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Working with the Northwind Sample Database

When you have completed this learning module you will have seen how to:
e Check for Northwind
e Install Northwind

Installing the Northwind Database

About Northwind

e Northwind is a sample database that is supplied with Access 2002. It
contains product and sales data for the fictitious company Northwind
Traders.

It is recommended that Northwind be installed in order to follow the
lessons in this manual.

Checking for Northwind
e Click the Search button on the database toolbar:

s

¢ In the Search text box, type Northwind.

e Click Search.

e If Northwind.mdb appears in the Search Results, click on the file to open
it and proceed to the next chapter.

If Northwind is not found in the Search Results it will need to be installed.

Installing Northwind

e Insert the Microsoft Office XP CD-ROM in the CD-ROM drive.
o Double-clickiSetup.

Note: If your.computer has autorun enabled, you will be presented/directly
with the Microsoft Office XP setup screen.

e Select Add or Remove Features.

e Click Next.

e Under Features to Install, select the Microsoft Access for Windows subtree.
¢ Under Sample Databases, select Run all from My Computer:
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i'.;' Microzoft Office XP Setup

Microsoft Office XP Professional

Choose installation options For all Office applications and tools

Microsoft Office

&= > Run all from My Computer

e Click Update.
¢ Once the installer completes, click OK to finish.

Note: Once the Northwind database is installed, search for it again and
open it.

How would you:

e Check for Northwind?
¢ Install Northwind?

SAMPLE
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Introducing Structured Query Language

When you have completed this learning module you will have seen how to:

Understand SQL Statements
Understand SQL Conventions
Understand SQL Syntax

Use SELECT Statement

Select All Data

Select Specific Data

Select Conditional Data

Use ORDER BY Statement

Sort Data

Use Aggregate Functions
Calculate Data

Use GROUP BY Statement
Group Data

Create a Subquery with Equality
Create a Subquery with an Aggregate Function
Use ANY and ALL Statements
Understand SQL Joins

Create a Simple Join

Sort a Join

Create Outer Join

Create Left Outer Join

Create Right Outer Join

Create Full Outer Join

Use INSERT Statement
Understand INSERT Statement Rules
Insert Data using VALUES
Insert Data using Defaults
Insert Data using SELECT

Use, UPDATE Statement

Update All Rows

Update Specific Rows

Update Multiple Columns

Use DELETE FROM Statement
Pelete Specific Rows

Delete All Rows

View SQL in Access 2002
Understand SQL in Access 2002
Write SQL Specific Queries

Find Help on SQL Queries
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Writing SQL Commands

Structured Query Language (SQL) Bases

Structured Query Language is called SQL for short.

SQL consists of standard English words.

Like all programming languages, SQL has specific conventions and
grammatical syntax.

SQL can be used by a range of users including Database Administrators,
management personnel, application programmers and other types of end
users.

Understanding SQL Statements

SQL statement consists of reserved words and user-defined words:

Reserved words are a fixed part of SQL and must be spelt exactly as
required and cannot be split across lines.

User-defined words are created by the user and represent names of
various database objects such as relations, columns, views, etc.

Understanding SQL Conventions

SQL is more readable if indentation and lineation are used:
Each clause in a statement should begin on a new line.
Start of a clause should line up with start of other clauses.

If clause has several parts, they should each appear on a separate line and
be indented under the start of clause.

Upper case letters represent SQL reserved words.

Lower case letters represent user-defined words.

A vertical bar ( | ) indicates a choice among alternatives.

Curly braces ({ } ) indicate a required element.

Square brackets ( [ 1) indicate an optional element.

An ellipsis (4.. ) Indicates gptional repetition (O or more times).

Understanding SQL Syntax

The main elementsinSQL are the statements and clauses'that makeup
statements.

SELECT command indicates which fields are included in the query result.
FROM clause indicated what table(s) the fields are retrieved from.
The following is the syntax of the SELECT statement:

SELECT {* | [column_name] [, ...1}
FROM table_name

FOR USE AT THE LICENSED SITE(S) ONLY
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Writing SQL Queries

Using SELECT Statement
o Data is selected using the SELECT statement.
o Order of the clauses cannot be changed.

SELECT [predicate] { * | [column_name] [, ..] }
FROM table_name

[WHERE condition]

[GROUP BY column_name]

[HAVING group_condition]

[ORDER BY column_name] ;

e SELECT command specifies which columns are to appear in the output.

e FROM clause specifies table or tables to be used.

¢ WHERE clause filters rows subject to some conditions.

¢ GROUP BY clause forms groups of rows with same column value.

e HAVING clause specifies conditions the grouped records must meet to be
displayed.

¢ ORDER BY clause specifies the order of the output.

e Semicolon ; ends the SQL statement.

o Predicate is optional, and it restricts the number of results returned.
e There are four predicates:

ALL includes all records.

DISTINCT omits duplicate data in selected fields.
DISTINCTROW omits data based on entire duplicate records.
TOPN [PERCENT] limits the records to a number or percentage of
records.

e Only SELECT and FROM are mandatory.
e Use * as an abbreviation for ‘all columns’.

Selecting All Data

o Example/l: Retrieve All Columns, All Rows
(list full details of all'staff)

SELECT sno, fname, Iname, position, salary
FROM staff;

o Example 2: Retrieve All data
(list full details of all staff)

FOR USE AT THE LICENSED SITE(S) ONLY
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SELECT *
FROM

staff;

The result table in either case is:

sno fname Iname position bno salary
SL21 John White Manager B5 30000.00
SG37 Ann Beech Snr Asst B3 12000.00
SG14 David Ford Deputy B3 18000.00
SA9 Mary How e Assistant B7 9000.00
SG5H Susan Brand Manager B3 24000.00
SL41 Julie Lee Assistant B5 9000.00

Selecting Specific Data

Example 3: Retrieve Specific Columns, All Rows
(produce a list of salaries for all staff, showing only the staff number, sno,
the first and last names, and the salary details).

SELECT sno, fname, Iname, salary
staff;

FROM

The result table is:

sSNno fname Iname salary
SL21 John White 30000.00
SG37 Ann Beech 12000.00
SG14 David Ford 18000.00
SA9 Mary How e 9000.00
SG5 Susan Brand 24000.00
SL41 Julie Lee 9000.00
Example 4: Calculated Fields

(produce a list of monthly salaries for all staff, showing the staff number, the

first and last names, and the salary details).

SELECT sno, fname, Iname, salary/12

FROM

The result/table,is:

staff;

sno fname lname col4
Sl21 John White 2500.00
SG37 Ann Beech 1000.00
SG14 David Ford 1500.00
SA9 Mary How e 750.00
SG5 Susan Brand 2000.00
SL41 Julie Lee 750.00

Example 5: Named Calculated Fields
In the example above, the 4" column is labelled col4. To name this column
use AS clause:

FOR USE AT THE LICENSED SITE(S) ONLY
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SELECT sno, fname, Iname, salary/12 AS monthly_salary

FROM staff;
The result table is:
sno fname Iname monthly salary
SL21 John White 2500.00
SG37 Ann Beech 1000.00
SG14 David Ford 1500.00
SA9 Mary How e 750.00
SG5 Susan Brand 2000.00
SL41 Julie Lee 750.00
Selecting Conditional Data
e Example 6: Comparison Search Condition
(list all staff with a salary greater than 10000.00)
SELECT sno, fname, Iname, position, salary
FROM staff
WHERE salary > 10000;
The result table is:
sno fname Iname position salary
SL21 John White Manager 30000.00
SG37 Ann Beech Snr Asst 12000.00
SG14 David Ford Deputy 18000.00
SGh Susan Brand Manager 24000.00
e Example 7: Compound Comparison Search Condition (AND / OR)

(list all staff with the position of Manager or Assistant)

SELECT sno, fname, Iname, position

FROM

staff

WHERE position = ‘Manager OR position = ‘Assistant’;

The ‘result table'is:

SRO fname Iname position

SE21 John White Manager

SA9 Mary How e Assistant

SG5 Susan Brand Manager

SL41 Julie Lee Assistant

Example 8: Pattern Match Search Condition (LIKE / NOT LIKE)
(list all staff with any assistant position, looking for string ‘Ass’ in their
position)

SELECT sno, fname, Iname, position, salary

FROM staff

WHERE position LIKE ‘%Ass%’;

FOR USE AT THE LICENSED SITE(S) ONLY
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The result table is:

sno fname Iname position salary
SG37 Ann Beech Snr Asst 12000.00
SA9 Mary How e Assistant 9000.00
SL41 Julie Lee Assistant 9000.00

Note: SQL has two special pattern matching symbols:

% percent represents any sequence of zero or more characters.

underscore character represents any single character.

Using ORDER BY Statement

Data is sorted using the ORDER BY statement.
Data is sorted in Ascending order by default.
To sort data in Descending order, use DESC clause.

Sorting Data
Example 9:

Single Column Ordering

(list salaries for all staff, arranged in descending order of salary).

SELECT
FROM
ORDER BY

sno, fname, Iname, salary
staff
salary DESC;

The result table is:

sno fname Iname salary
SL21 John White 30000.00
SG5 Susan Brand 24000.00
SG14 David Ford 18000.00
SG37 Ann Beech 12000.00
SA9 Mary How e 9000.00
SL41 Julie Lee 9000.00

Example 10:/ Multiple Column Ordering
(list'of all staff, ‘arranged in ascending order of last name and position).

SELECT
FROM
ORDER BY

sno, fname, Iname, position
staft
Iname, position;

The result table is:

sno fname Iname position
SG37 Ann Beech Snr Asst
SGH Susan Brand Manager
SG14 David Ford Deputy

SA9 Mary How e Assistant
SL41 Julie Lee Assistant
SL21 John White Manager
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Using Aggregate Functions

There are five aggregate functions:

COUNT returns the number of values in a specified column.
SUM returns the sum of the values in a specified column.
AVG returns the average of the values in a specified column.
MIN returns the smallest value in a specified column.

MAX returns the largest value in a specified column.

Each function operates on a single column of a table and return single value.
COUNT, MIN and MAX apply to numeric and non-numeric fields.

SUM and AVG apply to numeric fields only.

COUNT(®*) is a special use of COUNT that counts all rows of a table.

Calculating Data

Example 11: Use of COUNT(*)
(find the total number of staff that have salary of 9000).

SELECT COUNT(*) AS count
FROM staff
WHERE salary = 9000;

The result table is:

count

2

Example 12: Use of COUNT and SUM
(find the total number of Managers and the sum of their salaries).

