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Course Basics

Toolbars

The Title Bar

o The title bar is displayed along the top of almost all program, folder and dialog
box windows. It is used to display information such as the name of the
application (or folder) and the documentyou are working on. Information which
is displayed here may vary. The example shown illustrates the title bar for a
program called Microsoft Word, in which a document called Documentl has
been opened or saved:

il Document1 - Microsoft Word

File Edit “iew Inzet Fomat Toolz  Table “Window  Help

The Menu Bar

e The menu bar is located under the title bar, and contains a series of drop down
menus. The example shown illustrates the Microsoft Word Menu Bar:

FEile Edit “iew Inzert Format Toole Table 'Window  Help

To execute Menu commands

o "In most cases,/you are asked to use /the mouse to execute a series of menu
commands (e;g., File > Save As). /What this means is that you selectFile from
the,main menu, followed by Save As:

| E iew  Insert or Tono T able W Help
| Save Az %JE El e | ¥ iz} <t er v Cu -
[ Page Setup... | 2 | 3 \
&b Prirk..  ChlsP ' ' ' ' '
Properties
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The Tool Bar

e The tool bar contains a series of icons, which allow you to achieve a desired
effect as quickly as possible. In the example shown, taken from the Microsoft
Word Formatting toolbar, to make the selected text bold, you would click on the

Bold icon:

Formatting

24 Momal +Bold = Times Mew Roman = 12 = %j" U % %

1l
1L
i
i
]
)
>

-

+
+

The Status Bar

e Most application windows have a status bar displayed along the bottom of the
window. In the example illustrated, taken from Microsoft Word, the status bar

conveys information about the page within the document which you are working
on, along with other relevant information:

Page 1 Sec 1 13 Ak 1.3 Ln 3 ol 1 REC TRE ExT ©OWYR English

The Scroll Bar

e When a program or folder needs to display information within a window, two
sets of scroll bars may be displayed along the bottom and right side of the
window. By using the scroll bars it is possible to move to any position within a
document and also work on a document many times bigger than your physical
screen size.

TO0 moveWp and down withimiaw ind ows(usingfthe scrollfbar)
o _Toyscroll upwards 'in.a window, click on the upwards-pointing arrow at the top,of

the vertical /screllgbar:
e To move downwards in a window, click on the downwards-pointing arrow at the

bottom of the vertical scroll bar:

To move right to left within a window
e To move to the right-hand_side of a window, click on the right-hand arrow on

the horizontal scroll bar:
e To move to the left-hand side of a window, click on the left-hand arrow on the

horizontal scroll bar:
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File Management

Opening Files
e From the main menu, select File = Open command or click on the Open icon
and select the required file from the dialog box displayed:

Eile | Edit “iew |nzert Format Toolz  Table b
[ Mew.. Ctrl+H
|I#. Open... [ Chil+0 |
r‘\‘}
Cloze
Open | 7] x|
Lock in: |3Mynocunarts 31—-|QXE‘,v‘I’nd_s'
Mame
3] [Se
(53 My eBoak
Mooy | By e

= .3 My Pictures
\ﬁ I My Received Files

< | |

File namme: I ;I Cpen
Files of kype: |n|| Files (*,*) ;| Cancel

or on.

Saving Files

To save a new document

e From the main menu, select File > Save command or click on the Save icon
and from the dialog box displayed select the required folder. Enter a file name
and then click on the Save button:
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m Edit  “iew Inzett  Formmat  Toole Table
[ Mew.. Citrl+M
= Open.. Cirl+0
Cloze
|H Save [} Chil+5
5
Save Az

o After you have saved the file for the first time, clicking on the Save icon will
automatically save your document with the filename you gave it. It does not
give you the option to rename.

To save a document under another name and/or location

¢ The Save As command can be used to save a file under a different name, to
save a file in a different word processor format, or to save a file to a different
drive and/or folder. From the main menu, choose File > Save As command.

Note: The File = Save As command will rename the document on the screen
so that you can keep the earlier version, as well as saving any changes you have
made.

To create a new folder in which to save your document

e Click on the Create New Folder icon, displayed within the Save As dialog box.
e This will display the New Folder dialog box. Enter the name of the new folder,
and then click on the OK button:

=
&i File name: INew Dacument, doc

My Network -

Places Save as bype! IWurd Document {¥,doc)

Note: The folder will be created under the current folder.
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Closing Files

¢ Click on the Close Window icon displayed at the top-right of the document
window. Be sure to click on the Close Window icon, (as opposed to the Close

icon):

Type a question for help |+ |§|

Cloze Window

Installing the Sample Files

e Use Windows Explorer to create a folder called Access 2003 Foundation
Samples, in the My Documents folder.

o If you are installing the sample files from the CD-ROM, place the CD-ROM in the
CD drive and copy the files from the
access_2003_foundation_usa\exercise_files to the My Documents\
Access 2003 Foundation Samples folder.

o If these files have been copied to your network server, then ask your
trainer/supervisor for more information about how to copy these files to your
PC’s hard disk.

e Notes for tutors:
The above instructions are for Windows that has not been set-up for a multi-
user environment (with individual profiles). The instructions above may require
modification within a Windows mutliuser environment. Where possible pre-
install the relevant work files prior to use by students/delegates.
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Introduction to Microsoft Access 2003

When you have completed this learning module you will have seen how to:
o Distinguish the two main types of Access 2003 files

e Create a new database file from scratch

¢ Open an existing database file

e Understand new Access 2003 security features

e Understand Access 2003 security levels

e Close a database file

What is Access?

Access 2003

o This courseware teaches the fundamentals of Microsoft Access 2003. Access
2003 is a relational database management program; it allows you to create and
manage desktop and client/server database applications.

Content

e With Microsoft Access 2003, you can create tables to contain your
information, queries to retrieve information from the tables, and forms and
reports to make the information available to users in various ways.

Delivery

e Typically, the/database files'you create in Access 2003 have an .mdDb
extension. You can, however, use Access 2003 to.export data to a wide
variety of other formats.

Creating Files

About Access 2003 Files

e Microsoft Access 2003 lets you create two main types of files: database files
(with an .mdb extension) and project files (with an .adp extension).
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A database file is the actual information repository - it is a collection of related
data that has to do with a particular subject. For example, if you owned a retail
chain, you might want to place all sales and store information in a database.
You could organize this data into tables; you could group employee information
in one table, customer information in another, and store information in yet
another.

A project file is a file that connects to the database - it is the basis for
client/server applications. For example, a project file might contain forms,
reports, or modules; it would not contain any data or data-definition-based
objects (like tables). Think of a project as an “in-between” file: it serves as the
interface for an actual database file. Since a project is a more advanced
feature, this Foundation-level training course does not discuss them in any great
detail.

Creating a new database file

From the main menu, choose File = New

OR press the Ctrl + N key combination to open the New File task pane which
appears on the right of your screen:

New File v X
@A
New

(2] Blank database. ..

@ Blank data access page...

IEI_;J Praject using existing data. ..

@ Project using new data, .,

(] From existing file...

T lates
Search online for:

Go
Fﬁ Teniplates on Office Onling
IE_;J On i eernputer, ..

