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How to Use This Book

Whom This Book Is For

This book is for the reader who has never used
Microsoft Access. It is also for readers who want to
expand their knowledge of Access and learn about the
features of the latest version.

The Conventions in This Book

© Steps

This book uses a step-by-step format to guide you
easily through each task. Numbered steps are actions
you must perform; bulleted steps clarify a point,
step, or optional feature; and indented steps give
you the result.

© Notes

Notes give additional information — special
conditions that may occur during an operation, a
situation that you want to avoid, or a cross-reference
to a related area of the book.

Create a Validation Rule

Ithough an input mask helps a user enter data into a field using the proper number and type
of characters, it cannot restrict the field to certain entries based on logic. A better solution
for preventing data-entry errors is the data validation feature. With data validation, you create
& validation rules that specify exactly what kind of data can be entered in a field and in what range
that data can fall. You can also specify an error message that appears when a user enters data that
does not satisfy a validation rule.

Create a Validation Rule

Create the Rule

@ 1n the Design view, click in
the field for which you want

to create a validation rule.

The properties for that field
appear.

@ Click in the Validation
Rule row.

© click - 4

The Expression Builder dialog Expression Buider
box opens.

)
© Enter the expression that (5 |

represents the criteria you e
want to specify. vl

© click 0. —_

& Note: You could have simply - Functions.
typed the validation rule into the o o
row and skipped steps 3 to 5, but

the Expression Builder's tools can
be useful for complex expressions.

€© Icons and Buttons
Icons and buttons show you exactly what you need to

click to perform a step.

O Tips

Tips offer additional information, including warnings
and shortcuts.

© Bold

Bold type shows command names or options that you
must click and text or numbers you must type.

O Italics

Italic type introduces and defines a new term.

CHAPTER

Working with Fields

© The validation rule appears
in the Validation Rule row.

@ Type the text for the error
message in the Validation
Text row.

on Opton)

Test the Rule
(© When the rule is violated,
a custom error message
appears, containing the text

that you specified in the
Validation Text row.

@ Click 0K and then retype the
field entry.

How do I use the Expression Builder?

The Expression Builder can guide you in determining the correct
syntax for an expression. There are many types of expression
content available, including functions, constants, and operators.
For example, to enter the expression from the steps in this section
(>0) ,you would do the following:

@ click Operators.

© Cclick Comparison.

© Double-click >.

) The > character appears in the expression at the top of the
dialog box.

e Type 0.
© click 0K.
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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.
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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 = Customers -8 x
. . City - | Country - Postal Code -~ | Region - Fhone - Fax - Click ta Add~]
In Access, data is stored in tables, and _|MéximD‘F. YTV |(5) oe 393 | ]
each individual entry in a table is called a || #tondon  ue el 10P (L71) 5557788 (171 5556750
. _ Luled Sweden 5-938 22 0321-12 3485 0%21-12 3467
record. FOI’ examp[e, n a Customers tab[e, | |® Mannheim  Germany 68306 0521-08460 0621-08924
. . . Strashourg France 67000 88.60.15.31 88.60.15.32
the information about each customer is a [ |elmsang  |spsin 2602 (91) 555 22 62 | (91) 5539199
Separate record- Each record -is composed || Marseille France 13008 91.24,45.40 91.24,45 41
f ﬁelds that Contain 7 '[sa\;assen SaKmada ';l; 2’:].? BC S:éll; ;;:gi (604) 555-3745
of one or more * Londan -
. o . . . : Buenos Aires  Argentina 1010 (1)135-5555  (1]135-4892
individual pieces of data. In this example, || & eissor wexes  osom (s)s65.335 (5) 5557295
Customer ﬁelds may include Name | |® Bern Switzerland 3012 0432-076545
A A ’ 80 Paulo Brazil 05432-043 SP (11) 555-7647 =
Address, City, State, and Zip Code. PRI NI AT TRl e B R - .
Datasheets and Forms Customens - o ox
By default, each table appears as a | E=l Customers H
spreadsheet grid called a datasheet. You g I . :
. . ustomer ALFEI ity Berlin
can type directly into a datasheet. To
0 Company Mame  alfreds Futterkiste Region
make data entry more convenient, some
people choose to create on-screen forms, Contacttiame [ Mana anders Postal Code | 12208
WhiCh are er d_ialog bOXES that prompt Contact Title Sales Representative Country Germany
for field entries. An attractively formatted poeress Obere Sir, 57 Frone pa0-a07az21
form is easier and more pleas:ant to use to . R
enter new records than a plain datasheet. R o e e Tl | o
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Filters and Queries

