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What is Database Management
System (DBMS)?

The computer Software to manage,
maintain database as well as view update
and retrieve data is called database

management system.

‘ What do you mean by data
processing?

The term data processing embraces the
technique of sorting, relating, interpreting
and computing items of data in order to
provide meaningful and useful information.

‘ List some database applications.

Some of the popular database management
systems are: Oracle, Sybase, MS Access, MS
SQL Server, Paradox, DB/2, Dbase, FoxPro,
MySql

@ What is MS-Access?

MS-Access is a RDBMS (Relational Database
Management System) application developed
by Microsoft Inc. that runs on Windows
operating System.

‘ What is Database?

A database is an organization of data related
to a particular subject or purpose so that the
data can be retrieved or processed.

Q What is the extension of Access
£ database file?

The extension of MS-Access data file is MDB.

Open afile
& Fles...
New
1] ek Datobase
78] Bank Dats Access Page
[#L] Project (Existing Data)
2N Project (New Data)
New from existing file
() Choose fie. ..
New from template
(31] Ganera Templates. ..
] Templates on Mcrosoft.com

() Add Network Place.
[Z) Mirosoft Access Help
v Show & startup

NUM

Figure 1: Microsoft Access 2003

Figure 2: Microsoft Access 2007

Category

|-eategoryld : Long

|- name : Stang

|-descrption : string

Figure 3: Entity Relation Diagram
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”;‘ What is relational database? P Nicrowot ecess

A database with tables related to each other

& aa : Database (Access 2000 file format)

on a common field to facilitate the data Higpen Wlpeson Thew | X | 45

: : - oes @ TN
retrieval from multiple tables is known as Create table by using waard
Create table by entering data
Attendees
Employees
Event Types
Events
Fee Schedules
My Company Information
Payment Methods

A common field on which two tables are Figure 4: Access Table

3 Queres
3 Foms
@ Reports

relational database.

@ What is a key field?

a
a
a
a
a
a
]
a
a

linked is known as key field.

£ Microsoft Access

©= What is primary key? e G Vew Iwet Tods wedow beb
RN R WFS NN AP W Wy e W2 RN

£BX

A primary key is a rule which ensures that ,
ifigpen Wlpeson pitew | X | 25 T[]

unique data is entered for the field and the Obpects | (@] reate query mDesgn view
. . . . . =] Tables &) create query by using wizard
field is not left blank. This is the field that [Goma] 3 recomoreen
. . . . = 3
would indentify a record uniquely in table H Foms || 2 TotlRegstatons by Attendee
@ Reports
%4 Pages
@©= What do you mean by foreign 2 acos
@% Modules
key? Gouen : Figure 5: Access Query
The common field in child table that =10 x|
maintains relation with master table is ¥ [Ms, Mancy Davolio 08-Dec-49
| |Dr. Andrew Fuller 19-Feb-52
H | |Ms. Janet Leverling 30-Aug-63
forelgn key | |Mrs. Margaret PE:II:EII:I( 19-Sep-37
[ [mr. Steven Buchanan = 04-Mar-55
| Mr. Michael Suyama 02-Jul-63
| |Mr. Robert King 29-May-60
‘ What are the elements of a i Rober ing___ | 20-May-60
| [ Mms, Anne Dodsworth 27-lan-66
database? | Miss Gail Jones 08-Nov-69
| _|Dr. Oliver Tirnmings 06-Apr-90 «|
Record: NI!II l.l PINlD#Id’ 15

The major six elements of a database are

0,

«* Tables, Queries, Form, Reports,

Macros, Modules

N

What is a table?

T
il
i

A table is a collection of data about a specific
topic such as products, students or suppliers. DA

Event Name Start Date Sale Amount | Total Payments Amount Due

A table organizes data into columns (fields)

and rows (records or tuples).

(e ] (B ] (mioees

Record: (1) « [T 1 » [H]r+ of 1

Figure 6: Access Form
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What is a field?

A field in a database is a piece of information about a subject. Each field is arranged as a column
in table.

What is a record?

A record is complete information about a subject. A record is a collection of fields and
presented as a row in a table of database.

Format Records Tools Window Help Type a question for help
= ! 33 [ b PR
: vatabase (Access 2002 - 2003 file format) ' | Getting Started AWl X
e
Hood [ Wpesion Tmew | X | 2o T L] (O
3] 3 =S ue nﬂ r~ -} .
|| @ create table in Design view ‘ . 1 Office Online
= o 2l cCreate table by using wizard
Q i * Connect to Microsoft Office
@ z ? Create table by entering data ‘ 0S0
== Forms : B « Get the latest news about using
[ Employees Access
@ Reports 1 Events . :.mr;a:cm update this list
om
ﬁ Pages 1 My Company Information ‘ Sl
3 ] Payments
5 0 REGISTER ‘ Search for:
g Moo 1 switchboard Items | |
Groups | Example: "Print more than one copy”
[ Favorites Open
‘ school.mdb
School_data.mdb
Employees : Table E]@[;] M:;M‘l'm
et test.!
Employee ID First Name | Last Name Extension Work Phone & 5 More...
- 5
*: ‘ |_) Create anew fie...
b+ ‘

[ SHRESTHA T TVPIST 33 M? E]
DISUJA 21 443846
v

= |What is a query?

A query is a question about data in database. It results a set of data from database that can be
used as a source of records for reports and forms.
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What is a form?

Entering and viewing data directly on the
database table is not always convenient. So, a
form is created to facilitate easy entering data
and created that retrieve records from a single
table or from multiple tables.

What is a report?

A report is an object in MS-Access that is used
to view and print data. Though a Report is
similar to a form; its specialty lies in special

features like help to summarize data.

What are the differences between
a form and a report?

Forms are primarily used to edit overview data
whereas reports are used primarily to print or
view data.

In a form your usually navigate from one record
to another, whereas in reports summarized
data are possible to present.

‘é What is a macro?

A macro is an object in MS-Access that is used
to execute one or more database commands
automatically. Macros are useful in tasks such
as printing month-end reports,
record to a table, printing letters to customers
periodically.

adding new

IE What is a module?

A module object in Access is a program written
using VBA (Visual Basic for Application) to
automate and customize database function.

