Making Everything Easi

« Essential Concepts

« Tables

» Queries

* Forms

» Reports

» Macros

» Database Administration
« Programming in VBA

» Going Beyond Access

Alison Barrows
Margaret Levine Young
Joseph C. Stockman




Get More and Do More at Dummies.com*

Start with FREE Cheat Sheets

C\N&a@x Cheat Sheets include
(’\&Q « Checklists
« Charts
« Common Instructions
« And Other Good Stuff!

To access the Cheat Sheet created specifically for this book, go to
www.dummies.com/cheatsheet/access2010aio

y Wy

Get Smart at Dummies.com ¥

Dummies.com makes your life easier with 1,000s
of answers on everything from removing wallpaper
to using the latest version of Windows.

Check out our
«Videos
« lllustrated Articles
« Step-by-Step Instructions

Plus, each month you can win valuable prizes by entering
our Dummies.com sweepstakes. *

Want a weekly dose of Dummies? Sign up for Newsletters on
- Digital Photography
« Microsoft Windows & Office
« Personal Finance & Investing
+ Health & Wellness
« Computing, iPods & Cell Phones
- eBay
- Internet
- Food, Home & Garden

Find out”"HOW” at Dummies.com | ’

*Sweepstakes not currently available in all countries; visit Dummies.com for official rules.


http://www.dummies.com/cheatsheet/access2010aio
www.dummies.com
www.dummies.com
www.dummies.com
www.dummies.com
www.dummies.com
www.dummies.com

Access 2010

ALL-IN-ONE

FOR

DUMMIED







Access 2010

ALL-IN-ONE

FOR

DUMMIED

by Margaret Levine Young,
Alison Barrows, and
Joseph C. Stockman

WILEY
Wiley Publishing, Inc.



Access® 2010 All-in-One For Dummies®
Published by

Wiley Publishing, Inc.

111 River Street

Hoboken, NJ 07030-5774

www.wiley.com

Copyright © 2010 by Wiley Publishing, Inc., Indianapolis, Indiana
Published by Wiley Publishing, Inc., Indianapolis, Indiana
Published simultaneously in Canada

No part of this publication may be reproduced, stored in a retrieval system or transmitted in any form or
by any means, electronic, mechanical, photocopying, recording, scanning or otherwise, except as permit-
ted under Sections 107 or 108 of the 1976 United States Copyright Act, without either the prior written
permission of the Publisher, or authorization through payment of the appropriate per-copy fee to the
Copyright Clearance Center, 222 Rosewood Drive, Danvers, MA 01923, (978) 750-8400, fax (978) 646-8600.
Requests to the Publisher for permission should be addressed to the Permissions Department, John Wiley
& Sons, Inc., 111 River Street, Hoboken, NJ 07030, (201) 748-6011, fax (201) 748-6008, or online at http: //
www.wiley.com/go/permissions.

Trademarks: Wiley, the Wiley Publishing logo, For Dummies, the Dummies Man logo, A Reference for the
Rest of Us!, The Dummies Way, Dummies Daily, The Fun and Easy Way, Dummies.com, Making Everything
Easier, and related trade dress are trademarks or registered trademarks of John Wiley & Sons, Inc. and/
or its affiliates in the United States and other countries, and may not be used without written permission.
Access is a registered trademark of Microsoft Corporation in the United States and/or other countries.
All other trademarks are the property of their respective owners. Wiley Publishing, Inc., is not associated
with any product or vendor mentioned in this book.

LIMIT OF LIABILITY/DISCLAIMER OF WARRANTY: THE PUBLISHER AND THE AUTHOR MAKE NO
REPRESENTATIONS OR WARRANTIES WITH RESPECT TO THE ACCURACY OR COMPLETENESS OF
THE CONTENTS OF THIS WORK AND SPECIFICALLY DISCLAIM ALL WARRANTIES, INCLUDING WITH-
OUT LIMITATION WARRANTIES OF FITNESS FOR A PARTICULAR PURPOSE. NO WARRANTY MAY BE
CREATED OR EXTENDED BY SALES OR PROMOTIONAL MATERIALS. THE ADVICE AND STRATEGIES
CONTAINED HEREIN MAY NOT BE SUITABLE FOR EVERY SITUATION. THIS WORK IS SOLD WITH THE
UNDERSTANDING THAT THE PUBLISHER IS NOT ENGAGED IN RENDERING LEGAL, ACCOUNTING, OR
OTHER PROFESSIONAL SERVICES. IF PROFESSIONAL ASSISTANCE IS REQUIRED, THE SERVICES OF
A COMPETENT PROFESSIONAL PERSON SHOULD BE SOUGHT. NEITHER THE PUBLISHER NOR THE
AUTHOR SHALL BE LIABLE FOR DAMAGES ARISING HEREFROM. THE FACT THAT AN ORGANIZA-
TION OR WEBSITE IS REFERRED TO IN THIS WORK AS A CITATION AND/OR A POTENTIAL SOURCE
OF FURTHER INFORMATION DOES NOT MEAN THAT THE AUTHOR OR THE PUBLISHER ENDORSES
THE INFORMATION THE ORGANIZATION OR WEBSITE MAY PROVIDE OR RECOMMENDATIONS IT
MAY MAKE. FURTHER, READERS SHOULD BE AWARE THAT INTERNET WEBSITES LISTED IN THIS
WORK MAY HAVE CHANGED OR DISAPPEARED BETWEEN WHEN THIS WORK WAS WRITTEN AND
WHEN IT IS READ.

For general information on our other products and services, please contact our Customer Care
Department within the U.S. at 877-762-2974, outside the U.S. at 317-572-3993, or fax 317-572-4002.

For technical support, please visit www.wiley.com/techsupport.

Wiley also publishes its books in a variety of electronic formats. Some content that appears in print may
not be available in electronic books.

Library of Congress Control Number: 2010923554
ISBN: 978-0-470-53218-8

Manufactured in the United States of America
109 8 7654321

WILEY


http://www.wiley.com
http://www.wiley.com/go/permissions
http://www.wiley.com/go/permissions
http://www.wiley.com/techsupport
www.dummies.com

About the Authors

Margaret Levine Young has co-authored several dozen computer books
about the Internet, UNIX, WordPerfect, Access, and (stab from the past)
PC-File and Javelin, including The Internet For Dummies (Wiley) and Windows
XP Home Edition: The Complete Reference (Osborne/McGraw-Hill). She met
her future husband Jordan in the R.E.S.I.S.T.0O.R.S., a high-school computer
club before there were high-school computer clubs. Her other passions are
her children, music, Unitarian Universalism (www.uua .org), reading, garden-
ing, chickens, and anything to do with cooking or eating.

Alison Barrows has authored or co-authored books on Windows, the
Internet, Microsoft Access, WordPerfect, Lotus 1-2-3, and other topics. In
addition to writing books, Alison writes and edits technical documentation
and training material. In real life she hangs out with her “guys” — Parker,
6, and Mason, 4, and Evan 2 — and tries to carve out some time to practice
yoga. Alison lives with her family in central Massachusetts.

Joe Stockman has been using Microsoft Access since its initial release and
has authored or co-authored several books on Access, including Access 2007
Bible and Access 2007 Workbook For Dummies. He’s also developed course-
ware in Access and VBA and has been on the speaker circuit for Microsoft
Access seminars. Joe works as a consultant and software designer for
Facilities Survey Inc. in Pittsburgh, PA. He also enjoys music, cooking, and
anything else that lets him express his creative side.






Dedication

To my husband Jordan, my kids Meg and Zac, and my supportive friends.

(MLY)
To Matt, Parker, Mason, and Evan. (AB)

To Mom, as always. (JCS)

Authors’ Acknowledgments

We would like to acknowledge the care of Kyle Looper and Chris Morris, and
all the others who shepherded this book through the editing and production
process, as well as all the folks listed on the Publisher’s Acknowledgments
page who worked on this book. (It takes ALL of these people, not just those
of us on the cover.) We’d also like to thank the folks at Microsoft for making
Access a wonderful tool to create robust database applications.

Margy thanks her co-workers for their support and for making work fun —
the Information Technology team at the UUA: Sean, Matt, Nick, Michelle,
Scott, James, Bob, and Mark.

Alison thanks Dotty, Christy, and Matt for taking great care of my guys so |
can get work done. Matt (also known as Honey) gets special thanks as my
hardware guru.

Joe thanks his mom and dad, for always encouraging but never pushing. Also
thanks to my friends and family for their support and understanding of the
time it takes to finish this project.



We’re proud of this book; please send us your comments at http: //dummies.custhelp.com.
For other comments, please contact our Customer Care Department within the U.S. at 877-762-2974,
outside the U.S. at 317-572-3993, or fax 317-572-4002.