SELECT COUNT(sno) AS count, SUM(salary) AS sum
FROM staff
WHERE position = ‘Manager’;

The result table ‘is:

count sSum

2 54000.00

Example 13: Use of MIN, MAX, AVG
(find the minimum, maximum and average staff salary).

SELECT MIN(salary) AS min, MAX(salary) AS max, AVG(salary) AS avg
FROM staff;

The result table is:

min m ax avg

9000.00 30000.00 | 17000.00
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Using GROUP BY Statement

Data is grouped using the GROUP BY statement.
Each item in SELECT list must be single-valued per group.

All column names in SELECT list must appear in GROUP BY clause, unless the
name is used only in an aggregate function.

Grouping Data

Example 14: Use of GROUP BY
(find number of staff in each branch and their total salaries).

SELECT bno, COUNT(sno), AS count, SUM(salary) AS sum
FROM staff
GROUP BY bno
ORDER BY bno;

The result table is:

bno count sum

B3 3 54000.00
B5 2 39000.00
B7 1 9000.00

Writing SQL Subqueries

Some SQL statements can have a SELECT embedded within them.

A subselect can be used in the WHERE clause of an outer SELECT, where itis
called a Subquery or Nested query.

Creating a Subquery with Equality

Example 15: pUse of Subguery withEquality
(listithe staff who work in'the branch at ‘163 Main St).

SELECT sho, fname, Iname, position
FROM staff
WHERE /bno =

(SELECT bno

FROM branch

WHERE street = ‘163 Main St’);

Note: Inner SELECT finds branch number corresponding to branch at ‘163
Main St’ which is (‘B3’). Outer SELECT then retrieves details of all staff who
work at this branch. The outer SELECT then becomes:

SELECT sno, fname, Iname, position
FROM staff
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WHERE bno = ‘B3’;

The result table is:

sno fname Iname position
SG37 Ann Beech Snr Asst
SG14 David Ford Deputy

SL21 John White Manager

Creating a Subquery with an Aggregate Function

o Example 16: Use of Subquery with Aggregate Function
(list all staff whose salary is greater than the average salary).

SELECT sno, fname, Iname, position, salary
FROM staff
WHERE salary >

(SELECT AVG(salary)

FROM staff);

¢ Note: You cannot write ‘WHERE salary > AVG(salary)’. Instead, you can

use Subquery to find the average salary (17000), and then use outer SELECT

to find those staff members with a salary greater than this:
SELECT sno, fname, Iname, position, salary

FROM staff

WHERE salary = 17000;

The result table is:

sno fname Iname position salary
SL21 John White Manager 30000.00
SG14 David Ford Deputy 18000.00
SGH Susan Brand Manager 24000.00

Using ANY and ALL Statements
o' TANY,and ALL may be usedswith subqueriessthatiproeduce jajsingle colummnyof

numbers.

e If Subquery is preceded by 'ALL, the condition will only be true if it is satisfied
by all values produced by the Subquery.

o If Subquery is preceded by ANY; the condition will be true if it is satisfied by
any/values produced\by the Subquery.

e Example 17: Use of ANY
(find staff whose salary is larger than the salary of at least 1 member of the
staff at branch B3).

SELECT
FROM
WHERE

sno, fname, Iname, position, salary
staff

salary = ANY

(SELECT salary
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FROM staff
WHERE bno = ‘B3’);

e Note: Inner SELECT produces the set {12000, 18000, 24000} and outer
SELECT lists those staff whose salaries are greater than any of the values in
this set.

The result table is:

sno fname Iname position salary
SL21 John White Manager 30000.00
SG14 David Ford Deputy 18000.00
SGH Susan Brand Manager 24000.00

e Example 18: Use of ALL
(find staff whose salary is larger than the salary of every member of the staff
at branch B3).

SELECT sno, fname, Iname, position, salary
FROM staff
WHERE salary > ALL

(SELECT salary

FROM staff

WHERE bno = ‘B3’);

The result table is:
sno fname Iname
SL21 John White

position salary
Manager 30000.00

Writing SQL Joins

Understanding SQL Joins

e In the previous examples, subqueries have provided results from the same
table.

s If result columns,.come from more than one table, we must use a join.

e 10 perform/ajoin, you must include more than one/table in the FROM clause,
using,a comma as a separator and typically including a WHERE clause to
specify joincolumn(s).

o It isfalso/possible to use an alias for a table, named in the FROM.clause:-An
alias is separated from the table name with a space.

Creating a Simple Join

e Example 19: Use of Simple Join
(list names of all renters who have viewed a property).

SELECT r.mo, fnrame, Iname, pno
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FROM renter r, viewing v
WHERE r.mo =v.mo;

e Note: To obtain correct rows, include only those rows from both tables that
have identical values in the rno columns: r.mo =v.mo. These two columns
are the matching columns for two tables.

The result table is:

mo fname Iname pno
CR56 Aline Stew art PG36
CR56 Aline Stew art PA14
CR56 Aline Stew art PG4
CR62 Mary Tregear PA14
CR76 John Kay PG4

Sorting a Join

e Example 20: Sorta Join
(for each branch, list names of staff who manage properties).

SELECT s.bno, s.sno, fname, Iname, pno

FROM staff s, property_for_rent p

WHERE S.SNO = p.sho

ORDER BY s.bno, s.sno, pno;

The result table is:

bno sno fname Iname pno
B3 SG14 David Ford PG4
B3 SGl14 David Ford PG16
B3 SG37 Ann Beech PG21
B3 SG37 Ann Beech PG36
B5 SL41 Julie Lee PL94
B7 SA9 Mary How e PA14

Creating Outer/Joins

e With™an inner join, if one row of a table islunmatched, the row is omitted
from the result table.
e Outer joinretains rows that do not satisfy the join condition.

o Consider/the following two simplified tables:

BRANCH1
bno bcity
B3 Glasgow
B4 Bristol
B2 London

PROPERTY_FOR_RENT1

pno pcity
PA14 Aberdeen

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com



Microsoft Access XP - Advanced Level Manual - Page 20

PL94 London
PG4 Glasgow

Example 21: The INNER JOIN of these two tables
SELECT b.*, p.*

FROM branchl b, property_for_rentl p
WHERE b.bcity = p.pcity;

OR

SELECT b.*, p.*
FROM branchl b INNER JOIN property_for_rentl p

ON b.bcity = p.pcity;
The result table is:
bno bcity pno pcity
B3 Glasgow PG4 Glasgow
B2 London PL94 London

Note: The result table has two rows where the cities are the same. There
are no rows corresponding to the branches in Bristol and Aberdeen.

Creating Left Outer Joins

Example 22: Left Outer Join
(list branches and properties that are in the same city along with any
unmatched branches).

SELECT b.*, p.*
FROM branchl b LEFT JOIN property_for_rentl p

ON b.bcity = p.pcity;
The result table is:
bno bcity pno pcity
B3 Glasgow PG4 Glasgow
B4 Bristol NULL NULL
B2 London PL94 London

Note: Left outer join includes those rows of first (left) table that are
unmatched with rows from second (right) table. Columns from second table
are filled'with NULLS:

Creating Right Outer Joins

Example 23: Right Outer Join
(list branches and properties in the same city and any unmatched
properties).

SELECT b.*, p.*
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FROM branchl b RIGHT JOIN property_for_rentl p

ON b.bcity = p.pcity;

The result table is:

bno bcity pno pcity
NULL NULL PA14 Aberdeen
B3 Glasgow PG4 Glasgow
B2 London PL94 London

o Note: Right outer join includes those rows of second (right) table that are
unmatched with rows from first (left) table. Columns from first table are
filled with NULLs.

Creating Full Outer Joins

e Example 24: Full Outer Join
(list branches and properties in the same city and any unmatched branches
and properties).

SELECT b.*, p.*
FROM branchl b FULL JOIN property_for_rentl p

ON b.bcity = p.pcity;
The result table is:
bno bcity pno pcity
NULL NULL PA14 Aberdeen
B3 Glasgow PG4 Glasgow
B4 Bristol NULL NULL
B2 London PL94 London

e Note: Full outer join includes those rows that are unmatched in both tables.
Unmatched columns are filled with NULLs.

ipseiting Datey Y A Emmn B —

Using INSERT Statement
e Datalls inserted inithe table using the INSERT statement.

INSERT INTO table_name [ (column_list) ]

VALUES (data_value_list);

e Column_list is optional.

o If omitted, SQL assumes a list of all columns in their original order.

e Any columns omitted must be declared as NULL when the table is created,
unless DEFAULT is specified when creating the column.
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Understanding INSERT Statement Rules
Data_value_list must match column_list as follow s:

e Number of items in each list must be the same.
e Order of items must correspond directly to the position of items in two lists.

o Data type of each item in data_value_list must be compatible with data
type of the corresponding column.

Inserting Data using VALUES

o Example 25: INSERT ... VALUES
(insert a new record into staff table supplying data for all columns).

INSERT INTO staff
VALUES (‘'sG16’, ‘Alan’, ‘Brown’, ‘Assistant’, ‘B3’, 8300);

Inserting Data using Defaults

e Example 26: INSERT using Defaults
(insert a new record into staff table supplying data for all mandatory
columns).

INSERT INTO staff (sno, fname, Iname, position, bno
VALUES (‘SG16’, ‘Alan’, ‘Brown’, ‘Assistant’, ‘B3’);

OR

INSERT INTO  staff
VALUES (‘'SG1e6’, ‘Alan’, ‘Brown’, ‘Assistant’, ‘B3’, NULL);

Inserting Data using SELECT

o Second form of INSERT allows multiple rows to be copied from one or more
tables to another.

INSERT INTOmtable__name [ (column_list)r]
SELECT

o Example 27: INSERT ..[|SELECT
Assume there'is a table [staff_prop_count that contains hames of staff and
the.numper of properties they manage:
staff_prop_count(sno, fname, Thame; prop_cnt).
(populate staff_prop_count using staff and property_for_rent).

INSERT INTO staff prop_count
(SELECT s.sno, fname, Iname, COUNT (*)
FROM staff s, property_for_rent p
WHERE s.sno = p.sno

GROUP BY s.sno, fname, Iname);
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Updating Data

Using UPDATE Statement

Data is updated in the table using the UPDATE statement.

