Microsoft’

Access 2013

Certification Guide

Microsoft® Office Specialist 2013 Series

Lesson 1: Exploring.the Access
Environment

Lesson Objectives

In this lesson, you will explore the Aeféss 2018 envifonment and interface, and learn to use them to create

new database files, and open and save files¥ou will also work with the Navigation Pane and export

databases. On successful completiofofithis{€sson, you will be comfortable with:

O
O

O

defining the function of a dédtabafe

comparing databades igfspreadsheets to those
created in a rel@tional@latabase management system
(RDBMS)

identifying Access filedypes and file name extensions
identifyifig @atabase objects

différentiating Between desktop databases and
Access Web apps

Identifying the main components of the Access user
interface

O

O0O0O0O0Oa00aoad

identifying elements on the screen
creating new blank databases
creating databases in older formats
creating databases from templates
opening and closing databases
working with the Navigation Pane
saving and exporting databases

setting Access options
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Lesson 1 Exploring the Access Environment

An Introduction to Databases

Although many people become uncomfortable at the thought of working with a database, a database is
really nothing more than an organized collection of information. The basic function of a database is to
store data. If the database is well organized, retrieving the data you want is easy.

The key to designing and using a database successfully lies in understanding the nature of the data — that
is, how the pieces of information are related to each other — and understanding how Access stores
manipulates the data.

Databases in Spreadsheets

Many users are comfortable with spreadsheets, and many databases begin

red into a
spreadsheet. Spreadsheets display rows and columns of data in a table format. understand and

visualize the data in a spreadsheet because all the data is visible and stored in o

A database in Excel is a single table that cannot include any blank rows or_columns.

Consider the scenario of a gardening supply store that needs to . A spreadsheet database

solution created in Microsoft Excel 2013 might appear as shown |

E (') - 5 ‘
HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW Anocther Alto -

“D 3’5 Calibri -l - A == = - é’f‘ General & D ’—? iEf“In;ert ) Z . ‘%Y H]

Eg - - & Delete - -
Paste " B T U-~- . & A- === &= E - f -9 s n Fmal Format as  Cell e IR S.Uf't& Find &

- atting *  Table~ Styles~ [=1 Format “=7 Filter~ Select~
Clipboard Font [F] Alignment [F] Styles Cells Editing -~
Al - I w

| A B C H 1 J K L -
1
2 |Order# Cust# Name Street State  ZIP Line ltem Qty Description Price Total
3 1 1012 Helen Anderson 123 Maple Str NY 11552 1 1 |Fieldstone stepper garden path | 175.50 $175.50
4 1 1012 Helen Anderson 123 Maple Street NY 11552 2 2 Garden Hose Vinyl 50 FT 15.25  $30.50
5 1 1012 Helen Anderson 123 Map| NY 11552 3 2 Rosemary seed, organic 3.68 $7.36
] 2 1022 Andrew Willis AZ 85242 1 3 Frost pop-up net, 3x3 23.95 $71.85
7 2 1022 Andrew Willis ueen Creek AZ 85242 2 3 Basil seed, organic 3.68| S$11.04
8 2 1022 Andrew Willis Queen Creek AZ 85242 3 3 English lavender seed, organic 3.39 51017
Q 2 1022 Queen Creek AZ 85242 a 3 |Rosemary seed, organic 3.68 S11.04
10 2 1022 Queen Creek AZ 85242 5 3 Sage seed, organic 3.68) 511.04
11 2 1022 Queen Creek AZ 85242 6 3 Yarrow seed, organic 3.41 51023
12 2 1022 Queen Creek AZ 85242 7 3 Angelica seed, organic 3.41  $10.23
13 2 1022 Queen Creek AZ 85242 B8 3 Hyssop seed, organic 3.41 $10.23
14 3 1030 Mesa AZ 85203 1 5 Hyssop seed, organic 3.41  $17.05
15 3 78 West ElIm Mesa AZ 85203 2 5 |Catnip seed, organic 3.41 S$17.05
16 3 Alice Goldman 78 West Elm Mesa AZ 85203 3 5 Angelica seed, organic 3,41  $17.05
17 Alice Goldman 78 West Elm Mesa AZ 85203 4 12 |Standard 1.25 $15.00 |/

t Orders

breadsheet database solution for gardening supply store

though it is easy to see and understand the data shown in the spreadsheet, notice that there is
nsiderable repetition in the table. In this database, a single order requires a record for every line item.
is type of database will take longer and longer to search as it grows.

Also, the person entering the order information will have to type in the same information (order number,
customer number, customer name and customer address) many times for a multiple-item order. This is a
time-consuming process, and opens up many possibilities for error.
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Exploring the Access Environment Lesson 1

The large size and repetitive nature of the data reflect the complexities of the data itself. At first thought,
tracking orders might seem a simple task; but consider how the various pieces of data are related: A
customer may place one or more orders, each order will consist of one or more line items, and each line
item must reflect a particular product that is available in inventory. These relationships are quite complex.

Weaknesses of Spreadsheet Databases
Even though you can perform complex calculations on data in a spreadsheet, a spreadsheet program itself
gives you only limited control over the data that is entered, and complex data relationships are difficult (if
not impossible) to represent.

Another difficulty with the spreadsheet solution is that the order of the rows in the spreadsheat,affects,how
the data can be summarized. For example, the table in Figure 1-1 is currently sorted by ordefmnumber.
What if you wanted to see the rows by customer number instead? You woull Hawe 0 sort (that is,
rearrange) the rows in the spreadsheet.

If you needed to print a list consisting of only customer names, customer ZIP codes.aildl order totals, you
would need to reorganize (or extract) the data in the spreadsheet and use a SUM function to calculate each
order before you could print the desired list.