5| Tablet

(o] RN i 2 | 3 | 4 ' 5 | [ | 7 =

|| # Form Header

|| # Detail 1
_‘ ¥ Form Foater

1

: v
1 m 3
In View | Num Lock Mﬁ%
—

Figure 7: Form Design Window

‘# giMap2000 : Database [Access 2000 file format)

[l # AutoExec : Macro =lo) x|
. Action Comnent -

¥ [RunCode Demonstration of calling a Function
|| openForm Open the useriogs Form in hidden mods
OpenFom This form provides the interface to all the download material
Action Arguments

~ Function Name HideDBEObjects ()

Expression Builder
Fresoootes 0
parentheses. Click the Build button to use the

Cancel
Expression Buider to sek this argument. Reqired
| argument, Press F1 far heip on this argument,

+- i *|&|=>=22| and or ot Lke| ()] _eeste | e

[0 Functions bhasGRE Startui r’m

ttl Buik-In Functions
Figure 8: Access Macro Design

Enter the name of the Function procedure ko be
exeruted. Include any Function arguments in

HideDBObjects()

===
Eﬂle Edit View Inset Debug Run Tools Add-lns Window Help

Bl -H b 2EAT > 0 m R @
Project - Database2 !l

==l g

¥ Database (Database2)

a Microsoft Visual Basic - Database2

R FRS—T—
Properties - Database2 1'
Database2 Project =
Alphabetic ICEtEgﬂHlEd I

Database2

Figure 9: VBA Interface
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’ .« What are the different Number field

types in Access? g
| TR
sg8TTaBE23a 3
The different number field types are: tRiiC88EEEEEn ]
S8 R3S s B Mg
FEE "B | |8
% Byte I s
% Integer
o FEZBRlrovwrcs2E
§ 25 HWEPLE IR
iz Hsdive
% Long Integer il ErTEY
= 2 a g
g 5 -
o . a
% Single & x
. g
*» Double H
3 uid 2
Erois ”
What do you mean by data processing? 258 :
TDLC = (=%
g2EAg
Data processing is the technique of sorting relating, 1| ggagg
. . . . . c B‘EEO =
interpreting and computing item of data in order to | 25323
: : : . - 53223
provide useful and meaningful information. Rl Rizaz
] 35aeld
. . & 58858
What are the ten field types in Access? B HE e
K = o
. . . ] 4
The ten different field types in Access are: -
Figure 10: Numeric Field Sizes
s Text
R/
% Memo
< Number g‘l—_
g
-
% Date/Time 5 &
-
s Currency
PETO<S<P>POoOOZ2Z A2
% Auto-Number g3 g& &S 25 5 g5
s202%8%53 "2
352°£335° S8
) -
% Yes/No S™a % m gﬁ
k ]
¢ OLE Object
4
¢ Hyperlink
% Lookup Wizard

Figure 11: Data Types of Field
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| What are the two types of data processing
techniques?

The two types of data processing techniques are batch
processing or offline processing and online processing or
real-time processing.

What is batch processing or offline
processing?

Offline processing is a technique in which data is collected
for a pre-determined period of time, after which it is
processed. For example payroll processing, inventory
processing. It is time delay data processing system.

What is online processing or real-time
processing?

This is data processing technique where data is processed
in real time. This is used when delay in handling data is
undesirable. Examples of online data processing systems
are air ticketing system, banking system etc.

ﬁ Who introduced Relational Database Model?
ay

Dr. E. F. Codd introduced relational database model.

What are the front-end and back-end
components of a database?

The back-end database file contains the tables. Other
database objects such as queries, forms, reports, macros,
modules and the links to the tables in back end are known
as back end database components.

;EI What are link tables?

Links of the tables in other databases or files created in
Access database so that the data can be viewed and edited
in Microsoft Access in addition to the original software.

"Dr. E. F. Codd

Fd Microsoft Acce

File Edit View

ol ~ |
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The objects of Access Database are: Tables,

@ What are the objects of Access Database?

Forms,

Reports, Queries, Macros and Modules

What is the meaning of following field
properties?

Field Size, Format, Input Mask, Caption, Decimal Places, Default Value,

Validation Rule, Validation Text, Required, Allow Zero Length, Indexed.

Field properties and their meaning are described below:

Field Size:

Format:

Input Mask:

Caption:

Decimal Places:

Default Value:

Validation Rule:

Validation Text:

Required:

Allow Zero Length:

Indexed:

Maximum number of character or
value you can enter in field

Format for the field. It gives the layout
for the field.

A way or pattern of data to be
entered.

The label for the field

The number of digits to the right of
decimal place.

The value automatically entered for
the new record.

An expression that limit the value to
be entered in the field.

The message to be displayed while
user violates the rule when entering
data.

The data should be entered the field
can't be left blank.

Permits zero length of string

The field is to be indexed. Indexing
speeds up the searching & sorting.

S=1E3

% | AddressID MNumber
» | Firsthame Text

Field Properties

€ B>

General | Lookup |

Field Size 50

Format

Input Mask

Caption First Name
Default Value

Validation Rule
Validation Text

Required Mo

Allow Zero Length Mo
Indexed Mo
Unicode Compression MNo

IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

Figure 12: Field Properties for Text Field

B Addresses : Table |_ _|fz|

|| Field Name »
essID Number B
Text

Field Pr::pelrh'es

General | Lookup |

Field Size Long Integer
Format

Dedmal Places Auto

Input Mask

Caption Address ID
Default Value 0

Validation Rule

Validation Text

Reguired Mo

Indexed Yes (Mo Duplicates)
Smart Tags

Figure 13: Numeric Field Properties

B Addresses : Table
Field Name

Birthdate
} | Photoaraph

Field Properties

Photegraph
No

General | Lookup |
Caption
Required

Figure 14: OLE Field Properties
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What is datasheet view?

L

Datasheet view is a window that displays data
from a table or query in row and column format
where you can edit fields, add, delete data as
well as search for data.

-

=~ Whatis a sub-form?

A subform is a form contained within another
form or a report. Th is feature is useful to
represent one-to-many relationship between
tables. In the form we can show the data of the
Master table and at the same time in a second
form we can show related data from the

transaction table.