ClickiBlank Database. In/the File New Database dialog box, specify a
locationiand a ' name for your new/database file. Then click Create:
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File New Databaze

Save in: |'iM','Dcu:Lmen|3 vl@-j'axuavﬁwk'

My Computes

| Adabe

| My Broadcasts
My Recent |5 My Data Sources
Documenks |1y epaoks
My usic

.2 My Pictures

Fionsrs:  [EREED r
Places Save as [ype: Iﬂcrnsnft Cffice Access Dakabase (*.mdb) 3 Caricel _|I

¢ The Database dialog box appears, to let you start adding objects and
information to your database. We will deal with these features in a future

section of this course:

i db1 : Database [Access 2002 - 2003 file formal

L fiQpen &ZDesign Jhew X | g - [ =

Objects

|JTd:lus

3 Guerles
3 Fome
i Reports
¥4 Ppages
= Macros
& Modules

Groups

% Favorkes

Ié] Create table by using wizard
E]  create table by entering data

Note: The default file format is for Access 2003 is "Access 2000." To change
the default file format to "2002-2003", select Tools > Options, and click on the

ced tab

the dis ed dialo X. Acce 2002-20

pply. Click OK to close

Opening a database file
¢ From the main menu, choose File = Open

OR press the Ctrl + O key combination to display the Open dialog box. Browse
to the location of the database file you want to open. When you find it, highlight
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it and click Open:

|t
By Dacuments
e
.
[File ame: = -
My Nebwork [ =l &[‘;{J
Flaces Files of Lypet [Microsoft Office Access (*mdb;* adp;  mda;* mde; ¥ ade = | Carcel _Jl

Note: You can also double-lick the file to open it.

Understanding new Access 2003 security features
o If this is your very first time opening a file in Access 2003, you may see an
Access warning dialog box stating that unsafe expressions are not blocked. In

order to stop the display of this warning every time you open a file, you will
need to download Jet 4.0 Service Pack 8, which is available at
http://www.microsoft.com.

Note: If you do not see any warning dialog boxes when you open a database,
please disregard these instructions.

To download Jet 4.0 SP8

e Download Jet 4.0 SP8 from the Microsoft website.
o EXit Access.

e Start Access again, and open a file.

o Youw,will now/see a different message dialog box that asks you if you wishyto
blockiunsafe expressions. Click Yes.

e . You will once again be prompted to quit Access 2003. Click OK.
o Re=start Access 2003, and opena database.

Understanding Access 2003 Security Levels

e In addition to the security dialog boxes mentioned in the previous section, when
opening a database you may also see another warning dialog box that informs
you that the file may not be safe if it contains harmful codes. This warning is
displayed because security levels have been increased in Access 2003:
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Security Warning B

Opening "H:\Northwind. mdb"

This file may not be safe if it contains code that was mtended to harm your

campuber,
Do you wank to open this file or cancel the operation?

Open I More Info I

If you know the origin of the file, and are absolutely certain that it is
trustworthy, click Open. If you are unsure, click Cancel.

Under default security settings in Access 2003, this warning will be displayed
every time you open a file in Access.

Note: It is possible - although not recommended - to avoid the display of this
warning dialog box by lowering the Access 2003 security level from Medium to
Low. Be careful - such an action may expose your computer to potentially
destructive macro viruses. Consult the various Access Help tools for details on
how to change security levels.

Closing a database file

From the main menu, choose File > Close.

Review Questions

How would you:

Explain the two main types of files you can create in Access 2003?

Create a new database file?

Open'an existing'\database file?

Understand new Access 2003 security features?
Understand/Access 2003 security levels?

Close a database file?
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Access 2003 Interface

When you have completed this learning module you will have seen how to:

Use the menu bar

Use the Database toolbar
Use the task pane

Use the status bar

Use the Office Assistant
Customize the toolbars

Access 2003 Workspace

Using the Menu bar

The menu bar contains all of the Access 2003 menu options. With these
menu options, you can access most of the Access 2003 features. The options
available in each menu often depend on the object you are working with and the
mode of Access 2003.

By default, the Menu bar appears under the title bar, at the top of the screen.
However, you can place this bar wherever you want on the screen.

To move the Menu bar, find the dotted gray line at the far left of the menu bar.
Place your mouse on this line. The mouse indicator changes to a four-arrow
symbol. This means you can drag the bar to your desired location:

E Microzoft Access

G%Eile Edit  Yiew Insert  Tools ‘Window  Help

Usigithe Database'toolbar

The Database toolbar is a bar of buttons that act as shortcuts to many of the
AccesS 2003 features that are most often used. This toolbar_is very similar_to
the Standard toolbar in other Office 2003 applications, such'as Word and
Excel.

By default, the Database toolbar appears at the top of the screen, just below
the Menu bar. Like the Menu bar, though, you can place this bar wherever
you want it on the screen.

To move the Database toolbar, find the dotted gray line at the far left of the
Database toolbar. Place your mouse on this line; the mouse indicator changes
to a four-arrow symbol. This means you can drag the bar to your desired
location:
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N EEDIER T X BE0. 8B r=3a-iof)

M Using the task pane

The task pane is a window that acts like a dialog box, except you can keep it
on the screen as you work. Depending on the task it relates to, it provides
access to different features.

Access 2003 has five new task panes. In total, there are eight task panes:
Getting Started, Help, Search Results, File Search, Clipboard, New File,
Template Help, and Object Dependencies.

You can change the type of task pane by clicking the Other Task Panes down
arrow in the top right corner of the task pane. The eight task pane types are
then available on a drop-down menu.

One example of a task pane is when you create a new database file (by
choosing File = New). The various options for creating a new database file are
then provided in the pane.

As with toolbars, you can move the task pane around the screen. You can do
this by dragging its title bar.

If the task pane is too small for you, you can resize it. You can achieve this by
positioning the mouse indicator over a side edge or corner of the task pane.
The mouse indicator changes to a two-sided arrow, which means you can drag it
to make the pane bigger or smaller:

New File X
@I E A
New
IZI_=J Blank database...
@ Elank data access page. ..
IEI_;J Project using existing data. ..
| Froject using new data...
Lﬁﬂ From\existing File. ..

Templates
| Search online for:

&

01) Templates on Office Online
@ 0 ) cornpuker, .

Note: Task panes - including the five new Access 2003 panes - will be discussed
in greater detail later in this training manual.

Using the Status bar

The Status bar appears at the bottom of the screen. It provides status
information. For example, if you are inputting information into a table, the
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status bar might tell you what mode you are in or what column you are
currently applying changes to.

The following image shows the Status bar when you have the Database window
open:

|
Ready LI o

The following image shows the Status bar when you have a Design view open:

[
Design view, F& = Switch panes, F1 = Help TN Al

Unlike the other toolbars, you cannot move the Status bar around the screen.

Using the Office Assistant

To open the Office Assistant

Y To ask the Office Assistant a question

From the main menu, choose Help = Show the Office Assistant. The Office
Assistant is a Microsoft Office Help feature. It works by asking you
questions. If you need help with a certain task, or if you need an explanation on
a particular feature or concept, you can simply click on the Office Assistant
and then type your request in the Office Assistant dialog box:

What would you like to do?

estion here and

In the text box of the Office Assistant, type a phrase.

Click Search. Access 2003 will then perform an online search on the Microsoft
Office web site.

If the Office Assistant finds information related to that phrase, it will display
the appropriate matches in the Search Results task pane. If it finds no
matches, it tells you, and you can type a different phrase:
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Search Results B

@ |

30 results From OFfice Online Eﬁ

(@) About right-to-left behavior in Forms =
and reports

Help = Right to Left

@) About synchronizing records between
bwo Forms

Help = Using Macros to MWoaork with Forms
@J Office programs wou can use to create

an online ar printad Farm

Help = Using Microsoft Office

Q] Forms Follaws Funckion

Training = Access

@ synchronize records betwesn bwo Forms
programmatically

Help = Setting Programmatic Operations (e

Search
Microsoft Office Cnline |-’v1
using Farms |

i@ Can't find it?