Relational Database Management Systéias (RDBMS)

Relational databases are a software solution quite diffetent’ fheml spreadsheets. In general, database
software is referred to as a relational database mafiagémentsystem (RDBMS). A RDBMS allows you to
define, create and maintain databases while providingic@nirolled access to the data.

Many database applications are available on thé market. Oracle, SQL Server, MySQL and Microsoft Access
are just a few. These programs offer variousdeatufés.and interfaces, but all of them access stored data in a
standard manner — through Structured Query Eanguage (SQL).

Structured Query Language (SQL) isthéystandard language used to create professional, high-performance
databases. Once a database hasfbéen cteated, SQL is also used to retrieve and manipulate the data. Any
interaction among a user, prograp) andidatabase takes place through the use of SQL.

Multiple, RelatedsTaliles
Unlike spreadsfiéet ddiabases’which store all the information in a single table, relational databases store
data in multiple t@bles. b fact, one of the first things you may notice when you open and examine a
database table is that you are viewing only part of the data. That is because the data is parsed out into
several refated tables.

Eachftable in‘a tlatabase stores data about a specific aspect of the information. In the case of the gardening
supply campany, for example, there might be a table that contains customer information, a table that
@ontains order information, a table that contains detail information for each order and a table that contains
product information.

Each table in a database stores data about a specific type of thing. For example, the customer information
table described above would store information only about customers; it would not include information
about orders or inventory.
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Additionally, and perhaps most importantly, each record in a database table must be unique. The
customers table may store information about multiple customers, but each customer is entered only once
in the table.

Because the data stored in each table is related to data in the other tables of the database, a complete set
of information can be retrieved. For example, you could retrieve the complete information for a particular
order from the Customer, Order, Orderltems and Inventoryltems tables, as shown in Figure 1-2.

The shaded rows in the figure show that Order #1 was placed by Helen Anderson (Customer # 1012)
2/19/2015. The order includes three line items: one for a garden hose (item #5), one for so
seed (item #17) and one for fieldstones for a garden path (item #40).

Orders Table Customers Table

Related fields

 c— ¥ S

Order# Cust# OrderStatus DateOrdered DateShipped
1 1012 | Not Shipped 2/19/2015

Not Shipped 2/19/2015

85242 |

Orderltems Table

1 1 40 1
i 2 5 2
i 3 17 2
2 1 34 3 .
2 2 15 3
2 3 16 3
2 4 20 2
2 5 19 1
2 6 22 3
| —

Inventoryltems Table
Relatey fields

arden hose, vinyl, 50 FT 15:25

Basil seed, organic | 3.68

English lavender seed, organic 3.39

17 | Rosemary seed, organic 368
19 Yarrow seed, organic | 3.4
20 Angelica seed, organic 3.41

22 Hyssop seed, organic | 3.41
34 Frost pop-up net, 3x3 23.95

| 40 ] Fieldstone stepper garden path  175.50

Figure 1-2: Relatio r garden supply store

Using separate t efficient. Notice that in contrast to the spreadsheet solution, very little data is

repeated among the es. Minimizing the repetition of data helps to keep data valid and accurate.

Even if y e new to databases and they seem a little scary, once you become accustomed to how data is

sto nted, you will find they are an easy solution for storing complex data.

is Access?

icrosoft Access 2013 is a RDBMS and a complete application development environment. Unlike other
RDBMS's, Access also includes the tools you need to develop user-friendly interfaces and reports. Even if
you are interested only in setting up databases and managing data, Access provides a user-friendly
environment that allows you to accomplish database tasks very quickly even without prior database
knowledge.
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Exploring the Access Environment Lesson 1

As you learned earlier, any interaction among a user, program and database takes place through the use of
SQL. In Access, the actual SQL code that controls and manipulates the data is used behind the scenes; you
never see the SQL code (unless you want to). Instead, you interact with a graphical environment which
allows you to create tables, queries, reports and other database objects.

Access Database File

An Access database is a container for a variety of database objects; it can contain as few as a single ta
or a large collection of tables, forms, reports and queries. For example, an order tracking s
the one discussed earlier) that uses four tables is not four databases; it is one database that in
tables: one for customer information, one for order information, one for order detail infor
for product information.

An Access 2013 database stores its objects in a single file with the .accdb file na ension:{(Access 2010
and 2007 also uses the .accdb file name extension.) Databases created in earlie Access use the

.mdb file name extension.

You can open and work with .mdb and .accdb databases in Access 20 can also use Access 2013 to

create new databases and save the databases as .accdb or .mdb files ac compatibility with earlier

versions (for example, Access 2000 and Access 2002-2003).
. O
Database Objects

An Access database can contain various types of a cts, including tables, queries, forms, reports,
macros and modules. These database objects

introduced in the following table. Individual types
of database objects will be discussed in det sons.

Tables A table is similar in ist or spreadsheet. The data is stored in the rows and

own.

- | State ~ ZIP ~ Phone - ClicktoAdd ~
Ajo AZ 85321 520-555-9997
Woodstock  NY 12498 845-555-7997

Bethpage NY 11714 516-555-9741
400 E Price Salem OR 97301 503-555-6623
20013 Elm Street  San Francisco CA 94083 650-555-4665
1487 W Drury Olympia WA 98507 360-555-83978

to the columns in the table. In the VENDORS table shown in the figure, each
ecord (row) contains information about a different vendor for a garden supply shop, and
h field (column) contains a different type of information, such as name, address, and
phone number for each vendor.
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Lesson 1 Exploring the Access Environment

Forms Commonly used as data entry _
screens, forms are user-friendly
Customers
interfaces for working with the
underlying table data, and they Customer 1D 1012
often contain elements and Firstame Helen
Last Name |Andersan |
command buttons that make siroet [z tapis srast l
entering data and performing city |west Hempstead |
. . Stats
various other tasks quick and . v |
7P [11552 |
easy. Phane [516-555-2323 |
You can manage data without
. . .. Print Record I Add Customer View Order History
using forms by simply editing

the data in the table datasheets.