@. What do you mean by filter?

Filter is the process of hiding all unnecessary
records or displays only the records that satisfy
the criteria specified.

@ What is Lookup Field?

A Field that stores a list from an existing table or
query or a fixed set of values that is looked up.

O What are the three key components
of relational database design?

The three key components of relational database
design are: entities, attributes and relationship.

@* Define entity:

An entity defines any person such as student,
teacher; place such as classroom, building; thing
such as computer, lab equipment; concept such
as course, attendance for which data will be
collected.

] Microsoft Access - [Customers : Table] Lol
i File Edit View Insert Format Records Tools Window Help ShowMe - & X
AN RENIE RN AR RN NEREN IR R AN N =)
| Customer ID | Company Name | Contact Name [ -
+ ALFKI Alfreds Futterkiste Maria Anders Sales R:|
+ ANATR Ana Trujillo Emparedados y helados | Ana Trujillo Owner |
+ ANTOM Antonio Moreno Taqueria Antonio Moreno Owner
+ AROUT Around the Horn Thomas Hardy Sales R
+ BERGS Berglunds snabbkop Christina Berglund Order A
+ BLAUS Blauer See Delikatessen Hanna Moos Sales R
+ BLONP Blondel pére et fils Frédérique Citeaux Marketil
+ BOLID Bdlido Comidas preparadas Martin Sommer Owner
+ BONAP Bon app’ Laurence Lebihan Owner
+ BOTTM Bottom-Dollar Markets Elizabeth Lincoln Accoun
+ BSBEV B's Beverages Victoria Ashworth Sales R
+ CACTU Cactus Comidas para llevar Patricio Simpson Sales A
+ CENTC Centro comercial Moctezuma Francisco Chang Marketil
b |+ CHOPS Chop-suey Chinese Yang Wang Owner
+ COMMI Comércio Mineiro Pedro Afonso Sales A ~
Record: [ ] ][ 14 [» ][ M]p] of 51 < [amg] v
Datasheet View NUM SCRL
Figure 15: Datasheet View of Customers Table
E Microsoft Access - [Categories] @E‘Q
l;l Eile Edit View Inset Format Records Tools Window Help Show Me -8 x

Product Name: |Longlfe Tofu

| D
Unit Price: | $10.00

| ™ Di
| Unit Price: | $53.00 |

Quantity Per Unit: |5 ka pkg.

Product Name: |[Manijimup Dried Apples
50 - 300 g plgs

Quantity Per U

Form View NUM SCRL

Figure 16: Categories Form with Subform

Lookup Wizard

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

@ I want the lookup column to look up the values in a table or
ery.

() Iwill type in the values that I want.

Figure 17: Lookup Wizard
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3 What are attributes?

Attributes are one of the building blocks of
relational database design that define the
additional characteristics or information for an

entity.
o0 O F 000
For example, name, gender, address, salary, % B ET g8 % g_ g E
=1 a=) 'E
years tenured can be the attributes of teacher ‘ég E # SE3NE
entity S58|h G
' . ¢ [
2. Define relationship. |-'—Is -
A relationship is a logical linkage between two PSS5SPRESRT
. . . SEEIIAToE| o
entities that describe how the entities are P2 AE Tof|§
: . n2g" <5 7
associated with each other. 1gdf £5°%
1| m [ »
J. How many relationships are possible
between two tables or entities?
FEEEEIT NI
There are three relationships possible between n Egg 28T %g B %
W 3 3 - m
two tables namely: one-to-one, one-to-many, W g PEEIR gr
many-to-many. \ sl v |
, o |--—I 8
2. What is cardinality? 8 |~
FagszlesgeieQe
The most important classification of a EUE?E ?{?ZJ ‘ﬁﬁ £ gg— § g ¥
relationship is called its cardinality. The %E < E A g% & % % €
cardinality of a relationship allows the database ] m | »

modeler to specify how instances of each entity

LM

relate to each other. The three major

cardinalities are: one-to-one, one-to-many,

o
=
=]
=)
m

[
=]
3
h=|
o
=
=
=
o
3
m

many-to-many.

ar=dds
siaddiysg
A0
sS3UppY

epJAiuedwon

apLIEUeD
wenpoeuoD

- (DT
SJELJJD]SI'I]

-

2. What do you understand by one-to-
one relationship between two
tables?

y

Figure 18: Relationships between tables in database

A relation between two tables such that one
primary key value corresponds to one foreign key
value is known as one-to-one relationship. In
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other words, each record in parent table is
related to one and only one record in child table
is one-to-one relationship.

&, Clarify one-to-many relationship
between two tables.

A relation between two tables such that one
primary key value corresponds to many foreign
key value is known as one-to-many relationship.
In other words, each record in parent table is
related to zero or many records in child table is
one-to-many relationship.

4. Define many-to-many relationship.

A relationship where many instances of an entity
are associated with many instances of another
entity is known as many-to-many relationship.
Consider the enrollment relationship between a
student and a class tables. A single student may
be enrolled in many classes and a single class may
enroll many students.

42 What is identifying relationship?

If the primary column is contributed to the child
table's primary key or in other words, the foreign
key is one of the columns in the child table's
primary key, then this relationship is called an
identifying relationship.

& What are the advantages of
normalizing database design?

The advantages of normalizing database are:

7

+» Dependencies
identified.

between data are

Orders

% OrderlD
CustomerlD
EmployeelD
OrderDate
RequiredDate
ShippedDate
ShipVia
Freight
ShipMame
ShipAddress
ShipCity
ShipRegion
ShipPostalCode
ShipCountry

Customers
¥ CustomerlD

CompanyMName
ContactMame
ContactTitle
Address
City
Region
PostalCode
Country
Phone
Fax

Shippers
? shipperlD
CompanyMame
Phone

Figure 20: One-to-Many Relations between Customers and
Orders and Sippers and Orders

Products
ProductiD L
Productiame
SupplierID
CategoryID
QuantityPerl)
UnitPrice
UnitsInStock
UnitsOnOrder
ReorderLevel ¥

Order Details

CustomerID
EmployeelD
OrderDate
RequiredDate
ShippedDate
Shipvia
Freight
ShipMame
ShipAddress
ShipCity
ShipRegion

o

OrderID -

ShipPostalCoc ¥

):

Figure 20: An Identifying Relationship among three tables

Consider the relationship between Orders and
Order Details Table. In Order Details, the
OrderID field is the foreign key which is

contributing the primary key for the table.
Similar is the case for the Products table and
Order Details table. OrderID and ProductID
combined forms the primary key field for Order

Details

and both

are foreign keys in

relationship. This type of relationship is known
as identifying relationship.
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+* Redundant data and all of the problems
associated with it is minimized

«* The data model is flexible and easier to
maintain.