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.

Customers Whao Placed Orders in January, 2013

- 0O x

Company Mame

| | Alfreds Futterkiste

Antonio Moreno Tagueria

| |Berglunds snabbkdp

Blauer See Delikatessen

| |Blondel pere etfils
| |Bonapp'

Cactus Comidas para llevar
Consolidated Holdings

| | Drachenblut Delikatessen

Ernst Hande!
Folk ochfa HE

| |Frankenversand

[ France restauration

Great | akes Ennd Mark et

Contact Mame
Marla Anders
Antonio Moreno
Christing Berglund
Hanna Moos
Frédérique Citeaux
Laurence Lebihan
Patricio Simpson
Elizabeth Brown
Sven Ottliel
Raland Mendel
Maria Larsson
Peter Franken
Carine Schmitt

- | CustomerID - [+]

ALFEI
ANTON
BERGS
BLAUS
BLOMP
BOMNAP
CACTU
COMNSH
DRACD
ERMNSH
FOLKO
FRAMK
FRAMR
GREAL

Rei

cord: M 4 [170f42 | » Mok

| Toworier | [search

Howard Snvder
]

ReportS Surnmary of Sales by Quarter - 0 x
. . . E
Tables and query results appear in plain datasheets, which are
. . Summary of Sales by Quarter
not very attractive when printed. Reports present data from tee2013 o
tables and queries in an attractive, customizable format — o
. . arser; 1
complete with titles, headers and footers, and even logos Tear  Orders Shipned: p s
and graphics. 2012 o $143,703
2013 178 $276,330
Onereer: 2
Fear: Orders Skipped: Sales:
012 Erl §145 655
2013 80 $161,362 =
Page: ] [ Benio Fiter [ 1] ] [+]
Relational Databases o3 Relstionshis - o x
Microsoft Access creates relational databases — Order et Ordrs Customers H
. . . % orden 2| PR [ % Grden - 7 Customer
that is, databases that can contain multiple tables ol | g oo E s P
. 3 . UnitPrice EmployeeiD antacthame
with links between them. For example, a business PYNM = o) Contortar
may have a Customers table for storing customer - e s
contact information and an Orders table for storing Tem— s e =
0 0 9 el Shippers
information about orders placed. Each customer in Lostame | | Shiptiene -
. Firsthlame Shipaddress # shipperio %
the Customers table has a unique ID, and each - Shipcity companame |
. oro ite ourtes ShipRegion -
order in the Orders table references a specific ithdate
HireDate
customer ID. O o




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

o On the Windows 8 Start Paul
screen, click Access 2013. McFedries

The Microsoft Access window
appears on the desktop.

g1 O

Excel 2013 Access 2013

7 £] NEf

Publisher 2013 OneNote 2013

Start Access in Windows 7
@ click start.

9 Click All Programs.

Calculator

e\‘;p’ Paint
% Remote Desktop Connection

‘ » Al Programs S

| Search programs and files » |




e Click Microsoft Office 2013.

e Click Access 2013.

The Microsoft Access window
appears on the desktop.

Exit Access

0 Right-click the Access
taskbar button ().

e 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.

