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Introduction to Microsoft Access 2002

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

e Create a new database file from scratch

¢ Open an existing database file

e Close a database file

What is Access?

Access 2002

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

Content

¢ With Microsoft Access 2002, you can create tables to contain your
information, queries to retrieve information from the tables, and forms and
reports to make the information available to users in various ways.

Delivery

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

Creating Files

About Access 2002 Files

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

Adatabase file is the actual information repository - it'is a collection of
related data that has to do with a particular subject. For example, if you
owned a retail chain, you might want to place all sales and store information
in a database. You could organize this data into tables; you could group
employee information in one table, customer information in another, and
store information in yet another.

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

Creating a new database file
¢ From the menu bar, choose File = New

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

& % Mew File v X
Open a file
Maorthwind, mdb
SampleDatabase,mdb
SampleDE21.mdb
adpll.adp
= Mare files. ..

New
Blank Database
Blank Data Access Page
Project (Existing Daka)
Project (New Data)

Mew from existing file
Ej Choose file. ..

New from template
General Templates, .,
Templates on Microsaft, cam

£ Add Metwark Place. .
@ Microsoft Access Help
[w] Show at startup

Click Blank Database. In the File New Database dialog box, specify a

Sn;nd me\fo rM P | LCre ) E
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File Mew Databasze HE
Save in: I‘*'_J My Documents j - Lo D ~ Tools -
|L)My eBooks
;&? dMy Music
History .ﬂMy Pictures
My ‘ebs
My Documents %
@
Desktop
L*]
Favorites
File name: db1.mdhl j Create I
Save as Dype: IMicrosoFt Arcess Databases (*.mdh) j Cancal I
4

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

section of this course:

g db1 : Databasze [Access 2000 file format] !EIE
gpen Iﬁ Design 2] Mew X
Objects )
| Tables Create table by using wizard
B Create bable by entering data
Farms
S| Reparts
@ Pages
& Macros
«8  Modules
Groups
[#] Favorites %

Openifig and CI8ing a Bafabase Rile N N

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

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

it, highlight it and click Open:
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HE

[ sampleDatabase =« - @ X O Tek-

SampleDatabase, mdl
I#5ampleProject.adp

e
-.;.; Fiepame: | | Ig Open |,|

Flaces Fles of type! [ Microscét Access (*.moby* adp;* mday® mde*.ade) =) Cancel _I|

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

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

Review Questions

How would you:

o Explain the two main types of files you can create in Access 2002?
e Create a new database file?

¢ Open an existing database file?

e Close a database file?

SAMPLE
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Access 2002 Interface

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

e Use the Database toolbar

¢ Use the Task pane

e Use the Status bar

o Use the Office Assistant

e Customize the toolbars

Access 2002 Workspace

Using the Menu bar

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

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

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

Microsoft Access

ile  Edit Wiew Insert Tools Window Help

Using the Database toolbar

e The Database toolbar s a bar of buttons that actas shortcuts to many of
the Access 2002 features that are/most often used.  This toolbar is very
Similar to other applications® Standard toolbar.

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

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

éﬁé‘vﬂﬁ SRV IBR| v T gh- @yl S8 0.
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Using the Task Pane

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

e Access 2002 provides three Task panes: New File, Clipboard, and Search.
You can change the type of task pane by clicking the down arrow in the top
right corner of the Task pane, the three types are then available on a drop-
down menu.

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

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

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

4 % Mew File

Open a file
SampleDatabase. mdb
db1.mdb
Maorthewind . mdb
SampleDEBZ1.mdb

(= More files...

New
Elank Database
Blank Data Access Page
Project (Existing Data)
Project (Mew Data)

Mew From existing file

1? Choose file, .

rovides status
into a table, the
in or what u

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

=
Ready LM 4

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

Design Yiew MUM /;,:

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

Using the Office Assistant

To open the Office Assistant:

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

What would you like to do?

ype your guestion h

hen click Search.