However, most database users prefer user-friendly forms for vie g, editing and

deleting data in the underlying table. Forms also enable you to ct¢ users interact
with the data. For example, you can create a form that shows only certain fields and enables

only certain operations to be performed.

Reports You use reports to print and

Orders

summarize data. For
Orders for 1st ter 20
example, a report such as the

Description aty Price  LineTotal
‘Anderson Fieldstone stepper garden path 1 1755 175.5

Anderson Garden Hose Vinyl 50 FT 2 15.25 30.5
Anderson Rosemary seed, organic 2 3.68 7.36

|
$213.36

one shown at the right can

show the details of orders By foror

placed Withln a partlcu |ar willis Frost pop-up net, 3x3 3 2395 7185
willis Basil seed, organic 3 3.68 11.04
. . . 1/24/2015  Andrew willis English lavender seed, organic 3 3.39 1017
time per|od and include /2015 Ancrew wilis e ey s s mm
1/24/2015  Andrew Willis Sage seed, organic 3 3.68 1104
. o e 1/24/2015  Andrew Willis Yarrow seed, organic 3 341 10.23
totals for individual orders. Vel e wils sngelcseed orgore 2 im wm
8 1/24/2015  Andrew willis Hyssop seed, organic 3 3.41 10.23

M r Order #2 (8 line items]
Each report is for d e : —

present the informatio e readable way possible.

You can format rt €0’ fit your requirements and you can create custom reports as
well.

You r rt'at any time and it will always reflect the current state of the data in the
, you will print reports, but you can also view them on the screen, export
nother application, or send them as e-mail messages.

Queries You us ries to extract subsets of data from one or more tables. A query allows you to

view data from several tables in a single datasheet. Queries also allow you to view only
cified fields and add criteria to retrieve only specific records.

The result of a query is called a record set or result set. You can view the result set on the
screen, print it, copy it to the clipboard, or use the output of the query as the record source
for a form or report.
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Exploring the Access Environment Lesson 1

Macros Macros are database objects that add functionality and automation to a database. A macro
contains a series of database actions that are saved in an executable block of simplified
programming language. Macro actions perform tasks, such as adding, deleting, or printing a
record; opening a report; running a query; or closing a form. Most database operations that
you perform manually can be automated by using macros. For example, you can attach a
macro to a command button on a form so the macro runs whenever the button is clicked.
Macros are timesaving devices because they automate database operations.

Modules | Modules, like macros, are database objects that add functionality to a database. Madulésare
written in the Visual Basic for Applications (VBA) programming language. A module is 4
collection of declarations, statements and procedures stored together as agfit, Wiiting
modules enables you to create procedures that run complex and intelligéht timesaving
automated operations in a database.

Note: This course introduces basic and intermediate skills for Access 2013. Not @li'the database objects
listed above are covered in this course.

Desktop Databases and AccesS Apps

In previous versions of Access, you could share a database with othef lisers on the web by publishing the
database to a SharePoint site using Access services. Thisgfunctionality is built into Access 2013 through
Access apps.

An Access app is a new type of database that you ameate, desigh and modify in Access 2013, and then use in
a standard web browser. You share Access appsiwith other users as SharePoint apps.

The data and database objects are stored IN SQL“Server or a Windows Azure SQL Database, so you can
share the data within your organization‘Using on-premises SharePoint 2013, Office 365 Small Business, or
Office 365 Enterprise. That is, to creat€ and tse an Access app you will need Access 2013 and an Office 365
site or SharePoint Server 2013.

To build an Access app, sel@ét the tybe of data you want to track (for example contacts, tasks, or projects),
and Access createshthed@lataldase structure for you, including views, navigation and basic commands. You
can then add afid editadata“thfough your browser.

In contrast, a deskt@p, détabase is one that you work with on your local system. Alternatively, the Access
database m@y be stored on a centralized database server and accessed over your organization’s network.
Even though, this database is not on your local system, you are still using it as a desktop database because
yougle hot Usihg Access apps through a web browser.

In'Ehis caurse, you will work with desktop databases. For information on creating and working with Access
apps, see What's new in Access 2013 in the Access Help system.
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Lesson 1 Exploring the Access Environment

Components of the Access 2013 User
Interface

The Microsoft Access 2013 user interface provides the ability to work with a database as a complete file,
and the ability to work with individual objects within the database. The three main components to the

Access 2013 user interface are:
Ribbon A panel of command buttons and icons organized into sets of tab
appears across the top of the program window. Each tab on the ribbon con
of commands related to specific database tasks.

Navigation A pane on the left side of the program window that displays da
Pane

Backstage view | A collection of options on the File tab of the ribbon.

