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Introduction to Microsoft Access 2002

When you have completed this learning module you will have seen how to:
e Distinguish the two main types of Access 2002 files

e Create a new database file from scratch

¢ Open an existing database file

e Close a database file

What is Access?

Access 2002

e This courseware teaches the fundamentals of Microsoft Access 2002. Access
2002 is a relational database management program; it allows you to create and
manage desktop and client/server database applications.

Content

¢ With Microsoft Access 2002, 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

o Typically, the database files you create in Access 2002 have a .mdb extension.
You can, however, use Access 2002 to export data to a wide variety of other
formats.

Greating Filge W HW /8 & § e

AboutsAccess 2002 Files

o Microsoft Access 2002 lets you create two main types of files: database files
(with an .mdb extension) and project files (with an .adp extension).

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.

FOR USE AT THE LICENSED SITE(S) ONLY
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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 projectas 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 go into detail with them.

Creating a new database file
From the menu bar, 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
Open a file

* X

Morthesind, mdb
SampleDatabase. mdb
SampleDE21.mdb
adpll.adp

= Mare Files. ..

New

Blank Database

Blank Data Access Page
Project (Existing Data)
Project (Mew Data)

MNew From existing file

fgj Choose file. ..

MNew From template

zeneral Templates. ..
@ Templates on Micrasoft, com

. In the Eile N Database dalolox, specIa
rn dat se/file. Then cli
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File Mew Databasze HE
Save in: I‘*'_J My Documnents j - Lo D - Toals =
|L)My eBooks
;&? dMy Tusic
" My Pictures
Hiskory: 'ﬂ
My ‘ebs

My Documents %

Favorites

File name: db1 . mdb| j Create I
Save as Dype: IMicrosoFt Arcess Databases (*.mdh) j Cancal I
4

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

of this course:

g db1 : Databasze [Access 2000 file format] !EIE

Objects

| Tahles Create table by using wizard
Create table by entering data

e Queries
Farms

Reparts

a8
@ Pages
I

Macros

Opening and Closing a Database File

Opening a database file
e From the menu bar, choose File = Open

OR press the Ctrl + O key combination to display the Open dialog box. Browse

FOR USE AT THE LICENSED SITE(S) ONLY
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to the location of the database file you want to open. When you find it, highlight
it and click Open:

Open
Look. ir:

[2]x
IuSampnenaahase T « @@ X O Todke
@Sanﬂal’ru]e\:t a\'-b )
Fles of bype: [ Microsoft Access (*.mabi* adp;* mdaj® mde*.ade) 7| Canxel _I|=

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

Closing a database file
¢ From the menu bar, choose File > Close.

Review Questions

How would you:

Explain the two main types of files you can create in Access 20027
Create a new database file?

Open an existing database file?

SAMPLE

FOR USE AT THE LICENSED SITE(S) ONLY
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Access 2002 Interface

When you have completed this learning module you will have seen how to:
e Use the Menu bar

e Use the Database toolbar

e Use the Task pane

e Use the Status bar

¢ Use the Office Assistant

e Customize the toolbars

Access 2002 Workspace

Using the Menu bar

e The Menu bar contains all of the Access 2002 menu options. With these
menu options, you can access most of the Access 2002 features. The options
available in each menu often depend on the object you are working with and the
mode of Access 2002.

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

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

Microsoft Access

ile  Edit Wiew Insert Tools Window  Help

Using the Database toolbar

o The'Database toolbar is a bar of/buttons that'actas shortcuts to many of the
Access 2002 features that are most often used. This toolbar is very similar to
other applications' Standard taolbar !

o 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 small gray lines at the far left of the
Database toolbar. Place your mouse on these lines; the mouse indicator
changes to a four-arrow symbol. This means you can drag the bar to your
desired location:
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B-lg- oo @ 8- 0,

DEdy GRY $BR o

Using the Task Pane

e 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.

e Access 2002 provides three Task panes: New File, Clipboard, and Search.
You can change the type of task pane by clicking the down arrow in the top right
corner of the Task pane, the three 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.

e As with toolbars, you can move the Task pane around the screen. Do this by
dragging its title bar.

o |If the Task pane is too small for you, you can resize it. Do 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:

4@ % Mew File

Open a file
SampleDatabase.mdb
dbi.mdb
Morthwind , mdb
SampleDEZ1 . mdb

(= More files. ..

el

Using the Status bar

e 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

FOR USE AT THE LICENSED SITE(S) ONLY
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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:

e )

Ready MM v

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

ﬁ

Design Yiew MUM /;,:

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

Using the Office Assistant

To open the Office Assistant:

From the menu bar, choose Help = Show the Office Assistant. The Office
Assistant is a Microsoft 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 type your request in the Office Assistant
dialog box:

What would you like to do?

ere and

YOE oL

guestion b
e click 5

Search.

