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©® Notes
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the book.
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O Tips
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© Bold
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Chapter 1: Getting Started
with Access

Are you new to Microsoft Access or upgrading to the latest
version of the program? This chapter introduces you to
Access and to some useful database concepts. You also
learn how to create and open a database as well as how to
navigate through the Access interface.

BEdH < & = Morthwind - Microsoft Becess TABLE TOOLS E -
B vove | cREATE  BCTERNALDATA  DATABASETOOLS  FIELDS  TABLE Paul Mcbecres - [ @
b‘(‘ X Cut Y 2] dscending V7 Selection = o = Mew 2 Totals 2 Calibri =1 i
B Copy il Descending o Advanced - _L o Seve W Spelling - | B I U EE M =
"oy 3t Filer _ Refresh Find .
- ¥ Format Painte Remave Sort 7 Toggle Filter 2= MK Delete - Emore - k- A-W-b. === 4-
Wiews Clipkbwoard ] . Sort & Fllber Records Find Tk Fosmatting [ -
All Access Objects @ « | = customers\ =
Tables N CustomeriD = Company Mame - Cortact Marme = Contact Title - -
B categorics + [ alfreds Futterkiste aria Anders Sales Representative Obers Str.
* ANATR Ana Trujillo Emparedados y helados Ana Tryjillo Cwner Avda. de |
B customers # ANTOM antonio Moreno Tagueria antonio Maorano Ciwnar Matadero
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Forms ¥ H CENTC Centro comerc al Moctezuma Franciseo Chang htarketing Manager Sigrras de
Reparts ¥ ® CHOPS Chop-suey Chinese Yang Wang Cwner Haugptstr,
Pages = H CORAI Camércio Mineina Pedra Afonso Sales Associate A, dos Lu
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H DUBON Du monde entier Janine Labrune Cwner &7, rue de
H EASTC Eastem Connection Ann DEvon Sales agent 35 King Ge
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H FOLG Folies gourmandes Martine Ranca Assistant Sales Agert 184, chaus
# FOLKO Folk och fa HE aria Larszon Cwner Alkargatar
# FRARK Frankarnverzand Patar Framkan htarketing Managar Rediner P
# FRANR France restauration Carine Schmitt harketing Managar 54, rue Ro
# FRANS Franchi 5.p.4, Paolo &ccorti Sales Representative Wia Monte =
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Unigee five-characier code based on customer name. UM LOCK 12 .-

An Introduction to Access

Start and Exit Access

Create a Blank Database



Create a Database by Using_a Template

Open a Database

Close a Database
Understanding_the Access Interface

Customize the Quick Access Toolbar

Customize the Ribbon

Change the Navigation Pane View

Open and Close an Object

Change an Object’s View

An Introduction to Access

Microsoft Access is a program for creating and working with
special files called databases, which are designed to store
collections of related information. For example, one
database might store business data such as customers,
invoices, and inventory, whereas another might store
personal data such as contacts, movies, and household
items. You can use Access to create, retrieve, and manage
large or small collections of information.

To get the most out of Access, you need to understand
basic concepts such as tables, records, and fields;
database objects such as datasheets and forms; and
database tools such as filters, queries, and reports.

Tables, Records, and Fields
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In Access, data is stored in tables, and each individual
entry in a table is called a record. For example, in a
Customers table, the information about each customer is
a separate record. Each record is composed of one or
more fields that contain individual pieces of data. In this
example, customer fields may include Name, Address,
City, State, and Zip Code.

Datasheets and Forms

ﬂ Cuskarmers = | x
=| Customers
]
Custamer D SLFE City Bearlin
Company Mame | slfreds Futterkiste Regian
Cartact MName Mariz Anders Fastzl Cadle 12209
Contact Title Sales Representative Country Cerrnany
Addrass Chere Str, 57 Fhana 020-00742321
Faz 030-00TES45
Record: M4 1ots | B M E Search 1 ¥

By default, each table appears as a spreadsheet grid
called a datasheet. You can type directly into a




datasheet. To make data entry more convenient, some
people choose to create on-screen forms, which are like
dialog boxes that prompt for field entries. An attractively
formatted form is easier and more pleasant to use to
enter new records than a plain datasheet.

Filters and Queries

@ Custormers Weho Placed Orders in January, 2013 = 0O =X
Com pary Mame - Contact Mame - | Custamer | - [+
Alfreds Futterkiste hdari a Anders ALFE]
&rtonio Mareno Taguesria Zatonio Mareno AMTOM
Berglunds snabbkop Christina Berglund BERiGS
Blauer See Delikatessen Hanna hoos BLALIS
Blondel pére et fils Fredérique Citeaux BLOMP
Bon app' Laurence Lebihan Bzl &P
Cactus Comidas para llevar Pakricia Sim pson CaCTl
Zonsalideted Holdings Elizabeth Brown CioMEH
Orachenblut Delikatessen Swen Oftliek DRACD
Ernst Handel Roland Mendel EAMSH
Faolk ochfa HE fdar a Larsson FoLK D
Frankenversand Peter Franken FRAME
France restauration Carine Schrnith FRAME
Gireat | akes Fnnd Mark et Hnwe ard Snwrder GHEAL -
Pacard: M 4 [170r42 | B M Fearch

It is often useful to display a filtered view of a table. You
can filter a table to show only certain records, only
certain fields, or both. You can run a one-time filter, or
you can create a query, which is like a saved filter.
Queries also enable you to combine data from multiple
related tables into a single datasheet of results.

