Contents

Getting Started

Introducing Access 8
Launching the Access app 9
Exploring the user interface 10
Customizing Quick Access 12
Managing files Backstage 14
Personalizing Access options 17
Converting older databases 18
Using Access templates 20
Searching for templates 22
Getting some Help 24
Applying Access updates 26

Designing Databases

Arranging related data 28
Understanding relationships 30
Developing database design 32
Producing data Tables 34
Optimizing database design 36

Creating Tables

Exploring the Table window 38
Working in Datasheet View 40
Formatting Datasheets 42
Working in Design View 44
Managing rows 46
Setting the Primary Key 47
Selecting data types 48
Attaching objects 50

Calculating fields 51



Specifying field properties
Stating Validation Rules
Creating an Input Mask
Defining a Default Value
Referencing Indexes
Providing a Lookup Column

Defining Relationships

The Relationships window
Specifying relationships
Enforcing integrity
Specifying Join properties
Directing Joins

Handling Data

Entering data

Using the Clipboard
Copying data to/from Excel
Importing data from Excel
Importing data from Access
Managing import tasks
Exporting data from Access
Filtering data

Totaling fields

Checking spelling
Formatting Tables

Making Queries

Introducing Queries
Employing the Query Wizard
Working with Query Design
Adding criteria to a Query
Querying multiple Tables
Stating criteria for numbers
Specifying criteria for text

52
53
54
55
56
58

62
64
66
68
70

72
74
76
78
83
87
88
94
96
97
98

102
103
106
108
109
110
111



Creating a Make Table Query 112

Creating an Append Query 114
Creating an Update Query 115
Creating a Delete Query 116

Coding Queries

Introducing SQL 118
Exploring the SQL window 120
Using the SELECT clause 121
Using the WHERE clause 122
Employing SQL functions 123
Combining UNION Queries 124

Producing Forms

Designing a Form 126
Entering data via a Form 128
Filtering Form data 130
Employing the Form Wizard 132
Providing a Simple Form 135
Offering a Split Form 136
Presenting Multiple Items 139
Finding a record 140

Enhancing Forms

Working with Design View 142
Employing the Field List 143
Working with Layout View 144
Adding Headers and Footers 145
Adding controls to a Form 146
Fine-tuning Form controls 147
Changing control properties 148
Creating Calculated controls 149
Adjusting the Tab Order 150
Producing a Tabbed Form 151

Using Command Buttons 154



Displaying a Modal Dialog 156
Executing Macros 160

Supplying Reports

Exploring the Report Wizard 162
Providing a Simple Report 166
Working with Design View 167
Adding fields to a Report 168
Adding controls to a Report 169
Adding Headers and Footers 170
Sorting and grouping data 171
Printing labels 172
Setting custom label sizes 175
Using Print Preview 176
Printing Reports 177
Sending Reports via email 178

Sharing Access

Protecting with passwords 180
Preventing alteration 182
Securing with backups 183
Splitting databases 184
Interacting with SharePoint 186

Index 187




a Getting Started

Welcome to the exciting
world of databases with
Microsoft Access. This
chapter describes the
Access environment and
demonstrates the Access

user interface.

Introducing Access

Launching the Access app

Exploring the user interface

Customizing Quick Access
Managing files Backstage
Personalizing Access options
Converting older databases
Using Access templates
Searching for templates
Getting some Help

Applying Access updates
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The New icon pictured
above indicates new
features of Access.

N

wot U°
Start thinking about your
database now. What do
you want it to do? What
information do you need
to store in the database?

Introducing Access

Access is the latest version of Microsoft’s popular Relational
Database Management System (RDBMS). The Access application
(“app”) lets you manage all types of data with ease:

Store and manipulate data in Tables
Retrieve specific data by making Queries
Provide user-friendly data entry Forms

Supply attractively-styled data Reports

Share data with colleagues using Access

Access is, however, much more than a means of storing and
retrieving data. If you want to, you can build complete software
apps limited only by your requirements and creativity.

