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The Import Specification
Getting External Data using an Import Specification

1). Creating atableto import data from a delimited text file.

a. Open the“Pizza Palace.mdb” database.

b. Click onthe“Tables’ tab and double click on “Create table in Design view.”

c. Enter the following information:

Field Name Type Description

Abbreviation Text The state's
abbreviation.

State Text The name of the state.

Capital Text The capital of the state.

d. Close and save the table as “ States.”

e. When prompted about a primary key click on the button labeled “No.”
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2). Importinga*“|" delimited text file.
a  Open the 2Pizza Palacemdb® database if it is not already open.

b. Click on?File° 2Get External Data,° and @lmport...°

c. The&Import Wizard® will start with a2locate file® dialog box.

d. Changethe?@Filesof type? to2Text Files (*.txt; *.csv; *.tab; *.asc)°



e. Navigate to the Floppy Drive (A:\) and click on the file named 2states.txt.° After selecting the
agtates.txtC file to import click on the 2lmport® button.

f. The@mport Text Wizard® will be displayed on the screen after several seconds. By default it
Is set for a@Fixed Widthe file format. We are going to be using a Delimited text file so click
on the radio button for a2Delimited® file. Click the 2Next® button.

g. Thenext dialog box shows the delimiter characters available to use. The delimiter 2|° isnot a
standard delimiting character, so click on the radio button labeled 20ther:,° then in the text
box provided type the @|° bar character.



h. Notice that the sample datais now arranged in columns and is separated where the 2[° bar
delimiters were located.

i. Click the@Next® button to go to the next dialog box. Select the radio button labeled 2In an
Existing Table:,° then select the 2States® table from the drop down box provided.

j. Click the2Next® button. The last dialog box confirms that the table we want to import the data
to isthe 2States® table.



k. Click on the2Advanced® button. Thiswill open the @States Import Specification.®

|. Click onthe2Save As® button to save this specification for later use. Use the automatically
generated name for the specification or type a new one. Click the2OK® button to save the
Import specification.

m. Click the2OKZ® button to close the 2States Import Specification® dialog box.



n. When the 2Import Text Wizard® reappears click on the 2Finish® button to import the states
data.

0. Depending on how large the text fileis the import process could take from afew seconds to
several minutes. Be patient... the 2Finished Importing File® message box will appear. Click on

the 20OK?® button to finish.

p. Click onthe2Tables® tab and open the 2States® table to view the imported data.
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The Combo Box
Finding recordswith a combo box

1). Adding a combo box to the Employee form to find a specific record.

a. Open the 2Employees® form.

i -

b. Click onthe2Design View® button J in the toolbar to change the forms view.




c. Inthe&Toolbox® click on the combo box icon.

d. Click inthe2Form Header® areato add the combo box to the form. The 2Combo Box Wizard®
will open on the screen.

e. Select theradio button that states 2Find arecord on my form based on the value | selected in my
combo box.°



f. Inthe next dialog box move @EmployeelD,° @LastName,® and 2FirstName® from the Available
Fields List to the Selected Fields List. Click the Next button.

g. Thenext dialog box allows you to set the width of each column and the option to show or hide the
key column. Hide the key column and adjust the column widths if necessary. Click the Next
Button.

h. Change the label to read @Find Employee® in the next dialog box, and then click the button labeled
Finish.

10



I.  The new combo box will be in the form header of the form. Move the combo box using its handles
to adesired position in the header.

'

J. Click on the@Form View® button J to test the combo box.

k. Test the combo box by selecting a name in the combo box dropdown. The corresponding record
for that name should appear on the form.
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2). Setting the propertiesfor a combo box.

|8~

a. Click onthe@Design View® button

b. Right click on the combo box and select 2Properties.®

c. Select the2Format® tab in the Properties window and change the 2Column Heads® property from
aNe° to2Yes?

&

d. Close the Properties window and click on the 2Form View® button
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e. Test the combo box again, The columns will now have their corresponding headers.

f. Notice that when the combo box dropdown is displayed the 2LastName® column is not
alphabetized.

g. Set theform back to the2Design View® and open the Properties dialog for the combo box. Select
the tab labeled 2Date thistime.

h. Singleclick in the text box for the combo box’s2Row Source® and then click on the 2Build®
button ==l that appears to the right of the text box.
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I. The2Build® button will open the 2Query Builder® for the combo box and a query will appear in its
aDesign View.°

J. Inthe column labeled @LastName,° click in the row labeled 2Sort.° Click on the down arrow
button | and select 2AscendingP to sort the 2L astName® field in ascending order.

k. Closethe2Query Builder.® When asked to save the changes to the query, click on the2Y es?
button. Then close the Properties window.
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|.  Goto@Form View® and test the combo box again.
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The Combo Box
I nput repetitive data using a combo box

1). Changing a text box to a combo box.

a. Open the 2Employees® form.

b. Click onthe2Design View® button Jﬁ " | in the tool bar to change the forms view.
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c. Right click onthe2StateP textbox to open its options menu. Select 2Change To® and 2Combo
Box°

d. Thetext box named 2State® will change into a combo box.