Some of the people who helped bring this book to market include the following:

Acquisitions, Editorial Composition Services
Sr. Project Editor: Christopher Morris Project Coordinator: Patrick Redmond
Acquisitions Editor: Kyle Looper Layout and Graphics: Carl Byers,

Copy Editor: Teresa Artman, Virginia Sanders, ?amanlt{ha Kﬁ Cherolis, Amy Hassos,
Heidi Unger, Brian Walls oyce Haughey

Technical Editors: Dan DiNicolo Proofreader: Toni Settle

Editorial Manager: Kevin Kirschner Indexer: Christine Karpeles
Editorial Assistant: Amanda Graham
Sr. Editorial Assistant: Cherie Case

Cartoons: Rich Tennant (www . the5thwave . com)

Publishing and Editorial for Technology Dummies
Richard Swadley, Vice President and Executive Group Publisher
Andy Cummings, Vice President and Publisher
Mary Bednarek, Executive Acquisitions Director
Mary C. Corder, Editorial Director
Publishing for Consumer Dummies
Diane Graves Steele, Vice President and Publisher
Composition Services

Debbie Stailey, Director of Composition Services



Contents at a Glance

JOEFOAUCEION «eeeeaeeaaeeeeeeeeeennnaaeaeeeeeeeennnnnaaseeeeeesnnnnnaes |

Book 1: Essential Concepts............ccceeeeeeeececeeeeeeaceceneee €

Chapter 1: Introducing ACCess 2010 .........oovuerieriinienienienieeeeeeeeeee ettt seeene 9
Chapter 2: Getting Started, Getting Around ............ccceeeeeveriiiriieeneniienieeeeseeeese e 17
Chapter 3: Designing Your Database the Relational Way...........cccecevinininininneneens 37
Book 1I: Tables for Storing Your Data........................... 65
Chapter 1: Creating and Modifying Tables ..........cccccoovevieiieiieiiieiecececee e 67
Chapter 2: Refining Your Table in Design VIEW .........ccccevivviiniiiniienieniienienieneeieenne 103
Chapter 3: Sorting, Finding, and Filtering Data in a Datasheet ..........c.ccccoecvevvenene 121
Chapter 4: Importing and Exporting Data...........ccccooerinininiininineneeeeeee, 137
Chapter 5: Avoiding “Garbage In, Garbage Out”.........ccceeceeviieciiecieeieeieceeceeeeeeeane 161
Chapter 6: Relating Your Tables and Protecting Your Data.........cccccecuevveniineennnnns 179

Book 111: Queries (or Getting Information
from Vour DAta) ..........coeececaceeeeccaacneeneccsaneeececaanneeeee 189

Chapter 1: Creating Select QUETIES.........c.cccveeierieiiieiieceece et aesaeesae s 191
Chapter 2: Letting Queries Do the Math ..........cccooviiniininiiniinieeeeeee 223
Chapter 3: Doing Neat Things with Action Queries and Query Wizards................ 257
Chapter 4: Viewing Your Data from All Angles Using

Crosstabs and PivotTables .........coccocoiiiiiiiiiiniiiieeeeeeceeeeeeete e 279
Book 1V: Forms for Editing Data..................cccceueeenee. 303
Chapter 1: Designing and Using Forms (and Reports)..........ccccocevevenercienienenennenne. 305
Chapter 2: Jazzing Up Your Forms (and Reports)........ccceevervieriieniiniiinienienienenne 329
Chapter 3: Creating Smarter FOIMS.........ccocevviiniiniinienierieeneereeteste st 353
Chapter 4: Doing Calculations in Forms and Subforms (and Reports)................... 377
Book U: Reporting in Words and Pictures................... 397
Chapter 1: Creating and Spiffing Up RepOIts.......cccooeviiririiiieiiirieeeeeeeee 399
Chapter 2: Printing Beautiful REPOItS ......ccccooiiviiiiiiniiiiiinieneeeeeeeteeeeee 427

Chapter 3: Creating Charts and Graphs from Your Data........c.cccceecvevciiniiiniineennnnne 445



Book Vl: Automation with Macros ...............uuueeeeeeeee 471

Chapter 1: Making Macros Do the WOrK.........cccccoviiniininiiniinninieniesiesceneeseesieene 473
Chapter 2: MaKing MacCros SINAITEY ..........ccceeierierieneenienieesieesieesiessesseseessessesssesnne 491
Book VII: Database Administration ..................ccuu.... 509
Chapter 1: Database HOUSEKEEPING.......c.coeruiruiiiiiiiiiiieeeeeeee ettt 511
Chapter 2: Sharing the Fun: Managing Multiuser ACCESS .........cccceevveriereeeeeneenreenne 521
Chapter 3: Securing Your Access Database .........ccccceeveeeeeeiecienieneneeeeceeeeseeeeeees 535
Book VIII: Programming in UBA............ccccuucereecueacnnns 547
Chapter 1: What the Heck IS VBAY........ccioiiieieeeeeeeeeeeeeee et 549
Chapter 2: Writing Code........ooiiriiieieieeeee ettt 569
Chapter 3: Writing Smarter COde...........ocvmuimimniiiieiieieeceeieere e ee e sveenns 593
Chapter 4: Controlling Forms with VBA..........ccccoiiiiiiiectctetceeeee 617
Chapter 5: Using SQL and ReCOTdSELtS ...........ccocurreirieeirieerieieeieee et 641
Chapter 6: Debugging YOUT COAE .......c.ccovuiiuiereeieieiectieteeeeeerete et 653
Book IX: Going Beyond Access.............cccccueieeeaeeanne. 663
Chapter 1: Automation with Other Office Programs...........cccccoecevevircvrceenenenennnnne. 665
Chapter 2: Using Access as a Front-End to SQL Server.........cccoveveievviinvenienieenennne 681
Chapter 3: Using Access with SharePoint...........ccccooveniininiinniniiniceeceeee 697
Appendix: Installing Microsoft Access .............ccuu..... 719



Table of Contents

JOEPOAUCEION a...aeeeeeeeeeeenaaaaaeeeeeeeennnnnsaaseeeeeesnnnnssseeees ]

About Access 2010 All-in-One Desk Reference For Dummies .................... 1
(006) 1743 14 (0] o - TR OSSR 2
Foolish ASSUMPLIONS........cccviiiiieiiceeceeee e 3
What You Don’t Have to Read...........ccuoveoieieieiieiecceceee e 4
(<o) o - J RO RRRRRPRRRN 4
OrganiZatioN......cceecuiiiiieiieiieieeie ettt ste e te et e e teesae s e e s e e sbeesseenseenses 4
Where t0 GO from HETE.......coovviiiiiiiiiiieeeeec e 6

Book 1: Essential Concepts ............cccoueeaceeeiceeecaeeesaeeesaee €

Chapter 1: Introducing Access 2010 .................ccoviinennnnnn 9
Why Use @ Database? .........cccovieieiieniineneeieeeeseseee et 10
Plan, Plan, PLan..........cooouiiiiiiiiiiieiecceeee ettt eeavne e e esaaee s 10
The Six Types of Access ODJecCtS.......cocvviiriineeiieciieiececiece e 11

Tables for storing your data.........cccecevvuerienieneeneenenienesieseeseene 11
Queries for selecting your data.........cccceceevernennienienienienieneeneee 12
Forms for editing and displaying your data...........c.cccccovveruveeenrennen. 12
Reports for printing your data.........c.ccceeevevienienieceeciecieeieeeeeeee 13
Macros for saving keystrokes ...........cccecievieveecieeceecienieeieeeeeeee 14
Modules for writing your own programs...........cccecceeeververcvenvennennes 15
Essential Database CONCEPLS ......cccevieriiriinienieiieiteieeieete e 15

Chapter 2: Getting Started, Getting Around. ...................... 17
RUNNING ACCESS....utiitiiiiiiiiieiiesieeieete sttt stesteste st e sse s e esaeebees 17
Opening a Database..........coceviiriiriiiiiiiieeeceee et 19

OPening OlAIES ......cc.ecveeieeieciecieceeeee ettt 21
Saving in a different Version............cocceceverininineiereeeeeeene 21
[ have that open already! ........cccceceeviievieeieniieeeeeee e 21
Creating a sample database from a template..........c.cccocervvervennnnnee. 21
Making Friends with the Access Window..........cccecvevierciiniiniineeneeneennen. 22
The RIDDOMN ..o 23
Minimizing the Ribbon ..........cccoovivieiiiiceeeeeceeee e 25
The Quick Access toOIDar.........c.cceecveeieeiecieceeeeeee e 25
Mission Control: The Navigation Pane ..........cccccceevvivcienciencieniecieceeeene, 26
Choosing how database objects are grouped...........c.cccceevvervennnnnee. 26
Choosing size and details for Navigation pane objects.................. 28
Sorting objects in the Navigation pane.........c.ccceceeveeverviervienceeneenne. 29

Searching for an ObJect ........ccccevivviiriiiriiiniieee 29



}(’i ] Access 2010 All-in-One For Dummies

Viewing Objects in Your Database........c.ccccecvveevevrieniieneeceeieeieeie e 29
Viewing lots of objects at the same time...........c.ccocceevvevieniecnnnnn, 30
SWItChING VIEWS ....oiceiiiiiiieiteeee ettt 31

Creating, Deleting, Renaming, Copying, and Printing Objects................. 31

Introducing Backstage VIEW........coceecieriiniiniinieneniecieceeteste et 32

USING WIZATAS ...eoviiiiiiiiiicieeeeeeetesteestee ettt st 34

Getting HelP...co.cocouiriiieiee ettt s 34

Saving Time with Keyboard Shortcuts ..........ccccocoveviieviiecieccieniecieceeeene, 35