You don’t need to be a computer programmer to use Access as
you can use nearly all of Access’s functionality without entering a
single line of code. All that is required is some forward planning
and a clear idea of what purpose the database should serve.

What is a database?

A database is simply an ordered collection of records. For example,
the Rolodex you may have on your office desk is a type of
database. Open it up and you have the names, telephone numbers,
and addresses of your business contacts.

In a computer, database information is organized in a much more
structured way but the general idea is the same. Access keeps data
in Tables. A Table is like the Rolodex — it contains all the data we
need. Each row of the Table contains data about a specific thing.
In a Rolodex it would be a business card. The columns of the
Table help us to organize the data. Each column contains some
specific item of data, such as the address of a contact.

The next chapter describes how databases are structured and
demonstrates how to create them, but the rest of this chapter is
devoted to getting you started with the Access app.



Launching the Access app

Access is typically launched by clicking the Access item on the
Windows Start menu, to open the “Start” screen. Here you see
a range of ready-made templates, and a list of recently-opened
Access files that you can click to reopen:

iy MG

0 Click on the Blank database template icon to begin

creating a brand new Access database

See a dialog box open
that suggests a default
name for the database

and a default location —

on your computer

Accept the suggested
defaults, or edit the
dialog box to provide
your preferred name and
location — for example,
rename the database as

P

i LR
frerass

-

“FirstDatabase” and choose a C:\MyDatabases folder

Click on the Create button to complete the creation of
the new database at your chosen location — the database
will now open in the Access user interface

wﬂ'ﬂ'

| —
Access can also be
launched by double-
clicking on an existing
database file icon. In that
case, Access immediately
opens that database in

its user interface, by-
passing this Start screen.

wﬂ'ﬂ'

| —
You may, optionally, omit
the .accdb file extension
when choosing a name —

the file extension will be
added automatically.
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| —
Press the Alt key to
see keyboard shortcuts
appear next to each
Ribbon icon — press a
shortcut key to activate
the associated icon.

ot P

| —
When you have a lot of
windows open and space
is at a premium you
can close the Ribbon by
double-clicking the tab
that is currently selected
— click any tab to reopen

the Ribbon.

Exploring the user interface

The Access user interface comprises several components that
allow you to work efficiently with databases. In common with
other apps in the Microsoft Office suite there is a “Ribbon” that
intelligently groups related command icons on several menu tabs.
Below the Ribbon is a Navigation Pane, containing icons that
represent objects within the current database, and a Table window
in which to view and edit the database content. Additionally, there
is an editable Quick Access Toolbar for commands you frequently
use, and a Status Bar that provides useful information:

Ribbon
groups

Command icons
(click to execute)

Menu tabs
(click to select)

Quick Access
Toolbar

Status Bar Navigation Pane Table window

'The Table window provides two possible views of the database:

® Datasheet View — displays the data within the database and
allows you to enter and edit data, but does not allow you to
change the format of the database.

® Design View — displays the format of the database and allows
you to change the format of the database objects.

To choose the view of an opened Table:

a Select the Home tab ; Home - Creste
i
9 Click the View icon in the “Views” - Ve
group, then choose a view option — ]:(
for example, choose Design View Oy Vhem 1



...cont’d
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See Design View open in the Table window and notice
that the Design tab has become automatically selected
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'The Navigation Pane makes finding database objects such as
Tables and Queries easier by filtering them according to their
type, the date they were created, and their group:

At the top of the Navigation
Pane, click the arrow button
\ E

From the drop-down menu that
appears, select a category by

clicking the category name once
— such as “Filter By Group” g

I@ SRzt Type
Tables and Relnlsd Viens
If any object groups exist, you Lrested Dats

\j;lb:l'-ed Dats

can further refine your filter by P by G
clicking once on a group name Taies

s

e

All Access Objects

o
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Navigation Pane with the
Queries database object
type filter applied
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When first switching to
Design View, a dialog
may appear allowing
you to choose a table
name — you can use
the suggested name
("Table1”) or choose
another name.

L et e

The Navigation Pane
displays all the database
objects — Tables that
store data, Queries that
search data, Reports
that explain data, and
Forms for data entry.

