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Section 1 Introduction

1.1 How To Use This Guide

This manual should be used as a point of reference following attendance of the introductory level Access 2007 training

course. It covers all the topics taught and aims to act as a support aid for any tasks carried out by the user after the course.

The manual is divided into sections, each section covering an aspect of the introductory course. The table of contents lists

the page numbers of each section and the table of figures indicates the pages containing tables and diagrams.

1.2 Instructions

Those who have already used a Database before may not need to read explanations on what each command does, but
would rather skip straight to the instructions to find out how to do it. Look out for the arrow icon which precedes a list

of instructions.
Keyboard
Keys are referred to throughout the manual in the following way:

ENTER - Denotes the return or enter key, DELETE - denotes the Delete key and so on. Where a command requires two

« »

keys to be pressed, the manual displays this as CTRL P - this means press the letter “p” while holding down the Control key.
Commands
When a command is referred to in the manual, the following distinctions have been made:

When Ribbon commands are referred to, the manual will refer you to the Ribbon - E.g. “Choose home from the Ribbons
and then B for bold”.

When dialog box options are referred to, the following style has been used for the text — “In the Page Range section of

the Print dialog, click the Current Page option”

Dialog box buttons are shaded and boxed - “Click OK to close the Print dialog and launch the print” Within each section,

any items that need further explanation or extra attention devoted to them are denoted by shading. E.G.:
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Section 2 The Basics

By the end of this section you will be able to identify

o Title Bar
o Ribbons
o The Access window

o Ask a Question
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The Access Screen

Window Border The box that surrounds the Access screen when it is not maximised is called the window border. When
the mouse is over the border, the pointer changes from a single to a double-headed arrow - clicking and dragging with

this shape allows the window to be resized.

Title bar The coloured bar that appears at the top of the Access window. The title bar tells you which application you are
using and if the workbook you are in is maximised, it will also contain the name of the workbook. If the Access window
is not maximised, by positioning the mouse over the title bar and clicking and dragging, you can move the Access window
to a new location on the screen.
=

Maximise button When working in a workbook, the Access screen contains two windows, an application window
and a workbook window. You can maximise both windows to capitalise on the space you have on-screen. If you would
like the window that your Access application is in to fill up the whole screen, click the outermost maximise button. You
may find that the workbook you are in can still be bigger - click the inner maximise button to fill the remaining space

within the Access application window.

~ Minimise button This button is very useful if you need to temporarily switch from Access into another application
without closing Access down completely. Click the minimise button to shrink Access to an icon on the task bar; you will
then be able to view other icons and applications you may wish to access. When you are finished and ready to continue,
click the Access icon from the task bar to resume. The innermost minimise button will minimise the current workbook

window.

Restore button This button only appears when a window is maximised. A maximised window has no border and
you cannot see what is behind it. If you want to put the window back inside its border so that you can move and size it,
click the restore button.

e
Close button This button is used to close a window. If you click the close button for a workbook window you close

the document. The last button will close the Access application.

|

Dialog Box Launcher this button launches dialog boxes specific to the part of the ribbon you see them the category

will be named such as font, clipboard, etc

P
i Da
\ i

The office button is the start of Access and has many important commands and option. Such as Access settings,

opening, saving, printing and closing files. This will be looked into much further later in the manual.

Access 2007 appears as displayed below when a new database is created.. There is a pane on the left to help all objects

created within access and on the right the main work window to edit and create those objects such as tables and forms etc.
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Databasel : Database (Access 2007) - Microsoft Access

: Table Tools
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Datasheet View

» To Activate a Button on the ribbon

Mouse

1. Click the left mouse button on the required tool.
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Dialog Box

The Basics

'F Nt ﬂ'ﬁi

Font I Character Spacing

Font: Font style: Size:
Verdana

Tw Cen MT Condensed

Tw Cen MT Condensed Extra Bold

Verdana
Viner Hand ITC |
Vivaldi V]
Font color: Underline style: Underline colo
| Automatic @‘ ‘ (none) ﬁ‘ Automatic
Effects
[ strikethrough [ shadow [] Small caps
[ Double strikethrough  [*] outline [ all caps
[ superscript [] Emboss [ Hidden
[ subscript [ Enarave

Preview

options

This is a TrueType font. This font will be used on both printer and screen.

L OK ] [ Cancel

To open a dialog box use the dialog box launcher when the dialog box is open, make a choice from the various options

and click ok at the bottom of the dialog box. If you wish to change your mind and close the dialog box without making a

choice then click on cancel. The dialog box will close without any choice being applied. If you would like help while the

dialog box is open then click on the “? “ in the top right hand corner this will bring up a help window that will display

the relevant topics.

GROUPS

Look at a group type on the ribbon such as font and in the bottom right hand corner of that group you
may see a small box with an arrow, clicking this is another method to call up a dialog box, this time,

directly from the ribbon. Many dialog boxes may be more familiar if you have used Access before.

11
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Times New Roman R |A‘ Av Dialog Box

Launcher

‘B I U ~abe x, X* Aa~||& ~

Font

Toolbars
.;"'rﬂ
There are only two toolbars within the new version of Office 2007 there is the quick access toolbar seen here next

to the office button, and there is the mini toolbar

Customising
Office ~ & £ .J / menu for
Button a0\ j il\s§\§§§\§ toolbar

23 Quick
- Home Insert P Access
Toolbar
(==l M

Quick Access Toolbar

By default there are only three buttons on the quick access toolbar but these can be edited and other regularly used buttons
can be placed there. Using the drop down menu next to the quick access toolbar will allow the customisation of
this toolbar adding your most often used commands.

Mini Toolbar

Whenever text is selected within Word a small formatting toolbar will appear above the highlighted text it will disappear if
the mouse cursor is moved away from the toolbar and will reappear when the mouse cursor is moved over the highlighted

text again.
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TimesNewF~|12 ~ A" o7 A~
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Status Bar

The Status bar, across the bottom of the screen, displays different information at different times. To the left is an indicator,
which will display which page you are currently on, which column you are in number of words in document. If you right
click on the empty area of the status bar a menu should appear showing the various items of information that can be given

on the space bar merely click on the info that you wish displayed and it will appear on the status bar.

Slidel of 1 “Office Theme” English LUK}

360°
thinking

Deloitte

Discover the truth at www.deloitte.ca/careers © Deloitte & Touche LLP and affiiated entities.
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To the right of the status bar are firstly, the different views that can be used within Access, and on the far right, the zoom

control
N ) F PN I
Views LH55 T [ede VT T
Zoom |~ | Fit slide to window
Task Pane
Z aip Art v x

Search for:

Searchin:

Al collections D

Results should be:

All mediz file types D

A task pane is a window that collects commonly used actions in one place. The task pane enables you to quickly create

or modify a file, perform a search, or view the clipboard.

It is a Web-style area that you can either, dock along the right or left edge of the window or float anywhere on the screen.
It displays information, commands and controls for choosing options. Like links on a Web page, the commands on a
task pane are highlighted in blue text, they are underlined when you move the mouse pointer over them, and you run

them with a single click.

A task pane is displayed automatically when you perform certain tasks, for example when you choose clipart from the

Insert, Ribbon, to insert a picture

2.1 About Smart Tags

Smart Tags, first introduced in Microsoft Office XP, make it easier for you to complete some of the most common tasks

in Access 2007 and provide you with more control over automatic features.

You do not have to complete any additional steps to make the Smart Tags appear or disappear in Access. The Paste Options,
AutoCorrect Options and AutoFit smart tags appear automatically to allow you to quickly choose actions and remain
in place until you begin another action. For example, when you complete a paste operation, the Paste Options smart tag

(below) remains in place alongside your text until you begin typing new text.
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(' Keep Source I]-%grmatting
IJse Design Template Formatting

A “smart tag” is a type of button in Microsoft Access 2007 that appears after certain actions, such as an automatic text
correction or a copy-and-paste, have taken place. The button has a menu of options that help you control the result of
the action. For instance, if Access automatically capitalizes the first letter of a word, but you want the word lowercased in

this instance, you can click the “undo capitalization” option on the button menu to reverse the action.

Access includes several of these smart tag buttons. They function similarly but their look can vary and each has a specific

purpose.

# * Autocorrect Options Smart Tag

The AutoCorrect Options Smart Tag appears after an automatic correction or change, such as a lowercased letter that’s
changed to a capital or a network path that’s converted to a hyperlink. The Smart Tag shows as a small, blue box when
you rest the mouse pointer near text that was changed; it then becomes a button icon which, when you point to it and
click it, displays a menu. If you don’t want the correction, use the options on the menu to undo it; turn off this type of

correction completely; or connect to the AutoCorrect dialog box to adjust settings.

® - Paste Options Smart Tag

The Paste Options Smart Tag gives you greater control and flexibility in choosing the format for a pasted item. The Smart
Tag appears just below a pasted item, such as text, a table, or a slide, with options for formatting. For example, if you
copy and paste a slide and insert it after a slide that uses a different design template, you can choose to retain the original

design for the slide or let the pasted slide assume the design of the slide it now follows.

l -
Autofit Options Smart Tag

The AutoFit Options Smart Tag appears when Access resizes text you're typing to make it fit the current placeholder. If
you don’t want the text to be resized, you can select options on the Smart Tag menu to undo the resizing or to connect to
the AutoCorrect dialog box to turn AutoFit settings off. Also, for single-column layouts, you can change to a two-column

layout, start a new slide to accommodate the text, or split the text between two slides.

IE Automatic Layout Options Smart Tag

The Automatic Layout Options Smart Tag appears after you insert an item, such as a picture, diagram, chart, or table, that
changes the initial layout of the slide. To accommodate the added item, Access will automatically adjust the slide layout.

If you want, use the options to undo the automatic layout or turn it off completely.
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2.2 What is Microsoft Access?

The primary function of Microsoft Office Access 2007 is an information management program. Information is stored
in separate lists called tables, and information in one table may relate to information in one or more other tables. These

groups of information, when considered together as a whole, become a database.

Access is designed to use the data in these databases to extract the information relevant to your situation. Access can also
generate reports (such as quarterly sales by each employee) based on the data contained in the database. The Office 2007
package also features a lot of interconnectivity between the various programs, including a newly designed SharePoint

service that lets users in your organization connect and share information using a special data centre via the Internet.

New Features in Access 2007

If you are familiar with previous versions of Access, there are a large number of new features and a completely new
interface in Access 2007. If you have never used Access before, don’t worry — you will quickly become very familiar with

these commands as time goes on!

New Interface Design

Commands hidden in four different menu layers are a thing of the past with Access 2007.). Commands are now organized
using a new action tab scheme. Under each tab are the commands relevant to the action described on the tab. This
command set is referred to as the ‘ribbon. Finally, Access 2007 features contextual tabs showing data that is relevant only

to the current object you are working on. We will explore the new interface in more detail later.

@ a7~ Northwind : Database (Acce
Data Insert Page Layout External D:

54 Table - | === [i5F] Pivo

B Table Templates - | == == == i pivc

Simale  Split  Multiple
TI] sharePoint Lists || por s Form  eme £ Mo

Tables and Lists Farms (Enter or Edit Data)

New Template Categories

Access 2007 features eleven new templates, each with their own defined tables, forms, reports, queries, and relationships.

They are designed to let you start working right away, but are also completely customizable.

More Intuitive Sorting and Filtering

Access 2007 lets you pick from several predefined sorting methods with just a couple of clicks. Access also features a
contextual quick sorting method using plain language. For example, if you have a column of numbers, Access can sort

them Smallest to Largest. If you have a column of dates, Access can sort them from Oldest to Newest.
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New Layout View

When working with forms and reports, Access 2007 features an in-between view called Layout View. It allows you to see
a live form or report with real data in it, but also lets you adjust the position of certain elements in your form or report
on the fly. You can also define ‘mini layouts” that allow you to move several controls as a group. Access still features the

more in-depth Design view, used to fine tune every aspect of a control.

Enhanced Tooltips

When you hover your mouse above certain command icons, Access 2007 lists the command name, a short description

of the command, and an example (if applicable). (Tooltips in previous Office programs listed only the command name.)

Automatic Calendar

When entering information into a Date field, a small icon will appear allowing you to choose a date from a small calendar.

This eliminates the need to enter a date as 03/22/2007 - just open the calendar and pick the date!

Rich Text in Memo Fields

If a table makes use of a memo field, data can now be stored as something other than plain text. Using an HTML-based

text format, Access lets you automatically add colours, sizes, and formatting to the text in a memo field.

Re ALLY
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Quickly Create New Objects using the Insert Tab

In previous versions of Access, you had to move and minimize windows to find the Database window, pick the category
of database object, and then choose to create a new object. With the Insert tab and ribbon, you can create a form based

on a table with only two clicks (versus as many as a dozen clicks in the past).

If you need a new table at any point, simply click Table on the Insert tab and start entering data. Access 2007 even lets you

paste data directly from a Microsoft Excel spreadsheet. Data types and formatting will be found and preserved automatically.

Total Row in Datasheet View

Every table in Datasheet view features an automatic Total Row at the bottom. You can find the sum, count, average,

maximum, minimum, standard deviation, or variance using the Total Row.

Field Templates

In the past, it was potentially a long and tedious task to mould a number data type into a usable field for your organization.

Now, you can simply click and drag a predefined field from a list right into your table at any point.

Field List Task Pane

When creating a query in previous versions of Access, each table had to be inserted into Design view in order to use

various fields. Now; all fields in all tables are visible in a list. Just drag and drop the ones you need.