1=l

2 a

Search

To ask the Office Assistant a question:

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

e Click Search.

o If the Office Assistant finds information related to that phrase, it shows you

the location in Access 2002’s Help file. If it finds no matches, it tells you, and
you can type a different phrase:

What would you like to

@& Ahout subforms

W See more...

Lising forrms
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To change Office Assistant options:

¢ In the Office Assistant dialog box, click Options.

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

Office Assiztant EHE

Ealle% | Cptians |

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

Hey, there. What's the word?
-
-

L]
-

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

=Back |

oK | Zancel |

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

Office Assiztant EHE
Galery  Option: |

[V Use the Office Assistant

¥ Respond ka F1 key v Mave when in the way
¥ Help with wizards [V Guess Help topics
[ Display alerts v Make sounds

[~ search for both produck and programming help when programming
Show tips about

¥ Using Features mare effeckively [ only show high priority tips
IV Using the mouse more effectively [ show the Tip of the Day at startup

™ keyboard shortouts Reset my kips |

N~ A N AR

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

To'hide the Office Assistant:

e From the Help menu, choose Hide the Office Assistant. You can also

right-click the Office Assistant image and choose Hide on the context
menu.

Customizing the toolbars

e You can right-click any toolbar and choose Customize on the context menu
to customize the appearance and behavior of Access 2002’s toolbars:
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Form Design

=N | Form Design

Farmatting (Farm/Repart)

Task Pane
Toolbox

weh

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

Customize

Toolpars | Cormmands I Opkions I

Toolbars:

Alignment and
Database

[ Farm Design RIS
[ Form View

[ Formatting (Datasheet)
W Farmatting (Form/Report)
[~ Farmatting (Page) B,
[ Farmatting (PivotTablefPivatChart) .
[ Macro Design | Properties
v Menu Bar

Delete

T

I Query Datasheet ;I

o

o When the Customize dialog box is showing, you can right-click any button or
menu option to customize names, button images, properties, and so on:

SAMPLE
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[+ Form Design
[ Form iew
[ Formatting (Datasheet)

v Formatting (Form/Report)
[ Formatting (Page)
[ Formatting (PivotTable/PivotCha

Mame:  Prink Predwisw

Copy Button Image

Paste Button Image
Reset Button Image
Edit Buttan Image. ..

Change Button Image

Default Stvle

Text Only (Always)

[ Macro Design
v Menu Bar

Text Only {in Menus)

Image and Text

Beqgin a Group

[ Print Preview

Assign Hyperlink
I Query Datashest

Properties

Review Questions

How would you:

e Use the Menu bar?

e Use the Database toolbar?
o Use the Task pane?

e Use the Status bar?

¢ Use the Office Assistant?
e Customize the toolbars?

SAMPLE
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The Database Toolbar

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

e Use the Open button

e Use the Save button

e Use the Search button

e Use the Print button

e Use the Print Preview button

e Use the Spelling button

e Use the Cut button

e Use the Copy button

e Use the Paste button

¢ Use the Undo button

e Use the OfficeLinks button

e Use the Analyze button

e Use the Code button

e Use the Microsoft Script Editor button

e Use the Relationships button

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

Using the Database Toolbar

Using the Database Toolbar

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

rlject file. Iaso

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

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



Microsoft Access XP - Foundation Level Manual - Page 17

& % Mew File * X

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

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

Mew from existing file
f@ Choose file. ..

Mew from template
General Templates. ..

@ Templates on Microsoft, com

4 add Metwark Place. .