e. Right click on the new 2State® combo box and select 2Properties® from the menu.
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f. Inthetext box for the combo box’s2Row Source select the2States® table.

g. Closethe?Properties® dialog box and click on the2Y es® button to save the changes to the
aEmployees® form.

h. Click on the2Form View® button J . | to test the combo box. Expand the combo box and
select 2GA° from the drop down list. The value in the 2State® field in the °Employees® table
will be changed to 2GA.°
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h. Another way to access the combo box’slist is by using its auto find feature. Start typing in the
combo box and it will attempt to auto finish the word or words that are being typed.
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Typetheletter ‘g’ and it displays 2gA.° Once the correct word is displayed in the combo box
press the 2Enter® key and it will automatically enter 2GA° into the 2State? field.

For those of us who don’'t aways remember the abbreviation for al of the states, lets add the
name of the state to the combo box in addition to the abbreviations. To do this, click on the

forms2Design View® button. J B - | Right click on the 2State® combo box and select
aProperties® to open the Properties window.
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k. Click on the tab labeled @Format,° then click in the text box for the combo box' s 2Column
Count® property. Change the number one (1) to atwo (2). Go to the combo box's2Column
Widths® text box and type [0.5,1] and press the enter key. Notice that the [0.5,1] automatically
becomes [0.5°;1°]. The 0.5 corresponds with the first column in the combo box and the second
1 corresponds with the second column. Also change the 2List Width® property to [1.5]. When
the combo box is created and its 2Row Source® is set to the 2States® table, al of the datain the
table is available to the combo box. Because the table has three columns, the combo box also
has those same three columns. Changing the column count and their corresponding widths
make them visible or not visible.

-

[. To test the combo box, click on the2Form View® button. J Notice that the combo box
now displays the states abbreviations and their corresponding state names.
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m. The combo box is till only putting the abbreviation into the 2Employees® table because the
combo box's2Bound Columne isthe first column or column 1. To see what column is the
aBound Column,® open the combo box' s properties window and click on the 2DateP tab. In the
aBound Column® text box, notice thereis the number 1. If we change the 2Bound Column® to
the number 2, the information that would be written to the 2Employees® table would be the
state name instead of the abbreviation.

(NOTE) For this demonstration the 2State® field in the table had to be altered to accept more than
two characters. The field size was changed from 2 to 20.
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The Subform
I nput data quickly and easily

1). Createthe Sub Form Control on a form.

a. Open the 2Employees® form.

b. Click onthe2Design View® button Jﬁ " | in the tool bar to change the forms view.
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c. Resize the Employees Form Frame and drag the edge of the detail areato makeit larger.

d. Click on the 2Subform/Subreport® button in the toolbox to add a Subform to the 2Employees®
form.

e. Click in the open area of the form to start the @ Subform/Subreport® Wizard. The first dialog
will ask what datais to be used for the subform. Click on the radio button labeled 2use an
existing form, then select the form called 2payroll° from the existing forms|list. Click the

aNext® button.
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f. Thewizard is now asking for the data on which the form and subform will be linked. In this
case the default settings are correct. We want to show all the records in the @2Payrol|° table for
each record in the 2Employees® table using the 2Employeel D° field from both tables. The
wizard used this default because of the 20ne-To-Many® relationship that was created between
the @Employees® and 2Payroll° tables. Click the 2Next® button.

g. Inthe next screen give the subform anew name or accept the default name. Click on the
aFinish® button.
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h. The subform will now be visible in the design view of the form. Move the subform to an
acceptable location of the form and preview it by clicking on the 2Form View® button. Some
adjusting has to be done to make the subform fit properly and look right on the form. Do this
by resizing in the design view then previewing in the form view.

i.  Now enter the following data:

a. For Ednalncahatoe Date: 3/30/2001 GrossPay : 305.65 Taxes: 45.85

b. For Thomas Warner Date: 3/30/2001 GrossPay : 289.22 Taxes: 43.88

c. For Wimberly Franco Date: 3/30/2001 GrossPay : 197.12 Taxes: 29.57

d. For RitaDiPasguale Date: 3/30/2001 GrossPay : 170.25 Taxes: 25.54

e. For JessFrank Date: 3/30/2001 GrossPay : 200.00 Taxes: 30.00
(Hint) Use the 2Find Employee® combo box to find the employee by their name. Then, in the
apayroll° subform area click on the @New Record® [*#] button from the 2Record Navigation®

bar.
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Advanced Microsoft Access 1
The Switchboard
Control Formsand Work Flow

1). Create a Switchboard.
a. Open the Pizza Palace.mdb Database if it is not already open.

b. Inthe menu bar click on the2Tools® menu and select 2Database Utilities > Switchboard
Manager°®

c. Because aswitchboard has not been created before, the @Switchboard Manager® will ask if a
switchboard should be created. Click on the button labeled 2Y es.°
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d. The&Switchboard Manager' will open the @Switchboard Editor.° The 2Main Switchboard has
already been created and is ready to be edited.

