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Installing the Sample Files

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

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_eur\exercise_files to the My Documents\ Access
2003 Foundation Samples folder.

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

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:
e Distinguish the two main types of Access 2003 files

e Create a new database file from scratch

e 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

e 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,
gueries 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 .mdb 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:'databas e files (with
an .mdb extension) and project files (with an .adp extension).

e Adatabase file is the actual information repository - itis a collection of related
data which 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 organise this data into tables; you could group employee information in one
table, customer information in another, and store information in yet another.
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A project file is a file which connects to the database - itis the basis for

clientserver 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 projectis 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 Fle > New

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

Mew File v X
@ & G
New

El_:J Blank database. ..

@ Blank data access page. ..

IEl_;;J Project using existing data. ..

@ Project using new data. ..

L‘EIJ From existing file, ..

Templates
Search online for:

| | [=]

03. Templates on OFfice Cnline
El_:J On oy compuker,, .,

Click Blank Database. In the File New Database dialog box, specify a location
and a name for your new database file. Then click Create:

File Mew Database [ x|
Savein: IB My Documents j @ - ._E Q X Ll j * Tools =

Adobe
Iy Broadcasts

ol

—4 My Pictures %

|
P

| yDocumenJ
e

! '-"'.1!'
[y Compuker

File name: db1.mdhf j Create

My Ietwark \—I
Plares Save as fype: IMicrosoft OFffice Access Database (*.mdb) vI Cancel I
£
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e The Database dialog boxappears, to let you start adding objects and information
to your database. We will deal with these features in a future section of this
course:

E db1 : Database [Access 2002 - 2003 file format] H=lE
L Open & Design  Mew o 2o =
Ohjects I Create table in Design view
1 Tables @ Create table by using wizard
E-.I—] Oueries EI_:J Create table by entering data
“= Forms
i3  Reports
“4 Pages
= Macros
& Modules
Graups
| #| Favorites

Note: The default file formatis for Access 2003 is "Access 2000." To change the
default file format to "2002-2003," select Tools > Options, and click on the
Advanced tab in the displayed dialog box. Choose Access 2002-2003 from the
Default File Format drop down menu, and click Apply. Click OK to close the

dialog box.

Opening and Closing a Database File

Opening a database file
e Fromithe main menu, choose Fle > Open

OR,press the Ctrl+ O key combination to display.the/©Open dialog box. |Browse
to the locatiomofithe database file ;jjou want to open. When you find it, highlight it

and click Open:
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IJ exercise_files j @ -4 Q9 Xy i~ Tooks~

,_
o
=]
=
=)

ze,mdb
e )| Fdn Exercise_Forms.mdb
My Recent IEﬂFcIn Exercise_Mew.mdb
Documents IEﬂFcIn Exercise_Jueries,.mdb
IEﬂFdn Exercise_Reports.mdhb
IEﬂFdn Exercise_Tables.mdb
IEﬂFcu_lnu:Iatiu:un_DaI:a.mcII:u

2
U I
i
L ]
=

My Documents

%-.

My Compuker

File name: I j 7 Open T

My Metwork,
Places Files of bype: IMichsaFt Office Access {*.mdl:n;*.adp;*.mdaj*.mde;*.adn&j Cancel |
&)

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

€ Understanding new Access 2003 security features

e Ifthis 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 dialog box everytime 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 Jdet 4.0 SP8

e, Download Jet 4.0 SP8 from the Microsoft website.
e EXit Access.
e Start/Access again,and open afile.

e You will now see a different message dialogibox which asks yowifiyou wish'to
block unsafe expressions. Click Yes.

¢ You will once again be prompted to quit Access 2003. Click OK.
e Re-start Access 2003, and open a database.
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€ Understanding Access 2003 Security Levels

In addition to the security dialog boxes mentioned in the previous section, when
opening a database you may also see another warning dialog box which 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:

Secunty Warning E |
Opening “H:Morthwind. mdb"

This file may nok be safe if it conkains code that was inkended ko harm waur
compuker,
Do wou wank to open this file or cancel the operation?

= I More Info |

ancel

k=

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

Note: Itis possible - although not recommended - to avoid the display of this
warning dialog box by lowering the Access 2003 security le vel 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 Fle > Close.