@ Microsoft Access Help
[w] Shaw at startup

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

DE@E 8 SRy s2Rlo- K|

ars. This dial

n dialog box
t to open and

. e
the
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Open [ 7] x]
Look in: IE} SampleDatabase j - | o I - Tools =

SampIeProject .adp

Hiskary

My Documents

Deskkop

]

Favaorites

o= .
= File: narne: - 2 o =
My Mebwork I J G

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

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

o -

Lt

DSHA SRY L bRl

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

Using the Search button
e The Search button lets you search for text in files on your computer:

pane ap rs with
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<1 % Basic Search % X

Search for:

Search texk:

|dave

I Search | | Restore |
@ Search Tips...

Other Search Options:

Search in:

| Selected locations | - |

Resulks should be:

|Selected file bypes | vl

Fast searching is currently disabled
Search options. ..

See also

ﬁ Adwvanced Search

To conduct a search, type the text you want to search for in the Search Text
box at the top of the task pane. Under Other Search Options, click the
arrow beside each drop-down list and click inside the boxes that appear to
select/deselect different options. If a Plus (+) symbol appears beside an
option, you can click it to expand that selection and view nested options
within. After you have specified all the options, click Search.

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

Using the Print button

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

mple, if yamhave a e selectedpin thells sase I dow andE

The Print button is a shortcut to printing; it does not let you configure
different printing options. If you want to configure printing options, choose
File = Print from the menu bar, and use the options in the Print dialog box
to set up the print job:
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Print EE

—Prinker

Marne: HP Dk Jet G405 431 Properties |
Status:  Ready

Type: HP DeskJet S40C 541 C/a42C15430C
where:  JSBO0OL

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

Using the Print Preview button

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

Dﬁﬂﬁ|%“&°|&%&|ﬂv

W, .

5B~

&

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

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

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

Save As...
Export...
Send To 3

e At the bottom left corner of the preview window, you can tell the viewer what
page you want to look at (if your form or report spans multiple pages). You
can type the desired page number into the box and press the Enter key to go
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to a view of that page

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

Using the Spelling button

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

B

- BEE R

ﬁﬂﬁ|%&éﬁﬁ|ﬂ* i

¢ When you click the Spelling button, Access 2002’s spell check feature
automatically starts. If it does not find any errors, it tells you that the spell
check is complete. Ifit does find errors, a dialog box appears that lets you

correct the word in question or tell the spell check feature to ignore that
word:

Spelling: English [U.5.) EHE

Mot In Dictionary: [‘x

Ignore "CompanyMame' Field |

Ignore I Ignore all |

Change | Zhange all |

Add AutoCorreck |

[~
Cictionary Language: IEninsh (.5, j

Options. .. | lnda Lask | Cancel |

Using the Cut button

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

Using the Copy button

e The Copy button lets you copy the currently selected text (so that the text is

not removed from the screen, but a copy of it is placed on the computer’s
Clipboard):

data will overwrite the old contents on the Clipboard.
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DEedy alky sBe o B -

3

9 00|

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

Using the Paste button

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

ED@H@IQ&W&.M-

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

Using the Undo button
¢ The Undo button lets you undo your most recent operation:

NESHL SRY 2R - B g e

' 3

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

e The OfficeLinks button lets you work with the data in another Office
application (like Word or Excel). When you click the arrow beside the
OfficelLinks button, you can choose which application you want to use:
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bEE o

- | %9 00 | o8 2 -
IE Merge Ik '.-‘:'ith Microsoft Yord
F Publish It Jﬁ};h Microsoft Ward

2.

Aa analvze It with Microsoft Excel

e Choose the Merge It with Microsoft Word option to open the Microsoft

Word Mail Merge dialog box. This dialog box lets you merge your data into
a Microsoft Word file via a link.

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

e Choose the Analyze It with Microsoft Excel to place a copy of the data in
a Microsoft Excel worksheet.