Reports




(= Samimary of Sales by Cluarts = 0 =
Summary of Sales by Quarter
I=Chep-2013
(i certerrs
Fevr: Chrders Shippod: Sailes:
012 a2 F143,703
013 178 F276,230
Ouariar: 2
Yo Firders Shipped: Seales:
2012 82 F145 653
2013 a0 F161, 362 =
Page 1

Tables and query results appear in plain datasheets,
which are not very attractive when printed. Reports
present data from tables and queries in an attractive,
customizable format — complete with titles, headers and
footers, and even logos and graphics.

Relational Databases

l'} Relationships = 0O X
Order Details COrders Customers :
7 OrdedD | B2 orderD < AT customenn
= | 7 Fradudio - CListamenD = ompaniame
UnitPrice Emplow=elD Contacthlams
Cuzntiby . COrderbate ContactTicle
- : RequiredDate Address -
ShippedDate
Employees Shipiia )
b Emnp loyeal D a]| Freight Shippers
Laathlame ThipMamme SR
Firstrame Shipdddress ¥ ShipperD =
Title ShipCity Ef'“f‘w“ame -
Tikle CfiCourkzs ThipRegion -
BiHDate
Hire Fimte -

4

F

Microsoft Access creates relational databases — that is,
databases that can contain multiple tables with links
between them. For example, a business may have a
Customers table for storing customer contact information




and an Orders table for storing information about orders
placed. Each customer in the Customers table has a
unique ID, and each order in the Orders table references
a specific customer ID.

Start and Exit Access

Before you can create or open a database file, you must
first start Access. This brings the Access window onto the
Windows desktop so that you can then begin using the
program.

How you start Access depends on which version of
Windows you are using. In this section, you learn how to
start Access 2013 in Windows 8 and in Windows 7. When
you are finished working with Access, you should exit the
program.

Start and Exit Access

Start Access in Windows 8
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©® On the Windows 8 Start screen, click Access 2013.
The Microsoft Access window appears on the desktop.

Start Access in Windows 7



@ Getting Started AF

@ Windows Media Center 2 —
= Paul

Calculator

FOCIMEnTS

.'_'-E_ Sticky Motes

Pictures

% Femate Desktog Connection

g Magnifier

Computer

Control Pane

=
u Salitaire

Trevices and Brinters

Default Programs

» Al Programs h 2 lelp and Suppors

© Click Start.
@ Click All Programs.



= Inteme Explorer m
& Windows DVD Maker
4 Windaows Fax and Scan \ k-

3 Windows Media Certer
2] Windaws Media Player Faul
21 Windows Update _
_ﬂ }{FS 'ﬂ'icw:r oCwrmeEntTs
| Accessones ictures
i Games
L iTunes
i Mainkenance
L Microsoft Office 2013
Q& Access 2013
08 Exce 2013
@2 Oneot= 2013
O& Outlook 2013
{3 PowsPoint 2013
@7 publisher 2012 Devices and Printers
{8 woed 2013
| Office 213 Toels Default Programs

1 Back Help and Support

| Search programs Gng flles fe | | Thutdown |

© Click Microsoft Office 2013.

O Click Access 2013.

The Microsoft Access window appears on the desktop.
Exit Access
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5 A . — & - H. -
vd Y a8l T ﬂ = H . o '|;|:]| Calibri 11
= T = H 3 - ! B I U = .
View  Paste Fitter Refre sh Find Sizeto Gwitch I _
- Al - }"D’ BT Fit Faren Windawes = ﬁ-" =2 -
Views Clipbaard o Sort @&Fl Pacards Finid Wl A Text Farmatting I -
- . ]
All Access Objects & «
Tables ¥
Cueries 2L
Farms Recent
R s
e A% MNorting 2007
PFages . .
Macros E} Mortean d
Modules a5 Mortbveind 2007
Iﬂ I revrtiory
A% Nortreind 2009
[= Access 1013
@ Unpin this program from task bar o
2 £ Close wind oo | 3

© Right-click the Access taskbar button (E3).
© Click Close window.

Note: If you have two or more database files open, click
Close all windows instead.

Access closes, returning you to your desktop view.

Are there faster methods that | can use to start Access?

Yes. After you have used Access a few times in Windows 7,
it should appear on the main Start menu in the list of your
most-used programs. If so, you can click that icon to start
the program. You can also force the Access icon onto the
Start menu by following steps 1 to 3 in the “Start Access in
Windows 7” subsection, right-clicking the Microsoft
Access 2013 icon, and then clicking Pin to Start Menu.
If you are using Windows 8, you can right-click the Access
2013 tile and then click Pin to Taskbar to add the Access
icon to the desktop taskbar.




Create a Blank Database

The simplest way to get started with Microsoft Access is to
create a blank database. A blank database contains only a
single, empty table and no other database objects, such as
queries, forms, or reports. A blank database provides the
freedom to create exactly the objects that you want for
your project.

If another person or your company has provided you with a
database file, you should open that file instead; see the
section “Open a Database.”

Create a Blank Database
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@ Click File.
Note: If you have just started Access, skip to step 3.
The File options appear.
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© Click New.

The New options appear.

© Click Blank desktop database.

The Blank Desktop Database dialog box appears.

Blank desktop database

File MName

My Database -ﬂ

Cohllsers\Paul\Documents),

o
Create m

O Type a filename for the database.
© Click Create.
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A A new database opens, with a new blank table started.

Are there shortcuts that | can use to create a blank database?

Yes, Access offers a couple of techniques that you can use
to shorten the process of creating a blank database. First,
you can quickly display the New tab by pressing = + m.
Second, if you prefer to use your mouse to begin the
process of creating a blank database, you can add the New
command to the Quick Access Toolbar. After you have done
this, you can click New on the Quick Access Toolbar to go
directly to the New tab. See the section “Customize the
Quick Access Toolbar” to learn how to add commands to
this toolbar.

Create a Database by Using a
Template



