD Surname AppaointmentID AppointmentDate
Table: |thiPatient tblPatient tbl&ppointments tbl&ppointments tblspeciality
Sort:
Show:
I0NS Criteria:
ar:




Four Table Query Results

Results for the previous query.

R=E ﬂUE'F_'f‘I..-'-..__
PatientlD - | Surname - Appoinimet - AppointmentDate - Speciality -
27 Igbal py 1 27/07/2020 GP
6 Mulley N\ 4 28/07/2020 GP
60 Choutkie 2 27/07/2020 GP
12 Taylor 5 28/07/2020 GP
1 Bailey 3 27/07/2020 Nurse
. 8 Harris 6 28/07/2020 Murse

HuUup



Four Table Query Alphabetical Order

== gryFourTableQuery
* Using the same query from the previous patientin - | s H v =1 - | AppointmentDate ~ Speciality ~
. . e Clos
section, lets add the Ascending.sort:. 27 lgb '@ =05 1 27/07/2020 GP
6 Mu © A 4 28/07/2020 GP
o .:h oo
. _ 12 Tatkans - 5 28/07/2020 GP
* Go to Design View of the same Query. L pay & SO View ; 27/07/2020 Nurse
8 Hay [ Datasheet View 6 28/07/2020 Nurse




"_5,] qr}rFl:uurTabIEﬂueqr"-.._

tblAppointments tbl5taff
&

* 1 :

i AppointmentiD ¥ staffiD

StaffiD oo Speciality —

PatientiD = S i ¥

AppointmentDate

A int iT o

i L tblSpeciality
Four Table Query *
N | % specialitylD
SEtu p = | @ PatientiD Speciality
Surname
HouseMameOrMumk
Postcode
PatientType
a4
Add "Ascending" |n Sor't Field: |PatientID Surname Appointment|D AppointmentDate Speciality
" " Table: |tblPatient abEabkian tblappointments tblappointments thlspeciality
for the "Surname”. Sort s
Show: P
RONS Criteria:

HuUup



Four Table Query Results

| @ gryFourTableQue ,

Here are the results.

PatientiD -

L I R = L B o B Y

Surname ~| Appointmer » AppointmentDate ~ Speciality -

27/07/2020 Nurse
27/07/2020 GP
28/07/2020 Nurse
27/07/2020 GP
28/07/2020 GP
28/07/2020 GP



= Queryt

Three Table Query with

thlAppointments

Ascending Names and Specific
Date

ks

¥ aAppointmentlD
StaffiD
PatientID
AppointmentDate
AppointmentType

* This is the setup | used.

Field:

RONS Table:
Saort:

Tech o

an

Hub

thiStaff
e L 7 staffip
= speciality

¥ PatientlD

surname
HouseMameOrMumk
Postcode
PatientType

thlSpeciality

7 specialitylD
Speciality

PatientID
thlPatient

b

Surname
tblPatient
Ascending

b

PatientType
thiPatient

b

AppointmentDate Speciality
tblappointments tblSpeciality

] ]
#2707 2020+

Surname
thIStaff

b




.}

- o la

e W IR

i

[

Hub
I CEREL]E = p— AN
Query ueryt
with Ascending PatientlD ~ tblPatient.5 = PatientType - AppointmentDate » |Speciality -~ tblstaff.Surn -
Names and 1 Bailey = § 'WHS 27/07/2020 Nurse Johnson
Specific Date 60 Choudriess, *Private 27/07/2020 GP lones
L E_'?Ll-qhal Private 27/07/2020 GP Smith

* Names should be in ascending order.

* Should only show appointments from a specific date.




Query Nurse and Specific Date

* The setup is at the top.

5
0

e

e Results at the bottom.

=
e

e

-

Hub

@ {luer_l,.r1.'

Field:
Table:
Sort:
Shiows

Criteria:
ar:

thlAppointments thiPatient thiSpeciality thiStaff
E * * *

7 AppointmentlD ,l’l_ 7 PatientlD 7 specalitylD . __L| 7 staffiD
StaffiD -—t Surname speciality N speciality
Patient|D n—nf HouseMNameOrMumk Surname
AppointmentDate Postcode
AppointmentType PatientType

- e
_Fﬁﬂtﬁ__ Surname
thlAppointments thiPatient
[]

“H aryNurseand28072020 ',

PatientlD -
&

Surname

Harris

» Speciality -
MNurse

StaffiD

-~ AppointmentDate ~

3

28/07/2020




Q Tell e what you want to do

=
€= |nsert Rows

Query .
Calculate o S

Cuery Setup
j tblAppointments | ﬁ Query1

thlAppointments

o

e Make sure to click on

W AppointmentID

totals at the top. StaffID
PatientlD
AppointmentDate
O AppointmentType
e Total: Group By )
4

| AppointmentDate Exprl: [AmountOfipp

* TOtaI Sum [ thlAppointments thlAppointments
Group By Sum
Show []
RONSsS Criteria:
ar

Hub



Specific Doctor Appointments Query

e Tables: Staff and Appointments.