The Ribbon

The Ribbon is a tabbed toolbar that contains the commands and op you use to perform tasks. Each
tab contains a group of related commands, and each tab rela t of activity, such as creating a

form or working with data in a table. The Access 2013.b o} n in Figure 1-3 with the Home tab

selected.
Ribbon tabs &
A

& sel.accdb (Access 2007 - 2013 file format) - Access 2 - 0O

Help button

= (?\( (i v Databa:&l\Patabase- C:\Uzers‘\lq
HOME CREATE EXTERMNAL DATA

Df‘ L MoCut 2 = Mew 2 e N -|:=
‘:ﬂ' pDE@CUpy F RhE,HSE‘.'E v [E'Fa;] >-|B I U E=EE |- B
sty t s
I.EW a' : * Format Painter e 2 Remaowe Sort ZLE. X Delete - - e k-A-F-bh. | ===|4-
WViews Clipboard [F] Records T Find Text Formatting (R
Collapse the |
Command button Ribbon button
Figure 1-3: The Ri
The Ribbon can youlfind the commands you require quickly. Commands are grouped on tabs with

each tab relating to e of activity, such as working with records, creating database objects, or importing
ihg external data. You can customize the Ribbon to display the commands you use most often in a

. or to add or remove commands for a Ribbon tab (not covered in this course).

screen clutter, some tabs (called contextual tabs) appear only when they are applicable. For
e Table Tools tab (which itself contains two tabs) appears only when a table is open, as shown

in Figure 1-4.

H © - & - s Databasel: Database- C:\Users\Instructor\Docu... TABLE TOOLS 7T = 0 X

HLE HOME CREATE EXTERMAL DATA DATABASE TOOLS FIELDS TABLE Sign in E1
b/‘ AB 12 = B3 Date & Time L |J Name & Caption 23 Modify Lookups Required @
= Yes/Mo E,H(_ Default Value fx Modify Expression Formatting Unigque
View Short Mumber Currency Delete j— o 00 | = Validation
- Text Bl More Fields ~ ens Field Size IWemo Settings $ o 0 S8 88 [ Indexed -
Wiews Add & Delete Froperties Formatting Field Validation L

Figure 1-4: Contextual tab on the Access 2013 Ribbon
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The Ribbon includes the following components:

Ribbon tabs Relate to a type of activity, such as creating objects in a database, or working with
external data. You will see contextual tabs when they are applicable; for example,
you will see the Report Design Tools tab when you open a report in Design View.

Command buttons | Appear on the ribbon tabs in groups. When you click a command button, an action
occurs. For example, when you click the Relationships command button, the

Relationships window appears.

Collapse the Collapses the Ribbon to just the tab names in order to conserve space o
Ribbon button You can still use the Ribbon while it is collapsed — simply click a tab name

(CTRL+F1) the Ribbon when you need to perform a task. The Ribbon will auto collapse
again once you have clicked a button. als press
Ctr)+(ED to toggle between a collapsed and expanded R

s. You can enter
the Search field to

Microsoft Access Provides access to information and tips about the progra
Help (F1) button a question using your own words, or you can type in keyword
display Help topics about which you want to lear!

The Ribbon replaces the old menus and toolbars of Access versions ioustto 2007. You will work with
the Ribbon later in this lesson.

A button that appears in a different color or that has g tli
you click the same button again or click another choi

ive; many buttons deactivate when

nce, the Bold command can B I U

be applied to selected text by clicking that button. , it has a different color and

outline. To turn off the boldface, click the same ga

Each tab on the Ribbon contains groups mmands. For example, the Home tab includes a

group called Text Formatting,

ich tai ttons for formatting text characters; and the Database
Tools tab includes a group wi i alysis tools that can be used to analyze tables and

performance.

If a group shows a feature

wn arrow,

you can click the drop-do rr display a list 4 jcation
or a gallery of o s ature. —
Blank Forms
1 Right TTop  2Rgnt  2Top
= /= = &
Details Dialog List Media
-—= ==
Msghbox Tabs
Quick Start
(P
Comments  Contacts Issues Tasks

3

Users

You can click the dialog box launcher button &= at the lower right of a group to display a dialog box,
window, or task pane offering more options for this group of features.
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f @ ™y
Datasheet Formatting ng .
Clipboard v X
Cell Effect Gridlines Shown
@) Flat Horizontal E Paste All Clear All
() Raised Vertical Click an Item to Paste:
- =
() Sunken
Clipboard empty.
Background Color: Alternate Background Color:  Gridline Color: Copy or cut to collect items,
v - -
Sample:
Border and Line Styles
Datasheet Border |ZH |Solid |Z||
Direction
@) Left-to-right () Right-to-eft
L »
Dialog Box Window/Task Pane

Using a dialog box, you can change options for the selected feature, cli button to apply the changes,
then close the dialog box. However, a task pane remains open on sC o you can make ongoing

ve been cut or copied to the

changes; for example, the Office Clipboard task pane shows item
clipboard and are available for pasting into one or more databa
You can collapse the Ribbon to conserve space on the scr pse the Ribbon:
e Usethe ~ button at the far right of the bottom Ri ; or

e double-click any of the Ribbon tabs; or

e right-click anywhere on the Ribbon, thenli e the Ribbon; or

o press (Cti)+(F1).

To expand a collapsed Ribbon:
e Click the name of a Ribbon h ick the == button at the far right of the bottom of the Ribbon; or

e double-click the name tab; or
e right-click the pame, of ri tab, then click Collapse the Ribbon; or
e press .

<‘O
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Exploring the Access Environment Lesson 1

The Navigation Pane

Located on the left side of the
H H i Navigation Pane ——> ; ® «| Open/Close
screen, the Navigation Panet is a 9 All Access Objects ® «| € putton

menu

central location from which you can Search. € Search box
y ——>| Tables #
create and use any type of EH cusToMERS
database object. It replaces the B mVENTORMTEMS
Database window found in versions = oroermens
. B3 oRDERs
of Access previous to 2007. The R ——

Navigation Pane is shown in Figure Objectgroups B3 VENDORs bjects
1_5 —> Queries
’ @ COrdersWithPrices
F
When you open a database, the > Forms
B custoMERs
Navigation Pane is displayed to the L—— Reports Group
. < Open/Close
left of any open database objects or W orders < button

the workspace. Figure 1-5: Navigation Pane

The Navigation Pane includes the following components:

Navigation Pane | Click the drop-down arrow to open a men s you to specify which objects

menu to show. The default selection is chce

Open/Close Collapses the Navigation Pane so o lose button and shutter bar display.
buttons Collapsing the pane provides

To reopen the Navigation Pa

n the screen for working with an object.
hutter bar.