, h
the location in Access 2002’s Help file. If it finds no matches, it tells you, and
you can type a different phrase:
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What would you like to
do?

Create a subform
About forms

Change the lavout of 5
subform

Create a form
About subfor ms

See mare...

Lsing forms

Search

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

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

Dffice Assistant K E3

galleté | Ciptions I

¥ou can scroll through the different assiskants by using the <Back and Mext > butkons,
whien wou are finished selecting your assistant, click the K button,

Hey, there. What's the word?

Marme:  Clippit

Though nothing maore than a thin metal wire, Clippit wil
help find what wou need and keep it all bogether,

Assistant:
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DOffice Assistant

Galery  Dption |

W Use the Office Assistant
v Respond to FL key
[¥ Help with wizards
v Display alerts

[ Search for both product and pragramming help when programming

HE

¥ Move when in the way
v Guess Help topics
V¥ Make sounds

Show tips abouk
v Using features more effeckively
[¥ Using the mouse more effectively
[~ keyboard shortouts

[~ only show high priority tips
[" Show the Tip of the Day at starbup

Resek my tips |

Canecel |

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 2002’s toolbars:

Form Design

ENEEES

Formatting (FormFeport)

Task Pane

ol

appear and how you want the commands to work:

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



Page 15 — Microsoft Access XP - Foundation Level Manual

Customize

Toolpars | Cormmands I Opkions I

Toolbars:

v Farm Design

[ Form View

[ Formatting (Datashest)

v Farmatting (Form/Fepart)

[ Formatting (Page)

[ Formatting (PivotTable/PivobChart)
Macra Design

[v' Menu Bar

b

[ Print Preview
[ Query Datashest

=

[

Renarme, ..
Deleke
Reset...

Properties

ddai

Close

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:

0
Yg@|§ | ¥ B @] o m,%“
T
pelere
Mame:  Prink Predwisw

Toolbars | Commands I Options I

Toolbars:

Database
I FilterjSort
|7 Farrn Design
[ Form view
[ Formatting (Datasheet)
[ Formatting (Form{Repork)
[ Formatting (Page)

rmatting (Pivok TablegPisotCha
Dresign
v ar
[ Fa esign
™ Page Yiew
ok Chart
ble
[ Fri e
™ Gu akas|

Review Questions

How would you:
Use the Menu bar?

Copy Button Image
Paste Button Image
Reset Butkan Image
Edit Buttan Image. ..

Change Button Image »

Default Styvle

Te {Always)
Te Menus)
Im 2id

EBe Gr

As el

Pr ies

lose

S [ I |
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¢ Use the Database toolbar?
o Use the Task pane?

¢ Use the Status bar?

e Use the Office Assistant?
e Customize the toolbars?

SAMPLE
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The Database Toolbar

When you have completed this learning module you will have seen how to:
e Use the New button

e Use the Open button

e Use the Save button

e Use the Search button

¢ Use the Print button

e Use the Print Preview button

¢ Use the Spelling button

e Use the Cut button

e Use the Copy button

e Use the Paste button

e Use the Undo button

e Use the OfficeLinks button

e Use the Analyze button

¢ Use the Code button

e Use the Microsoft Script Editor button

e Use the Relationships button

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

Using the Database Toolbar

Using the Database Toolbar

. atabase Ibar provides shortc u features.
ws or features/ open.

It

.

é@nﬁ@aawgﬁmﬂv

o When you click the New button, the New File task pane appears with links to
various options:
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& % Mew File * X

Open a file
Maorthuind. rdb
Samplebatabase, mdb
SampleCE21. mdb
adpll.adp
= More files...

Mew
Elank Database
Blank Data Access Page
Prajeck (Existing Data)
Praojeck (Mew Daka)

Mew from existing file
f@ Choose file. ..

Mew from template
General Templates. ..

@ Templates on Microsoft, com

4 add Metwark Place. .

@ Microsoft Access Help
[w] Shaw at startup

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

DE@E 8 SRy s2Rlo- K|

ars. This
nd specify the file

J bOX ap
want to ope
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Open [ 7] x]
Lok in: IE] sampleDatabase j - - | o I + Toals~

SampIeProject .adp

Hiskary

My Documents

Deskkop

]

Favaorites

o= .
= File pame: - = g -
My Mebwork I J G

Places Files of type: IMicrosoFt Access (%, mdby*, adpg®.mdag* mde;*, ade) j Cancel I
A

Using the Save button
e The Save button lets you save your current file:

o -

.

DSHA SRY L bRl

e 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.