Split Forms

A Split Form is new to Access 2007; it combines Datasheet and Form view together as one. The Datasheet view can be

placed on the top, bottom, left, or right side of the Form.

Multivalued Fields

A single field can contain multiple values in Access 2007. Imagine you have a product that falls into a few different
categories. In previous versions of Access and other database management programs, this would have required a many-
to-many relationship to be defined. Access 2007 handles this complicated background relationship with only an extra

click when designing a field.

Attachment Data Type

If you want to e-mail a document to a co-worker or some pictures to family members, the files would be sent as an
attachment to the e-mail. Access 2007 features a similar attachment data type that can hold documents, charts, sound
files, binary files, or any other type of file. Attachments are also automatically compressed when necessary to reduce the

overall size of the database file.
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Alternating Background Colour

Datasheet view, reports, and long forms now feature the ability to alternate the background colours of each row. Long

lists of data become much easier to read!

Navigation Pane

The Navigation Pane is an ever-present feature on the left side of the Access window. It contains a listing of all objects

currently contained in the database. The Navigation Pane can also be collapsed to make more room in the window.

Embedded Macros

Though macros go beyond the scope of this manual, macros in Access 2007 are stored inside a database object instead of

being a separate object. This makes these macros much safer to use.

Newly Designed Help

Office 2007 makes wide use of Office Online, a resource on the Internet to find help on a certain topic. Access 2007 also
has different help levels; if you are an end-user rather than a developer who makes database code, you can tailor the help

file to search only the more basic topics.

Increased and Enhanced Connectivity

One of the goals of Office 2007 was to create a centralized location where members of your organization can meet and
share data over the Internet. Though many of these features are more advanced topics of Access not covered in this manual,

Access features a huge variety of SharePoint services. Access lets you:

+ Collect data from Microsoft Outlook

o Store and retrieve data on a SharePoint server

 Integrate with SharePoint Workflow services

+ Retrieve data from linked SharePoint lists

o Store a SharePoint list offline for use away from your organization

o Create and save import or export operations if you perform the same online task multiple times

Export Data to PDF or XPS

You can export a form, report, or datasheet as a PDF (Portable Document Format) or XPS (XML Paper Specification) to

easily print, post, and e-mail regardless of the computer platform your intended recipient(s) are using.
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New Report View

Report view allows you to browse your report without having to print or preview it. You can also sort and filter records

on the fly.

Enhanced Group, Sort, and Total Feature

You can apply new grouping and sorting levels much easier with Access 2007. Grouping is done following a natural

sentence structure; you simply fill in the blanks along the way.

Additional Security Features

Though many of the security features go beyond the scope of this manual, Access 2007 (and indeed the entire Office 2007

suite) features a number of security enhancements and SharePoint services. This functionality includes:

» Enhanced security by disabling macros and code only until needed
o Revision tracking to see who modified what and when

« Permission setting to restrict data modification

+ Restore deleted data from the SharePoint Recycle Bin in case of accidental deletion

o Open forms and reports using SharePoint even if Access is not open on your computer

o Keep track of changes made to memo fields

Basic Terminology

Database

Table1

Record |[field field [field
Record |[field field field
Record |[field field field
Record |[field field field
Record |[field field field
Table2

Record |[field fiald

Record |[field field

Record |[field field

Record |fisld fiald

Record |[field field

Let’s take a look at the terminology used in database-speak, starting with the basics. Consider the following diagram:

Let’s look at each piece of the database.
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Field

A field is the smallest piece of a database; that is, one specific piece of information like a number, a word, a date, a picture,
or a reference for some other piece of data. Each column you see in the diagram would all be the same data type; that is,
one column of data would all be numbers.

Record

A record is a collection of one or more fields together in a row. (In a real database, you would not count the word ‘Record’

as depicted in the diagram - this is just to help visualize the concept.)

Table

A table is comprised of one or more records. Each table also has a unique name.

Database

A database is comprised of one or more tables. Each database is also given a unique name.
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Form

A form is a tool that is used to easily and accurately enter data into a table. A form presents one record of a database at

a time to a user, or allows a user to enter data into the database one record at a time.

A query is just like a question you ask the database. There are two types of queries: select and action. A select query
will extract and display data based on criteria you provide. An action query will find all data relevant to your query and

perform some sort of operation on it. A query can be performed on one or more tables in a database.

Report

A report presents the data found by a query. A report can be formatted to show summaries, calculations, charts, and
more based on the data returned by a query. Access takes the report one step further by letting you organize and format

a report into a sleek, professional document suitable for printing, exporting, or e-mailing.

This might seem like a lot to remember, but don’t worry - this terminology will be used heavily throughout this manual

and soon it will be second nature!

Template Categories
Featuring

Business

Sample

From Nicrosoft Office Online

Business
Education
Personal
Sample

Interface Overview

In this section, we will learn about the Access starting screen and the view of a typical working database. We will introduce
the views piece by piece in this section of the lesson. There are a large number of updates to learn about, but with time

you will wonder how you ever managed without them!

If you have ever used Access before, the welcome screen for Microsoft Access 2007 has been completely redesigned.

However, the layout is much easier to use, especially if you have never used Access before:
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7 Vid S flicrosaft Access =

Template Categories
2 Getting Started with Microsoft Office Access
Sample

New Blank Database Open Recent Database

From Microsoft Office Online
Business

-| Blank Database 5 More...
Education i
Personal Bl e
e 6/21/2006

Microsaft Office Online

=

Faculty database Contacts database Sales pipeline
database
Ca mﬂfﬁ . lMore on Office Online:
ca Orline Taining | Templates | Downloacls
What's new in Access 20077
M The new Access 2007 contains . Getthelatest cantent while
mare powerful toals to Help working in Office 2007

vou guickly track, report, and  Guideta Access 2007 User Interface
share infarmation in a
manageable enviranment. Learn

o Craanize all your objects using the

more about the new Features TEW, Sesy Roest Navigalion Puog

and improvements.

Automatically update this content from Office Online Leam more

Ready MNum Lock |

» Exploring the different parts of the Access 2007 Getting Started interface:
Template Pane

On the left-hand side of the Access window is the Template pane: Access has a number of templates built right into the

program. To access the different categories of templates, simply click a category to see the available template files.

Recent Files

Open Recent Database

ﬁ More...

A7 Northwind 2007.accdb
6/21/2006

4] Databasel.accdb
6/21/2006

The right-hand side of the window lists any recently opened database files, just like the Office Menu:

Click one of the database files to open the file. If you want to open a database file stored somewhere else on your computer

or on another network, click the More link and browse to the file you want to open, and then click the Open button.
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Blark Databasze

In the centre of the window is a link to create a new Blank Database. Use this link to make your own database from scratch.

Microsoft Office Online

The centre of the Access window is a special page that extracts content from Microsoft Office Online (a service provided

over the Internet). Microsoft Office Online provides quick links to different templates, training material, and other

downloads. It also provides links directly to Office Online where you can read

%

IMicrasoft Office Online
|

T S = i

Faculty database

E%%Dnline

What's new in Access 20077

The new Access 2007 contalnsg
mare powerful taols to help yau
cuickly track, repart, and share
infarmation in a manageable
en¥iranment. Learn mare about
the new features and
impravemeants,

Contacts database

Sales pipeline
database

Mare an Office Online:

Training | Templates | Downloads

. Getthelatest content while
wiorking in Office 2007
@ Guide to Access 2007 Lser Interface

Organize all your objeds using the
new, easy access Mavigation Pane

e

about updates to Office 2007 as they become available.

Status bar

Finally, at the very bottom of the Access window is the status bar. This bar will give information about the status of Access,

if any particular lock keys are enabled on your keyboard, which view is currently active, and more.

Ready Mum Lock |
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» Consider the following diagram showing an open database:

The Basics

The new interface design of Access 2007 makes it easy for novice and expert users alike to get working right away. Now

that we know a little bit more about the Getting Started page, let’s examine the major pieces of the interface that is visible

when a file is opened.

(\ == - Table Tools Northwind 2007 : Database (Access 2007 (Bzta)) - Microsoft Access =
| Home | Creste  EdemnalDsts  Databsse Toals Datashest ) . @

:M = i o ES h_@ [ = ew ¥ Totals | 4} ‘ ? Y/Selmmn' a7 24 Replace
= = = — =[ | =H save & speling | % Vo] Advanced ~ = GoTo ™

view || poste o | (B2 a1 (A o] [Orne] 2 (B | 2] || Ao | ¢ gt~ B - || 8 | T 2 meggiermer|| ™™ - serert -

Views || Clipboard Font £ Rich Text Records Sart & Filter Find

All Access Objects | < |lg=g] -] Shippers.

Tables 2 D - Company + First Name - Last Name - E-mail Address - Job Title - Business Pl

= suppliers M &= 1.Shipping GCompany A | | |

H stangs ? 2 Shipping Company B

o suppers - e2) mi Shipping Company C

[Z  sales Reporis

3 Purchase Orders

= Purchase Order Status

[ Ppurchase Order Details

& produds

3  Pprivileges

E  Orders Status

& Orders A

] Order Details Status i

] Order Details

& nvaices

= Inventory Transactions

= Inventory Restacking Deta...

3 Inventory Restacking

3 Employees

3 Employee Frivileges

O Customers

Queries ¥

Forms ¥

Reports =

Macros ¥ w||Record: 4 4 [1cf3 b oMb & lio Fitter [ Search [ 4] m 3
Datasheet View | Num Lock | H‘ﬂ!@%

WE

R AR =
The energy to lead

GOT-THE-ENERGY-TO-LEAD.COM

We believe that energy suppliers should be renewable, too. We are therefore looking for enthusiastic
new colleagues with plenty of ideas who want to join RWE in changing the world. Visit us online to find
out what we are offering and how we are working together to ensure the energy of the future.
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In this diagram, we can see the Office Menu and Quick Access toolbar present in the upper left-hand corner. At the bottom
of the diagram is the Status bar, telling us that we are currently viewing a table in Datasheet view. Now let’s explore the
real power of Access 2007, including the use of tabs and the ribbon.

Command Tabs

Along the top of the window are the command tabs:

Table Toaols

Home Create External Data Database Tools Datasheet

In the past, the Office package made use of menus that contained a listing of commands. At their core, the command
tabs are essentially the same thing as menus but with a few big changes. For starters, the grouping of commands in tabs
is much more intuitive. The commands listed under each tab are also the only commands that are applicable to your

current view of the database.

Access 2007 takes this one step further with the addition of contextual tabs. The tab labelled Table Tools - Datasheet appears
only when you have selected a table in Datasheet view. This tab will contain even more specific commands that can be

used on a table being viewed in Datasheet view and will only be visible when a table is being viewed in Datasheet view.
Ribbons

Consider the Home ribbon tab that is selected in the diagram above. Beneath the tab is a listing of all commands that are

performed most often on the currently selected object, contained in what Microsoft refers to as the ‘ribbon’:

Hame

= M ] Y Frsilation s T
£ calibi ) EEY = ﬂ = New ‘I Totals, 8l 7 Selectio JA3 o Replace
=3 — 2 Bsae P speling || £ T advanced - = GoTo~
View || Paste Ao L |[EE (B Refresh | o | Fitter Find

% o g |lm 2 0l Il%l' ! I allr | & Delete - EMorer || 2 W Togale F lter g Select~

Wwiews | Clipboard T Font L] Rich Text Records Sort & Filter Find

The ribbon was designed to allow access to all functionality of a tab at once. Also, the commands in the ribbon are only

the commands that are available for use at the time.

Navigation Pane

On the right side of the Access window is the Navigation Pane. It is always visible on the left side of the screen, but can
be expanded (#) or shrunk (%) by clicking the double arrows. The Navigation Pane allows quick and easy access to
any of the database objects.
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Click the pull-down arrow beside the Navigation Pane title () to show a list of all object categories:

Object Tabs

In previous versions of Access, any open database object was opened in its own window and designed to ‘float’ inside the
Access Screen. When several database objects were open at once, it was difficult to navigate through all of the windows

easily. Access 2007 has solved that problem by using tabs:

Simply click any of the tabs visible on the top to show the database object. Opening many database objects will create left
and right facing arrows (ﬂ and E); click on the arrow to scroll that direction through the open database objects. If you

want to close an object you are no longer using, click the Close button (E) located beside the tabs.

Help Button
@) Access Help R T
RN dME R 2
» P Search ~
E | ~
L —
Getting started Activating Access
Getting help Atkachments
Automation and programmability Controls
Conversion Custamizing
Data Database basics
Database design Expressions
External data Filtering and sarting
Forms Quorios
Reports Security and privacy
Tables Adding charts, diagrams, or tables
Saving and printing File management.
Language-specific Features
Get up to speed with Microsoft Cffice
e 2007 ~
All Access | @ Connectec to Office Online )

©) The Help button, located directly under the title bar, launches the Access help screen:
Click a topic to view help about that particular subject.

As we explore more of the features and functionality of Access, we will discover how to use the rest of the interface.
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Closing Microsoft Access

When you have finished using Access, click either Office Menu Exit Access or click the program’s close button ( *)in
the upper-right hand side of the Access window. If you have any unsaved work still open, Access will allow you to save

any changes you have made before the program shuts down.

2.3 First Steps

Making a database might seem like a pretty big job, but taking the time to design one properly will save a lot of time
down the road. You are exposed to databases everyday use them all the time probably without knowing it. In fact, you

are likely in several, yourself!

The easiest method of identifying yourself in day to day life is a simple handshake and saying “Hello, my name is...”
But you can't really shake hands with a computer. Using your name, even your full name, isn’t a very good option either
because there may be hundreds of people out there with exactly the same name as you. Therefore, you must be assigned
some unique identifier, the most recognizable being your Social Security Number (SSN) or Social Insurance Number

(SIN). No one else in the country has the same SSN as you.