Note: If you do not have an internet connection, you can perform an Offline
Help search by selecting Offline Help from the drop-down menu located in the
Search section of the Search Results task pane. Simply click on the green

arrow button to perform the query, and the results will be displayed in the
Search Results pane.

To change Office Assistant options
¢ In the Office Assistant dialog box, click Options.

¢ In the displayed dialog box, use the Gallery tab to change the image for the
Office Assistant:

Dffice Assistant

ok | el |

e Use the Options tab to configure the behavior settings for the Office
Assistant:
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I7 Help with wizards [ Mave when in the way

I pisplay alerts [ Make sounds

T search fer both praduct o
Shiow s sbout

T Using festures more affectively I oty shaw high priariky tips
™ Usireg the mouse more affectivaly ¥ Shows the Tip of the Day at startup
I keyboard shortouts Reset my tps

e Click OK to apply the changes and close the dialog box.

To hide the Office Assistant

e From the Help menu, choose Hide the Office Assistant. You can also right-
click the Office Assistant image and choose Hide on the context menu.

Customizing the toolbars

e You can right-click any toolbar and choose Customize on the context menu to
customize the appearance and behavior of Access 2003’s toolbars:

y-

) & ?| & Database

Task Pane

W'eh

Customize. ..
ot

¢ In the Customize dialog box, use the three tabs to specify which toolbars
om o work:

View
Faormatting (Datasheet)

[ Formatting (Form/Report)
[~ Farmatting (Page) _,B‘etllm =
[~ Formatting (PivokTable/PivatChart)

[ PivotTable
[ Print Preview =
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¢ When the Customize dialog box is showing, you can right-click any button or
menu option to customize names, button images, properties, and so on:

Copy Button Image
Paste Button Image

£ s Reset Button Irnage
Database
FilterSort
Form Design Change Button Image  »
Farm Yiew
Formatking (Dratas| Default Style
Farmatting (Farmy|
Farmatting (Page)
Farmatting (Fivok] Text Only {in Menus)

Macra Design
Menu Bar Image and Text

Edit Butkon Image. ..

Text Only (Always)

Page Design
Page View
PivotChart

Beqin a Group

Assign Hyperlink

[ Prink Preview Properties

How would you:

¢ Use the menu bar?

e Use the Database toolbar?
e Use the task pane?

e Use the status bar?

e Use the Office Assistant?

SAMPLE
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The Database Toolbar

When you have completed this learning module you will have seen how to:

Use the New button

Use the Open button

Use the Save button

Use the Search button

Use the Print button

Use the Print Preview button

Use the Spelling button

Use the Cut button

Use the Copy button

Use the Paste button

Use the Undo button

Use the OfficelLinks button

Use the Analyze button

Use the Code button

Use the Microsoft Script Editor button
Use the Relationships button

Use the New Object: <Object Type=> button
Use the Microsoft Access Help button

Using the Database Toolbar

Using the Database Toolbar

The Database toolbar provides shortcuts to commonly,used features.
Some buttons are disabled until you have certain windows or features open.

Usingethe New button

The New button lets you create a new database file or project file. It also lets
you open a recently used file:

When you click the New button, the New File task pane appears with links to
various options:

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 24 - Access 2003 - Foundation Level Manual

: New File

SN En

New

2] Blark database. .,
EBlank data access page...

Project using existing data...

Project using new data. ..
[.;_?_ﬂ From existing File. ..
Templates

Search online for:

E:a Templates on OFfice Cnline
On my compuker, .,

Using the Open button
The Open button lets you open an existing database file or project file:

NIAE RS QY & 5’

When you click the Open button, the Open dialog box appears. This dialog box
lets you browse to the location of the file you want to open and specify the file

type of this file:

I.b“vbuwts 'I."L’ QXI:.D-M-

Look
r ET)
La L3 horthwsind mdb
My Rescent
Documents
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If you have not previously saved the file when you click this button, the Save
As dialog box appears. This dialog box lets you choose a location, name, and
type for the file.

M Using the File Search button

The File Search button lets you search for specific files on your computer, as
well as files that contain particular text:

When you click the File Search button, the Basic File Search task pane
appears with various search options:

Basic File Search v X
(@ [ )

Search for:

Search bext:

|Publication

@l Search Tips...

Other Search Dptions:

Search in:

|Selected locations | v|

Resulks should be:
| Anrthing | - |

Fast searching is currently disabled
Search options. ..

See also

#3 advanced File Search

Toconduct a search, type the text you want to'search, forf/in the Search text
box atthe top ofthe task pane. Under Other Search Options, click the arrow
beside each drop-down list and click inside the boxes thatappear to
select/deselect different options. If a Plus (+) symbol appears beside an
option, you can click it to expand /that|{selection and view nested options within.
Aftersyou have specified all the'options, click Go.

IT's helpful to restrict the search as much as possible before you click Go in the
task pane. For example, if you know that the text will likely only occur in an
Access file, make sure that only Access Files is selected in the Results Should
Be drop-down list.
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Using the Print button

The Print button lets you print the currently selected database object. For

example, if you have a table selected in the Database window and you click
Print, only that table will print:

Print (Canon Bubble-Jet BIC-4300)

The Print button is a shortcut to printing; it does not let you configure different
printing options. If you want to configure printing options, choose File = Print

from the main menu, and use the options in the Print dialog box to set up the
print job:

Print H
i~ Printet
Marme: “anon Bubble-Jet BIC-4300 Propetties |
Status:  Ready
Type: Canon Bubble-Jet BIC-4300
where:  LPT1:
Camment: I Prink ta File
~Prink Range Copies
o all humber of Copies: I 1 3:
i~ Pages From:l To:l E
.! V| Collate
" Selected Record(s) !
Setup. .. | (o] 4 I Cancel

Using the Print Preview button

The Print Preview button lets you preview the print job before you actually
print,it:

_4-"?'& G3 §

Whenfyou/click the Print Preview button, a preview window opens, showing
you what'the print job would look like if you clicked the Print button.

In this preview window, when you hold the mouse indicator over the document,
a magnifying glass icon appears. Click the window once to magnify the view,
and click again to restore it to its original size.

In the preview window, you can right-click the document to view a context
menu. This menu lets you change the zoom level and other viewing options:
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One Page

tultiple Pages »

Page Setup,..

Lo BEE

Prink. ..
Save As...

Export...

Send To 13

At the bottom left corner of the preview window, you can tell the viewer what
page you want to look at (if your form or report spans multiple pages). You can

type the desired page number into the box and press the Enter key to go to a
view of that page

OR you can use the arrow buttons to navigate to the desired page.