Review\Questions

Howwould you:

Explain the two maintypes 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:
e Use the menu bar

e Use the Database toolbar

e Use the task pane

e Use the status bar

e Use the Office Assistant

e Customise the toolbars

Access 2003 Workspace

Using the menu bar

e 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.

e Bydefault, 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.

e To move the Menu bar, find the dotted grey 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:

Microsoft Access

@Eile Edit  Wiew Insert  Tools  window  Help

Using the Database toolbar

e The Database toolbar is a bar of buttons which act as shortcuts to many of the
Access 2003 features which .are mostoften used. This,toolbar is very similarto
the Standard toolbar in other Office’2003 applications, such as Word and Excel.

e By default, the Database toolbar appears atthe top.ofthe screen, just belowsthe
Menubar./Like;the Menu bar, though, you canplace this bar wherever you want
iton the screen.

o Tomove'the Database toalbar}find the dotted grey line atthe farleft 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:

TS ED 5 . pp 34-leof
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M Using the task pane

e The task pane is a window which acts like a dialog box, e xcept 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 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 eighttask pane types are
then available on a drop-down menu.

e One example of a task pane is when you create a new database file (by
choosing Fle > 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.

e Ifthe 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 orsmaller:

Mew File S
@ @) £
Mew

El_:J Blank database. ..

@ Blank data access page...

IE_J Project using existing data. ..

@ Praoject using new data. .,

ij Fram existing File, ..

Templates
Search online for:

| | [ |

| E& Templates@RACFFice Onling
@ Oy camplker, . |

Note: Taskipanes -including'the five new Access 2003 panes - will be discussed
in greater detail'laterin this training manual

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 status
bar might tell you whatmode you are in or what column you are currently
applying changes to.

e The following image shows the Status bar when you have the Database window
open:
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Ready LR A‘

e 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

¢ 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 wrould you like to do?

e and

ype your gquestion her

hen click Search.

Search

M To ask the Office Assistant a question
In the text box of the Office Assistant, t

h on the

,itwill di
ds noma

es, it
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Search Results X

30 resulks Fram Office Online Eﬁ

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

Help = Right to Left |

[@ About svnchronizing records betwesn
two Forms

Help = Ilsing Macros bo ok with Forms
@] Ciffice programs wou can use bo create

an online of prinked Form

Help = Using Microsoft Office

@ Forms Follow Function
Training = Access

@) Svnchronize records between bwa Forms
programmatically

Help = Setting Programmatic Operations S

Search
|Miu:ru:us-:|Ft Office Online Fﬂ‘]
|using Forms |

@) Can't find it?

e 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.

displa ialog b se the ry e image fo
Office”Assis
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Office Assistant E |

Gallery | Dptions |

You can scroll through the different assistants by using the <Back and MNext = buttons,
wWhen wou are finished selecting vour assistant, click the <K button,

I'm here o help, so give me a click if
you need anything.

Mame: The Dok

Meed a guide on the electronic frontier? Able to
kransForm into any shape, the Dot will always paint wou
in the right direction.

<Back. |

Ik Cancel

e Use the Options tab to configure the behaviour settings for the Office Assistant:

Office Assistant E |

aalery  Cphions

[¥ Use the Office Assistant
[¥ Help with wizards W Move when in the way
v Display alerts v Make sounds
[ search for both preduct and programming help when programming

Shaw kips abouk
[ Using Features more eff eckively ™ only show high priority tips
[ Using the mouse maore effectively Iw show the Tip of the Day at startup

[ kevboard shorkcuts Reset my tips |

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.
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Customising the toolbars

¢ You can right-click any toolbar and choose Customize on the context menu to
customise the appearance and behaviour of Access 2003's toolbars:

"j'-‘l‘?l% Database vliﬁv

Task Pane

\ieh

Cuskomize. ..