Chapter 3: Designing Your Database the Relational Way .......... 37

What Are Tables, Fields, and Keys? ..........cccoeeviieieiieneeceeeeeeieeeeeeees 37
DAt tYPES ..ecuvieeiieiieeieeiieieert et e ste e te e et esaeetesteebeenaesanenns 38
Primary key fields for your tables .........cccccocevieriineniiniinienienenne, 40

What Are RelationShips? .......coocvieiiieciieeeeeeee e 40
How relationships Work..........ccccvveeiiiiiiicciiceceeece e, 41
One-to-many relationships .........ccccoevveeieiieiieiecececeeeee e 42
One-to-one relationships...........ocoeoieiiiininininee e 43
Many-to-many relationships.........ccoceevieiienieneccececccececeeeee 44

Designing @ Database ........ccccecvivierierieniiciesteeeeee et 46
Identifying your data .......ccoceeeeevieriieniieniienienieeeeceeie e 46
Eliminating redundant fields ..........coccoeveriiniiininniincieeeeeee 46
Organizing fields into tables.........ccccoeeeieiieiieieceeeceeeeeee e, 47
Add tables for codes and abbreviations...........cccccecevenereneneeeennn. 50
Choosing primary keys for each table .........cccccceeciirviinciincieniennne, 51
LinKking your tables ..........cccceviiiiieeeieierieece ettt 52
Refining your lINKS ..........cceoieviiririieieeeieseieee et 54
What’s iN @ NAME? ........ccceeieieieiereceeeeeeeere et see e eneenees 54
Cleaning up the design.........cccccveiieiieciieiiieceeeee e 55

Tips for Choosing Field TYPEeS ......cccecevirerieieieeeseeeeeee e 56
Choosing between Text and Yes/No fields........cccccceeeuervieevecrennnnnne. 56
Choosing between Text and Memo fields.........cccccceevverviercieneennnnne. 57
Choosing between Text and Number (or Currency) fields ............ 57
Storing pictures and other files..........ccccoecveviininniininiiniiienieee, 58
Storing names, money, codes, and other stuff................ccccceceeneene. 58

Storing SinGle FACES .......coieciieiieiececeeeeeseee ettt 60

Creating a Database .........ccccoeveeieiiieiiieiiceceee e 60
Creating a database from scratch.........cccccoeveevievincinciniecieeieeeee, 61
Creating a new database using a template..........cccecervvirvienvennnnne. 62

Book II: Tables for Storing Your Data........................... 65

Chapter 1: Creating and Modifying Tables ....................... 67
Deciding How You’ll View Your Tables .........cccceceeviieiieeciencieniecieeeeseennenn 68
Making a Table for Your Data ........ccccceceeveevierciensiinieeieeienteseeseeseesieeeeen 70

Starting with an application part..........cccccoevivieniininninninenieneee 71
Creating a new table using Datasheet view.........c.cccocerveriieninnnnnne. 72

Entering data and creating fields..........c.ccecveeiieeiieeciiecieeeeee, 74



Table of Contents Xiii

Creating fieldsS.......ccceevieeieeieciecieceee e 75
Quick-starting your table..........ccooceiiiiiiiinin e 76
Choosing field NAMES .......c.cccccveviiiierieeeeceee e 77
Changing a field NAME .........ccceeviiriinieeceeeccceee e 77
Saving YOUY tabIe ......cccviviiiriiiiiiiieieeeeeteee e 78
Working with a Datasheet Full of Data.........cccoceviiniininiiniinienierieneee, 78
Looking at a datasheet ...........cccoeovieciieiiiecieceeeee e 78
Navigating the data.........cooceeveeiinini e 79
Adding and Editing Records..........ccccecieiieiiecieniiieceeeeeeieeve e 80
Keystrokes that enter data.........cccceeeeveeiiieniineeieciecieceeeeeeeeee 82
Editing the data you have.......ccccocvvvirviiniinciinicceeee e 82
Adding Calculated Fields to Tables.........ccccoecieriiniiniiniiiiiinieeiesieeeee 83
Entering and Editing Hyperlinks............cccoeoiveiiieniiicieceeeeeeee e 84
Using the Hyperlink Builder ...........c..ccocoeiiiiininniiiieeieeeee 87
Using the Attachment Data TyPe........ccceeverienieriieriieieeieciecee e 87
Deleting reCOrdS......coviiiierieiieiieie ettt s a e s ens 88
Entering special characters..........cccocevvieeieniiinienieneccieeeeeeeeeee 89
Checking YOur SPelling........cocooieriiniiiniienieiienieeiesieetestest et 90
Using AutoCorrect for Faster Data Entry.......cccccoeeieviiecieecienciecieceeeene, 92
Formatting a Datasheet........c.ccooeeiiiiniiniinieceeeeee e 94
Formatting a field..........cccoevuieiieiieiicececeeee e 94
Changing the font.........cocevviiriiiii e 94
Taking advantage of Rich TeXt........c.ccccevevininieieieceseceeeeeeeens 95
Changing gridlines and background color...........ccccecerviirieniennnnne. 95
Rearranging columns in a datasheet........ccccoceeriiiinviniinnennenncnne. 96
Changing column wWidth .........cccoeiiiiiiiiiiiniee e 96
Changing row height........coccooiiiriiie e 97
Inserting and deleting columns..........ccccoecvevvierienieneesienceeeeeeeeee 97
Hiding COIUMNS .....ooviiiiiiieiieiccieccceeeeet e 98
Freezing COIUMNS ......c.cocviiiiiniiiieeieceetet et 98
Changing default formatting for new tables ........cccccccorvirieninnnnne. 98
Taking Advantage of Subdatasheets.........ccccecevererenincenniereeneeeeeeeeneen 99
Adding a Totals Row to the Datasheet .........cccccoevevieveeciecicieeeieee 101
Chapter 2: Refining Your Table in Design View .................. 103
Creating Tables Using Design VieW........cccccceeviirviiecieeiieccienieseeseeseesieenne 103
Refining Your Table Using Design View.........ccccoccvvvirvieevenciencienienceneene 105
Using the Caption Property....c.cccccocevvieeienienieneenensieniesieseennens 107
Adding @ field.......coooeiiieini e 107
Copying a field.......ccueeeiieiieieciececeeeee et 107
MOVING A field ...ccoeeiiiiieiecieeeeeeeee et 108
Deleting a fleld.........cooeiiieiieniieiece e 108
Choosing a data tyPe.......cccevierienienieieeieeseeieete et sne e 108
Formatting Fields with Field Properties ..........cccovvrvenviniiniinienienens 111
Formatting Number and Currency fields .........ccoceecervvrvinvieneennnnn. 112
Setting the field SiZe.........coveveeciieciiiieeeeeceeeeee e 113
Formatting Date/Time fields.........c..cccoevueeienienieneeceeeeeeeeeeene 115

Formatting Text fields .......ccooeeeiieeiiiciieieceeceeeeeeeee e 115



XIiV  Access 2010 All-in-One For Dummies

Defining the Primary Key.........ccceciieiiiiiiieiieieceeeeeeee e 116
INdeXing FIeldS .......coviiuiiiieiieiecteeeeeee ettt sae s 116
Printing Table DeSigns .......ccccccivviieiieeienieciecteeeieeieee et 117
Chapter 3: Sorting, Finding, and Filtering Data in a Datasheet.. ... 121
Sorting the Rows of a Datasheet..........ccccuevieeiiiieiieieciecieceeeeeeeeee 121
Finding (and Replacing) Data........ccccccevvieriiniiniinieeniieieeieeieeieeeeseesieenee 123
Exploring the Find and Replace dialog box and its options......... 124
Replacing the data you find.........c.cccooevieircenceieecceeeeeeee 125
Filtering a Datasheet .........ccocovieiieiiecieeeceeee e 125
Filtering the filtering basiCs........cccceceevierierienieceeceee e 126
Using different types of datasheet filters........cccccceevevrvrciirciennennne 127
Filtering by SeleCtion .........cccceeeiirciiiiienierieceeeeceeee e 128
Filtering with common filters .........c.ccecevvieniiiniiniineireeeeeee 129
Filtering using criteria on multiple fields...........ccccoccovrviivenencncnne 129
Filtering Using Advanced Filter/Sort..........ccccoevevieiieieeceeieeeeceeeeeeene 132
Chapter 4: Importing and ExportingData........................ 137
Cutting, Copying, and Pasting.........cc.cccceeveeviieiiiiciieieeececeeeee e 137
Using the Office Clipboard............coccoveriniriirnienieneneeceeeeeseeene 138
Cutting and pasting small to medium-ish amounts of data.......... 140
Moving data from ExXcel to ACCESS......cccocvrvveerieerieecieeierieeieeieeeens 141
Importing or Linking to Data.......c.ccecueviiniiniiniiiiiiiceciecieeeeeeeeeee 141
Understanding what applications are
compatible wWith ACCESS .......cccvieeiiiiiiieeeeeee e 142
Making data available: To link or to import,
that is the qUESTION .......cccieviieiieeeececeeeeee e 142
Getting external data.......cccoeceevienieneenierieeeeeeee e 143
Importing text or spreadsheet data..........cocevveveevenciniincienciennen. 146
Importing with the Import Spreadsheet
and Link Spreadsheet Wizards...........ccccoovvevieveecieecieeciieieeeeens 149
Getting contacts from Outlook into AcCess .......cccceevevceeveerierienenne. 150
Managing liNKS..........ccoevveviiiirieieeeiecee ettt 151
Cleaning up your imported data.........cccoceeveeveevieecieniiinieeieeeeeens 152
Running and scheduling saved imports........c.cccoceevververcienrienneennnen. 152
Getting Data from Another Access Database..........ccccceeceevcieniiniencenennns 153
Getting Data Out Of ACCESS......ccuveerieiiieiieeeeiecie ettt 154
Collecting Data with OUtloOK ........c.ccoceeiiiieniinieieeee e 155
Using Access Data in a Word Mail Merge..........cccocvevieecieecieeieceeneeneenns 159
Chapter 5: Avoiding “Garbage In, Garbage Qut” ................. 161
Finding the Right Tool to Keep Garbage Out ............cccceceeviieiincienceenenne 161
Using Input Masks to Validate and Format Data .........cccccecevvvrieneenenns 163
Using the Input Mask Wizard .........cccceevevienieniinienienienienieneenens 164