UPDATE table_name
SET column_namel = data_valuel

[, column_name?2 = data_value2 ...]
[WHERE search_condition];

SET clause specifies names of one or more columns that are to be updated.
WHERE clause is optional. If omitted, named columns are updated for all
rows in table. If specified, only those rows that satisfy search_condition
are updated.

New data_value (s) must be compatible with the data type for the
corresponding column.

Updating All Rows

Example 28: UPDATE All Rows
(give all staff a 3% pay increase).

UPDATE staff
SET salary = salary*1.03;

Updating Specific Rows

Example 29: UPDATE Specific Rows
(give all Managers a 5% pay increase).

UPDATE staff
SET salanyy= salary®1.05
WHERE position = ‘Manager ;

Note: WHERE clause finds'rows that contaimpdata for Managers. Update is
applied only to these particular rows.

Updating Multiple Columns

Example 30: UPDATE Multiple Columns
(promote David Ford (sno = ‘SG14’) to Manager and change his salary to
18000).

UPDATE staff
SET position = ‘Manager’, salary = 18000
WHERE sno = ‘SG14’;
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Deleting Data

Using DELETE FROM Statement

Data is removed from the table using the DELETE FROM statement.

DELETE FROM table _name
[WHERE search_condition];

Search_condition is optional. If omitted, all rows are deleted from the
table.

This does not delete the table.

If search__condition is specified, only those rows that satisfy the condition
are deleted.

Deleting Specific Rows

Example 31: DELETE Specific Rows
(delete all staff that hold a Manager position).

DELETE FROM staff
WHERE position = ‘Manager’;

Deleting All Rows

Wiiing SQL Queriesgil Access 2002mmm,. m

Example 32: DELETE All Rows
(delete all records from the staff table).

DELETE FROM staff;

Viewing SQL in Access 2002

SQL is the language that Access 2002 uses to program query operations.

Torview and/or edit SQL statements while creating a Queryssswitch from
Design View to SQL View:

To openthe SQL View:

Open a Query in Design View.
From the main menu, choose View = SQL View:
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Wiew | Insert  Quem T

Dezign Wiew

| SOL Yiew

Datazhest Yiew
PivotT able Wiew
PiyotChart igw

B EHE

To view sample SQL statement:
e For example, open the sample Northwind.mdb database.

e Click on the Queries button under the Objects pane of the Database
window.

e Select a query named Employee Sales by Country:

g Northwind : Database [Access 2000 file format]

Qpen g Design # Mew | B

Objects | Create quem in Design view
T ablez E.?._l Create query by using wizard
Queries ] Alphabetical List of Products
el Category Sales for 1997
Forms Current Product List
B Repors (11} Customers and Suppliers by City
E Pages . Employee Sales by Country
P Macios Imvoices .
Ivoices Filker
o Bleedas Order Detailz Extended
Groups 2l Order Subtotals
[#] Favorites el Orders Oy
g Product Sales for 1997
e Products Above Average Price
[— Y — .

e Click on the/Design button:

Tahbles E.?._l Create guery by uzing wizard

Queries Alphabetical List of Products
Category Sales for 1997

Forms E  Current Product List

B Repots (1) Customers and Suppliers by City

E Pages . Employes Sales by Country
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This will open the Design View for the selected query:

gzt Employee Sales by Countiy : Select Query [ (O] x|

Employees

LastMame
FirstMame
Title

+
OrderD
CuskamerID
EmployesID

Order Subtot. __

OrderDate ﬂ

KN

Field: | sy = | L astMame Firsthlame Shipp;

Table: [Emplovess Emplovees Emplovees Crdel

Sork:

Shiow:

Criteria: Betyn
ars il
| | »

¢ While in Design View, from the main menu, choose View = SQL View.
e This will open the SQL View:

gz Employee Sales by Country - Select Query M=] E3

PARAMETERS [Beqginning Date] DateTime, [Ending Dake] DateTime;
SELECT DISTIMCTR.OMY Emplovees. Country, Emplovees, Lasthame, Emplovees. Firsthlame,

Crders, shippedDate, Orders, OrderID, [Order Subkokals], Subkokal 45 Salesmount

FROM Employees INMER J0IN (Orders IMMER J0IN [Crder Subtotals] OM Orders, OrderID = [Order
Subkakals], OrderID) OMN Employvess, EmploveeID = Orders. EmplayvesID

WHERE ({(Orders, ShippedDate) Between [Beginning Date] And [Ending Date]));

e You can edit the SQL statement directly in this window.

Understanding SQL in Access 2002

e SQLstatements are little different in Access that'in the standard SQL.
o Lets'look atghe'example:

SELECT [First,Name], [Last Name], Position
FROM [Staff Data]
WHERE / Position = ‘Assistant’;

e The column names that contain spaces must be enclosed in square brackets [
1.

o If the column name does not contain spaces, square brackets are not
needed.
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Writing SQL Specific Queries

e SQL Specific queries are queries that can be created only using SQL
statements.

There are three SQL Specific queries:

¢ Union queries that combine corresponding fields from two or more tables
into one field in the query results.

o Pass-Through queries that send commands directly to ODBC databases.
e Data Definition queries that create or edit Access tables.

Towrite SQL Specific query:
e Click on the New button while in the Queries page of the Database window:

g2 Northwind - Database [Access 2000 file format)
(75 Open i Desian X &

Objects Create guery in Design view
T able= Create guery by uzing wizard
.":". 1113 |Eft.l::- :r |:|. ‘roducts
B Queies =2 I8 Iphabetical List of Produ
— i Category 5 ales for 1997

¢ In the New Query dialog box, select Design View and click OK:

Mew Query |

D

= !
Simple Query Wizard
gf Crosstab Guery Wizard
e Find Duplicates Query \Wizard

Find Unmatched Query Wizard
Create a new query without using

a wizard.

Ik I Cancel

e In the Show Table dialog box, click Close without/adding any table:
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Show Table EHE|

Tables | Queries | Bath |

_ategories
Cuskomers
Employvess
Crder Details
Orders
Producks
Shippers
Suppliers

From the main menu, choose Query > SQL Specific > then select the type
of query you want to create, Union, Pass-Through or Data Definition:

Cluem | Toolz  Window

Er"} (L}

Show Tahble...

Select Clueny

., (6

Update Cuery

ik

Append Clueny. ..

sOLSpecific v |[@,

Parameters... @ Pazz-Through
lo-,

¥

Drata Drefinitian

Finding Help on SQL Queries

As always, if you need more help, Access 2002 hasimore information on " SQL
queries.

From the main menu, choose Help = Microsoft Access Help:

I ord Help

Hide the Office Assistant

OR press the F1 key
OR click on the Help [?] toolbar button.

In the Contents page, navigate to Queries > SQL Queries to listall
subjects on this issue:
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Contents Ignswer Wizardl |ndex I

= L[] Microsoft Access Help
[7] Microsoft Access Help Center
@ End-Uszer Licenze Agreement [Fetail]
@ Getling Started
@ Microsoft Access Accessibility
@ General Microsoft Office Concepts
@ Creating and “Working with D atabases
@ Tables
@ working with Data
@ Datasheets and Microzoft PivotT able and PivatChart Wiews
= E@ Cueries
About types of queries
Troubleshoot queries
@ Qpening, Yiewing, and Running GQuenies
@ Creating Gueries
@ Custarmizing Queries
@ [dzing Multiple T ables in Quernies
@ Idzing Criteria and Expressions to Retrieve Data
@ Performing Calculations
[:ﬂl SO Hueries %
?] About SOL queries
@ Create an S0L-specific query
@ Wiew, modify, or copy a query's SOL statement
@ Create tables from the results of a pazs-through query
@ Examples of union queriesz
@ Ewxamples of data-definition queries

@ ANSIS0L Query Mode

Review Questions

How would you:

e Understand SQL Statements?

e Understand SQL Conventions?

o __Understand SQL Syntax?

e Use SELECT Statement?

e Select All Data?

o “Select Specific Data?

o Select Conditional'Data?

o UsefORDER BY Statement?

e Sort Data?

e Use Aggregate Functions?

e Calculate Data?

e Use GROUP BY Statement?

e Group Data?

e Create a Subquery with Equality?
e Create a Subquery with an Aggregate Function?
e Use ANY and ALL Statements?
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¢ Understand SQL Joins?

e Create a Simple Join?

e Sort a Join?

e Create an Outer Join?

e Create a Left Outer Join?

e Create a Right Outer Join?

e Create a Full Outer Join?

e Use INSERT Statement?

¢ Understand INSERT Statement Rules?
e InsertData using VALUES?

¢ Insert Data using Defaults?

e InsertData using SELECT?

e Use UPDATE Statement?

o Update All Rows?

e Update Specific Rows?

¢ Update Multiple Columns?

e Use DELETE FROM Statement?
o Delete Specific Rows?

o Delete All Rows?

e View SQL in Access 2002?

e Understand SQL in Access 2002?
o Write SQL Specific Queries?

¢ Find Help on SQL Queries?

SAMPLE
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Working with Macros

When you have completed this learning module you will have seen how to:

Understand Macros

Use the Macro Window Toolbar
Create New Macros

Run a Macro

Step Through a Macro

Modify a Macro

Add Conditions to Macros

Use the Expression Builder to Create Conditions
Run Macros with Conditions
Attach Macros to a Form
Attach Macros to a Report
Filter Records

Comment Macros

Print Macro Definitions

View Macro Definitions

Automating Tasks

Understanding Macros

Macros present a way of programming Access 2002 to perform a variety of
tasks and actions.

Macros are easy to create - you simply select from the list of predefined
actions and their arguments.

Each action performs a specific operation.

Each action can have arguments, which specify additional information for that
action.

Maeros are bestifor performing simpleltasksylikeropeningrand closingsformss
running reports, and displaying custom toolbars.

Macros are individual Access objects listed in the Macros page in the
Database window:
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! Bun ﬁgeaign ?ﬁﬂew ‘ b
Objectz
Tables

Custorer Labels Dialog

Cuztorner Phone List

. Customers
EE  Oueries

Salez Totalz by Amount
Farmz

B

Sample Autokeps

51 e T T

Reparts Suppliers

FPages

todules

Groupz

[#] Favorites

e Once macros are created, you can attach them to an Event property of any
object in your database.

e Note: Access macros differ from other macros in Office XP and other
applications, because it does not record the keystrokes.

There are two cases when you must use macros:

¢ When assigning specific actions to a key combination to be used globally, in
the entire database.

o When assigning start up actions to the database, such as opening a
switchboard form at start up.