& What are the E.F. Codd's normal
forms?

Following are the Codd's normal forms:

7

% First Normal Form: Eliminate repeating

groups of attributes in an entity.

+* Second Normal Form: Eliminate partial key
dependencies, i.e. each attribute in an entity
must depend on the whole key, not just a
part of it.

«* Third Normal

information by eliminating interdepencies

Form: Eliminate redundant

between non-key attributes.

How is "no nulls" constraint

implemented for an attribute?

The not null (NN) concept allows the database desi
gner to force the user to enter a value in a particular
column. The not null concept is used for columns
involved in a primary key. The option must be set
when table is created, and set by using the NULL or
NOT NULL keywords.

How is a "no changes" constraint

implemented for an attribute?

The no change (NC) concept allows the database
designer to prohibit changes to the values in a
column. This concept is used mainly for columns
participating in primary keys. Preventing changes to
a primary key is recommended because primary

Dr. E . F. Codd

=)@ =S

Description | -

] Customers: Table

| Field Name | Data Type |

% |CustomerID Text

Unigue five-character code basec |j
CompanyMame Text

B | Contaictiame
ContactTitle Text
Address Text

Street or post-office box.
Field Properties

General | Lookup

Field Size 30
Format

Input Mask
Caption Contact Name
Default Value
Validation Rule
Validation Text

Required @
Allow Zero Length bl

Indexed o

Unicode Compression Mo

IME Mode Mo Contral
IME Sentence Mode Mone

Smart Tags

Figure 21: The Required property of a field specifies Not
Null Constraint in MS-Access
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keys are used to create relationship between
#| Microsoft Access - 3 =

tables, and changes to a primary key could result 75 G g wew et Took sindow Help Showbe ol
. . . . . . Hm EAN® R WRE NN A Wrrws, NI N VRN VR | PA RS e BN e P B
in a referential integrity violation. e T T o — :
¥ CategoryID Autohiumber Number automatically assigned to a new category.
i:s'g::‘ﬂme ‘T;:n Name of food category. m
How is a "no duplicates" constraint —
szlelﬂ Long Integer
implemented for an attribute? Nen Voues ingenen T
Caption Category ID rm“m“l’":‘e
Indexed Yes tes, mmﬂs
. g Smart Tags - e Selecting “Yes - No
The no duplicate (ND) concept specifies that the [1es Duelcotes X0 g o
. . . . the field. PressF1
values in a column must be unique. This concept is for belp o ndecd
used in primary keys and alternate keys.
Design view. F6 = Switch panes. F1 = Help. NUM SCRL

@ What are the different ways toadda Figure 22: 'No Duplicates' constraints is implemented in
table in Access database? Indexed properties in Access

Three are five different ways you can add a table
in Access database. They are: Datasheet View, [l o

Design View, Table Wizard, Import Table, and Link ~ |i= B¢ & s e docks Window Hep Showbe el
HERAN = RN RN RN S RN FI AT e - E -
Table. ﬁmﬁsdmme lrgxtD steTipe lUniquE ﬁvamaractermz?:i:indo:n customer name. E
CompanyMName Text
ContactName Text i
. . Field Properties
Datasheet View: In datasheet view you can Gorra e
. Field Size 5
enter the field names and | == .
. Caption Customer ID
records as in Excel sheet. | e Reripne
Validation Text long, induding
Access defines correct field priee R e en o iy
. Indexed Yes (No Duplicates)
types and sizes based upon riende Compressien  te
IME Sentence Mode None
the data you enter for the SnertToge

Design view. F6 = Switch panes. F1 = Help. NUM SCRL

field. A table is added when

Figure 23: Design View of Table
you save the datasheet. . .

Design View: In design view you will specify
the field name, data type and

. . . Table Wizard
various req ul red o pt ions fO r Which of the sample tables listed below do you want to use to create your table?

H . After selecting a table category, choose the sample table and sample fields you want to indude
th e fle I d . A ta b I e IS a d d ed in your new table. Your table ajn indude fields from more than one sample table. If you're not
sure about a field, go ahead and indude it. It's easy to delete & field later.

when you save the design.

Sample Figlds: Fields in my new table:

() Personal

Prefix
Sample Tables: FirstMame

MiddleMame
sample tables and sample WellaeR
Customers

fields from which you can Employees
y I Products OrganizationMame
Orders Addrece

Table Wizard: Table wizard provides you

select the required fields.
After completing the wizard a e L T
table is added in database.

Figure 24: Table Wizard to create new table
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Import Table:

Link Table:

You can import tables
defined in other access
databases or other

document types such as

Excel Workbook, dBase
database, Exchange file,
HTML document, Lotus

spreadsheet, text files and
many more. A table is added
to the database after import
operation is complete.

Tables in other access
databases or other file
formats can be linked to

access database so that the
data can be edited both on
the Access and the original
source application. A linked
table is added after the link
operation is complete.

What do you mean by default value

for a field in Access table?

Default value specifies the value that must be

displayed in a particular field when making the

data entry. For example you can specify 'Nepal'
for the Country field. When entering record the

value 'Nepal' will appear automatically and can

be modified if required.

o What is 'Required’ property of a

field?

Required property specifies if data must be

entered in a field or not. If set to Yes, user can't
leave the field blank.

E Import Spreadsheet Wizard

() InaMew Table

() In an Existing Table:

‘fou can store your data in a new table or in an existing table.