Using the Analyze button

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

b B2 @ o - | 00 | | o5 43 -

|i .ﬁ.anze Table

Beu| .ﬁ.ngﬁze Fetformance
% Documenter

2.

e Choose the Analyze Table option to open the Table Analyzer Wizard.
This wizard teaches you about effective table design, and it lets you make the
structure of your tables more efficient.
e Choose the Analyze Performance option to open the Performance
Analyzer dialog box. This dialog box lets you choose various objects in your
or any. OSSIb|e pr

Using the Code button

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

-

Y A BBR o &

5 -

w||ﬂ-€"
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Using the Microsoft Script Editor button

The Microsoft Script Editor button lets you edit the code in a data access
page. You can use the Microsoft Script Editor to add text, edit HTML tags,
and add any VBScript code on the page:

$BE -

%T T

(@] & =8 -

2.

Microsoft Scripk Editor

You need to be working with a data access page before this option is
available. You can create a data access page by choosing File = New and
clicking Blank Database Access Page.

Using the Properties button

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

t BB -|E- 5 i e Bl - 0,

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

Emplovee Properties

General |

Employes

Twpe: Table
Description: |

Using the Relationships button

The Relationships button lets you view, edit, and create relationships
between the tables in your database:
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By @ | o -

W, .

Ga -

% o0 |

Relationships

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

] 0 how T able

| Tables | queries | Bath |

CampanyMam
ContactMame

1L

ProductManne
SupplierlD

iateqories
Cuskorners

ZonkackTite CategoryID i
: mployees
gddress Qu_ant_|tyPerUn OrgeeretaiIs
iy UnitPrice Orders
Region =l UnitsInStock Products
UnitsCnorder Shippers

. ReorderLevel Suppliers
a Disconkinued
CategorylD
CategoryMame
Description

Picture

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

Using the New Object: <Object Type> button

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

a drop-down list provid
lick on the je
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9 00 & o8l @,

AutoReport
Table
Cuery
Fotri
Report
Page
Macro

Module

E
?{@
‘a
ia]
.
il

Class Module

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

Using the Microsoft Access Help button

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

B |G

¥ 90 || of @

Microsoft Access Help

When you click the Microsoft Access Help button, the Office Assistant
appears. In this dialog box, the most common issues are listed as links; click

to get e infor ion. Ify issuegdiffers fro e ones li
i f your tion or e arch.

How would you:

Use the New button?

Use the Open button?

Use the Save button?

Use the Search button?

Use the Print button?

Use the Print Preview button?
Use the Spelling button?
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e Use the Cut button?

¢ Use the Copy button?

e Use the Paste button?

e Use the Undo button?

e Use the OfficeLinks button?

¢ Use the Analyze button?

e Use the Code button?

e Use the Microsoft Script Editor button?
¢ Use the Relationships button?

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

SAMPLE
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The Task Pane

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

Open the New File task pane

View and open recent files

Use the Blank Database option of the New File task pane

Use the Blank Data Access page option of the New File task pane
Use the Project (Existing Data) option of the New File task pane

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

Use the Choose File option of the New File task pane

Use the General Templates option of the New File task pane

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

Use the options on the Clipboard task pane

Open the Search task pane

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

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

Opening the New File task pane

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

Viewing and opening recent files

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

Open a file
Marthiwind . rdb
SampleDatabase.mdb
SampleDEz1.mdb
adplil.adp

= More filgs,.,

Ifthe list'does not include thefile that you'want to open, click"More Files.

The Open dialog box opens, which lets you browse to the location of a file,
specify its name and type, and open it:
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Dpen [ 7]x]
Loak jn: I,J sampleDatabase j - o I + Tools =

SampleProject.adp
Hiskary

Favarites

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

My Mekwork

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

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

Using the New Area of the New File Task Pane

Using the Blank Database option

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

MNew
Elank Database
% Blank Diata Access Page
[#] ] Project (Existing Data)
IEH Project {(Mew Daka)

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

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

Use the Save In list.to browse to the location in which you want to place the
new database file. You can dauble-click falders in the largé'pané to opén
them.

Click Create when you have entered all the required information.