Creating an input mask manually .........cccceveevennenninninienieneenene 166



Table of Contents xv

Creating a Lookup Field.........c.ccoeoieiiieiiieieeecececeeeee e 167
Using the Lookup Wizard........ccccoccervirieniiniininniiinenieeeeeeeeene 168
When to use the Allow Multiple Selections option........................ 172
Modifying the 100KUp liSt ......ccocviviiniiiiiieiciececeeeeeeeeee e 173

Validating Data as It’s Entered.........ccccocevievienienienieniceeieeieeieseeeenn 173

Chapter 6: Relating Your Tables and Protecting Your Data. ....... 179

Creating Relationships and Protecting

Your Data with Referential Integrity.........ccooceeviininnenvinniniiniinieene 181
Deciding on the best path to take.........ccccccoevviiiiiiinieeieeeeeee 182
Opening the Relationships window............ccccoccevivininiinenenennne. 183
Adding tables to the Relationships window............ccccceevvenueennnee. 183
Setting referential integrity between two tables...........c.ccceeuenee. 184
Editing and deleting relationships...........ccoceeevevenenenceniecieneseeenne 185
Referential Integrity with Many-to-Many Relationships ...........cccccecc.... 186
Printing the Relationships Window..........c.ccccoccieviineiiincneeeeeee, 188

Book 111: Queries (or Getting Information from
Vour DAtA) .......cccceceiiieeeicieceeencceccenenccenceeennceceenencces 189

Chapter 1: Creating Select Queries.................ccoviieennnnn 191
TYPES Of QUETIES....c.ueieieiieieeieceeteeteete ettt et et aesaeesae e 192
Creating a Query in Design VIEW .........ccccceeeiieciiiiiiciieciecieceeceeeeeseeieene 193
Creating a Query with the Simple Query Wizard...........cccccevvvenvienennnnnns 196
VIeWING YOUTr QUETY ...ccuviuiiiiiiiiiieieeiesieetest ettt eee st ste st sanesaee s 199
Understanding Design VIEW ........ccccoocieviiriiniiniiniinieeeeeeseeseeeeeseesieene 200

DESIGIN VIEW ..c..eiiieiieeiie ettt ettt ettt e e ee e et e e saeessseesssaeenseaens 200
Working with tables in Design View.........ccccccvveveeievienieneeseeienee. 202
Introducing the query design grid.........ccccoeevevvivievinciecieiecieeee 203
Navigating Design VIEW ........ccccecevviiiiiriiiniienienieseesieeieee e 203
Displaying or hiding table names ..........c.cccocevvienieniennenieniienienen, 204
Tips for Creating @ QUETY ......c.covuevieeierierieteeeeeee ettt 204
Adding tables to the QUErY ........cccovveiiiiciieceeeeee e, 204
Inserting fields in a design grid........c.cccceevvevienienieceeceeececeee 205
Editing @ QUETY ..c..eoouiiiieieieeieceeteeee ettt ste et te e ae st s e e aeesaeenes 206
SOTHING @ QUETY ..cneviiieiieiieieeieeteete ettt e sae et e sveebesae e 207
VIeWINg tOP VAIUES.....cccoeviirieiiiiteiectccectcce et 207
Hiding flelds ......cocoirieieiniiieeec et 208
Changing the format of a query field..........c.cccoeeveecieciicieeieeiee, 208
Limiting Records with Criteria EXpressions ...........ccccecevvirviinienenenenene 209
Querying by €Xample.........ccoccveiiirienieenieiieseese et eae e 209
Using dates, times, text, and values in criteria.........c.cccceeveeuennenn. 210
Using operators in criteria eXpressions......c....cceceeveeensieenseeennieenn. 211
Using multiple criteria.........coceverviiiiiiniienienieeeeceeeeeseeeeenn 212
Using lookup fields in criteria ........ccccecevvieveeninnennensenienieneenene 213

Queries with multivalue lookup fields ..........cccccocerinincnnnnenenne. 214



XVI  Access 2010 All-in-One For Dummies

Working with Multiple Related Tables..........ccccceevevieneeceecieeieeieeieee, 215
Joining tables in Design View .........c.cccoceeiiiiiiiinininiceeee 217
Choosing the type of join and setting join properties .................. 217

Working with Query Datasheets..........cccocvevvienieniinieniciceeeceeee 219
Using the query datasheet to edit data.........cccceeeevervirveniienceennnnn. 219
AutoLookup queries to fill in data automagically.......................... 220

SAVING QUETIES ...c.eeeviiiieiieieeie ettt esteesteeteesreeaesaesabesaessnenseanns 221

Chapter 2: Letting Queries Dothe Math......................... 223

Doing Math in QUETIES ......cc.eccvieiieiieieeieeieeeee et sae e 223

Writing EXpressions in ACCESS......cccuccuievieeieeienienieseeseecie et eve e 226
Using operators in €Xpressions .........coceeeeeeereeneeneesiessieeseessvesnens 226
Field names in eXpressions.........ccvvievcieeieneeneeneeneesieesieeeesnesnens 228
Using functions in €XpresSsions .........coveevereeneeneenenniensiensieneennens 228

Using the Expression Builder..........ccccocvviiniiniininninenienieneeneesceneee 229
Getting help with functions ..........cccceeeeeeieiieiicceececeeeeecee, 231
About text in < and > brackets .........cccceceeceeiieieninineeeeeee 233
Nesting funcCtions .........cccvevierieiieiiceee e 233

Going beyond Basic Arithmetic.........cccceeveevieiiiniiiiiieeieeiecceeeeeeeeee 234
Formatting calculated numbers in queries .........cccccecevverviencuennnen. 235
Avoiding problems with null values..........cccccoevvevieniinienennennennee. 238

Date and Time Calculations .........c.ccccoeeeerenieinenierneneeneneeeeseeeeneene 239
Using literal dates and times in exXpressions.......c...cccceevevveeeeencen. 241
Using the Date/Time functions...........cccceevvevienieneeneecencieeieceeeene 241

Manipulating Text with EXpressions.........cccccoccveeivvieniencencienienienceneene 243
Adding spaces to text eXpressions.........ccceecveeeieneeneeneeneeneeniennnes 244
Using the Access Text functions........c.cceceeveenieneenensennensienienen, 244

Writing Decision-Making EXpressions...........cccevevveieeneenieecieecieecieeeeeenns 245
Making comparisons in If()......c.ccccererininnerieninereeeeeeeee, 246
Combining COMPATISONS .....c.cecvireereerreerieenieerieesieesieeteeseeseeaesenens 247
To tax OF NOt t0 £AX? ...couiiiiiieeeeeee et 248

Testing for Empty Fields........ccooivviiriiniiniiieecececeeeseeeeeeeseeseee 249
Sort by name Or COMPANY.......cccceecuirrieriiereeneeneenieesieeseesseesssessseneens 250

Creating Flexible Parameter QUeries ........c..ccoccevvervieriieniienieneenieneeneene 251

Totals, Subtotals, Averages, and SUCh..........cccceeievieiiecienciecieceeeeeeee 253
Calculating subtotals in @ QUErY ........cccceceeriierieecieecieeieeieeeeeeeeeens 256
Filtering records based on calculated fields ...........cccceevvrvervennenn. 256

Chapter 3: Doing Neat Things with Action

Queries and QueryWizards ..................cccoiiiiiinnnn, 257
Creating Action QUETIES........c.cceiuiereeieieieieeeeeeeete e 257

The dangers of the Run button ..........ccceecvevieniinieniniincicieeiee 258

Creating action queries safely........ccccoovevvievieninneniinienieeieeeene 259

Changing Data with Update QUeries .........ccccvverviiriieniieniienieniereeneeeene 260
Creating New Tables with Make-Table Queries.........c.cccceeververveneenneens 265
Moving Data from One Table to Another with Append Queries ........... 267
Deleting Lots of Records with Delete Queries..........ccceceevieeviinieneenenns 270
Finding Unmatched Records with a Wizard...........c.cccceevvervviniinieneennnnns 273