Object groups Organizes the objects in , allowing you to find what you are looking for.

en/Close button, which you can use to collapse or

Database objects | The tables, qu and other objects that exist in the database. By default,
each obj its appropriate group.

Search box name of an object for which you are looking and the objects that

avigation Pane are filtered to match the name you enter.

The Navigatio igure 1-5 shows all the objects in the database and does not display empty

object groups. Th acros and Modules groups do not appear in the Navigation Pane because the

database ddes not contain any of these objects.

ject, double-click it in the Navigation Pane. You can also right-click an object to display a
. For example, you can right-click a table and specify to open it in Design view. You will work
ivigation Pane later in this lesson.

kstage View

You use Backstage view to create, open, save, print and manage databases. The commands and options
available here are related to things you can do with a database itself. For example, you can create or open a
database, encrypt it, assign a password, or repair and compact it.

In contrast to Backstage view is the Access client view, which you use to work with the objects within a
database. For example, you use Access client view to create tables, add records, or modify a form.
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To access Backstage view, click the File tab on the Ribbon. The Access client view is displayed using any
Ribbon tab other than the File tab.

Save As

Print

Close

Account

Options

Figure 1-6: Access 2013 Backstage view — Info tab

The tabs/commands that appear in the left panel in Bache

Info

HomeGrown
My Documents

View and edit dat: opel

¥ Compact & Repair
;T Help prevent and correct database file problems by using Compact and Repair,
Compact &
Repair Database

Encrypt with Password

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

F

Encrypt with
Password

escribed in the following table:

Info Use this tab to repair and compact a da crypt a database with a password. (If
you are working with an app, use this mapage connections and create reports from
online data.

New Use this tab to create a new dat ss app.

Open Use this tab to view locatio ave stored files, including cloud locations.

Save Use this command to es to the database

Save As Use this tab to s ats, save specific database objects, or save a database to
SharePoint.

Print rds, forms, reports and so on.

Close o close the open database, but leave Access open.

Account | Use connect services and storage locations to your Office account, update your

rofile, ge your photo or sign out.

Options se this command to open the Access Options dialog box (which you will explore later in this

A
e

on).

also be configured to display quick links to the four (can be changed up to 25) most recently

base files below the Options tab in Backstage view.

view the application window and Ribbon again, click [&)] at the top of the left panel.

12
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Looking at the Screen

Aside from the Ribbon, the Navigation Pane and Backstage view, several other components appear on the
screen at various times as you work in an Access database. These components are shown in Figure 1-7.

Quick Aicess Toolbar Title Bar Minimize, Restore/Maximize, Close Buttons
-0 x

@ H = TABLETOOLS Databasel : Database- C:\Users\Instructer\Documentst Databasel accdb (Access 2. 2
HOME CREATE EXTERNAL DATA DATABASE TOOLS FIELDS TABLE Office Account

b‘/ Cut Ascending Selection @ New > Totals 20 Replace Calibri (Detai) '|11
\rm pot Copy e Descending T Advanced = et hE,BSEVE % Spelling [y 2 GeTer -
T Sramatbanter | e RemoveSort W ToggleFiter | e X Delete - FlMore- " cdee- BT U A -
Views Clipboard |—)IT. Sort & Filter Records Find Tavt Farmattina
All Access Obje..| @ « || bty Close Object B
e o D - Click to Add ~
Tables 2 || (New) |
= Ttablet

Dialog Box

Launcher

Split Bar

Navigation Buttons

L

Record: W 1of1 L

Filter  Search View Buttons

Status bar

Datasheet View NUM LOCK i =4

Navigation Pane Access Work Area

Figure 1-7: The Access Application window

The screen includes the following

Title bar Lists th e open file and its path.

Quick Access ccess to frequently used commands. By default, the Access Quick

Toolbar ar contains the Save, Undo and Redo commands and the Customize
ccess Toolbar button; you can easily customize the toolbar to contain

commands and macros you use regularly.
Minimize, nable you to minimize the program to a button on the taskbar, maximize the

window to full screen, restore the window to its former size, and close the
application.

You can sign in to Office if you want to be able to save your files online to a
SkyDrive account. Themes and settings are also saved online. Signing in is
optional.

Some of the groups in a tab contain a dialog box launcher, a diagonal arrow to the
launchers right of the group name, which provides quick access to a dialog box with more
commands or options. You can click the dialog box launcher button to display a
dialog box, window or task pane offering more options for this group of features.

3255-1 v1.00 © CCI Learning Solutions Inc. 13



Lesson 1 Exploring the Access Environment

Close object Closes the active object in the work area. You can have several objects open at the
button same time, but only one object can be active at any given time. In Figure 1-7, the
active object is the Tablel table.

Access Work Area | When you open database objects, they appear in the Access work area so you can
work with them.

View buttons Enable you to switch between alternate views of the currently selected object, such
as between Datasheet View and Design View.

Status bar Indicates the currently displayed view (in  Customize StatusBar
Figure 1-7, the current view is Datasheet View) v Cepslock off
and whether specific modes are applied. You can : :Eu:t:ie N
right-click the status bar to show or hide oif

elements on the status bar.