You’re full of energy
and ideas. And that’s
just what we are looking for.

© UBS 2010. All rights reserved.

Looking for a career where your ideas could really make a difference? UBS’s
Graduate Programme and internships are a chance for you to experience

for yourself what it's like to be part of a global team that rewards your input
and believes in succeeding together.

Wherever you are in your academic career, make your future a part of ours
by visiting www.ubs.com/graduates.

www.ubs.com/graduates % UB S
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This practice holds true for databases, too. Earlier in this manual you may recall seeing the term ‘primary key. Every row
in a table should have at least one field that is unique from every other record. That field is usually a number, and the
unique field is referred to as the primary key. It is not imperative to have a primary key, but it makes the design of the
database much easier and eliminates the possibility of duplicate data (which does nothing but confuse the issue!) It also
allows a database program to (in most cases) search faster and more efficiently. Therefore, it is good practice to have a

primary key for every table you make.

Let’s quickly review what we know about databases: they are made up of tables, and in each table are several records (or
rows) of data. Every record is made up of one or more fields, and every record in a table is different from every other
record because of the unique primary key. Knowing this, and with the knowledge of the commands we learned so far, we

are ready to start making databases!

For the remainder of this manual, let’s pretend that you are Bugs Rabbit, CEO of an upstart animation company, Warner

Cousins. You want to use Access 2007 to monitor the expenses made by you and your employees.

Planning a Database

Before you start using Access to create a database, take the time to answer a few questions:

1. Why do you need a database? You want to keep track of the expenses made by you and your employees.
2. Who will be using the database? Any employee of Warner Cousins will have access to this database.
3. What kind of data would be extracted from the database? Total expenses of the company, total expenses by

each employee, expenses by each category.

Once you have answered these questions, it is time to decide how to design the tables for your database. What fields of
data do you need? What data types will the fields need to be? What tables would be important? Which fields will go in

which table, and do the placements make sense?

Next comes the planning of relationships between the data. A big list of numbers doesn’t mean much by itself, but when
constructed based on other data, it becomes meaningful. And finally, make sure that you talk to everyone who will be

using the database will be able to get the data they need. Let’s examine some of the details.

You will obviously need an expense table that contains at least the following: who made the purchase, what did they

purchase, how much was it, and when did they purchase it?

The payroll department already has a listing of the people who work for you:

o SIN (or company ID #)
o Name

o Address

o Phone Number

« Company Position
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The database now should have two tables: an expenses table and an employee table. Now, there needs to be some sort
of link between the two tables. You could use the name of each person, but that may become confusing, especially if
your company grows into the hundreds. There is another option, however. You can use the SIN (or company ID) of each

employee to tie their purchase to their personal information.

In database design, your most powerful tool is not the computer, but rather a piece of paper and a pencil (and a big eraser).

Not only can you easily change the information you might need, but you can also visualize the information.

Consider the following diagram, based on the paragraph above:

Expenses Employees

Employee [D]Date Expense Tyge [Amount Employee IDfMame |Address [Phone  [Title
2| 5/7/2006|Erasers 10 1|Bugs Rahbit 4£ Carrot Dr 555-1212 CEQ
2| 5/25/2006 | Lunch 50 2 Elmer Funn 123 Wabbit Way 555-3576 VP
1] B/1/2006|Flight 600

It might not look like much, but we have a database. It contains fields, records, a primary key for each record in each
table, and a relationship between the data. We can see that employee 2 has made two purchases, and employee 1 only one.
This might seem silly for an example of this size; why not just say Elmer Funn instead of an employee ID? As mentioned
above, this becomes impractical if your organization grows. Imagine that your company has grown to employ thousands
of people with hundreds of expenses a day - that becomes a pile of data in a big hurry! You might employ three or four

Elmer Funns by now, so using a unique number to identify each employee becomes much more practical.

Creating a Database from a Template

| Template Categories
Featuring
From Microsoft Office Online
[“Business -
Education

Personal

Sample

When you launch Access 2007, you will see the Getting Started page. From here you can choose from a number of different

templates already built into Access. Choose a category on the left side of the screen:
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Business

Business
r.$
E SIS
o , W
Tasks Sales pipeline Projects Marketing projects

Then choose a template that best suits your needs from the centre of the window:

Il

ﬂ Marleting Projocts

o wend

Business
Marketing projects

Size: 604KB (2 mins @ 56 Kbps)

Rating: T 3i3vieiid
File Name:

Marketing projects |
C:\Documents and Settings\Velsoft\My Documents),

[] create angtlink your database to a Windows

SharePoifit Services site

[. Download ] [ Cancel J

Once you have chosen a template, choose a save location (default of My Documents) and then click Download/Open

(depending on if you are opening from an online or offline template):

The template will open containing a number of pre-built database objects, including tables and relationships between the

tables. Start entering data or modify the design of the objects as you see fit.
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Creating a Blank Database

Mew Blank Database

—| BlankDatabase

Blank Database

Create a Microsoft Office Access database that does
not contain any existing data or objects.

File Hame:
|Database1| | =
C:\Documents and Settings\Velsoft\My Docwments),

[. Create J [ Cancel J

*<RBS Group

CAREERKICKSTART

An app to keep you in the know

Whether you're a graduate, school leaver or student, it's a difficult time to start your career.

So here at RBS, we're providing a helping hand with our new Facebook app. Bringing together
the most relevant and useful careers information, we’ve created a one-stop shop designed

to help you get on the career ladder — whatever your level of education, degree subject or
work experience.

And it's not just finance-focused either. That’s because it's not about us. It's about you.
So download the app and you’ll get everything you need to know to kickstart your career.

So what are you waiting for?

Click here to get started.
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Although Access contains a number of templates already built in, it is important to understand how to create a database

from scratch.

1. From the Getting Started page, click the Blank Database link in the centre of the Access window:
2. On the right side of the Access window, select a location (default of My Documents) to save the database
and click Create:

3. A new, blank database will appear in the Access window.

Using Database Objects

Morthwind Traders (=

Mavigate To Category

v Morthwind Traders
Object Type ‘_
Tables and Related Views
Created Date
Modified Date
Filter By Group
Lustomers & Urders
Inventory & Purchasing
Suppliers
Shippers
Repaorts
Employees
Supporting Objedts
Unassigned Objects

»  Show All

A database object is defined as some individual piece of a database that can be used on its own. We have discussed the

major objects: tables, queries, forms, reports, and macros.
The Navigation Pane is used to control and use the objects of an Access 2007 database.

1. Expand the Navigation Pane (** ) and click the pull-down arrow beside the title to show the full Navigation
Pane toolbar.

2. Then, click Object Type to display all objects currently in the database:

3. All objects currently in the database are categorized by their object type:
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All Access Objects *

44
Tables ¥
Queries ¥
Forms &3
Reports ¥
Macros ¥
Maodules ¥

The Basics

4) If you want to see the different objects in each category, click ¥ to expand that category. Each object

contained in each category is listed in alphabetical order:

All Access Objects i

Tables

Queries

Forms

Reports

iiEESEEEE

» |||«

Customer Address Book
Customer Phone Boak

Employee Address Book /
Employee Phone Boak.
Inventary Restacking Report
Invoice

Wonthly Sales Report

Product Category Sales by Mo...

Praduct Sales by Cateaary

C

Ephployee Phone Book

FileAs  Employee Name:
Andrew Cencini
Nancy Freehafer

Laurz Giussani

Business Phone

L i123)356-7890

,123)456-7850

,1123)356-7850

o

Customer Address Book
Customer Phone Book
Employee Address Book
Employee Phone Book
Inventory Restocking Report
Invaoice

Monthly Sales Report

Product Category Sales by Mo...
Product Sales by Category
Product Sales by Total Revenue
Product Sales Quantity by Em...
Quarterly Sales Report
Supplier Address Book
Supplier Phone Book

Top Ten Biggest Orders

Yearly Sales Report

Home Phone

(123)456-7890

(123)456-7850

(123)456-7890

e emepanten

- Thursday, June 29,2006 13257 M

Mobile Phone

To open an object, simply double-click it. It will open in the main part of the Access window and will have its own

identifying tab.
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Some objects, such as the report, include a time and date stamp right on the object:

Access lets you rename or delete objects in your database. However in order to do so, the object must first be closed.

» To delete or rename an object,
You can do so by making use of right-clicking. To do this,

1. Point to an object and click the right mouse button. A pop-up menu will appear giving you quick access to

certain commands:

il |Monthly Sales Report | |

id Employee Phone Book I ot
@ 1nventory Restocking Report L% Qpen

gi Invaice Layout View i
8 Monthly sales Report & Design view

# Product Category Sales by Mo Export 4

@ Product sales by Category=——fp Fename 5
#@ Product sales by Total Revenu Hide in this Group

8 Product Sales Quantity by EmT P> Delete

@ oguarterlySales Report & Cut E
# supplier Address Book 53 Copy

#@ supplier Phone Book 1h Paste

#@ Top Ten Biggest Orders = Print..

#@ vearly sales Repart ., Print Preview

Macros 3 ﬁ Wiew Properties 'J_E
Modules ¥ H S

2. If you click Rename, simply type a new name for the object, and then press Enter:
3. If you need to delete an object, Access warns you that the delete operation cannot be undone:

4. Click Yes to delete the selected object.

Microsoft Office Access

'j Do you want to permanently delete the report '"Monthly Sales Report'?
L

IF wou click Yes, vou won't be able to undo the deletion,

L‘fes ][ Mo
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Setting Navigation Options

Access 2007 also gives you full ability to customize the Navigation Pane.

» To set the navigation options,

 All Access Objects i«
category 3
sort By ]
View By [

show all groups

B Mavigation Dptions..*

Right click on the title bar of the Navigation Pane and click Navigation Options:
The Navigation Options dialogue box will appear.
The following dialogue box is taken from the Northwind Sample database:

This dialogue box contains three main parts: a category list, a group list, and a few other options.

A

The first two options in the Categories list are fixed (Tables and Related Views and Object Type). However,
you can create as many custom categories as you like. For example, the Northwind Traders category was

added specifically for

ORACLE

Be BRAVE
enough to reach for the sky

Oracle's business is information - how to manage it, use it, share
it, protect it. Oracle is the name behind most of today’s most
innovative and successful organisations.

Oracle continuously offers international opportunities to top-level
graduates, mainly in our Sales, Consulting and Support teams.

If you want to join a company that will invest in your future,
Oracle is the company for you to drive your career!

https://campus.oracle.com

ORACLE

ORACLE IS THE INFORMATION COMPANY
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Navigation, Options

Grouping Options
Click on a Category to change the Category display order or to add groups
Categnries Gronps for "Tahles and Related Views"
Tables and Related Views Employees 8
Object Type Shippers
Morthwind Traders Customers
Ordes =5
Products
Ordes Status
Orde- Details
Orde- Details Status R
Display Options Open Objects with
[] show Hidden Objects [] Show System Objects O singledick (%) Doubledick
[ Show Search Bar
[ oK ] [ Cancel

this database.

6. If you highlight the custom category, you have the ability to move it up and down through any custom
categories you may have created:

7. Use the Delete Item and Rename Item buttons at the bottom of the categories list to perform the associated
action on the selected category. If you ever need to delete a category, the objects that were in the category

will not be deleted.
Categories

Tables and Related Views
Object Type

Custom Category 1
Merthwind Traders

Custom Category 2

Add Item ][ Delete Item ][ Rename Item

8. On the right-hand side of the Navigation Options dialogue box is a list of groups that are included in a

category. For example, the groups contained in the Object Type category we have already used previously in
gory. p group J yp gory y p y

this manual:

9. Highlighting the Northwind Traders category will display all of the custom groups used in the category:

Note that there is one group that is always present in a custom category: Unassigned Objects.
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The options at the bottom of the dialogue box give you a bit more flexibility when it comes to the displaying of objects:

(]

roups for “Object Type®

Tables
Queries

Forms
Reports

Macros

K & R E EE

Modules

Groups for "Morthwind Traders™

Customers & Orders

Inventory & Purchasing

Suppliers

Shippers

Reports &+ &

Employees

Supporting Objects

HEEEEERHR

Unassigned Objects

Show Hidden Objects

If you find your database growing to a level that can be a bit hard to manage, you have the ability to hide certain objects.
This means that they simply won’t be shown in the Navigation Pane and can make it easier to find the object you need.

Checking this check box will override any Hide command that you give to an object.

Show System Objects

There are some background objects and tables that Access uses when you are using a database. Check this box to display

them.

Show Search Bar

Morthwind Traders i o ‘
!fﬂE':IJ'f.I’F... |P ‘
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Morthwind Traders | [VE15
|0rd |*ﬁ
Customers & Orders R |~

ﬁ Cirder Details

@==  Order List

Inventory & Purchasing
E;g Purchase Order Details

b

E;E Purchase Order List

Suppliers

Shippers

Reports

@i Top Ten Biggest Orders
Employees

Supporting Objects

E;j Crrder Details

Ejj Crrder Details Status

Ejj Orders

Eij Orders Status

ol B

Hol¥

D meeectane s Medae Puadaile

If you end up with a very large and complex database, and would rather not hide any objects, you can use a small, simple

search bar which will then appear at the top of the Navigation Pane:

Enter the name of the object you are searching for. As you type, Access will automatically filter the different objects based

on the keyword you are inputting.