Introducing the Macro Window Toolbar

Insert Rows

Delete Rows

Using the Macro Window Toolbar
¢ Macro Names button adds the Macro Name column to the macro sheet:

i’: =2 |

| IS
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OR from the main menu, choose View = Macro Names:

Wiew | Inset Bun T

Macro Mamesz
| s

LConditions

Toolbars »

Macro Name column is added to the macro sheet:

s> s os

# Macrol : Macro

I Macro Mame . Ackion
2 by

e Conditions button adds the Condition column to the macro sheet:

OR from the main menu, choose View = Conditions.

Condition column is added to the macro sheet:

iNE __
JEIEERIE

# Macrol - Macro

EENEREE

) Mre pn grid abo

OR from the main menu, choose Insert > Rows.

Condition .,

¢ Delete Rows button deletes the selected row or rows:
“§ &7 3 AN

Delete Rows
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OR from the main menu, choose Edit = Delete Rows.
e Run button runs the macro:

% 41| 3 §»|¢z AN

OR from the main menu, choose Run = Run.

e Single Step button runs the macro one action ata time, displaying
intermediate information:

S N| &

OR from the main menu, choose Run > Single Step.

R

Creating Macros

Creating New Macros

e While in the Macros page of the Database window, click on the New
button:

g2 Northwind : Databasze [Access 2000 file fulmat] M=l E3

. Bun g Demgnw\

Ohjects _Ep:}:étn:nmer Labelz Dlaln:ng;
B Tables ﬂ Customner Phone List
B Queries & Customers
2 Sales Tatals by Amaount
Forms

Sampl okeys

Reports Suppli

[#] Favorites

¢ The Macro window opens, displaying the blank macro sheet.

e Under the Action column, you will see the drop-down list which contains a
list of predefined actions for you to choose from:
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Ackion Cornrmenk -
] -
| |[Addrenu -
|| &pplyFilter —
Beep b

CancelEvent

: CopyDatabaseFils %

CopyObject
DeleteObjact bl

Action Arguments

Enker an action in
this colurn.

The Comment column contains optional comments used for documenting
macros.

Once you select an Action, the pane on the bottom area displays the
associated Action Arguments:

# Macrol : Macro =]
| Ackion Comment -
(b [ o =

] I

Action Arguments

| ek Tvpe
o Mame
Sav

FWﬂi_v_i
Depending on the selected action, some arguments are required and some
are optional.

none is speci
Press F1 for b
this actio

For example, for the Close action, you can select an Object Type, such as
Form:
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# Macrol : Macro [_ (O] =]
i

Ackion Cornrmenk
| b | Close

=]
Action Arguments
Ohject Tyvpe b
Object Name =
Save ;ibelrev | Seleck the bype of

object to close,
M \eare el (meacloe:
Report

the active window,

Macro Press F1 for help on
Module this argument.
Daka Access Page i

Once the Object Type is selected, you can select an Object Name. Access
will list all available Forms in the current database:

# Macrol : Macro Mi=] E3
Ackion Canmrment -
B [Close
- hd
Ackion Arguments
Cbject Type Farm
Object Name Enter or select the

name of the object
0 close, Theli

| Save

Cateqories
Cust@mefLabels Dialog
Customer Crders
Customer Orders Subfarml
Customer 'Orders Subformz
Customer Fhone Lisk

argurnent

The last argument is the Save option (required). Here, you can select what
type of actions Access should perform at the end:
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# Macrol : Macro [_ (O] =]
i

Ackion Cornrmenk
| b | Close

] d
Action Arguments
Ohbject Type Form Seleck Yes to save
COhijeck Mame Cuskomers the object when
Save Prompk - closed, Select Mo ko
clase the ohject
Ves without saving it.
Mo Select Prompk bo

prompk Far saving
the object before
closing ik, Press F1
for help on this
arqurent,

Note: The information pane at the bottom-right area of the Macro window
displays information about the part of the macro sheet that is currently
active. If you need more information, press the F1 key for help.

Close the Macro window and click Yes to save changes for your new macro:

Microzoft Access E

! "_l., Do wiou wank to save changes to the design of macro 'Macrol'?

Mo | Zancel |

In the Save As dialog box, enter the name in the Macro Name field, then
click OK:
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¢ The new macro is now available in the Macros tab of the Database window:

g Morthwind : Database [Access 2000 file format] [H[=] B3

Objects 2 L\}L

Tables & CustomerLabels Dialog

B Queries &2 Customer Phone List

& Customers

Forms 2 Sales Tatals by Amount

B Repors 2 Sample Autokeys

E Pages 2 Suppliers

= Macros

% Modules
[Groups

[#] Favorites

Testing and Debugging Macros

Running a Macro

¢ Once you have created a macro, you will have to run it and see if it works.

e You can run the whole macro at once, or you can run step-by-step through
the macro.

e If you get an error while running a macro, make sure you run through the
macro step-by-step to find where the error occurs, and fix it.

To run amacro:
e Select the macro name from the Macros page of the Database window.

e Click\Run button:
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g Northwind : Database [Access 2000 file format) =] E3
g Design 72 New o by
Ob@cts =
Tablez 2 Customer Labels Dialog
) Queries 2 Customer Phone List
2 Customers
Foms 2 Sales Tatals by Amount
B Reports 2 Sample Autokeys
@ Pages 2 Suppliers
| 2 Macios
2 Modules
Groups
[#] Favortes

OR double-click the macro name

OR right-click the macro name and choose Run from the popup menu:

g2 Northwind : Database [Access 2000 file format) [[=] B3
! Run g Design ZMew W %o U |EE|EE
Objects =
Tables Z ! Bun
Queries =2 Eustcg Deszign View
2 Custg
Forms 2 Sale & Cu
1E2 Copy
B PReports 2 Samp S
ave As.
@ Pages 2 Supp -
| 2 Export...
tacros
Add to Group 3
bl Ll
& oo Create Shortcut...
Groups ¥ Delete
[#] Faworites Renanne

Properties I

Stepping Throughia Macro

If you have received an error while running a macro, you will have to step
through the macro'in order to find the error and fix it.

To use the Single Step method to run amacro:

Select the macro name from the Macros page of the Database window.
Click Design button to open the Macro window:
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g2 Northwind : Database [Access 2000 file format) [[=] E3
Objects g
Tables 22 Customer Labels Dialog
B Queries 2 Customer Phone List
2  Customers
Forms 2 Sales Tatals by Amourt
B Reports 2 Sample Autokeys
@ Pages 2 Suppliers
| 2 Macios
2 Modules
Groups
[#] Favorites

¢ While in the Macro window, click on the Single Step button:

3

Single Step

e This will open the Macro Single Step dialog box:

Macro Single Step |

ICIl:nse :
Halk |

Condition:
Continue |
ITrue

Action Mame:
ICIn:nse

Macro Mame:

Arguments:

Form, Cuskomers, Prompk
'k A | | | h
A | I A BN AN

¢ The Step button.moves to the next action, ifthere are more actions|in the
macro. This is the default option.

e wihe Halt button stops macro execution.

o The Continue button stops the Single Step mode and runs the rest of the
macro without stopping.

Modifying Macros

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Pty. Ltd. 1995-2010 www.cheltenhamcourseware.com



Microsoft Access XP - Advanced Level Manual - Page 41

Modifying a Macro

Select the name of the macro you want to modify from the Macros page of
the Database window.

Click Design button to open the Macro window.

Use the Insert Rows toolbar button or the Insert menu command to add
actions.

Use the Delete Rows toolbar button or the Edit menu command to delete
actions.

Use the Cut, Copy, and Paste operations to edit a macro.

Use the Undo button to reverse the recent changes.

When you have finished editing the macro, Save it again.

Run and test your newly saved macro to make sure it works properly.

Conditional Programming in Macros

Adding Conditions to Macros

By adding conditions to macros, you can specify if and when actions will
happen.

Conditions mean that if the condition is true, then the action(s) will be
performed. If the condition is not true, the macro will skip to the next action
— but only if there is one.

Macro conditions are added in the Condition column on the macro sheet:

# Sales Totals by Amount : Macro M=
Macro Mame Condikion Action Comment s
Attached ko the OnFormat property of the SaleAmount Foaoter. _I
Hide Footer B | CancelEvent Don't print the fooker when the value of the Counter kext box is 10,
-

Action Arguments

niditi gxpression in thi .
.

N\

| -

By default, the condition only applies to the action on the same row in the
macro sheet.

If the condition is not met, the next action (i.e. the next row) will be
executed.

To extend the condition to the next action, you must enter the ellipsis (...) in
the Condition column of the next row:
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# Suppliers : Macro =] E3
Macra Name Condition Ackion Camrmenk Y
Review Products Echo Freeze screen while macra is running (Echo off).
Ishulli SupplierID]) | MsgBiox If no current supplier on Suppliers Form, display a message. .. _I
GoToControl ...00 ko the CompanyMame contral. ..
ﬂ. " SkopMacro ...and stop the macro,
OpenForm Open the Product List Form and show current supplier's produc
Movesize Paostion the Produck List Form in the lower right of the Suppliersll

Action Argurents

Contral Mame CampanyMarnne

Enter a conditional expression in this colunmn,

¢ When debugging a macro, you can temporarily disable an action by entering
False in the Condition column:

# Customer Phone List : Macro =] =&
Macro Marne Condition Ackion Comment -
Fun by the Sample Autokeyvs, ~p macro when Ctrl+P is pressed.
Prink ﬂ alsel PrintQuk Print the currently shown records, _I
[
Ackion Argurnents
Frint F.ange all
Page Fram
Page Ta
Print CQuality High
Copies 1 Enter a conditional expression in this
Collate Copies es calumn.

singuthe Expression Builder to cregate Conditions

e Right=click inside the Condition field where you want to create a condition,
and select Build from the popup menu:
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# Customer Phone List - Macro |- O] x|
Macra Marmne Condition Action Cornrment -
Fun by the Sample Autokeys,~p macro when Ckrl+P is pressed,
Print Orint ik Print the currently shown records,
N Buid.. [
=]
£oom...
S Ackion Arguments
Prink Range
Page From
Page To
Print Quality B Paste
Copies 1 Enter a conditional expression in this
Collate Copies Ves column.

