Learning Services Information Technology

Access 2010

Microsoft Access is a programme which allows you to store a lot of information easily
in the form of a database. For example you could create a database which stored all
the names and addresses of your friends. You could search this information or
organise it in a variety of ways.

What is a database?

When using Word and Excel, you have created one document at a time and the
whole document is displayed on the screen at once. Access operates differently; one
database is made up of a number of different parts, these are as follows:

Forms: A form is the part of the database where you enter or search for information,
for example addresses. This is the part of the database that you would use most
often. Each completed form is called a record,

Tables: A table is the part of the database where the information you have entered
in the form is stored. It looks like a spreadsheet. The table provides the background
structure of the database, but you would not enter information here, as it is not as
user friendly as the form. Any changes you make to the records are automatically
updated on the table too;

You can move between
the Form and Table here
in the side navigation
panel

Reports: A report is the easiest way to gather together information from your
database. It is a list of information taken from the records stored on the table. For
example you might have entered names, addresses and telephone numbers into
your form, but you might only want to print off the names and telephone numbers. To
do this you would create a report.

Using a database to search for information

Databases are designed to make accessing your information easier. You can
perform simple and more complex searches to find information, and also sort the
information in different ways. All these actions are performed using the form.
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Creating a Table

The first step is to create a table. This allows you to enter the fields you wish to
include in your database, such as name and address, and how you want this
information to be presented. Once you have created your table it is difficult to change
it. So make sure you are clear about the information you want to include in it before

you begin.

Once you have named your database the Tables section will automatically open up.

[ Sove As - -

Begin by saving and naming your table.

Click on the Design View icon "~ Then
name your table and click OK.

You might want to include the word ‘Table’ in
the table name, it will make it easier to
differentiate later.

. This is the table. The Field

oy o name column lets you enter

wecpage .IZZZ!_ - the fields you want to include.
oo The Data type column lets
owerrn you choose how you want this
g information to be recorded,
— such as text, hyperlink, date
------ wazerd or a lookup menu.

The Data Type column will
default to text, allowing you a
field size of 255 characters.
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There are a variety of options available in the Data type pull down menu. One is the
Lookup Wizard. This allows you to create a pull down menu of your own. Once
included in your database a pull down menu makes entering information quicker and
removes the possibility of typing errors.
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Enter the information you require and click Next.
You can label the pull down menu or leave it as
the field name. Click Finish.

Despite entering a Lookup Wizard the Data Type will still be
just shown as Text. This is a bit confusing, but your pull
down menu will become visible later in the process.

View

Once you are happy with the fields you have chosen for your database
choose Datasheet View from the top left of the screen. You will be asked to

save your Table. You can now continue with creating a form.

Creating a Form

Choose the Create tab. From the Forms area double click on Form

Create External Data Database Tools Fields Table

& 0 R&

: | Table SharePoint Query Query
Design Lists = Wizard Design

E 'j 8] Form Wizard
|

Form J|Form  Blank
Design  Form %Mnre Forms =

Tables Queries

Forms
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Changing the design of the form

Your new form will open up. The Form Layout Tools tab will be selected

automatically.
All H )~ QS Fo out Tools my books : Dataﬁase (Access 2602 - 2003 file format) - Microsc
:] orm Layout Y
Home Create External Data Database Tools Design | Arrange Format
== "ul B cotors -~ | [F ) = ‘ M Logo ‘ i:‘ﬂ!j[ ‘ ;’/:
= ‘ ab o | | Q Q | | 1=8] (b — | [ Title E E=
ew | Themes [Z] Font L\§ | I Aa ‘»j ] =B v =5 [oa —i Insert | |Add Existing| Property
- ¥ | Image 5 DateandTime | Fjelds | Sheet
VEWs Themes Controls Header / Footer Tools

From this section you can format and customise your form to
make it look more attractive

=]

".-"iew| B T ﬂ..%

§| Form View 1 If you need to move the boxes around you need to look at the Form in
4 Design View
[— =] W

==t | Layout View
[— =]

% Design View

£

Once you are in EE - e s
design view you can A
move the boxes Dot

around by clicking o A e AR R SR |
and dragging, or ;@Mcbmbaﬁigmaaswn} } ! } } } } } } !

change the size of R

boxes by clicking and | e - :

dragging on their gl

corners. The |- gy et oy s

appearance of the Tt

text can also be I |

changed by e

highlighting boxes il ———

and changing the I | | i I
fonts and colours on |rme

the tool bar.
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@ Save any changes you make by going to the Office Button and clicking
[ new Save As. The Save As window will pop up.