* Columns Staff: Surname
* Columns Appointments: Appointment Type

 Criteria: Smith (The doctor we want to check for).

e Used Sum and Group By.



Specific Doctor
Appointments

Query Setup

This is the setup.

ROoOnNns

Tech

Hub

:@ Queryl < \

thl5taff

*

¥ staffiD

Speciality
SUrname

tblAppointments

&

—\\_ ) Appointment|D
= StafflD

Patient|D
AppointmentDate
AppointmentType

4

Field: § Surname
Table: § thistaff

Total: § Group By
Sort:

Show: H

Criteria:
ar:

AppointmentType
tblAppointments
Sum

) J



B Queryl

Surname - SumOfAppc -

Smith

Specific Doctor
Appointments Query
Results

These are the results.

2

All Access Objects

:'I- =1 I"_ r-llll

Tables
j thlAppointments

= tblPatient
j thispeciality
T tbistaff




Calculate Cost Query

* Tables: Patient and Appointments.
* Columns from Patient: Patient Type
* Columns from Appointments: Date, Type x 2

* Criteria: NHS or Private(Private is paid)

e Used Sum and Group By.



Calculate Cost
Query Setup

* Setup for query.

* Field Name:

e Paid: Sum([AppointmentType]*100).

fﬁ Queryl

tblAppointments

£

) Appointment! D
Statfin
Fatient!D
AppaintmentDate

AppointmentType

PatientType
thiPatient

Group By

="Private’

thiPatient

%

B PatientiD
surname
HouseMameOrMumk
Postcode
PatientType

AppointmentType id: sum{[AppointmentType
tblAppointments

sum

Expression

*100)




Calculate Cost
Query Results

RoODN

S

H U S

‘@ Queryl \

PatientType ~ SumOfAppc -

Private

St

4

Paid



What is a
Report?

A way to show your answers
from a query in a neat format.

Queries must be done first.




Using simple query (All from
4 two tables).

Creating
A Report

| will be using Design View
(this will be used most).




. Quenes
Edit Query [ wirmasn]

Before Report Oper
i Design View
* Your query data will simply Export »
be shown.
=] Rename
o s S
« If you want Tech Hide in this Group
ascending/descending order 0 o Delete
change it from the query you ) nue
are using. gt Cut
Egy Copy

* Right click on the query and

go to design view to make _ _
changes. Object Properties




Create Report
Part 1 AII Access Qdects

Tab %
|Appointments
tbiPatient

EH tbispecial
Click on the query you want to pecality
left-hand pane. @ BH tbistaff

Quenes

RONS

Hub




Create Report Part 2

* Click on Create on the top banner.

* Then click on "Report".

RONS

HuUub

External Data Database Tools Help

5 ElaS-T" ER &S
Application Table T;blc SharePoint  Query Query
Parts = Design  Lists - Wizard Design
Tell_plateL Tables Queries
AlhAccess Objects
Search..
Tables
& tblAppointments
&8 tbiPatient
E5 tbispeciality
B thistatt
Qyer e

Formm Form  EBlank
De;ign Farm

= «

o)

-
o

o

“F anstaffspeciality

Q Tell me what you want to do

[ Form Wizard
Mavigation =
= More Forms «

Forms

==

= \ﬂ j 131 Report Wizard

Report Report Elank Labels
Design Report

Reports
Report

Create a basic report of the data in
the current query or table, to which
you can add features such as
groups or totals,




ROnNSsS

Hub

e Layout View

= | qutaﬂSpecialiﬁ

E gryStaffSpeciality

Surname Speciality
Smith GF
Jones GP
lohnson MNurse

3

Pagelofl

Property Sheet

Selection type: Report Al

Report

Format Data Event Other  All

Record Source grystaffspecialilf . ==
Filter

Filter On Load Mo
Order By

Order By On Load Yes
Allow Filters Yes




Create Report

Part 3

* To make changes go to Design

View of the Report.

