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Class web site:    infotwg.com  
Review & Questions  Terminology 

 

Evaluations  
 
 
 

 You must name a file before you can start 

MS Access file names =          filename.ACCDB  
 Creating Tables 
  Fields Names and Field / Data Types 
  Field Properties / Attributes 
 

 

Field Name 

 

Data Type 

 

Description 

 

                     

   

   

   

   
 

Text  Auto Number 

Memo  Yes / No 

Number  OLE Object 

Date / time HyperLink 

Currency   Lookup Wizard 

 
 

http://www.citruscollege.com/ff/tgerfen
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Field Properties / Attributes / Options    Switch to this   F6 
 

General  

Field Size  

Format  

Input Mask  

Caption  

Default Value  

Validation Rule  

Validation Text  

Required         (Yes /  No) 

Allow Zero Length         (Yes /  No) 

Indexed  

 … more  
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                             CODES for the FORMAT field 

 
 
 
 
 
 
 
Examples: 
 
              All Caps                                     > 
                    Numbers & Letters all Caps           999LLLLL              

Also 
Input Mask 
code 
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QBE  Query By Example 
Sorting 

 Ascending or Descending or   None 
 
Show 
 Show the field        Yes       or No 
 
Expression /  Criteria  

 

 >   =>   AND 

 <   =<   OR 

 =   < >   NOT 

& [ ] : 

 
WILDCARDS 
 

*  Matches any number of characters 
 ?  Matches any single character 
 [   ]  Matches any single character within the brackets  

 !      Matches any character NOT in brackets 

-      Matches any one of a RANGE or characters  

#  ]  Matches any single numeric character 

 

 

To  Run   a  QBE  use  the  !              
 

 

 

Criteria 
Date  #mm/dd/yy# 
“xx text xxxxxx” 
Like   “xxtextxxx” 
Like “xxxxx*” 
Like “*xxxx” 
Like  “[ A - G ]*” 
 
Between ………..  and  ……….    
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Q U E R Y 
 

 Field     

Table     

Sort     

Show     

Criteria     

or      

   

 
Examples: 
 

“Books”  “111” or “444” 

“Books” or “Bikes”   

> 25.99  Like  “#1/*/97#” 

> #12/25/95#   

Like “B*al”   

Like “Ar*”   

Like “!!!!!”   

 
 

Terms  Characters 

  Fields (columns)  
   Field names are 1 - 64 characters 

  Record (rows) 
A collection of fields. A group of related fields treated as a unit of information.  

  Table 
  A collection of records 
  Database 

A collections of information organized in tables and stored electronically in a file  

 

Areas or Objects available in MS ACCESS      
 Areas 
  Tables   

  Queries  

  Forms   

  Reports  
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 You must name a file before you can start 

MS Access file names =          filename.ACCDB  
 Creating Tables 
  Fields Names and Field / Data Types 
  Field Properties / Attributes 
 

 

Field Name 

 

Data Type 

 

Description 

 

                     

   

   

   

   
 

Text  Auto Number 

Memo  Yes / No 

Number  OLE Object 

Date / time HyperLink 

Currency   Lookup Wizard 

                    Database Tools 

 
Search Tool 
 
 
 
 
 
 
 
 
 
 
                           Press ENTER to find the next record                     
 
 



 
 

 
Continuing Education-- Access 

 

Session No # 4      Date: December 15 ,2010 

File: Access 4.doc      Tom Gerfen, CSIS Professor   
Class Notes: 
 

 
 

MS ACCESS -           Page 7 of  23 

================================================================== 
 

CREATE                                 Create a QUERY       Design 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Field Names 
Table Name 
Sort      A | D 
Show        
 
Criteria    
 
 And 
 Or 
 Not 
 Like 
 
 
 
 
 
 
 
 

Sample Query 
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2 Tables (Data)   The Link between the 2 tables 
 
Add an    
additional 
table to the 
Query 
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                                          To Run the Query   
Edit the Query 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                             To add an additional query option / table 
 
 
Save the query    OBJ  
 
 
Right Mouse Click  
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A 3 table Query 
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Create Reports 
Using the report Wizard 
 
 
Create a Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Select fields to print in report     
 
 
 
 
 



 
 

 
Continuing Education-- Access 

 

Session No # 4      Date: December 15 ,2010 

File: Access 4.doc      Tom Gerfen, CSIS Professor   
Class Notes: 
 

 
 

MS ACCESS -           Page 12 of  23 
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             What TITLE do you want on your report ? 
 
 
 
 
 
 
 
 
Sample Page Preview 
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Send the data to an EXCEL spreadsheet 
 
From a Query  
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Sample Output 
 
 
 
 
 
 
 
 
 
 
 
 
Need to reformat in Excel the date 
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Keys Commands 
CTRL + = Move to the first blank record 
 
Insert the current date CTRL+SEMICOLON (;) 
Insert the current time CTRL+COLON (:) 
Insert the default value for a field CTRL+ALT+SPACEBAR 
 
Insert the value from the same field in the previous record  
                                                                       CTRL+APOSTROPHE       (') 
Add a new record CTRL+PLUS SIGN (+) 
 
Delete the current record CTRL+MINUS SIGN (-) 
Save changes to the current record SHIFT+ENTER 
Toggle between the values in a check box or option button SPACEBAR 
 
 

 
Copy the selection onto the Clipboard CTRL+C 
Paste the contents of the Clipboard at the insertion point CTRL+V 
Cut the selection and copy it onto the Clipboard CTRL+X 
 

 
Delete the selection or the character to the left of the 

 insertion point BACKSPACE 
Delete the selection or the character to the right of the insertion point DEL 
 
F5  Move to the home record  
F7  Spelling dialog box 
 
Shift + Enter   Save the current record 
 

TAB     
Shift TAB     

 
HOME Record       CTRL + Home Key 
END Record           CTRL + End Key 
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Setting a Validation Rule on a date  ( less then < the year of 01-01-1960  ) 
 
Error message will show up on the input screen   
 
 
 

 
 
 
 

        #01/01/1960#                             need to use # around the date 
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To Select a value use the   [   ]  to enter the Parameter Value  
 
 
 
                             What you see on the screen 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
                                   [  Enter the State code to select ] 
 
 
To add a logo to a REPORT 
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Create a Report    
 
 
 
 Modify the report       Right Mouse Click on file name 
Then   RMC on the Design View 
 

 
 
Now click on View ------- then  Layout View 
 
 
 

   Now you can resize the field / column 
And center the data 
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Parts  /  Robbins of the report 
 
Report Header   only one time 
Page Header    all pages 
Detail 
Page Footer      all pages 
Report Footer    End of the report 
 
 
 
 
To add a TEXT BOX  click on 
 
And draw the text box  then add the text 
 

 
 
 
 
 
 
 
Right Mouse Click      RMC 
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Writing Query Results to a New Table  
 
Open a Query or create one… 
 
 
 
 
 
 
 
Build your query 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Click on Make Table 
       Then 
Name the NEW Table 
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Next click      ! Run               then  YES   
 

 
 
 

The Query data has been sent to the new table. 
 
 
 
 
 
 
 
 
 
 
 
 