Finding Duplicate ReCOrds ........ccccoeiriniiiniiniiieccneeceeeeeeeeeeene 275



Table of Contents xvii

Chapter 4: Viewing Your Data from All Angles

Using Crosstabs and PivotTables .............................. 2719
Aggregating Data in a Crosstab QUEry.......ccocoeeecieiienieneneeceeieeeenene 280
Using the Crosstab Query Wizard .........ccccoecvevieneeveeciencieeieeeeeeane 280
Creating a Crosstab query in Design view.........ccccccvcevcienvieneennnnne 284
Modifying your Crosstab qQUErY ........ccccceceereererriersiencienienieseeneeens 286
Analyzing Data with PivotTables.........ccccocevviiniiniiniiniiininiecieeeeee 289
Creating a blank PivotTable ...........ccceeieviieiieeiieieeiecieereeveceeene 289
Displaying data in your PivotTable ..........cccccoooeiviiiniinninninienene 290
Modifying your PivotTable.........cccocoeeeiiiieiiiieieciecieceeveceene 293
Working with PivotTable data..........ccccecveveevienievineeecieieececeeee 295
Formatting PivotTables.........ccccccevviiiiinienieniinieececieeeeeeeeenn 299
Filtering the PivotTable data..........ccccoevvevieniininniininiininieeiee 301

Book 1U: Forms for Editing Data ...............ccccerueeeeene. 303

Chapter 1: Designing and Using Forms (and Reports)............. 305
Forms and Reports Are Secretly Related ...........cccocvevveeieniiiniincienienenns 306
FOrm BasiCs ..c.ooieiiiiiiiieecceeecceeteeee ettt 306

What kind of form would you like?.........c.ccocvniiniininninniienienee, 306
Making and Using @ FOrm .........ccccoeviieiiiieciiecie e 308
Making the easiest possible form by using the Form button....... 309
VIEWING @ fOrM....cciiiiiiiiieieececeeeeeee et 310
Editing data in FOrm view .........ccccccovviveviiniiniinieneceeceeeeeeeeeene 311
Creating Forms with Wizards.........ccccevieveeiiiniiiniiinieeiecieseeseeseeseeseenne 312
Wizard, make me a forml........cooovvuiiiieiiiiiiiiiieeeee e 312
More super-speedy fOrMS.........ccccueeeiieeciieeiieeie e 314
Modifying Existing Forms (and Reports).........ccccceceveverenieienieniesenene. 316
Getting Your Fields Lined Up in Layout View ........c.cccceeevevviinieceeneennenns 317
Using a control layout to rearrange fields..........ccccceveevierieneennnnn. 317
Adding and deleting fields .........c.coocevvirrierciiniiinieiceceeeeeeee, 318
Making a new form from scratch in Layout view...........ccccc.ce..... 318
Adding and deleting rows and columns in the control layout..... 319
Controlling your control 1ayouts ..........c.cceceecvevienenenenceenieeeeee 320
Trying out your new, improved form...........ccccceeveeveecreecriesreeceennnnn. 321
Configuring the Whole Form or Report .........ccccoceevieevienienciinienieceeeens 321
Naming the fOrm .......c.ccocveviiiieiinieee e 322
Where records come from.........ccocceeverereeneneninenenieeeneenenenene 323
Deciding the order of the records .........ccccooceeviinenveniiniinienieene 324
One record OF MANY?.......ccceiierierieeeenreerteesreesseesseesseesesseesesssesseens 324
Some other cool form properties ..........ccccoceveevenenenieniienenenenene 325
Applying a theme to a form (Or report) .......cccocueevereerveneeneennennnn. 325
Storing Your Forms and Reports.........ccoecvevievieviiiniiniinienienieceeseeneene 326
Form and report management ...........ccccoecverienieneenensennieniiennennens 326
Importing forms and reports from other databases..................... 326

Printing fOrms........oocieiiiiiiiiieeeee e 328



XVIll  Access 2010 All-in-One For Dummies

Chapter 2: Jazzing Up Your Forms (and Reports) ................. 329
An Efficient Way to Create New FOrms .........cccoceevevieneecieciecieeieceeenene 329
Making All Kinds of Changes in Design View .........cccccceecievviinienieeneenennne 330

Changing the layout of an existing form or report........................ 331
Changing the size of @ form ........cccooceeviiiiniiininieee 332
Taking Control of Your Form or Report ........cccccvevieiievieecieeieciecieeene 333
FOrm COntrol tyPes ......coceevveeveeiiriiiiieeieteeeeeee e 334
Making a new control by dragging a field..........cccccceevuvrvreecieenennnnn. 336
Making a new control by choosing a control............ccccceevveeuennnn. 336
Setting cOntrol Properties .........cccevvervierienienieeneeneecesesieeeeneenn 337
Binding a control to data in the record source...........cccocueeueennen. 338
Making Controls That Display Text, Numbers, and Dates ..................... 338
Making and editing labels ..........ccocooveeviiiiniinineeeee 339
Adding hyperlink controls...........cccoeveecieecieeiieiieceeseeseeceese e 340
Putting Text and Memo fields in text boxes........cccceeeeciiecvervennnnn. 341
Displaying number, currency, and date fields ..........c.cccceevuervennenn. 342
Breaking Out of the Control Layout ..........ccocceeeeviriinneniieniinienieneeneee 342
Removing the control layout..........ccccoeveeviiniininniininiinieieeieene 342
Moving or resizing a CONtrol .........cccccevevvirieinenienseniereeeeeeeeene 343
Neatening up your CONtrolS........cccoeceevieeierienieneeseeie e e eaeeenens 344
Renaming, Resizing, Deleting, and Copying Controls..........c.cccccveevennenns 345
Formatting Numbers and Dates..........ccccoevvevieneiniinniinnieeienieeieceeseeneenne 346
Choosing Fonts, Colors, and Other Decorative Touches....................... 347
Copying your formatting.........cccceeceeveeverniinennenienienienieeeeneeneens 348
Make it red if it’s bad NEWS.....cc.ccovirieririniccneceeeeeeaee 348
Creating Check Boxes for Yes/No Fields .........ccoceoevenininininnenccee, 350
Adding Lines, Boxes, and Backgrounds............ccccceevveveeniecienciecniencnennnnn. 350
Controlling Cursor Movement in Your FOrm.........cccecceecvenvienienienceenennns 351

Chapter 3: Creating SmarterForms............................. 353

Creating and Configuring Combo and List Boxes........c.ccccccoevverviineennnns 353
Making combo boxes the really €asy Way ........ccccocevvevereerrerrennnnne 355
Running the Combo or List Box Wizard..........cccccccevvecieecriecrenrennnn. 355
Changing the properties of a combo or list boX..........ccceeveuennenee. 358

Co0l LOOKS fOr YEs/INO FieldsS.......cocoveerieerieeieieceeeeeeeeceeeee e 359

Creating Option GrOUPS........ccoceiveevieeeieienteete ettt a e reees 359

Creating Command BUttons ...........cocceevievieininniiniienieeieeteseese e 362
Making a Close BUttOn........cccuerieriinieniiiieeeceeeee e 363
Making a button to display a related form..........c.cccceeeciveennrnneen. 364
Making a button to print the current record..........ccccovvveeeeennen. 365
Making other cool bUttONS .........ccceeeeeciieiiieiieieeeceee e 365
Customizing your command button.........cccceeeevieevieeciencieniieniennnn, 366

Making a FINd BOX ...coviviiiiiniiiiciecectcccccese ettt 367

Displaying Attachments...........coccoeveviiriiinieniiinieeeeeeeeee e 368

Adding Form Headers and FOOters .........coccoeveeviiniiniininnininicnieeeenee 370

Creating Tabbed FOImS .........cocveciieiiieiiieiecece et 371



Table of Contents xix

You Can’t Type That Here! ........ccoovieiiiieeieeeeeeeeeeee e 373
Making a Main Menu for Your Database...........cccceceveneneneeienienenennenne 374
Creating a navigation form ...........cccceeeevienieneeseccieceeeereeeeene 374
The alternative to navigation forms..........c.ccceceevvevenvirnencrenceennnn. 375
Opening a form automatically when the database opens............ 376

Chapter 4: Doing Calculations in Forms and Subforms

(@andReports) ........ ..o e 371
Doing Elementary Calculations..........ccoccoeverieneeniennieenieeienieeieeeeseeseenne 377
Making a calculated control..........coceeeeviiniinennienienienieseseeneenn 378
Checking your €XpresSion ..........coeeeerierreeneenienniensienieseesseseeseens 380
Troubleshooting eXpressions .........cccceceeecieeciecccieenieeeeeeee e 381
Calculating and Formatting Numbers .........ccccoceceieneneninieceneeeee 381
Calculating and Formatting Dates .........ccceceeeiieviieiiieiieeiecieceeceeeeeeene 382
Calculating and Formatting TeXt .........ccceeveeviriiiriiiriieniienienieseeeeeseesieenne 382
Displaying Values That Depend on Conditions ...........cccceeevervierieneenennne 383
Formatting Calculated Controls..........ccccoeeeviininiiiniinienienenieeeeseeeee 383
Using a Split Form to Display a Datasheet ............cccccovvevieevieviicieeieeiens 384
Using a Subform to Display Detail Records..........ccccccevininininnnninennnne 385
Creating @ SUDfOIIM ......ccvieieiiiiieieceececee e 386