Data Access Page option

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

Mew
Blank Database

Blank Data Access Page
Praject (Existing Data)

Project (Mew Data)

e A data access page can contain components such as a spreadsheet, a
PivotTable list, or a chart.
¢ Data access pages only work in Microsoft Internet Explorer 5 or later.

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

&1 Pagel : Data Access Page

A A ab =2 @
IV EBEE o EE 4
e [l ¥ R G =
&~ 0OR

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

by ehoosing Vi

Using the Project (Existing Data) option

o The Project (Existing Data) option lets you create a new project file based
on an existing database file. A project file is a file that connects to the
database; it is the basis for client/server applications. For example, a project

file might contain forms, reports, or modules; it would not contain any data
or data-definition-based objects (like tables):
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MNew
[# ] BElank Database
Ei] Elank Data Access Page

{

Project (Existing Datal
Project (Mew Data)

When you choose this option, the File New Database dialog box opens.

This dialog box lets you specify a name and location for the new project file.

When you click Create in the File New Database dialog box, the Data Link

Properties dialog box opens. This dialog box lets you provide the necessary
information for Access to connect the new project file with an existing

database:

B, Data Link Properties
Connectian |Advanced| sl |

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

I j Refresh |

2. Enter infarmation to log on ta the server:
™ Use Windows NT Integrated security
% |se a specific user name and password:

Uzer name: I

Pazzword: I
™ Blank password

3. 1% Select the database on the server;

| [

" Altach a database file az a database name:

ging the filename;

| L
Teszt Connection |

[~ &llow saving password

[ o |

Cancel | Help

Using the Project(New Data) option

yet based/onrany database file:

MNew
[#] ] Blank Database
Ei] Elank Data Access Page
[#] ] Project (Existing Craka)
@ Project (Mew Daka)

The,Project (New Data) option/lets you create.arnew project file thatiisTnot

When you choose this option, the File New Database dialog box opens.

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

Microzoft 50L Server Databaze Wizard

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

| =]

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

r Use Trusked Connection

Login ID: |

Password: |

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

Cancel = Bark [k = FEimish

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

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

Mew from existing file
1#]] Choose file. ..

¢ 'When you select Choose File, the New From EXisting File dialog box

appears. This dialog box lets you specify the name'and location of the file
you want to base the new database file on.

e You can base anew database file onany of thefollowing file types: another

Access database! file (*.mdb),/an Access project file (*.adp), or an HTML
filea(*.htm or *.html).

Using the New From Template Area of the New File Task
Pane
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Using the General Templates option

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

Mew from template

[# ] izeneral Templates. ..

g ] Templates on Microsoft, com

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

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

Templates EHE
General | patabases |
€ @ % o koo
Blank Data Project Project (Mew A=
Access Page  (Exiskin,.. Database)
R

Mo preview available

OK I Cancel |

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

DatabaseslA ‘
e

Templates

AssebTracking Conkact Event Expenses
ManagementypelManagement
T e
&N ey & S
v
. Irventory Ledger COrder Enkry Resource
Conkral Scheduling Select an icon to
= R SEE & preview.
—-’ —-‘
Service Call Time and
Management Biling

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

Using the Templates On Microsoft.com option

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

Mew from template

[#] ] izeneral Termplates, .,

%] ] Templates on Microsoft, com

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

Using the Clipboard Task Pane

About the Office Clipboard feature

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

4 g+ 2 of 24 - Clipboard * X

|@Paste all | |Iﬁclear Al |

Click an item to paste:
@ Sales Representative :I

[Z] 01-May-1992

The item is represented as a graphic in the task pane. The graphic tells you
what application the item is from; for example, if you cut text from Microsoft
Word, a Microsoft Word icon appears with that text in the Office Clipboard.
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The most recently cut or copied item is always added to the top of the
gallery.