7 Qpen

{[_‘-ﬂ; Conyert r,

You might want to include the word ‘Form’ in the form name, it will make it
easier to differentiate later.

| Save As Ii'ﬁ
Save
Save '"Arts Companies Database Form' to:
H Save As birts Companies Database Form
Az
Farm |E|

Adding Records to your Form

B

i r
View | 'B <L = Aris Companies batabase Form

g 11 %
[W[zI Arts Companies Database Form

— H
= | Form View N :

| First Name: Amanbir

To add records, look at the form in Form View.

|

% Design View

Last Name: Singh

Layout View

Company Name: |Royal Shakespeare Company
Street: The Courtyard Theatre

Town/City: Stratford-upon-Avon

County: Warwickshire

Postcode:

Webpage:

You can now add records,
using the tab key to jump
from one field to the next.
You should now be able to

see the pull down mery’
you created earlier.

Specialist Arts
Field:

CV37 6BH

www.rsc.org.uk

Dance Company
TV Production
Radio

Community Drama

/

| |
I Recora: 4 et v | | Searcn

Record: M 1ofl M OF

Once you have entered some information into the database the scroll bar at the
bottom left side of the form will help you to find your way through your records.

To create a new record click on this button
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Searching the Database

Searching for Information in a Form

Databases are designed to make accessing information easier. You can perform
simple or more complex searches, and sort the information in your database in
different ways. All these actions are carried out using the Form.

There is a handy search box at the bottom of the Form. Type in the term you are
looking for, such as a Last Name, and the database will jump to the record.

(— —— singh

| Record: M «20f4 | » w b | K Unfiltered | Search L

Searching for a specific record .

e To search for a particular record, such as someone’s Last Name, click on E‘E}
the Last Name field, then click the find button on the toolbar. Find

e The Find screen will appear. Enter the name you are looking for and press
return.

e The database will go to the record which contains the name you have searched
for.

Filtering

Filtering is another way that you can search within your database. It is a good way
of identifying and separating more than one record which contains the same
information. For example you could filter your database to identify everyone you
have marked as contacted, or everyone whose organisation field contains LIPA.

e First, click in the field that you wish to search in e.g. City

e To Filter click on the Filter by Form icon. L?
Filter

4] sortAtoz
2} sortztoa |
& | Clear filter from Town/City: I The filter window will appear. Tick the entry you
_ wish to search for and click OK. The database
Text Filters L4 . ..
- will then search for records containing your
[ iselect All search term.
[ iBlanks] o
Liverpaol To take off the filter click on the ‘filtered’ icon at
London | the bottom of the screen. ;
|:| Stratford-upon-dvon L
You can also sort your database alphabetically
using the sort buttons. m
Z)| sertztoa
OK ] I Cancel I
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Queries

Although you are able to carry out searches using the filter buttons it is not possible
to then save, print or create a report from your search results. To do this you will
need to create a query.

Create External Data Database Tools
'j g Farm Wizard imm| i 2 EQ\ Report Wizard ) @i Module

— =] mavigation A =R = Labels — [ Class Module
Table SharePoint] Query Query Blank — Report Report Blank Macro 29\ i
Design  Lists Wizard Design ore Forms ~ Design Report 2] visual Basic

Tables Queries Reports Macros & Code

RS
g [CTTAE]
CQuery Query

Wizard Design

The Query wizard will enable you to create quick
Queries easily. Query Design enables you to create
more complex Queries, for example, by combining
information from more than one database

S0 RS (21 %= J1 . Click onthe Query Design button,
the layout of the screen will change
and the Show Table window will
Acting contacts open.

Tables | Queries | Both

e Choose the Table you would like
to take the Query information from,
click Add and then Close

Add ] [ Close

Acting contacts
&
¥ 1D
First name

. . . . surname
e Another window will open listing all the fields Organisation name

available in your table. Address 1

Address 2

Postcode

City

Webpage
Organisation type
Location of work
Contacted?
Further information
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Acting contacts
*
?
First name
Surname
Organisation name

Address 1
Address 2
Postcode

City

‘Webpage
Organisation type
Location of work

Click and drag the fields
you would like to
include into grid below.

