Using Microsoft Access
	Microsoft Access is a database manage software. It supports designing, creating and storing data in form of relational database, in which, each table or entity has relationships among them. The database file created by Microsoft Access has an extension name .accdb and database administrator can choose to save it on any drive or folder of computer. 
	In Microsoft Access database management, there are 5 main tasks:  
· Creating Data Table 
· Data Querying
· Creating Forms for viewing, editing and saving new data record
· Creating Report
· Creating a Macro or group of commands for automatic operation when a specified event or action occurs.  For instance, creating a command button for opening or closing a form. 
Figure 1 shows the CREATE menu of Microsoft Access, which is for creating objects or component of database as mentioned in above 5 main tasks.
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Figure 1: CREATE menu of Microsoft Access

Why and when to use Microsoft Access
Microsoft Access is a database management software. Therefore, the main advantages of Microsoft Access are data storage and data querying. If we compare saving data into database software to saving data into other types of software, for instance, word processing or spreadsheet, you will find that the latter has limitations in data storing and data querying, especially when data keeps growing, storing data in word processing software application which is like taking note sentence by sentence incrementally, makes it difficult for data processing. For example, recording customer orders in a restaurant of each table, in each day and time, if you take note by typing line by line as illustrated in Figure 2, it would be very difficult to search and calculate income of each day, or to see income of each day in the past. Furthermore, Word processing software itself does not provide tools to help search data and calculate in such a way.  
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Figure 2: Saving data into word processing software
	Since Microsoft Access provides tools to help with data querying and creating report, therefore saving records as customer food orders on each table as shown in figure 2 (into Microsoft Access database), Data can be searched and used to generate reports such as Sales reports or Receipts very easily.
 
Creating Microsoft Access Table
1. On tab CREATE, click Table Design to turn on table design mode 
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2. Input data field name and choose data type for each field, and set primary key by clicking on the field name you want then click primary key button on DESIGN tab.
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3. Click Save button to save data table, input table name then click OK.
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Importing data from Microsoft Excel into Microsoft Access
In case the data are already stored in Microsoft Excel, you can import them from Microsoft Excel to Microsoft Access database. Microsoft will see data on each sheet as one table and users will have to import data by sheet as follows. 
1. On EXTERNAL DATA tab, choose Import from Excel then click “Import the source data into a new table in the current database” to import data from Microsoft Excel sheet to create new table in current database file. 
*Note: In the case that tables already exist in the current database file, choose “Append a copy of the records to the table”, then choose table name to append data to. 
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2. Microsoft Access will show list of dataset names using the same names as Microsoft Excel sheet names. Select the data sheet that you want to import to Microsoft Access table.   
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3. If there is a header row in Microsoft Excel sheet, tick the box “First row contains column headings” to tell Microsoft Access not to import values on first row as data, but to use those values as field names of table. 
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4. Set details for data fields, field by field, by clicking on the field or column that you want to check and edit detail one by one until all are complete, then click Next and click Finish. 
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Creating a query for data searching
When there are a lot of data in several data tables, it is difficult to make understand and to make use of those data. Query is a tool to help search data according to conditions you want. Query can be created by following these steps.  
1. Click on CREATE tab then click Query Design
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2. Select data table that you want to query, click Add then click X to close Show Table window. 
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3. In the Query Design section, users can specify
· Field – The field name of the data to be retrieved.
· Table – The table in which the selected field belongs to.
· Sort – select Ascending to sort search result in that field in ascending order or select Descending to sort search result in descending order. 
· Show – check the box to display data of that field or leave it blank for checking condition only without showing in the result. 
· Criteria – conditions to search for data such as > 5000, between 20000 and 25000 
· Or – an OR condition operator. For example, suppose you want to retrieve employee information of employees in MIS department or employees with salary 20,000 or above. The selected field will be department, criteria box will be MIS and Or box will be > 20,000. 
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4. Suppose you want to retrieve data from Employees table and display id, first name, position and gender of the employee by selecting only female employees (F), fields and conditions in Query Design should be specified as below. 
[image: ]