P
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& Tnternet Explorer

& Windows DVD Maker
5% Windows Fax and Scan
e ‘Windows Media Center

@ Windows Media Player
@ Windows Update

4 XPS Viewer
! Accessories
1 Games
L Tunes

|| Maintenance
J| Microsoft Office 2013
S Access 2013 [

B8 Excel 2013

@2 OneNote 2013
B2 Outlook 2013
@3 PowerPoint 2013
@3 Publisher 2013

(@8 Word 2013

). Office 2013 Tools

4 Back

Printers

Default Programs

Help and Support

[ search programs and fites

(SRt down ||+ |

| 2| I Lt

EH S <o =
HOME

CREATE EXTERMAL DATA

DATABASE TOOLS

Microsoft Access

Tables
Queries

Forms
Reports
Pages
Macros
Modules

Datasheet view

"
e B = o]

Recent
Northwind 2007
[ Morthwind
Northuvind 2007
Inventory
Morthwind 2003

@5 Access 2013
o Unpin this pragram from taskbar

F4 Close window

NUM LOCK

N e x %le = z ﬂ\) __( D’j

AEES 0 T T

View | Feste Filter | Refresh Find Szt Switch

- 4 T - x g %' Fit Form Windaws =

Wiews  Clipboard & Sort & Filter Records Find Wind owe Text Formatting F] -~
All Access Objects ® « =

>
TR S

B - P

to the desktop taskbar.

Are there faster methods that I 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




Create a Blank Database

he 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
0 Chck File B H - - = TCON225355: Datshase- CAlsers\PaulDocurments\ TCO0225355,accdb (Access 2007 - 2013 file formath.,. 2 — M X
.
CREATE  EXTERNAL DATA  DATABASE TOOLS PaulMcFedrles'! o

: 3 YR 4 2| sscending T Sy = New > o ==
Note: If you have just started by e Y AP " B~ = -
Access, skip to step 3. Ve P e P g pemovesort W Xslete - Ee | G A-W-Be === 4

Wiews Clipboard & Sort & Filter Records Find Text Formatting -~

All Access Obje... @ «

Search.
Tables
Queries
Forms
Reports
Macros
Modules

€Wy

NUM LoCK

The File options appear.
© cClick New.
The New options appear.

© Click Blank desktop
database.

TCO01225355 ¢ Database- CUsers\Paul\Documentsh TCO01225355.accdb (Socess 2007 - 2013 file format) - Mic.. ? - 0O x

paultickcics - [l @ @
New

Search online templates yel

Suggested searches:  Assets  Business  Contacts Employee  Inwentory  Praject  Sales

o
o

~ LT

Options

Custorn web app Blank deskiop database




CHAPTER

Getting Started with Access 1

The Blank Desktop Database x
dialog box appears. Blank desktop database
e Type a filename for the ' File Mame

|M},r Database 4 | D

ChUsershPaultDocurmentsy,

database.
e Click Create.

|1/

Create
() A new database opens, with Q8 H S C = yDumbse: Ontabwse- ChLsersPaulOocume., | TABLETOOLS ? - 8 x
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Paul McFedries = ! 1S
a new blank table started. .
b(‘ AB 12 [ B X [EName & Caption E& Madify Lookups Required
o 1 Default Value Jx Modify Expression | Formatting Unique
Wiew | Shert Number Cumency _ I o Yalidation
Text =] EField Size [3bl] Merna Settings $ % » S5 Indexed -
Wiewws Add & Delete Properties Formatting Field Walidation -~
H Table1 x
All Access Obje... @ «||Z Tl
s o 1D - Click to Add ~
v ch
aoel (Mew )

Tables S

B Tablet 0

Recard: 4 ¢ 1af1 b Y7\Nn Filber Search

Are there shortcuts that I 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 (51 + (1. 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

Rather than start from scratch with a blank database, you can get your database project off the
ground easier and faster by creating a new database based on a template.

A template is a special file that includes prefabricated database objects that you can use right

away. For example, a contact management template might include a table with fields such as Name,
Address, and Phone, as well as a form for entering data and a report that organizes the contacts into
an address book. With a template, all you do is fill in the data, and Access does the rest.

o Start Microsoft Access. oo
. . Access 2013 Preview sudert] 0 B e @
Note: If Access is already running, Suggtet st ot gt [
. . . . Business Contacts  Emplayes 0
click File and then click New instead. Recent sty Prosct Sees
. (3]
e Type a word that describes the
type of database you want to B Open Other Files
create.

u L

Custom web app Blank deskiop database

() You can also click any of these
suggested template search terms.

