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Microsoft Access Skill Set 1

MGMT 661
This is the first of two handouts for Access Skill Set. To complete exercises in this handout, download a zip file access1.zip from “MGMT341/Examples/Access Download Center” (http://faculty.winthrop.edu/caoq) and unzip the file. After doing all exercises in this handout, you complete a database “Customer Loan”. You may compare it with my database “Customer Loan Solution”. You will learn from exercises:

1. Create and open a database (Exercises 1 and 3).

2. Create or import a table, create and modify a table (Exercises 2 and 4).

3. Create and run regular query and parameter query (Exercises 5 through 7).

4. Create a report (Exercise 8).

Exercise 1. Create a DATABASE (.mdb file)

Run Microsoft ACCESS; click File/New; then click “Blank database”; select drive and directory (Desktop recommended) and then type Customer Loan in File Name text box; click Create button.

Exercise 2. Import a TABLE “Customers” from other database “Bank.mdb”

Database Customer Loan stays open; select “Tables” object; click File menu/Get External Data/Import; Select drive and directory (double-click Access Folder 1); Select Bank.mdb; click Import button; select Table tab; Select table “Customers”; OK button.

Exercise 3. Open and close a database and a table

1. Close a database: click Close button (() in Customer Loan: Database window.

2. Open a database: click File/Open, Select drive and directory (Access Folder 1), Select Customer Loan.mdb, click Open button.

3. Open a table: select “Tables” object, double-click Customers.

4. Close a table: Click Close button (() in Customers: Table window.

Exercise 4.

Create a TABLE “Loans”

1. With the database open, select “Tables” object, double-click “Create table in Design View”.

2. With Design view, enter the following fields:

	Field Name
	Data Type
	Field Size
	Format
	Validation Rule
	Validation Text
	Required
	Allow Zero Length
	Indexed

	LoanID
	Text
	4
	>
	Like “L[0-9][0-9][0-9]”
	L followed by a three-digit number
	No
	No
	Yes (No Duplicates)


· Validation rule: Error protection.

(1) Like: Like “L*”, * for multiple characters. Like “L???”, ? for single character. Like “L[0-9]”, only one digit following L.

(2) Comparisons: <=30, <=Date(), Between 1 and 30, >=1 And <=30, = “M” Or “C” Or “O”.

· Validation Text: error message if the validation rule is violated.

· Required: Avoid missing values. If “Yes”, the value cannot be a null.

· Allow Zero Length: If “Yes”, a zero-length string is a valid entry.

· Indexed: Speed up searching and sorting. “No” is for no index; “Yes (Duplicated OK)” allows index duplicated; “Yes (No Duplicated)” does not allow index duplicated.

	Field Name
	Data Type
	Validation Rule
	Validation Text
	Required
	Indexed

	Date
	Date/Time
	<=Date()
	A date in the future may not be entered
	Yes
	No


	Field Name
	Data Type
	Format
	Decimal Places
	Required
	Indexed

	Amount
	Currency
	Currency
	0
	Yes
	No


	Field Name
	Data Type
	Description
	Field Size
	Format
	Decimal Places
	Validation Rule
	Validation Text
	Required
	Indexed

	Interest Rate
	Number
	Annual Interest Rate
	Single
	Percent
	2
	<=0.2
	Enter as a decimal fraction.
	Yes
	No


	Field Name
	Data Type
	Description
	Field Size
	Decimal Places
	Validation Rule
	Validation Text
	Required
	Indexed

	Term
	Number
	Number of Years
	Integer
	0
	<=30
	It cannot exceed 30 years.
	Yes
	No


	Field Name
	Data Type
	Field Size
	Format
	Validation Rule
	Validation Text
	Required
	Allow Zero Length
	Indexed

	Type
	Text
	1
	>
	= “M” Or “C” Or “O”
	“M”for mortgage, “C” for car or “O” for other
	Yes
	No
	No


	Field Name
	Data Type
	Field Size
	Format
	Validation Rule
	Validation Text
	Required
	Allow Zero Length
	Indexed

	Customer ID
	Text
	3
	>
	Like “C??”
	Letter C followed by a two digit number
	No
	No
	Yes (Duplicate OK)


3. Add a primary key: Select LoanID field, Click Primary Key button.

4. Save the table: click Save button; type Loans in Table Name text box, OK.

5. Data entry: switch to Datasheet view; Enter data as Appendix 1; Save.  (You can delete or insert a record in the same way as you work with EXCEL.  If you entered a value that violates validation rule, you will see an error message.)

Exercise 5. Create and run a regular query “First Quarter 1997 Mortgage Loans”. This query answers question: who took mortgage loan(s) between January 1, 1997 and March 31, 1997? Show fields in the order of customer’s last name, first name, loan ID, date, amount, interest rate, term, and customer ID. Data should be sorted ascending by customer’s last name.