Using the Spelling button

e The Spelling button lets you perform a spell check on the currently selected
database object:

_-1|ae Ba @9 -/ @, .|

o When you click the Spelling button, Access 2003’s spell check feature
automatically launches. If it does not find any errors, it tells you that the spell
check is complete. Ifit does find errors, a dialog box appears that lets you
correct the word in question or tells the spell check feature to ignore that word:

nglish [U.5_)

Y A

spieling
spellings
spilling

Using the Cut button

e The Cut button lets you cut the currently selected text. Doing this removes the
text from the screen and places a copy of it on the computer’s Clipboard:
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v ’k B0 %5

Cuk

Using the Copy button

o The Copy button lets you copy the currently selected text (so that the text is
not removed from the screen, buta copy of it is placed on the computer’s

Clipboard):

| & 9 - B - |5 -

Using the Paste button

e The Paste button lets you paste the contents of the Office Clipboard into the
document at the location of the cursor:

& 53 @9 - F -5 T

e Usually, to be able to paste, you need to have used the Cut or Copy feature
first (to place information on the Clipboard).

ou can click the arrow beside the Undo button to view a list o e twenty mos
recent actions you can undo:

Undo 2 actions [%
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Using the OfficeLinks button

The OfficeLinks button lets you work with the data in another Office application

(like Word or Excel). When you click the arrow beside the OfficeLinks button,
you can choose which application you want to use:

W, -l & & a3 3@
|I§L Merge It with Microsaft Office Word
W publish It with Microsoft OFfice Word

B analyze It with Microsoft Office Excel

k=

Choose the Merge It with Microsoft Word option to open the Microsoft
Word Mail Merge dialog box. This dialog box lets you merge your data into a
Microsoft Word file via a link.

Choose the Publish It with Microsoft Word option to place a copy of the data
in a Microsoft Word .rtf file. (An .rtf extension stands for Rich Text Format.)
Choose the Analyze It with Microsoft Excel to place a copy of the data in a
Microsoft Excel worksheet.

Using the Analyze button

The Analyze button lets you analyze your data or data object in various ways.
When you click the arrow beside the Analyze button, you can choose which
form of analysis to use:

ER & =8 4-]| @
| +1 Analyze Table [s |

=5 Analyze Performance

__j";! Documenter

Choose the Analyze Table option to open the Table Analyzer Wizard. This
wizard teachespyou aboutgeffective table designgand,. it letspyou make jthe
structure of your tables more efficient.

Choose the Analyze Performance/option to open the Performance Analyzer
dialogybox. This dialog box lets you choose various objects in your database
and have Access 2003 scan that object for any possible problems.

Choase the Documenter, aption/to open the Documenter dialog box. This
dialog box“lets you choosevarious objects in‘your databaseand have ‘Access
2003 create a report that details the objects and property values. This feature

is useful for gaining an overall understanding of your database’s structure and
content.
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Using the Code button

e Use the Code button to open a Microsoft Visual Basic code editor window.
You need to selecta form in Form View for this button to be active:

@4@@3@@4@

Using the Microsoft Script Editor button
e The Microsoft Script Editor button lets you edit the code in a data access

page. You can use the Microsoft Script Editor to add text, edit HTML tags, and
add any VBScript code on the page:

B @3-

Microsoft Script Editor

¢ You need to be working with a data access page before this option is available.
You can create a data access page by choosing File > New and clicking blank
database access page.

Using the Properties button
e The Properties button lets you view the properties of the currently selected

object:
Ioon opens Ir the

& oo Iﬁ 7 -
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Using the Relationships button

The Relationships button lets you view, edit, and create relationships between
the tables in your database:

Relationships

When you click the Relationships button, the Relationships window opens. If
you have no tables showing in this window yet, the Show Table dialog box also
opens, which lets you select the tables you want to appear in the window:

Show Table

Supphen Products
e pmiil
Supplier D

ProductiD
o | Producthlame
. SupplierID

CategorylD
QuantityPerUink
UniPrice
UnksInstock
UniesOnteder Shiopers
ReorderLevel
Discontinued

In the Relationships window, you can create relationships by dragging one
attribute to another. Relationships are represented with a black line connecting
the linked attributes. You can edit a relationship by double-clicking the black
line.

Using the New Object: <Object Type> button

sert new object
bject you'have

When you click the arrow beside the button, a drop-down list provides different
object types. To insert an object, click on the type of object you wish to add:
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#3 AukoForm

g}f AutaReport

e

Query

Form

Bepott

Page

¥

For example, to insert a new table, click the arrow beside the New Object
button and choose Table. The New Table dialog box then opens, which allows
you to create a new table. After creating a table in this way, when you hold the
mouse indicator over the New Object button, you can see that the name has
changed to New Object: Table, because that is the most recent object you
have created with this button.

M Using the Microsoft Office Access Help button

The Microsoft Office Access Help button lets you obtain help on a certain task
or get more information on a particular concept:

ad 5 - |
Microsoft Cffice Access Help

When you click the Microsoft Office Access Help button, the Access Help
task pane appears, offering you online help:

MPLE

To find specific information on the Microsoft Office Help website, type a query
into the Search for field, and click the green arrow button.

Access lelp o

Sawe dilsa

& Wahal's Hew

* CortbatUs

#  mctrialally Help

G Corteed, St
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e Click on the appropriate link in the displayed Search Results pane to find the
information you need. Do not hesitate to use the Access 2003 Help features -
they exist to assist you!

Review Questions

How would you:

e Use the New button?

e Use the Open button?

¢ Use the Save button?

¢ Use the File Search button?

e Use the Print button?

e Use the Print Preview button?

e Use the Spelling button?

e Use the Cut button?

o Use the Copy button?

¢ Use the Paste button?

¢ Use the Undo button?

e Use the OfficeLinks button?

e Use the Analyze button?

e Use the Code button?

¢ Use the Microsoft Script Editor button?

e Use the Relationships button?

e Use the New Object: <Object Type=> button?
e Use the Microsoft Office Access Help button?

SAMPLE
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The Task Pane

When you have completed this learning module you will have seen how to:

Open the Getting Started task pane

View and open recent files

Open the New File task pane

Use the Blank database option of the New File task pane

Use the Blank data access page option of the New File task pane
Use the Project using existing data option of the New File task pane
Use the Project using new data option of the New File task pane
Use the From existing file option of the New File task pane

Use the Templates option of the New File task pane

Use the Templates on Office Online option of the New File task pane
Open the Clipboard task pane

Use the options on the Clipboard task pane

Open the File Search task pane

Use the Basic File Search and Advanced File Search features of the File Search

task pane

Using the Open area of the Getting Started Task Pane

Opening the Getting Started task pane

By default, the new Getting Started task pane will automatically launch each

time you start Access 2003.

If the task pane is not already visible on the right side of the Access
envirenment, frem the mainkmenu, choose View =rask Pane.

Click on the Other Task Pane down arrowand select Getting Started from
the list. You/will notice that the top half of the task pane contains useful links_to

the Mierosoft Office website. 'Experiment!

Viewing and Opening Recent Files

The Open area of the Getting Started task pane shows recently opened Access

files:
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Open
dbl.mdb
Northyind.mdb
Fdn Exercise_Reports.mdb
Fdn Exercise. mdb
(L5 More...

] Create a new file...

If the list does not include the file that you want to open, click More.
The Open dialog box opens, which lets you browse to the location of a file,

specify its name and type, and open it:

Loak it I._]MrDmmm = @-3 @ ¥ Ly - Teok=

- Eiézm@!
4 A Harthednd.mdb

My Recant

Docunents

Cedecp

My Documants

My Compuiter

mq Pl pame: [ = B s [
Places s of bypes [icrosodt Gifice Acoess (7. mabs ™. adp; ™. ma; ok %, ace e | Cancel I

To open a file in the list, simply double-click its name.

Using the New area of the New File Task Pane

Opening the New File task pane

m. the main j/menu, choeese File >

t

a new datab

]e of the slen
m ;

You’'ll then be able to add new tables and other database objects, also from

scratch:
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New
2] Blank database. ..
%Blank data access page...
IE_LJ Project using existing data. ..

@ Project using new data. ..
LﬂJ From existing filz. ..

To use this option, click Blank database. The File New Database dialog box
opens.