In the Expression Builder dialog box, create the logical expression (for
example if the Total Pages number is greater than 0) and click OK:

E xpreszion Builder

Pages >0

+ -0 *|a|=»<<s| and or mot tke| (3] _paste | hHelp |

-|=£| Tables Page Mumber

3] Queries = N of M

(31 Farms Cﬂ?fentDDate

(1 Reports Current Date/Time
(3] Functions Current User

1 Constants

O Operakors

B Cornmon Expressions
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The new expression will be displayed in the Condition field:

# Cuszstomer Phone List - Macro |_ O] x|
Macra Mame Condition Ackion Carmment
Run by the Sample Autokeys.”p macra when Chrl4+P is pressed.
Prin PrintQuk Print the currently shown records., J
hd
Ackion Arguments
Print Range Al
Page From
Page To
Prink Quality High
Copies 1 Enter a conditional expression in Ehis
Callate Copies Yes calumn.

Running Macros with Conditions

When running macros with conditions, Access evaluates each condition and
does each of the following.

If condition is TRUE, Access runs the action on that row first, then runs all
following actions that have an ellipsis (...) in the Condition column. Access
then runs any additional actions that have blank conditions until it encounters
another condition, comes across a macro name in the Macro Name column,
or reaches the end of the macro.

If a condition is FALSE, Access ignores the action on that row and any
subsequent actions that have an ellipsis (...) in the Condition column. Access
then moves to the next condition, if there is one:

# Customer Phone List : Macro |_ O] x|
- Comment

CurrentR, MsqB If nore re returned For the selected letter, display 3
Shnw.ﬁ.llRecurds Show all records, _I
Setialue Press in the All butkon,

| — Action Wents__
[\ A
= There are no records Fof Bhat|lether)

Eee Yes y 4 | ||

Type InFu:urmatlun
| Mo Records Returned .

Enter a conditignal expression in
U,

Note: The MsgBox action has a condition [CurrentRecord]=0, meaning if
no records are returned for the selected letter, display a message. Then
Access goes to the next action with an ellipsis (...) ShowAllIRecords that will
show all records. Then Access continues to the next action with an ellipsis
(...) SetVvalue that will press in the All button.
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Adding Macros to Forms

Attaching Macros to a Form
o First select the form in the Forms page of the Database window and click on
the Design button:

gl Northwind : Database [Access 2000 file format]) |- O] x|
ﬂpen Alew X 2o -[EE|EE
Objects Create form in Design view Orders
T ables ZT]  Create form by using wizard Orders Subform
B Queries Categories Product List
Customer Labels Dialog Products
| Foms Custorner Orders Quarterly Orders
B Reports Customer Orders Subform Quarterly Orders Subform
@ Pages Custorner Orders Subforma Sales Analysis
2 Macos Custormer Phone List Salez Analyziz Subform
Customers Sales Analysiz Subfarme
‘?‘5 e ks Employesas Salez by ear Dialog
Groups == [ 4 ain Switchboard Sales Reparts Dialog
[#] Favotes
1| | 3

To attach the macro to a form event:

¢ From the main menu, choose Edit = Select Form
OR press the Ctrl + R key combination.

e The Form is selected:

B3 Main Switchboard : Form M=l B3

=

Frint Salez Bepaorts

TRA
'ZZZ|Z.....ZZZ

Exit Microgzoft Access

Display Dratabasze "window

- ZZZZZZZZE ZZZZZZZZE v
¥ | I | ﬂ_I
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To attach the macro to asection of the form:
o Click the section selector (for example, Detail section):

B Main Switchboard : Form M=l E3
D R T =

B

[View Product-afd Crder Information:

| Categories | - . Suppliers

B Products _ Orderz

Frint Salez Bepaorts

TRADERS

| Exit Microgzoft Access

Display Dratabasze "window

- ZZZZZZZZE ZZZZZZZZE v
¥ | I | ﬂ_I

To attach the macroto a control in the form:
o Select the control (for example, Exit Microsoft Access button):

B Main Switchboard : Form M=l E3
|:||---|---1---|---2---|---3---|---4-*

:I # Detail

[Views Product-afd Crder Informatiorn:]|

. Categories | - . Suppliers

Products _ Orders

]

To attach the macro to the selected form property:
¢ From the main menu, choose View > Properties
OR press the F4 key

OR right-click on the selection and select Properties from the popup menu
(available for section or control objects only).
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e Click the Event tab to view a list of events that can occur for the selected
object.
e Select the event you want to run the macro (for example, On Exit).

e Choose the Macro name from the drop-down list of available macros (for
example, Close):

IExitMicrusuFt.ﬁ.ccess j

Format | Data  Event | other | al |

onEnter .. -
ONExE . oo L |

o Dhl Click Customer Labels Dia

Customer Labels Dia
Customer Labels Dia
Custamet Labels Dia

SEESRY 00000000000 Custamer Phone List

OnkeyDown, .00
OnkeylUp., oo ;I

e Save and close the form design.

Adding Macros to Reports

Attaching Macros to a Report

o Select the form in the Reports tab of the Database window and click on the
Design button:

g Northwind : Database [Access 2000 file . =] E3
E‘ Preview B New

Ohbjects Bl Salesbyveas
Sales by Y'ear Subreport

Sales Totals by &moLnt

Summary of Sales by Buarter

Summary of Sales by vear

& Macros
2 Modules

Groups

[#] Favortes

ki [»

To attach the macroto areport event:
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e From the main menu, choose Edit > Select Report
OR press the Ctrl + R key combination.

e The Report is selected:

= Sales Totals by Amount : Beport [_ [O] x|

# Report Header
Sales Totals by Amount

=FormatiDatef), "dd-mmm y],.r],r],r|
e | -

E||---|---1---|---2---|---3---|---4---|---5-;

fP‘ageHeader
- oo | |Sale:Amount:: - [OrderID: || |Company Najne: |- - - - - -
o e e e e s L
I I
S |SaleAmount | - - |OrderlD| - | |CompanyName
# Salsdmount Footer
R I | | | LI
< I o
To attach the macro to asection of the report:
o Click the section selector (for example, Page Header section):
|5 Sales Totalz by Amount : Report =] E3
|:||---|---1---|---2---|---3---|---4---|---5-;

# Report Header
Sales Totals by Amount

—Fﬂrmaq'Date{] "def-mmm y],.r],r],r|

| Sale Amount:: - OrderID: | [Company Name: - - - - -

# Detail

I
| SaleAmoy |Orﬂ[ﬁl|§ - LaCompanyName__

Sale.ﬁ.muu er

To attach the macrotothe selected form property:

¢ wkrem the main menu, choose View = Properties
OR press the F4 key

OR right-click on the selection and select Properties from the popup menu

(available for the section or control objects only).

¢ Click the Event tab to view a list of events that can occur for the selected

object.
o Select the event you want to run the macro (for example, On Format).

e Choose the Macro name from the drop-down list of available macros (for

example, Sales Totals by Amount):
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&5 Section: PageHeader E2

IF‘ageHeader j

Format | Data  Event | other | sl |
OnFormak . ... ales Totals by Amount i B8
(aTr =0 o SR =oil=:s Tiokals by F'.rl'll:lunl:
Sales Tatals by Amolsk
Sales Totals by Amounk
Sales Totals by Amounk

Sales Totals by Amounk
Sample Autokeys —I
Sample Autokeys, ~p
Suppliers -

e Save and close the report design.

Filtering Data

Filtering Records

e The Northwind sample database contains a macro that alphabetically filters
the records in the Customer Phone List form.

¢ Open the Northwind database by selecting Help = Sample Databases >
Northwind Sample Database from the main menu.

¢ In the Main Switchboard window, click on the Display Database Window
button:

B Main Switchboard |

Wiew Product and Order [nformatiorn:

LCategories |

Supplierz

Ezit Microzoft Acceszs

3

e In the Database window, click on the Macros tab, then select the
Customer Phone List macro and click on the Design button:
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g Morthwind : Database [Acceszsz 2000 file format] =] E3

! Bun Iﬁgesign T Mew ¥ Ep -

Objects & Cloze
Tables &2 Customer Labels Dialog
P Queries i 30 CListomer Phone List [,\\S
& Customers
Forms &3 Sales Totals by Amount
B Reports & Sample Autokeys
E Pages & Suppliers
&2 Macros
% Modules
Groups
[#] Favorites

This will open the macro sheet:

Macra MName

Condition

# Cuztomer Phone Ligt - Macro [_ O] x|

Ackion

Commenkt

Alpha Bukkons

[CompanyMameFilkers]=1
[CompanytameFilkers]=2
[CompanytameFilkers]=3
[CompanytameFilkers =4
[CarmpanytameFilkers =5
[CompanyMameFilkers]=6
[CompanyMameFilkers]=7
[CompanyMameFilkers]=5
[CompanytameFilkers]=9

ApplyFilke
ApplyFilke
ApplyFilke
ApplyFilke
applyFilke
ApplyFilke
ApplyFilke
ApplyFilke
ApplyFilke

Ackion Arguments

Attached to the Customer Phone List Form.,

Attached bo AfterlJpdate event of CompanyhameFilker option group.

1,11 ol ;I

Filker Name
Where Condition

M

[ComparyMame] Like "TAAARART"

Enter & macro name in this column,

In_the Comment column, you'can see that this macro is attached to the
In"order to see how the macro works, we should

Customer Phone List form.
run it first.

In order to run the macro, we have to open the form attached to the macro.