Contacted?
Further information

w N
Field: |First name Surname Organisation nam|E
Table: | Acting contacts Acting contacts Acting contacts
Sort:
Show: B B
Criteria:
on
4 ]
Field: | First name surname Crganisation name | City Crrganisation type
Table: |Acting contacts Acting contacts Acting contacts Acting contacts Acting contacts
Sort:
Show:
Criteria: “London’ Agenq.-l
or:

e Type in the criteria you would like to use. For example this Query will filter out
all the Agencies in London.

e Once you have decided on your criteria, click Run

e The results of your Query will be displayed. These can now be saved and
used to create a Report or a Mail Merge
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First name ~ | Surname - |Organisation nam - City
Smith K,T&L London
Shauna Henry Best Agencies London
Andrew Holmes Holmes & Holmes  London
John Brown The Spotlight London
Geoff Watson Watson Associates  London
Honey Teslim Teslim and Brown  London
*

= | Organisatiol -
Agency
Agency
Agency
Agency
Agency
Agency



Creating Reports

Reports offer another way of displaying the information in your database. They allow
you to present more than one record on a page in a list format, and are particularly
useful for printing out records.

Create External Data

Database Tools

E:_‘Zl _-I @ I@ E 'il 5] Form Wizard
=
= Ol ) -
Table SharePoint | Query Query Form Form Blank
Design  Lists = Wizard Design Design  Form E_EI Mare Forms -
Tables Cueries Forms

)« Module
— [ Class Module

|E§\ Report Wizard
3| Labels

&

T

irrrrrr

Report Report Elank Macro .
Design Report % Visual Basic
Repaorts Macros & Code

Click on the Create

tab, then Report Wizard.

Report Wizard

Tables/Queries

Table: Arts Companies Database Table

Available Fields:

Which fields do you want on your report?

You can choose from more than one table or query.

P

Selected Fields:

Street
County
Postcode

Last MName
Company MName
TownCity
Specialist Arts Field

The Report Wizard window will open

up
_e If you have created more than
one table check the Report is taking
information from the correct one
e Select the fields you wish to
include in your Report. Move them
from left to right using the arrow
buttons. The single arrow > will

. e Click Next

move one field at a time, the double
arrow >> will move them all.

Mext > H Finish ]

Move through the next five Report Wizard windows. They will ask:

e Do you want to add any grouping levels?

e What sort order do you want for your records? You could order them
alphabetically by company name

e How would you like to layout your report? The Tabular layout will fit the most
records on the page. Changing the paper ratio to Landscape would also
provide more space.

e What style would you like?

e What title do you want for your report? Preview the report

e Click Finish
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The Print Preview | E ” 12 A
ribbon will

automatically be
shown at the top of
the screen.

From here you can
zoom the report,
change the paper
ratio or margins, or
just print out your
report.

Click Close Print

Preview when
you’re done.
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Shx 11 % [T Text File

_ Page | Zoom | Onme | Two More || Refresh | Excel SharePoint PDF ose Print
& Columns Setup ” - | Page | Pages Fages'” Al orXps Gy More - H Preview ‘
Page Layout & Zoom Data | cfpse Preview

All Tables v« Lond " Arts Companies Report

Arts Companies Database Ta... %
£ arts Companies Database Tab...
5 Query showing Radio Compa...
Arts Companies Database Form

Arts Companies Repart

Arts Companies Report

Company Name: First Name
Broadhouse Do John
EverymanTheat Darren
Formuta | Shauna
Forthright Prod  Pedro
Inceligent Medaa Astrid
Royal Shakespes Amanbir
Soundwave  Nachari

Vibrafne  Christina

& No Filter

S11 -
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118 Socrates Avenve
14-16 Cumbertand Avenue
The Courtyard Theatre
121 Oxford Strest
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Mail Merge from Access

Mail merge is a facility available in Word which allows you to create a letter and
insert records, such as addresses, from your database. This means that you do not

need to retype all the records into the Word document, when you already have them
stored in a database.