The search bar does not, however, give you a direct list of results. Instead it filters the relevant names for each group as
you type. For example, if you know the object you are looking for includes the word ‘order, begin typing it into the search

bar. Access will show you all of the relevant results:

Lastly, you have the option to open an object from the Navigation Pane using either a single click (like a Web page
hyperlink) or double-click (default).
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Section 3 Understanding Access

By the end of this section you will be able to

o Title Bar

« Ribbons

o The Access window
o Ask a Question

o Create a database

o Understand basic security

\ The next step for
" top-performing

oraduates

Masters in Management Designed for high-achieving graduates across all disciplines, London Business School’'s Masters
in Management provides specific and tangible foundations for a successful career in business.

This 12-month, full-time programme is a business qualification with impact. In 2010, our MiM
employment rate was 95% within 3 months of graduation*; the majority of graduates choosing to
work in consulting or financial services.

As well as a renowned qualification from a world-class business school, you also gain access
to the School’s network of more than 34,000 global alumni —a community that offers support and
opportunities throughout your career.

For more information visit www.london.edu/mm, email mim@london.edu or
give us a call on +44 (0)20 7000 7573.

* Figures taken from London Business School’s Masters in Management 2010 employment report
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3.1 Using the Getting Started Window

The Getting Started window appears every time you open Access without directly opening a file, or after you close an
opened database without actually closing Access. Before you have your own established database(s) you can work on, you
will likely visit this page every time you want to create a new database or check out the latest information about Access
2007 using Microsoft Office Online.

Overview of the Window

| Template Categories | ;
ey || Getting Started with Microsoft Office Access
Sample
New Blank Database Open Recent Database
From Microsoft Office Onfine ||
Business i Blank Database 2 More...

Education
Personal

A7 Northwind 2007.accdb
Sample RS

12006
‘ﬂ;.' Databasel.accdb
WMicrasaft Office ommel 6/21/2006

Inventory management Issties database Membership database
databa

Getup to speed with Access 2007

We've redesigned Access ta make your work easier, faster, and mare
efficient. How 507 read on.

# Collect data thraugh e-mail messages
# Attach files to the records in your database
* Guide to multi-valued fields

More on Office Online
Check for updates | Training | Templates

The Getting Started window is divided into three parts:

Template Categories

Choose the category of template you want to use for your database.

New Database and Office Online \ Template Type

The default display of the Getting Started window is a link to create a New Blank Database and the Microsoft Office
Online start page.

If you have selected a template category from the left window pane, here you will choose the specific template you want

to use.
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Open Recent Database

Any database files you have recently opened will be listed on the right side of the window, simply double-click a file name

to open it.

Navigating Through the Window

To navigate through the Getting Started window is easy just point and click! Using Microsoft Office Online lets you read
up on the latest updates to Access, provides some tips and tricks about using the program, and lets you download new

templates to try. You can download any of the templates available on the top portion of the Office Online window:

Micrasoft Office Online

Inventory management Issues database Membership database
database

1. Simply double-click the database template you would like to download. The right portion of the Access

window will change to accommodate extra details about the template:

v
O ooz Ton

Microsoft Office Onlinel

= == Inventory management
L database

Inventary managerent Issues database IMembership database
database File Name:

Size: 235KB (<1min @ 56 Kbps)
Rating: 553850383

|inventnry' management database | ﬁ
C:\Documents and Settings\Velsoft\My Documents),

[[] Create and link your database to a Windows
SharePoint Services site

Lgownload J [ Cancel ]

2. You can give the template a new name if you wish by typing it into the File Name text box and then click
Download. Once the file successfully downloads, the Access Help window will appear giving you some

information about the template as well as the ability to rate the template:
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@) Access Help =
e XAM M@ R

= P search =

i}
"

A

Templates

1B

Inventory management database

see more Inventory Control

Rating: pE g g 34 1T (2371 votes)
Feedback
Rate this template:
HHWHWN
Comment an this template
Have a grezt kemplate? Submit it here.

See Also

= Help and How-tao on Office Online: Tips aad tools for
warking in Microsoft Office
= Templates Discussicn Group

~

All Access | 0 Connected to Office Online m

Close the Access Help window to begin working with the template.
4. The other links listed in the Microsoft Office Online section of the Getting Started window are hyperlinks
that will start your default browser and direct you to the Microsoft Office Online web site, which is filled

with new information, product updates, more tutorials, and a wealth of other resources.

Destination MMU B3

MMU is proud to be one of the most popular universities in the UK. Manchester

. Metropolitan
Some 34,000 students from all parts of the globe select from its University
curricula of over 1,000 courses and qualifications.

We are based in the dynamic yet conveniently compact city of Manchester,
located at the heart of a sophisticated transport network including a major
international airport on the outskirts. Parts of the campus are acclaimed for
their architectural style and date back over 150 years, in direct contrast to
our teaching style which is thoroughly modern, innovative and
forward-thinking.

MMU offers undergraduate and postgraduate courses in
the following subject areas:

e Art, Design & Performance
¢ Computing, Engineering & Technology o

¢ Business & Management For more details or an épp 1cation form
e Science, Environmental Studies & Geography please contact MMU International.
e Law, Education & Psychology email: international@mmu.ac.uk

e Food, Hospitality, Tourism & Leisure Studies telephone: +44 (0)161 247 1022

¢ Humanities & Social Science www.mmu.ac.uk/international

Download free eBooks at bookboon.com

43

Understanding Access



http://bookboon.com/
http://bookboon.com/count/advert/7ea1fd82-96d7-e011-adca-22a08ed629e5

Access 2007: Part | Understanding Access

Creating a Database from a Template

If you are just starting out with Access, or if you have a specific application in mind for a database, you can make use of
the templates already provided in Access 2007. The templates are fully functional tables, reports, queries, and forms that

are all related and ready to go - all you have to do is add the data!

» To use a template.

Template Categories
Featuring

From HirosotOffcc Onine. Personal

Business
Education | Personal

“personal — !
Sample

Contacts

1. Choose a category in the left side of the window. For our purposes, let’s start oft with something basic.
Access contains a straightforward Contact database under the Personal category.

2. Choose Personal from the categories and then double-click the Contacts database to prepare to open it:

3. Details about the template will be shown on the right-hand side of the screen, click the Download button to
download it from Office Online and open it. When the template opens, close the Access Help window that
appears.

4. 'The template automatically opens the Contact List form which allows you to enter your own contacts one by
one into the database. That’s all there is to creating a database from a template! All of the objects are already
established;

M accessobjects ] <] 1 comecesc g —

Tables P )
E  contacts % Contact L|St

Rcpcs & flew Cantacy Collect Data via Email  Add From Outlook  E-mail List  Print List

5 Contacts Extended . lastName - | FirstName -/ E-mail Address | BusinessPhone ~+| company - JobTitle
Forms A

E contact List 0

= contact Details
Reports ES
Contact Phone List

Contact Address Book

all that is required now is for you to enter your data.
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Creating a Blank Database
Most of the time, the templates provided in Access will be sufficient to use as a base to get started. However, if you prefer

to construct your database from the ground up, doing so is easy with only a few clicks.

» To create a blank database
Mew Blank Database

| Blank Database

1. From the Getting Started page, click Blank Database under the New Blank Database heading:

Blank Database

Create a Microsoft Office Access datsbase that does
not contain any existing data or objects,

File Name: ‘— ¢
|Da13base2 | =3

C:\Documents and Settings\Welsoft\My Documents),

l Create l [ Cancel ]

2. On the right-hand side of the screen, give the new database a name by typing it into the File Name box.
If you want to create the database in a specific location, click the small folder icon ( L= ) to the right of
the text box. The new file path you select will be shown underneath the File Name text box; Access will by

default use the My Documents folder:

3. Finally, click the Create button. The new empty database will open with a single empty table contained
inside:

4. Now you know how easy it is to get started with a new database using Access. Later in this manual we
will explore the usage of the different objects contained inside, as well as how to properly enter data into a

database, or more properly, populate a database.
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('/- el 5" " DatabaseZ ! Database {Access 2.. | TableTools - = 0%
Home Create External Data Database Tools Datasheet @
ﬂ 5 & Insert Data Type: ~| [l Unigue = =
= . == W' Delete ||Format:  |Formatting = | [[] Is Required
View Mew Add Existirg Lookup = e Relationships Ohbject
- | Field  Fields Column | =0 Rename ||[§ 8 | s | 558 | 5% Dependencies
Views Fields and Columns Data Type and Formatting Relationships |
Table1 2 D - Add New Field
O Tablel: Table * | (New)
Recorc: M 1 [1of1 LM & No Filter | |Search |
Datasheet View | Mum Lock | | =

UNIVERSITY OF

SURREY

Get International]y Connected
at the University of Surrey

MA Intercultural Communication with International Business
MA Communication and International Marketing

MA Intercultural Communication with International Business
Provides you with a critical understanding of communication in contemporary
socio-cultural contexts by combining linguistic, cultural/media studies and
international business and will prepare you for a wide range of careers.

MA Communication and International Marketing

Equips you with a detailed understanding of communication in contemporary
international marketing contexts to enable you to address the market needs of
the international business environment.

For further information contact:
T: +44 (0)1483 681681

E: pg-enquiries@surrey.ac.uk
www.surrey.ac.uk/downloads
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3.2 Access and Windows

The Microsoft Office packages were primarily designed to run in the Microsoft Windows operating system. Further
iterations of the Office package have been ported for use in other operating systems, such as the Macintosh operating
systems. Because the Office package is designed to run in a particular environment, it is also capable of using some
features of the operating system (as well as being limited by some of the operating system’s shortfalls!). In this lesson we

will explore the operation of Access 2007 as a whole.

Recovering Access

Despite the best efforts of network administrators, programmers, and home users, there will inevitably come the time
where something will go wrong. Viruses, spyware, power outages, and equipment failures can cause havoc if you are
unprepared. However, you do have some tools available to use if you get stuck while using Access. Much of the data
manipulation done in Access is saved automatically as soon as a particular operation has completed. For example, when

you add data to a table, it is saved in the table as soon as the cursor moves to another field.

£ Windows Task Manager |_._||E|E|
File Ogtions Wiew ‘Windows ShutDown  Hep
Applications EProcesses || Performance | Metworking || Users |
Status
Running
4 | ¥
End Task %[ Switzh To ] [ Mews Task... ]

[[Processes; 38 CPU Usagz: 0% Commit Charge; 202M [ 1236M

The other manual operations that can be performed in Access, such as the development of macros, forms and reports,
must be saved by the user. However, Access does have a general AutoSave feature that is used every 10 minutes to save

any work that has been done.
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Should Access itself seem unresponsive, there might be a number of causes. If your computer is experiencing heavy network
traffic or processor load, some operations regarding Access are placed in a priority queue. With the speed and capability
of today’s computers, this delay will likely be minor. Nonetheless, the best first option is to wait for a few moments. If you
see no activity, try opening another program on your computer. If the other program does not start, then you computer

is likely stuck in a processing loop somewhere.

Pressing Ctrl + Alt + Delete in the Windows 2000/XP environment will open the Task Manager. Check the Applications
tab. should you see (Not Responding) beside Access or some other program, highlight the program in the list and click
End Task. If you don't see any unresponsive programs, it may be a background process. Click the Processes tab. Scroll up
and down through the list of processes. You see one program with a 99% CPU usage, that process is likely stuck. Highlight
the process and click End Task.

If you manage to close Access without having to restart your computer, Access will have saved a backup file in the same

folder as the original working file. The backup file will be named filename_Backup.

If worst comes to worst and you cannot shut down Windows or end a process, you must physically power oft or restart

your computer.

Starting Access on Windows Boot

Microsoft Windows contains a special folder in which you can add a program shortcut to have that program start every
time Windows starts. Your computer may already have certain programs that start when you computer starts, such as

antivirus and instant messaging software.

» To have Access 2007 start when your computer starts.
1. Locate the icon you use to start Microsoft Access 2007 normally, such as in the Start Menu.

2. Right click on the icon, point to Send To, and then click Desktop:
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3. Once the icon has been created, or if you already have an icon on your desktop, right-click the icon and

select Cut:
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4. Browse to the following folder on your computer: C:\Documents and Settings\<Your User Name>\Start

Menu\Programs\Startup. Paste the icon into the folder:

& Startup

Filz  Edit

@ Back - 'J

View  Favaribes

Open

Fin to Skart menu

Send To

Create Shortcut
Delete
Rerame

Properties
—

Tooks  Help

I} ",':: Search Ii__f Folders v

B{i=E

File and Folder Tasks

@ Rename this file

[y Move this file

Copy this file

e Publish this file ko the Web
() E-mail this file

¥ Delete this fils

Other Places

L@ Programs

(£} My Dacuments
Ea Shared Docurments
i My Computer

& My Metwark Places

Details

address @ Ci\Documnents and Settings\Yelsoft|Start MenulPrograms|Startup

V|Go

oft Office Acce
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5. Every time your computer starts, Access will start as well. You can do this for any program on your
computer.
But be careful - adding too many programs will significantly lengthen the time needed to boot your computer. Plus, if
you want to use your computer for a presentation or something other than the programs in the Startup folder, you must

first wait for all of the programs to open before you can close them and free up system resources.

Using Office Diagnostics

If you continually have problems while using Access, it is possible that the installation of Office on your computer has

somehow become corrupted or damaged in some way. Office 2007 has the ability to diagnose and partially repair itself.

_:j Actess Options A Exit Aiccess

» To diagnose
1. Open any program in the Office Package and click the Options button at the bottom of the Office Menu:

Access Options

P li : . . - T - S L)
bidaly Contact Microsoft, find online resources, and maintain health and reliability of your Office applications.

