CHAPTER 1

Getting Started
with Access

Are you new to Microsoft Access or upgrading to the latest version
of the program? This chapter introduces you to Access and to some
useful database concepts. You also learn how to create and open a
database as well as how to navigate through the Access interface.
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An Introduction to Access

Microsoft Access is a program for creating and working with special files called databases, which
are designed to store collections of related information. For example, one database might store
business data such as customers, invoices, and inventory, whereas another might store personal data
such as contacts, movies, and household items. You can use Access to create, retrieve, and manage
large or small collections of information.

To get the most out of Access, you need to understand basic concepts such as tables, records, and fields;
database objects such as datasheets and forms; and database tools such as filters, queries, and reports.

Tables, Records, and Fields = Customers - o x
. . Cit = Country = Fostal Code - Regi = Fh - F = | Click to Adi ~
In Access, data is stored in tables, and (o oD, Moo 0502 | {(5)550-a02 h =
each individual entry in a table is called a o Loretom___ W R IR (TER-ED (A RO =
. | # Luled Swadean 5-958 22 0921-12 3465  0%21-12 3467
record. For example, in a Customers table, | # Mannheim  Germany 68306 0621-08460  0521-08924
. . . c3] strasbnurg Franca 7000 28.60.15.31 83.60.15.32
the information about each customer is a [simacid  spain 20023 (1) 5552282 (51)555919
Separate record. Each record -is composed | harseille France 13008 51.24,45.40 91,24.45,41
. . |#l Tsawassen Canada T2F 8n4 BC (604) 555-4729 (604) 555-3745
of one or more fields that contain |31 London UK EC25NT (171) 555-1212
. o . . . B Al A ti 1010 (1)135-5555 (1) 135-4892
individual pieces of data. In this examplE, BE Mu:xr:cnnsn.;.es MI’EE:;DIna 05022 (5)555-3392  (5)555-7292
Customer ﬁelds may include Name, : Berm Switzerland 3012 0452-076545
. . # 5o Paula Brazil 05432-043 5P (11) 555-7647 -
Address, City, State, and Zip Code. Record: W 4150151 | » W ¥ | B0t [seareh o C O]
Datasheets and Forms = JR— ~ o x
By default, each table appears as a | =] Customers g
spreadsheet grid called a datasheet. You ’
. . Customer 1D ALFE] Clty Berlin
can type directly into a datasheet. To
. Company Mame | alfreds Futtarkist Reglon
make data entry more convenient, some —
Contact ame | KMarla Anders Fostal Code 12209
people choose to create on-screen forms,
which are like dialog boxes that prompt comactila | Sales Representative e semany
for field entries. An attractively formatted pddress Obere str. 57 Fhene 030-0074321
form is easier and more pleasant to use to . e
enter new records than a plain datasheet. e e o i e o
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Filters and Queﬁes = Customers Who Placed Orders in January, 2013 - A x
. . . . Campany Name - Contact Name - | Custamer|D = (=
It is often useful to display a filtered view of a Alfreds Futterkiste Maria anders ALK
5 5 Antonio Marena Taqueﬁa Antania Moreno ANTOMN
table. You can filter a table to show only certain [aerglonds srabiokts T e ]
records, only certain fields, or both. You can run Jalouer sce Da ktessen Fanna oo: BLAUS
. . |Blondel pére et fils F rigue Citeady BLOMNP
a one-time filter, or you can create a query, |Bon app Laurence Lebihan BONAP
which is like a saved filter. Queries also enable [omsaitoed inge et Smpeon .
you to combine data from multiple related tables | Drachenblut Delkatessen sven Ottlieb o)
N . || Ernst Handel Roland Mendel ERMNSH
into a single datasheet of results.  FolkaehfaHs Marla Larsson FOLKO
| Frankenversand Peter Frankan FRANE
| France rastauration Carlne Schmitt FRAMNR
Grear | aklac andllu'hrkﬁt | | Hrarard Sherdar SREAL s
Record: M 4 [17ora2 | b W k| T w0 Flter | [Search
Reports =] Surarnary of Sales by Cuartsr - O =
Tables and query results appear in plain datasheets, which are I
a ry pP P ' Summary of Sales by Quarter
not very attractive when printed. Reports present data from U .
tables and queries in an attractive, customizable format — o
arers 1
complete with titles, headers and footers, and even logos Toare | Orders Shipped: Sl
and graphics. 11 o] F4170
3 178 3276.330
{uarter: 2
Fuear: Cirders Shipped: Sales:
012 a2 F145 655
3 g0 F1E1.362 =
Fage: i ] T tofuieer [ 3] | [+]
Relational Databases o Relstonships - o x
Microsoft Access creates relational databases — Order Detais L Orders Customers A
. 0 o ¥ on ) = 7 - wstomel
that is, databases that can contain multiple tables 2 s cusomenn [ o e
with links between them. For example, a business i P Contactfne
may have a Customers table for storing customer ' S Aadres
contact information and an Orders table for storing oo || e
. . . e Shippers
information about orders placed. Each customer in Losome | snatane Tompres o]
g ' e ampanyhblame |
the Customers table has a unique ID, and each e scry Companghame =}
. .. 2OTCourtes ipRegion -
order in the Orders table references a specific BnDate
L Hirelate |
customer ID. Ol o