+ Extended Selection

View Shortcuts

Split bar Drag this bar to increase or decrease the si igation Pane, or to increase

or decrease the size of the object you ith in the work area.

Navigation Enable you to move among the r ble or form. The first button moves
buttons you to the first record; the n moves you to the previous record; the
third button moves you to th rd; the fourth button moves you to the last

record; and the last but es a new blank record.

Filter Enables you to rem ly a filter.

Search Enables o ind characters in the table records.

Viewing Screen Tip

ScreenTips help identify to lements on the tabs of the Ribbon and the screen. To view a
ScreenTip, positiopsthe ursor over the item. A tip then displays the name of the button along with a
i ome items, a keyboard shortcut may also display as an alternative way to

Calibri (Detail) Ju LiTiE =EeE ow

See all the items you've copied to _ aly === 1%, | E
he Clipboard, B IT U A-¥% -Ih. === 4

Text Formatting
Font Color

Change the color of your text,

e Tell me more
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Lesson 1

Using the Quick Access Toolbar

The Quick Access Toolbar, at the left of the title bar above the Ribbon,
includes buttons for frequently used commands. By default, this toolbar
contains the Access control icon, and the Save, Undo, Redo and
Customize Quick Access Toolbar buttons. Use the last button to
customize or display commands you use frequently, such as new, open
or print preview.

Starting Access and Working with Da

Files

Objective 1.1

To start Access in Windows 7 and earlier versions, click Start, All Progr,
2013. To start Access in Windows 8 click or tap the Access 2013 i
screen. If necessary, Windows 8 will switch to the Desktop and laug

Unlike other Office applications which open a blank r./ file

Access
Control
icon Undo Redo

icrosoft Office 2013, Access
esktop, All Apps, or Start
from there.

bu launch them, Access presents a

startup screen so that you can open or create a database. cess startup screen (Figure 1-8) is divided

into two panes; the left pane displays links to files
pane displays a gallery of templates you can use t@

av ently worked with (if any), and the right
app or desktop database file.

Access A ?

Recent
You haven't opened any files recently. To browse for

afile, start by clicking on Open Other Files, .

E Open Other Files -

Blank decktop database

Custom web app

=

Caontacts Issue tracking

alla

-

i
N,

\ 7

5

o

Figure 1-8: Access startup screen

Sign in to get the most out of Office

Learn more

e

Asset tracking

Project management

As you begin to work with database files, these files appear in the Recent list in the Access startup screen in

subsequent Access sessions.

3255-1 v1.00 © CCI Learning Solutions Inc.
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Lesson 1 Exploring the Access Environment

Database Wizards

Versions of Access prior to Access 2007 included a Database Wizard, which guided the user through a
semi-automated process of creating a database file. The Database Wizard is no longer supported; however,
modern versions of Access include several wizards for creating particular database objects (queries, forms,
reports), and you will be introduced to these object wizards at appropriate places in the course.

Templates

All new databases are created from database templates. Templates enable you to
create new databases quickly. A template is a model or boilerplate of a typical
database that contains all the table, query, form and report objects required to
perform a specific function. For example, templates are available to track as
inventory, manage tasks or contacts, and administer projects.

The template gallery appears on the Access startup screen and on the New

Backstage view. Any template that displays a globe icon will create an ss app. Templates that do not

display a globe icon create desktop databases.

Access 2013 ships with several database and app templates, an uick links to templates on the

Office.com Web site as well. Some templates include san@le d

Click the template you want to use. Access opens a dial cludes a description of the database
the template will create. The dialog box also includes an ks which you can use to specify the name

and location for the new database.

me inventory

Microsoft Corpaoration

d manage a home inventory database to
ain and manage vital data on your personal
ongings using this Access template. Search by
itern name, category, or location, while retaining
important details for insurance purposes, such as
condition, acquired date, and value. Attach photos
of items to each entry to help ensure
reimbursement in the case of loss or damage.

Rating: 7% 7% 37 7% ¥% (1126 Votes)

File Name

|Database2 | I:‘

Ch\Users\Instructor\Documents),

]

Create

Creating a New Blank Database

The Blank desktop database template creates an empty database file; that is, it creates a database that does
not contain any database objects.

16 3255-1v1.00 © CCI Learning Solutions Inc.



Exploring the Access Environment Lesson 1

To create a new blank database, click Blank desktop database in the template gallery on either the startup
screen or the New tab of Backstage view. Access opens a dialog box and suggests a name
(Databasex.accdb) and location (the Documents folder) for the new database file.

b 4

Blank desktop database

File Name

C:h\Users\Instructor\Documents',

D O

e Browse for a

You can specify your own name for the database in the File Name box. You can
location to put your database button [~ to specify where you want to save your database file. When you

.
[ File New Database

®v| | &« Users » Instructor » My Documents »

Organize « Mew folder
“  Name
4 Libraries )
. Bluetooth Folder File folder
@ Documents ) )
i . Custom Office Templates File folder
Ji Music . .
. . Snagit File folder
[E5] Pictures L . -
i . . word-microsite-images 7/9/201312:20 PM File folder
ideos . .
HomeGrownaccdb 6/4/20131:39 AM Microsoft Access ...
# Homegroup

1% Computer
| &os@

= Removable Disk | e

L] 3

Tools = l oK I ’ Cancel ]

ocation, select the text in the File name box, type a name for the new database and click OK.

en choosing a name, consider the following:

e The file name can be a maximum of 255 characters (including the drive and folder path), and may not
include these characters: /\:*?" < > |

e Give the file a name that will help you identify its contents quickly.
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Lesson 1 Exploring the Access Environment

e Access automatically assigns the .accdb file name extension. (The default database type for Access
2013 is the Microsoft Access 2007 — 2013 Database.) You need to type only the name for the database.