Current Database

sign up for free online services on Microsoft Office Online.

Datasheet get updates Check for Updates
Object Designers Get the latest updates available for Microsoft Office,
Proofing office diagnostics — >
Advanced Diagnose and repair problems with your Office applications.
Customization contact us Contact Us
Add-ins Let us know if you need help, or how we can make Office better,
Trust Center activate Microsoft Office
Fkﬂoumﬂs" 4 Activation is required to continue using all the features in this product,
register for online services

about Microsoft® Office Access 2007 (Beta) About

Get product specifications and legal information about Microsoft® Office Access 2007 (Beta) (12.0.4017.1003) MSO
(12.0,4017.1003) BETA

H
=

Cancel

2. Click the Resource tab and then click the Diagnose button:
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3. The Ofhice Diagnostics Wizard will appear:

1 Microsoft Office Diagnostics

Is Microsoft Office having problems?

HAL =
CEmmcn s (iE)

Diagnostic tests were previously run,

Additional support options are availsble. Click Continue to connect to Microsoft's servers
and view these ootions,

Diagnostics can take up to 15 minutes to run and may connect to Microsofts servers.
Click Run Diagnostics Again to start them.

Show prior results [ Run Diagnostics Again ] [ Continue ] L Cancel |

4. Click Continue to begin the diagnostics scan. All of the components of Office that are to be scanned will be
listed in the next step:

5. The automated program will perform a number of tests. It will check your hard disk for errors that can cause
program corruption, it will check to make sure a security/operational issue has not yet been addressed and
download the appropriate fix, and scans any error logs generated by Access after recovering from a crash.
You will need a connection to the Internet in order to complete all diagnostic tests. If the diagnostics check

cannot find a solution, you may need to reinstall the Office 2007 package on your computer.

efficiency reliability delivery

As a leading technology company in the field of geophysical science, PGS can offer exciting
opportunities in offshore seismic exploration.

We are looking for new BSc, MSc and PhD graduates with Geoscience, engineering and other
numerate backgrounds to join us.

To learn more our career opportunities, please visit www.pgs.com/careers

A Clearer Image
WWW.pgs.com

AN

AL AR AR AR AR AR RARARRARARH
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1 Microsoft Office Diagnostics

Start Diagnostics
Chedk for known solutions Status: FReady torun
ﬂ Memary Diagnaostic Status: FReady torun
ﬁ Compatiblity Diagnostic Status: Ready torun
ﬁ Disk Diagnostic Status: Ready torun
ﬁ Setup Diagnostic Status: Ready torun

What will diagnostics do? EBU“ Dizgnostics zJ [ Cancel ]

1 Microsoft Office Diagnostics

Repairs were made. |
L

Office Diagnostics made a repair that may help improve Microsoft Office

programs.

Summary of results:

Diagnostics run: 5
Diagnostics that identified problems: 1
Diagnostics that took corrective actions; 1

Close

Detailed resuitst

Checking for Updates

Back in the Resource section of the program options is a button to update Office 2007:
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Access Options |E|[g|

Popular

Currenl Dalabase
Datasheet

Qhbject Dzsigners
Proofing
Advanced
Custamize
Add-ins

Trust Certer

Resources

Ma Contact Microsoft, find online resources, and maittain health and reliability of your Microsoft Office

L3 prograrms.

get updates
Get the latest updates available for Microsoft Office,

run Microsoft Office Diagnostics

Check for Updates

Diagnase and repair problems witk your Microsoft Office procrams.,

contact us

LontactUs

Let us know if wou need help, or how we can make Microsaoft Office better,

activate Microsoft Office

Activate

Activation is required to continue Lsing all the features in this product.

go to Microsoft Office Online

Go Onlne

Get free produck updates, help, and online services at Microsoft Office Online.

ahout Microsoft® Office Access 2007 (Beta)

About

Microscft® Office Access 2007 [Beta) (12.0.4407.1002) M50 [12.0,4407.1005) BETA

) Cemen ]

o
e

Your computer will connect to the Internet and determine if there are any program updates available based on your current

installation of Microsoft Office. Updates will be downloaded and installed to your computer. It's a good idea to make sure

not to have any other applications open when your computer is applying the new updates. Once the updates have been

installed, you will likely need to restart the Office program you were using in order to have the updates take full effect.

3.3 Using the Quick Access Toolbar

In the previous lesson, we introduced the new layout changes to Access 2007. In this section, we will learn a little bit

more about each part of the new interface and how it works. This lesson will focus on features and customization options

available with the Quick Access toolbar, located in the upper left-hand corner of the screen:

CHLEREE
\ &4

Home Create External Data

About the Default Buttons

Access features three default commands in the Quick Access toolbar:

Save H

Saves the most recent changes to the current database file.

Print Lﬁ
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Opens the Print dialogue box allowing you to adjust different print settings.
Undo 9~

The Undo command will revert most changes made in Access. For example, if you made a formatting change to a form

that you were not happy with, click the Undo button to go back one command.

There is a small pull-down arrow beside the Undo button; click this to see a listing of the last few tasks that were performed.

Click any task in the list to undo all commands to that point.
Adding Buttons

As you become more familiar with Access you might find it handy to have another command quickly available for use.
Though the command tabs and ribbon significantly reduce the number of clicks it takes to do something, you might

want to have a particular command always available. Access allows you to add the command to the Quick Access toolbar.

ﬂ = MNew X Totals

1l

fiE™ =8 Save “ Spelling
Refresh

all= | X Delete ~ =L O

Records

Going up in the world...

You'’ll be going up in the world after graduating from Nottingham Trent

University. We are one of the best universities in England for graduate

employment with over 97 % of our students employed or in further study

within six months of graduating.”

e Consistently ranked as one of the leading modern universities in The Independent Good
University Guide.

e Courses informed by businesses and industry — strong commercial partnerships with over
6,000 companies globally.

e Many courses include professional accreditation and / or the opportunity to undertake a
work placement. This gives our graduates a competitive edge when entering the job market.

e An exciting student city in the middle of England. Ideally located for travel across the UK
and with direct flights to destinations across Europe from East Midlands Airport.

e Investing £130 million across our three campuses to create an inspiring learning
environment.

e In the most recent QAA institutional review, the University received the highest
commendation for its consistent commitment to supporting students and their learning.

If you would like any guidance on applying to Nottingham Trent University
please contact Laura Vella, our International Officer for Europe, on

Tel: +44 (0)115 848 8180
Email: laura.vella@ntu.ac.uk

www.ntu.ac.uk/book

NOTTINGHAM®
TRENT UNIVERSITY

5365/07/09 * HESA DHLE 2006-07
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For example, some of us have difficulty with spelling. Fortunately, many programs (including Access) feature a spell

checking feature. In Access 2007, the spell checking feature is located in the Records section of the Home command tab:

» To add this command to the Quick Access toolbar,
1. Right-click the Spelling command and click ‘Add to Quick Access Toolbar:’

'?Spelling ]| [
Add to Guick Access Toolbar

78 More
Customize Quick Access Toolbar..,

2. The command (denoted by the small ‘ABC’ icon) will be placed in the Quick Access toolbar:

@ﬂa-ﬂ Te—

Home Create External Data

Removing Buttons

If you no longer use a certain command or your Quick Access toolbar is getting a bit too filled with icons, you can remove

them easily at any time.

:’ —= Blomeblnssrme]l SOOT o e

Bemove from Quick Access Toolbar

rea
Customize Quick Access Taolbar...

Place Quick Access Toolbar below the Ribbon

Right-click on any icon you no longer use and click Remove from Quick Access Toolbar:
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Customizing the Toolbar

Customize Quick Access Toolbar
P e
Open
V| save
E-mnail
Quick Print

Print Preview

Spelling
\:!" Unda
J Redo
Mode
Refresh All

Moaore Commands..,

Showe Below the Ribbon

minimize the Ribbon

As you gain familiarity with Access (and other Office 2007 programs) you have the ability to customize how the Quick
Access toolbar looks all at once versus having to add icons one by one. To do this, click the small pull-down arrow (= )

located on the far right of the Quick Access toolbar and click More Commands:

Note that you can click any command listed here to add that command to the toolbar. The commands that are already

checked are those on the toolbar; simply click them to remove them.

When you click More Commands, the Customize dialogue box (found in the Access Options) appears:

This window gives you the ability to add any of the functionality from any command tab or contextual tab you like to

the Quick Access toolbar.
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Access Options

Popular

@ Customize the Quick Access Toolbar.

Current Database
Choose commands from: i Customize Quick Access Toolbar:

Datasheet Populzr Commands v | l For all documents (default) ad |

Object Designers

Proofing <Separator> A [ save
|43 Ceche List Data ¥) Undo »
Advanced |5 Create E-mail ™ Redo »
| 83
|ix»  Exportto Excel spreadsheet
Add-ins |1} Export to SharePoint list
™% Exportto text file

Fcrm

o Import Access database

Trust Center

Resources

14

=

(‘

wx Import Excel spreadsheet

»10] Import SharePaint list
37 Import text file =

»®] Import XML file

% Manage Replies

g Made »
] New..

@ News Object: Form =
2 MNew Object: Macro

@ New Object: Query

@ New Object: Report

& New Object: Table

5 Open..

2y POF or XPS

| PrntPreview

B et Duins =

[:] Show Quick Access Toolbar below the Ribbon

- ) [ OK ] [ : Cancel ]

[ |
The stuff that makes life worth living

NORWAY.
YOUR IDEAL STUDY DESTINATION.

WWW.STUDYINNORWAY.NO
FACEBOOK.COM/STUDYINNORWAY
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Choose commands from:@i

File

Print Preview

Home

Create

External Data

Database Tools

Source Contral

Add-Ins

Form Tools | Farmatting
Form Tools | Layout

Form Tools | Design

Form Tools | Layout
Report Tools | Formatting
Report Tools | Layout
Report Tools | Page Setup
Report Toaols | Design
Report Tools | Layout
Report Tools | Page Setup
Relationship Tools | Design
Query Tools | Design
Macro Tool: | Dezign
PivotTable | Design
PivatChart | Desian

Table Tools | Datasheet
Table Tools | Design
Fundtion & View Toals | Design
Stored Procedure Tools | Design
SQL Statement | Design

| Diagram | Design

| Macros

Commands Not in the Ribban
All Commands

Understanding Access

4. The first category (File) is all commands accessible via the Office Menu. The next seven tabs are the main

command tabs, the majority of which are visible when working in Access. (Some command tabs might not

be visible at the time, depending on what you are doing with your database.) The third section of options

are all of the contextual tabs that appear only when you are working with a specific database object The final

section deals with macro commands, other miscellaneous commands, and a listing of every command in

Access.

5. Pick a listing from a particular category in order to see the commands it contains. For example, imagine

you are going to make heavy use of pictures and diagrams in a database form. To do this, you will need

to import each picture one at a time. Therefore, you may find it easier to add the Insert Image icon to the

Quick Access toolbar so it is always accessible. Select the Form Tools - Design
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Choose commands from:

Form Tools | Design

rorrmde FdIriLer

Gridlines

HH <

Gridlines

i
<
"

el [

Group Box (Form Control)

Image ff—

option and then scroll down the list of options until you find Image:

Customize the Quick Access Toolbar.

Choose commands from:

|Form Tools | Design L

;‘f Format Painter

HH cridiines »
Gridlines

m Group Box (Form Control)

55 Insert Activex Contral

il Insert Chart

% Insert Hyperlink

Insert Page

Insert Page Break

Insert Page Number

Ttalic

Label [Form Contral]

Layout View

Line -

L

Line Calor 3

M A Ede ~=iis

Line Thickness 3

Line Type 3
List Box (Form Control}
Loga
Mode

Option Button (Form Contral)
PivotChart View

o

O o REET

Place Quick Access Toolbzr below the Ribbon

Customize Quick Access Toolbar: (i

|For all documents (default) b4 |
= save

= Print..

¥} Undo |>

Understanding Access

6. Click the Image icon to highlight it and then click the Add >> button located in the middle of the window:

7. 'This will add the Image tool to the Quick Access toolbar list on the right-hand side of the window. By

default, the command is inserted at the bottom of the list (under the Undo command).

8. You can change the order of any icons in the list by selecting an item in the Quick Access toolbar list and

then clicking the up and down buttons on the right side of the list. Simply click an item in the list you would

like to move up or down and then click the corresponding directional button:

9. Items listed top to bottom will be displayed from left to right in the Quick Access Toolbar. To remove an

icon from the list, select the icon and click the Remove button in the middle of the window.
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Customize Quick Access Tocolbar: i)

For all documents (default) v

Save
Print...
Image

LA

Undao [ »

10. If at any point you want to return the Quick Access toolbar back to its original configuration, click the Reset
button:

11. This will remove all icons except for the original three (Save, Print, and Undo).

Reset Customizations

! 5 Are vou sure you want to restore the Quick Access Toolbar shared between all documents to its default contents?

[Yes][No]

3.4 Tour of Ribbons

One of the biggest changes in Access 2007 is the removal of menus. Instead of having a list of menu commands to choose
from (including a number of options that are greyed out and not accessible), Access 2007 features a more intuitive control

system of tabs. Each tab contains a certain group of commands relevant only to the tab. The commands are listed in the
ribbon.

‘We will learn in this lesson how the ribbon works and some of the tools that are available.