Search

oqumputer E

¢ When you click the Search button, the Basic Search task pane appears with
various search options:
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<1 % Basic Search % X

Search for:

Search texk:

|dave

I Search | | Reskore |

@ Search Tips...

Other Search Options:

Search in:

| Selected locations | - |

Resulks should be:

|Selected file bypes | vl

Fast searching is currently disabled
Search options. ..

See also

ﬁ Adwvanced Search

To conduct a search, type the text you want to search for in the Search Text
box at the top of the task pane. Under Other Search Options, click the arrow
beside each drop-down list and click inside the boxes that appear 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.
After you have specified all the options, click Search.

It's helpful to restrict the search as much as possible before you click Search 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.

click

o -

=
W
u|
&

RY| 2Rl |-

¥

Print {HP DeskJet S40C/54 1018420 8430

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

—Prinker

KEUIH HP Desk et S40CI5410C)06 43¢ Properties |

Status:  Ready
Type:  HP DeskJet 84001841 C/842C)5430
where:  JSBO0OL

Comment: [ Prink ta File
—Prink Range Copies
oAl Murnber of Copies: I 1 3:
" Pages From:l TD:I E
.! ¥ Collate
" Selected Recard(s) !
ﬂl o4 I Zancel |

Using the Print Preview button

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

Ny QY s2Ra -

W, .

5a ~

&

e When you 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.
ment to view a co
o] viewing ions:

men

preview window, y an rightselick
ange t 00
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Z0om; |Fit | - |

One Page

Mulkiple Pages 3

Page Setup...

Prink...

Save As. ..

Export...

Send To b

e 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

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

ED@E@|§E&J§ By @ | o -

¢ When you click the Spelling button, Access 2002’s spell check feature
automatically starts. If it does not find any_erro it tells you that th

i rs that le

ignore t word:

Spelling: Englizh [1

Ignore I Ignore &l |
Change | Zhange all |
Add | AutaCorrect |
Cictionary Language: IEninsh (.5, j
Ziptions. .. | Unda Last | Cancel |
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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:

@

o -

W .

Dy &R_Y

FlER|o-

o If, when you click this button, you have previously cut something, the current
data will overwrite the old contents on the Clipboard.

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, but a copy of it is placed on the computer’s
Clipboard):

DEedy SRy s@e o-

o If, when you click this button, you have previously copied something, the
current data will overwrite the old contents on the Clipboard.

Using the Paste button
o The Paste button lets you paste the contents of the computer’s Clipboard into

the document at the location of the cursor:
CI or Copy lture
Using the Undo button

e The Undo button lets you undo your most recent operation:
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g0

X ¢

-

NEHL SRY bR - K.

e You can click the arrow beside the Undo button to view a list of the twenty most
recent actions you can undo:

Undao 2 actions

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:

B
Publish It gh Microsoft Ward

analvze It with Microsoft Excel

e 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.

¢ 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:
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BB o e %9 00 |9 [ o8 A -
ﬂ.nﬂyze Table

hen] .ﬁ.ngﬁze Perfarmance
% Dacumenter

2.

e Choose the Analyze Table option to open the Table Analyzer Wizard. This
wizard teaches you about effective table design, and it lets you make the
structure of your tables more efficient.

¢ Choose the Analyze Performance option to open the Performance Analyzer
dialog box. This dialog box lets you choose various objects in your database
and have Access 2002 scan that object for any possible problems.

e Choose the Documenter option to open the Documenter dialog box. This
dialog box lets you choose various objects in your database and have Access
2002 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.

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:

| edit the code in a data
i ext, edit HTML ;
Micksft Scri

¢ 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.

-

W BB o
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Using the Properties button

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

ate

P EBRE o

2.

-

o When you click the Properties button, a properties dialog box opens for the
currently selected object:

Employee Properties EH I
General |
Employee
Type: Table

Description: (e

Created: 18/01/2002 :36:11 PM
Modified: 22/0172002 7:17:41 PM
Owner:  Admin
attributes: [ Hidden [™ Replicable
[ Row Level Tracking

QK I Cancel Apply

Using the Relationships button
¢ The Relationships button lets you view, edit, and create relationships between

the tables in your database:
S RelatlonsLoE

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:
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] S how Table

1
ProdudtID
Productiame

D

SupplierID

CategoryID Cuskarmers
Ermplovess

Tables | Queries | Both |

CarmpanyMarn
ContackName
ZonkackTite

iCateqories

Address LitwPerL

) Qu.an thyrern Order Details
City UnitPrice Orders
Region "I UnitsInStock Products

UnitsCnorder Shippers

C 5 ReorderLevel Suppliers
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

e The New Object: <Object Type=>= button lets you insert new objects. The
name listed beside “New Object:” depends on the type of object you have

selected:
Blo- B ga. ﬁwllmﬁ'lﬁl,

Mew Objeck: Table

¢ 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:

SAMPLE
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9 00 & o8l @,

AutoReport
Table
Cuery
Fotri
Report
Page
Macro

Module

E
?{@
‘a
ia]
.
il

Class Module

e 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.