() You can also click one of these
Microsoft-supplied templates
that are stored on your computer
and then skip to step 5.

© Press .
The search results appear. [P——— T - o x
Paul McFedries ! oon
e Click the template that best N
matches your needs. ew
2% Home  students p
Filter by

Category

LuLLLY

Student 443
Eduration 413
Teacher 347
Qrientation 148
Persanal | 122

ALLLLLLLLLY

Presen tation 115

Print 112
Desktop Student datahase - lllustration 103

43 10

10
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A dialog box for that

template appears.

e Type a name for the
database file.

O Click Create.

If you chose an online
template, it is downloaded
from the Internet.

Views Clipboard &

The database opens. Its

Sort & Fiter Records Find Text Formatting

1 SECURITY WARNING Some active content has been disabled, Click for more details, Enable Content

All Access Obje... ®@ «

SEaArChn yel
| ﬂ

appearance depends on the
template that you chose.

Tables

Filters

Guardians

Settings

Student sttendance

Students

o i i i v

Students and Guardians

3] Student List

f)Student List

L
Desktop Student database
=)
- i "
= Provided byt Microsoft Corporation
=
'_: Create a students database to keep track of
) information aboutyour students, including
) ermergency contacts, redical information, and
: information about their guardians,
=
o Daownload size: 601 KB
2 -
b= - . A A A A
T Rating: 3¢ 30 30 70 24 (5481 Wates)
File Mame
|Students| @ ‘ l:‘
CyllsersiPaulDocurmentsy
Create
Q8 H ©- - 7 TC00228355; Datsbase- CUsers\PaulDocumentATC001225355,accdb (Access 2007 - 2013 file format) - Microsoft A,
HOME  CREATE  EXTERNALDATA  DATABASETOOLS Paul McFedries v! &
% ey X Cut 'Y %lAScendmg Y H_@ i New (X H % s
. - ER Copy o 2l Descending - et hgsM v a2 B I U =& - H
BT ot | deRemovesont ¥ e Xoeete - B- | ke AW & === 4

Add Fram OQutlook

MewStudent  Collect Data E-maillist  GuardianList  ShowyHide Fields

Open
(Mew)
Total

~ FirstMame -1 LastMame -

When I create a database using a template, why do I
sometimes see a security warning at the top of the
database?

The Security Warning information bar tells you that the
template includes extra programming tools called macros
that provide some of the template’s functionality. Macros
can be dangerous if you download a template or database
file from an unknown location. However, the templates
available through Office Online are safe, so you should
click Enable Content in the information bar to enable the
template’s macros.

What do I do if a Welcome or Getting
Started tab or window appears in the new
database?

Some templates offer extra features that
make the template easier to use. For
example, depending on the template, there
may be instructions to read, a video to play,
or web links to explore. Just follow the
prompts that appear. Note that you might
not see this extra content until you click
Enable Content in the information bar.

11




Open a Database

f you have created multiple databases, you can open a database that you previously created to

continue developing its structure, type data in it, or analyze its data.

Your database files will most often be stored on your computer’s hard drive. However, it is also
possible to open databases from your network or from the online SkyDrive storage area associated

with your Microsoft account.

Open a Database

9 Start Microsoft Access.
e Click Open Other Files.

Note: If Access is already
running and you have another
database open, click File instead.

The File options appear.

e Click Open.
The Open options appear.

() If you opened the database
recently, you can also click
Recent and then click the
database. In this case, you
can skip the rest of the steps
in this section.

e Click Computer.
e Click Browse.
The Open dialog box appears.

() If necessary, you can
navigate to a different
location.

0 Click the database that you
want to open.

@ click Open.

Access opens the database.