The properties of subform controls..........ccccoeceeveeveecircencienneennen. 389
Adding Subtotals and Totals from Subforms...........ccceceevvrvirviirvenceennnn. 390
Using aggregate functions..........ccocevvieevierieniinieneeneneniesieseeeeenn 391
Referring to a control on a subform..........cccceccvveeivieviinnciienieeene 393
Creating the controls to total a subform.........cccoceeivcieniniennnnne. 393

Book U: Reporting in Words and Pictures ................... 397

Chapter 1: Creating and Spiffing Up Reports..................... 399
If You Know Forms, You Already Know Reports.........ccccoeveeviiniinienenns 399
Creating Reports Automagically..........ccceceeeiieciieciiecieeieeieceeeee e 401

Making the easiest possible report ..........ccceeeevieeceecinceeiecien, 402
Running the Report Wizard..........cccccoovvieeiiniinieneeeceeecveeeeene 403
Editing Reports in Layout and Design View.........ccccooveevierviinviiniienieenennns 407
Report Sections and How They Work........c.ccoocevviiiininiieniiniiiniencenees 409
Setting report and section properties..........ccocceveeververveniienieenen. 411
Adding page headers, footers, and numbers ............ccccccveennenneen. 412
Grouping YOUr YECOTAS. ....ccuevuiririeieienieeieeceteierie sttt 414
Sorting the records in your report ..........cccceeveeveeveecieecieecieeeeenens 416
Calculating group subtotals and report totals..........cccccveecvervennenn. 417
Formatting Tips and TriCKS.......ccceeervieriiiniiniieeieceeeeesee et 418
Copying FOrms t0 REPOItS.......cccevviiiiiiiiiiieeiiiieeieeee ettt 420
Adding and Formatting SUbreports...........cccoceeverienieneeceeeeieeeereeene 420
Making a SUDYEPOTt......cccueeiiriiriiieieteeeee et 422

Printing information from a subreport on the main report ......... 424



XX Access 2010 All-in-One For Dummies

Displaying Empty or Long Fields...........cccooeiiniiiiniiinniicncncnene 424
Displaying long teXt ........cccoviriririeiieiereeeeeeeee et 424
Displaying fields that may be empty ........ccccoceevevinenininiinenenene 425

Viewing Your Reports On-SCreen ........c.ccocevererereenieneneneneeieieneenennens 425

Chapter 2: Printing Beautiful Reports........................... 427

VIieWing YOUr REPOIt......cciiiiiiiiiieiicieceeeeteteeet ettt 427
Adjusting the VIEW .....cceoviiriiniiiiiieceeeccesee et 429
Looking at 1ots Of PAGES ......cevverviiriiriinieteteteeeeee e 429
Previewing reports with parameters.........c.cccccceeevvieriiencienceneneenne 430

Formatting the Page ........ccccveiiiiieiiecececeeteeeeeeee e 430
Selecting @ Printer........ccccievierieriieciieieeieerece e 430
Setting margins, paper size, and paper orientation ...................... 431
Controlling page breaks........ccocuevveveeninniienienienieeieeieseesveseeneenn 432
Avoiding blank pages .......cccceveeviiiriinnieniienieneee e 433
Printing only the data...........cccooviviiieciie e 434

Printing the REPOTt........ccieiiiiieececeeeeee et 434
Printing on an actual printer ...........ccoevveeveenienieneeneeeeeeeeeene 434
Creating a PDF, XPS, HTML, or other file of your report .............. 435

Creating Mailing Labels ..........ccoceeviiiiiniinieiiieieeiecieceeteseese e 436
Running the Label Wizard...........cccovevviiniiiniiniiniiciienienieeeeeene 436
Behind the scenes in a mailing-label report........c.cccccceecvveeiennnenn. 439
Changing the page setup for labels .........c.ccocovevereninieneeie, 439

Sending a Report to Another Application ...........cccceveevieevienciesiienceeneens 440
Exporting your report to EXCel ........ccocuvviiviiniiniiiniiciecieeiene 440
Exporting your report to Word..........cocoevievieniinienencienienienienene 442
E-Mailing your re€POrt .......ccceevveeiiiriiiiienienteneeneeieeeeee et 442
Exporting your report in other formats........ccccooceeververvenvienneneen. 443
Automating your €Xports........cceceevervieriieniieniienieneereeseesreeseeeeeees 443

Chapter 3: Creating Charts and Graphs from YourData ........... 445

Pull Up a Seat at the Data Bar ..........ccoceecievienenininieeeecceeeeeee 446

Displaying Information with Charts .........cccocceeveevienieiieiecciecieceeeeeeee 448
Creating charts with the Chart Wizard .........ccccoceevvviiniiniencnnnnn. 448
MakKing bar Charts ........cccccevevieieieieeeeceeecee e 453
Making line and area charts ..........ccocoveviiiniinennenienneeeeeeee 456
Making pie and doughnut charts.........ccccccoevevienieiieciececeeeen, 458
Making bubble and XY scatter plots .........ccceeveeeieecieeciencieeieeieeene 459
Changing your Chart........c.ccocvevvierienienieeceee e 460
Formatting charts with colors, legends, and titles........................ 462
Changing how the data is graphed........ccccooeevivviriiniiniinieniene 463
Changing which data is charted...........ccoceeviiviniiniiniiiieieee 464

Analyzing Your Data Graphically with PivotCharts ............cccceeveernnnen. 464
Creating PivotCharts ........cccooeeiviiiieiieeeeee e 465
Saving and viewing your PivotChart ...........ccccceeveevieiinciinieciennn, 467

Sprucing up your PivotCharts..........ccceceevveviinieneenenieniecieeeeene 467



Table of Contents ~ XXI

Book Vl: Automation with Macros............euuueeeeeeeeennn.. 471

Chapter 1: Making Macros Dothe Work ........................ 473
What IS @ MACIO? ...ttt 474
Creating and Editing Standalone Macros .........c.cceeeevverieniieneeneeneenennne 474

Naming, saving, and editing Macros.........cc.cceeveveeververnieriienceennn. 476
Taking action!........cocoviiiiiniiee e 476
Specifying arguments t0 actions..........ccccceeeeriereeneecieecieeeeeeeeene 477
Moving your actions around ............cceceeeeereenieesieenieesieecieesneenenenens 479
Adding COMMENTS......ccccevierieriieiieieeieeteete et se e ae e 479
Creating subroutines in macros — submacros ..........c.cccecveevenen. 479
Running Standalone Macros and SUbmacros ..........ccccceceeviervenveeneenennne 481
Running a macro when the database opens ...........cccocevvieriencnn. 481
Assigning macros to Keys ........coceevervieriiiniiiniiniinieeeeeeeeeee 482
Opening Databases That Contain Macros...........cccceecevereneeienenenennenne. 483
Can a macro be a VIruS? ......coeeeiiiiiiininerceeeeseee e 484
Putting your database in a safe place .........cccccevveveiciniincieniennnnn. 484
Signing your database.........ccccceceviiiiienienienieneeeeeee e 486
Which actions can you take?...........cocceeveviiiniiniinienienieneeeeeen 487
Run This Only If I SAY SO....c.ccciiiieieeieeieceeceee ettt 488
[f-then MAaCTOS.....ccuivuiiieieiiee et 488
[f-then-else MaCIOS. .....ccccecuiiiririeieieee e 489

Chapter 2: Making Macros Smarter . ........................... 491

Attaching Macros to Tables ........ccccevviieiinieniienieieeeeeeeeee e 491
Running data MacCros.........cceeveevieriiiiienienientene e 492
Creating a data MACTO .....c.cceecveviirienieieeieeeeiee e 492
Cool data macro tricks.......coeeeeieiinienininieccceeeccceeee 494

Running Macros in FOrmS...........cocooieiriiniinenieieeeeeee e 495
Running a macro when a form event happens...........ccccceeveevenenn. 495
Creating command buttons on forms ..........cccceeeeevieecienciencienceennnn. 498
Referring to form controls in Macros..........ccceceeveeveecerviencieneennnen. 498
Printing matching records from a form ..........cccecooeniinicncncnnnne 499

Changing the Way Your Form Looks Dynamically .......c..ccccccceeevennenne. 500
Setting the properties of form controls ..........cccceeeveerieciiecieeeennenn. 500
Hiding unneeded controls on a form...........ccccceeeeevieciiecieecieceennnnne 501

Setting Up Your Own Main Menu Form ...........ccoccoeviiviieiiencienienieneeneens 502
Creating a form that appears when the database opens.............. 503
Creating command buttons for your main menu form................. 504

Using Temporary Variables in Macros .........ccocceveevervieniienieenieenieneeneenne 507