Go back to the Database window, click on the Forms tab, and select
Customer Phone List:
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g Morthwind : Database [Acceszsz 2000 file format] =] E3
Open ﬁ Design 55| Mew w8
Objects 1] Create form in Design view Orde
Tables Create form by uging wizard (rde
B Querics Categories Frog
Customer Labels Dialog Prad
Frewrms Customer Orderz Qua
B  Reports Cuztomer Orders Subfarm? [ua
%) Pages Customer Orders Subfarm? Sale
2 Macros == I Customer Phone List L\\g Sale
Cuztomers Sale
& Modules Employess Sale
Groups b ain Switchboard Sale
[#] Favorites
4 | 3

e Double-lick on the form name to open it:

Company Hame: Contact: Phone: Fax: -
hdaria Anders I30-00743521 030-0076545
Ana Trdjilo Emparedados v helados Ana Trujillo (5 555-4729 (5 555-3745
Antonio Mareno Tagueria Antonio Mareno (5] 555-3932
Around the Horn Thomas Hardy (1713 555-T755 {1713 555-6730
Berglundzs snabbkip Christing Berglund 092112 34 B3 092912 34 67
Blauer See Delikatessen Hanna Mooz 0621-05460 0621-05924
Blondel pére et filz Frédérique Citeaus 83601531 88601532
Bdlido Comidas preparadas Martin Sommer (911555 2282 (91155591 99
Bon app’ Laurence Lebihan 91.24.45.40 91244541
Bottom-Dollar Markets Elizabeth Lincoln (6041 555-4729 (6047 555-3745
o W, . N
Recapdi® 14 ) 4 a1
— — — e

e As you can see, the form has Alphabet buttons that will filter data when
pressed. /Only the'‘company names that start with a specified letter of the
alphabet will be displayed.

e Click on the Design button to see the underlined programming for this form:
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B Customer Phone List : Form Ml x
l:" — &5 Option Group: CompanyNameFilters -
# Form Header ICompanyNameFilters j
. [Company Hame: | - 0 - ‘ [contact Format | Data  Event | other | &l |
F page [ Before Update . ..o 000 |
- N Cl.l‘.:."tl]l after Update . . ... ... .. Customer Phone List, Alpha Buttor
. ZZZZZZZZZZZZZZZZZZ — OmEnter......oo
|| - [company Harge:| C 000D Comtact, OMExE. oo
- ondclick ., ...
# Detail onDblClick . .. .o
: |CDmpanyName | |Cnr|tacﬂ\ on Mouse Dawn . .ow
On Mouse Mowve ...
# Page Footer : SN MOUSELD . v
=Formal{ Date(), "Medium Ds'i| N —

# Form Fooker

The row of Alphabetic buttons are actually an Option Group control named
CompanyNamekFilters, which returns a value depending which button is
selected.

If you open the Properties for this control, you will see that the macro
Customer Phone List.Alpha Button is attached to the After Update
event. This means that the macro will run when the user clicks one of the
buttons in the option group.

Go back to the Customer Phone List macro sheet to see how this is done:

Macra Mame | Condition | Action | Comrmenk |
attached to the Customer Phone List Form,

Attached to AfterUpdate event of CDmpanyNameFlIter option group,
Alpha Buttons [CompanyhameFikers]=1 | ApplyFilter Filter For company names that skark with &, &, &, &, &, or &,

The Alpha Buttons macro applies a filter to the list, based on which button
is pressed.

For example, if the A button is pressed, the macro will filter for company
names that start with A, A, A, A, A, or & letters,

Pressing on the A button will result/in this companylist:

Contact: Phone: Fax:
Mariz Anders 030-0074321 030-0076545
|I Az TrujilleEmparedados v helados AnE Trugillo [32) 255-4728 (2] 555-3745
Antonio bMoreno Tagueria Antonio Morenao 5] 555-3932
Around the Horn Thomasz Hardy (17171 555-7708 (1717 555-6750

& 2]c|o|e|e|s|n[1]s]€|e|m| ] o|e|a|n] 5| x| | ¥ w|x| ¥|2| an]

Record: HI ) II 1k IH IF*I of 4 (Filkered)
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e Now go back to the Customer Phone List macro sheet and scroll down to
the last rows. In the GoToControl action row, the stated condition is that if
the current record count is greater than 0, the records are displayed and the
macro stops. The ellipsis (...) in the StopMacro action row carries over the
condition from the row above it:

Macro Mame | Condition | Action | Zommenk
L [CompanyMameFilters]=24  ApplyFilker b
L [CompanyMameFilters]=25  ApplyFilker Y, W, or
L [CompanyMameFilters]=26 | ApplyFilker Z, &, @ o A
[CompanyMNameFilkers]=27 | ShowaAlRecord | Show all records,

[CurrentRecord]=0 GoToControl s are returned For the selected letter, go to the CompanyMame conkrol
| StopMacro Stop the macro,
L [iCurrentRecard]=0 MsgBo If no records are returned For the selected letter, display a message.
L ShowalRecord | Show all records,
L Setvalue Fress in the all buttan,

¢ However, if no records are returned by the filter (based on the condition if
the current record count equal to 0), the message will be displayed in the
MsgBox action. When the user clicks OK to close the message window, all
records are displayed on the screen, as the ellipsis (...) in the
ShowAllIRecord action row carries over the condition from the row above it.
Furthermore, the next action row containing ellipsis (...) SetValue, will press
in the All button in the form:

Macro Mame | Condition | Action | Zommenk

2 [CompanyhameFiters]=24 | ApplyFilber b

L [CompanyMameFilters]=25  ApplyFilker Y, W, or

2 [CompanyhlameFilters]=26 | ApplyFilter Z,E, @, or A

L [CompanyMameFilters]=27 | ShowalRecord | Show all records,

L [CurrentRecord]=0 GoToControl If records are returned For the selected letter, go to the CompanvMame control
SkopMacro Stop the macro,
CurrentRecord]=0 MsgBo IFnor e returned For th

L ShowalRecord | Show all records,

L Setvalue Press in the &l button,

Documenting Macros

Commenting Macros

o To,make progreamming and future updatesgeasier;;make sure you comment:
macros using the Comment column in the macro sheet:
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Camment I |

Attached ko the Customer Phone Lisk Form, M

Atkached ko Afterlpdate event of CompanyMarmeFilter opkion group,
Filter Far company names that skark with &, &, A, &, &, or 4,

E

Coar g

D

E,E,E,E, arE

ILi 1 ori

-

o2 2 RS2 T oM
o2

o =

iz
=
[

.llfj.l

El

Printing Macro Definitions

In the Macros page of the Database window, select the macro name.

From the main menu, choose File = Print
OR press the Ctrl + P key combination.

In the Print Macro Definition dialog box, select what info you want to print
and click OK:

B Print Macro Defimtion |

Include For Macra oK [:

v Propertiss

Zancel

[+ Actions and Argurments

¥ Permissions by User and Group

Properties include the container, date created, date of last update, owner,
anhd user.

Actions and Arguments include all the actions with, their conditions, as well
as values for all'arguments.

Permissions by User and'Group include usergpermissions and group
permissions.

Viewing Macro Definitions

In the Macros page of the Database window, select the macro name.
From the main menu, choose File = Print Preview and make the same
selections as for the Print:
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= Object Definition

F\OFFicet Office 100 Samples\Morthwind . mdb Saturday, July 05, 2003
Macro: Customer Phone Lisk Page: 1
Properties

Conkainer: Scripts DateCreated: 9fZ7[1996 1:25:07 PM
Description: Attached to the Customer LastUpdated: 11/24/1995 5:33:09 PM

Phone Mumbers Form, Shows
all records when Form is

opened; filkers customers by
first letter aof company name,

Ciwaner: admin |serManne: admin
Actions
Marne Condition Ackion Argurnent Value

Attachad fo tha Cusfamear Phona £ form.

Aftached fo ARfertipdade event of Companiameiter opfion group.

Alpha Buttons

[ComparytameFilters]  ApplyFilker Filter Mame:
=1 -
Page: 1| (|1 > Im| 4 | [

Review Questions

How would you:

e Understand Macros?

e Use the Macro Window Toolbar?
e Create New Macros?

¢ Run a Macro?

e Step Through a Macro?

e Modify a Macro?

o_-Add Conditions,to Macros?

e Use the Expression Builder to Create Conditions?
e Run Macros/with Conditions?

¢ “Attach Macros to'a Form?

e Attach Macros to a Repart?

e Filter Records?

¢ Comment Macros?

e Print Macro Definitions?

e View Macro Definitions?
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Programming Access Using Visual Basic

When you have completed this learning module you will have seen how to:
e Use Visual Basic Modules

e Convert Macros to Visual Basic Code

e Understand Modules

e Create Modules

e Understand Module Declarations

e Understand Procedures

¢ Use Naming Rules

e Declare Variables

e Set Variable Scope

e Declare Constants

e Use Methods

e Use Arguments

e Customize the Visual Basic Editor Window
¢ Set the Visual Basic Editor Options

e Use Microsoft Visual Basic Help

e Get Visual Basic Syntax Help

Using Macros versus Visual Basic

¢ In this manual, we will cover only the basics of Visual Basic programming
regarding its use in Access 2002.

¢ If you want to learn more about Visual Basic, refer to one of the numerous
manuals and books on this subject.

Using Visual Basic Modules

e In the previous chapter, we have covered the use of Macros. Another way to
pregram Access is writingsVisual Basic moduless

s Certain procedures cannot be created in Macros, you must use Visual Basic to
write them.

o Examples of Visual Basic usages:
- Error handling
- Repetitive looping
-"Custom functions
- Optimized performance, etc

Converting Macros to Visual Basic Code

e There are two methods for converting Macros to Visual Basic (VB) code:

e Converting from the Macros page of the Database window — this is used
when you want to make VB code available to the whole database.
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Converting from the Form or Report Design view — this is used when you
want to store VB code with a form or report.

To convert a Macro from the Database Window :

Click on the Macros tab in the Database window.
Select a macro you want to convert to VB.

From the main menu, choose Tools = Macro > Convert Macros to Visual
Basic

OR from the main menu, choose File = Save As and in the Save As dialog
box, select Module under the As filed. Click OK to continue:

Save As H |
Save Macro 'Cuskomer Phone List' To: ITI
IC::up':.f of Customer Phone List cancel |
as

Macro j

Macro

This will open up the Convert macro: macro_nhame dialog box:

ES Convert macro: Customer Phone List Ed

[v iAdd error handling to generated Functions | R M

W Include macro comments
Cancel |

Check the Add error handling to generated functions and Include macro
comments options and click Convert.

The Convert macros to Visual Basic message box shows the conversion is
finished.