Start and Exit Access

Before you can create or open a database file, you must first start Access. This brings the Access
window onto the Windows desktop so that you can then begin using the program.

How you start Access depends on which version of Windows you are using. In this section, you
learn how to start Access 2013 in Windows 8 and in Windows 7. When you are finished working with
Access, you should exit the program.

Start and Exit Access ‘

Start Access in Windows 8

o On the Windows 8 Start
screen, click Access 2013.

The Microsoft Access window
appears on the desktop.

Publisher 2013 OneNote 2013

Start Access in Windows 7
© click start. [ p—

9 Click ALl Programs. O vocomresscena
Calculator

Sticky Motes
@ -
\¥ Snipping Tool
.'v.'i-zf Paint
% Remete Desktop Connection
Q‘I Magnifier

. Selitaire
)

| ¥ AllPrograms [5

| Search programs and files
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© Click Microsoft Office 2013.
e Click Access 2013.

(& Internet Explorer
&4 Windows DVD Maker
4 Windews Fax and Scan
€ Windows Media Center
Windows Media Player
E Windows Update
- KPS Viewer

L Accessories

| Games

| iTunes

| Maintenance

| Micresoft Office 2013

£ Excel 2013
[f Onetote 2013
s Outlook 2013

(@3 PowerPoint 2013
@7 Publisher 2013
[ Word 2013

. Office 2013 Tools

1 Back

| Search programs and files

The Microsoft Access window EHS o - Micrasaft Acce:
appears On the desktop‘ M HOM:: CREAT;l TE>('I'EF€.I\IAL DATA ZDAT.Q!.QSETODLS __] o Paul MeFedrie l o
; LT 4 =4 @ alibri
Exit Access e Tue B M3 B B s
. ¥ Y w- X-B- '%' Fit Farm Windows - ok~ % - - | === |-
o Right_cljck the ACCGSS ;EITAZICD:;:Sb_;:::F"m o Recards Find Window Text Farmatting ) -
taskbar button (E3). Tobles ! v
Queries
. ° Forms Recent
Q Click Close window. e Py
Macros (i Morthwind
Note: If you have two or more Modules || 85 erthwind 2007
3 3 a: Irreentary
database files open, click Close -
all windows instead.
[E Access 2013
s o Unpin this pragram fram taskbar ™
Access closes, returning you o W i i =

to your desktop view.

TIP |

Are there faster methods that I can use to start Access?

Yes. After you have used Access a few times in Windows 7, it should appear on the main Start menu in the
list of your most-used programs. If so, you can click that icon to start the program. You can also force the
Access icon onto the Start menu by following steps 1 to 3 in the “Start Access in Windows 7" subsection,
right-clicking the Microsoft Access 2013 icon, and then clicking Pin to Start Menu. If you are using
Windows 8, you can right-click the Access 2013 tile and then click Pin to Taskbar to add the Access icon
to the desktop taskbar.




Create a Blank Database

he simplest way to get started with Microsoft Access is to create a blank database. A blank

database contains only a single, empty table and no other database objects, such as queries,
forms, or reports. A blank database provides the freedom to create exactly the objects that you want
for your project.