—

You will add database
objects as you construct
an Access database.
Select any object in

the Navigation Pane
to open it in the Table
window for modification.




o]
Q
+
—
T
=
wn
(@)
c
k=]
55
()
O

Dot

| —
Buttons on the Quick
Access Toolbar appear
“grayed out” if that
action is not available.
Here, Save and Undo
actions are available, but
Redo is unavailable.

N
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| —
To add any action to the
Quick Access Toolbar
simply right-click it on
the Ribbon and select
the Customize Quick
Access Toolbar option.

Customizing Quick Access

The Quick Access Toolbar provides quick and convenient access
to commonly-used commands such as Save, and is normally found
at the top left of the Access screen.

By default, the Quick Access Toolbar features only three buttons
— Save, Undo, and Redo. Although these are useful in themselves,
the choice of action is somewhat limited. As your confidence with
Access increases, you will soon want to have certain actions within
easy reach. Happily, you can customize the Quick Access Toolbar,
and add or delete extra buttons.

Customizing the Quick Access Toolbar

File Home Create

a Click the arrow at the end of the Quick Access Toolbar —
to open a drop-down menu

Customize Quick Access Toolbar

9 Click a menu item to add i

. Open
that command to the Quick

v Save
Access Toolbar. Some of the -
most useful commands can Ousick Print

be added to the Quick Access Print Preview
Toolbar using the drop- Spelling

down menu, but many more v Undo

commands are available v Redo
Mode
Refresh All

e Click the More Commands...
. Sync All
menu item — to open the
. . Touch/Mouse Mode
“Access Options” dialog,
More Commands...

shown opposite
Show Below the Ribbon



...cont'd

Select the Click here to Click here Change the
action to see different to add the order in which
add here groups of selected action actions are
actions displayed on
the Toolbar
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If you make a Click here to Click here to
mistake, click Reset confirm your cancel your
to undo your changes choices choices

Repositioning the Quick Access Toolbar
a Click the arrow at the end of the Quick Access Toolbar

Click the Show Below the Ribbon menu option to
position the Quick Access Toolbar below the Ribbon

File Home Create External Data

HR ¢ =

[t's often convenient

to distinguish between
different groups of
actions according to
their function, for
example separating file
access actions from Table
creation actions. In order
to separate actions on
the Quick Access Toolbar,
choose the Separator
action.

To return the Quick
Access Toolbar to its
default position, click the
arrow button, then click
the Show Above the
Ribbon menu option.



Managing files Backstage

The File button on the Access menu opens the “Backstage” screen

Getting Started

- where you can perform both file management and database
administration tasks. The Backstage screen allows you to Open,
ot 9P Save, and perform maintenance operations on your database.
| —

To open the Backstage
screen quickly, press the
Alt + F keys. File Home Create External Data

Opening a database
Click the File menu button
Click Open from the Backstage menu

Select Recent, OneDrive, or This PC to choose the
database location — for example, select This PC

Select the folder containing the database — for example,
select a folder at C:\MyDatabases on your computer

Double-click the database file icon to open that database

L e e o T R A L e Vg b e r - o
L i boagm
wﬂ? i
e oo e s A L e -
N o o g Labuy
You can click on the i g reb—
. . ot
Folders item to navigate = e
Do ananei ot

to other folders.




...cont’d

By default, Access opens a database in a restricted mode of
operation. Specifically, it disables the execution of “Visual Basic
for Applications” (VBA) code and Macros. To enable all the
features of the database, click the Enable Content button on the
“Security Warning” that appears between the Ribbon and the
main database window, or click the link to see more information:

Fis ure Cipais Falermasl Dials Dol sl Tood Lo

BT el Wmﬂgam;

Al Access Objects " Tl Pas g e

This opens the Backstage screen, where you can discover what
content has been disabled. Click the Enable Content button then
choose the Enable All Content option to enable all the features of
the database, or choose Advanced Options to enable only specific
teatures of the database.
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Saving a database

Click the Save button on the Quick
Access Toolbar

Or, click the File button to open
Backstage, then click the Save option

Only enable content

if you are absolutely
certain that it doesn't
contain malicious code.
In most cases, such code
would only be present

if you were opening a
database from

someone else.

wet 49
| —
To save a database

quickly at any point,
press the Ctrl + S keys.
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Creating a new database

| —
By default, Access
suggests the name
“Database” followed
by a number - for
example, “Databasel”.
Avoid naming your
databases in this manner,
as having similarly-
named databases can be
confusing and may cause
errors.

