Find, Filter, and Form Steps

Directions:  Make sure the FBLA database is open.  You will follow the steps below to learn how to find information in a database table and to filter information from a database table.

Find Command

1.
If the Security Warning appears below the Ribbon, Click Options, click the Enable this content option button, then click OK.

2.
Find is a quick way to look for information in Access – especially large tables.  

3.
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Click on the Find tool located on the Home Tab in the Find section

4.
You can match Any Part of Field, Whole Field, or Start of Field 

5.
You can Look in the entire table or within a column

6.
Let’s Try it!

a.
Open the Member Information Table

b.
Click in any field

c.
Choose Find

d.
 Look in – Member Information

e.
Match – Any Part of Field

f.
Search –All

g.
In the Find What box, type Ha and Find Next

h.
This will find each occurrence of the letters “ha”

7.
Try another

a.
Open the Member Fundraiser Table, search for $12 in any field in the table

b.
When you click Find Next – you should have 3 different occurrences of this number

Filter Command

1.
Filter allows you to extract information based on given criteria.

2.


Use the filter button on the Home Tab in the Sort and Filter section OR click on the drop-down button beside the field name

3.
Select the criteria you would like to filter

4.
Let’s try it!
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a.
Open the Member Point System Table

b.
Click in the Community Service column

c.
Click on the Filter button or Community Service drop-down button

d.
We want to see a list of members who have 15 community service points.  Deselect all numbers except 15  (15 should be the only number with a checkmark)

e.
You should now only see records that match this filter criteria

f.
To clear this criterion, click on the Filter button and choose Clear Filter…. Or click on the Toggle Filter button

5.
For the next filter, you need a list of members who have earned 20 or more competitive event points.

a.
Click on the Competitive Events drop-down 

b.
Choose Number Filters

c.
Greater than 20

d.
The five students in this filter are:  Jessica Moore, Kaitlyn Jones, Brittany Johnson, Rob Davis, and Taylor Thomas

6.
Click on the Toggle Filter button to turn this filter off or Choose the Advanced button and choose Clear All Filters

7.
Now, you will filter by selection:

a.
In the Fundraisers column, select 10

b.
Click on Selection button and choose Equals 10

c.
This should result in two student’s names – Kaitlyn Jones and Doug Jones

d.
Turn the filter off to begin the next filter

8.
The last type of filter is the Advanced Filter

a.
We need a list of all members from Washington and in the 9th grade

b.
Open the Membership Information Table and click on the Advanced button in the Sort and Filter Section, then choose Advanced Filter/Sort command

c.
In Column 1, Choose the Last Name Field; In Column 2, Choose the First Name Field; in Column 3, Choose the Grade Level Field and in the Criteria section type =9; in Column 4, Choose the City Field and in the Criteria section type =Washington

d.
Choose the Advanced button in the Sort and Filter Section and Apply Filter Sort

e.
This should result in two student’s names – Milton Smith and Doug Jones

f.


Choose the Advance button and Clear All Filters

Creating Forms 

1.
The Form button creates a form that allows you to enter information one record at a time.  All fields appear.

2.
Select the Member Information Table and click the Form button

3.
This will place the table in form view to display 1 record at a time.  You can change the AutoFormat and other items using the tools on the new Format Tab 

4.
Save this form at Member Information Form

5.
The Split Form button creates a form that splits the screen. In the top pane, the form appears; in the bottom pane, the datasheet appears.  All fields appear.

6.
Select the Member Fundraiser Table and click the Split Form button

7.
This will show the split form – save the form as Member Fundraiser Split Form

8.
There many ways to create a form including a Form Wizard by choosing the More Forms button

9.
Use the Form Wizard to create a Form for the Member Point System table – include all fields

10.
Save as Member Point System Form