About Ribbons

There are two main types of ribbons: general (or command) and contextual. The general ribbons (and corresponding

tabs) are always visible when you are viewing a database file in Access:

Home | Create External Data Database Toals
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The command tabs listed here include many of the most common commands you will perform in Access. The Home ribbon
contains the majority of the most common tasks including the ability to switch views, formatting, and filtering of data. If
you want to make a new database object, click the Create tab and select the object you want to make. The External Data
command tab gives you all the flexibility to import and export data to and from your database, computer, and network.

The Database Tools tab gives you the ability to manage the data in your database, create macros, and view relationships.

Contextual tabs appear only when a certain type of database object is selected (or brought into context). For example, if
you are looking at a table in datasheet view, a contextual tab will appear showing you the commands you can perform on

the table while only in datasheet view:

Table Tools

Home Create External Data Database Tools Datasheet

When using a command in the ribbon, simply click it with your mouse. The command will be performed, or the appropriate
tool or dialogue box will appear to help you perform the task. If you are unsure what a certain command does, point to

it, but do not click it.

[ [
é\&e you considering a ]
ropean business degree?
LEARN BUSINESS at university level,
We mix cases with cutting edge
research working individually or in
teams and everyone speaks English.

Bring back valuable knowledge and
experience to boost your career.

MEET a culture of new foods, music
and traditions and a new way of
studying business in a safe, clean
environment - in the midd|e of
Copenhagen, Denmark.

ENGAGE in extra-curricular activitjes
such as case competitions, sports,
etc. — make new friends among cBs’

18,000 students from more than 80
countries.

Zj\‘ammmby
ssociati
ofMBAsmn C/ CEMS p I M
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and how we work on cbs.dk
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After a quick moment a description will appear. This is true for most of the commands:

Home | Create | External Data Database Tools
| =
_ - i | ==t i3 PivotChart i 2 Labels 1 ™ | S
[] =il =i = = ﬁ\_ /
‘ I 2=l ] Biank Fom £ | Blank Report
Table Table SharelMoint | Table Form Split | Multiple = Form Repaort . Report || Query Query Macra
| Templates =  Lists ~ Design | Form = Items % More Forms ™ | pesign @\ Report Wizard | pasign || Wizard Design -
Tables Forms Reports Other
Split Form

Create a split form that shows a
datasheet in the upper section and
a form in the lower section for
entering information about the
record selected in the datasheet.

(@ Piess F1 for more help.

Opening Dialogue Boxes from the Ribbon

dd 9 -

| Home | Create Exte

e Cut
(e
53 Copy

)

Past
(= ave #f Format Painter ||
\views || cihowrda 5|
‘4 of 24 - Clipboard v

ik Paste Al | (B Clear Al

Click. an item ko paste:

%j Mokepad texk

s |
ey
EI_] Company F.

Occasionally you will see a small arrow icon beside the name of a ribbon command category:

Clicking this little icon opens a new dialogue box containing more advanced functionality than is provided by the ribbon

alone. In the example above, clicking the Clipboard button opens the Clipboard pane on the left side of the Access window.

As you work with Access and use more features, you will discover more of these options scattered throughout Access._
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About the Office Menu

P LEESL

! Recent Documents
T Mewy
L 1 Assets.accdb
Y ] .
=7 open. 2% APracticeExercice’. 40B.accdb
= 3 Databasel.accdb
| I - 44y SharedTestAccessEaccdb
Sawe
5y Share\TesthAccessLaccdb
=— 6 Wy Share\TestAccessdaccdb
l Sawe As 3
Th.Alesson 1.3 complete accdb
LE';;] Print.. 8
7] Manage 3
[= 4 E-mail
L/ Publish ¥

Close Database

7

_g:j Aecess Options ||X Exit Access

The Office Menu should be pretty familiar to you now. We have learned that you can open and close files, modify the
Access program options, and close Access; all by using the Office Menu. If you have used Access in the past, the Office
Menu is very similar in functionality to the File menu in previous versions.

Let’s take a look at the commands in the Office menu.

New

Blark Database

This will close any open database files and open the Getting Started page. Click Blank Database to create a new empty
database file.

Open

Opens a dialogue box allowing you to search your computer or network for a file.
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Save
Saves any modifications you have made to the current database object.
Save As

Allows you to save the currently open database object under another name. This is useful if you want to perform a major

revision or update to a particular object.
Print

The Print button, like the E-mail button, has two different parts. Clicking the Print button directly opens the Print dialogue

box:

}

Preview and print the view

(L Print...
Select a printer, number of capies, and

other printing options before printing.

I'_ Quick Print

Land the object directly to the default
printer without making changes.

,-* Print Preview
| Previews and make changes to pages before
printing.

Clicking the right-facing arrow displays a few more options on the right-hand side of the Office Menu:

Download free eBooks at bookboon.com

65


http://bookboon.com/

Please click the advert

Access 2007: Part | Understanding Access

Printer

I
Marme: I:Z.arujn MP760 Series Prinker v| [ Properties J

Skatus: Ready

Tvpe: Canon MP760 Seties Prinker

Where! USBO01

Comment; [ IPrint ta File
Print Range Copies

oL Mumber of Copies: | 1 B2 |

C)Pages From: |_ | Ta | ! Iﬂ

- D . l Collate
() Selected Record(s) - :
——

Print does the same thing as clicking the Print command in the Office menu, while Quick Print sends the current file
directly to the printer to be printed using the default options. Print Preview lets you view the current database object as

it would look if printed on a piece of paper. We will explore more printing options later in this manual.

v
Technical training on
WHAT you need, WHEN you need it

At IDC Technologies we can tailor our technical and engineering
training workshops to suit your needs. We have extensive OIL & GAS
experience in training technical and engineering staff and ENGINEERING
have trained people in organisations such as General

Motors, Shell, Siemens, BHP and Honeywell to name a few. B

Our onsite training is cost effective, convenient and completely AUTOMATION &

customisable to the technical and engineering areas you want PROCESS CONTROL

covered. Our workshops are all comprehensive hands-on learning

experiences with ample time given to practical sessions and MECHANICAL

demonstrations. We communicate well to ensure that workshop content ENGINEERING
and timing match the knowledge, skills, and abilities of the participants.

INDUSTRIAL

We run onsite training all year round and hold the workshops on DATA COMMS

your premises or a venue of your choice for your convenience.
ELECTRICAL
For a no obligation proposal, contact us today POWER

at or visit our website
for more information:

Phone: +61 8 9321 1702
Email: training@idc-online.com TECHNOLOGIES
Website: www.idc-online.com
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Manage

This menu option gives you three choices:

rv by

it

Manage Your Database

Compact and Repair Database...

Perform routine maintenance on your
database to ensure data integrity.

P

I%'JI-,;-Wﬁ Back Up Database...
=

EBack up important databases
regularly to prevent data loss.

Database Properties...

Review and set the basic properties of the
database, incduding the name and owner.

Understanding Access

Compact and Repair Database is useful if you are planning to send the database to another person so they can work on

it. This command checks the file for errors and compresses the file size a bit by eliminating wasted space. (If you have

ever defragmented a hard drive before, the principle is the same.)

Back Up Database makes a copy of your entire database file for safe keeping.

Northwind 2007.accdb Properties E|®

General | Summary | Statistics | Centents | Cuskom |

L Motthwind 2007
T I

Type: Microsoft Office Access 12 Database
Location:  C:\Documents and Setings)velsoft) DesktoplAccess2007F
Size: 4,25ME (4,456,445 bytes)

M3-Di235 name;  MORTHW 1, ACC

Created; Tuesday, June 27, 2006 8:41:28 AM
Modified: Tuesday, June 27, 2006 12:12:49 PM
Accessed: Tuesday, June 27, 2006 12:12:49 PM
Atkributes:

[ oK ]’ Cancel J

Database Properties allows you to modify and view characteristics specific to your database:
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Clicking the e-mail link will open the Send Object As dialogue box:

Send Object As

Understanding Access

Select output Format:

lExcel 9y - Bxcel 2005 Workbook (8. x1s)
Excel Binary Workbook (%, xlsh)

Excel Workbook, (%, xls:x)

HTML {*.htrng *,html)

Microsoft Excel 5.0/95 Workbook 7+, xls)
PDF Format (*,pdF)

Rich Text Format (*.rtf)

Texk Files (*.txt)

#PS Format (¥, xps)

Click the file type you would like to e-mail the current object as and click OK. This will launch your default e-mail program.

Close Database

Closes the current database file.

The Home Ribbon

In the following lessons we will explore what commands are included in each command tab and their function. We will

start with the Home command tab and ribbon, which contains most of the commonly used commands for databases and

working with data using Access. Remember, this is just an overview; don't worry if you don’t understand what particular

commands do. This is just so you know where to find a command when we begin discussing it.

Home |
o0 calibri lu - EEEF EE ] g ;'”W
= = £ = =5 save
i = - |[ER-|[EH - = i=|(
vew | o2 A (@CEFR ] e 0T
Siews | [Clipboard = Fant L] Rich Text

68

Records

224 Totalsi l {7 Selaction ]1' “ag Replace
& speling || 41 T acvanced = = GoTo~
Filtef Find
E Mare - 7 W Tagagle Filker by Select~
Sart & Filter Find
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YViews

==
= =]
=]

[ View |

. = 5 Form View

F Datasheet View

== Layout View

J
E}g’ Design View
e

1. Click the Views command to cycle through the different views available for each object. (The type of views
available will differ depending on the object that is currently open.)

2. You can also click the small down arrow underneath the word View to see all of the available views:
Clipboard

The Clipboard is a special part of the memory of your computer. It is designed to hold an object in temporary memory
until it is either placed somewhere else or copied over when a new item enters memory. Before the newer versions of
the Windows operating system, a computer could only hold one item at a time in memory. The Office packages have
expanded this to a full twenty-four objects whether it is text, spreadsheet data, pictures, or some other piece of data. Items

are placed on the clipboard either by selecting some text or object and pressing Ctrl + C on your keyboard. Ctrl + V will
paste the object to a new location.

Home

) s

Paste

- 7
Clipbaard

Access 2007 gives you full control of the clipboard on your computer. Select an item and use either the Cut or Copy
command, followed by the Paste command. The other command in the Clipboard section of the ribbon (marked Format

Painter) is only applicable when designing forms or reports and will be covered later.

1. Click the Clipboard button (circled in red above) to expand the clipboard and its contents:
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3 of 24 - Cliphoard v x

o, Paste Al % Clear al

Click, an item ko paste:
) =

!_] The Clipboard is a special
part of the memory of
wour computer, It is desi..,

EJ_] &lexander

2. You can empty the clipboard at any time by clicking the Clear All button. Or, you can delete individual items

by right-clicking on an item and selecting Delete.
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Font

The Font section of the Home ribbon contains all the commands you need to modify how a font looks:

Font Mame Faont Size

| | Crientation

Calibri - |11 adl |

B I H!!ﬁ || = || 2 |@-|_| -|

/ Fort |

Bold  ltalic Fant Highlight Alternate
Colar ) Col
gllll Gridlines aors
nderline A

Any of the options that have a small pull-down arrow contain more options than a simple toggle on and off; click the pull-
down arrow to see all available options. You can also use the button in the lower right-hand corner to expand different

formatting options for a particular database object.

Decrease Indent Level

\ Increase [ndent Level
Display Orientation
IR

Rickﬂ

Mumbered List  Bulleted List

Rich Text

Access 2007 allows you to take certain text fields further with the addition of Rich Text options:
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Records

= MNew Z Totals
jﬂu =8 Save o Spelling
Refresh
All = )( Delete ~ M More ™

Records

The Records section of the Home ribbon deals with basic data management:

E Maore =

Add From Qutlook

Save As Qutlook Contact
[ RowHeight...

Subdatasheet L

Hide Columns

Unhide Columns...

Freeze

Unfreeze

3 Column Width...

The Refresh All command is designed to re-retrieve all the information from the database file. This option becomes
particularly useful if your database includes any external data sources (explained later in this manual). If you only want to

refresh the data for the current object, click the small pull-down arrow beside the Refresh All command and select Refresh.

The other commands will generate a new record in the object, save any record changes, delete a record, apply a calculation

field like sum or average, and check the spelling of the current object.

Clicking the pull-down arrow beside the More command will show a small menu of more commands that can be performed

on the current object:
We will explore some of these commands later in this manual.
Sort and Filter

The Sort & Filter section of the Home ribbon will apply some sort of organizational method to a database object:
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Sort Ascending —— £ ? 7 Selection ™
Sort Descending — £ 3 Advanced ~
A Filter
i W Togale Fitter
sort & Filter

For example, if you wanted to sort a list of names alphabetically, simply click the column header to select the entire
column of names and then click the Sort Ascending command. (We will cover how to perform operations on a table of

data later in this manual.)

ﬁ N Replace

= GoTo ™
Find

Ly Select ™
Find

Study at one of Europe’s
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and life at the University is engaging and vibrant. At DTU,
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Find

If your database should grow substantially in size some day, finding a particular value by hand quickly becomes impractical.

Access features a Find command to track down the value you are looking for:

Simply enter the search criteria you are looking for and Access will search the current database object to retrieve the
information you are looking for.

As an addition to the Find command, Access can also replace certain values based on search criteria. For example, if you

misspelled a place name or if someone’s last name has changed, you can use the Replace command to find all instances
of a value and replace it with something else.

Use the Go To command to browse the various records that meet your search criteria. You also have the ability to select

an entire row of data containing a found’ value or select the entire object containing the found value(s).