The Office Clipboard is related to the system Clipboard, but they are not
the same thing. The system Clipboard can only hold one thing at a time,
while the Office Clipboard can hold up to 24. When you copy multiple items
to the Office Clipboard, the last item is always copied to the system
Clipboard. When you clear all items from the Office Clipboard, you also
clear the system Clipboard. When you use the Paste shortcut keys (Ctrl +

V), you paste the contents of the system Clipboard, not the Office
Clipboard.

Opening the Clipboard task pane

If the New File task pane is showing, click the right arrow icon at the top left
of the task pane; the Clipboard task pane then appears

OR click the down arrow in the top right of the task pane and choose
Clipboard from the drop-down list:

4+ & New File [+]x

Open afile Mew File L
Morthwin Clipboard
adpz. ad b g
adpt.add Searc
SampleDatabase.mdb

= More files...
New

[# ] Elank Database

Eb] Elark Diata &ccess Page

[#] ] Project (Existing Data)

IEH Project (MNew Data)
Mew from existing file

Eﬂ Choose file, .,

Mew from template
-

If the"New File\task pane'is not showing, choose Edit = Office Clipboard
from the menu bar.

Usingfthe Office Clipboard feature

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

OR right-click the item and choose Paste:
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48 6 2 of 24 - Clipboard * X

|@Paste all | |ac|ear all ‘

Click an ikem ko paste:
@j Sales Representative ﬂ

(27 01-May-1992{[R  Paste :}_s,
» Delete

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

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

¢ If the Clipboard task pane is docked to the side of the main Access window
and you want to float it over your work area, drag the task pane’s title bar
toward the middle of the screen. If the task pane is floating and you want to
dock it, double-click its title bar.

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

4 & 2 of 24 - Clipboard

|@Paste all | |aclear all |

Click an item to paste:

@ Sales Representative

(27 01-May-1592

Using the Search Task Panes

About the Search feature

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

4a % Basic Search * X

Search for:
Search text: [}

| Search | | Restare |

@ Search Tips...

Other Search Options:

Search in:

| Selected locations | - |
Results should be:

|Se|ected file tvpes | v|

Fast searching is currently disabled
Search options. ..

See also

B Advanced Search

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

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

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

Opening the Search task pane

o |If the NewFile or Clipboard task pane is showing, click the down arrow in
the top right of the task pane and choose Search frem the drop-down list:
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4+ & New File [+]x

Openafile || | MewFie L
Morthuwin Clipboard
adpz.ad :
adpl.ady Searc
sampleDatabase, mdb

(= Mare Files, .,
MNew

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

[ -

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

Using the Search feature

e To perform a basic search (for text that occurs in a file on your system),
make sure that the title bar states Basic Search. You can toggle back and
forth between Basic Search mode and Advanced Search mode by clicking
the blue link at the bottom left of the task pane:

See also

@ Advanced Search

Restrict the search parameters as much as possible. For example, if you are
o ming a/Basic sea for a te rin elected locat

pply to on

those

Selected locations

Resulks should be:
|Selected file bypes | vl

Fast searching is currently disabled
Seatch options. ..

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

Indexing Service Settings EE

Wehen Indexing Service is enabled, the files on vour computer are indexed
and maintained so ywou can perform Faster searches, Indexing 3ervice also

provides greater search capabilities. For more infarmation, click Help. Cancel |
Status:  Fast searching is currently disabled
% Advanced, ., |

o vwou wank to enable Indexing Service? Help |

™ ¥es, enable Indexing Service and run when my computer is idle.,

* Mo, do not enable Indexing Service,

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

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

4@ & Advanced search * X

Search for:

Property: | =

Condition: | includes | - |

Yalue:
| Smith |
& and O Or

| 'ﬁ'ddr\I\| Remave | | Femaove Al |
N 3

| Search | | Reskaore |

Othier Search Options:

Seatch in:

|Selected locations Iv‘

Resulks should be;

|Selected file by pes Ivl
See also

B Basic Search

Review Questions

How would you:
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e Open the New File task pane?