¢ Inthe Customize dialog box, use the three tabs to specify which toolbars should
appear and how you want the commands to work:

Cuszstomize [ x| |

Toolbars | Commands | Opkions |

Toolbars:

Ml Sligrment and Sizing Mew, .,
v Database —
I FilterjSart FENamE, ..
[ Form Design %

[ Form View

[ Formatting {Datashest)

[ Formatting {Form/Report)

[ Formatting (Page)

[ Formatting (PivotTable/PivatChart) = :
[ Macro Design Properties
¥ Menu Bar

[ Page Design

r Page Yiew

[ PivakChart

[ PivatTahle

[ Print Preview ;I

[elete

Reset. ..

g

boxis s I i k any bu
men ' es,b ties, and so on
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B, - -] @ 6o |

Delete

Mame: | Prink Predeicw

Copy Button Image

Toolbars | Command

Paste Button Image
Toolbars:

Reset Button Image

Edit Button Image. ..

REeRame: ..
[ Form Design Change Button Image  »

[ Form Yiew
[ Formatting (Datas Defaulk Style Delete
™ Formatking (Form/
[ Formatting (Page)
™1 Formatting (PivotT Text Only (in Menus) -
1 Macro Design Properties
[ Menu Bar Image and Text

Text Only {Ahlways) Reset. ..

Eeqin a Group

Assign Hvperlink.

[ Print Preview @ Properties

Review Questions

How would you:

e Use the menu bar?

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

e Use the status bar?

¢ Use the Office Assistant?

TMPLE
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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

e Use the Print button

e Use the Print Preview button

e 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

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

Using'the New button

¢ _The,New bution lets you create a new database,file;or project file. It also letSyou
open a recentlyused file:

il

!"h [ i} \ 2L |

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

Mew
@J Blank database. ..
Elank data access page...
Project using existing data. ..
Project using new data. .
1] From existing file. ..

Templates
Search online For:

=]

Eﬂ Templates on Office Online
@ oy compuker., .,

Using the Open button

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

¢ 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:

Open E3
Look in: I[E'] My Documents j & - = ﬁ b 4 i = Tools~=

% 2] do1.mdb

2] Marthwind  rmdb
My Recent

e\ 1P| B

File name: I - I -
My Metwork, I J ﬁ e

Places Files of type: IMichsaFt Office Access {*.mdl:n;*.adp;*.mdaj*.mde;*.adn&j Cancel l
&
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Using the Save button
e The Save button lets you save your current file:

e If you have not previously saved the file, when you click this button, the Save As
dialog box appears. This dialog boxlets you choose a location, name, and type
for the file.

M Using the File Search button

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

D S HENG Q V& 2@

¢ When you click the File Search button, the Basic FHle Search task pane appears

with various search options:

: Basic File Search * w

€A

Search for:

Search bext:

|F‘u|:|li|:ati|:|n

| (ETs] I | Reskare |

&) Search Tips...

Other Search Options:

% Advanced File Search

e 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 which appear to select/deselect
different options. If a Plus (+) symbol appears beside an option, you can click it
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to expand that selection and view nested options within. After you 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 Fles is selected in the Results Should
Be drop-down list.

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:

Prink {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 Fle > Print
from the main menu, and use the options in the Print dialog boxto set up the
print job:

Print |

 Prinker

EN=H Zanon Bubble-Jet BIC-4300 Properties |

Skatus:  Ready
Twpe: Canon Bubble-Jet BIC-4300
Where:  LPT1:

Camment: ™ Print to File

Prink Range Copies

Using the Print Preview button

The Print Preview button lets you preview the print job before you actually print
it:
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a‘:"f’laé Ga @9 -

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 itto 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:

Page Setup...

=T
[H Mulkiple Pages 3
A
=

Prink...

Save A5,
Export...
Send To 3

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 reportspans multiple pages). You can

type the desired page number into the box and press the Return button to go to a
view of that page

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

pePe lrentyseE

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 which lets you
correct the word in question or tells the spell check feature to ignore that word:
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Spelling: Englizh [U.K.) HE |

Mok In Dickionary:

Ignate Cateqaryame’ Field |

Suggeskions:

Ignore I Ignore All |

Be werges
Change Change All |
AukaiZorrect |

Dictionary Language: IEnghsh (LK

opkions. ., | Inido Last | Cancel |

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:

‘“{f’l% B985

Using the Copy button

e The Copy button lets you copy the currently selected text (so that the text is not
removed from the screen, but a copy of itis placed on the computer’s Clipboard):

e |pboard nt[e

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

| & R0 - 8- |-
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Using the Undo button

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

-9 'I%'Iﬁvlﬁlﬁ'lﬂﬂg

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-lB- e |84 @
|%‘ Merge It with Microsoft Office Word
W publish It with Microsoft OFfice Word ;

LE analyze It with Microsoft Office Excel

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

e 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.)

ose the A ze It with Microsof c e a copy of the data.i

en you click the arrow beside the Analyze button, you can choose which form
of analysis to use:
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F-lBoee | # 5A-©
|}3 Analyze Table l} |

=4 analyze Performance

25 Documnenter

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 boxlets you choose various objects in your database and
have Access 2003 scan that object for any possible problems.

Choose the Documenter option to open the Documenter dialog box. This
dialog boxlets you choose various objects in your database and have Access
2003 create a report which 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

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:

Using the Microsoft Script Editor button

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:

Microsofk Script Editar

You need/to be working with a data access page before this option is available.
You'can create a data.access page by choosing Fle > New anédyelieking blank
database access page.

Using the Properties button

The Properties button lets you view the properties of the currently selected
object:
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j o
F3 =g -

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

Form1 Properties Eq |

General |

B

—— Farnil

Twpe: Farrm
Descripkion:

Created:  28/01/2004 00:36:46
Modified:  28/01/2004 00;36:46
Cwners  Admin

Attributes: [ Hidden

0k, I Cancel | [

Using the Relationships button

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

Relationships

s Whenyou click the Relationships button, the Relationships window opens. If
you have no‘tables.showing in this window yet, the Show Table dialog boxalso
opens, which lets you select the tables you wantto appear in the window:
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[Products RS | queries | Both |

1 add
Cnmpanywam PdeUEtNamE E.I::.:i-..; ..... = -.,- ....................................................................................... CIDSE
i_akeqgaries |
ContactMame - SupplierlD P —
Contack Title = | CategoryID Emplovees
CuantityPerUnit Order Details
UnitPrice Orders
UritsInstack Products
InitsCnCrder ghlppifars
ReorderLevel Sl
1 Discontinued
Cakegoryhame
De=scription

Picture

¢ Inthe 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:

Mew Object: Table

e When you click the arrow beside the button, a drop-down list provides different
objecttypes. To insertan object, click on the type of object you wish to add:

AutaEorm

AuUtoReport

By
O Query

Form

Report
Page

bt
W

e Forexample,toinserta new table, click the arrow beside the New Object button
and choose Table. The New Table dialog boxthen 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
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New Object: Table, because thatis the most recent object you have created with
this button.

Y 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:

Microsoft Office Access Help

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

Access Help * X

Assistance

Search For:

| |

-ﬁ'ﬁ Table of Contents

Microsoft Office Online

*  Connect to Microsoft Office Cnline
» (et the latest news abouk using Access
*  Automatically update this list From the web

More...

@ Assiskance

@3 Training
ﬁ ommunities
49 Downloads

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

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!
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Review Questions

How would you:

e Use the New button?

e Use the Open button?

e Use the Save button?

e 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 Copybutton?

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?

e Use the Microsoft Script Editor button?

e Use the Relationships button?

e Use the New Object: <Object Type> button?
¢ 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

€3 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 environment,
from the main menu, choose View > Task Pane.

Click on the Other Task Pane down arrow and select Getting Started from the
list. You will notice that the top half of the task pane contains useful links to the
Microsoft Office website. Experiment!

@ Viewing/and'opening recent files

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

FOR USE AT THE LICENSED SITE(S) ONLY

© Cheltenham Courseware Pty. Ltd. 1995-2010
www.cheltenhamcourseware.com.au



Access 2003 - Foundation Level Manual - Page 30

Open

db1.mdb
Mortheind . mdb
Fdn Exetrise_Reports,mdb
Fdn Exercise.mdb
._3 Moare...

_] Create a new file...

e Ifthe listdoes notinclude the file which you want to open, click More.