Using the Microsoft Access Help button

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

Ga - |9 o0 | | o8 ;-

Microsoft Access Help

ones listed, type

Review Questions

How would you:

e Use the New button?

e Use the Open button?
e Use the Save button?
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e Use the Search button?

e Use the Print button?

e Use the Print Preview button?

¢ Use the Spelling button?

e Use the Cut button?

e Use the Copy button?

e Use the Paste button?

e 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?
¢ Use the Relationships button?

e Use the New Object: <Object Type> button?
¢ Use the Microsoft 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 New File task pane

View and open recent files

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 (Existing Data) option of the New File task pane

Use the Project (New Data) option of the New File task pane

Use the Choose File option of the New File task pane

Use the General Templates option of the New File task pane

Use the Templates on Microsoft.com option of the New File task pane
Open the Clipboard task pane

Use the options on the Clipboard task pane

Open the Search task pane

Use the Basic Search and Advanced Search features of the Search task pane

Using the Open a File Area of the New File Task Pane

Opening the New File task pane

From the menu bar, choose File > New.
The New File task pane opens as a window on the right side of the screen.

Viewing and opening recent files

The Open a File area of the New File task pane shows recently opened Access
2002 files:

Bpen a file
Mkt hvind db
SampleDatabase. mdb
SampleDBE1.mdb
adpl1/adp
= Mare files...

If the list does not include the file that you want to open, click More Files.

The Open dialog box opens, which lets you browse to the location of a file,
specify its name and type, and open it:

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



Page 31 — Microsoft Access XP - Foundation Level Manual

Dpen [ 7]x]
Loak jn: I,J sampleDatabase j - o I + Tools =

db
SampleProject .adp

Hiskary

Favarites

=
& File pame: I j =& Cpen , |~

My Mekwork

Places Files of type: IMicrosoFt Access (*F.ndb; ¥ adp;*.mda;® mde; ¥, ade) j Cancel 3 I
4

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

Using the New Area of the New File Task Pane

Using the Blank Database option

The Blank Database option lets you create a new database file from scratch.
You’'ll then be able to add new tables and other database objects, also from
scratch:

MNew
Elank Database
% Blank Diata Access Page
Project (Existingbaka)
Rraject {Mew Diaka)

To use,this gption,'click Blank Database. TheFile 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.
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Data Access Page option

o 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:

MNew
1| Elark Database

Blank Data Access Page
Project (Existing Data)

Project (Mew Data)

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

o Data access pages only work in Microsoft Internet Explorer 5 or later.

e To use this option, click Blank Data Access Page. A view of the blank page
appears:

&1 Pagel : Data Access Page

A A ab =2 @
I B EE o B

v il % @ B

hat appearIonﬂ with [ view to

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.

e You also need to make the database (the one connected to the data access
page) available to the users.
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Using the Project (Existing Data) option

The Project (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 file might
contain forms, reports, or modules; it would not contain any data or data-
definition-based objects (like tables):

MNew
[#] ] Elank Database

Eb] Elank Data Access Page
Project (Existing Data)
Project (Mew Daka)

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:

B, Data Link Properties E
Connection | advanced | 41 |

Specify the following to connect to SAL Server data;
1. Select or enter a server name:

I j Refresh |

2. Enter information to log on to the server
 Use \Windows NT Integrated security

%' |se a specific user name and password:

Uzer name: I

Password; I

[ Blark password [ Allow saving password

waect the: dataln the: server: -

QK I Cancel | Help

Using the Project (New Data) option

The Project (New Data) option lets you create a new project file that is not yet
based on any database file:
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MNew
[# ] BElank Database
Ei] Elank Data Access Page
[#] ] Project (Existing Craka)
@ Project (Mew Daka)

e 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.

e When you click Create in the File New Database dialog box, the Microsoft
SQL Server Database Wizard opens. This wizard lets you provide Access with
information about the database you will attach to the project. You can provide a
name for this database as well as connection information:

Microzoft 50L Server Databaze Wizard k

what 3L Server would wou like to use For this database?

| =]

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

r Use Trusked Connection

Login ID: |

Password: |

What do wou want ko name wvour new SOL Server database?
Jadp2sciL

Cancel = Bark [k = FEimish

SR e

usingthe Choose File"option

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

Mew from existing file
|_J-_ﬂ Chioose file. .,
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When you select Choose 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 new database file on.