Where would you like to store your data?

|Products] v

sno [partsid jmodel no supplier |gtv
ifl 00125 mod-35-a-01 pajaj =00 o
2R 00126 mod-35-a-02 [cvx 400
3R g00127 mod-35-a-03 ponda 00
|4 12 00128 mod-35-a-04 [yamaha =o0
55 00129 mod-35-a-05 pajaj o0
[ @O0130 mod-35-a-06 [cvx 400 v|
4 »
[ Cancel ] [ < Back ] MNext > ] [ Finish ]

Figure 27: Import Excel Sheet as Table in Access

Objects

Tables

Queries
Forms
Reports
Pages

Macros

B0 gh 8 @

Modules

Groups
[l Favorites

& Order Entry : Database (Access 2000 file format)

[Hopen BZDesign Hnew | X | 2o *

Create table in Desl v = Products

Create table by using wizard 3 shipping Methods
Create table by entering data [ Switchboard Ttems
Customers

Employees

My Company Information

Mew_Orders

Mew_Orders_Link

Order Details

Orders

Payment Methods

Payments

Y DoOdpooooiEE

Figure 27: Linked table from Excel Sheet (New_Orders_Link)

B Employees : Table

Field Name

Data Type

Description

? |EmployeelD

| Firstiame
LastMame
Title
Extension
WorkPhone

AutoMumber
Text
Text
Text
Text
Text

Field Properties

|£

General | Lookup |

Field Size 50

Format <

Input Mask

Caption First Mame
Default Value

Validation Rule

Validation Text

Reguired Mo

Allow Zero Length Mo
Indexed Mo
Unicede Compression Mo

IME Mode Mo Control
IME Sentence Mode Mone
Smart Tags

Figure 27: Uppercase format applied for FirstName field
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' ' What do the following formatting
symbols mean in Format properties

of fields?
<, >, @"NULL", @"Not entered”, $

< Display contents in lower case
> Display contents in upper case
@"NULL" Displays NULL if left empty

@"Not entered" Displays 'Not entered' if field is

empty
S Right aligns text in column

QJ What is the use of Validation Rule
E!”property of a field?

Validation rule property allows specifying what
validation must be made for the data entered in
the field. if anything is specified in the validation
rule property, only the data that satisfies the
condition specified can be entered, all other data
is rejected.

@ What is 'Input Mask' field property?

Input mask specifies the format in which the data
must be entered. For example if phone number
must be displayed as (977) 428-0628 enter the
input mask property as 1(999) 000-0000;;

¥8  What is the use of Validation Text
& .
property of a field?

When the data entered in a field does not
confirm to the validation rule that is specified, an
error message is displayed on the screen that

informs the user what is wrong. Validation text is

B Employees : Table

Field Name

Data Type

Description

EEX
e

%2 |EmployeelD
M| FirstMame
LastMame
Title
Extension
WorkPhone

General | Lookup |

AutoMumber
Text
Text
Text
Text
Text

Field Properties

Field Size

Format

Input Mask
Caption

Default Value
validation Rule
Validation Text
Required

Allow Zero Length
Indexed

IME Mode
IME Sentence Mode
Smart Tags

aimie

Mo

Mo

Mo

Unicode Compression No

Mo Control

Mone

Figure 28: Format Property of a Field

Input Mask Wizard

Do you want to change the input mask?

Input Mask Name:
Input Mask:

Phone Number
1(999) 000-0000

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

TryIt: |(577) 423-0623

Cancel ] [ < Back ][ Mext = ] [ Einish

Figure 29: Input Mask
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used to display custom error message instead of
default error message.

===]How can you import a table created [ mporiosjcs . (0
=S . . Tables | Queries | Forms es | Macros ules
in another database or other file [ uares | roms [Repons | Pages [asros s
Gl
? oyees
formats? =
rroucs
Access provides facility to import tables from Sommiers
other database or other file formats such as
excel workbook. To import a table Choose 'File >

Get External Data > Import'. Alternatively, you

Figure 30: Importing table from another database

can choose Import option on New Table dialog
box.

How can you view the entire data of
memo field?

] Employees : Table E@
| MNotes | Reports To | B
|n dat aSheet View yOU can directly enter text but ¥ | + Education includes a BA in psychology from Colo Fuller, Andrew

|+ Andrew received his BTS commercial in 1974 and

if you wish to view entire data of memo field you ||+ Janst has 2 BS degree in chemistry from Boston | Fuller, Andrew 1
+ Margaret holds a BA in English literature from Coi Fuller, Andrew

+ Steven Buchanan graduated from St. Andrews Un Fuller, Andrew
+ Michael is a graduate of Sussex University (MA, ¢ Buchanan, Steven
+ Robert King served in the Peace Corps and travell Buchanan, Steven
+ Laura received a BA in psychology from the Unive Fuller, Andrew
+ Anne has a BA degree in English from St. Lawrer Buchanan, Steven

need to open the zoom window. To open zoom

window press Shift+F2.

&

4. What is the easiest way to define a Record: (1) | 1 (B 2JoK of 9 "

relationship between two tables? Figure 31:Notes the memo field in Employee table.
To define relationship between two tables, the
easiest way is by dragging the primary key field
of parent table and drop on the foreign key field

H H 1 1
of child table, then click 'Create’. - cooyee v
[ Extension | Photo [ Notes [ Reports To
||+ 5467 Bitmap Image Education includes a BA in psychology from Colo Fuller, Andrew
@ ||+ 3467 Bitmap Image| Andrew received his BTS commercial in 1974 and
What do you u nd ersta nd by ||+ 3385 Bitmap Image Janet has a BS degree in chemistry from Boston Fuller, Andrew
|_|*5176 Bitmap Image Margaret holds a BA in English literature from Coi Fuller, Andrew
R f t. I I t .t . ||+ 3483 Bitmap Image Steven Buchanan graduated from St. Andrews Un Fuller, Andrew
428 r e .
ererential integrity in R e ——— —— =
. . + 2344
— IRobert Ki din the P C d traveled extensively befor -
Relationships? o | o i e Sy hiiome o e ) [
* lhe joined the company. After completing a course entitled "Selling in Europe,”

lhe was transferred to the London office in March 1333,

Referential Integrity is a rule says that table must
not contain any unmatched foreign key values.