If another person or your company has provided you with a database file, you should open that file
instead; see the section “Open a Database.”

Create a Blank Database
o Cl.]Ck File B L 9 - = TCO0225355 : Database- CAllsers\PaulDocurments\TCO001225355.accdb (Sccess 2007 - 2013 file farmath,, 2 = O %
CREATE  EXTERMAL DATA  DATABASE TOOLS Paul McFedries = - e
by B :

Note: If you have just started BT B T Gy e E | pgf [ ] EE
1 Misw  Paste - Filzer e e Refi - - it : == T
Access, skip to step 3. e P | T ot ¥ Xkt - B | B | A-W-B- (===
Wiews Clipboard fa Sort 81 Filter Records Find Text Formatting -
All Access Obje... @ «
Search. L2
Tahles ¥
Queries ¥
Forms ¥
Reports ¥
Macros ¥
Modules ¥

The File options appear.
© cClick New.
The New options appear.

© Click Blank desktop
database.

TC001225355 : Databases CAUsers\Paul\Document\TC001225355,accdb (Access 2007 - 2003 file farmat) - Mic., 2 = O X

pauiteredries - [ @

tH

New

Search online templates Fel

Suggested searches  Assebs  Business  Contacts  Brployea  Inventory  Project  Sales

Custam web app Blank deskiop databace
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The Blank Desktop Database x
i X rs.
dialog box appears Blank desktop database
e Type a filename for the File Name
database. ﬁ My Database { | (@]
o Click Create - | Chlsers\PaulDocurnentsy,
? ]
Create h
o A new database opens, with BEH S @ = wyDanbase: Dambase Chllsers\Paul\Docume.. TABLE TOOLS 7T - 0O x
a new blank table started HOME  CREATE  EXTERMALDATA  DATABASETOOLS | RELDS | TABLE Paul Mckedries - [ @
: M A 12 = B = Required
\-IE Short Murnber Currency ’_ ‘ow:‘minz N e Validation
Test = $ % + S0 Indeed -
Wiews Add & Delete Properties Formatting Field validation
All Access Obje... @ « | = Tavket *
. & ID - |CickfoAdd -«
Tables A T (zw)
B Tabler 0
Record: M4 [1af1 BoM b T 4 Eilzer | [Search

Are there shortcuts that I can use to create a blank database?

Yes, Access offers a couple of techniques that you can use to shorten the process of creating a blank
database. First, you can quickly display the New tab by pressing (£1) + (1. Second, if you prefer to use
your mouse to begin the process of creating a blank database, you can add the New command to the Quick
Access Toolbar. After you have done this, you can click New on the Quick Access Toolbar to go directly

to the New tab. See the section “Customize the Quick Access Toolbar” to learn how to add commands to
this toolbar.




Create a Database by Using a Template

Rather than start from scratch with a blank database, you can get your database project off the
ground easier and faster by creating a new database based on a template.

A template is a special file that includes prefabricated database objects that you can use right

away. For example, a contact management template might include a table with fields such as Name,
Address, and Phone, as well as a form for entering data and a report that organizes the contacts into
an address book. With a template, all you do is fill in the data, and Access does the rest.

T - 0O x
stucierts] o Paul McFedries o =
winBaonks@live.com P

Suggestad sarches  Assits Sustch nezount
Business  Conlects  Ermoloyes 0
Inventory  Project  Sales

o Start Microsoft Access.

Note: If Access is already running,
click File and then click New instead.

e Type a word that describes the
type of database you want to
create.

() You can also click any of these
suggested template search terms.

Cusom web apa Blarnk destap databazs

(@ You can also click one of these
Microsoft-supplied templates
that are stored on your computer
and then skip to step 5.

e Press (Z10].

The search results appear. E—— 2 - o x
Pau mckedies - [l @ @
e Click the template that best N
matches your needs. ew
£ Home  stuclents el
Filter by
Category
Student M2

Education 413
Teacher E N
Origntztion 143
Persanal 122

Presentation 115

Print. 12
Desktop Student database lliustration 0

43 1

10
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A dialog box for that

template appears.

e Type a name for the
database file.

e Click Create.

Desktop Student database

Provided by:  Microsoft Corporation

Create a students database to keep track of
information about your students, including
ermergency contacts, medical information, and
information about their guardians.