e. Thisdatabase requires three switchboards. The2Main Switchboard,® a2Forms Switchboard,®
and a2Reports Switchboard.® Click on the2New...° button to create a new switchboard. At
the prompt type the name of the new switchboard, @Forms Switchboard.® Click the 20OK®°
button to add the 2Forms Switchboard® to the Switchboard Pages® list.

f. Click onthe2New...° button again and create a switchboard named 2Reports Switchboard.®

28



g. With the2Main Switchboard® highlighted, click on the 2Edit¥4° button to add items to the
switchboard.

h. Click on the2New¥4° button to add individual items to the2Main Switchboard® using the
agdit Switchboard Items® dialog box.

i. Inthebox labeled 2Text:° type2Go to Forms Switchboard.® In the combo box labeled
aCommand:® select 2Go to Switchboard® if it is not already selected. Also, in the combo box
labeled 2Switchboard:© select @Forms Switchboard® and click the 20K®° button.

j. Click on the2New4° button again and add an item to go to the 2Reports Switchboard.® In the
box labeled 2Text:° type 2Go to Reports Switchboard.® In the combo box labeled
aCommand:® select 2Go to Switchboard® if it is not already selected. Also, in the combo box
labeled 2 Switchboard:° select 2Reports Switchboard® and click the 2OK® button.
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k. Click onthe®New¥4° button again and add an item to exit the database. In the box labeled
aText:° type 2Exit Database.® In the combo box labeled 2Command:® select 2Exit
Application.® and click the2OK® button to finish the 2Main Switchboard.®

Click on the2Close® button to go back to the main switchboard editor.

m. Highlight the 2Forms Switchboard® from the list and click on the 2Edit%4° button to add items
to the 2Forms Switchboard.®

n. Click on the2New¥4° button and add an item to go to the 2Employees Form® to add
employees. In the box labeled 2Text:° type @0Open Employees Form to Add Employees.® In
the combo box |abeled 2Command:° select 20pen Form in Add Mode.® In the combo box
labeled 2Form:° select 2Employees® and click the 20K?® button.
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0. Click onthe2NewY4° button again and add an item to go to the 2Employees Forme to edit
employees. In the box labeled 2Text:° type @0Open Employees Form to Edit Employees. In the
combo box labeled 2Command:© select 20pen Form in Edit Mode.° In the combo box |abeled
aForm:° select 2Employees® and click the 2OK®° button.

p. Click onthe2New¥4° button again and add an item to go back to the2Main Switchboard.® In
the box labeled @Text:° type 2Go Back to Main Switchboard.® In the combo box labeled
aCommand:® select 2Go to Switchboard® if it is not already selected. Also, in the combo box
labeled 2Switchboard:© select @Main Switchboard® and click the 2OK® button.

g. Click onthe2Close® button to go back to the main switchboard editor.
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r.  Highlight the 2Reports Switchboard® from the list and click on the 2Edit¥4° button to add
items to the @Reports Switchboard.°

s. Click on the@New¥4° button and add an item to go to the 2Current Employees Report.° In the
box labeled 2Text:° type 20pen Current Employees Report.© In the combo box labeled
aCommand:° select 20pen Report.° In the combo box |abeled 2Report:° select 2Current
Employees® and click the2OK® button.

t. Click onthe@New¥4° button again and add an item to go back to the 2Main Switchboard.® In
the box labeled @Text:° type 2Go Back to Main Switchboard.® In the combo box labeled
aCommand:® select 2Go to Switchboard® if it is not already selected. Also, in the combo box
labeled 2Switchboard:© select @Main Switchboard® and click the 2OK® button.
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u. Click onthe2Close® button to go back to the main switchboard editor.

v. Click on the2Close® button to finish the Switchboard.

w. To test the new switchboard go to the Forms and double click on the form called
aswitchboard.®
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X. The2Main Switchboard® will open with al of itsitems. Click on all of the buttons to make
sure that they all work.



Advanced Microsoft Access 1
Customizing the Startup

1). Customizethe Startup Property.
a. Open the Pizza Palace.mdb Database if it is not already open.

b. Inthe menu bar click on the@Tools® menu and select @Startup¥©

c. TheaStartup® dialog box will open.
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d. Type?@Pizza Paace® in thetext box labeled 2Application Title.° In the 2Display Form/Page®

combo box select 2Switchboard.® For the 2Application Icon,® click on the build _I button and
navigate to theicon file named 2pizza.ico.° Next, uncheck all of the check boxes except the
one labeled 2Display Status Bar.° Click the2OK® button to close the startup dialog box and
save the changes.

e. Exit the database, then reopen the database by double clicking on the @Pizza Palace.mdb file.
When it opens the Main Switchboard will appear and a basic menu bar will be available.

f. To edit the database after creating a startup, single click on the database icon to be opened.
Single clicking the icon will not open the database, it will simply highlight the icon. With the
database icon highlighted, hold down the shift key and press the enter key. Thiswill bypass
the startup and the database will open normally.
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