For example there can't be a fees record for a

student who is not enrolled.

Figure 32: Open Zoom Window to view complete data in
Memo Field.
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What is the effect of enabling 'Cascade
Delete Related Fields' when defining
relationship?

If cascade delete related fields option is enabled,
Access automatically deletes related records in the
child tables if the record from master table is
deleted. For example if a student is removed then
all the records related to the student must be
deleted from fees table, marks table and so on.

What is the effect of enabling
'‘Cascade Update Related Fields' when
defining relationship?

If cascade update related fields option is enabled,
Access automatically updates the key field value of
related records in the child tables if the primary key
field value from master table is updated. For
example if a student roll number is changed then
all the roll numbers of that student must be
updated in fees table, marks table and so on.

What is a switchboard?

A switchboard is simply a form with command
button that open other switchboard or perform
tasks such as opening forms and printing reports.
Switchboard is a tool in Access to create a database
application. You can use Switchboard Manager to
create switchboards.

£ What is an AutoForm?

AutoForm is a wizard in Access that creates the
specified type of form from selected table or query.
To create an AutoForm Select the Forms tab and
click on New button.

ew Form (7%

DesianView |
4 Form Wizard

B'/ AutoForm: Columnar

. | AutoForm: Tabular

Create a new form without xgx g;?g::et
using a wizard. AutoForm: PivotChart
Chart Wizard
PivotTable Wizard

Choose the table or query where [ -
the object’s data comes from: jSTUDENT

ok | [ concel |

Figure 33: Different AutoForm types in New Dialog Box

Edit Relationships

Table/Query: Related Table Query:
|Customers “ | Orders V|
CustomerID %  CustomerID
E
v
Create New..
Enforce Referential Integrity

Cascade Update Related Fields
[[] cascade Delete Related Records

Relationship Type: One-To-Many

Figure 34: Referential Integrity in Relationships

&= Main Switchboard

Print Sales Reports |

Exit Microsoft Access | Display Database Window |

Figure 35: Main Switchboard created for database
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#2 What are the three different forms of
auto forms?

AutoForm: Columnar
AutoForm: Tabular

AutoForm: Datasheet
AutoForm: PivotTable

The three different types of auto forms are:

«* Columnar

Figure 36: Different Autoform Types in New Form

Dialog Box
«» Tabular
‘:‘ DataSheet Objects H Categori Create Shortcut...
| ] Tables 0 Customd # Delete
Each object on the form has its own B Queries g Epioyq | Renome
Forms :| Order :|I§' Properties
property sheet. What are the R - I o e
different ways to evoke property % Pages é Shippers| | Linked Table Manager
2 Macros PP
sheet?
@2 Modules
The different ways to evoke property sheet are: || Ready —
% i ; : . Figure 37: Right Click the object and select Properties to
%+ Right Click the object and select properties access properties of an object

++» Select the object and click properties from
forms design toolbar Show Me Type a question for help

¢ Double click the object

~|

‘El What is the form view?

Form View is the presentation of the fields of a Descriplion [
table in a format suitable for data entry as various 'er automatically assigned to new supplier.
controls can be placed on the form. Jperties
I
o ?
\_ What are controls? How to use Figure 38: Select the object and click Properties in Design
them? Give examp|es for control. Toolbar to access properties of an object

1] Microsoft Access ——. R =k

File  Edit Inset Format Records Tools Window Help Show Me

b - | ] § B Design View N RN A =NAL Y=
[E] Form view — —

=5l Categorig

e Datasheet View
iy PivotTable View
PivotChart View

Controls are objects that can be placed in a form.
The different controls are available in the Tool
Box. After selecting the control in the toolbox it
can be placed on the forms. After placing the
control we can set its properties to serve our

Object Dependencies...

Toolbar:

request. Examples for controls are, textbox, label, Figure 39: Form View displays the form
List Box, Check Box, Option Buttons etc.
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B2 What is the use of the form design
window?

The form design window is where the user can
customize the window. Customizing is the
process of modifying the form design to suit user
requirements.

f What are the ways to create a new

form?

You can create a new form in any of the following
three ways:

0,

+» Using AutoForm: You can create a form
based on a single table or query quickly
using Autoform.

+* Using Form Wizard: You can create a form
based on multiple talbes or queries using
Form Wizard.

+ Design View: You can create a custom
form on your own in Design View.

_:'z How can you show only selected
records with a form?

There are different ways in which you can limit
the records that you will see with a form, you
can:

0,

+* Open a form and apply a Filter.

%+ Create a query that selects records and
base the Form on that Query.

What is Dynaset?

A dynaset is a subset of the data stored in
database that is displayed by the query.

-3 Categories : Form [ ]
[a[ :

# Detail

|
T T
[ Produet Name:| |FrioductHame [ Dikcnnlmue:‘
I B
| Quaniity Por-Unit [RuartiPailnt | it Proe:|
|

i r

Desian View

AutoForm:
AutoForm: PivotChart
Chart Wizard

PivotTable Wizard

Figure 40: Ways to create new forms

] Microsoft Access

| Fle Edit View Inset Format | Records | Tools Window Help Show Me
YA R NS N AR Fier Y|V Filter By Form
Sort ¥ | 7| Filter By Selection
Apply Filter/Sort Filter Excluding Selection
y/
T Supplient Tabe Remove Filter/Sort 07| Advanced Filter/Sort...
| Supplier ID | SeveRecord  ShiftsEnter [ Contact Name | Contact Tile
16 1 Exatic Liqui Refresh arlotte Cooper Purchasing Manager
+ 2 New Orlean lley Burke Order Administrator
— Data Entry
| |+ 3 Grandma Kewr qina Murphy Sales Representative
| |+ 4 Tokyo Traders Yoshi Nagase Marketing Manager
| |+ 5 Cooperativa de Quesos Las Cabras’ Antonio del Valle Saavedra | Export Administrator
L+ 6 Mayumi's Mayumi Ohno Marketing Represent;

Figure 41: Filter Options
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What are the different useful tools
available in Design Window to help
you with your design work?

The different tools available in Design Window

(5 -

are:

X/
°e

The Forms Design Toolbar ;i é—* | E Pﬁf\.