Download size: 601 KB

LULULLLLLLLLELLLY

Rating! 3¢ 3% € 3§ 35 (5461 Votes)

File Mame
sucer] <) I2
ChUsers\Paul\Documentsy
Create
If you chose an online [@d :
HOME  CREATE  D{TERMALDATA  DATAEAL TOOLS Faul waceaties + B @

template, it is downloaded
from the Internet.

= - wriding
Descerding o=

4o Rerove s T
Cart & Fiter

noowm Meww
— £l e
Refresh
Al

A<M

Coay

e
Wiew Paste Fittz: Find
- Furrmat Periks

i Cligbaard n

1 SECURITY WARMING  Sorre achve cortberit hes been disabled, Click for more details,

All Access Obje.., ® « | (2] sy
Search., o

Rrcnds Find Teeet Foumatting

Ensble Contert

The database opens. Its
appearance depends on the

Tables 2 [a
=1 Filkers

= cuardien

I setinas

1 studeat srendancs

= students

= studeats s Guardians

template that you chose.

@)ﬁatlldeﬂt List

Hew Student

Collect Data Agd Fram Dutlock E-mail List Guerdian List “how/Hide Eield:

pen
#|[New)
Tutal

- FirstMame o1 Last Mame - E-rail Adiress - | Studert D - Level

When I create a database using a template, why do I
sometimes see a security warning at the top of the
database?

The Security Warning information bar tells you that the
template includes extra programming tools called macros
that provide some of the template’s functionality. Macros
can be dangerous if you download a template or database
file from an unknown location. However, the templates
available through Office Online are safe, so you should
click Enable Content in the information bar to enable the
template’s macros.

What do I do if a Welcome or Getting
Started tab or window appears in the new
database?

Some templates offer extra features that
make the template easier to use. For
example, depending on the template, there
may be instructions to read, a video to play,
or web links to explore. Just follow the
prompts that appear. Note that you might
not see this extra content until you click
Enable Content in the information bar.

11



Open a Database

f you have created multiple databases, you can open a database that you previously created to

continue developing its structure, type data in it, or analyze its data.

Your database files will most often be stored on your computer’s hard drive. However, it is also
possible to open databases from your network or from the online SkyDrive storage area associated

with your Microsoft account.

Open a Database

9 Start Microsoft Access.
e Click Open Other Files.

Note: If Access is already
running and you have another
database open, click File instead.

The File options appear.

e Click Open.
The Open options appear.

() If you opened the database
recently, you can also click
Recent and then click the
database. In this case, you
can skip the rest of the steps
in this section.

e Click Computer.
e Click Browse.
The Open dialog box appears.

@ If necessary, you can
navigate to a different
location.

0 Click the database that you
want to open.

o Click Open.

Access opens the database.

12

T 7 Cancel

Micrasaft Access ? - 0O =
paltackecrics - [l @ @
Places FI;I Computer
@ Recent 0 Recent Folders
Documents
£ Paul McFedries's SkyDrive Desktop
Computer B
+ Add 3 place Browse
Open ﬂ
T E v Libraries » Documerts 0 v G Search Dacument bx ¥}
Jrganize = Mew folder ﬂ I &
ﬂl Wicrosoft Access " _‘ I -
90 Favarites & n
B Desktop | .
& Downloads hity Database Dudents
Ll Recentplaces
& SkyDrive
\#] Photo Stream
i Libraries
ﬁ Docurments
J Pusic
=] Pictures
B videos
w v
File narne: | by Database w| | Microsoft Access v
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hen you have finished your work with an Access database, you should close the file. You can
have multiple databases open at once, each in its own copy of the application, but closing a
database when you are finished with it frees up your computer’s memory.

When you close a database, Access checks to see whether any open objects have unsaved changes.
If Access detects an object that has unsaved changes, it prompts you to save it. This is a very
important step because it prevents you from losing work, so be sure to save your changes when and
if Access prompts you.

