
TICR/CRC Microsoft Access 2003 Lab 2

Filtering by Form, 

Queries, and Reports

(These instructions refer to Access 2003 or prior versions, not Access 2007.)
In Lab 1, you created a database with two dynamic tables and one static lookup table, and you entered information from paper data collection forms into the two dynamic tables – both directly and via a form/subform.  In this lab, you will make a copy of an existing database and use it to filter data by form.  You will also learn how to create a query and a report based on that query.  Finally, you will learn to import new subject records into the database, append them to the subject table, and selectively update them.

Objectives

1. Filter by form.

2. Create a query.

3. Create a report based on the query.

4. Import an Excel spreadsheet containing new subject records.

5. Append (insert) new subject records to the subject table.

6. Update certain field values in some of the new subject records.

A. Apply “Filter by Form” on the subjects in a copy of the Infant Jaundice Study database

1. Get a copy of the file “InfantJaundice2010.zip” from the course website (leave the website open in your browser, as you’ll need to download a second file later in the lab).  Extract “InfantJaundice2010.mdb” from the zip file.  (Double click on the zip file.  Drag and drop the “InfantJaundice2010.mdb” file onto your desktop.)  Rename your copy (call it “InfantJaundice2010Lastname.mdb”), and double-click on your copy.

2. A “Main” form opens with your assignment for Lab 3.  (This is Lab 2, so don’t worry about it.)

3. Click on the button that says “Database Master Form”.  This opens the “master” form showing all the subjects in the database and whether the subject died before age five.

4. We will learn a little about filtering data using a form; we will verify that the subjects who died prior to age five do not have any exams in the database.  Click on “Records” in the menu bar then “Filter”—“Filter by Form” (or use the “Filter-by-form” icon on the toolbar).

5. The form you just had open will show but will be blank.  This is used to enter the criteria needed for the filter.

6. On the filter form, check the “Died” box (if it is not already checked) and apply the filter by clicking the “apply filter” icon on the toolbar.  (It looks like a funnel.)

7. How many of the subjects died prior to age five?  (The answer should be 4.)  Did any of them have exams at age five?  Now, remove the filter by de-selecting the “apply filter” icon.

8. Close the “Master” form.  Close the “Main” form.  Do not close the database or Access.

9. Open the database window.  (“Window” – “1: InfantJaundice2007.mdb: Database”)  The F11 key also works.

B. Design a Simple Query

1. Suppose you want a list of the American Indians in the study population.  One way to obtain this is to filter by form as you did above, but for reasons that are not worth going into, that won’t work.  Instead, we are going to learn to write a simple query.  In the database window, click on the “Queries” tab.  Create a new query in “Design” view.

2. In the “Show Table” dialog box, add the “Subject” table and close the dialog box.  You are now looking at the Access Query Designer.  (This is a nice graphical tool that obviates the need for you to learn Structured Query Language or “SQL”—pronounced “sequel”.)

3. The upper panel should show you the “Subject” table.  Below you see a grid with rows labeled “Field”, “Table”, “Sort”, “Show”, and “Criteria”.

4. Move the “Race” field from the “Subject” table to the “Field” row of the grid by either double-clicking on it or dragging and dropping.

5. Move the asterisk (“*”) from the “Subject” table onto the grid.  This means you have chosen all the fields from the table to display in the query.

6. Limit “Race” to American Indian by typing “1” in the criteria row of the grid under the “Race” field.  (If you check the “lkpRace” table, you will see that “1” corresponds to “American Indian or Alaska Native”.)

7. Uncheck the “Show” box under “Race”.  (Race will already be displayed as part of the asterisk “*”; there is no reason to display it twice.)

8. Click on the “Datasheet View” button or the “Run” button (which looks like an exclamation mark).

9. How many American Indians were in the dataset?  What can you say about them?  (There should be two, Mason and Austin, both boys, one had neonatal jaundice and one didn’t.)

10. If you want to see the SQL (Structured Query Language) for your query, choose the “SQL View”.

11. Close the query and save as “LastnameAISubjects”.

C. Build a “Totals” Query for a Report

1. Now you want to report on the study subjects by race.  You will create a “Totals” query that provides the basis for the report.

2. Start a new query in “Design View”.  In the “Show Table” dialog box, add the “Subject” table and close the dialog box.  Once again, you are looking at the Access Query Designer.

3. Move the “Race” and “SubjectID” fields from the “Subject” table to the “Field” row of the grid.  It will be more convenient to have “Race” on the left and “SubjectID” on the right in the grid. 