Creating a mail merge document
The first step is to create a letter into which you can insert your Access records. You

need to leave spaces in your letter for this information, for example a space at the
top for the address.

Ca r - b Document2 - Microsoft Word
EE Y —
Home Insert Page Layout References ‘ Mailings | Review View
= ! - T = E 2 Rules eyl M |ﬁ_N|
= 3 g4 = Sy o
4 Match Fields 47 Find Recipient
Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge Preview ) Finish &
Merge ~ Recipients > Recipient List || Merge Fields Black  Line Field 4] Update Labels || pesults | 2 Auto Check for Errors || perge
Create Start Mail Merge Write & Insert Fields Preview Results Finish
[c] |-2-|‘1‘wg-\-l-l-z-l-l‘\-4-!-5-!-6-|‘7‘\‘5-|-9-|-1{)‘|‘11‘\-12-!-13-!14‘\‘15-\-a-|-17-|-18‘

]

am writing to invite youto my final year showcase. Please find my Cv enclosed.

Yours sincerely

Erianthe Georgiou

Home Insert Page Layout References | Mailings | Review Vi

e BT

ER R R T R A - B TR B = RR IS XN S SR B i O S B S ST O A IR - B IS AT SRR I BC- S RS S

Step Mail Merge Wizard

Mormal Word Document

Envelopes Labels Start Mail Select Edit Highlight Address Greeting Insert Merge
Merge ~ |Recipients = Recipient List || Merge Fields Elock Line Field
Create | I==ﬂ Letters Write & Insert Fields
|I| i=1 | E-Mail Messages "1'|"1"|'3"'|4"'5|"'
=1 | Envelopes...
Select the Mailings tab > L5 Labels...
Start Mail Merge > Step by | ] pirectory
(@

Step by Step Mail Merge Wizard... [

LIPA Learning Services 2011
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The Step by Step Mail Merge Wizard will open up to the right of the screen.

[ Mo
Ll -
Home  Incert  Pagelayout  References | Mailings | Review  View @
= B E @ W] o)y
= = ? b s > 7
2 Match Fields 2 Find Recipient
Envelopes Labels || StartMail  Select Edit Highlight ~Address Greeting Insert Merge Preview | Finisi
Merge ~ Recipients~ Recpient List || Merge Fields Block L Field 7] Update Labels || Rasults | S Auto Check for Ermors || Merge
Create Start Mail Merge Write & Insert Fields Preview Results Fi

Select document type
What type of document are you
working on?

(© Directory

Letters

Send letters to a group of people.
You can personalize the letter
that each person receives.

Click Next to continue.

| am writing to invite youto my final year showcase. Please find my CV enclosed.

Yourssincerely

Erianthe Georgiou

There are six steps for you to
work through. Move through
the steps by clicking Next.

Step1of6
% Next: Starting document

Page:lofl | Words:20 <&  English (United Kingdom) |

Mail Merge v X

In Step 3 you will be using the information you added to

SElECERECRR NS your database earlier — so choose Use an existing list.

i@ Use an existing list
() Select from Outlock contacts Click Browse and locate your saved database.
7) Type a new list

Use an existing list You will be able to use your whole database, or just the
Use names and addressgsAfom a Queries you have saved, see below.

file or a database.
Select Table IRl

j Edit redpient list... Name Description  Modified Created

Query Showing Radio Companies in London 8/28/2007 3:47:52PM  8/28/2007
Arts Companies Database Table 3/20/2007 43739 PM  8/20/2007

Browse. ..

LIPA Learning Services 2011
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In Step 4 you have the opportunity to write your letter, if you haven’t already done so.
You can then indicate where you would like the information from your database to sit

in your letter.

Mail Merge

+ x The Insert Address Block will let you choose how you

would like the recipient’s address displayed. You can choose

Write your letter

If you have not already done so,
write your letter now.

To add redpient information to

the form of their name, whether their company name will be
included etc.

your letter, dick a location in the

Insert Address Block

R

document, and then dick one of

the items below. /
2] Address block...
2 Greeting line...
_*| Electronic postage. ..

?ﬂ More items...