Click the File button to open Backstage

Click the New menu option

Click the Blank database icon

Enter a name for your new database in the
dialog, and choose a location at which to
save the database on your computer

Press the Create button

Blank database
i\__ S Lt s A e a1 e ol
Fie e
VBB OB

[REL ST

Closing a database and exiting Access
Although Access is a great app, there will come a time when you
want to close a database and switch off Access:

a Click the File button to open Backstage

9 Click the Close menu option — to close the

currently-open database

Click the X button at the top right of the
Access window, or press the Alt + F4 keys




Personalizing Access options

The “Access Options” dialog contains various settings that affect

the way you view and interact with Access. For example, you can
decide whether or not you want feature descriptions to appear in
the Screen Tips such as the one below, which appears when you

place your cursor over the Table icon on the Create menu:

Table

Create a new blank table. You can
define the fields directly in the new
table, or open the table in Design
view,

e Tell me more

Click on the File button to open Backstage

Click on the Options menu item, located at
the bottom of the Backstage menu

Click the menu items at the left-hand side of the “Access
Options” dialog to switch between sets of options

Click on the drop-down menus to change option settings

N

‘mﬂ
Farerdl wh Bérer uctiom far msring mith s -
it Dilabaie - .
— o e s Notlge that you can
Otct Do P B i P specify a default
Fastey el | database folder of your

choice in this example.
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Access has introduced
the option to have
Colorful, Dark Gray,

# S Black, or White themes.
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| —
Although it's always
a great idea to back
up files, it is not
necessary to backup an
Access database when
converting to other
file formats, as Access
generates a new COPY
of the current database.
It does not replace the
current file. This means
that converting in either
direction leaves you with
both an ACCDB file and
an MDB file.

@

| —
After you've converted
a database to the newer
ACCDB file format you
will no longer be able
to use it with the earlier
version of Access.

Soret

| —
By default, a converted
database retains the
original name but
gets the different file

extension.

Converting older databases

Access makes it easy to open and work with a database created
with an older version of Access, such as those in the MDB (.mdb)
file format used by Access 2003. The older database will look and
feel exactly the same as a database created with later versions of
Access — but you won't be able to make use of the newer features
available in modern Access. Luckily, Access can quickly convert
your old database to the newer ACCDB (.acedb) file format so
that you can use the newer features in modern Access:

0 Open the database you want to convert in modern Access,
then click the File button to open Backstage

e Click the Save As menu option
e Choose Save Database As under the “File Types” heading

Double-click Access Database (*.accdb) under the “Save
Database As” heading — to open a “Save As” dialog

T st e Mo e £ B0 = VoLt B i o S M e B - e il e | = o ]
Save As
Fie Types Save Database As

Dol Filw Troed
0" hoorms Dusdomen skl
[ ——

n' S Detaline &

Sawm DOject A b sy e ——— L
{15 B it
[peee ]
e Choose a i [ i P -
location, then it Ll
S bk viam
click the Save B i H
button to create =
AL
a converted copy
of the old-format N
e b Bl e Dl ©a il
database
P Toap = T

e Click the OK button to dismiss the warning dialog



...cont’d

Microsoft Access

This Database has been upagraded to the Access 2007 File Format.
The new database cannot be shared with users of Access 2003 or earlier versions.

For more information about conversion, click Help.