Create Ribbon

We continue in this section with our exploration of the next main ribbon, the Create Ribbon. The Create ribbon is used
to make new database objects:

Create

- - — =
D 0 EBEIEE i RS2
: == ["]Biank Form mw || “=—l { | Blank Report "*‘ :
Table Table SharePoint | Table Farm  5plit  Multiple = Form || Report .- : Report || Query Query Macro
Templates = Lists = Design Form  Items ;_?'_EIMG"E Forms Design 53. Report Wizard | pesign || Wizard Design -
Tables Forms

Reports Other

Tables

Tables are the main objects used in databases. (Without tables, and thus without data, you don’t have much of a database!)
We learned in Section 1 of this manual that a table contains one or more records (or rows of data) and a record contains one

or more fields. So, use this section of the ribbon to create the tables you need in order to store the data for your database.

= 858 [ &

Table Table SharePoint | Table
Templates = Lists~ ! Design
Tahles

Let’s look at the different options in this section.
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Table

This will open a new empty table in Datasheet view. You can directly enter data into the field this way or enter Design

view to modify the structure of the table by hand.

Table Templates

e

Table
| Templates =

&/=| Contacts
E Tasks

Issues

Events

[EE | Assets

Use the small pull-down arrow to select a table template from the list of options:

A new table template opens in Datasheet view with a number of pre-defined columns. You can start entering data into

the table right away.
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SharePoint Lists

Issues
@ Events

SharePoint Lists are a bit beyond the scope of this manual. Essentially they are tables of data that can be linked to another

table stored on a SharePoint server across the room or across the world.

Table Design

Clicking the Table Design command opens a new empty table in Design View:

) ‘. Table Tools

Home  Create  ExternalData  DatabaseTools  Design

@ ? &'&“ g"‘/ }m Insert Row = :_;

i %—* Delete Rows

View || Primary Builder Test Validation Property Indexes

- Key Rules @ Lookup Column Sheet
Views Tools Show/Hide
5
4 Field Name | Data Type |

Here you can begin the custom construction of the table as you need it. We will explore more of the functionality of table

Design view later in this manual.
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Forms

Forms are a way of entering data into a table one record at a time. Forms in Access are comparable to paper forms you
would fill out in an office. With a paper form, there is a space for each piece of data required, and once the form is filled
out, it will get filed somewhere. The same is true in Access, as you need to have at least one table of data, query, or report
in order to make proper use of a form. Use the commands in the Forms section of the Home ribbon to perform different

form actions:

= e = PivotChart e
=== = =4
D Blank Form

Form  Split  Multiple % Form
Form  Items %M“‘E Forms Design |

Forms
Form

Use this command to create a new form based on the last highlighted object in the Navigation Pane. Each field in the

object will be made into a new field in the new form. (We will explore the use of forms later in this manual.)
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Split Form

A split form is a new feature of Access 2007. It allows you to enter information into a form while you view the table,

query, or report data.

Multiple Items

This command creates a special kind of form that lets you view more than one record at a time. Multiple item forms are

beyond the scope of this manual but are very useful in certain situations.

PivotChart

A PivotChart is a powerful tool used to compare different data values in a database. Though their use is beyond the scope
of this manual, their functionality is easy: simply drag two or more fields into the chart for an instant graphical comparison.
Add more values and adjust their positions to ‘pivot’ the chart results to your liking.

Blank Form

Use this command to create a new empty form.

More Forms

I<_-5 Mare Forms "|

%5

_+£t;‘, Form Wizard
Ei ] Datasheet
iE] Kodal Dialog
[oe=y] :

JJ PivotTable

This command features more advanced commands relevant to the use of forms, including the Form Wizard, used to help

you create a form without having to build it manually:

Form Design

Clicking the Form Design command opens a new empty form in Design view. You can begin constructing a new form

right away.
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Reports

‘mm| (5] Labels | i:r
i=—==! f | Blank Report

Repaort - Report
£ Q\RepuHWizard Deisjign

Feports

Reports are primarily used to summarize the data returned by a query. Reports can also be used to create a complete table

contents listing suitable for printing.

Report

Clicking the Report button creates a very simple report based on the last highlighted object in the Navigation Pane. We

will explore the use of reports later in this manual.
Labels

There is a good chance most of the databases you will use will have some sort of contact table containing names and

addresses. Access features the ability to create a mailing list based on the data in a table.

Blank Report

This command opens an empty report.

Report Wizard

This command will walk you through the steps of creating a report based on another database object. The wizard will

walk you through the placement of fields as well as a style and layout that works for you.

Report Design

This command will open a new blank report in Design View where you can start to manually build a form right away.

Other

The Other section of the Create ribbon is devoted to the construction of queries and macros:
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Wizard Design -
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Query Wizard

The Query Wizard will walk you through the steps of making a query without requiring any knowledge of database code
like SQL (Structured Query Language). Simply pick the fields you want to display in your query and let Access do the rest.

Query Design

This command will open a new empty query in Design view where you can stipulate with more precision how you want

to construct your query.
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the pacemaker and the computer mouse?

They are all
Swedish inventions
used every day worldwide.
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Macro

Macros are a set of instructions that you can tell Access to perform. For example, if you are performing a fairly large task
with many steps frequently in Access, you can design a macro. It works like a script given to a performer; they read the

script and deliver the performance the same way each time.

Jf _-:J Class Module

The pull-down arrow under the Macro command will reveal some of the more advanced functionality of Access. Though
their use is beyond the scope of this manual, these commands are designed for database programmers to have Access

perform more advanced program functionality.

Database Tools Ribbon

The Database Tools ribbon is the last of the four main command ribbons. It contains most of the advanced and background

commands used on an established database. We will explore the basics of this ribbon’s functionality in this lesson.

Home Create External Data Database Tools Datasheet
ag Fun kacro ﬂ‘g 5" Property Sheet _.% Database Documenter ﬁ a3 il .;-'3 Switchboard Manager
== : t | iEeE S

i Create Shortcut Menu from Macro 5 7;;] Object Dependendies Z4 Analyze Performarice lﬁ ! |4 Encrypt with Password
“Wisual 3 Relationships = sl Access Linked Table _ hake
Basic = Convert Macros to Visual Basic V| Message Bar j’jAnaIyzeTable Server Database Manager i Add-ins = ACCDE

Macro ShowyHide Analyze Maowe Data Database Taals
Macro

ﬂ-r Run Macrao

4Z| Create Shortcut Menu from Macro

Visual
Basic

# Convert Macros to Visual Basic

Macro

We defined a macro earlier as a set of instructions you can save to use again and again on a database. A macro can be

used to encompass nearly every command in Access, as well as extra functionality defined by a programmer.
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Visual Basic

This command launches the Visual Basic editor. This program is used to develop VBA code (Visual Basic for Applications)

designed to do background operations in a database.

Run Macro

This command will launch the Run Macro dialogue box. Choose a macro from the combo box and click OK.

Create Shortcut Menu from Macro

Certain macros can be used to modify the Access interface if certain conditions are met; use this command to make a

shortcut to the macro.

Convert Macros to Visual Basic

Unless you plan to become a database developer, nearly every macro you create will be made by having Access follow the
commands as you execute them. Should you need to modify a macro you have created on a finer scale, use this command

to convert the macro to VBA code and then use the Visual Basic editor to modify the code.

Show/Hide

?F:IE % Property Sheet
. ?I fﬁ@hject[)ependencies
Relationships 7 M i
essage Ba“

ShowHide

The Show/Hide section of the ribbon is used to display some of the different characteristics that a database has:

Relationships

Nearly every database that contains multiple tables also includes a relationship between the information contained in the
database file. For example, if you work at a department store, each item likely has some department identification number
associated with it (1, 2, 3, etc.). In the store database there is another table that lists the corresponding department name
with a number (1 = ladies wear, 2 = furniture, 3 = kitchen & bath, etc.). The table of items and the table of departments
share a relationship in that the values of one are related to the values of another. We will explore relationships later in

this manual.
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Property Sheet

Click this button to show the properties of any currently highlighted database object in the Navigation Pane.

Object Dependencies

As you develop more relationships in your database and build more forms, reports, and queries, you will develop a large
number of dependencies. That is, one object, such as a query, depends on many others in order to fulfil its job. Click this

button to view these dependencies.

Message Bar
The message bar is a feature you can enable or disable to see different security alerts while using Access.

Analyze

=5 Database Documenter
%Analy’ze Performance
_T:l::'rﬂﬁnalyze Table
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The Analyze section of the ribbon is used to examine how your database is built and how will it will perform. Database
performance, as well as the terminology and methodology behind it, is used mainly by database engineers. However,

Access makes it easy to perform some optimizations to your data without you needing a PhD in computer science!
Database Documenter

The Database Documenter tool is used to thoroughly list every feature and property of a database object or group of objects.

Analyze Performance

This command is a special part of Access that can tell you where you may be able to make improvements to the design of
your database. For example, if you end up with duplicate tables or a table, the analyzer can find these and suggest some

optimizations to increase the performance of your database.

Analyze Table

This command launches the Table Analyzer Wizard. This tool works like the Analyze Performance command, but on a

finer scale and one table at a time.

Move Data

a0
T

sgL Access
Server Database

Move Data

The Move Data section of the ribbon is used to perform large scale move and split operations to a database. These

commands are beyond the scope of this manual and should only be performed by IT professionals.

SQL Server

This will move certain objects or an entire database to an external Microsoft SQL Server.

Access Database

In certain corporate situations, it may be useful to split up your database across two or more locations such that the tables

are situated in one location and other database objects are in other locations. This command will open a wizard that will

help you do just that.
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Database Tools

_3} Switchboard Manager -_Ej

£

|'J_= Encrypt weith Password FH
Linked Tablz® - dake
Manager @ Add-ins T ACCDE

Database Tools

The last section of the Database Tools ribbon deals with other miscellaneous database functions.

Linked Table Manager

This command is used to perform certain operations pertaining to any linked tables in your database.

Switchboard Manager

A switchboard is a special type of form used by Access. A switchboard is usually used as the first object someone sees
when they open a database file. Essentially it provides a graphical, easy-to-use way to perform certain functionality in
a database. Switchboards are a bit advanced for this manual, but as you (and others) continue working with Access you

may find it to be a big timesaver.

Encrypt with Password

Use this command to apply a password to your database. The password is only needed to launch the file (and to remove

the password). (Encryption of a database was covered in Lesson 1.3.)

Add-Ins

An add-in is a special type of third-party program or VBA code that is used to provide extra or specific functionality to

the Access interface. If you are familiar with plug-ins used in an Internet browser, the principle is essentially the same.

Make ACCDE

Access 2007 features a new type of file extension, *.ACCDB (ACCess DataBase), which replaces the old *.MDB file
extension. The new file format is needed to make use of the new functionality provided by Access 2007. ACCDE stands
for ACCess Database Execution. It is a special type of file extension that denotes the database file is labelled ‘execute only;’
that is, it has no modifiable VBA code and will only perform the actions it has been designed specifically to do. ACCDE
replaces the old *.MDE extension.
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External Data Ribbon

If you are just starting out with Access, chances are the majority of the databases you will use will be contained on a
single machine. You will also likely enter most of the data by hand. This is fine for small databases, but Access gives you
the ability to import data from nearly any source and from a wide variety of programs. In this lesson we will learn a little

bit more about the External Data ribbon.

Home Create External Data | Database Tools
; | @ i '__:': W | Text File j ™ E v Wiard ey ’ﬁ;ﬁ i 0 % |8 Discard Changes @
' i, »88 ML File “""' - S ChTextFile L ¥iH % = Cache List Data =
Sawed | Acces: Excel SharePoint | Saved Excel SharePoint PDF = Create Manage || Work Synchronize - Y i Iove to
Imports List >; More™ || Eeports List or¥ps ok More E-mall Replies || Cnline & Relink Lists SharePaint
Import Export Collect Data SharePoint Lists

Import

=52 Text File

E 'hﬁ 33 XML File

Saved | Mccess Excel SharePaint - -
Imports | List |_F More

Import

The Import section allows you to bring in data from many different sources, including other Microsoft Office programs.
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Saved Imports

Allows you to retrieve information for a specific source many times. For example, if you extract information from a
Microsoft Excel spreadsheet on a regular basis, you can choose to save the import operation so you don’t need to set up
the same import over and over again.

Access

This command lets you import data from another Access file or link to the data contained in a file.

Excel

The Excel command lets you import data from an Excel file or link to the data contained in a file.

SharePoint List

Use this command to import data from a SharePoint list or link to the data contained in the list.

Text File

If you have a large amount of data that is in an organized structure, you can import that data directly into your database

file and have Access format it for you.

XML File

Import the data from an XML (Extensible Mark-Up Language) file directly into a table in your database.

More

Access 2007 features the ability to import data from other database programs. Click the appropriate file type command
to start importing that particular type of file:
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0D3C Database

Import or link toan ODBC
Database, such as 5L Server,
HTML Document

Import or link toan HTML
Dacument

Outlook Folder

Import or link toan Cutlook
Talder

dBASE File

Import ar link to a dBASE file

Paradox File

Import or link toa Paradox
file

Lotus 1-2-3 File

Import or link toa Lotus
1-2-3 file

Export

D@ 43

Saved | Excel SharePoint POF = 5
Exparts List or ¥ps iy Mare

Export

In addition to being able to import data from a number of sources, Access can also export data to several different sources.

Saved Exports

If you frequently export data to a particular location or program, you can save the export operation for later use, thereby

eliminating having to set up the export each time.

Excel

Export the data contained in an object to an Excel spreadsheet.
SharePoint List

Export the data in a database object to a central SharePoint location.
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PDF or XPS

This option enables the contents of a database object to be distributed to others as a PDF or XPS files. This means you
can see database objects without having the need for Access to be installed in every location. (This option may not be

available if you have not downloaded and installed the PDF add-in from the Microsoft Web site.)