In the File Name box, type a name for the new database, and from the Save
As Type list, choose a file format (usually .mdb for a Microsoft Access
database).

Use the Save In list to browse to the location in which you want to place the
new database file. You can double-click folders in the large pane to open them.
Click Create when you have entered all the required information.

Data Access Page option

The Blank data access page option lets you create a new data access page
from scratch. A data access page is a Web page that is connected directly to the
data in your database. You can use a data access page to view, edit, update,
delete, filter, group, and sort information in the database:

New
@ Blank database. ..

2Bl Blank data access page. ..
Project using existing data...

@ Project using new data. ..
Liﬂ From existing File. ..

A data access page can contain components such as a spreadsheet, a PivotTable
list, or a chart.

Dataraccess pageés only work in Micrgsoft InternetExplorer 5 or latéer:

To use this option,click Blank data/access page. A view of the blank page
appears:
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“# Page1 : Data Access Page Field List v x
L3 44 casddToPage
3, Hidbl.mdo
=g Tables
=1 [ Tablel
/]
Mo

[ 5N

tragfl As 3 abl bg it and drop them on the page.
(M@ | |
F AR
- H3 4p
dg i =
2 B = o

N O

| of

Create the page as desired. Use the toolbox that appears along with the view to
add text and other objects to the page.

Note: If the toolbox doesn’t appear, you can view it by choosing View >
Toolbox.

To make a page available to other users over the World Wide Web

You need to save the page to a Web folder or Web server.

You also need to make the database (the one connected to the data access
page) available to the users.

Using the Project using existing data option

The Project using existing data option lets you create a new project file
based on an existing database file. A project file is a file that connects to the
database; it is the basis for client/server applications. For example, a project
filesmight contaim forms, reports, or medulessitswould notgeontain anypdatasor
data-definition-based objects (like tables):

g
|41 From existing file. ..

When you choose this option, the File New Database dialog box opens. This
dialog box lets you specify a name and location for the new project file.

When you click Create in the File New Database dialog box, the Data Link
Properties dialog box opens. This dialog box lets you provide the necessary
information for Access to connect the new project file with an existing database:
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B Data Link Properties

Comnection | Advanced | A1 |

Specify the following to connect to SOL Server data:
1. Select o enter a sarver name:

I ;I Rsﬁuhl
2. Enter information ko bog an ta the server:
" Use Windows NT Integrated secuity
% Use a specific user name and password:
User name: |
Password: I
[ Blank password [ Allow saving password
3. Select the database on the server

| [
" Attach a database file a5 a database name:
|
[gitg the flename;
| _
Test Connection |

Using the Project using new data option

e The Project using new data option lets you create a new project file that is
not yet based on any database file:

New
Blank database...
Blank data access page. ..
Project using existing data. ..
2N Projeck using new data. ..
| Frnm existing File. .

¢ When you choose this option, the File New Database dialog box opens. This
box lets you specif name a ocation,fo e new; project fil
X, the Mi
provide
t. You ca

soft
ess with

information:
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Microsoft SOL Server Database Wizard

What SQL Server would you like to use for this database?

| =1

Please specify the login ID and password of an account
with CREATE DATABASE privileges on this server.

I Use Trusted Connection

Login 1D: |

Password: |

‘what do you want bo name your new SOL Server database?
[adnzsaL

Cancel = Biatk et = it

Using the From existing file option

e The From existing file option lets you create a new database file based on the
data in an existing file:

New
IZ_=J Blank database. ..
@ Blank data access page...
@ Project using existing data. ..
@ Project using new data...
Lﬁﬂ From existing file. ..

Templates
Search online for:

=]

Dlg Templates on Cffice Cnline
IEI_J On oy compuker .

e When you select From existing file, the New From Existing File dialog box
appears. This dialog box lets you specify the name and location of the file you
want to base the nhew database file on.

e  You can base/a new database file on any of the following file types: another
Access database file (*.mdb), an Access projectdile (*.adp), or an HEMi=
file (*.htm or #«html).

Using the Template area of the New File Task Pane

Using the Templates option

e The Templates option lets you create a new file (either a database file or a
project file) based on one of Access’s predefined templates:
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Templates
Search online For:

[£5

Ea‘ Templates on Office Online
@J On my compuker, ..

When you choose On my computer, the Templates dialog box opens with two
tabs: the General tab and the Databases tab.

Use the General tab to create a new blank database, blank data access page,
project (based on an existing file), or project (not based on an existing file).
These are the same options as the ones listed in the New area of the New File
task pane:

Ganeral | Detabases |
8 » & g =
- Blarkdata  Project  Fraject (hew [
S TN access page...  (Existin.., Diatahase)
o previes avalable
Tesplstes on Offce orive | I

Use the Databases tab to view a list of predefined Access databases. To model
your new database file on one of these, select it and click OK:

d d d &g

Contack Event Expenses
Management  Management

Ledger

Time: and
Eiling

The right half of the Templates dialog box (for both options) lets you change
the manner in which the files are listed in the left half. For example, if you want
to view the contents of the left half in list format instead of icon format, you can

select the appropriate button on the right half.
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M Using the Templates On Office Online option

The Templates on Office Online option lets you create a new file based on a
Microsoft predefined template located on Microsoft web site:

Templates
Search online For:

| | [0 |

':'34. Templates on Office Online
EI_;J On vy computer, .

This option is a link that launches your Internet browser and brings you to a
Microsoft Office web page. Follow the instructions on this page to view the
available templates.

Using the Clipboard Task Pane

About the Office Clipboard feature

Microsoft Office comes with an Office Clipboard feature that can be used by all
of the Office applications. This Office Clipboard stores up to 24 items; when you
cut or copy something from any Office application, the item appears in Access’s

Clipboard task pane:

2 of 24 - Cliphoard vy X

@A

Paste 4l | |&Clear all |

&

Click an item to paste:

] ves =]
# no
| |

The item is represented as a graphic in the task pane. The graphic tells you
which application the item is from; for example, if you cut text from Microsoft
Word, a Microsoft Word icon appears with that text in the Office Clipboard.
The most recently cut or copied item is always added to the top of the gallery.
The Office Clipboard is related to the system Clipboard, but they are not the
same thing. The system Clipboard can only hold one thing at a time, while the
Office Clipboard can hold up to 24. When you copy multiple items to the
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Office Clipboard, the last item is always copied to the system Clipboard. When
you clear all items from the Office Clipboard, you also clear the system
Clipboard. When you use the Paste shortcut keys (Ctrl + V), you paste the
contents of the system Clipboard, not the Office Clipboard.

Opening the Clipboard task pane
o |If the New File task pane is showing, click the down arrow in the top right of
the task pane and choose Clipboard from the drop-down list:

Mew File TIX

) Getting Started

New Help |
IEI_J Blan Search Results
@ Blani File Search
IZI_;J Pro]j | Clipboard [ |
@ Praoje i
lélj me New File

Template L
Search on Object Dependencies
[ reel]
03. Templates on Office Cnline
IZ|_;J On iy compuker...

o If the New File task pane is not showing, choose Edit > Office Clipboard from
the main menu.