You can base a new database file on any of the following file types: another
Access database file (*.mdb), an Access project file (*.adp), or an HTML
file (*.htm or *.html).

Using the New From Template Area of the New File Task
Pane

Using the General Templates option

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

Mew from template

[#] ] izeneral Termplates, .,

%] ] Templates on Microsoft, com

When you choose General Templates, 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:

Templates HE

General | Databases |

Blank Data Project Project (Mew
Access Page | \(Existin. .. Dakabase)

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:
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Templates EHE
Gereral Databases |
=
Asset Tracking Contkack Event Expenses A=
Management  Management
Inwentory Ledger COrder Entry Resource
Conkral Scheduling Select an icon to
R SEE & preview.
Service Call Time and
Management Biling
oK I Cancel |

o 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.

Using the Templates On Microsoft.com option

e The Templates on Microsoft.com option lets you create a new file based on a
Microsoft predefined template located on Microsoft web site:

Mew from template

[#] ] izeneral Termplates, .,

%] ] Templates on Microsoft, com

o This option is a link that launches your Internet browser and brings you to a
Micresoft Officegweb pagemgFollow theginstructionsson thisgpage to viewsthe
available templates.

Using ifie Clipbodid TaskiPane] [ L

About the Office Clipboard feature

e 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:
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4 g+ 2 of 24 - Clipboard * X

|@Paste all | |Iﬁclear Al |

Click an item to paste:

@ Sales Representative :I

(7 01-May-1992

o The item is represented as a graphic in the task pane. The graphic tells you
what 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.

o 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
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 taskspane

e If theiNew File task pane IS showing, click the right arrow icon at the top left of
the task pane; the Clipboard task pane then appears

OR click the down arrow in| the top right of the task pane and choose Clipboard
fromgthe drop-down list:
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4+ & New File [+]x
Openafile |[v | MewFie
Morthuwin
adpz.ad :
adpl.ad Searc

sampleDatabase, mdb
= More files...

MNew
EBlank Database

Blank Data Access Page
Project {Existing Data)
Project (Mew Daka)

Mew from existing file
ﬁj Choose file...

Mew from template
-

e If the NewFile task pane is not showing, choose Edit > Office Clipboard from
the menu bar.

Using the Office Clipboard feature

e 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 Paste:

48 6 2 of 24 - Clipboard * X
|@Paste Al | |a Clear Al ‘
Click an ikem ko paste:

e To remove a single item from the Clipboard task pane, right-click it and choose
Delete.

e To remove all items from the Clipboard task pane, click Clear All.
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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:

4 & 2 of 24 - Clipboard

|@Paste all | |aclear all |

Click an item to paste:

@ Sales Representative

(27 01-May-1592

Collect Wi!gut Showing Office Clipboard

Shove Office Clipboard Iron on Taskbar
Shows Skatus Mear Taskbar When Copying

Using the Search Task Panes

About the Search feature

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

SAMPLE
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42 * Basic Search v X
Search for:
Search text: h

[
| Seatch | | Restore |

Search Tips...

Other Search Options:

Search in:

| Selected locations | - |

Resulks should be:

|Se|ected file tvpes | v|

Fast searching is currently disabled
Search options. ..

See also

B Advanced Search

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

e In Access, the Search feature is available on the Search task pane.

Note: Don’t confuse the Search feature with filters or queries. Filters and
gqueries are also “search” functions, but they are intended to help you find very
specific information and analyze this information. The 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.

Openingithe Search task pane

o . If the New Fijle or Clipboard task pane is showing, click the down arrow in the
top right of the task pane and chogse Searchifrom the drop-down list:
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4+ & New File [+]x

DEE“ a File Mew File |
Morttuwin Clipboard
adpz.ad :
adpl.ady Searc
sampleDatabase, mdb

(= Mare Files, .,
MNew

1| Blank Database
Blank Data Access Page
Project (Exisking Data)
Project (Mew Data)
Mew from existing file
ﬁj Choose file. ..
Mew from template
General Templakes., .
@ Templates on Microsaft. com

[ -

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

Using the Search feature

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

between Basic Search mode and Advanced Search mode by clicking the blue
link at the bottom left of the task pane:

See also

ﬁ Advanced Search

are

ose

Other Search Options:

Search in:

| Selected locations | - |
Resulks should be:
|Selected file bypes | vl

Fast searching is currently disabled
Search options, ..
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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 Service Settings EE

Wehen Indexing Service is enabled, the files on vour computer are indexed
and maintained so vou can perform Faster searches. Indexing Service also

provides greater search capabilities, For more information, click Help, cancel |

Status;  Fast searching is currently

o vwou wank to enable Indexing Service? Help |

~ Yes, enable Indexing Service and run when my computer is idie,

{* Mo, do not enable Indexing Service,

disabled % Sdvanced, .. |

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

want:

4 Advanced Search

Search for:

Property: | g

|v|

Condition: | includes

|v|

Yalue:

| Srith

@ and O Or

‘N

!\“ Remnvi LRemwe
&)

4

(el | | flesiue,

Other Search Options:

Search in:

|Selected locations

Results should be:

|Selected file bvpes

See also

B Basic Search
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Review Questions

How would you:

e Open the New File task pane?

e View and open recent files?

