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PRINTING AND RENAMING

A DATABASE TABLE

Nﬁo“ Ensure that the database Cars is open.

w\o“ Open the database table Vehicles.

#w cary ; Dalsbass [Acoes J000 113 funmat)

B Vehicles

Table

D i 8 L 0 T

KSGT ERT
Hads LRk
EN13 TRY
JB98 GHY
HEZD Y

448 HEE
I FET

METALLE BLUE
WHITE

£ gEm
955500
£4,155.00
i 595 00
112 206 00

£ 450 00

11 556 0
£11 (0

N"“o“ To print out the entire table simply point and click on the Printer icon on the

toolbar.

El Microsoft Access

E Vehicles : Table

e Cars : Database (Access 2000 file format)

hake hodel Fegistration Mumber Colaur
VR ASTRA  KBB7 ERT WWHITE
WA |CAVALIER H446 URN | SILVER
WX (CARLTOM  ET13 TRY LS
VR MOVA 838 GHY CRIMSON
VR (CALIBRA | HEZ3 JKY (GREY
FG | 205 | G448 HGE |METALLIC BLUE
PG 205 (B331 FET VHITE

mrrr
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Note that when you print the table in this fashion, you are not able to modify
any printer settings — if your printer is set up for A4 portrait printing, you may
find that your table gets spread over two pages.

CHANGING THE PAGE ORIENTATION

If your table is too wide to fit onto a sheet of A4 paper in portrait orientation,
you can print it out in landscape by changing the printer settings (assuming
that your printer supports landscape printing).

N’.ﬁo“ To achieve this, access the Page Setup... option on the File menu, as below.

F usereantt Aeens

pnation burmiar Humbar of deors | Ssle Prce | MOT gupies
ERT WHITE FH05E5.00
URN ELVER % 988 00
=Y L 4,196 00
FHY CRMSON 5 55 00
JKY GRE f178am
HGE METALLIC BLUE £5 S0 0
FET 1 58500
=Y 11 25500
YUE 5 B9 00

GFT

=T

ALP

BT

i Yopps ComiralPETLY e ity by METALLIC HED
& b ek KL WHITE

TIP DARK BLUE

4 MOERC T, e tenter AR DE METALLIC GREY

GHU FLVER

312000
1% 72800
15 495 (0
£330 (0
£5, 565 11
£356.00
£5955.00
7 =000
4400

£01 00

Al U L e R L LD ke iR Lh

Ol ih Lh ith e -

Margins | Page |

Margins (millimeters) Sample

Top:
Botkom:
Left:
Right:

Print Headings

|
[, Ok J[ C|nce| J

N&O“ Point and click on the Page tab to bring up the following dialogue box:
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Page Setup

Margins

Orientakion

Paper

Size:

Source:

" Portrait

I Automatically Select

Printer For Wehicles
(%) Default Printer
") Use Specific Printer

Page

- l:E:' Landscape |

[ //OK H\[\Cancel ]

N\\O“ Select Landscape and then click on OK.

N\\O“ Print out the entire table again by pointing and clicking on the Printer icon on
the toolbar as before.

Note that it may be necessary to change the Page setup each time that you
generate a print — Access does not store the setting for future use.

If you examine the previous printout, you will see that the “header” section
contains pre-defined information:

The name of the table is printed centrally, and the date is printed on the right

hand siaé\

hbke | hodd

T~

ohicles 05022002

[PAIHALL  ASTRA
|WALKHALL  CAVALIER
heslHALL  CARLTON
[MALKHALL MDA,
|MALKHALL  CALIBRA
|PEUGEOT  z05
|PEUGEOT  Z05

| Fegistration Mumber | Colour  |Mumberof Doors|  Sae Price | MOT expires
KT ERT WH

446 IRH
EN3 TRY
£202 GHY
Ha23 JKY
G499 HGS
B FET

50 £10,995.00 134006
SIVER 5 £9.905 00 1207 22006
R INE 4 £4,19500 27872006
RED 2 £520500  05AC/2006
GREY 3 £13.995.00 172006
METALLIC BLUE 5 fE46000 28072006
MHITE 4 £1,80500 22472006

Page 1
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You only have very limited facilities for changing the layout and content when
printing a table, and do not have direct access to the header and footer
sections like you do in other Microsoft applications.