Close a Database

o CI.]Ck F-ile EH 9 @ = MyDatabase: Databases CAUsers\PauliDocume. . TABLE TOOLS ? - 0O x
CREATE  EXTERMAL DATA  DATABASE TOOLS FELDS TABLE Paul McFedries = l e
M‘ AB 12 2 B % [ Name & Caption £ Modify Lookups Reguired @
] B Default Value Jx Madigy Expression | Farmatting Unique
Wiew Shart Murnber Currency . - S Walidation
- Tedt B~ o3 Field Size Bl hiemo Settings $ % o %043 Indexed -
Wlews Add & Delete Properties Formatting Fleld valldation -
. Tablet', %
All Access Obje... @ « [F @t
D = Click to Add -
" £ #* (Mew)
Tables & .
@ Tabler
Record: M4 < [1of 1 M b [ B 1o flizer [[Search
The File 0pt10ns appear. Iy Database : Database- CAUsers\PaulDocuments\hy Databaseaccdb (ecess 2007 - 2013 file format) - Micr., 2 = O X

9 Click Close.

() You can also close a database by
clicking the Close button ().

paultackedries - [ 36
Info

My Database

Docurnents
: Wiew and edit database properties
Access closes the database. Sy | Compact&Repar
lT Help prevent and corect database file problems
Compact & by using Compact 2nd Repair,

Repair Database

Note: If Access prompts you to save

an object, click Yes. )
Encrypt with Password

Use a paszawvord to restrict access to your
database. Files that wse the 2007 Micrasaft
ficcess file format or later are encrypted.

13



Understanding the Access Interface

ccess 2013 has a user interface consistent with those of other Office 2013 applications, including
Word and Excel. It contains tabs, a multiple-tabbed Ribbon, and a status bar.

Displays and organizes

.
o F] le gEg < < ﬂmtabase Chlsers\Paul\Docurment... TABLE TOOLS
. l f CREATE ERMAL DATA, DATABASE TOOLS FIELDS TABLE
D]Sp ays a menu o , Cut élmmdmg T - | Tn omiNew 3 H L Calibri = =
file commands. View Drcy ! Filter il Descending 1+ Lo B ¥ g 2T .
P ormat Bainter SoRemove Sot W e 2K Delete = 5= k- A% & ===_14-
e Quick Access iews Clipboard [ Sott & Filter Rzcords Find Test Farmatting Rl o~
All Access Objects @ « | 2 Customers’ *
Toolbar rables J N | ContactName -] ikt Title z Address =
. B categories . |® Maria Anders sal resentative Obere str. 57
Provides shortcuts - ® Ana Trjillo Owner tuda, de |a Constitucian 2222 |
| dIIEE || ® antorio Mareno Owner Mataderos 2312
tO common l.y Used B employees = Thornas Hardy Sales Representative 120 Hanover 5o,
g B order Details * Christina Berglund Order Administrator Berguvsvigen 3
features' Th'lS tOOl.bar = = Hanna Moos sales Representative Forsterstr, 57
-is Customizable. T o 1* Fradérique Citeaus Warketing Manager 24, placs Kl&ber
- | |E Martin Sommer Owner cf araguil, 67
G Froducts For Updats * Laurence Lebihan CQwnar 12, rue des Bouchers
TabS B shippers . |® Elizabeth Lincoln Accounting 3 1Blvd.
. B suppliers = Wictoria Ashwoarth Sales Representative Fauntleroy Crcus
Conta'l n bUttOﬂS and Queries ¥ | |® Patricio Simpson Sales Agent Cerrito 333
h |_ f Forms £ ® Francisco Chang Marketing Manager Slerras de Granada 9993
other controls for Reports | e vangwang Ouner Hauptstr, 29
Q o Pages * * Pedro Afonso Sales associate Ay, dos Lusiadas, 23
Work] ng W]th data ° :a:"'l‘ M # Elizabeth Brown Sales Representative Berkeley Gardens
. adules M ¥ Sven Ottlieb Order Administrator Walserweg 21 hd
0 R1bb0n Record: M 4 [1of91 | v bk | E jobiter [Searn | (4] [+
Phone number inc 4

tabs. @ Groups

Organize controls into sections
within tabs.

O Dialog box launcher

Clicking this icon (=) opens a
dialog box related to the group.

14
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O Object tabs

Provide access to all
open database objects,
such as tables, reports,
and forms.

O Scroll bars

Enable you to scroll
through a datasheet.