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

¢ Use the Blank Data Access page option of the New File task pane?

e Use the Project (Existing Data) option of the New File task pane?

¢ Use the Project (New Data) option of the New File task pane?

e Use the Choose File option of the New File task pane?

e Use the General Templates option of the New File task pane?

e Use the Templates on Microsoft.com 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 Search task pane?

e Use the Basic Search and Advanced Search features of the 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 Design
view for the selected object, create a new object, delete an object, and arrange
the objects in the Database window.

Usingythe Open button

e The Open huttomof the Database/window menu bar allows you to view an
object in your database:

g Northwind : Database [Accesz 2000 file format]

Ol:u_'%g*’ Create table in Design wiew
pen I—

Tables Create table by using wizard
— #T1  crrate tahle by enterinn data
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e 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 opens.

Using the Design button

o 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:

g Northwind : Database [Access 2000 file format)

(75 Open ﬂew w2,

Chjects Degn Create table in Design view
Tahles Create table by using wizard
[#T1

i reate Fahla kv anberinn daka

¢ Like the Open button, the Design button works in conjunction with the object
you have currently selected in the window.

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

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

g Northwind - Database [Access 2000 file Format]
Qpen Iﬁgesign >;|:r'-J|E: ¥ Bp e

Objects J 2] Crﬁh able in Design wiew

| gm El' Create al:ule by using wizard
= 1\ reate rahle bt ankerinn daba
o The'New button works in conjunction with the type of object button selected in

the toalbar/along the left side of the Database window. For example, to create a
new.table/ select the Tables button and clickl New.

Using the Delete button
e The Delete button allows you to delete an object:
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g Northwind : Database [Accesz 2000 file format]
L= open [ Desiogn 2 New By

Objects Create réc':'l' I::- Esign view
i elete
Tables Create using wizard

) @ Create Fahle by erterinn data

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:

g Morthwind : Databasze [Acceszs 2000 file format]
open [if Desion | mhew e

Objects Create table im‘%
Tables Create table by TSing wizar

— ﬁ] ("rrate Fahle by enterinn daka

e Click Small Icons to make the graphics smaller:

g Northwind : Database [Access 2000 file format)

Qpen Iﬁ@asign =] e }( Eg

. | r““:“
- :
Objects Create table in De Srmall Toans
’ = Tahles Create table by using wizar

BTl  reate thhle b enberinn datba

Using“the, List/button

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

g Northwind : Database [Access 2000 file format]

Qpen ,@Q&sign (= [Ew }{ Eg

Objects Create table in Desigrt?s'trd
Tables Create kable by using wizard
) 1 rreate tahle by enterinn data

¢ In this list, only the names of the objects are listed.
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Using the Details button

o The Details button is similar to the List button (it also lets you view the
database objects in list format), but it provides additional information to just the
name, such as a description of the object, the date it was last modified, and its

type:
gee Morthwind : Database [Acceszs 2000 file format]

[ open [if Design mMew ¥ %o

Objects Create table in Design view E‘itails

Tables Create table by using wizar
= B reate bable by erkerinn data

e To add a description to an object (so 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:

Employees Properties k I
General |
Employees
Tvpe: Tahle
Description:  |Fmplovees' names, titles, and personal information,

Created: 13/09§1995 10:51:33 AM
Modified:  19/10/2000 4:37:07 PM
Craner: Admin

|I‘|_ Hidden

[ Repl
[~ Row

C Iy

The Database Window Toolbar

About the Groups feature

e Groups is an Access feature that lets you combine commonly used or similar
objects in one grouping. The objects listed in a group are actually shortcuts to
the objects; they are not the objects themselves. So, if you delete a group
shortcut, you are not actually deleting the object.
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e On the toolbar along the left side of the Database window, any groups you
have created appear under the Groups button:

Objects

Groups

[#] Favorites

[#] EmployesGroup

e 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.

Using Groups in the Toolbar
To create a new group:

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

Mew Group 2]
Mew Group MName: l\} ITI
. Cancel |

e 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 addamobject to the group:

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

o Fromthe rightipane, drag the'object to the/group name.

e  Click the group name to make sure a shortcut to the object was created
successfully:
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g8 Northwind : Database [Access 2000 file format)
QDBH g Design New | e | e e

Ohbjects & = EEmployees

Tables
Queries
Forms
Reports
Pages

Macros

G 0 8 il & B m

Modules

Groups

@ Favarites

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

OR right-click the object shortcut and choose Delete.