}(’Xi I Access 2010 All-in-One For Dummies

Book VII: Database Administration ....................ceen... 509

Chapter 1: Database Housekeeping ............................ 511
Compacting and Repairing Your Database ........c.ccccevveecverciinvenceeneenennns 511
MaKing BACKUPS .....c.ccievieeieieiececeeeeeetetete et ste e se e a s e besneees 512
Converting Databases ..........cccvevieiecierienenieeeeeteee e 515
Analyzing and Documenting Your Database..........cccccevvvvvrcverveceenenennen. 515

Viewing relationships in the Relationships window ..................... 515
Viewing object dependencies...........ccceceeeevienienenenenieieneneseeene 516
Analyzing database performance ..........c..cocceoeveninienienienenenenene 517
Documenting your database ..........ccoccoevireenienieninienenieienenenene 519
Loading and Managing Add-Ins.............ccceeveeieircienienieneeeeeeeeeese e 520

Chapter 2: Sharing the Fun: Managing Multiuser Access ......... 521
Putting Your Database Where They Can See lt........ccccocevviiviiniincenenns 522
Splitting Your Database into a Front End and a Back End...................... 523

WRY SPIE? .ottt 523
Let’s SPItl..ccciieiecieceeeeeeeeeee e 525
Splitting by hand..........cccocvieiiiieieieiececeeeeeee e 526
Handing out front ends ..........cccceecvevievienecineeieieneee e 528
Relinking your tables..........ccoceeieieienericiceeeee e 528
Editing with Multiple USErS..........coceeeieierierenieeeeeeeeeeeeeeeee e 529
FiXing €XClUSIVE ACCESS .....coivuireireieieieieceeee e 530
Managing record-locking ..........cccccueeeeeienieniieneeeeieee e 530

Chapter 3: Securing Your Access Database...................... 535
Don’t Forget Basic Windows Security........c.ccceceeeievieneecieccieeieceeeeeseene 536
Controlling What Happens When You Open the Database.................... 537
Password-Protecting and Encrypting Your Database.........cccccceevenuens 540

Encrypting your database with a password............ccccecvvvieniennnn. 540
Opening a password-protected database........c..cccccevverviirieneennenn. 541
Decrypting a database............cccooveeeiieeiiiiiieeece e 542
Locking Up Your Database as an ACCDE File ..........ccocovviniiiineninenene 542
Creating an ACCDE file........cccocveieviiiiieeeeceeeeseeeee e 542
Making updates 1ater..........cccveeeeevierienieeeeeeee e 543
Using the Trust CENLEr........c.ccceviirieeeieieereeeeeeeeteete e s eeees 544

Book VIII: Programming in UBA ...............cccceeeecuneee. 547

Chapter 1: What the Heck IsVBA? ...................ccoiiatt. 549
FINAING VBA COAE....oiiiiiiieieeeeieeeeeeetee ettt s 549
Opening a class ModUule...........cccuevveviieieeeieieiene e 550

Creating or opening a standard module..............cccceevvecvevrerrerrennnne. 551

Enabling VBA COde......cccoooivieieiieeeeeeeeeeeeteete et 552

How code is organized...........ccoeecieienieniinineeeeieeeeeeeeeeeee e 553



Table of Contents  XXili

Using the Visual Basic EQitOr........ccccceeviiiiiiiinieieiceeece e 554
Using the Code WINdOW...........coeeieienieninineeieeeeeeeeeete e 556
Using the Immediate Window ...........cccooeeieeeiecienieececeeee e 558
Using the Object BrOWSET ........c.cccoevievieviieieeeeeieieee et 559
Searching the Object Library .........cccccovveeieceeciesienineeeeeeiesesesenne 561
Referring to objects and collections ..........ccocevveevenvienniniienceenenne 562
Choosing object libraries..........cccccueeeevienieniereeeeceee e 564
Closing the Visual Basic EQitor.........ccocooveeviiiiveniniieeeee 564

Discovering Code as YOU GO .....c.ccceeverierienieneenieesieesieeeeeeeeeeseeseesaeenes 565
Converting macros to VBA code.........ccooveeevevienineeiceeieeene 565
Copying and pasting CoOde .........cocuevirrirnirniienierieeienieeeeereseeseens 567

Chapter 2:WritingCode ... 569

HOW VBA WOTKS ...ttt ettt 569

VBA SYNEAX ...vicvieiieiieieriesieeeeeiees sttt te e e sse et esse e esesseeseessensessesnens 570
Arguing with VBA ..ot 572
Module level versus procedure level ...........ccccoceeveniinninnicnncnen. 574

Declaring Module OPtions.........c.ccceecieeierienieneesieesieesieeieeeeeeeseeseesaeenes 574

Writing Your Own VBA Procedures............cccooeeveeecieneneneeeeeeeenieeeeeens 575
Creating a new standard procedure..........c..ccoccevereeeecvereerrenreenenne 575
Creating a new event procedure...........ccceveevervieriiensiensienseenieeneens 577
Passing arguments to procedures.............cccceevereiienieeecieenceeecieenne 578
Returning a value from a function ...........cccceevveeieceecieceeiecieeen, 581

Typing and Editing in the Code Window ..........ccccecvevieeieecienienieeceneens 582
Shortcut keys used in the Code window...........cccceevevciirciircieneennnnn. 583
TypPINgG COMMENLS .....ceeeeieeiiiieiieiieieteieseee et eeeeseeaesaesresrees 584
Breaking lines of COde .......cccvviriririeniiniciceeeeeee e 584
Dealing with compile errors .........c..cceeieeeenienieeeeeeeeere e 586

Testing and Running Your Code...........ccooeveriniriienienenineeeeeereeseeene 587
Testing SUD PrOCEAUIES .......cc.eecvieiiiieeieeieceece e 587
Running sub procedures from ACCESS ........cceevvereeveeciercreeieneennnns 588
Testing function procedures............ccoeeveeverienieneenenienenieeeeeeens 590
Using function procedures in ACCESS.......ccoceviereevercieriieriieneenen. 591

Chapter 3: Writing SmarterCode. .............................. 593

Creating Variables and Constants.........cccccecceevierviiniieniieniieniieneeneeneeneenne 593
Make me a variable.......c..ccccoiereininicnninicceeeeeeeee 593
Scope and lifetime of variables ...........ccoocievieiieienininieeeeee 595
Defining CONSTANES .......ccoccviviiiiiieieeeieecreee et 596
Organizing variables into arrays.......cccccceereeveenieeiienniencieniveseennens 597
Multidimensional Qrrays ........ccocceeveereererrieeneenenseeiesie e ereseeneens 599
Naming conventions for variables.........c.cccocevirniinenninniniienienene 600

Making Decisions in VBA Code...........ccoeeveeeiieciieciieieeieeieceeeee e 600
Using If...End If statements ...........ccceveririnienieneneneeeeeeere e 602
Nesting If...End If statements...........ccceevveevierienienieniececeeieeeene 604

Using a Select Case bIOCK........ccccivciiriirciinieniineeeeseeieeieeveeee e 604



XXV Access 2010 All-in-One For Dummies

Executing the Same Code Repeatedly..........ccccoeevieviiecieecieeciieiicieeeeeeene 607
Using Do...Loop to create a loop........coceeeeveeieinenscnsiinnenicneeeene 607
Using While...Wend to create a loop ........ccccceeveveeveeciieciencieciennnen, 609
Using For...Next to create a loop.......ccoceevevievieneenencinienieeeeeene 610
Looping through an array.......c.ccccceecevviencienienieneenenieniesieeeeeeens 611
Analyzing each character in a string.........ccoccoevvevieniininnennennennen. 612

Using Custom FUNCHONS ........c.cccveiieeieciecieceeeceeeeeee e 613

Chapter 4: Controlling Forms withVBA . ........................ 617

Displaying CustOm MeSSAZES........ccecvueeiireeriereenieenieesieereeeeseesaesseesseenns 617
Displaying a message DOX.......ccccovirierienieneenienineneneeeeeeeeens 617
Responding to what the user clicks ........ccccccovvvivievincinciinieciee, 619

Opening Forms with DoCmd ..........ccccoevieiieiiiiiiniicieeecceeceeeeeeeee 620
Umpteen ways to open a form ........cceceecienienieneenienneniienieeieneens 621
Closing a form with DoCmd........c..ccoceeviiviininiiniinennieeieeeeee 624

Changing Form Controls with VBA..........cccooieiiiiiieeeeeeeeeeeeeee 624
Some co0l cONtrol Properties .........cccoveveeceeienieneneneeieiere e 625
Controlling properties example..........cccoccveveeveerieecieenieecieeieeeeenens 627

Understanding Objects and Collections..........ccocceeveevieecieniiencienieeneenennne 631
Properties, methods, and events..........c.cccccceevvieeiiiiieecciecee e, 631
Referring to objects and collections ..........ccoeceeveeververiiniienceennen. 633
An example: Seeing whether a form is open ..........cccccecvevvevereenen. 634
Looping through collections ..........c.cccocevieniininninniniineeeeeeene 637
Using With...End With.......cccocoieiiiiiiieeceeeeeee e 639