Word

|:=5 More ™|

database

XML File

l:EE‘ Arcess Database
EE Export selected object to an Access
S Export selected object to an XML file

[&

s ODBC Database
j‘a Export selected object to an QDEBEC
= Database, such as 5QL Semver
]

- HTML Document
[ e Export selected object to an HTML
| P J|
ﬁ‘J document

F=H  dBASE File
.};5@ :_ialcgort selected object to a dBASE
E!:H Paradox File

"EFE E}lcsnrt selected object to a Paradox
I:I:Iﬂ

Lotus 1-2-3 File

Rin Export selected object to a Lotus
113
F;J 1.2-3 file

F Merge it with Microsoft Office Word

Use Word Mail Merge wizard to
merge data

Access allows you to export the contents of a database object to Rich Text Format (RTF) for use in Microsoft Word and

other word processing applications.

Text File

You can export the data contents from a database object to a plain text file that is usable on virtually any computing platform.
More

Access 2007 allows you to export to many other file types and locations through the use of the More command:
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Collect Data

Create Manage
E-mail Replies
Collect Data

One of the more powerful and convenient data collection services is the Collect Data portion of the External Data ribbon.

Though the use of these commands is beyond the scope of this manual, their function is certainly worthwhile mentioning.
Create E-Mail

Use this command to send a self-contained form as an attachment in an e-mail. The recipient can enter some data into

the form and then e-mail it back to you.

Manage Replies

This command is used to sort and store the incoming e-mail that you had distributed.
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3.5 Viewing Data

We have used Access so far in a simple way, usually opening only one or two objects at a time. In this lesson we will learn

a bit more about the different views available in Access as well as some other viewing management options.

Using the View Menu

We have made use of the View menu throughout this manual. The View menu is located in a few different ribbons

throughout Access and is different for each object you open.

Table

Datasheet view displays all data in a table in a columnar view.

PivotTable and PivotChart views are beyond the scope of this manual, but essentially they allow you to quickly and

graphically compare the values in one field with another.
Design view lets you modify the properties of a table to make it contain and display the data you need.

Form

\—— | Form View

i
e I Datasheet View

Layout View

[~ =]

[— =]

==

[— =]
M Design View
e
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Form view lets you view the form in such a way that you can enter data one record at a time into a table.
Datasheet view is a way of showing you the table that the form references.

Layout view is an intermediate step between Form view and Design view. It lets you adjust the location of objects in a

form while still being able to see the data it contains.

Design view lets you modify the look and feel of a form as well as add different controls to perform actions.

Report
ﬁ | Report View
I |
|— =]
== Layout View
M Design View

Report view displays the contents of the report in a manner suitable for printing or presenting.

Layout view is an intermediate step between Report view and Design view. It lets you adjust the location of objects in a

report while still being able to see the data it contains.

Design view lets you modify the look and feel of a report as well as add different controls to display data or perform actions.

uer

|

|| Datasheet View

\jﬁ PivotTable View
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Datasheet view displays the results of a query in a view similar to a table.

PivotTable and PivotChart views are beyond the scope of this manual, but they allow you to quickly and graphically

compare the values in one field with another.

SQL (Structured Query Language) view is a way of viewing and modifying the background ‘code’ used to make a query.

SQL editing is beyond the scope of this manual.
Design view lets you add and remove fields from the search as well as add criteria to retrieve more specific results.

Using the View Icons

e il | . . . . .
‘ B The View menu has a cousin present in the very bottom right-hand corner of the Access window. For
example, viewing a table in Datasheet view will show the following buttons:
|PivotTable
sl

View

F

These icons are exactly the same as the corresponding items in the View command. The view currently

in use is highlighted in orange. If you hover your mouse over an icon to see its description:

Click any of the icons to switch to that view.

360°
thinking

Deloitte

Discover the truth at www.deloitte.ca/careers © Deloitte & Touche LLP and affiiated entities.
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Using the Tabs

In previous versions of Access, opening a new database object meant opening a new window. After only a few objects, your

screen would be pretty full and finding objects ‘hidden’ under different windows was frustrating. Access 2007 eliminates

that clutter. Each database object you open opens a new tab:
.ﬁ Simply click a tab to view that object.

If you happen to have many objects open at once, arrows will appear on either side of the list of tabs allowing you to scroll

back and forth through the opened objects:

Closing Individual Tabs

To close a database object, highlight its name in the list of tabs and then click the close button underneath the ribbon:

3.6 The Trust Center

The terms computer security, identity theft, and privacy are being used more and more all the time. There are a few bad
apples out there that like to create viruses and spyware for the purpose of disrupting day-to-day business. The Microsoft
Windows family of operating systems, as well as a number of third-party developers, work hard every day to keep your

private and sensitive data safe. So to does the Office 2007 suite.

In this lesson we will explore some of the measures taken by Access 2007 to keep your computer and yourself from being

a victim of an attack or being disrupted while you work.
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Warnings You May See when Opening a Database

If you recall the last Step-By-Step exercise, we encountered a warning stating that Access has prevented a file from being

opened because of the security settings that have been enabled on your computer:

@ Security Alert Due to your security settings, certain content in the dztabase has been disabled Enable Content... | | Trust Center...

You might also run into other warnings that state Access cannot perform a certain action because a non-standard operation
was encountered or some part of the database file seems to be missing. It is possible that the following warning might

appear not because a problem was detected, but because a certain section of the database might not be fully constructed:

Microsoft Office Access &l

The expression On Mouse Move you entered as the event property setting produced the following
. error: The expression you entered has a function name that Microsoft Office Access can't find.
1 * The expression may not result in the name of a macro, the name of a user-defined function, or [Event
Procedure],
* There may have been an error evaluating the function, event, or macra,

Shaow Help ==

These warnings are designed to protect you, not scare you. Should you encounter messages like the ones above, think
why it may have occurred. If you received the file from someone else, tell them you have encountered a problem before
opening the file. If you are unsure about the file, contact your organizations IT department for help; they may be able
to diagnose your problem and provide a solution. It may even be that your security settings are a bit too high for this

application (which is not always a bad thing). We will discuss what to do in situations like this in this lesson.

Enabling Content

If you are sure the file you are opening is safe, or you trust the person it came from, simply click the Enable Content

button in the bar that appears under the ribbon:

@ Security Alert Due to your security settings, certain content in the dztabase has been disabled Enable Content... | | Trust Center...
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Doing so will show the Trust In Office dialogue box:

Trust In Office E”E

Security Alerts

File Path:  C:\...ess2007f Exercize Files\Section 1\0ffice Online Lesson 1.2 Template.accdb
Access has disabled potentially harmful content in this database.,

If you trust the contents of this database and would like to enable it for this session only,
dick Enable this content.

Warning: This content does not have a digital signature. The origin of this
content cannot be verified.

More information

() Leave this content disabled {(recommended)

@

Open the Trust Center [ OK ] [ Cancel

In the picture above, Access gave you a warning because it could not identify who made the file. This does not necessarily
mean that it came from an untrustworthy source; perhaps whoever made the file did not bother to apply a digital signature
(described in the next section) or security certificate. If you are sure the content is safe, simply click the Enable this content

radio button and then click OK. The file will then open normally.

About Digital Signatures

Digital signatures serve the same purpose as a written signature or an embossed certificate: they identify who someone or
what something is, and no two individual signatures are exactly the same. The same is true with digital signatures. Though

the topic of signature application is a bit beyond the scope of this manual, the concept is fairly simple.

If you are part of a corporate network that sends sensitive trade secrets via electronic means, you can apply digital signatures
to the files that are created. If you use Access 2007 to organize supplier information, you can safely send information to
another individual in your organization. Their computer will hold what is called a digital certificate which is designed to
‘decode’ your signature. If your signature decodes properly, no problem - the other user will then make use of the supplier
information. However if your signature does not decode properly, the other user can choose to block content from you

(or perhaps someone masquerading as you!).

You can view and modify different aspects of Access” security via the Microsoft Office Access Trust Centre (described

later in this lesson).
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About Trusted Locations

Imagine you are an employee of a large company and you send and receive files every day. Access has been warning you
that some files may contain a possible security threat because the sender could not be verified. However, you know the
sender and know that they can be trusted. Therefore, instead of being warned every time you try to open a file from

them (which can quickly become annoying), you can tell Access that files from a certain location can always be trusted.

Trusted locations can include any location on your computer including shared folders, any other computer on your

network, a server on your network, or some external data source across town or across the world!

Opening the Trust Center

All of the security features we have mentioned thus far are accessible through the Trust Centre. Lets quickly explore the

different sections and options available in each. To open the Trust Centre.

2] Access Options | |X Exit Access |

1. Click Office Menu Access Options (located beside the Exit Access button):

Access Options

Popul
s e @ Help keep your documents safe and your computer secure and healthy.,

Current Database

Datasheet Protecting your privacy
Object Designers Microsoft cares about your privacy, For more information about how Microsoft, Office Access helps to protect your privacy,
please see the privacy statements,
Proofing X
Show the Microsoft Office Access privacy stabsment
Advanced Microsaft Office Online privacy statement
Customer Experience I it Program
Custamize
Ldelins Security & more
[— ] Learn more about protecting your privacy and security from Micrasoft Office Online,

Microsoft Windows Security Center
Microsoft Trustworthy Computing

Resources

Microsoft Office Access Trust Center

The Trust Center contains security and privacy settings. These settings help keep your computer
secure, We recommend that you do not change these settings. Trust Center Settings... o

2. Down the left-hand side of the Access options window is the link to Trust Centre. Click the link, and then
click the Trust Centre Settings button:
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Trusted Publishers

- Trusted Locations | . L .
Warning: All these locations are treated as trusted source for opening

Addins files. If you change or add a location make sure that the new location is
SECUTE,

Macro Settings Path Description Date Modified

Trusted Locations

" & Use
ERaget ChGAVAC Access default location: Wizard Databases

Privacy Options

Path: (C\Program Files\Microsoft Office\Officel ACOWID,
Description:  Access default location: Wizard Databases

Date Modified:
5ub Folders: Disallowed

[Add newlocation...] [ Remave ] [ Modify...

|:| Allow trusted locations on my network [not recommended).

D Disable all Trusted Locations, only files signed by Trusted Publishers
will be trusted

OK ][ Cancel ]

3. The Trust Centre window will then appear, giving you six different categories of settings:

Trusted Publishers

This pane will show you the security certificates of different individuals or organizations you trust.
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Trusted Locations

This pane allows you to add, edit, or modify different locations that contain content you can trust.

Add-ins

Add-ins are third party programs or code that are designed to perform a specific task to your database. Add-ins have the
potential to cause a lot of trouble and ruin the functionality of a database (such as deleting all of the data) if they contain

malicious code. This pane allows you to modify how Access will use any add-ins.

(If you are familiar with a third party plug-in for a web browsing program, such as Adobe Acrobat Reader, the principle

is essentially the same.)
Macros
Macros are a group of commands that can be executed all at once in order to perform some action on your database. But

because macros can be constructed with special database code, they too can cause undesirable effects if they are from a

bad source. Use this option to modify macro security settings.

Message Bar

The Message Bar is set by default to prompt you before opening potentially unsafe content. You can turn the Message

Bar on or off using this pane.

Privacy Options

Access (and other programs in the Office suite) can automatically download new content for you, show featured links
on Office Online, and provides background access to help diagnose and fix problems. If you would prefer to not see this

content, you can modify settings in this pane to disable the content.

You also have the ability to translate certain files based on the languages installed with your operating system, and retrieve

reference and research material on the Internet via the Privacy Options pane.
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Assigning a Password to your Database

4l

If you would rather not bother with more advanced security features but still want to have some protection, you can assign

a password to encrypt the database. To set a password, a file must first be opened for exclusive use. To do so,

1. Close any open databases
2. Click Office Menu Open:

3. Browse to the database file you wish to open

[Lj' CIpeEn !v] I Cancel II
[ Open

Open Read-Qnly

Open Exclusive

Open Exclusive Read-Only

4. Instead of clicking Open, click the small pull-down arrow attached to the Open button and click Open
Exclusive:

5. Then, open the database file you wish to protect.

6. Click the Database Tools tab.

Database Tools Z"—
| = | Property Sheet _-..% Database Documenter FD.JE L_]_[_; e _.fjﬂ Switchboard Manager @

= L& | [
Object Dependercies -% Analyze Performance — ifﬁ Encrypt with Password |

‘elationships 5 - 5QL  Access || Linked Table = Make
Message Bar 4 Analyze Table Server Back-End|| Manager Add-Ins T ACCDE
Show/Hide Analyze Move Data : _" Database Tools

7. click Encrypt with Password in the Database Tools section of the ribbon:
8. When the Set Database Password dialogue box appears, type the password you want to use in the Password

field, then type it again in the Verify field:
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Password Required

Enter database password:

| Bt i b o6 o |

L Ok J [ Cancel J

Set Database Password

Password:
|********

Werify

i********l

9. Once a password is committed to a database file, you must enter the password before Access will open it:

10. Should you need to remove the password, click the Database tools tab again and click Remove Database
Password and Encryption:

Database Tools

._:;:%Database Documenter 3 Ll_Ll e e 5_% Switchboard Manager f
B BT k=

ICiEs % Analyze Performance |L"‘j_* Remove Database Password And Encryption |

— SQL Access Linked Table T - Make
A Analyze Table Server Back-End|| Manager Add-Ins ACCDE |
Analyze Move Data | Database Tools _|

11. Then, enter the password a final time to confirm the removal of the password.
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