When you have finished writing
your letter, dick Mext. Then you
can preview and personalize each
recipient's letter,

Specify address elements
Insert redpient's name in this format:

Preview

Here iz a preview from your recipient list:

Josh

Josh Randall Jr.
Josh Q. Randall Jr.
Joshua

Joshua Randall Jr.

Joshua Q. Randall Ir.

- K P M

Amanbir Singh
Royal Shakespeare Company
- CV37 6BH

Insert company name
Insert postal address:
Never indude the country/region in the address
Always indude the countr
@ Only indude the country/region if different than:

United Kingdom

Match Fields

—

Format address according to the destination country/region

region in the address

orrect Problems

If items in your address block are missing or out of order, use
Match Fields to identify the correct address elements from your

mailing list.
Match Fields...

] [ Cancel

[ o

y A

In order to use spedal features, Mail Merge needs to know which | |
fields in your recipient list match to the required fields. Use the
drop-down list to select the appropriate recipient list field for each
address field component
Required for Address Block -
First Name First Name =
Last Name Last Name =l
suffix (not matched) =l
Company Company Mame IZ|
Address 1 Street = M
Address 2 (not matched) EI
City [«]
State D =
Postal Code First Name =]
Country or Region Last Name =]
Optional information Company Name
Unique Identifier Street - T| 7
Use the drop-down lists to chocsg ' base
that corresponds to the address in pects
{listed on the left.) Postcode
!
& %:nljl'::e’umtt:r this matching for thi ;;Zt?:"i: Arts Field this
(not matched)
oK ] [ Cancel ]
\
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This window shows you how your
addresses will look when inserted into your
letter.

You may notice that some information is
missing, for example this record has no
street or City information, even though it
was included in the database. If this is the
case you need to go to Match Fields.

The Match Fields window will allow you to
tell Access which of your database fields
correspond to the fields of the Address
Block.

Click OK.



. . . . [ Insert Greeting Line @I&r
Next you can add in a Greeting Line, this
H H ‘ Greeting line format:
is the te_x’t which starts your letter ‘Dear e [=] =] [ [2]
Amanblr Greeting line for invalid recipient names:
Dear Sir or Madam, El
You can choose how you would like the Preview
greeting ”ne tO |00k _ for example do Here is a preview from your recpient list:
S ! 1

you want to use the recipient’s full name, 1 4 b M
or just their first name? Dear Amanbir

Carrect Problems
C||Ck OK _I'Fitems in your greeting line are missing or out ofor_t_ier,_use Match Fields to

identify the correct address elements from your mailing list.

[ OK J [ Cancel ]

Mail Merge v X

| b &1

Write your letter

If you have not already done so,

To add fields straight from your database table or query into a write your letter now.

. To add ipient info tion to
template document click on More ltems your letter, cidc  location in the

document, and then didk one of
the items below,

5 address block...
3 Greeting line...
_‘| Electronic postage...
ﬁ More items. ..
When you have finished writing
your letter, dick Mext. Then you

can preview and personalize each
recipient's letter.

Insert Merge Field M

Insert:

(7 Address Fields @ Database Fields
E_iEIdS: A window will now open listing all the fields
I[;.ate—' in you table/query.

MName
Ttem1 In your document place the cursor where
Item2 . . .

Ttem?3 you would like the information from the
Ttem4 database to be inserted.

Item5
Ttems . ) .
Item7 Then click on the appropriate fields from
! IT‘J:QF the Insert Merge Field box and click Insert
Itemn Qutstanding
Item Resaolved

—

Match Fields. .. ][ Insert J[ Cancel ]
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In Step 5 you will be able to preview your letters, in Step 6 you can complete
the Mail Merge and print off your letters or edit individual letters. Once finished you

can close the Mail Merge Wizard panel.

| 4 |4 [ M| -‘-_i

1 Find Recipient e
Finish &
—}Auto Check for Errors Merge ~

Edit Individual Drocuments...

You can move through
your letters using
these arrow buttons

Preview Results

ol |
L ‘,g Print Documents..,

You can print out :
your letters here. | & 3end E-mail ME“E"@“--}

If you have included email
addresses in your database,
you can use them to email out
your letters. Click here.

For further help and advice on using Access ask at the LRC,
staff will be happy to help you!

LRC@Ilipa.ac.uk 0151 330 3111
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