Query design Exercise
Specifying criteria to text fields.
· Display list of all black cars.
· Display list of all 2016 cars.
Specifying criteria to numeric fields. 
· Display list of name and job position of employees with salary less than 20000.
· Display list of name and job position of employees who pays social security fee 450 baht or above. 
Specifying criteria to date fields.
· Display list of name and job position of employees who started job on 15/6/2014.
· Display list of the cars that were rented on 16/8/2019. 
Specifying criteria to Yes/No fields 
· Display list of cars with DVD Player.
· Display list of cars without ABS.
Specifying criteria using AND 
· Display list of cars with DVD Player and Navigator.
· Display list of all cars that are white and 2015 car.
Specifying criteria using OR
· Display list of cars with DVD Player or with Navigator.
· Display list of employees with positions as accountants or with salary 22000.
· Display list of Honda or Mazda or red cars.
· Display list of Toyota or Honda cars that are red.
Specifying criteria for finding fields that have empty values
· Display list of customers without Landline phone number. 
· Display list of cars that have not been returned. 
Specifying criteria for finding fields with values ​​between A and B
· Display list of employees with salaries between 18000 and 22000.
· Display list of employees who started work between 1/1/2013 until 31/5/2013.
Specifying criteria for checking value in a list (IN)
· Display list of customers who live in New York or San Francisco or Bangkok
Specifying criteria using shorten text (Like)
? represents a single character or number.
* represents any characters or any numbers of any length.
# represents any one digit number (0-9). 
[ ] represents any characters or number inside [ ].
· Display information of employees whose first name begins with letter A.
· Display customer information whose postcode begins with 2 and ends with 0.
[bookmark: _GoBack]Using Function in Query
Function that can be used and are frequently used in Query are Sum, Avg, Min, Max, Count and Group By. To use these Function, Go to DESIGN tab and click on ∑ Totals as shown below.
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	Once click on ∑, Total: row will appear in Query Design panel. Users can select desired functions from the list. 
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Example
· Display total salary and average salary of all employees. 
· Display the total number of cars in the system.
· Display average of salary of employees with salary 20000 or above.
· Display information as of now, what countries do customers come from.
· Display total salary of each department.
· Display total salary of each department excluding salary lower than 18000.
· Calculate total salary of each department excluding salary lower than 18000 and display only departments which has total salary more than 50000.
Exercise
1. Query the information of all cars which has model name begins with letter E.
2. Query the information of all cars that is ‘March’ (car model) and is the car of 2015. 
3. Query the information of all cars that were rented on August 2019
4. Display the number of times that the cars were picked up at Siam. 
5. Display list of rented cars that were picked up and returned at Airport.
6. Display list of customer code and the number of times that the customer has rented cars. 
7. Display the average of tax and allowance of employees with salary over 22000.
8. Query the information of employee who are female or employee with salary between 18000 and 20000. 
9. Query the information of customers who have not given email address to the company. 
10. Query the information of customers whose address zip code begins with 10 and 11.

เอกสารประกอบการสอนวิชา IS216: End-user application development
สงวนลิขสิทธิ์ © พ.ศ. 2561 โดย ลัดดาวัลย์ แก้วกิติพงษ์ ห้ามลอกเลียนแบบไม่ว่าส่วนใดส่วนหนึ่งของเอกสารเว้นแต่จะได้รับอนุญาตเป็นลายลักษณ์อักษร
image3.png
E <

test : Database- C:\Users\Pengu\Documents\IS241\1_61\test.accdb (Access 2007 - 2013 file format) - Access

? - X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS
m m m mm S m D F= Form Wizard | — *;Il § ‘ "\ Report Wizard ( F “&% Module
[Ty =N T [y fNavigation' — £ Eﬁ Labels gf:class Module
Application ~ Table Table SharePoint Query Query Form  Form  Blank e Report Report Blank Macro Oﬂ' | Basi
Parts ~ Design  Lists - Wizard Design Design  Form More Forms Design Report Visual Basic
Templates Tables Queries Forms Reports Macros & Code ~
All Access Objects @ «
Search...
Tables

»

B carDetail

Cars

Cars$_ImportErrors

Employees

Employees$_ImportErrors

5:00 PM |:|
9/4/2018

L A B G P




image4.png
____ FeldName ~  DataType
. Short Text
fname Short Text
surname Short Text
emp_type Short Text
position Short Text
gender Short Text
birthdate Date/Time

hire_start Date/Time




image5.png
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

=== ? \ €5 Insert Rows m 7; _:J j_f r@ Z

=X Delete Rows
View  Primary Builder Test Validation f Modifv Look Property Indexes Create Data Rename/ Relationships Object
- Key Rules Q Modify Lookups Sheet Macros ~ Delete Macro Dependencies

Views Tools Show/Hide Field, Record & Table Events Relationships





image6.png
Save As

Table Name:

Employeeq

OK

Cancel





image7.png
CREATE EXTERNAL DATA

=

’_‘ ’_‘ ’1 ext File
2@ Ep o

DATABASE TOOLS FIELDS TABLE

‘ﬂ*. FAccess
RRRbs

@] XML File g e ‘_)EéWord Merge
Excel Access ODBC Saved Excel  Text XML PDF  Email
Database | |-#More ~ Exports File File  or XPS 51/ More ~
Import & Link Export
Table1
Get External Data - Excel Spreadsheet ?
ID - Click to Add ~
(New)

Specify the source of the definition of the objects.