12

Microsoft Access ? - O x
paultickecies - [l @ @
Places fLJ Computer
@ Recent 0 Recent Folders
Documents
Paul McFedries's SkyDrive
& “ Desktop
1 Computer
=
+ Add a place Browse
o EX
4 [# » Libraries + Documents 0 v ¢ | SearchDocuments o
Organize *  New folder g W @
~ ~
5 Microsoft Access
1 1
S Favarites &
B Desktop
8 Downloads My Database Students
‘] Recent places
G SkyDrive
1 Photo Stream
7 Libraries
|| Documents
o Music
=) Pictures
B8 videos
v v
File name: | Wy Database v| | Microsoft Access vl
@ o I-
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hen you have finished your work with an Access database, you should close the file. You can
have multiple databases open at once, each in its own copy of the application, but closing a
database when you are finished with it frees up your computer's memory.

When you close a database, Access checks to see whether any open objects have unsaved changes.
If Access detects an object that has unsaved changes, it prompts you to save it. This is a very
important step because it prevents you from losing work, so be sure to save your changes when and
if Access prompts you.

Close a Database

o CI.]Ck F-ile B2 B ©- @ = MyDatabase: Database- CAlsersiPauli\Docume.. TABLE TOOLS ? - O x
CREATE  BXTERMAL DATA  DATABASETOOLS | FIELDS TABLE Paul McFedries = ! 2!
b{‘ A 12 [ B X [EName & Caption £ Modify Lookups Required
o T Default Value Jx Modify Expression | Formatting Unique )
Wiew  Shert Number Cumency _ e o Yalidation
Text = E3Field Size Meme Settings $ % » % S [ indewed .
Wievs Add & Delete Properties Formatting Field Walidation ~
H Tabled x
All Access Obje... @ « || Tl
s o 1D - Click to Add ~
v ch
aoel (Mew )
Tables 2
A Tablet
Record: 4 1of1 Ll Y>\ND Filter | Search
g =
The File opt10ns appear. My Database : Database- C:AUsers\PauliDocuments\My Database accdb (Access 2007 - 2013 file format) - Micr.. 2 — O X

@ Click Close.

() You can also close a database by
clicking the Close button ().

Paul McFedries = o
.
Info

My Database

Docurments

Wiew and edit datsbase properties

¥ Compact & Repair
i Help prevent and correct database file problems

Compact & by using Compact and Repair.
Repair Database

W Encrypt with Password

Use a password to restrict access to your
Encrypt with database. Files that use the 2007 Microsoft
Passwaord Access file format or later are encrypted.

Access closes the database.

Note: If Access prompts you to save
an object, click Yes.

Print.

13



Understanding the Access Interface

ccess 2013 has a user interface consistent with those of other Office 2013 applications, including
Word and Excel. It contains tabs, a multiple-tabbed Ribbon, and a status bar.