¢ View and open recent files?

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

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

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

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

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

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

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

e Use the options on the Clipboard task pane?

e Open the Search task pane?

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

SAMPLE
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The Database Window

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

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

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

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

e Use the Queries button on the Database window toolbar

e Use the Forms button on the Database window toolbar

e Use the Reports button on the Database window toolbar

e Use the Pages button on the Database window toolbar

e Use the Macros button on the Database window toolbar

e Use the Modules button on the Database window toolbar

The Database Menu Bar

Using the Database Menu Bar

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

Using the Open button

o' The,Open button of thepDatabase windowpmenubar allows you to viewran
object in your database:

Create table in Design view

- Jpen o
TEE‘E'_ Create table by using wizard

@ Create Fahle by erterinn data

e The Open button works in conjunction with the object you have currently
selected in the window. For example, if you have a particular table selected
and click the Open button, a window containing that table opens.
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Using the Design button

The Design button allows you to view an object in Design view. Design view
is a mode of Access that lets you create or modify the structure of tables and

queries, create forms or pages through which you can display data, and

format reports:

g Northwind : Database [Access 2000 file format)

Ohijects Degn Create bable in Design view
Tables Create table by using wizard
I'm "reabke Fahla kv arberinn Aaka

Like the Open button, the Design button works in conjunction with the

objectyou have currently selected in the window.
The options within the Design view depend on the object you are modifying

For example, Design view for tables differs from that for forms.

Using the New button

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

g Northwind - Database [Access 2000 file Format)

Qpen ﬁ Design P

Objects Crﬁr'j"éw [al:ule in Design view
Tables Creafe table by using wizard
= [#T1  rreate table by entering data

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

Using,the Deletgbutton

The'Delete button allows you to delete an object:

Create F 2= = Megign view
Delete
using wizard

Tables Create
) @ Create Fahle by erterinn data

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

deletes the object.
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Using the Icon buttons

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

e Click Large Icons to make the graphics bigger:

ge= Morthwind : Database [Access 2000 file format]
Qpen g Design 5] Mew py e

Objects Create table iﬁ%
Tables Create table by Using wizar

= ﬁl Creake Fable By erberinn data

e Click Small Icons to make the graphics smaller:

g Northwind : Database [Access 2000 file format]
open bpssgn uew | X | 2o [e]EE]E

_ — i
- .
Ohbjects Create bablein Dec 1
Tahles Create table by using wizar

) I‘£|_’1 Create Fahle by enberinn daka

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

g Northwind : Database [Accesz 2000 file format)

Qpen g Design 55 New }‘( Eg :__“'

Objects Create kable in Desigrl:?s't[v
Tables Create table by using wizard
= 1 crrate table by enkerinn data

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

bising the DetallsButton

o The Details button is similar to the List button (it'also lets you view the
database jobjects in list format),/but it provides additional information to just
thesname, such as a description of the object, the date it was_last modified,

and its type:

g Northwind : Database [Access 2000 file format]

Qpen Iﬁgesign (] e }( o

Cbjects Create table in Design view LISJEtaiIs

Tables Create table by using wizar
= B rreate tahle by enterinn data
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e To add a description to an object (so it appears under the Description
column when you click the Details button), right-click an object in the
Database window and choose Properties. In the Properties dialog box,
you can type the description in the box provided. After you close this dialog
box, the description will appear when you have the list details showing:

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

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

attributes: [ Hidden [" Replicable
[ Row Level Tracking

QK. I Cancel Apply

The Database Window Toolbar

About the Groups feature

e Groups is an Access feature that lets you combine commonly used or
similar objects in one grouping. The objects listed in a group are actually
shortcuts to the objects; they are not the objects themselves. So, if you
delete a group shortcut, you are not actually deleting the object.