+* The Formatting (Form/Report) Toolbar

7/
% The Toolbox Figure 42: Table Design Toolbar

+* The Field List

" The Properties Sheet :
B STUDENT
» Various Control Wizards

What is a Field List tool available in
Design Window?

The field list is a handy way to reference fields in
the Design View Window. To show the field list,

click on the field list button on the Design
Figure 43: The Field List
toolbar. You will see a list of fields from the table e e

or query, which is the source of data for the

form.
— What is the difference between "7 Table Properties -_ )
— using a filter and a query to find General |
Descripion . . . ... .ovvvnn .. Suppliers' names, addresses, b
record s? DefaultView . ..o oo v v i v Datasheet
ValdationRule . ... ... u
Valdation Text . . ..........
. . . . | lllllllllllllllllll
We can use a Filter to quickly limit the records B‘fj;rsy ................ S —

we are already viewing in a Datasheet or a form ||| Shdatashectiame........ [Auto]
to those that match the criteria that we specify. ||| tniMasterfids..........

Subdatasheet Height. .. ... .. "
. : Subdatasheet Expanded . . . . . Mo
In contrast to thIS, we Can use a Query to view Orientation . .« v oo Left-to-Right

selected fields and records from one or more

tables, then save the query to open it later or use
it as the basis of a form or a report. Figure 44: Property Sheet
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What are the different options that
you can use to filter records?

The various options available to filter records
are:

X/
°e

Filter by Form

X/
°e

Filter by Selection

X4

Filter for Input

L)

Advanced Filter/Sort.

u o
*

How can you apply Filter For option

1

Hil

to filter records based on a value of
a field?

To apply Filter For option to filter based on a
value of a field:

¢ Right click on the field and type the
criteria in Filter For text box of the

context menu

|

1

Explain Query.

Queries are used to retrieve and display specific
records in a table. They can also be used to
display specific fields of specific records, which
meet the condition specified. A query displays a
subset of all or specific fields and records in a
table. When a change is made to the data, which
is displayed by the query, this change is reflected
in the table also. Because of this dynamic
relationship between the query and the tables,
the subset of the data displayed by the query is
called a Dynaset.

B Microsoft Access

i Fle Edit View Inset Fomat

Records | Tools Window Help Show Me

A1 Ry I= AR AR

Filter 4 ‘ ﬁ Filter By Form

] Suppliers: Table

Sort

Apply Filter/Sort

Remove Fitter/Sort

4 Y/ Filter By Selection

7| Advanced Filter/Sort.

Filter Excluding Selection

| Save Record  Shift+Enter

| Supplier ID | Contact Name | Contact Title
|+ Exotic Liqui Refresh rlotte Cooper Purchasing Manager
+ 2 New Orlean D lley Burke Order Administrator
— Data Entry
| 1+ 3 Grandma Keley gina Murphy Sales Representative
| 1+ 4 Tokyo Traders Yoshi Nagase Marketing Manager
| 1+ 5 Cooperativa de Quesos 'Las Cabras’ Antonio del Valle Saavedra | Export Administratar
| 1+ 6 Mayumi's Mayumi Ohna Marketing Represent:
ntact Name | Contact Title | Address
Cooper Purchasing Manager 49 Gilbert St
urke Order Adm| 7| Filter By Selection
urphy aal"-l'j Repr Filter Excluding Selection
ase arketing |
il Valle Saavedra |Export Agd ‘ Elt=qkog]) Sales Manager
Jhno Marketing i Remove Filter/Sort
g Marketing | & | sort Ascending
P Sl P 10 s
az Marketing | % | Cut 890
1kler Sales Man{ 53 Copy
in ‘mEITI?TIDI"I: 2l paste
arsen Coordinato
i Sales Repr Insert Object...
zid Marketing Hyperlink 2
tylor Regional Account Rep. | 3800 - 6th Avenue
jjarn Sales Representative Brovallavagen 231
Hodier Sales Manager 203, Rue des Francs-Bourget
‘chant Wholesale Account Agent | Order Processing Dept.
_eka Owner 471 Serangoon Loop, Suite #
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What is an Auto Report?

An auto Report is the quickest way to create a report for
a table or query. It enerates the report with the table
name as the heading and page number as the footer.

Explain Query Parameters.

If the conditions of the query should be entered at the
time of execution of query, we specify the query
parameter instead of criteria value or constant. Query
parameters are specified inside large braces. Thus, when
the query is run, the values of parameters are asked and
accordingly the records will be presented.

To set query parameter, type the message inside large
brackets in the criteria box of required field. To specify
data type of parameter you can select Parameter option
from Query menu. In the parameter column, type the
message entered in Criteria box then, selects the type of
the value that the user has to enter when query is
executed in the Data Type column from the drop down
list.

@ For what an append query be used?

It is easy to append records from one table to another
using an append query. There is no need for the tables to
have the same number of fields or same field names.
However, the two tables must have matching fields and
the data for primary key field should be unique and non-
empty.

@ What is a crosstab query wizard?

A wizard that helps us to present the data in a 2-
dimensional tabular format is the crosstab query wizard.
You can use this to create queries that will depict the
data in particular fashion, i.e. item wise sales made or
customer wise sales made etc.

P S
Newhepot . e
Report Wizard
AutoReport: Columnar
AutoReport: Tabular
Chart Wizard
Create a new report without Lat?erl WiI::rrd
using a wizard.
Choose the table or query where El
the object's data comes from:
[ o« ]| caneel |

Figure 45: New Report Dialog Box

E Microsoft Access
i Fle Edit Miew Inset Tools Window Help Adobe PDF

P E RS [S K B A0 B B e o0 8 od A

=E=IEE]

E dbl : Database (Access 2000 file format)
E%Qpen Mgeslgn A New | >< | o

Objects Create query in Design view

= Tables Create query by using wizard
N & Customers Query
5l Queries
Forms
Enter Parameter Value |20 (3
i Reports
. Contact Title
= Pages

. |
2 Macros
4 Modes

Groups
& Favorites

Figure 46: Running Query with Parameter

] Microsoft Access
i File Edit View Inset Query Tools Window Help Adobe PDF
HERANS RN NN A N RN R RN N N <

ﬂ dbl : Database {Access 2000 file format) EI@
51 Customers Query : Select Query = Es
-
Customers @
= -
CustomerID| |
CompanyNa
ContactMam
ContactTitle ~
<[ G
Field: [Companylame Contacthlame ContactTitle Address *
Table: [Customers Customers Customers Custome| |
Sort:
Show:
Criteria: [Contact Title]
or; Z
“« =] ’

Figure 47: Defining Query Parameter When Designing
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What is the advantage of Report
Wizard over an Auto Report?