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

Look in: IJ My Documents j @ -8 Q X i~ Took~
(21, mb;
i 2] Morkhwind  mdb
My Recent
Documents

R e
& |

\\_/' § @
=

My Documents

=21
5
My Compuker
;_'_& File: marne: - Open ,|
Iy Mebwark I J —

Places Files of type: IMiu:ru:usu:uFt Office Access (*.mu:II:u,'*.adp;*.mda;*.mde;*.adej Cancel I
4

e Toopen afile'inthe list, simply double-click its name:

Usingthe Newsarea of the New File Task Pane

Opening the New File task pane
e From the main menu, choose Fle > New.
e The New File task pane opens as a window on the rightside of the screen.
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Using the Blank Database option

e 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:

New
20| Blank database...
:ﬁjﬁlank data access page. ..
@ Project using existing dakta. ..
@ Praoject using new daka. ..

Lﬂj Fram existing file, ..

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

e Inthe FHle 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).

e 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.

e Click Create when you have entered all the required information.

Data Access Page option

e The Blank data access page option lets you create a new data access page
from scratch. Adata access page is a Web page which 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
El_:J Blank database. ..

= Blank data access page. ..
% Project using existing data. ..
@ Project using new data. ..
E‘L‘] From existing files ..

e _Adata access page can contain components such as /aspreadsheet, a
Pivotlable list, or a chart!

e Datajaccess pages only work in\Microsoft Internet Explorer 5 or later.

e Tosse this option, click Blank data access|page. A view of thesblank page
appears:
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B Pagel : Data Access Page |_ |O] x| ~ | Field List  x
= -

= i | Add To Page

Craq fields from the Field List and drop them on the page.

Toolbox = X
Aa Ay abl ==
6 B
EE = HE 4p
FmEL
12.: g N\
o s |
1 | , =

Create the page as desired. Use the toolboxwhich 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 projectfile is a file which connects to the
database; itis the basis for client/s erver applications« For example, a projectifile
might containsforms, reports, ormodules; it would not contain any data or data-
definitionbased objects (like tables):

New
El_:J Blank database. ..

@ Blank data access page. ..
24| Project using existing data. ..
Project using new data...

\2]1] From existing file. ..
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e When you choose this option, the Fle New Database dialog boxopens. This
dialog boxlets you specify a name and location for the new project file.

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

B2, Data Link Properties

[ X
R |
Connestion | Advanced | 41 |

Specify the following to connect to SCL 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

¥ Usze a specific uzer name and password;

Ilzer name: I

Fazsword: I
[~ Blank password [ allow saving password
3, (% Select the database on the server:

! =~

" Aftach a database file az a database name:

[ zina the filename;

| N

Test Connection |

] I Cancel | Help |

Using the Project using new data option

e'The Project using new data option lets; yousereates:a,new project file whiehsissnot
yet based on/anydatabasefile:

E

E

2N Project using new data., .
From existing file. ..

e When you choose this option, the FHle New Database dialog boxopens. This
dialog box lets you specify a name and location for the new projectfile.

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

Microzoft SOL Server Databasze Wizard k |
Wthat SOL Server would waou like to use For this dakabaser
Please specify the login ID and password of an accounk
with CREATE DATABASE privileges on this server,

r Lse Trusted Connection

Login ID: |

Passwiard: |

wehat do o wank bo name your new 0L Server database?
|adpza0L

Zancel | = Gark | [dEwxt = st

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:

MNew
El_;J Blank database. ..
@ Blank data access page...
I3_=J Project using existing daka...
@ Project using new data. .,
Lﬂj Erom existing File. ..

Templates
Search online Fogt

| L

Ei Templates on Office Online
IE_J 2y GampUter ...

e When you select From existing file, the New From Existing File dialog box
appears. This dialog boxlets you specify the name and location of the file you
want to base the new 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 project file (*.adp), or an HTML file
(*.htm or *.html).
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Using the Template area of the New File Task Pane

Using the Templates option

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:

Templates
Search online Faor:

| | [ |

03 Templates on Office Online
IE_J Oy 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 Fle
task pane:

Templates X
General | Databases I

@ > & g oo

Blark data Project Project {Mew [ Preview
access page...  (Existin... Database)

by

Mo preview awvailable

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

General [atabases

= fe
B

Inventory
Conkral

@-
&

Service Call
Management

)

Conkack Ewvent Expenses
Management  Management

Ledger Order Enkry Resource
Scheduling

Time and
Billing

[ =

~ Preview

Templates on Office Cnline

O, I Zancel

e 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.