Creating Databases in Older Formats
Access 2013 can open and manipulate databases saved in the older .mdb format used by Access 2000,
2002 and 2003; however, users with these older versions cannot open databases saved in the new .accdb
format. If you need to create a database that must be compatible with one of these earlier versions of the

software, you should save the database file in the old format.

e To save a database in one of these older file types, such as an Access 2003 .mdb file, disp
as type drop-down list in the File New Database dialog box and select the appropriate fi

File name: Database2.accdb

Save as type: |M'|cmsoﬁ Access 2007 - 2013 Databases i:.accdbit

Microsoft Access Databases (2002-2003 format)(*.mdhb)
Microsoft Access Databases (2000 format)(*.mdb)
Microsoft Access 2007 - 2013 Databases (*.accdh)

'~ Hide Folders

e When you are finished specifying a name and location, click the Create button to create the database.

Creating a Database from a Template
To create a database that contains ready-to-use objects, click the gallery. If you do not see
the template you want, click a link in the Suggested sea.es a be a keyword in the Search box and

click P to locate templates online.

New
£} Home Inventory
=] Category
Business 57
Inventory 4
Industry 46
Small Business 34
Finance - Accounting 30
Inventory Management 28
—  Goods 26
Desktop inventory Log 5
List 21
Assets 20
Sales 19
Calculator 18
Personal 13
Inventory Control 11
Database 10
~| Basic B -

ick options in the Category list box to refine your search. Click the template you want to use, specify a
me and location and then click Create to create the new database. Once you have created a database
ased on a template, you can enter data and customize the database to meet your requirements.
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Exploring the Access Environment Lesson 1

Closing a Database

When you have finished working with a database, you can close the database and still keep Access open to
work with other databases. To close a database you use the Close command in Backstage view.

" Learn the Skill

In this exercise, you will start Access and create, save and close databases.

Note: You will save all database files created for this course in the 3255 Student Files\CreatedFile ero
the Desktop. It is assumed that you will add your first and last names to the end of every file

1 Click Start, All Programs, Microsoft Office 2013, Access 2013. Access displ
First, you will create a new blank database.

2 Click Blank desktop database in the templates gallery, then click =/ to op e New Database

dialog box.

3 Navigate to the 3255 Student Files folder on the Desktop, then in e edFiles subfolder.

4 Click in the File name box to select the suggested file na basel- then type your <first

name> and <last name> (without spaces). For exam., ify were Ann Smith, the file name you

n& file location should display in the Blank

the specified location. Access saves the database
ame Tablel on the datasheet tab.

type in the File Name box would be Databasel-AnnS

5 Click OK to save your specifications. The new fi
desktop database dialog box.

6 Click the Create button to save the bla
and opens a blank datasheet with the su

BH S &=
HOME CREATE

All Access Obje... ©g«
Search,
Tables
B3 Tablet

TABLE TOOLS Databasel-Instructor:

DATABASETOOLS FIELDS TABLE

- | click to Add -
(New)

Noticeffbat TableI appears in the Table objects list in the Navigation Pane. If you save the table, it will
be s

7 lick'the Tablel tab, then select Close from the shortcut menu to close the Tablel table.
ibbon, click the File tab to access Backstage view, then click Open in the left pane. Notice that

the current database appears at the top of the Recent files list.

as a database object. (You will not save the table at this time.)

In the left pane, click the Close command to close the database.
Next, you will create a database from a template.

10 Click the File tab on the Ribbon to access Backstage view. If necessary, select the New tab in Backstage
view to view the template gallery. The majority of templates are for apps.

11 In the Suggested searches area, click Sales to locate online templates associated with tracking sales.
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12 Click the Home button to the left of the Search box to return to the gallery.

13 In the Suggested searches area, click Inventory to locate online templates associated with tracking
inventory.

14 Click the Desktop home inventory template to select it.

15 In the dialog box that opens, click =, navigate to the 3255 Student Files folder on the Desktop, then
into the CreatedFiles subfolder.

16 Click in the File Name box and change the suggested file name to Inventory-YourName,
to save your specifications.

17 Click the Create button to create the new Inventory database. Access creates an he new
database in Access client view and displays a security warning (depending ity Settings)

below the Ribbon.
I SECURITY WARNING Some active content has been disabled. Click for mare details. En

18 Click in the Security warning hyperlink (“Some active content.... or more details”) to display

details. Access switches to Backstage view and indicates that m new database have been

disabled for safety reasons.

@
Info

Inventory-Instructor
Ct » Users » Instructor » Desktop » 3255 Student Files » CreatedFj

) . View and edit database properties
@ Security Warning
Acrtive content mi i her security hazards. The following

Enable content has bee
Content ~ 5 VBA Macros

19 Click [@)tor
20 In the secu ing, click Enable Content so you can work with the database objects.

21 Click the File ta eturn to Backstage view, then click Close to close the database.

22 Clic Minimize button at the upper-right corner of the Access window. You will keep the Access
imized when you are not performing exercises.

an Existing Database

you begin to use Access, recently used database files will display in the Recent list in the Startup screen
d on the Open tab of Backstage view. You can specify the number of files to display in the list to a
number between 0 and 50 (inclusive). To open a database that appears in the list, simply click the database
name.

20 3255-1v1.00 © CCI Learning Solutions Inc.
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Access can also be configured to provide quick access links to up to 25 databases at the bottom of the left
panel in Backstage view, enabling quick access to these databases from any tab in Backstage view. Click a
quick access link to open the database.