Using the Office Clipboard feature
¢ With the cursor at the location where you want to paste an item, simply click the
graphic that represents that item in the Office Clipboard

OR right-click/the item and'choose RPaste:

Click&mpiter to paste:

IZI__] ves d

#] na i Paste [
X

Delete

[

e To remove a single item from the Clipboard task pane, right-click on it and
choose Delete.
e To remove all items from the Clipboard task pane, click Clear All.
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e If the Clipboard task pane is docked to the side of the main Access window and
you want to float it over your work area, drag the task pane’s title bar toward
the middle of the screen. If the task pane is floating and you want to dock it,
double-click its title bar.

e To configure options for the Clipboard task pane, click Options in the lower left
corner of the task pane and choose the desired option:

| Show Office Clipboard Automatically R{J

Show Office Clipboard When Ctrl+C Pressed Twice
Collect Without Showing Office Clipboard

Show Office Clipboard Icon on Taskbar

Show Status Mear Taskbar When Copying

Using the File Search Task Pane

M About the File Search feature

¢ Microsoft Office comes with a File Search feature that can be used by all of the
Office applications. This File Search feature allows you to search your
computer for any files or objects containing the text that you specify:

Basic File Search v X
@A

Search for:

Search bext:

|Publicati0n

@) Search Tips...

Other. Search Options:

Searchin:

|Selected locations lv|

Results should be:

| Anything

Fask searching is currently disabled
Search optigns.. .

See also

i Advanced File/Search

o The File Search feature has two parts to it: a Basic File Search component
and an Advanced File Search component. The Basic File Search allows you
to search for text. The Advanced File Search allows you to search for any
number of data types (including file names, types of files, or categories of
information).

e In Access, the File Search feature is available on the File Search task pane.
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Note: Don’t confuse the File Search feature with filters or queries. Filters and
queries are also “search” functions, but they are intended to help you find very
specific information and analyze this information. The File Search feature is for
higher-level searches, where you are just looking for instances of a word or
name. Filters and queries are described later in this training manual.

M Opening the File Search task pane

If the New File or Clipboard task pane is showing, click the down arrow in the
top right of the task pane and choose File Search from the drop-down list:

MNew File Tix

(&) Getting Started

New Help

Search Results

m

m

File Search Iy |
Clipboard
H

F e File:

|
Searg Object Dependencies

B (O

148

olJ Templates on Office Online
2] on my computer...

Note: If a task pane is not showing, choose File = File Search from the main
menu.

Using the Search feature

To perform a basic search (for text that occurs in a file on your system), make
sure that the title bar states Basic File Search. You can toggle back and forth
between Basic, Search mode and Advanced File Search mode by clicking the

blue‘link at the bottom left of the task pane:

LT AN

Restrict the search parameters as much as possible. For example, if you are
performing a Basic search for a text string, use the Search in and Results
should be drop-down lists to make the search apply to only those
specifications:
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Other Search Options:

Search in

|Selected locations | v|

Results should be:
| Anvthing | - |

Fast seatching is currently disabled

Search options. ..

e To make searching more efficient, Windows provides an indexing feature. You
can enable/disable this feature by clicking Search Options in Basic Search
mode:

Indexing 5 ervice Settings

When Indexing Service is enbled, the files on your B

and maintained so you can perform Faster searches. Service slso

provides greater saarch capabiities. LI

Status:  Fast searching is currently disabled Advancedh., |
SRR s [ gmn |
(" Yes, enable Indexing Service and run when my computer is idle.

& No, do net enable Indexing Service.

e To perform an advanced search in Advanced Search mode, use the Property
drop-down list to specify the type of information you are searching for. You can
further limit the search by using the Condition drop-down list and text box.

¢ If you are using this Condition feature, you need to click Add to add the typed
Value to the box. This lets you combine multiple conditions in one search if you

MPLE
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Search for:

Condition: | includes

Walue:

® and G or

| Anything

See also

%1 Basic File Search

Review Questions

How would you:
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e Open the Getting Started task pane?

¢ View and open recent files?

e Open the New File task pane?

¢ Use the Blank database option of the New File task pane?

e Use the Blank data access page option of the New File task pane?

e Use the Project using existing data option of the New File task pane?
o Use the Project using new data option of the New File task pane?

e Use the From existing file option of the New File task pane?

o Use the Templates option of the New File task pane?

e Use the Templates on Office Online option of the New File task pane?
e Open the Clipboard task pane?

e Use the options on the Clipboard task pane?

e Open the File Search task pane?

¢ Use the Basic File Search and Advanced File Search features of the File Search
task pane?

SAMPLE
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The Database Window

When you have completed this learning module you will have seen how to:
¢ Use the Open button on the Database window menu bar
e Use the Design button on the Database window menu bar
e Use the New button on the Database window menu bar

e Use the Delete button on the Database window menu bar
e Use the Icon buttons on the Database window menu bar
e Use the List button on the Database window menu bar

e Use the Details button on the Database window menu bar
e Use groups

e Use the Favorites button on the Database window toolbar
e Use the Tables button on the Database window toolbar

e Use the Queries button on the Database window toolbar

e Use the Forms button on the Database window toolbar

e Use the Reports button on the Database window toolbar

e Use the Pages button on the Database window toolbar

e Use the Macros button on the Database window toolbar

e Use the Modules button on the Database window toolbar

The Database Menu Bar

Using the Database Menu Bar

e The Database Window Menu bar allows you to open an object, access the Design
view for the selected object, create a new object, delete an object, and arrange
the objects in the Database window.

Wsing the Open button

¢_TherOpen button of the Database window menu bar allows youstowview an
object in your database:

E Morthwind : Database [Acceszs 2002 - 2003 file format)

B~
1 Tables

%‘J Create table in Design view
EIGJ Create table by using wizard
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The Open button works in conjunction with the object you have currently
selected in the window. For example, if you have a particular table selected and

click the Open button, a window containing that table will open.

Using the Design button

e The Design button allows you to view an object in Design view. Design view is
a mode of Access that lets you create or modify the structure of tables and
queries, create forms or pages through which you can display data, and format
reports:

ﬁ Northwind : Database [Access 2002 - 2003 file format)

C0pen |4 Design| Hew | X <o 'L":-

Objects ;ll' Create kable in Design view

Desion
E = Craate tabla by using wizard

e Like the Open button, the Design button works in conjunction with the object
that is currently selected in the window.

e The options within the Design view depend on the object you are modifying. For
example, Design view for tables differs from that of forms.

Using the New button
e The New button allows you to create a new object using a wizard:

E Morthwind : Database [Access 2002 - 2003 file format)

LFjpen (&£ Design K2 =
Obiect £ A . . .
jecks _;J (Newr table in Design view

| 1 Tahles E‘_;J reate table by using wizard
—t

o "The"New buttean works in eonjunction with the type of,object button selected in
the toolbar along'the left side of the Database window. For example, to create a
new,table, select the Tables'button and click Newv.

Using the Delete button
o The Delete button allows you to delete an object:

ﬁ Northwind : Database [Access 2002 - 2003 file format)

[10pen i Design _Jhew ‘a rm

Cbjects [Z]  Create *-- 1 Design view
L = Delete n v

| ] Tables -‘.)1] Create using wizard

FOR USE AT THE LICENSED SITE(S) ONLY
© Cheltenham Courseware Ltd. 1995-2010 www.cheltenhamcourseware.com



Page 49 - Access 2003 - Foundation Level Manual

e To use this feature, select the object you want to delete, and click this button.
As a safeguard, Access will always prompt you to continue before it actually
deletes the object.