RONS

Hub

sur

Johnson

|8 qrystafispeciality

E Design View
@ Print Preview

Speciality

GP

GP

MNurse

Pagelofl




<:> (@ aqrystaffSpediality
I B B B R R S T A S A A A AR B IO I | K

# Report Header

Create Report |5

Part 4

* You might want to change the text
in the Header. @ aqrystaffspeciality

# Report Header

I B - T B A A TN A IR A - I A IR IR IR

- ;h Staff and their Specialit

' |




Create Report Part 5 All Access Objects

* Once saved the report should show = ppointments
up in the section below. S oiPatient
é\ EEH  tblspeciality

ot 3

=8 grystaffSpeciality

RONS

Hub




Create Report Part 6 - Output

* This is what the report will look like if no changes were made.

[l Reporistafispeciality
ﬂ Staff and their Speciality b2 AT LT
; 10:05:21
Smith G
J GP
Johnson N
B
[
| Page1lofl




| will only'do one more report.

Reports

Reports only show what is already in
the query results.



Final Report Part 1

= queryt)

thl&ppointments

- thlstaff
. . 7 i *
* This will be a four table query. copamment 9 searis
PatientID Speciality
AppaointmentDate surname
AppointmentType . thISpeciality
e The setup. thlPatient

&

#

% specialitylD
Speciality

' PatientlD
Surname
HouseMNameOrNumk
Postcode

PatientType

Field: | Surname Speciality AppointmentType AppointmentDate Surname
Table: |thlPatient tblspediality tbl&ppointments tbl&ppointments tblPatient
Total: | Group By Group By sum Group By Group By

Sort:
Show []
Criteria:
ar




Final Report Part 2

F Queryt\
Exprl000 - Spegiality » SumOfAppc - AppointmentDate ~ | Surname -
Bailey MNdrse 1 27/07/2020 Bailey
_ . )
Harris Murse 2 28/07/2020 Harr|5|

L

Hub

The output.



Final Report Part
3

e Save the report_ Ciz AppointmentDate - m
i e

27/07/2020 Bailey

Harris

RONS

Hub




Final Report Part 4

* Click on the name of the report from the left hand side.

Quenes

@\}rﬁinamﬁpm

Hub



Final Report Part 5

* Go to Create on the top banner.

* Go over to Report and Click on repaort.

File Home Create External Data Database Tools Help Q Tell me what you want to do
- . ' — - = ] - B
B EEWMia 8 Ela O Rerva | E L& [ Rreowa | [] %o
— " L o — =] Navigation ~ L' Class Module
Application gTable [able SharePoint Query Query Form Form Blank = teport Blank Lahels Macro )
Parts ~ Design/ Lists ~ Wizard Design Design Form [= More Forms ~ Design Report ] Visual Basic
Templates Tables Queries Forms Reports Macros & Code
All Access Objects Form
Create a form that lets you enter Speciality - SumOfAppc - AppointmentDate - Surname -
search- infoermation for one record at a Nurse 1 27/07/2020 Bailey
Tables time.
e Nurse 2 28/07/2020 Harris
3 tblappointments |
RONS 53 tblPatient
RonN
- : tbiSpeciality
T e C h B tbistatt

Quenes

H U ﬁ ﬁ qryFinalREport




Final Report Part 6

This is what you will see.

& qr_rf'FinaIREpnrt\"'[ gryFinalREport %

[ .
gryFinalREport (\ 09 May 2022
Y a

11:39:42
Exprl000 Boetiality SumOfAppointmentType AppointmentDate Surname
Bailey Nurse 1 27/07/2020 || Bailey
Harris Murse 2 28/07/2020 | Harris
| 5'|

RONS

HuUub

Pagelofl




Final Report Part 7

* Go to Design View from here
and change the title of the
report.

* Right click on the name at the .

top. ?\

* Go to Design View.

RONS

Hub

O

Bailey

Harris

bave

Close
Close All

Report View




"E qry'FinaIREpnrt.-'| ﬁﬂ qr_l,.rFinaIREpDr{'-.__

F

SR I B B

# Feport Header

Final Report Part 8

Before and after the name change.

“H\akinaiReport | [l aryFinalREport \

JaryFinalRepor

# Page Header

Exprl0o0o

Spetiality

# Detail

Exprl00o
# Fage Footer

Speﬁ;hty

# Feport Footer

[ |
=Count{ *)

Amazing Final Report

# Page Header

Exprl000 Spegiality

# Detail

Exprl000 Speciality
# Page Footer

# Feport Foater

=Cnuntl ¥




= e I~

3 i
L e

o Final Report Part 9

Hub Save the report.