Eile name:  C:\Users\Pengu\Documents\IS241\1_61\RentACar.xlsx Browse...

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

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

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

O Append a copy of the records to the table: |Tablel

If the specified table exists, Access will add the records to the table. If the table does not exist, Access will create it. Changes made to the source
data will not be reflected in the database.

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

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

oK Cancel





image8.png
El Import Spreadsheet Wizard

Your spreadsheet file contains more than one worksheet or range. Which worksheet or range would you like?

(® Show Worksheets CarDetail

(O Show Named Ranges Customer
Employees
Payroll
RentSchedule

Sample data for worksheet 'Cars'.

1[CarIDlar_license Model barYearEassengerSeat MP3Playe DVDPIayelbirCondition
2 HO00 Brio 2015 es es es

3Mz00 Mazda 2 2014 4 Yes es Yes

4 Mz00 Mazda 2 2014 4 Yes es Yes

5SW00 wift GLX 2012 4 Yes No Yes

6SW00! Swift GLX 2013 4 Yes No Yes

7 HO00 City 2013 4 Yes No Yes

8HO00 City 2013 4 Yes No Yes

9 HO00 Cevic 2015 # Yes es Yes
1QHO00. Pazz 2014 4 Yes No Yes
11HO00 Pazz 2014 4 Yes No Yes
127000 IYaris 2014 4 Yes No Yes
1370001 IYaris 2014 4 Yes No Yes
147000 jos 012 # Yes No Yes

< >

Cancel Next > Finish





image9.png
El Import Spreadsheet Wizard

Microsoft Access can use your column headings as field names for your table. Does the first row
specified contain column headings?

|First Row Contains Column Headings

CarlID|car_license  |Brand Model [TypelClColor |CarYear|PassengerSeat{MP3PlayelDVDPlayejAirCondition
1 HO00 Honda Brio eco001Black P015 #“ Yes Yes
2 MZ00 Mazda Mazda 2 eco001BronzeR014 # Yes Yes
3 MZ00 Mazda Mazda 2 eco001Black Pp014 ¢4 Yes Yes
4 SW00 Suzuki Swift GLX eco001Black 012 4 Yes Yes
5 SWO00! Swift GLX eco001Red pP013 H4 Yes Yes
6 HO00 City cit001 BronzeR013 # Yes Yes
7 HO00 City cit001 White P013 4 Yes Yes
8 HO00 Cevic cit001 Silver P015 #“ Yes Yes
9 HO00 Pazz cit001 Yellow 014 4 Yes Yes
1LQHO00 Pazz cit001 Red P014 #“ Yes Yes
11TO00 IYaris cit001 White P014 4 Yes Yes
1270003 IYaris cit001 Black Pp014 ¢4 Yes Yes
137000 jos cito01 2012 4 Yes Yes
14T0001 jos 013 ﬁ Yes Yes
< >

Cancel < Back Next > Finish





image10.png
El Import Spreadsheet Wizard

You can specify information about each of the fields you are importing. Select fields in the area below. You can then modify field

information in the 'Field Options' area.
Field Options
Field Name: CarID

Indexed: IYes (No Duplicates)

Data Type:  Short Text

Do not import field (Skip)

CarlID|car_license  |Brand Model [TypelClColor |CarYear|PassengerSeat{MP3PlayelDVDPlayejAirCondition

Honda Brio eco001Black P015 #“ Yes Yes Yes

Mazda Mazda 2 eco001Bronzep014 ¢ Yes Yes

Mazda Mazda 2 eco001Black Pp014 ¢4 Yes Yes

Suzuki Swift GLX eco001Black 012 4 Yes Yes

Swift GLX eco001Red pP013 H4 Yes Yes

City cit001 BronzeR013 # Yes Yes

City cit001 White 2013 # Yes Yes

Cevic cit001 Silver P015 #“ Yes Yes

Pazz cit001 Yellow 014 4 Yes Yes

Pazz cit001 Red P014 #“ Yes Yes

IYaris cit001 White P014 4 Yes Yes

Yaris cit001 Black Pp014 ¢4 Yes Yes

jos cito01 2012 4 Yes Yes

jos i 013 ﬁ Yes Yes

- S Ao Ao

Cancel < Back Next > Finish





image11.png
E H

FILE HOME

CREATE

Application  Table
Parts ~

Templates

T

K [ K

Table SharePoint Query Query

Design  Lists ~

Tables

All Access Ob..® «

Search...