M Using the Templates On Office Online option

e 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 anline Far:

J (a0
mplates o Cnline
IE|_=J my compuker.

e This'option ist/alink which launches your Internet browser and brings you to a

Micrasoft/Office weh page. Follow theinstructions on this page to view the

availlable'templates.

Using the Clipboard Task Pane
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About the Office Clipboard feature

Microsoft Office comes with an Office Clipboard feature which 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 - Clipboard * X
@ )

| Paste Al | |&Clear Al |

Click. an itemn to paste:

2] ves :I
2] 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 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

If the'New File task'pane is showing, click the down arrow In the top right of the
task pane‘and choose Clipboardifrom‘the drop-down list:
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Mew File | x
a3 Gaetking Started
NEW HE||:I

IE'_;J Elank Search Results

@ Eilank File Search

g Proj | Clipboard D |
21 Proje

Lﬂj me Mew File

Template -
Search on Object Dependencies

D;a. Templates on Office Online
2H] on my computer...

e Ifthe New File task pane is notshowing, choose Edit > Office Clipboard from
the main menu.

Using the Office Clipboard feature

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

OR right-click the item and choose Paste:

Click an item to paste;

#1] ves :I

By EN=Y

X Delete

[ |

e Toremove asingle item from the Clipbhoardtask pane, right-click on it and
choose Delete.

o _Toremowe all items from'the Clipboardtaskpane, click Clear All.

e Ifthe 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:
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Show Qffice Clipboard gutomaticalky L\,s‘

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

Show Office Clipboard Icon on Taskbar

Shows Skatus Mear Taskbar When Copwing

Using the File Search Task Pane

M About the File Search feature

e Microsoft Office comes with a Fle Search feature which can be used by all of the
Office applications. This FHle Search feature allows you to search your computer
for anyfiles or objects containing the text which you specify:

Basic File Search * X
@ o O

Search for:

Search kext:

|F‘u|:u|iu:atiu:un

) Search Tips. ..

Other Search Options:

Search in:

|Se|eu:te-:| lacations | vl

Results should be;
| Arvything | - |

Fast searching is currently disabled
Search options. ..

See also

21 advancedFile Search

e The File Search feature has two parts to it: @ Basic File Search component and
an Advanced File Search'‘component.“The'Basic Fle Searchallows you'to
search for text. The Advanced Fle 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 Fle Search feature is available on the Fle Search task pane.

Note: Don’t confuse the Fle Search feature with filters or queries. Filters and
gueries are also “search” functions, but they are intended to help you find very
specific information and analyse this information. The Fle Search feature is for
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higher-level searches, where you are justlooking for instances of a word or
name. Filters and queries are described later in this training manual.

Y Opening the File Search task pane

e |Ifthe 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:

Mew File bl B4
@ d Getting Started
New Help

EI_;J B Search Results

@ E| File Search [ |
% Cliphoard "3

#[1 R
l‘iﬂ F Mew File

Templ
Searg

Object Dependencies

0?3 Templates on Qffice Online
ZH] o my computer, .

Note: If a task pane is notshowing, choose Fle > File Search from the main
menu.

Using the Search feature

e To perform a basic search (for text which 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 Fle Search mode by clicking the
blue link at the bottom left of the task pane:

also
*-A RN

e Restrict the search parameters as/much as possible. For example, if you are
perforing a Basic'search for atext string, use the Search in and Results
should be drop-down lists to make the search apply to onlythose specifications:

Other Search Options:

Seatch in:

|SEIE|:I:E|:I lacations | 1r|
Results should be;
| Anvything | - |

Fast searching is currently disabled
Search options. ..
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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 Service Settings |

When Indexing Service is enabled, the files on wour compuker are indexed
and maintained so vou can perform Faster searches. Indexing Service also

provides greater search capabilities, Cancel |
Stakus;  Fast searching is currently disabled
Sdvanced., ., |

o you want ko enable Indexing Service? Help |

" Yes, enable Indexing Service and run when my computer is idle.