To delete agroup:
¢ Click the group name along the left side of the window.
¢ Right-click the name and choose Delete Group.

Using the Favorites button

ates for y:
m from t
you whet
elete the

r you

[#] Emplovescroup
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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:

gt Morthwind : Databasze [Access 2000 file format)
Qpen ﬁ Design &5 hew }( Eg n._:" E

Objects Create kable in Design view
| E,?Tl Create kable by using wizard

ﬂ_ .

=S #| Create kable by entering data
Cateqories

8] F

. orme Cuskamers

B Reports Employees

%) Pages Order Details

&2 Macros Orders
Products

LA LY, P A

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:

gl Morthwind : Databasze [Access 2000 file format)

Qpen ,@ Design 5l bew }( Eg

Ohjecks Create query in Design wiew
Tahbles Create query by using wizard
Alphabetical Lisk of Products
| :
= Cateqary Sales For 1997
=8l F
St Currenk Product List

Custamers and Suppliers ba City
Emplayee Sales by Country

Invoices

ARG EaEHEE

|l“p0rt5

@ ages

—
£ -

Invoices Filkar

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—lick a form to
work with it:
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g= Northwind : Database [Access 2000 Rle format]

e open i Design (7] New | Pt | Bp e

Objects Create Form in Design view
Tables Create Form by using wizard
Categories
Queties . -aLadries
Customer Labels Dialog
S k Customer Orders
B reports Customer Orders Subforml
E Pages Custamer Orders Subformz
7 Macros Customer Phone Lisk
=8l nshomers

Using the Reports button

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

g® Morthwind : Database [Acceszs 2000 file format)

[ preview b pesign @hew X & e [EE|EE

Objects @ Create repark in Design view
B Tables Create report by using wizard
@ Queries W ohabetical List of Products

B catalog
G _Foms B Catalog Subreport
m B cCustomer Labels

Pages B Employes Sales by Country
2 Macros B 1nwvoice

ing the Page;
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g= Northwind : Database [Access 2000 fle format)

Qpen Iggesign @mew }( Eg

Ohjects Create data access page in Design view
Tatbles Create data access page by using wizard

Edit Web page that already exists

B Queries
&8l Forms
& E@ Employees
B Reports E@ Review Orders
| i ] Review Products

2 Macros E‘E Sales

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:

gE Northwind : Database [Access 2000 file format)

!Eun Iggesign 2 e X Eg

Ohjects i 3 11ctomer Labels Dialog
Tables & Customer Phone List
Queriss & Customers
= & Sales Totals by &mount
8] Forms

Z2 Sample Autokeys
B reports 2 Suppliers
E Pages
| 2
[ Sl |

Using‘the Modules button

e The Modules button allows you to view all modules in the database, as well as
different module-creating gptions. In this view, you can double-click a moedule

to be able to work with it:
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gl Northwind : Database [Access 2000 file format]

[ElDesign et Mew & Sp o

Ohijects 4

Tables vf%:\ Lkiliky Funckions

Queries
Farms
Reparts
Pages

Macros

e | N @ E E G E

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 Querieszbutton opthe Database windoewgtoolbar?
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?
WUsesthe 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 M=l E3

Field Mame Data Tvpe Description -
First Marne Texk
Lask Marne

Field Properties

General | Lookup |

ize
Inpuk

Capkion

nicode Compression
IME Mode Mo Control
IME Sentence Mode Mone

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.
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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).

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).

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 unigue 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 Marne Texk

%M Employes 1D Autotumber

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

Creating a Table in Design View

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.

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

NE o, Field Mame 270 |

| | Firsk Mame
| |LastMame [
| [EalEmploves ID 4

-

Mermo : ||
Murnber || |
Datke|Tirme || ||
CUFFENCYy v, || ||
Y Alkakurnber et B [ |
Yesiho =3
Coreral OLE Object
| L shi I Hyperlink,

Field Size Lookup ‘Wizard. .

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 Size = |
Format %
Input Mask,

Caption

Default Yalue

Walidation Rule

Validation Text

The mazximum number of
characters wou can enter in
the field. The largest
maxirnum you can sekt is 255,

Required Mo Press F1 for help on Figld size.
Allow Zero Length Yes

Indexed Mo

Unicode Compression Yes

IME Maode Mo Zankral

IME Sentence Mode Mone

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:

7

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

Aboutusing the/Table Wizard to create a table

The other method for creating a table s by using a wizard. This wizard provides
samples of common fields in different types ofgpersonal or business database
tables. \Note that there is no actual data attached to these fields; they are
merely models that you can choose to incorporate. You can always rename the
fields 1t 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
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Sample Tables list makes the contents of the Sample Fields list change
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

‘Which of the sample tables lisked below do vou want bo use ko create yvour kable?