The information includes the criteria to select records, the fields to show, and how to sort. Accordingly, you do the following:  

1. Select data sources: (1) With database Customer Loan open, select “Queries” object, double-click “Create query in Design View”. (2) Click Tables tab, select Customers table and then click Add button; select Loans table and then click Add button. (3) Close Show Tables window (later you may go Query menu and select Show Table to open it again).  (4) Maximize the Query Design window and enlarge both field lists so that all fields can be seen. (5) Connect tables by dragging the common field(s) from one table to another.

2. Select fields: (1) Double click LastName and FirstName to add these two fields in query.  (2) Double click the title bar of Loans field list to select all fields of Loans table, drag the selection to the first available field in the Design Grid.

3. Enter criteria: Criteria in the same row of the design grid create a AND condition while those in the different rows create an OR condition.  (1) Type Between 1/1/1997 and 3/31/1997 in the Criteria row under the Date field. (2) Type M in the same Criteria row under the Type field.  (3) Think about what information you are going to extract with the criteria.

4. Sort record by LastName: (1) Click the Sort row under the LastName field, click down arrow and select Ascending.

5. Save button and type query name First Quarter 1997 Mortgage Loans.

6. Run query: With Query First Quarter 1997 Mortgage Loans selected in Database window, click Open, or click Run Query button if the query has already opened in the design view.  The answer will be displayed in a dynaset (dynamic subset of tables).

Exercise 6. Create and run a parameter query “Parameter Query for Date and Loan Type”. This query answers question: Who took loan(s) of a user-specified loan type and in a user-specified time period? Show fields in the order of customer’s last name, first name, loan ID, date, amount, interest rate, term, and customer ID. Data should be sorted ascending by customer’s last name.

The information includes the criteria to select records, the criteria specified by users as parameters, the fields to show, how to sort. Accordingly, you do the same as above except in Step 3. Instead of values of criteria, you enter messages for users: (1) Type Between [Type the beginning date: mm/dd/yy] and [Type the ending date: mm/dd/yy] in the Criteria row under the Date field. (2) Type [Enter loan type: M or C or O] in the same Criteria row under the Type field.

Save the query with the name Parameter Query for Date and Loan Type.

Run the parameter query. Prompts pop up with messages you typed in brackets and wait for user’s inputs for values of criteria.

Exercise 7. Create a report by using Report Wizard

Report is created on the basis of tables and/or queries.

Create a report based on a query: (1) With database Customer Loan open, select “Reports” object. (2) Select “Create report by using wizard”, and Enter. (3) Click drop-down arrow, Select Query: First Quarter 1997 Mortgage Loans. (4) Double click LastName, FirstName, LoanID, Date, Amount, Customer ID in Available Fields window for selection, and then click Next button. (5) Select (double-click) Customer ID for grouping level, and then Next button. (6) Select Date and then Amount for sorting. (7) Click Summary Options button and check Sum to compute total loan amount for each customer and all customers. Click OK button and then Next. (8) Select Stepped for Layout and check Adjust field width so all fields fit on a page. Click Next button.  (9) Select Bold for style and then Next button. (10) Type First Quarter 1997 Mortgage Loans as report title. Check Preview the Report and then click Finish button. You may need to switch to Design view for necessary adjustment.

Appendix 1. Loans

	LoanID
	Date
	Amount
	InterestRate
	Term
	Type
	CustomerID

	L001
	1/15/97
	$475,000.00
	6.90%
	15
	M
	C04

	L004
	1/23/97
	$35,000.00
	7.20%
	5
	C
	C04

	L010
	1/25/97
	$10,000.00
	5.50%
	3
	C
	C05

	L014
	1/31/97
	$12,000.00
	9.50%
	10
	O
	C04

	L031
	2/28/97
	$200,000.00
	7.00%
	15
	M
	C01

	L032
	3/1/97
	$25,000.00
	10.00%
	3
	C
	C02

	L033
	3/1/97
	$20,000.00
	9.50%
	5
	O
	C05

	L047
	3/11/97
	$200,000.00
	7.25%
	15
	M
	C03

	L049
	3/21/97
	$150,000.00
	7.50%
	15
	M
	C01

	L052
	3/22/97
	$100,000.00
	7.00%
	30
	M
	C01

	L053
	3/31/97
	$15,000.00
	6.50%
	3
	O
	C03

	L054
	4/1/97
	$10,000.00
	8.00%
	5
	C
	C02

	L057
	4/15/97
	$25,000.00
	8.50%
	4
	C
	C03

	L100
	5/1/97
	$150,000.00
	6.00%
	15
	M
	C03

	L109
	5/3/97
	$350,000.00
	8.20%
	30
	M
	C04
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