O View buttons

Switch between various
views of the selected
object. The buttons are
different depending on
what type of object is
active. Hover over a
button to find out which
view each button
represents.

O Record selector

Displays the current record number and enables you

EH < <
HOME

¥ Forrnat Painter

Clipboard

7 Morthuvind : Database- Chlsers\Paul\Document...

CREATE EXTERMAL DATA,

fa

T

Filter

Tables
B categories
Customers
Employees
Order Details
Orders

Froducts

shippers

Suppliers

Queries
Forms

Strest ar postaffice

to navigate to other records.

Froducts For Update

ES

WO M NN

All Access Objects @ « |2

TABLE TOOLS T - B =
DATABASETOOLS  FIELDS  TABLE Paul McFecrie: - [ &
£l tscending Vo - |‘@ = New 3 iy 5 [Colibe T = =
il Descending tl' e Save 5 X - B I U =& EA .
N Refresh Find . e o = | 1
Lo Remove St W nl- X Delete = B+ - A-%-H- === &-
SoH & Filter Records Find Text Formatting [
Cudomm\# ®
| Contact Name Contact Title - Address aB

[ Maria Anders

= Ana Trujillo

# Antonio Marena
= Thornas Hardy

* Christina Berglund
= Hanna Moos

Sales Representative
CQwnar

Ownar

Sales Representative
Order Administratar
Sales Representative
Marketing Manager

Obere 5tr. 57

Awila, de la Constitucion 2222
Wataderos 2312

120 Hanover 5g,
Berguvsvigen 3

Forsterstr. 57

24, placs Kl&ber

[ Fradérigue Citeaux
<ﬂf\[n sommer Qwinar Cf Araguil, 67
rence Lebihan CQwnar 12, rue des Bouchers

. |® Elizabeth Lincoln Accounting 3 1Blvd.
= Wictoria Ashwoarth Sales Representative Fauntleroy Crcus

L [* Patricio Simpson Sales Agent Cerrito 233
® Francisco Chang Marketing Manager Slerras de Granada 9993
¥ Yang Wang Owner Hauptstr, 79

. |® Pedra Sales associate Ay, dos Lusiadas, 23
[* Elizabs Wi Sales Representative Berkeley Gardens
[ Syen Ottli Order Administrator Walserweg 21

Record: M 4 1of 91 | v #obs | B o Filser | [Search [4]

O Status bar

Displays information about the current object or

view.

@ The Navigation pane

Lists all available database objects.

15



Customize the Quick Access Toolbar

You can make Access easier to use by customizing the Quick Access Toolbar to include the Access
commands that you use most often. You run Quick Access Toolbar commands with a single click,
so adding your favorite commands saves time because you no longer have to search for and click a

command on the Ribbon.

By default, the Quick Access Toolbar contains three buttons: Save, Undo, and Redo. You can add
common commands such as New and Open to the Quick Access Toolbar, as well as hundreds of other

Access commands.

Customize the Quick Access Toolbar
ﬁ?‘t ize Quick Access Toolbar
va

o Click the Customize Quick
Access Toolbar button ( = ).

() If you see the command that
you want, click it and skip
the rest of the steps in this
section.

9 Click More Commands.

The Access Options dialog
box appears.

© Access automatically displays
the Quick Access Toolbar tab.

e Click the Choose commands
from [~ /.

e Click the command category
that you want to use.

16

oy ¥ Oyt

ER Copr

View | Pass
- ¥ Forrg
s Clipboarg

All Access Obije
Tables
Categonies
Customers
Emplayees
Order Detzils
Orders
Frocucts
Froducts For Updet|
Shippers