This will create Converted Macro — macro_name module, listed under the
Maodules folder in the Visual Basic Editor window. Click /on the module to'see
the code:
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@ Microzoft Vizual Bazic - Northwind - [Converted Macio- Customer Phone List [Code]]

‘o Fie Edt View Insat Debug Aun ook Adddn: Window Hel Type a question [or help (5] NP
Pla-Edr2BA oo g gkl MNEF2 B i .
ct - Northwind d [Miceneran =] [customer_phone_List_print | =l
0= |[| . ;
Qption Compare Database Procedure] -
= 8 acwzbool (ACWZTOOL) [Procedure]
= 88 Morthwind {Northwind) [ . . . __
(- [ Microsoft Access Class Objects ! Customer Fhone List Alpha Buttons
=55 Modules '
- ¥4} Corverted Macro- Customer Phone List [P - - - -
¥ Startup Function Customer Phone_List_Alpha Buttons()
& Utiity Functions On Error GoTo Customer Fhone List_Alpha Buctons Err
With CodeContextOhject
" Actached to the CJustomer Phone List form.
" Actached to AfterUpdate ewvent of CompanyNameFilter option group.
If (.CompanyNameFilters = 1) Then
Properties - Converted Macro- Customer Phongs ' Filter for company newes that start with A4, A, &, &, i, or A.
DoCmd. ApplyFilter "™, "[CompanyName] Like ""[AAREEA]=rrw
[Converted™ ol Modkde | snd 1o Pplyl P panyliame] [ 1
Aphabetic ICchIIauI] If [.CompanyNameFilters = 2] Then
Conwerted Macro- Customer Phone List ' B
DoCmd. ApplyFilter ™", "[CompanyNsme] Like Mrgrrer
End If
If (.CompanyNameFilters = 3) Then
"' C oor
DoCmd. hpplyFilter ™", "[Companylame] Like M"[CC]wree
End If
If [.CompanyMameFilvers = 4) Then
'D
DoCmd.ApplyFilter "™, "[CompanyName] Like ""D="mT
End If

If [.CompanyNameFilters = 5) Then
" E, E, E, B, or £
Pofmd. hpplyFilter "M, "[CompanyMame] Like "®[EEE&E] aren

End If
If [.CompanyNameFilters = &) Then
"F
DoCmd. hpplyFilter ™", "[Companylame] Like RUF=ieer
End If
-
T o

Scroll to the end of the code window to view the whole Visual Basic code:

Function Customer Phone List Printi)
On Error GoTo Customer Phone List Print Err

' Bun hy the Zawple Autokevs."p macro when Ctrl+4P iz pressed.
If (Fal=se) Then

' Print the currently shown records.

DoCrwd.Printout acPrintiall, , , acHigh, 1, True
End If

Errorg
Custome

End Function

The Function statement represents the global module that is available to the
entire database.

The DoCmd statement performs macro action in a Visual Basic procedure.
Apostrophe () marks the comment line.
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e Newly created module is also listed in the Modules tab of the Database
window:

g Morthwind : Database [Access 2000 file format] =] [E3

[ Design o2 New 2% “o
Objects 3

Tables & Startup
8  Utility Functions

Converted b acro- Cuztomer Phone

List %

Cueries
Formsz
Reparts
FPage=

M acros

b odules

G 0 EE G E

Groupz

To convert Form’s Macro from the Design View:

Click on the Forms tab in the Database window.

Select a form whose macro you want to convert to VB.

Click on the Design view button.

From the main menu, choose Tools = Macro = Convert Form’s Macros to
Visual Basic.

This will open up the Convert form macros: macro_name dialog box:

B3 Convert form macros: Main Switchboard

Ed
[~ iAdd error handling to generated Functions | R ﬂ

W Include macro comments
Cancel |

sgiUncheck Addserror handling to generatedsfunctionspand check Include
macro comments options and click/Convert.

e The Convert macros to Visual Basic message box shaows the conversion is
finished.

e, Click on the Code toolbar button to gpen the Visual Basic Editor window
with the converted macros code:
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4@ Microzoft Visual Bazic - Morthwind - [Form_Main Switchboard [Code]]

Fie Edt Wiew |nset Debug Bun Took Addin:  Window Help Type & question for help )l B0 26
Ba-B:aan o) o NFF2 O .
= | 5
oe |§I - Opcion Compare Datshase ' Use database order for sString comparisons. I—
® sztnoltﬂt\vz'l'm) A Option Explicit ' Reguires wvarisbles to be declared before they are used. 7|
= 88 Morthwind (Northwind)
=54 Microsoft Access Class Objects Function OpenForms(strFornlfeme As String) As Integer
& Form_Customer Orders Subformi ! This function is used in the Click event of command buttons that
B8 Form_tustomer Phone List ' open forms on the Main Switchboard. Using a function is more efficient
B Form_Employess ' than repeating the same code in multiple event procedures.
LCNDo-Ard On Error GoTo Err OpenForms
E8 Form_Orders [% -
8 Form_Orders Subform ' Open specified form.
i B8 Form_Products DoCmd. OpenForm strFornilame
| [ Form_Ssles Analyss f
| | » Exit_Openforms:
Properties - Categories x| Exit Funccion
I(aleguﬂ'es CommandBution 3 Err OpenForms:
Aphabetic ICHBwnmdl MsgBox Err.Deacription
[(hame) Cahegores = Resume Exit_OpenForms
AkoRepeat False
Cancel Faka End Function
(Caption BeCakegaries fia
CortrolTipText Open the Categaries form, Sub ExitNicrosoftAccess_Click()
ControlType 104 ! This code created by Command Button Wizard.
Dk auk Faka On Error GoTo Err_ExitMicrosofticcess_Click
Desplayivhen 0
Eriabled Trus * Exit Microsoft Access.
rrr—— Categores Docmd, Quit
FonitBiokd o
Fortkalic False Exit_ExitMicrosofticcess Click:
Fanthiame M5 Sans Serf Exit Sub
Forisize 8
FortUndertine Fakse Erc_ExitNicrosofticcess_Click:
Fontweight 400 MsgBox Erc.Description
ForsColar 21HTAEET Fesume Exit_ExitMicrosofticcess_Click
Height 435
HeipCanitextld 0 End Sub =
prperiniadess 1 | = — -

e Scroll to the end of the code window to view the whole Visual Basic code:

Sub ExitMicrosoftlcecess Click()
' Thiz code created by Command BEutton Wizard.
On Error GoTo Err ExitMicrosoftlccess Click

' Exit Microsoft Access.
DocCmd. guit

Exit_ExictMicrosofticcess _Click:
Exit Suhl

Err ExitMicrosoftlcoess Click:
MsgEBEox Err.Descripticon
Fesume Exit ExitMicrosoftlhccess Click

a form.
asic proc

ert Report’s Macro fr
e Click on the Reports tab in the Database window.

e Select a report whose macro you want to convert to VB.
o Click on the Design view button.

¢ From the main menu, choose Tools > Macro > Convert Report’s Macros
to Visual Basic.

o This will open up the Convert report macros: macro_name dialog box:
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B Convert report macros: Alphabetical List of Products  [E4

[~ iAdd error handling to generated functions | Convert ’\‘J

¥ Include macro comments -
Cancel |

e Uncheck Add error handling to generated functions and check the
Include macro comments option and click Convert.

e The Convert macros to Visual Basic message box shows the conversion is
finished.

Understanding Visual Basic Concepts

Understanding Modules

e The Visual Basic module consists of declarations and procedures.

¢ Modules are used to create event procedures that execute when an event
occurs.

e There are two types of modules:
1. Module objects listed in the Modules page of the Database window.
2. Form and Report modules stored together with a form or report
containing procedures and functions associated with a single form or report.

Creating Modules

e Click on the Modules tab in the Database window.
e Click on the New button:

g2 Northwind : Database [Access 2000 file format) [Ei[=] E3
! Run Dezign HoBp ek E

i3 563'*"~J-='Fed M acreyBustomer Phone List

5 MNew

<2 Utility Functions

Groups

(#] Favorites

e The new module, named Modulel, opens up in the Visual Basic Editor
window:
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=@ Microsoft Vizual Basic - Northwind - [Modulel [Code]]

% File  Edit “iew |Inzett Debug ABun Toolz Addln:  Window  Help -8 X
FEla-E P E2@Edd o =y ekl BMEYS DT 2 »
I(General} j Iljl]et:laratiuns} j

Option Compare Database
Option Explicitc

=j=_| o

A newly created module has two or more sections:
Declarations section
Procedure section(s)

If you do not see the Option Explicit declaration, choose Tools = Options
from the Visual Basic Editor window main menu.

In the Options dialog box, click on the Editor tab and check the Require
Variable Declaration option. Click OK to continue:

Options |
Editr |E|:Iit|:|r Format | General | Docking |

—Code Settings

¥ Auto Syntax Check ¥ Auto Indent

¥ Require Variable Declaration;

IJ:@% E' i Tab ‘Width: |4
uta Lis ers

W Auko Qi
v Aubo D ip

0k I Cancel Help
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Understanding Module Declarations
o Declarations are listed in the first section of a module.
e They set requirements and defaults on the module-level.

e There are two default module-level declarations:

e The Option Compare declaration specifies the default comparison method
for string data.
This declaration requires an argument:
- Binary sorts string data based on the internal binary representation of
characters.
- Text sorts in a case-insensitive text sort order.
- Database sorts in the same order as the database.

e The Option Explicit declaration forces the declaration of variables used in
the module.

Understanding Procedures
e Procedures consist of statements and methods.

¢ A statement is a complete instruction to Visual basic and consists of
keywords, operations, variables, constants, and expressions.

e There are three types of statements:
o Declaration statements used to name variables, constants or procedures.

e Assignment statements used to give a value or an expression to a variable
or a constant.

e EXxecutable statements used to trigger actions or jump to another location in
the procedure.

There are two types of procedures:

e A sub procedure is program code that does not return a value. It usually
runs as a separate program called by an event in a form or report.

e Example of a sub procedure:
Subisub_name'(parameters)
DoCmnd.command_name

End.Sub

¢ A function procedure is program code that returns a value as a result of a
calculation or comparison.

e Example of a function procedure:

Function function_name (parameters) As type
calculation
End Function
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Using Naming Rules

In any programming, writing clear code is one of the most important
practices. This helps you and others understand and maintain your code.
In Visual Basic, there are several naming rules and practices:

The first character must be a letter.

The name has a maximum of 255 characters.

Avoid the use of special characters and spaces, periods, exclamation marks,
etc.

Avoid the use of Visual Basic keywords.

Avoid the use of same names for multiple variables in same procedures.
Add prefixes to names that can indicate what type of item or variable they
are:

- con used to indicate a constant

int used to indicate an integer variable

dte used to indicate a date variable

str used to indicate a string variable
rst used to indicate a recordset
- frm used to indicate a form

Declaring Variables

Variables are items with unique names that contain data that can be
changed during procedure execution.

You can specify the data type for each variable, or let Access assign the
default Variant type.

A Variant type variable can contain string, date, time, Boolean, or numeric
values.

The Dim statement is used to declare variables:

Dim strName As String
Dim intAge As Integer, dteBirthday As Date, undeclared

You can declare several variables in the same statement, separated by
commas.