1-.; qn;‘FinaIREpDrt."ii | IJI'ijiHE|REFIDrt..'-..__
_"Eqr_-;FinalREpcurt"i qryFinaIREpn:urt"- B 3 A LB L B T
"a .,.1.,.2.,.3.,.4.,.5.953"& Jlﬂ 1.| # Report Header
¥ Close i | ' '
1| ¥ Report Header _ : Amdgzing Final Report
: . . W Clese Al ' 1
- Amgzing Final €
1 1 =l Repart View . o
- l - ] N |_ I I I I I I ality
# Page Header Layout View _ } Save As 7 »
& Detail ) @ Print Preview : | |ReportFinalAmazing .
Ew e 1 I Snorialitr

Reports

ﬁ ReportFinalAmazing




Parts A and B

* Once Part A is done you will do Part B.

* They are totally different sections.

* In Part B, you are "'given" a database to work with.

* This section is mainly forms.



Templates

* You are given templates.

* Activity templates given:
* Activity 2
* Activity 3
* Activity 4
* Activity 6
nonse Activity 7

HuUub




E Two folders needed.

mi i n d Part B.
Submissio _m@w

Files and
Folders

Part A Folder name:
"12345 F180542_ Smith_J PartA"

T Part B Folder name:
" "12345 F180542_Smith_J_ PartB"




Part A Files For Submission

Taken from 2021 paper.

The 6 PDF documents should use these file names:

Activity 1:  activity1_[Registration-number #]_[surname]_[first letter of first name]
Activity 2:  activity2_[Registration-number #]_[surname]_[first letter of first name]
Activity 3:  activity3 {Registration number #]_[surname]_[first letter of first name]
Activity 3d: activity3d_[Registration number #]_[surname]_[first letter of first name]
Activity 4:  activity4_[Registration number #]_[surname]_[first letter of first name]
Activity 5:  activity5_[Registration number #]_[surname]_[first letter of first name]

RONS

Hub



Part B Files For Submission

Taken from 2021 paper.

Activity 7:  activity/7_[Registration number #]

Activity 6:  activity6_[Registration number #]_

The 3 PDF documents should use thése filesnames:

surname] _

'surname]

Activity 8:  activity8_[Registration number #]_

surname]

first letter of first name]
first letter of first name]

first letter of first name]

RONS

Hub




Naming Files For Submission

e activityl 215487 Grant R

Activity 1: activity1_[Reqgistratien-number #]_[surname]_[first letter of first name]

HuUup



You are given rtf.

Exporting
RTF/DOC S f " wci)sr;/\fill open in Microsoft
PDF

You will need to export as a
Tech pdf.



RONS

Exporting as PDF

HuUb
Go to File. % Export as PDF. Choose the
location to save

it (Part A folder
or Part B folder).




e Relationship Diagram RoNns
I Activity 1 - Evidence * Go to Database Tools Tech
* Click on Relationships Hub
= Relationships CY\%
thlIPatient thlA intme & -
_— ppe thiStaff tbiSpeciality
T PatientiD f App ti -//‘l_ _l staffiD _[_. _ﬂ SpecialitylD
Surname t3 i) o o
HouseNameQrMumber Spediality Speciality
Surname
Postcode AppointmentDate
PatientType AppointmentType




Activity 2 - Evidence
 The table structure.

 The validation rules.



Activity 3 - Evidence

\®
\3\0
0‘5@0\0
Q\O

RONS
Tech
H



Activity 4 - Evidence

\®
\3\0
0‘5@0\0
Q\O

RONS
Tech
H



Activity 5 - Evidence

\®
\3\0
0‘5@0\0
Q\O

RONS
Tech
H



=

Part B— Forms

* This is mainly going to be Forms.

e Aform is a user interface for the
database.

* We do not want normal people
messing with the tables.

—

m
0000
0000
0000

oF
oU|

GUI







YouTube Access Video Playlist

* https://www.youtube.com/watch?v=8m5r52RzkgQ&list=PLd8uNPGN
MEMcUoCSk-rlulpVd DpGEQnN

Hub


https://www.youtube.com/watch?v=8m5r52RzFgQ&list=PLd8uNPGNmEMcUoCSk-r1uIpVd_DpGEQnN
https://www.youtube.com/watch?v=8m5r52RzFgQ&list=PLd8uNPGNmEMcUoCSk-r1uIpVd_DpGEQnN
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