4. Add the “Totals” row to the query design grid using “View—Totals”. (Or click the “totals” icon on the toolbar)

5. Leave “Group By” in the “Totals” row of the “Race” column.  (This will summarize the data for each race in the study.)

6. In the “SubjectID” column, change “Group By” to “Count”.  (This will count the number of subjects for each race.)

7. View the results of your query by either changing to datasheet view or “running” the query (by clicking on the exclamation mark “!”).
8. How many subjects had the Race field blank?  

9. If you want to see the SQL code for your query, choose the “SQL View”.

10. Close and save the query as “LastnameCountsByRace”.

D. Create a Report

1. Click on the “Reports” tab of the database window.

2. Click on “New”, select “AutoReport: Tabular”.  The data should come from the query you just created, “LastnameCountsByRace”.  Click “OK”.  Your report will appear in Print Preview.

3. Switch to Design View.

4. Insert a row in the report to total the subjects over all the races.  This is a little tricky.  There is a gray bar at the bottom of the report (in “Design” view) labeled “Report Footer”.  If you position your mouse over the bottom of this gray bar, you can drag it down and actually see some white space for the report footer.

5. Once you have some white space in which to place a control, you can insert a “Text Box” control from the Toolbox onto the report, just as you inserted a “subform” control on a form in Lab 1 (remember: View – Toolbox).  Place the new control where you want the total patients field to display, but make sure it’s in the “Report Footer”, not the “Page Footer”.

6. Click in the label for the control, which will say something like “Text9” and change it to “Total”.

7. Right-click on the control itself (which will contain the word “unbound”) and choose “Properties”.

8. If you don’t already have the “All” tab choice showing, click on it.

9. Change the name to “TotalPatients”.

10. Change the control source to “=Sum([CountOfSubjectID])”  (no quotes)

11. Close this dialog box by clicking the X in the upper the upper corner.

12. Change back to “Print Preview”.  Note what you would like to change about the report.  For example, you probably want to change the label containing the report title from “LastnameCountsByRace” to “Subject Counts By Race” and you probably want to change the label containing the column head “CountOfSubjectID” to “Number of Subjects”.  You also want to move the total number of subjects so that it lines up under the subject counts by race.

13. Switch back to Design View and make these changes.  Try to make the report look good enough to submit as part of a quarterly submission to the NIH or another funding agency.  (But it’s okay to have a row where “Race” is blank.  You will see why this happened in the Section G.)

14. Once your report is in final form, save it under the default name “LastnameCountsByRace”.  
15. If you would like a paper copy of your report, print it out.  But to complete this assignment, you must save the report as an “rtf” (rich text format) file.  Do this by selecting your report in the database window and choosing File- Export from the menu bar.  In the “Save As” field on the dialog box, choose “Rich Text Format (*.rtf)”.  Name the file LastnameCountsByRace1.rtf.  At the end of this lab you will e-mail this file “LastnameCountsByRace1.rtf” and another rtf file “LastnameCountsByRace2.rtf” to the course email: ucsfdbclass@yahoo.com.

E. Import Subject Records in an Excel Spreadsheet

1. Suppose you receive an Excel spreadsheet from the hospital registration system containing the subject-specific information on 355 additional study subjects born in 2007 or later.  You need to import this Excel file and append the 355 subject records to the “Subject” table.

2. Obtain the Baby2007.xls file from the course website.  Note the folder name to which you save the file.

3. Import the file into the Access database using “File” – “Get External Data” – “Import”.  You are looking for “Files of Type: Microsoft Excel (*.xls)”.  Find the “Baby2007.xls” and import it.

4. An “Import Spreadsheet Wizard” should open up.  The spreadsheet you downloaded is structured nicely with columns and column headers that closely resemble a database table; because of this, the import wizard will have no problem detecting how the dataset is laid out.  Keep clicking “Next” until you get to where it suggests letting Access add a primary key.  You want SubjectID to be your primary key.  Then click “Next” and “Finish”.

5. You should now be able to find and open a table named “Baby2007”.  The table should contain records for 355 subjects born in 2007 or later.  You can verify that 72 of them had neonatal jaundice.  You may note a problem with the “Race” field.  One of the codes in the Race field is “6” for “Latino/Hispanic”, and there is no “Ethnicity” field.  This is a common problem which we will address shortly.

F. Append (Insert) New Records to the Table of Study Subjects

1. Create a new query in “Design View”.  Add the “Baby2007” table that you just imported.

2. Convert the query from a “Select” query to an “Append” query using the “Query…” menu item or the “Query Type” button on the command bar.  You want to append to the “Subject” table.  (Append queries use the SQL insert command to add records to an existing database table.  Because it modifies data rather than just displaying it, an append query is considered an “Action” query and has an exclamation mark (!) next to it.)
3. Move the “*” into the Field row of the Access Query Design grid, either by double-clicking or dragging and dropping.  This means that you want to append all the fields from the “Baby2007” table to the “Subject” table.  (Fortunately, the field names match.)