o Fi le EH 9 & - *;?Datahase- CillsersyPaulDocument.. TABLE TOOLS
. CREATE ERMAL DATA DATABASE TOOLS FIELDS TAELEQ
D]Splays a menu of by | Fou Y 4| Ascending Yo - = New HI e [Calibri :
file commands. View Pag B oy Filter Al Descencing 13- Refresh Se g o BT MIE=ET =- 0
- ¥ Farmat Painter A Remove Sont Y ale X Delete ~ FH- - A-F-b. ===_4-
0 Qu-ick Access iewss Chpbnatd n Sart & Filker Rzcords Find Text Farmatting ml A
Toolbar All Access Ohjects @ « = Cluﬂ"zmt - I =] i = ‘E
A onta ame = nta itle = ress = |~
. -gé;lecsategor\es | haria Anders Gale resentative Obere 5tr. 57
P]’OV]deS Shortcuts = || AnaTrujillo Owner Axvda, de la Constitucian 2222
Customers | ® Antonio Moreno Owner Mataderos 3312
t0 C0mm0n|.y used B Employees | Thomas Hardy Sales Representative 120 Hanover 5g.
o B order Details | [ Christina Berglund Order &dministrator Berguvsvagen 8
features' Th]s too{bar B orders | B Hannahoos Sales Representative Forsterstr, 57
-is CUStomizable. B0 eroduds | B Frédérique Citeaux tarketing Manager 24, place Kléher
_ hartin Sommer Owiner G/ Araguil, 67
0 B Products For Update 7 Laurence Lehihan Owher 12, rue des Bouchers
Ta bs E shippers | # Elizabeth Lincoln Accounting Manager 23 Tsawassen Blvd,
. B suppliers | ®victoria ashworth Sales Representative Fauntleroy Circus
COI’Ita'In buttOﬂS and Queries ¥ || @ Patricio Simpson Sales agent Cerrito 333
h |_ f Forms ¥ || B Francisco Chang farketing Manager sierras de Granacla 9333
Ot er Contro S Tor Reports ¥ || B Yang wang Owner Hauptstr, 23
. : Pages ¥ & Pedro Af | N adas,
working with data. Macros || lelccssatnbrown [ssespepresenistiva ™ |Baskelay G
. Modules v Sven Ottlieh Order Administrator Valserweg 21 -
0 R1bb0n Record: M« [1of91 | » M k| T o Filter | [Search [4] [v]
l d o o odle o o B &
Displays and organizes
tabs. @ Dialog box launcher @ Groups
Clicking this icon (=) opens a Organize controls into sections
dialog box related to the group. within tabs.
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O Object tabs

Provide access to all
open database objects,
such as tables, reports,
and forms.

O Scroll bars

Enable you to scroll
through a datasheet.

O View buttons

Switch between various
views of the selected
object. The buttons are
different depending on
what type of object is
active. Hover over a
button to find out which
view each button
represents.

O Record selector

Displays the current record number and enables you
to navigate to other records.

B2 H S <& = HNorthwind: Database- CiUsers\PaultDocument.. TABLE TOOLS ?2 - O x
HOME CREATE EXTERMAL DATA, DATABASE TOOLS FIELDS TABLE Paul McFedries ~ o
by | o How Y 4] ascending T+ @ SiMew 2 H e [calibr -1 =
o | ER) Copy Z) Descending T~ B Save v L 3- B I U s=éE
Wien Paste Filter Refresh Find - U e
- ¥ Format Painter 4 Remave 5ot Y ale X Delete = - kr AT D === 4-
Wiews Clipboard 7] Sort & Filter Recards Find Tesxt Formatting oo~
H Customers X
All Access Objects @ « - =
Tables N | Contact MNarme - | Contact Title - ‘ Address - ‘;
Maria Anders Sales Representative |Obere Str. 57 |
EH categories — .
Ana Trujillo Owner Avila, dela Constitucidn 2222
2 customers [ " -
| |B antonio Mareno Cwrner Mataceros 2312
BB Employees | H Thomas Hardy Sales Representative 120 Hanover 5i.
EH Order Details | & Christina Berglund Order Administrator Berguvsyigen 8
EH orders Hanna Moos Sales Representative Forsterstr. 57
ER Progucts || red‘enque Citeaux Marketing Manager 24, place K|&her
o 4 rtin Sommer Owyner C/f Araguil, 67
Fraducts ForUpdate || rence Lebihan Crirer 12, rue des Bouchers
BB shippers | |E Elizabeth Lincoln Accounting Manager 23 Tsawassen Blvd,
EH suppliers wictoria Ashworth Sales Representative Fauntleroy Circus
Queries ¥ Patricio Simpson Sales Agent Cerrito 333
Forms ¥ Francisco Chang IMarketing Manager Sierras de Granada 9993
Reports ¥ _ Yang Wang COwrner Hauptstr, 29
Pages ¥ _ Pedro Sales Associate Aw, dos Lusiadas, 23
m“;"’l’ ¥ | |® Elizabet i sales Representative Berkeley Gardens
ouules v Sven Ottliih Order Administrator Walserweg 21 hd
Record: M < [1 of 91 b ovobs | B Ko Filter | [Search

O Status bar
Displays information about the current object or

view.