* Mo, do not 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
want:

Advanced File Search * X
@ =) )

Search for:

Property: | =

Condition: | includes | - |

Yalue;

@ond O or
I_.ﬁ‘—| | Remﬂ hRemwe.]j
|

Other Search Options:

Search in:

|Selected locations | vl
Results should be:
| Arvething | - |

See also

%1 Basic File Search
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Review Questions

How would you:

e Open the Getting Started task pane?

e View and open recent files?

e Open the New File task pane?

e 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?
e 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?

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

¢ 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?

e 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
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

The Database Menu Bar

Using the Database Menu Bar

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.

Using the Open butten

The'Open button of the Database window menu bar allows you to view an object
in your database:

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

< Design M

EI_J Create table in Design view
1 Tables ZH|  create table by using wizard

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.
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Using the Design button

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

E Morthwind : Databaze [Access 2002 - 2003 file format]
| Open |&g Design| Mew X 2o e £

Chijects bgﬂ_l Create kable in Design view
esign
1 Tahles Tlg—‘Create table by using wizard

e Like the Open button, the Design button works in conjunction with the object
which 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]
jopen & Design K| o e |EE

. 4
Ohjects El_;J (-NE'H';\' kable in Design wiew
1 Tables Z|  Create table by using wizard

e The New button works in conjunction 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 New.

Usingythe Delete button

e The Delete huttonallows you to delete an object:

E Morthwind : Databaze [Access 2002 - 2003 file fFormat]

Objects EI_J Create E)y‘;%t 3 Design view
elete
= Tables E'_J Create‘[ﬁ'ﬁm‘ll/ using wizard
==

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.
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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:

E Morthwind_ : Database [Access 2002 - 2003 hle format]
Dpen & Design (=] Mew X R

— EI &l

Create table in - Create table by Create table by
Tahles Design view using wizard entering data

e Click Small Icons to make the graphics smaller:

E Morthwind : Databaze [Access 2002 - 2003 file format)
SOpen & Desion  JNew A 2o E “|

: & . 4y
objects 2] Create table in Lomnall Teons
=] Tables IE_;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 : Databasze [Access 2002 - 2003 file format)

Open &< Design Jhew X | Zo -

Objects Z  Create table in Design \-'P["Et
is
™= Tables IE'J Create table by using wzan:‘

erinithis list, onlythe namesiof the objects arejlisted:

Usingthe Details button

e The Details button is similar to the List button (it also lets you view the database
objects inlist format), butit provides more information than justthe name, such
as a description of the object, the date it was last modified, and its type:

E Morthwind : Databasze [Access 2002 - 2003 file format]
Gopen 2 Design  Jnew X 2o e

- &l : L o)
Objects 2h]  Create table in Design view Dt ails
o Tables El_;J Create table by using wizard
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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:

Categories Properties |
General |
Cateqaties
Tvpe: Table

L= el B~ o e g ories of Morthwind pro

Created:  9/13/1995 10:51:30 AM
Maodified:  3/12/2003 5:09:57 AM
Cwner:  Admin
attributes: [ Hidden ™| Replicatile
™ Row Level Tracking

ak. I Cancel | Spply

The Database Window Toolbar

About the Groups feature

Groups is an Access feature which 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.

Omthe toolbaralong the leftiside of thesDatabasewindow, @ny groups youhave
created appear under the Groups button:

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
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To create anew group

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

Mew Group Mame:

o]
Cancel |

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

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:

ﬁ Morthwind : Database [Access 2002 - 2003 file format]

,_'ﬁ open lﬁ Ciesign

Objects

] Tables
_E'ﬂ Queries
-2l Forms
i3 Reports
3

Pages

| #| Favorites

= X

To remove an object from the group

Click the group name along the left side of the window.
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¢ Inthe right pane, select the objectshortcut and click the Delete button at the top
of the Database window

OR right-click the object shortcut and choose Delete.