Tables

CarDetails

Cars

Customers

Employees

Payroll

RentSchedule

Datasheet View

»

TABLE TOOLS RentACar : Database- C:\Users\|
EXTERNAL DATA DATABASE TOOLS FIELDS TABLE
T m D :Form Wizard [ — = | ‘ :\ Report Wizard D “&¥ Module
A = [y f Navigation ~ = III £ Eﬁ Labels gf: Class Module
Form  Form  Blank == Report Report Blank Macro g . _
Wizard Design Design  Form More Forms * Design Report & Visual Basic
Queries Forms Reports Macros & Code
‘ j Cars
Color ~  CarYear ~ PassengerSez~ MP3Player ~ DVDPlayer - AirCondition ~ AX - ABS

Black 2016 4 O [l
Black 2016 4 O L]
Black 2015 4 L]
Bronze 2013 4 I:‘ I:l
White 2013 4 O L]
Silver 2015 4
Yellow 2014 4 ] [l
 Red 2014 4 O L]
Bronze 2014 4
Black 2014 4
White 2015 4 O L]
White 2015 4 O L]
Black 2012 4 ] [l
Red 2013 4 O L]
White 2014 4 L] [
Black 2014 4 ] Ll
White 2012 4 O L]
Silver 2013 4 O L]
Bronze 2010 7
Black 2011 7
o [ L] L] L] L]

Record: 4 48 of 20

L3

4

ORI O =
EEEEEEEEEEENEEEEEEEEE]

Pengu\Documents\IS241\1_61\RentACar.accdb (Access 2007 - 2013 file format) - Access

?

X
Sign in

A

X

~ Click to Add ~

511 PM
9/4/2018

E %

[




image12.png
\ E Query1 \

Show Table

Tables Queries Both

CarDetails
Cars
Customers

Payroll
RentSchedule

Add

Close





image13.png
Field:
Table:
Sort:
Show:
Criteria:
or:





image14.png
Field: |emp_id
Table: [Employees
Sort:

Show:

|

Criteria:
or:

fname
Employees

|

position
Employees

|

gender
Employees

|

upe




image15.png
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN

(D Union e (EEI Insert Rows UEU Insert Columns E Fr[‘ Property Sheet

° ' + ° - Ly ? Tz
© @ Pass-Through ZX Delete Rows 5 Delete Columns ] Table Names
View  Run Select Make Append Update Crosstab Delete Show Totals Parameters
- Table [& Data Definition Table Ji\ Builder £ Return:|All -
Results Query Type Query Setup Show/Hide





image16.png
@ E - QUERY TOOLS  RentACar : Database- C:\Users\Pengu\Documents\IS241\1_61\RentACar.accdb (Access 2007 - 2013 file format) - Access ? - X
FILE HOME CREATE EXTERNAL DATA DATABASE TOOLS DESIGN Sign in
E ' D!i *-' +' / ' = Union +|j (EE' Insert Rows A Insert Columns Z Fr! [5] Property Sheet
o ° [ Xyz
¢ © ° Pass-Through ij Delete Columns [ } [ Table Names
View  Run Select Make Append Update Crosstab Delete . Show Totals Parameters
- Table [“i{“‘ Data Definition Table £ Return:|All -
Results Query Type Query Setup Show/Hide ~
= \ \ ils \ \ \ x
A” Access Ob ¥« j Cars ; Query1 j Employees j CarDetails j Payroll j RentSchedule j Customers
Search... -
Employees
Tables * T
surname
CarDetails emp_type
position
. gender
= Cars birthdate
hire_start
=_= Customers
= Employees
=2 Payroll
A Rentschedule
4 »
Field: -
Table:
Total: v
Sort: | Group By
Show:
Criteria: | Avg
or:||Min
Max
Count
StDev
Var
First v
Last )
Expression

Where





image1.png
HOME CREATE EXTERNAL DATA DATABASE TOOLS
— — —
N SENCEINE
-] N B = =
Table Table SharePoint Query Query Form Form Blank ==
Design  Lists - Wizard Design Design Form ==
Tables Queries Forms

orm Wizard
Navigation ~

More Forms ~

Report

B

Report  Blank
Design Report

Reports

~ Report Wizard

=
g Labels

Q 52 Module

gf; Class Module
Macro .

Macros & Code




image2.png
|t september 2018
Table 1 at 10:00 - 11:45

1 White cabbage soup, 1 Chicken Mussaman, 2 plates of steamed rice, 1 Stir-fried broccoli, 2 bottles of
drinking water

Table 7 at 12:00 - 12:30
2 Fried rice with crab, 1 bottle of drinking water
Table 5 at 12:00— 12:50

1 Roselle juice, 1 Pandan juice, 1 bowl of steamed rice, 1 Tom-yam-kung (large), 1 Stir-fried vermicelli, 1
Tuna kra-paow, 1 Betel nut salad

Table 6 at 13:00 - 13:40

1 Fried rice with shrimp, 1 Fried rice with crab, 1 Roselle juice, 1 Fresh orange juice