¢ On the toolbar along the left side of the Database window, any groups you
have created appear under the Groups button:

Ohijecks

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

Using Groupsin the Toolbar
To create a new group:
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e From the menu bar, choose Edit > Groups = New Group.
¢ In the New Group dialog box, type a name for the group and click OK:

Mew Group |

Mew Group Mame: 0
Ly

K I
Cancel |

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

To add an object to the group:

e Click the appropriate button along the left side of the window to show the
object in the right pane.
e From the right pane, drag the object to the group name.

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

g Morthwind : Database [Access 2000 file format)
g open f Design I T =

Ohbjects & = EEmployees

Tables
Queries
Forms
Reports
Pages

Macros

T s R |

Modules

Groups

[#] Favorites

Toremove an object from the group:

¢ Click the groupmname along the left side of the window.
e In the right pane, select the abject shortcut and click the Delete button at
the top of the Database '\window

OR right-click the object shortcut and choose Delete.

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

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

Objects

Groups

[#] Emplovescroup

Using the Tables button

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

gt Morthwind : Database [Access 2000 file format]

Qpen I@Q&sign 53] e :’( Eg e

COhjects Create table in Design view
] QTI Create kable by using wizard

ﬁ_ .

Wies F|  Create table by entering data
. Categories

2l F

. o Cuskomers

B reports Employees

E Pages Order Details

2 Macros Orders
Products

- ¥ P N

Using the Queries button

o _The Queries button allows you to view all gueries in the database, as well as

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

gl Morthwind - Databaze [Access 2000 file format)

Creake query in Design wiew

Tahles

Create query by using wizard

Alphabekical List of Products
Cateqory Sales For 1997

Current Product Lisk

B Reports Customers and Suppliers by Ciky
¥ Pages Employes Sales by Country
2 Macraos Inwvaices

h 5 G =6 S

Irwvenices Filker

At
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Using the Forms button

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

g Horthwind : Database [Access 2000 file format]

Qpen Iﬁgesign “ioa] Mew | '}( | Eg n,_f'

Ohjects E_?,_l Create form in Design view

Tables Create Form by using wizard
CUEries B

Customer Labels Dialog
S5 e k Customer Orders
B reparts Custormer Orders Subforml
E Pages Customer Orders Subformz
7 Macros Custamer Phone Lisk

=8l  Cnsknmers

Using the Reports button

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

g® Morthwind : Database [Acceszs 2000 file format)

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

Objects

Create repork in Design view

Create report by using vazard

Slohabetical List of Producks

Catalog

Catalog Subrepost
Customer Labels

Employes Sales by Country

| EE e

base, as | as
a

work with it:
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g= Northwind : Database [Access 2000 fle format)

Ohjects Create data access page in Design view
Tatbles Create data access page by using wizard
B Queries Edit Web page that already exists
Farms E@ Employees
B reports E@ Revigw Orders
| i ] Review Products
& Macros ’ ofl] Sales

Using the Macros button

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

gE Northwind : Database [Access 2000 file format)

!Eun Iggesign 2 e X Eg

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

Z2 Sample Autokeys
B reports 2 Suppliers
E Pages
| 2

% Modules

Using the Modules button

e The Modules hutton allows you to yiew all modules in the database, as well
as different module-creating options. In this view, you can double—click a

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

[ElDesign et Mew & Sp o

Ohijects 4

Tables vf%:\ Lkiliky Funckions

Queries
Farms
Reparts
Pages

Macros

GRS

Review Questions

How would you:

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

Use the Favorites button on the Database window toolbar?
Use the Tables button on the Database window toolbar?
Use the Queries button on the Database window toolbar?
Use the Forms button on the Database window toolbar?
Use the Reports button on the Database window toolbar?
Use the Pages button on the Database window toolbar?
Use the Macros button on the Database window toolbar?
Use the Modules button/onithe Database window toplbar?
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End of the preview sample

J CHELTENHAM

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

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

http:/Mmwww .cctglobal.com

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