Converting databases to older formats
You may sometimes need to convert your modern Access database
to a file format that will work with previous versions of Access:

Open the database you want to convert in modern Access,
then click the File button to open Backstage

Click the Save As menu option, then choose Save
Database As under the “File Types” heading

Double-click Access 2002-2003 Database (*.mdb) under

“Save Database As” — to open a “Save As” dialog

Save As

Filer Types

n' S Ditaliane 2

k2 seeonpams

Q Choose a location,

then click the
Save button to
create a converted
copy of the new-
format database

Phrmliiany g © = dabiry R Srabir & o ke S50 - 508 b b &rves e b | - o =

Save Database As
Dtalac Fie Trores

7] does Dacamss ok

i ki o 1

57 a0k ST Dvisnea ek
e o iy P et e i e B
FEl

4] At G D ik k
Lacs m gy Prm ol fn v gl s
[ B &}
3 isEm g =t
——.
- + | custeien T . M
E e e« @

# Gapl porvm

B Moz sinem
[ Lot

g
¥

[
LR ¥ S Y ST

= il P e = | F‘f e

LN

wﬂ#

| —
The ACCDB file format
was introduced in Access
2007. So that year is
shown when converting
from the old MDB
format.

g™
Consider your options
carefully before you
convert a database to an
older file format, as you
will no longer be able to
use the new features of
modern Access.




Using Access templates

Access provides many high-quality templates that, for most
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people, can be used straight out of the box. For example, if your
sole reason for investing in a Relational Database Management
gewd® System is to maintain the contact details of your customers, then
S the Access “Contacts” template might be perfect for your needs.
Templates are
downloaded from an 'The best way to see if Access templates are right for your
online repository so organization is to open them up and see what they do:
you will need to have
an internet connection Opening a template
to open templates that
i;;r;)%tt:rl.ready on your “ Launch Access from the Windows Start menu to see the

Access Start screen — or close all open databases, then
click the File button to see the Access templates

e From the scrollable list of popular templates on the Start

screen, click on the Contacts template

N

ot 10

| —
Scroll through the list
of popular templates
to discover some great
ideas on how you might
use the Access app.

e Enter a name i

and location in
the dialog, then
click the Create i

button to create s
a database from =

the template :I




...cont’d

° You will now see a Welcome screen appear that provides
a brief description of the database and offers assistance

ot

| —
You will need to have an
internet connection to

Powd e 1 ampirn t ik Lo B e i ool Wt o ik Watch the Online Video.

L W Actnsl Tnrvgrin 15 s Wiek avinernatios Aot jour personal Using the Contacts Catabese
B L B e o T e e e e gt LaCts Latabas

ko m ttwmn wim s Bz Siatnd @ dpred

Click the arrow button to watch an online video
demonstrating how to use this database

your Access app

Make all features available so you can begin to use this
database by clicking the Enable Content button

T T T
= = * RS ey i
= o e S e SR -
W b | s S HRE - £
- mien TS [ ]

G Click the Get Started button to open the database in

i — ot 49
e e e e e You can safely Enable
:— . Content when using
-Hone Microsoft Office

e ' templates to enable their
> o ‘ Macro code functions.
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The search will return
templates for use with
all Microsoft Office apps,
including Word, Excel,
and PowerPoint — not
all results can be used
as templates for Access
databases.

Ooroet

| —
Simply click on the
template icon in
the search result to
download and use that

template in Access.

Searching for templates

If you're looking for a template to use in Access, but you can’t
instantly see an appropriate template in the list of popular
templates on the Start screen, you can easily search the thousands
of Microsoft Office online templates to find something suitable.
For example, you might want to create a database to retain
important details of personal belongings for insurance purposes:

Launch Access from the Windows Start menu to see the
Access Start screen — or close all open databases, then
click the File button to see the templates

Next, type “personal belongings” into the Search box at
the top of the Start screen

- gy

Wl e iorariy
S ]

e Now, click the Search button, or hit the Enter key, to

perform a search for a suitable template

Mew

The search finds a suitable “Home Inventory” template,
and the result indicates the categories in which this
template can be found



...cont’d

As an alternative to searching by typing text into the Start screen’s
Search box, you can also search categories for a suitable template.