Chapter 5: Using SOL and Recordsets............................ 641

Recordsets and Object Models...........ccceeveeienieiieesiieieeieeiecieeeeseesieenne 641
Quick and easy reCOrdsets ........cocueveeneerieenieenieenieeieniesieereeaennens 642
ADO recordset properties and methods .........c.cccccoeeeveevveenneennenn. 642
Looping through a recordset .........ccccoevveeieniiniininninenenieeeeene 643
Defining a recordset’s CUrSOr tyPe ......cccccveeveevieerieecieecieeieereeeeeeens 644
Field names in recordsets..........cocvvierenininienienieneneeeeeeee e 645

SQL and RECOTASELS .....c..eieiiieieeeieeeeee ettt 645
Breaking up long SQL statements..........cccceecveveeneenenciencieniieniennns 648

Running Action Queries from VBA...........c.ccoeeieirieriereeceeeeeeee e 650
Cleaning uUp CONNECHIONS. .....c.cccvieriirieiiiiieieeieeeee e 652

Chapter 6: Debugging YourCode. .............................. 653

Considering Types of Program Errors.........ccceccevvenveniieniiineenieeneenenne 653

Fixing Compiler EXTOrS.......c.ccveoiieiiieieeieceeeeeeee ettt 654

Trapping Runtime EXrors...........coooceeieeiiiiiiieeeeeeeeeve e 655
Fixing the runtime error...........coceevievieiiecieeeecieeeeeeeee e 658
Preventing the runtime error..........cccoceevvevienieneenenceneeieeeeeene 658

Dealing with Logical EXTOrS.........ccccveieieniinereeeeeeieee et 659
Watching things happen ..........cccoovveviecirciererereeeeee e 659
Slowing dOWn ProCedures ............cceccveeieeeereeneeseeseereere e eaeeenens 660

ClEANING UP -eutentiieiieiieietertesteett ettt ettt s eb ettt aeeaes 662



Table of Contents XXV

Book 1X: Going Beyond Access ............cccecueiceeeceeanne. 063

Chapter 1: Automation with Other Office Programs. .............. 665
What Is AUtOMAtiON? ......ccouiiieiiiiieieieeeee e 665
Using Object LIDraries .........coccvvivvieeieniinienienecsieeieeieeee st esieenee 666

Exploring an object library.........ccccovevvenienienieneenenenieeieeieeens 667
The Application ObJECt.........cccviiiiieeiieceeceee e 667
Adding a Contact to OUtIOOK........c.ceceririeriirireeieeeeee e 669
Merging Data with a Word Document...........ccccoecveevieeieeieniesieceeeeeseene 672
Creating a Word template.........cccoceeeeereenieeniieneeieeieeie e 672
Writing the merge code.........cocoviviirniieciinciiniicieceeeeeeeee e 674
Exporting Data to EXCel .......ccccovviiriiniiniiiiiecececeeesee et 677

Chapter 2: Using Access as a Front-End to SQL Server ........... 681
What IS SQL SEIVEI? ...ttt e 681
USING ODBC ...ttt sttt ettt ettt 682

Connecting to SQL Server with ODBC.........cccccooeviririinnieeenne. 683
Using linked tables in ACCESS .......ccceviririneeieeeeeeteee e 689
Maintaining linked tables..........cccocuerieririienienieeciece e 690
Using pass-through queries..........cccoccevvievienienienienienceneeieeeeeene 690
Creating an Access Data Project........cccccovevveiviinviiniinieniienieneeneeneeeee 692
Designing ADP tables and VIEWS ........ccccoeceeviininneineniieniienieneenene 694
Creating other objects in an ADP..........ccoceiiiiinininineeeee, 695

Chapter 3: Using Access with SharePoint....................... 697
What Is SharePoint? .........ccoociiiiiirieieeeee e 697
Using a SharePoint List as a Data Source..........coccocevenineniiiienenenenene 698

Creating a new SharePoint list .........ccccceevierienincieieniicieeeceee 698
Linking to an existing SharePoint list...........cccccevveeveriinnincennennnn. 701
Moving an existing database to SharePoint ........c.ccccccovvveriienienenn. 702
Building a Web Database.........coccovvieeiiriiniiniiiiiecieceeeeeee et 703
What is a Web database? ........cc.cocecverererineninenennenceeeneeeeeenenes 704
Creating a Web database ..........cccocevininenieieneneeeeceeeeee 705
Designing Web Databases .........c.ccceeverierienienieieesieesieeieeee e saeenes 706
Creating @ Web table .......ccccooiiviiniinieieiiccciececeee e 707
Creating Web forms and reports ..........cocceeveevervierciencieniienieneennens 708
Creating Web MacCros .........cooeevieniinienienieeiecieeieeteste st 711
Converting client databases to Web databases............ccccueeuunen. 712
Publishing a Web Database..........cccocoveeiiiienienieiecsieeieee e 714
Viewing the results in a browser .........cccocceevvevviencienceeneeneeseeieenee, 715
When publishing fails.........ccoeceviriiininiiniiciceeeeeeee, 716

Synchronizing Changes ..........coccevvirveriieniienienieeceeeee et 717



}(’}(’Vi Access 2010 All-in-One For Dummies

Appendix: Installing Microsoft Access......................... n9
ACHIVALING ACCESS ..ottt et aesae e 723
Repair, Reinstall, or Uninstall ACCESS ........cccevviirriiriieriierienienieeeeseenieenne 723



Introduction

Wwa! What happened to menu bars, toolbars, and all that other stuff I
used to have? Well, in case you haven’t noticed yet, they’re all gone.
Of course, if you never used Access before in your life, you're starting fresh,
so never mind. Whether you never used any version of Microsoft Access,
and aren’t even sure what a “version” is, you've come to the right book.

The basic idea behind Microsoft Access is to allow individuals and small
businesses to manage large amounts of information the way the big corpo-
rations do — with relational databases. The difference is that while the big
boys spend millions on computer hardware, software, and staffs of nerdy
database-administrator types, Access allows you to do it all yourself with a
run-of-the-mill PC and a realistic software budget.

Microsoft Access 2010 is the latest-and-greatest version of a long line of
Access versions, starting (not surprisingly) with version 1. Not that this
is the 2,010th version. Somewhere along the way, Microsoft switched
from using sequential numbers for versions to using years — an idea first
pioneered by the automotive industry, which sells things like “2010 Ford
Mustangs” as opposed to “Mustang Version 9.3s.”

Without going into boring detail about what’s new in Access 2010, you find
the usual kind of stuff you find in new versions these days — more power,
more flexibility, and more things you can do with it. And of course — along
the lines of the Holy Grail of Everything Computerish these days — more
taking advantage of everything the Internet has to offer. But the most notice-
able change for the Access-experienced is the new look and feel (introduced
in the 2007 version) — along with some new ways of doing things.

About Access 2010 All-in-One Desk
Reference For Dummies

If you ever have the misfortune of trying to read anything written by one of
the aforementioned database-administrator types, you know all about being
faced with a decision among the lesser of three evils:

(Option 1) Try to figure it out by guessing-and-poking until you break
something.

(Option 2) Part with your hard-earned money to hire someone to do the
work for you, only to have someone with poor taste in clothing look at
you like you're an idiot every time you open your mouth.

(Option 3) Forget computers altogether and stick with index cards.
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Conventions

Option 1 is the one most people try first — until they get to the part where
they start breaking things, and it starts costing money to get them fixed.
Option 2 is too odious to warrant serious consideration. Option 3 just isn’t
very realistic nowadays, unless you're dealing with a tiny amount of per-
sonal information. Which leaves a new Option 4 — this book.

The nerds who wrote this book are aware of the fact that nobody on the
planet was ever born knowing what any technical term means. In fact, if at
all possible, we avoid technical terms like a root canal. But because you are
probably faced with technical terms outside this book, we do explain what
they mean along the way.

As arule, big fat computer books aren’t such a great option. For that reason,
this isn’t really a big fat computer book. It’s several smaller computer books
combined into one. Each small book represents a single topic that you can

pursue — or ignore — as your personal tastes and immediate needs dictate.

The idea here is definitely not to try to read the book cover to cover, unless
you're desperately seeking a cure for insomnia. Rather, use the Table of
Contents up front, or the Index out back, to look up information when trying
to figure it out by guessing just isn’t cutting it.

To prevent this book from topping 3,000 pages, we don’t explain every pos-
sible way to do every possible thing in Access. Instead, we chose what we
think are the most important database-management tasks, and we show you
the best way — at least in our opinions — to do each one.

Conventions

Speaking of insomnia, this book, like most books, follows certain conven-
tions to alert you to different kinds of stuff, as follows:

Boldface: Stuff you actually do while sitting at your computer is shown in
boldface, to distinguish it from boring information you probably don’t care
about anyway.

Italics: When reality rears its ugly head and we're forced to use a technical
term, we always show that term in italics the first time it’s used. Then we

define that term, right there on the spot. Of course, that doesn’t mean you
won'’t forget the definition two minutes later. But you can easily flip back a
few pages and locate the definition amidst all the other words on the page.

Monospace: Monospace text (text in that typeface right back there) repre-
sents code, instructions that are written for computers, rather than people,
to follow. Computers are so stupid, the term “stupid” is a compliment.
Unconscious, non-thinking, non-beings (a.k.a. machines) is more like it.
Anyway, when writing instructions for a computer, you really have to spell