It takes a little more work to create a report with
the report wizard than with the Auto Report but
you have a lot more control over what the final
result looks like. This is an advantage of Report
Wizard over an Auto Report.

Why Report Design View is
important?

Report Design View is where reports can be

designed from scratch. It is where you can give

your personal touches to the Form or Report
Design.

27 What is the use of Label Wizard?

The label wizard creates report designs that can
be used to print custom or built-in labels.

What are the different auto reports
< available in Access?

The different auto reports available in Access
are:

>

K/
*

Columnar AutoReport: creates a report

)

where each row is presented vertically.

¢ Tabular AutoReport: creates a report

where data is presented in table form.
¢ Label Report: creates a mailing list.
¢+ Chart Report: creates a chart report.

» Design View: helps us to create a report
based on user requirement.

eport Wizard

L c—,
Which fields do you want on your report?
/ You can choose from more than one table or query.
Tables/Queries
Table: Customers El
Available Fields: Selected Fields
CustomerID CompanyName
ContactName
:: ContactTitle
Address

(e Com )

e |A.”{,,-,:: T

P | I | [ [

|| # Report Faoter

Label Wizard

Figure 49: Report Design View

What would you like on your mailing label?

» Construct your label on the right by choosing fields from the left. You may also
= type text that you would like to see on every label right onto the prototype.

Prototype label:
{ContactTitle}. {Contactiame}
{Address}
{City}, {Region}
E] {PostaiCode}, {Country}

[Cconcel | [ <pak | net> | [ e |

Figure 50: Label Wizard

Report Wizard

Chart Wizard
Label Wizard
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What are the different sections of a
report?

A report is divided into many sections: g CatomasTREpoR

7

*» The Report header: In this section you

>

place a control which must appear only :l
at the beginning of the report.

X/
°e

The Page header: In this section you

place a control which should appear at

Company Neme || Contact Name::: | Coni
¥ Detail

the beginning of every page.

% The detail band: It is the heart of the
report. Here you place controls that must

appear once for every record.

¢ The Page footer: In this section you place

-~

m

a control, which must appear at the foot
of every page. Figure 51: Different Sections in Report Design

*» The report footer: In this section you
place a control which must appear at the
bottom of the report.

@ What are some of the database
object operations that a user must

know? T e e
MacoName | Condition |  Action | Comment | 7%
Attached to the Sales Totals by Amount report.
Attached to the OnFormat property of the page header.
. . Hide Break SetValue Hide the page break control when the report opens and for every page exa
Some of the database objects operation that a b o CrFarmt ety of e dea st
Show Break | [Counter] =10 Setvalue Display]the page break control when the value of the Counter text box is 1C

Attached to the OnFormat property of the SaleAmount footer.
Hide Footer | [Counter]=10 | CancelEven  Don't print the footer when the value of the Counter text box is 10.

user must know is How to delete objects, copy

Attached to the OnPrint property of the detail section.
Page Total SetValue At each detail record, increment the pageTotal text box by the value of the

objects, and rename objects if necessary.

Attached to the OnPrint property of the page header.
New Page SetValue At each new page, set the PageTotal text box to zero.

What is a macro? - i

Expression

[T

Enter a comment in this column.

A macro is a set of instructions, which can be

executed repeatedly. it is useful for automating

certain routine tasks like printing reports etc. Figure 52: Sales Totals Macro in Design View
The macro once created can be executed from
buttons or any other controls.
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What is the difference between Print
Preview and Layout Preview?

A report may be seen in two ways: Print Preview
and Layout Preview. When a report is viewed in
Print preview, it appears almost exactly as it would
as when printed. MS-Access does the entire
necessary math for calculated and summary fields.
In contrast if you view the report in layout view,
Access does not do all the calculations. Hence this
is a quick way to check your work as you design the
repot.

_1| What are command buttons? How to

use command buttons?

Command buttons are referred to as controls. The
control is capable of executing a set of instruction
when the user clicks on it. In order to create and
use command buttons select View > Toolbox. In
the ToolBox select the command button and place
it on the form by clicking and dragging. The
command button wizard is started which allows
you to specify the event.
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Figure 53: Layout Preview of a Report

INVOICE

TRADERS

Dase  23-ME-03

ShipTe: Femlesnske Canyon Grom=ry EallTo: Rsmesnsks Camyon Grozary
ZE17 MiRon Dr. 2247 Mima Or
Abuguerque NM 7110 Abuguergue NM 57110
usA usA

Orderil:  CastomeriD:

Product ID:  Product Name oust:
z Chang 4 1900 o) 35480
AnBsesd Syrup 4 F10.00 % B40.00
4 Chet Amor's Caun Seasoning 1 200 % 2200
-] Granama’s Boysenibery Spread 1 2500 ) 2450
T Unce Soo's OrganicOried Pears: 1 §30.00 % §a5 50
£ N orthwoods Cranpery Sauce I $40.00 10% 7200
10 lors 1 $31.00 % 3100
12 Queso Manchego La Pasiora H 3200 % 0
13 Konou 4 500 % 2400
14 Toty 1 frt % 2255
18 Paviova z BT A4S % £5
o Sir Rodney's MarmaBoe 1 5100 45 7
= Tunniorad z 00 % F18.00
3z Mascarpone Fabiol 1 3200 % 3200
- Charreuss varie z F1E00 % 3420
4 Jack's New England Clam Chowder 3 FIES % BIB9S
4= Spegesit 3 1200 ) 3528
£ Fib Mk H T o= Fl400
P& chinols F 2400 % B4E00

Figure 54: Print Preview of a Report
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