4. Run the query by clicking on the exclamation mark “!”.  You should append 355 rows.

5. If you want to see the SQL insert statement that you just executed, choose “SQL View”.

6. Close the query.  No need to save it.

7. Re-run the report “LastnameCountsByRace” that you created in Part D of this lab.

G. Update the Latino and Race Fields on the Newly Appended Records

1.
In your report you may notice something funny going on with the rows where race is blank.  This has to do with the Latino patients.  The hospital registration database treats, “Latino/Hispanic” as a race with “RaceCode” = 6.  The study database handles Latino subjects by marking the “Latino” yes/no field with “yes” or “true”.  Because the study database gets its data from the hospital registration system, the “Race” field is blank on all Latino patients.  Close the report.

2. In order to remain consistent, we have to identify all the newly imported subjects with “RaceCode” = 6, update the “Latino” field to “yes”, and change “RaceCode” to null.

3. Start a new query in Design View and add the Subject table again.  Pull the “DOB”, “Race”, and “Latino” fields onto the grid.

4. Put “6” in as the criterion for Race, and run the query.  There should be 75 subjects, all born in 2007 or later, with Race = 6 (for Latino).  The Latino field is no (false) for all of these.

5. RaceCode = “6” is not associated with any text in the “lkpRace” table.  To solve this problem, open up the lkpRace table (Database window, Tables tab, double-click on lkpRace) and add RaceCode = “6”, RaceText = “Latino/Hispanic”.  This should eliminate the blanks in your query results. Re-run the report “LastnameCountsByRace” that you created in Part D of this lab. Now you explicitly see the 75 Latino/Hispanic babies added in Part F labeled as such. This is still not, however, consistent with current US government race reporting standards (and our study database’s convention), which call for Latino/Hispanic to be coded as a separate field. We’ll correct this now.

6. Using the same query you just created, convert it from a “select” query to an “update” query.  In the “Update to” row (NOT the “Criteria” row), put “Null” in the Race column and “True” in the Latino column.  Leave 6 in the criteria for the race field

7. Run the query.  You should be updating the 75 subject records that we identified above.

8. Re-run the report “LastnameCountsByRace” that you created in Part D of this lab. (Note:  You do not have to change anything in the report design.  It will summarize the data as updated.  This is one of the beauties of database queries and reports; they are dynamic.)  What happened to the 75 Latino babies added in Part F?  We are now in conformance with current race coding conventions.  (And it is okay that 153 of the study subjects have no race recorded.  These were Latino babies whose race was not established – just their ethnicity.)
9. Export it to an rtf file as you did in Part D, but this time name the rtf file “LastnameCountsByRace2.rtf”.

10. To complete this assignment send both of the rtf files, “LastnameCountsByRace1.rtf” made prior to importing the new 2007 records and “LastnameCountsByRace2.rtf” made after importing and updating the new records, to the course email (ucsfdbclass@yahoo.com) as email attachments.
H. Delete Query

1. Now you want to return the database to its original state using a delete query.

2. Create a new query in “Design View”.  Add the “Subject” table.

3. Change the query type from “Select Query” to “Delete Query”.

4. Add the “DOB” field to the grid.

5. In the “criteria” row of the “DOB” column, type >= 1/1/2007.  Notice that Access will automatically insert # signs around the date – this is normal.

6. Run the query and delete 355 rows.  (You may be thinking that this is dangerous – it is.  In real life, you should be very careful to make backup copies of tables before running action queries that will update, insert, or delete records.  You can copy and paste tables using CTRL+c and CTRL+v from within the Access database window).

7. If you want to see the SQL “Delete” statement that you just executed, look at the SQL View.

8. Close the query.  No need to save it.

9. Now open the “lkpRace” and delete the record for “Latino/Hispanic”.  Delete the whole record (row), by clicking on the gray square at the far left of the row and then hitting the delete key.
This completes Lab 2.  You have worked with a study database and filtered records by form, created select queries, including a “Totals” or “Group by” query, written a report, imported an Excel spreadsheet, and created three action queries: an “append” or insert query, an “update” query, and a “delete” query.

Make sure that you send both of the rtf files, “LastnameCountsByRace1.rtf” made prior to importing the new 2007 records and “LastnameCountsByRace2.rtf” made after importing and updating the new records, to the ucsfdbclass@yahoo.com as email attachments by 1/25/2010
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