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Introduction

B eing a normal human being, you probably have work to

do. In fact, you may have lots of work piled precariously

around your office or even stretching onto the Internet.

Someone, possibly your boss (or, if you work at home,

your Significant Other), suggested that Access may help

you do more in less time, eliminate the piles, and

generally make the safety inspector happy.

So you picked up Access, and here you are. Whee!

About This Book

If you feel confused instead of organized, befuddled

instead of productive, or just completely lost on the

whole database thing, Access 2003 For Dummies is the

book for you. And don’t worry — you aren’t alone in

those feelings. Unlike word processors and presentation

programs, few people catch on to databases by

themselves. (Those few who manage the feat usually turn

into computer support people as a way of working

through the trauma.)

This book has a simple purpose: to show you how Access

works, what to do with it, and why you might actually

care, while carefully not turning you into a world-class

nerd in the process. What more could you want?



Conventions Used in This

Book

Every now and then, you need to tell Access to do

something or other. Likewise, there are moments when

the program wants to toss its own comments and

messages back to you (so be nice — communication is a

two-way street). To easily show the difference between a

human-to-computer message and vice-versa, I format the

commands differently.

Here are examples of both kinds of messages as they

appear in the book.

This is something you type into the computer.

This is how the computer responds to your command.

Because Access is a Windows program, you don’t just

type all day — you also mouse around quite a bit.

Although I don’t use a cool font for mouse actions, I do

assume that you already know the basics. Here are the

mouse movements necessary to make Access (and any

other Windows program) work:

U Click: Position the tip of the mouse pointer (the

end of the arrow) on the menu item, button, check

box, or whatever else you happen to be aiming at,

and then quickly press and release the left mouse

button.



U Double-click: Position the mouse pointer as

though you’re going to click, but fool it at the last

minute by clicking twice in rapid succession.

U Click and drag (highlight): Put the tip of the

mouse pointer at the place you want to start

highlighting and then press and hold the left mouse

button. While holding down the mouse button, drag

the pointer across whatever you want to highlight.

When you reach the end of what you’re highlighting,

release the mouse button.

U Right-click: Right-clicking works just like

clicking, except that you’re exercising the right

instead of the left mouse button.

Of course, the Access menu comes in handy, too. When I

want you to choose something from the main menu bar,

the instruction looks like this:

Choose File⇒Open Database.

If you think that mice belong in holes, you can use the

underlined letters as shortcut keys to control Access

from the keyboard. To use the keyboard shortcut, hold

down the Alt key and press the appropriate underlined

letter. In the example above, the keyboard shortcuts are

Alt+F, then Alt+O. Press them one right after the other,

with the Alt key down the whole time.

If you aren’t familiar with all these rodent

gymnastics, or if you want to know more about

Windows in general, pick up a copy of one of the

many Windows For Dummies titles. Every version of

Windows has one!



What You Don’t Have to

Read

Must you completely ingest this entire tome before

understanding Access? Goodness, no! (Besides, I don’t

think the book ingests well — at least not without a trip

or two through the shredder.) Certain stuff made it into

the book simply because I couldn’t find any way to leave

it out.

For one thing, feel free to ignore anything marked

by the Technical Stuff icon, like the one next to this

paragraph. You don’t need to know the stuff marked

by these little signposts to make Access function

helpfully in your world. If you feel like going deeper

into the uncharted depths of the program, you can

always start the trip with a glance at the Technical

Stuff texts.

If you use Access only for working with your company’s

big corporately designed databases, don’t worry about

the database design chapter. Your Information Systems

department probably won’t let you mess around with the

database structure anyway, so why worry with design

details in the meantime?

Foolish Assumptions

You need to know only a few things about your computer

and Windows to get the most out of Access 2003 For



Dummies. (Turning yourself into a full-bore computer

nerd is totally out of the question.) In the following

pages, I presume that you

U Know the basics of whichever flavor of Windows

you’re using.

U Want to work with databases that other people

have created.

U Want to use and create queries, reports, and an

occasional form.

U Want to make your own databases from scratch

every now and then.

U Have Microsoft Windows 98, 98 SE, ME, 2000, NT

4, or any flavor of XP, and Access for Windows on

your computer (if you have the entire Office suite,

that’s fine, too). If your computer still uses Windows

95, spend some quiet time with the machine. After

that, give it a decent burial and go splurge on a new

computer. Your old one deserves a well-earned rest

(and you deserve a gold star for putting up with an

old machine for that long).

The good news is that you don’t have to know (or even

care) about table design, field types, relational

databases, or any of that other database stuff to make

Access work for you. Everything you need to know is

right here, just waiting for you to read it.



How This Book Is

Organized

To give you an idea of what’s ahead, here’s a breakdown

of the six parts in this book. Each part covers a general

topic of Access. The part’s individual chapters dig into

the details.



Part I: Which Came First, the

Data or the Base?

Right off the bat, this book answers the lyrical question

“It’s a data-what?” By starting with an overview of both

database concepts in general and Access in particular,

this book provides the information you need to make

sense of the whole database concept. This part also

contains suggestions about solving problems with (or

even without) Access. If you’re about to design a new

Access database to fix some pesky problem, read this

section first — it may change your mind.



Part II: Truly Tempting Tables

Arguably, tables (where the data lives) are at the center

of this whole database hubbub. After all, without tables,

you wouldn’t have any data to bully around. This part

gives you the information you need to know about

designing, building, using, changing, and generally

coexisting in the same room with Access tables.



Part III: Finding the Ultimate

Answer to Almost Everything

If tables are at the center of the Access universe, then

queries are the first ring of planets. In Access, queries

ask the power questions; they unearth the answers you

know are hiding somewhere in your data. In addition to

covering queries, this part also explains how to answer

smaller questions using Find, Filter, and Sort — Query’s

little siblings.



Part IV: Turning Your Table into

a Book

Seeing your data on-screen just isn’t enough, sometimes.

To make your work really shine, you have to commit it to

paper. Part IV covers the Access report system, a portion

of the software entirely dedicated both to getting your

information onto the printed page and to driving you

nuts in the process.



Part V: Wizards, Forms, and

Other Mystical Stuff

At some point, technology approaches magic (one look at

the control panel for a modern microwave oven is proof

of that). This part explores some of the mystical areas in

Access, helping you do stuff faster, seek assistance from

the wizards, get your computer to do what you want just

by talking to it, and even venture into a bit of

programming. If the Internet’s limitless possibilities

pique your online fancy, look in this part for info about

the new Web connectivity features in Access. They’re

really amazing!