In the above/example, we have used prefixes to deseriptively name the
variables in /order\to include their data type.

Theplast variable 'has no data\type declarationgsorthe type is Variant.

Setting Varnable Scope

Scope of a variable indicates the variable availability to procedures.

There are three levels of variable scope:

Procedure level is set when the variable is declared with a Dim statement
in the procedure.

Private module level is set when the variable is declared with a Private
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statement in the declarations module section. The variable is available only
to procedures in that module.

Public module level is set when the variable is declared with a Public
statement in the declarations module section. The variable is available to all
procedures in the application.

Declaring Constants

Constants are items with unique names within which data cannot be
changed during procedure execution.

A constant data type can be a string or number value, another constant, or
an expression.

The Const statement is used to declare constants and give them a value:

Const conYear As Integer = 1990
Const conTitle As String = “President”

You can declare several constants in the same statement separated by
commas.

In the above example, we have used prefix con to descriptively name the
constants instead of their data types.

You must assign a constant a value at the time of declaration.

Using Methods

Methods are actions that database objects can perform, or procedures that
apply to database objects.

Access 2002 modules can use nearly 160 methods that apply to different
database objects.

Some examples of methods are:

- Opening or closing a form.

- Sounding a beep when specific event occurs.

- Going to a specific field in a form.

= Filtering records for a report.

- Printing multiple copies of\a report, etc.

Metheds have specific syntax that indicates the'object and the action:
SetkFocus Forms![Customer Phone List]![Company Name].SetFocus

In the example above, the method moves the cursor to the Company Name
field in the Customer Phone List form.

Using Arguments

Arguments are used in the sub or function procedure calls.
They are optional, depending on the procedure.
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e There are two ways you can listarguments: in a procedure order, or by

name.

e For example, this is the sub procedure with argument list:

Sub GetArguments (strName As String, dteBirthday As Date, intAge As

Integer)

e When you run the procedure, you can list the arguments in the same order

as the procedure:

GetArguments “John”, #11/12/1967#, 36

e Or, you can list the arguments using their names —in any order:

GetArguments dteBirthday:=#11/12/1967#, intAge:=36, strName:="John”

Using the Visual Basic Editor Window

Project Explorer

< Microzoft Vizual lasic - Horthwind

Project - Northwind

[Form_Main Switchboard [Code]]

Inzet  Debug  Bun  Tools Addlne  Window Help

ItGeneraI_l - | IIIIeciarﬂions} vI

Standard Toolbar

M= E3 |
.8 X

Tupe & queshaon far help

= ¥4 Northwind (Northwind)

[=1-453 Microsoft Access Class Objects
Form_Custorer Orders Subforml
B8 Form_Customer Phone List
Farm_Employees
Form_Main Switchboard
B8 Form_Orders
BB Form_Orders Subform
Form_Products

CinMauseosn
COnMousaMoye
CnMouselp
onidpen

Properties Window

[

Option Compare Database ' Use database org)
Option Explicit ' Requires wvariables to kb

Function OpenForms (strFormilame As 3tring)

' Thiz function iz used in the Click event
' open forms on the Main Switchboard. Usin
than repeating the same code in mulciple
On Error GoTo Ecr OpenForms

' Open specified form.
DoCmd. OpenForm strFormilams

rE . Descriptio
Exit_OpenForms

Sub ExicMicrosoftlcocess Click()
' Thiz code,created by Command Button Wiza

t -

Code
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Customizing the Visual Basic Editor Window

Once you open the Visual Basic Editor window, you can change its look.

From the main menu, choose View > then select the elements you want to
see in the editor window:

“iews | Inseit  Debug Bun  JTo

B Code F7 [

Obiject Shift+F7
Definition Shift+F2
Last Pozition  Chl+Shift+F2

’%’ Object Browser Fa

E Immediate \Window  Chri+G

] Locals Window

@ Watch Window

%ﬁ Project Explarer Chl+H

Properties Windaw F4

Toolbars 2

Microzoft Access  Al+F11

In the Code view, the Object list box displays a list of all controls in the form
or report:

(Genera} j

inithe Code view, the Procedure list box/displays a list offalliproceduresiin
the module object:

(Declarations) j
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Setting the Visual Basic Editor Options

e Once you open the Visual Basic Editor window, you can change its features.
e From the main menu, choose Tools > Options.

o This opens up the Options dialog box:

N |

Editr |E|:Iit|:|r Format | General | Docking |

—Code Settings

v éﬁ.utu:u Synkax ChEEE ¥ Auto Indent

¥ Require Yariable Declaration
==4 Tab twidth: [+

¥ auto List Members
V¥ Ao Quick Info
¥ Auto Data Tips

—Window Settings
¥ Drag-and-Crop Text Editing
¥ Default bo Full Module Yiew
v Procedure Separator

0k I Cancel Help |

e The Code Settings group controls the code editing.
e Auto Syntax Check option checks for syntax errors as you type the code.

¢ Require Variable Declaration option includes the Option Explicit
declaration in new modules.

¢ Auto List Members option displays a list of keywords as you type the code.

e Auto Quick Info option displays syntax when you type a method or
procedure name.

e Auto Data Tips option displays the current value of a variable when you rest
your mouse pointer on the name.

e  AUuto Indent option indents a line of code to match the previous line.

e Tab'Width option sets the humber of characters for TAB key.

¢ “Thep\Window Settings group controls the editorswindow behaviours.

o Drag-and-Drop Text Editing option allows drag-and-drop editing in a
module.

o "Defaultto Full Module view option shows all procedures in the module by
default.

e Procedure Separator option displays a horizontal line between procedures.

e Click the Editor Format tab to specify the appearance of the different types
of text in the editor window:
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Courier Mew (Weskerm) |_
Selection Text

Svntax Error Text

Execution Point Text

Breakpoint Text |_

Comment Text

Kewwaord Texk

ABECEYZaboxyz

e Click the General tab to set Form Grid Settings, Error Trapping and Compile
options:
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e Click the Docking tab to allow docking for editor windows:

E ditar I E ditar Fu:-rmatl General  Docking

—Dockable

.............................................

[V Locals window

[V wabch Window

¥ Project Explorer
¥ Properties Wwindow

[~ Object Browser

Getting Help with Visual Basic

Using Microsoft Visual Basic Help
e Open the Visual Basic Editor window.

e From the main menu, choose Help = Microsoft Visual Basic Help

OR press the F1 key
OR click on the Microsoft Visual Basic Help [?] button on the toolbar:

Help

|® Microsoft Wizual Basic Help F1 %

MSOM on the Web

About Microgoft Wisual Baszic. ..

s If you get the following message, you must install the Microsoft Visual Basic
Help first. Click'on the Yes button, and follow the installation instructions:

e The Microsoft Visual Basic Help window opens up. Here you can find
extensive reference for various Visual Basic topics:
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A Microsoft Vizual Basic Help
=] s
D& - S0
Content =
ontents i =
L |gnswerW|2ard| Index I Add Method
@ Visual Basic User Interface Help Seedl:o Ewample Applies To  Specifics
@ Yizual Bazic Conceptual Topics add ber t Collecti bisct
@ Yizual Bazic How-To Topics = 4 Memuer to a Loflection ohiect.
=4 al Basic Language Feference Syntax
@ Constants % object.Add ftem, key, before, after
e Dfata T-"'F'ES The Add method syntax has the following
@ Directives object qualifier and narmed arguments:
@ Events |
@ Functions Part Description
@ Groups . . .
@ Indexes/Lists object Required, An object expressian
@ K 4 that evaluates to an object in the
Eywords Applies To list,
@ Methods
@ Miscellansous item Required. An expression of any
. type that specifies the member to
+ Object ;
® @ ISES add to the collection.
@ Operators
@ Froperties key Optional, & unique string
@ Statements gxpression that specifies a key
@ Visual Basic Add-n Model string that can be used, instead
@ Mi it Fief of a positional index, to access a
icrosoft Forms Heference rember of the collection,
before Optional. An expression that LI

Getting Visual Basic Syntax Help
e While you are editing statements in the Visual Basic Editor window, you
can get syntax help from the Edit menu:
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Edit | ¥iew Inzert Debug Bun
[ Paste Ctrl+/f
Clear Del
Select All Chrl+é,
g Fird... Chl+F
Find Mext F3
Replace... Ctil+H
= |ndent Tab
€= Outdent Shift+T ab
Lizt Properties/Methods  Chil+l QJ
=1 Ligt Constants Ctrl+Shift+J
B Duick Infa Crl+
i Parameter Info Crl+Shift+
&%  Complete Word Chil+Space
Bookmarks 2

OR right-click inside the statement and choose desired help from the popup
menu:

Lizt Properties/Methods %J

Zl  Ligt Constants

B Duick Infa
=i Parameter Info
A% Complete Word

List Properties/Methads lists all jproperties and methads available for
selected statement:

EeX CompanytlameFilters_Afterlpdate
ey CompangMamelabel
ECompanyMamelabel? -
vs Constants

#2 Constants

ey Contactlabel

E& Contactlabel2 =]

List Constants lists all intrinsic constants that are valid for a specific item in
the argument list.
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e Quick Info displays the complete syntax with the current item highlighted in
bold:

CompamyiameFilters Az OptionGroup |

o Parameter Info displays the complete syntax with the current parameter
highlighted in bold:

ApplyFilter{[Fittarh aimea], [VhereCondition]) |

¢ Complete Word automatically completes the word when you begin typing.

Review Questions

How would you:

e Use Visual Basic Modules?

e Convert Macros to Visual Basic Code?
e Understand Modules?

e Create Modules?

¢ Understand Module Declarations?

e Understand Procedures?

¢ Use Naming Rules?

e Declare Variables?

e Set Variable Scope?

e Declare Constants?

e Use Methods?

e Use Arguments?

e Customize the Visual Basic Editor Window?
e Set the Visual Basic Editor Options?

e Use Microsoft Visual Basic Help?

e Get Visual Basic Syntax Help?
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End of the preview sample

J CHELTENHAM

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/Mmwww .cctglobal.com

A courseware licence allows you to make unlimited copies for use at your training centre.

The IT Computer Courseware Library

Includes Windows 7 and Office 2010 Courseware

m
A complete library of quality training courses ﬂa ’ ! @

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES ~ * ADD YOUR OWHN NAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each

course, included w ith our printable coursew are. 0ver

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 f

The most cost effective courseware solution for your IT

training needs. Get ALL our courses, and all new courses web Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library'.
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