After selecting a kable category, choose the sample table and sample Fields wou wank to include
in your neww table, ¥our kable 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 figld later,

% Business Sample Fields: Fields in my mew table:
" personal Departmenthane a EmployesID
- EmployvesID 2 FirstMarmne

SocialSecurityMumber
EmployveeMumber
MationalEmplMumber
FirstMarne
MiddleMarme

Sample Tables:

Mailing List a
Contacks

Cuskorners

Products

| Orders ;I

Title
Froailllame LI Rename Field. .. |

Cancel | = Back I Mext = I Finish |

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

What do wou want ko name vour table?

¥ a

E5 3
| NETTE R

- BT
< NEET

HHE HHE HEE
HHH HHE HEE

Cancel | < Back I Mext = I Finish |

Click Next. Ifyou 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
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wizard asks you the type of relationship (and gives an explanation of each):

Table Wizard

Is wour new table related to are other tables in vour database? Relaked tables have matching
records, Usually, wour ness table is related bo at least one other table in the current database,

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

HAROREN RHEOERR
HHH HHH HHH HHH
HHH REH RHE RNR
HHH REH RHE RNR
HHH HHH HHH HHH

related to ‘Employees'

nat related ko 'Order Details'

nat related ko 'Orders'

nat related ko 'Producks’

not related ko 'shippers' LI

Relationships. .. |
Zancel | < Back I Tk = I 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 recard?

[Employzzio) =1

What tvpe of data%o wau wank the primary key figld to cankain?

| R
< BRI

14w ““xl ¥ Consecutive numbers Microsoft Access assigns automatically
25

3
1
5 ta new records,

g2 | Ak g

BS e " humbers I enter when I add new records,
C2 unyouun
DS unw ouuy

2 " Wumbers andjar letters I enter when I add new records,

N A RAE

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

Choose an option for when the wizard finishes: you can have the wizard open
Design view for you to modify the table design, start entering data directly into
the table

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

That's all the information the wizard needs to create your table,

After the wizard creates the table, what do wou want to do?

" Modify the table design.

(o éEnter daka directly into the table,

" Enter data into the table using a form the wizard creates
far me,

" Display Help on working with the table, %

Zancel < Back [k = | Finish I

Click Finish.

Working with Tables

About changing a table design

After you create a table, you may decide that the field names are not
appropriate, or you may want to add or remove columns. You can make these
sorts of changes in Design view.

The Design view options are the same as when you create a table in Design
view.

Changing a table design
Click the Tables button along the left side of the Database window.

In the right pane; select the'table youjwant to edit and click the Design button
omythe toolbar:

Ohjects Degn Create bable in Design view
Tahles Create table by using wizard
— I"JT] "reate tahla by anberinn daka

In the Design view window, make the appropriate changes to the columns or
column properties:
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B Employees : Table =] E3

| Figld Mame Data Tvpe Description
ELEmployvesID I Aukohurmber Murber automatically assigned to n
| |LastMame Text

| |FirstiMame Text

| |Title Text Emplovee's title.

| [TitleOFCourtesy Text Title used in salubations,

| |BirthDate Dakef Time

| [HireDate Dakef Time

| |Address Texk Skreet or post-office box,

|| City Text

| |Region Texk Skate ar province.

| [PostalCade Text LI

Figld Properties

General | Lookup |

Figld Size Long Inkeqger

Mew Walues Increment

Format

Caption Ermployes ID
Indexed vies (Mo Duplicates)

¢ When finished, choose File > Save to save the newly configured table.

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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Includes Windows 7 and Office 2010 Courseware j E \

* GET THE RIGHTS TO A COMPLETE LIBRARY OF TRAINING COURSES INCLUDING ALL THE MAJOR APPLICATIONS
* HIGH QUALITY, LOW COST COURSES * ADD YOUR OWHN MAME AND LOGOS
* PRINT AS MANY COPIES AS YOU NEED » INTRAMET VERSION ALSO AVAILABLE

In addition you get HTML formatted versions of each
course, included w ith our printable coursew are. OVer

Invest in a complete Computer Coursew are Library, 7 000
including Windows 7 & Office 2010 Y |

The'mostcost effectiveicoursew aressolution foryour IT
fraining needs. Get ALL our courses, and all new courses WEb Pages
released w ithin 12 months. Included when you purchase

the 'IT Courseware Library',
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