Using the Icon buttons

e The Large Icons and Small Icons buttons allow you to change the size of the
graphics in the Database window.

e Click Large Icons to make the graphics bigger:

’ Horthwind_ - Database [Access 2002 - 2003 file format ]

pen B2 w3 @ S5

| Create table in Creabe table by Create table by
Tables Design view  usingwizard  entering data

e Click small Icons to make the graphics smaller:

E Northwind : Database [Access 2002 - 2003 file format)
L Hopen L Design Juew | X e

: [ i il
Objects _=J Create table in [Small Teon s
| =] Tables IZ‘;J Create table by using wizar

Using the List button

e The List button allows you to view the database objects in the Database window
in a list format:

E Morthwind : Database [Access 2002 - 2003 file format)

LEOpen g Desian hew | X | 4a L

IZI_J Create table in Design vit;l

Lis
IZ:J Create kable by using w

| s

ER. "

o In‘thislist, only the names of the gbjects are listed.

Using the Details button

e The Details button is similar to the List button (it also lets you view the
database objects in list format), but it provides more information than just the
name, such as a description of the object, the date it was last modified, and its
type:
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E Morthwind - Databaze [Access 2002 - 2003 file format)

L ‘Hopen & Design JHew X | Zn Te |5

- ; o &3
E
Chjects 'j.=J Create bable in Design view Details
| = Tables IEJ Create table by using wizard

To add a description to an object (so that it appears under the Description
column when you click the Details button), right-click an object in the Database
window and choose Properties. In the Properties dialog box, you can type
the description in the box provided. After you close this dialog box, the
description will appear when you have the list details showing:

Categonies Properties
General I
Categories

Type:
LB -t oories of Northwind produs

Creabed: 9/13/1995 10:51:30 AM
Modified: 3/12/2003 5:09:57 AM
Owener:  Admin
Attributes: [ Hidden I~ Replicatle
[~ Row Level Tracking

OK I Cancel

The Database Window Toolbar

About the Groups feature

Groups is an Access feature that letS'you coambinereommonly used ofF'similar
objects\in one/grouping. The objects listed in a group are actually shartcuts to
the objects; they are not the objects themselves. Sao, if you delete a group
shortcut, you are not actually deleting the object:

On the toolbar along the left side of the Database window, any groups you
have«reated appear under the'Groups button:

Eroups
(%] Fawarites

%] Groupl

Groups can be useful as organizational tools; if your database has dozens of
objects, a group can help you to access a particular object efficiently.
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Using Groups in the Toolbar

To create a new group

e From the main menu, choose Edit = Groups = New Group.
¢ In the New Group dialog box, type a name for the group and click OK:

Mew Group EE
Mew Group Mame: oK I
Cancel |

o |If the group does not appear in the Database window, click the Groups button
along the side of the window; the Groups section of the toolbar will then expand
to show the new group.

To add an object to the group

e Click the appropriate button along the left side of the window to show the object
in the right pane.

¢ From the right pane, drag the object to the group name.

¢ Click the group name to make sure a shortcut to the object was created
successfully:

h Northwind - Database [Access 2002 - 2003 file format)
| Aopen Bpesign  nen X |2 | =]
ohets |8
] Tables
5 Queries
3 Forms

AMPLE

To remove an object from the group

¢ Click the group name along the left side of the window.
e In the right pane, select the object shortcut and click the Delete button at the
top of the Database window
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OR right-click the object shortcut and choose Delete.

To delete a group

o Click the group name along the left side of the window.
¢ Right-click the name and choose Delete Group.

Using the Favorites button

e The Favorites button represents a default group Access creates for you, called
Favorites. You can add objects to this group or remove them from this group
in the same way as you would with other groups. It's up to you whether you
want to use this group or create your own, but you cannot delete the Favorites
group:

‘ Groups

Using the Tables button

e The Tables button allows you to view all tables in the database, as well as

different table-creating options. In this view, you can double-click a table to
work with it:

ﬂ.Nurlhnind : Database [Access 2002 - 2003 file format)

Hopen Wlpssin Jhew X <y [

@ Create table in Design wiew
@ Create table by using wizard
& table by entering

Order G ]
Orders

Using the Queries button

e The Queries button allows you to view all queries in the database, as well as
different query-creating options. In this view, you can double-click a query to
work with it:
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h Morthwind : Database [Access 20 2003 file format)
L Fopen BDesin Jew K| o
Chijects & create query in Desian view
1 Tables Create query by using wizard
- "phabetical List of Products
3 Foms 51 Category Sales Fu.r 1997
=l Current Product List
Id  Reports Q0 Customers and Supphers by Ciky
“i Pages 51 Employee Sales by Country
2 Maros 3_] Irwoices
_ 51 Invoices Fiter
4R Mod.es 5 Order Detais Extended

Using the Forms button

e The Forms button allows you to view all forms in the database, as well as

different form-creating options. In this view, you can double-click a form to
work with it:

= Northwind : Database (Access 2002 - 2003 file format)

Ufiopen W pesign Juew XK | <o T |EE|EE

Objects 3] Create form in Design view

1 Tables Create form by using wizard
=1 Queries -

[ Custamer Labels Dislog

m H customer orders

i@ Reports = cCustomer Orders SubFormi
'ﬂ Pages &l customer Orders Subform2
0 Mawos E  Customer Phone List

[ customers
g Modues = Fronloees

Usmg the Reports button

ou to view all r in the database, as
S Vi d le-click a

Database

Create repork
Create report

Catalog Subreport
Custorner Labels

Employee Sales by Country
Trevoice

Products by Category
Sales by Category

IEEEEEE @3B
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Using the Pages button

e The Pages button allows you to view all pages in the database, as well as
different page-creating options. In this view, you can double-click a page to
work with it:

= Northwind - Database [Access 2002 - 2003 file format)

5 Open Design (=] New | 2% | 2o e
LE 9P Liesig il I .

Objects Create data access page in Design view
] Tables Create data access page by using wizard
ﬁ Queries Edit Web page that already exists
— Eﬁ Analyze Sales
Forms Ef" Employees
9 Reports E.: Review Orders

E" Review Products

= Macras E‘.'a sales

48 Modules

Using the Macros button

e The Macros button allows you to view all macros in the database, as well as
different macro-creating options. In this view, you can double-click a macro to

work with it:

2003 file format)

B Northwind : Dalabase [Access 2002 -

Chbjects 2
1 Tables 2 Customer Phone Lisk
2 Customers
5 Queries
@ Sales Totas by Amount
2 Sample Autokeys
@ Suppliers

A Modues

well as
odule

The Dutto i i atabase,
differ i i i ble-click
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g Northwind : Database [Access 2002 - 2003 file format]

mun [Jpesign aghew | X | 2o - [iE]E

Obijects .
1 Tables A% ity Functions
1 Queries
-3l Forms
id Reparts
Y4 Pages
-l Macros

Review Questions

How would you:

Use the Open button on the Database window menu bar?
Use the Design button on the Database window menu bar?
Use the New button on the Database window menu bar?
Use the Delete button on the Database window menu bar?
Use the Icon buttons on the Database window menu bar?
Use the List button on the Database window menu bar?
Use the Details button on the Database window menu bar?
Use groups?

Use the Favorites button on the Database window toolbar?
Use the Tables button on the Database window toolbar?
Use the Queries button on the Database window toolbar?
Use the Forms button on the Database window toolbar?
Use the Reports button on the Database window toolbar?
Use the Pages button on the Database window toolbar?
Use the Macros_button on_the Database window toolbar?
Use the Modules'button on the Database window toolbar?
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When you have completed this learning module you will have seen how to:

Create a table in Design view

Use the Table Wizard to create a table
Change a table design

Add records

Find records

Filter records (using one of three methods)
Sort records

Create a Table

About creating a table in Design view

You can create a table in Design view or with a wizard.