One way of overcoming these limitations is to take advantage of the fact that
the table name is automatically included on the printout. To get Access to
include your personal details (i.e. Name and centre no.) on a table print, you
can change the name of the table to something like:

Vehicles - Anne Green — 12345

This table name will then be printed in the header section automatically.

To see this in action, you will now change the name of the table Vehicles to

Vehicles — Your name — 12345

N-,ﬁO“ To rename a table, you must first close the table by clicking on the close
window button.

#w cary ; Dalsbass [Acoes J000 113 funmat)

B Yehicles : Table

KSGT ERT £ gEm
Hads LRk 955500
EN13 TRY £4,155.00
JB98 GHY i 595 00
HEZD Y 112 206 00
5449 HiZE METALLE: BLUE

I FET WHITE

Recoedi [14) « [ v [e Jrifemjat 7
L

This will take you back to the main database window.

It is from this screen that you can change the names of the objects in the
database.
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E  Craate tabie by erterrg dats

Ry

&0“ With the Tables tab selected your Vehicles table will be listed. Point and right
click on the Vehicles table name, so that the screen appears as below:

e s Stew | W 5 T
] Crasks table i Design view
m || Bl oot table by wirg racard

|
Dty

[Desagn Yiews
Erint.

Frink Fresiew
Lt 3

Loy

&0“ Point and left click on the Rename option, so that the screen appears as
overleaf:
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= Cars : Database (Access 2000 file format)
[gopen & Design SMew | X | 2o T

Objects 2 createtablein Design view

Tables

Queties

Create table by using wizard
Create table by entering data
=WF=ricl==

Forms
Reporks
Pages

Macros

BoWoghE W&

Modules

aroups

3 Favorites

N,ﬁﬁ“ Replace the table name Vehicles with Vehicles — Your name — Centre No.

Egpen ggesign '-ﬂﬂew | X | 4p Tz

Objects Z]  create tablein Design wiew

Tahles 2]  Createtable by using wizard

2] create table by entering data

Queties
= [vehicles - Anne Green - 12345] |

Farms

Reports

Pages

Macros

Madules

P W ogh B [ G|

Groups

%] Favorites

N,ﬁﬁ“ Point and left click in a blank screen area to finalise the change.

N,ﬁﬁ“ Open and print out the table and see the effect of the change — the new name
of the table will be printed at the top of the page.

Rename the table again as Vehicles, close the database and tackle the
following three tasks.
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Practice Task 1

OPENING A DATABASE
RENAMING A TABLE
PRINTING A TABLE

The data file required for this exercise is: Crime3

1. Switch on the computer

2. Login using your username and password

3. Load a database application

4. Open the database file Crime3

5. Rename the database table Crime as Crimenew

6. Print a single copy of the table Crimenew in Landscape orientation,
ensuring that all data and headings are fully displayed on the printout

7. Close the database table
8. Close the database file

9. Close the database application

End of task
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Practice Task 2

OPENING A DATABASE
RENAMING A TABLE
PRINTING A TABLE

The data file required for this exercise is: Wait3

1.

2.

3.

7.

8.

9.

Switch on the computer

Login using your username and password
Load a database application

Open the database file Wait3

Rename the database table Wait as Waitnew

Print a single copy of the table Waitnew in Portrait orientation,
ensuring that all data and headings are fully displayed on the printout

Close the database table
Close the database file

Close the database application

End of task

Copyright Martin Barrett 2008 WWwWw ] ustclait.co.uk

Page 22 of 112




CLAIT LEVEL 1 - UNIT 3 - DATABASE MANIPULATION

Practice Task 3

OPENING A DATABASE
RENAMING A TABLE
PRINTING A TABLE

The data file required for this exercise is: Happ3

1. Switch on the computer

2. Login using your username and password

3. Load a database application

4. Open the database file Happ3

5. Rename the database table Happ as Happnew

6. Print a single copy of the table Happnew in Landscape orientation,
ensuring that all data and headings are fully displayed on the printout

7. Close the database table
8. Close the database file

9. Close the database application

End of task
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