Links to popular categories appear as hyperlinks below the Search
box. To find a template for a database of personal belongings, it is
reasonable to explore the “Personal” and “Inventories” categories:

0 Open the Access Start screen, then click the Personal
hyperlink to explore that category | gewar®
—

The items that appear

as “Suggested searches’

Suggesied seacches:  Dutsbase  Dusiness  Logs  Industry  Lic &gmﬁl Irrveritaried may vary according to
your previous template
search history.

saarch for aaling tamplates 0 ,

'The suitable “Home Inventory” template is found
alongside other templates in the Personal category

g

FREETE T

LN
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| —
You can see the

. complete list of all
Return to the Access Start screen, then click the categories in the right-

Inventories hyperlink to explore that category hand pane. These are
also hyperlinks, which
you can click to reveal
the templates within
each category.

H

i
i
i
1
[ .

The suitable “Home Inventory” template is found
alongside other templates in the Inventories category
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Getting some Help

If you need assistance at any time in the Access app, you can call
upon the Access Help feature:

Getting Started

m:«. a Open any database in Access, A
— then simply press the F1 key (or il :
To use Access Help, you press Fn + F1 keys) to see a Help — =
must have an internet window appear in the Access app o
connection. Unlike old S

=4

versions of Access, there
is no Offline Help option.

B iy 4w

You can click on any item you

want to get help with. For example,
if you are looking for help when - .
you're new to Access, click the Get l.'l II

started item

[ —

i I S8 O Tl

Click the Play button to watch a [ e - 5 ]

video introducing the Access app

D

Click the arrow beside the Search / e
- W

box to return to the Help window - |

-1I|I D Da, o I

9 Choose another item, such as Rl == 0 7]

Tables, to see a list of topics A ———

L T

Select a topic from the list, such as

i ‘ Introduction to tables, to see more
| —

You invoke the Help

feature in the same way [ Ve - atE N Ve e e

in each Microsoft Office ¥ =

Now select a sub-topic, such as Overview, for help

app, though the Help 1“ ; Ry, » N ;
window that opens is o .

specific to the active L

app; in this case, Access. p—

The layout is similar for Sl b i

all Office apps.
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...cont’d

You can search for assistance in a Help window:

0 Enter keywords for a subject, such as “keyboard shortcuts”

Sy i e o

R

Ty g o e s g S
PUR— - ey . —

c-:s--.---hvn-n-
P e o T e e
thmbe i g e

P e i i BN 9 T b e
b e i e ey

D R TRy P—
[

il - it o A
e el ar e LN PR NP o) L -

Click on any result topic — such as Frequently used
shortcuts — for help on that specific subject

You can also seek assistance by typing a query word or phrase into
the Tell me what you want to do box on the Access title bar:

a Enter “keyboard shortcuts” into the Tell Me box

" Repboard shariouts for Aovea
Ewytrand shainuts far &ccams The shadtouss in this tapes e
o the U Srybpad Lyt H 4 shoming pguees pamng tas {*
Ihoriodt ke i Ollios

Thiay itache ghoes viu link en b §o wne oo oy

heyboard tharoutih i aped fer Dffice

Saviich berhmesn Langusge ining the Langusge har - ifics
Eiryjkaend ihomeut Ta wich betvoon keybeard lnyouty, pros
Lxe Sy Himte Thesen is il en suepie  shee that B
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Click the arrow button on the context menu that appears
— to reveal a list of suggested options

Select the Keyboard shortcuts for Access option to open
the Help window for that topic, as shown above center
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Whichever topic you
select, you will still have
the Search box so you
can locate new topics, or
click the X button on the
Help window to close it.

The Tell Me box is a
great feature in modern
Access. Type in anything
you like, and Access will
attempt to help you.




Applying Access updates

Microsoft will, by default, automatically update Access with new
features as they become available. If you prefer not to enable
automatic updates for the Access app, you can manually check for
and apply updates at any time:
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0 In Access, click the File button to open Backstage

e Click the Account menu option to see your Microsoft
Office User Information and Product Information
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e Click the Office Updates, Update Options button to

open a menu offering various settings options
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recently installed.
When you revisit these update options you will see an Enable

Updates option that you can choose to resume automatic updates.



	TOC_web
	01_web