G L S O

suppliers

Modules

7 Morthuwind : Database- Cihlsers\PaulDocument.. TABLE TOOLS 7 - 0 x
AMETOOLS  FELDS  TABLE Paul ek earie: - I @
Hew Y- = X i % |calibi -1 ==
e =M Rg.;’r‘:sh Hoe T e B rujeEsa=|m-|8-
v e L - P Delete ~ [ k- A% -Db. === 4
Ernail Records Find Test Farmzting o~
Quick Print x
Print Frvien 0 ame Contact Title Address ==
Spelling Sales Representatlve Ohers str. 57
Owner Luwda. dle la Canstizucién 2322
»  Undo |
o Owner Mataclercs 2313
«  Redo "
i Sales Representative 120 Hanover Sg.
Heds Jund Crder Administrator Berguvsvagen &
Refresh Al Sales Representative Forsterstr, 57
Sync Al teaux harketing Manager 24, place Kléber
Fouch Made ar Cwrier o Araguil, 67
A Owrer 13, rue des Bouchers
Mges: Cornmands, R In Accounting Manager 23 Tsawassen Blvi,
showr Belaw the fabban arth Sales Representative Faurtleroy Circus
¥ || |E Patricia Simpsan Sales Agent Cerrlto 333
| Frandisco Chang tarketl ng Manager CSlarras de Granada 9993
|® ang wang Dwher Haugptstr. 29

¥ Pedro &fanso
¥ Elizabath Brown
# Sven Ottliek

)

Gales Aszooate oy, dos Lusfadas, 73

Gales Representative Berkeley Gardens

Crder Sdministrator

Recard: 14 Taofel | b Mk

Walserwag 11
b lter | Search 1 ]

HUR LOZE

Acoess Options ? “
General . p
e E Custamnize the Quick focess Taalar,
Current Database
Datush Chorse commandds from: Curtomize Juick Acces Tookar
taskast
b Popular Coprands v 0 For all documents (defaity []
Object Desigriess Fopuler Commends -
Pracfing Cesnimeznds Notin the Ribbon H e
Al Cornrnands 3 Undo |v
Languige Macras c* Fado |
Chart Settings
Custorize Riskan
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e Click the command that you
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Can I get more room on the Quick Access Toolbar
to show more buttons?
Yes, you can increase the space available to the

This gives the toolbar the full width of the Access
window, so you can add many more buttons. Click
the Customize Quick Access Toolbar button ( =) and
then click Show Below the Ribbon.

Quick Access Toolbar by moving it below the Ribbon.

Is there a faster way to add buttons to the Quick
Access Toolbar?

Yes. If the command that you want to add appears
on the Ribbon, you can add a button for the
command directly from the Ribbon. Click the Ribbon
tab that contains the command, right-click the
command, and then click Add to Quick Access
Toolbar. Access inserts a button for the command
on the Quick Access Toolbar.
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Customize the Ribbon

You can improve your Access productivity by customizing the Ribbon with extra commands that
you use frequently. The Ribbon is a handy tool because it enables you to run Access commands
with just a few clicks of the mouse. However, the Ribbon does not include every Access command. If
there is a command that you use often, you should add it to the Ribbon for easy access.

To add a new command to the Ribbon, you must first create a new tab or a new group within an
existing tab and then add the command to the new tab or group.

Customize the Ribbon
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the Customize Ribbon tab.
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Access Options ?
Add a New Tab or Group
. Generel % Customize the Ribban.
e Cl]Ck the tab that you Want CorentDatebase ;uns:cnmmaﬂdsfmm:--" Custornize the Ribbaorn:
to CUStomiZe. Bat.ashee:. Popular Comrands [+~] |Main Tabs [~]
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. Fort Sizs
The Rename dialog box ?,,";u., =
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e Type a name for the group. % s vl ImgorEeport |

ok | Cancel

@ click ok.
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Add a Command
6 Click the Choose commands
from [v].

o Click the command category
that you want to use.

@ Click the command that you
want to add.

@ Click the custom group or tab
that you want to use.

€ Click Add.
() Access adds the command.

@ To remove a custom command,
click it and then click Remove.

€® Click ok.

Access tells you to close and
reopen the database for the
change to take effect.

€D Click oK.

@ Access adds the new group and
command to the Ribbon.

Note: You do not need to close and
then reopen the database.
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select an Access object?

Can I customize the tabs that appear only when I

Yes. Access calls these tool tabs, and you can add
custom groups and commands to any tool tab.
Right-click any part of the Ribbon and then click
Customize the Ribbon to display the Access Options
dialog box with the Customize Ribbon tab displayed.
Click the Customize the Ribbon v| and then click
Tool Tabs. Click the tab that you want and then
follow the steps in this section to customize it.

How do I restore the Ribbon to its default
configuration?