@ The Navigation pane

Lists all available database objects.
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Customize the Quick Access Toolbar

You can make Access easier to use by customizing the Quick Access Toolbar to include the Access
commands that you use most often. You run Quick Access Toolbar commands with a single click,
so adding your favorite commands saves time because you no longer have to search for and click a

command on the Ribbon.

By default, the Quick Access Toolbar contains three buttons: Save, Undo, and Redo. You can add
common commands such as New and Open to the Quick Access Toolbar, as well as hundreds of other

Access commands.

Customize the Quick Access Toolbar

o Click the Customize Quick
Access Toolbar button ( = ).

() If you see the command that
you want, click it and skip
the rest of the steps in this
section.

9 Click More Commands.

The Access Options dialog
box appears.

() Access automatically displays
the Quick Access Toolbar tab.

e Click the Choose commands
from [~].

e Click the command category
that you want to use.
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‘ s X Cut

B Coj
mew Paste i
. * Forrr
Wiess Clipboars

All Access Obije
Tables

Categories

Customers

Employees

Order Details

Orders

Products

Praducts For Updat:

Shippers

BEEHBBHBHEB

Suppliers
Queries
Forms
Reports
Pages

Macros
Modules

Street or post-office box.

7 Northwind : Database- C\UsersiPaul\Document.. TEBLETOOLS T - 0 x
Customize Quick Access Toolbar  |pase TOOLS FIELDS TABLE Paul McFedries ~ ! i)
A Al S ——
Open fa- B % - B I U =&
v s ¥ Rf{;‘.“xum me Mg A === Av
Ernail Records Find Text Formatting o~
Quick Print x
Print Preview 0 ame - Cantact Title -] Address -[[=]
Spelling Sales Representative Obere 5tr, 57
v Unds Owner Awvda, de la Constitucion 2232
ino Owner Nataderos 2312
v Redo ) Sales Representative 120 Hanover Sg
Made lund order Administrator Berguwsvagen 8
Refresh All Sales Reprasentative Forsterstr, 57
Syne All teaux Warketing Manager 24, place Kléher
Touch Mode ar Owner Cf Araguil, 67
an Owner 12, rue des Bouchers
2 Commeib. In Accounting Manager 23 Tsawassen Blvd,
Show Below the Ribbon % orth Sales Representative Fauntleroy Circus
v Patricio Simpson Sales &gent Cerrito 333
¥ Francisco Chang Marketing Manager Sierras de Granada 9992
¥ Yang Wang Owner Hauptstr. 23
¥ Pedro Afonso Sales Associate Ay, dos Lusfadas, 23
f Elizabeth Brown Sales Representative Berkeley Gardens
v sven Ottlieh Order administrator walserweg 21 -
Record: W b b | o Filter | [Search [+]
%

NUM LOCK

Access Options

Beneral

Current Database
Datasheet

Object Designers
Proofing

Language

Client Settings
Customize Ribbon
Quick Access Toolbar «
Add-ins

Trust Center

@E Customize the Quick Access Toolbar.

Custornize Quick Access Toolbar: 1)

Create Tab

External Data Tab
Database Taols Tab
Source Cantrol Tab
Add-Ins Tab

View | Design Tab

Farm Layout Taals | Design Tab

Farm Layout Tools | Arrange Tab
Farm Layout Toals | Format Tab

Farm Design Taals | Design Tab

Farm Design Taals | Arrange Tab
Farm Design Toals | Format Tab

Repart Layout Taols | Design Tab

Repart Layout Taols | Arrange Tab v

[] Show Quick Access Toolbar below the
Ribbon

Choose commands from: (0
Popular Commands v 0 [For all documents (default)
Popular Cammands ~

Caramands Not in the Ribbon H Save

All Commands € Undo |»
Macras @ Redo |»

x

Modify...

Custoizations: | Reset v |0
Impert/Expart ¥ |