To delete a group

e Click the group name along the left side of the window.
e 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

| #| Favorites Q_

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:

E Morthwind - Database [Access 2002 - 2003 file format]

Create table in Design view
Create table by using wizard
Create table by entering data

_ategaoties

Zuskomers
Employess
Crder Details
Orders

Producks

Shippers

E O LE EF Bl EE

Suppliers

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 queryto
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work with it:
E Morthwind : Database [Accessz 2002 - 2003 file format)
C§open & Design  fibew X <o
Objects E‘_:J Create query in Design view
] Tables E‘_J Create query by using wizard
_:_'I_] Alphabetical List of Products
= l%— 51 Category Sales for 1997
=E=} F
oS -_:"ﬂ Current Product List
i Reports 0 Customers and Suppliers by City
*ﬂ Pages :-",—] Employes Sales by Country
2 Macros :ﬂ Invoices
= Inwoices Filker
Modul
&L Modles -_:",‘:I Order Details 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;

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

_E'Ij. open Iggesign 23] Mew ™| 8 -

Chjecks |E|_=J Create Farm in Design wigw
] Tables El:J reate Form by using wizard
:__i—] Queries _ategories
=2 Customer Labels Dialog
= %_ =2 Customer Orders
id Reports =2 Customer Orders Subformi
‘gﬁl Fages =2 Customer Orders Subformz
5 Macros =2 Custormer Phone Lisk
H% A == Cuskomers
Modules == Fonlrwess

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:
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E Morthwind : Databasze [Access 2002 - 2003 hle format]
. Preview & Design g Mew A 2o
Ohbjecks |E|_=J Create report in Design view
] Tahles EI_,:J Create report by using wizard
'_fﬂ Queries I 1| nhabetical List of Products
i3 Catalog
= F
orms i3 Catalog Subrepart
{8 Customer Labels
“4 Pages f8  Emplovee Sales by Country
9 Macros il Invoice
i3  Products by Categaory
Madul
#L Moddles i Sales by Category

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:

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

Ohjecks Create data access page in Design wiew

] Tables Create data access page by using wizard
. R

_'fl:l-l Queries b Edit Web page that already exists
3 E@ alyze Sales
=B F

srms o= Employees
id  Reports o Review Orders

Review Products
= Macros mie Sales
. Vodes g

Usingithe Macros button

e The Macros button‘allows you'to view all macros in the database, as well as
differentimacro-creating options. In this\view,you can double-click'a macro to
work with it:
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ﬁ Morthwind : Databasze [Accessz 2002 - 2003 hle format]

¥ oRun B Design  JMew | X 2o e |

Chijects b 3 "\ \ctomer Labels Dialog
1 Tables 2 Cuskomer Phone List
_:',:_'| Queries & Custamers

2 Sales Totals by Amount

= F

il 2 Sample Autokeys
i Reports =2 suppliers
¥4 Pages
< L

¢ Modules

Using the Modules button

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

be able to work with it:

E Morthwind : Database [Access 2002 - 2003 file format]
fon [ClDesion agbew X 2p - [EE]EE

Chjects r-

] Tables % Utility Functions
-_:"ﬂ Queries

-=[ Forms

i3  Reports
¥4 Pages

= Macros

B edies R

Review, Question's

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 Detalls button on the Database window menu bar?
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e Usegroups?

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?

¢ 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?

SAMPLE
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Tables

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 which 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:

B Tablel : Table =] E3
Field Mame | Datatype | Description | |

Firsk Mame Texkt
Lask Mame = T

L] b

Field Properties

ceneral | Lookup |
Field Size 50

Inicode Compression Yes

IME Made Mo Conkral
IME Sentence Maode Mone
Smmark Tags

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
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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).

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 listinstead of a text box).

It's usually a good idea to define one field in the table as a primary key. A
primary keyis a field whose value uniquely identifies each record in the table.
Access provides an AutoNumber feature which 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. Aprimary
key cannot allow Null values:

| Field Mame |  DataTvpe | Description
First Name Texk
Lask MNarne Texk

%M Employves ID Autohumber

You can use the Tab keyto move from field to field.
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End of the preview sample

J 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.cctglobal.com

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

The IT Computer Courseware Library

e
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Includes Windows 7 and Office 2010 Courseware ' M ' : f \
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In addition you get HTML formatted versions of each
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