Right-click any part of the Ribbon and then click
Customize the Ribbon to display the Access
Options dialog box with the Customize Ribbon tab
displayed. To restore a tab, click the tab, click
Reset, and then click Restore only selected Ribbon
tab. To remove all customizations, click Reset and
then click Restore all customizations.
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Change the Navigation Pane View

he Navigation pane on the left side of the database window presents a list of all the objects in

the database, including its tables, queries, forms, and reports. This is an important element of the
Access interface because it enables you to view and manage the objects, so you should set up the
Navigation pane to suit the way that you work.

If you need more horizontal room to work on a table or form, you can hide the Navigation pane. You
can also adjust the width of the Navigation pane as well as change the way it sorts and lists objects.

on Pane View
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What are some other ways to display and hide the Navigation
pane?

Pressing (Z1) toggles the Navigation pane on and off. You can
also click Navigation Pane along the left edge of the window
when it is hidden to display it. Another way to hide it is to
double-click the divider line between the Navigation pane and the

main window when it is displayed.

What is the purpose of the 3 and
$= arrows in the Navigation pane?
You use these arrows to expand or
collapse a Navigation bar category. To
expand a category and see its contents,
click . To collapse a category and
hide its contents, click .
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Open and Close an Object

You perform work in Microsoft Access by manipulating database objects such as tables, queries,
and forms. Before you can work on an object, you must open it. You can open any available
database object from the Navigation pane. The object appears in the main window to the right of the
Navigation pane; from there, you can work with the object’s content. You can open multiple objects
at the same time and then switch among them.

When you no longer need to work with an object, you should close it to reduce clutter in the main

database window.

Open and Close an Object

Open an Object

0 If necessary, click the
category’s ¥ icon to
expand it.

9 Double-click the object.

() The object appears in the
database window.

@ Access displays a tab for
the object.

@ To switch among open
objects, click the tab of
the object that you want.

Close an Object

@ Click the tab of the object
that you want to close.

© click x.

Note: You can also right-click the
object’s tab and then click Close.

The object closes.
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Change an Object’s View

CHAPTER

|

Access offers you multiple ways to interact with each database object. For example, with a table,
you can work either with the data, including adding, editing, and deleting records, or you can
work with the table structure, including adding, editing, and deleting fields. To switch between

these different ways of interacting with a database object, you change the object’s view.

The available views depend on the object type but usually include a view for using the object, such
as the Datasheet view, and a view for modifying the object, such as the Design view.

Change an Object’s View

Select a View from the
Ribbon

o Click the Home tab.
© Click the View .

e Click the view that you
want to use.

Note: You can also right-click

an object’s tab and then click the
view that you want from the
shortcut menu.

Select a View by Using the
View Buttons

0 In the status bar, click the
button for the view that
you want.

Note: The buttons that are
available change depending on
the object type.

() To determine which view a
button represents, move [
over the button to see a
screen tip.

EEH <
HOME{

= K Cut
_ B Copy

b

View

E Diatasheet View
B Design view
Ld

Customers
Emplayees

Grcler Detsils
Orders

Procuds

Frocucts For Update

Shippers

5

Suppliers
Queries
Forms
Reparts
Pages
Macros
Modules

¥ Farma

Filter
+ Painer

-9

L I

Hortwind - Microsoft Access
EXTERHAL DT

DATAIASE TOOLE

TABLE TOOLS
FIELDE

TAELE

7 - 0
Paul McFedries !

x

1 of 91

Y Sl dsconding T+ ﬂ =N X i = |calibri -
il Descending o~ RgF: . H save v fin 2+ B I U & e - @,
boRancveson ¥ e XDebte <3+ ke A -be=== .
S0t & Filter Records Find Test Farmatting [P
= customers', x
Customer I - | Company hlame - Cortact hame - Contact Title [+

G- | Alfreds Futterkiste Maria Anders sales Representative

| ANATR Ana Tru)lllo Emparedados v helados ana Trojillo wner

(B anTON Antonlo Morena Taguatis Antonio Marena Qwner
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[ CACTL Cactus Comidas para |levar Fatricio Simpson Sales Agent

(B CENTC Centro comersdal Moctezuma Francisco Chang Marketing Manager
B CHOFS Chop-suey Chinese rang Wang e
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