Design view is a window that lets you configure the table columns (also called
fields). Think of this view as a blueprint for the table: it doesn’t show you actual
data in each row, but it does define how the rows need to look:

|§ Tablel : Table ISI=] E3
| Figld Mame |  DataType | Description | &
First Mame Text
¥ Last Hame freo] =l =
=
Field Properties
General ] Lookup |
Fiehd Size
Formak
Defaut AW |
Walidation R\
Validation Te: -
D_ — — —
E - .

The concept of “row” has a slightly different meaning in Design view: a “row” in
Design view actually represents one column in the table (as opposed to one
record). For example, if in Design view you name a row “First Name”, the table
will have a column called “First Name” and each record in the database will need
to have a “First Name” field entry.

All fields have two main characteristics: Field Name and Data Type. Field
Name refers to the name of the column. Data Type refers to the type of
information a field can contain (e.g., text instead of numbers).
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e For each field, you can also define other properties, such as how many
characters they can hold, or how they should be presented to users (e.g., as a
drop-down list instead of a text box).

e It's usually a good idea to define one field in the table as a primary key. A
primary key is a field whose value uniquely identifies each record in the table.
Access provides an AutoNumber feature that can assign a unique number to
each record for this purpose. For example, if you are creating an Employees

table, you can create an Employee ID field, define it as the primary key, and use

the AutoNumber feature to give each employee record a unique ID. Primary
keys are used as the basis for relationships to foreign keys of other tables. A

primary key cannot allow Null values:

| Field Mame | DataTwpe | Descripkion |
Firsk Marne Texk
Lask Mame Text

%M Employes 1D Autotumber

e You can use the Tab key to move from field to field.

Creating a Table in Design View

o Click the Tables button along the left side of the Database window.

¢ In the right pane, double—lick Create table in Design view. A blank design
view window opens.

e Begin creating fields: input a name and type for each. When you place the
cursor in the Data Type field, a drop-down arrow lets you choose a type:

B Tablel : Table

Field Name [ata Type Description
B | First Mame

Memao
Mumber
DatefTirme
Curkency
AutoMumber
Yesita =

OLE Object ‘ ’
Hyperlink. - L\ -~

Field iz Lookupizard, . | =

E

e For each field, use the tabs at the bottom of the window to further define field
properties. If you need more information about these properties, place your
cursor in each; the lower right corner of the window tells you how that property
works:
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General | Lookup |

Field Se 50

Format %

Trpist Mask The maximum

Caption nurmber of

Default Value charackers you

walidation Rle Sate eyt
= eld.

Walidation Text Pisleg o

Required No you can set s

Allow Zero Length es 255, Press Fi

Indexed Ma For help o Field

Lnicode Compression ‘fes sze,

1ME Mode Mo Contral

IME Sentence Maode Tane

Smart Tags

Use the Insert Rows or Delete Rows buttons on the toolbar at the top of the
Access window to add new rows above your current row or delete your current
row:

Use the Primary Key button on the toolbar at the top of the Access window to
make the currentrow the primary key. If you want to remove primary key
status from that row, select it and click the Primary Key button again.

Note: You can also right-click a row and choose Primary Key from the context
menu:

i

When you are finished creating fields and setting up the table as desired, choose
File = Save and type a name for your table. Click OK.

About using the Table Wizard to create a table

The other method for creating a table is by usingawizard. This wizard provides
samples of common fields In different types of personal or business database
tables. Note/that there is no actual data attached tothese fields; they are
merelyaxmodels.that you can choose to incorporate.” You can always rename the
fields if you want a different name.

Using the Table Wizard to create a table

Click the Tables button along the left side of the Database window.

In the right pane, double—lick Create table by using wizard. The wizard
opens.

On the first page, use the Business or Personal options to filter the list of

sample tables and fields to the desired type. Clicking different tables in the
Sample Tables list makes the contents of the Sample Fields list change
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accordingly. When you see a field name that matches a field you want in your
new table, select it and click the = arrow button:

Table Wizard

‘thich of the sample tables listed below do you want bo use to create your table?

After selecting a table category, choose the sample table and sample Fields vou want ta include
in your new table, Your table can include fields From more than one sample table, IF vou're not
sure about a Field, go ahead and include it. It's easy to delete a field later,

' Business

" personal

Sample Fields: Fields in my new table:

EmployeelD

DepartmentMame s
Employeell

Firsthame

Sample Tables:

SocialSecurityMumber

IMailing List
iontacts
i_uskamers

Products
Crders

Employeshlumber
MationalErnplturnber
Firsthlame
Middletarne

Title
Froailtlame LI

Rename Field. .. |

Finish |

Cancel | = Bach | Mext > |

Fields you have added stay in the list on the right even if you change the options
in the left half of the dialog box. If you want to remove a field from the list,
select it from the list on the right, and click the < arrow button. If you would
like to rename a field, select it and click Rename Field.

Click Next. Type a name for your table and choose whether you want the
wizard to set a primary key. If you choose No, you’ll need to do it in Design
view after the table is created. If you choose Yes, you can always change the
primary key after the table is created:

Table Wizard

‘wihat do you want ko name your table?

Microsaft Access uses a special kind of field, called a primary key,
= ko uniquely identify each record in a table, Inthe same way a
) i s v license plate number identifies a car, a primary key identifies a
record,

2k X kKT
3 unn o pex
& i o K
HHM T4

a primary key for you?

Click Next.

If you chose to let the wizard set a primary key for you on the
previous page, you can now create relationships between this table and other
existing tables if there is common information between the tables. The wizard
lists all other existing tables; if you select one and click Relationships, the
wizard asks you the type of relationship (and gives an explanation of each):
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Table Wizard

Is wour new table related to any other tables in your database? Related tables hawve matching
records, Usually, your new table is related to at least one other kable in the current database,

In some cases, the wizard will create table relationships for wou. The list below shows how your
new table is related to existing tables, To change how a table is related, select a table in the
list and click Relationships.

AR HAR R RN niot related bo ‘Customers'
o related ko 'Employess’
HHH OHER BEN RHR DI i o
KRN HER HEE RO niot related ko 'Order Details
HHH HHH HHH HHW niot related ko 'Orders'

niot related to ‘Products’

nat related to 'Shippers' ;I
Relationships. .. |
Cancel | < Back. | Mext = | Finish |

If you chose to set your own primary key on the previous page, the wizard asks
you for information that might be suitable for a primary key:

Table Wizard

‘What Field will hold data that is unique For each record?

[rrploveelo) =l

What bype of data do vou want the primary key Field to contain?

A ex e e
2 xex zox o

14 ,,“I ¥ Consecutive numbers Micrasoft Access assigns automatically

: 25 to new records,
« | 32 | AR
25 | BS o e " Numbers I enter when I add new records,
__ | CZ s wan
DS s Hin
—_—  Numbers andjor |etters I enter when I add new records.

Click Next. If you chose to manually set your primary key, you are now
prompted to specify relationships (described above). Otherwise, the final wizard
screen appears.

Choase an option for when the wizard finishes:you can have the wizard open
Designview for you to modify the table design, startientering data directly into
the table

OR have the wizard open a form for data entry:
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Table Wizard

- 8
by 3
\‘.‘t‘l-zﬁ
3
AL

e Click Finish.

SAMPLE
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End of the preview sample

‘ CHELTENHAM
|

This sample is approximately half of the full course. Please see the table of contents at the
beginning of this document to see the full list of topics covered in the full course.

To purchase the rights to use the full training manuals at your training centre please see our
web site at:

http:/MWwww .cheltenhamcourseware.com

A courseware licence allows you to make unlimited copies for use at your training centre.
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