You can also click the Open tab to open a database.

@ P Recent
a Databasel - Instructor.accdb
C: = Users » Instructor » Desks » CreatedFiles
ﬁ Another Alto's SkyDrive a Inventory-Instructor.z
C: = Users » Instructor » D nt Files » CreatedFiles

E;_ Computer

sl=  AddaPlace

Account
Options . \

Figure 1-10: Open tab of Backstage view

The Open tab is arranged in three sections. The | e ows the tabs of Backstage view; the middle
section displays various storage locations con the system; and the right section lists the files
located in the currently selected storage locafi database file to open it.

When you select a storage locati
Browse button.

Open
(D) Recent

f@a Another Alto's

Recent file list, you may see icons for folders and/or a

E;I Computer

Recent Folders

= CreatedFiles
C: = Users = Instructor » Desktop = 3255 Student Files » CreatedFiles

=" Documents
Ct » Users = Instructor » Documents

= My Documents

El:l Col r
Oa Place = Desktop
|—_|

Browse

Clicking a folder icon or the Browse button opens the Open dialog box, which should be familiar to anyone
who has used a Microsoft application.
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{ ™
@ Open lﬂ]
%v| 1) « 05(C) » Users » Instructor » Desktop » 3255 Student Files » CreatedFiles + [ %3] [ Search CreatedFites )

Organize « Mew folder = ~ @ @
= Mame . Date modified > Type Size
[ Libraries . o .
5 o Databasel - Instructor 7/23/20131:21 PM Microsoft Access .. 372 KB
ocuments - .
J‘ e Inventory-Instructor 7/23/20131:02 PM Microsoft Access .. 338 KB
usic
Pictures
B2 videos
@ Homegroup
Ll Computer
& os(C)
= Removable Disk (E:) =
File name: |
Tools

-

You can click the folders in the dialog box to navigate the directory tree
the file you want, you can double-click the file name or click the file n

You can work with only one database at a time in Access. If you
database, the first database will automatically close. 'bwor
separate sessions of Access and work with one database i

he computer. When you locate

a en click the Open button.

base and then open a second
o open databases, you must start
on. In the vast majority of situations,

you will work with only one database at a time.

" Learn the Skill

- In this exercise, you will open dat

1 Restore the Access window. Th h no database open.

2 Click the File tab on the Ri ss Backstage view, then click the Open tab. Notice that the two
files you created in the cise appear in the Recent file list.

3 Click the Invento pen it. Notice that file opens without displaying a security warning. Once
you click t command, you will not be prompted again when opening the Inventory
database.

4 Close the Inventory database file, then return to the Open tab in Backstage view.

5 Inth dle section, click Computer to show a list of recent folders in the right section.

e Browse button to open the Open dialog box, navigate to the Desktop\3255 Student
essonl folder, then double-click HomeGrownSample to open the HomeGrownSample database
file. (For now, ignore the Security Warning message that displays.)

Click the File tab, then click Close.

8 Click File, click Open, then click HomeGrownSample in the Recent files list to re-open the database.
9 Click Enable Content in the security warning, then minimize the Access window.
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Using the Navigation Pane

Objective 1.3, 2.2, 3.1, 3.2, 4.1, 5.1

When a database is open, you work with it in Access client view. In the client view, the Navigation

Pane is the central location from which you can create and use any type of database object.

You can resize the Navigation Pane by dragging its right border, or you can click the shutter bar (or
press (F11) to collapse or expand it. The collapsed Navigation Pane appears as a thin column alon
the left edge of the window.

All Access Obje... @ <<ﬂ

Search..

Tables % Shutter Bar Open/Close Button

You can control which objects display and you can use the Navigation Pane name or

delete objects. You can also set specific options for how the Navigation Pane fun

Viewing Objects

You can control which objects display in the Navigation Pane by [
Pane menu. To access the menu, click the drop-down anw. T

Navigation Pane

tions in the Navigation
tion Pane menu is shown in

Figure 1-11.

All Access Objects ~ «

Mavigate To Category . P
Custom
Object Type
Tahbles and Related Views
Created Date
Modified Date
Filter By Group
Tables

Queries

Forms

Reports

All Access Objects

Figure 1-11:

igation Paneé'menu

You can ontrol how objects appear in the Navigation Pane. You can view database objects by Details,

e. List is the default setting.

NTORYITEMS  Table E INVENTORYITEMS EH INVENTORYITEMS
Date Created: 12/15/201..,

Date Modified: 1,/3/201...

o change the way objects display, right-click the Navigation Pane and select Details, Icon or List from the
shortcut menu.
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Sorting and Filtering Objects

By default, database objects display by object type and all objects appear in the pane. You can display
objects by creation date or date of last modification. You can also view tables and all their related objects
(such as queries or forms based on the table).

You can also filter which objects display in the Navigation Pane. That is, you can view only tables or only
forms by selecting an item in the Filter By Group list.

Sorting and filtering database objects in the Navigation Pane can be useful in large data
right-click the object group heading, point to Sort By, then select an option in the shortcut me otic
that you can sort by Name, Type, Created Date or Modified Date.

%.L Sort Ascending

Z]l Sort Descending
MName

v  Iype
Created Date
Modified Date

Remove Automatic Sorts

You can specify to show only one type of object. For example, ight-click the Tables group heading

and select Show Only Tables to hide the other types of (Q ts.
You can also hide a particular type of object. For e@an right-click the Queries group heading

and select Hide.

You can also hide individual database objects by ri icking an object and selecting Hide in this Group.

Copying Objects

You can copy an object in the Navig by right-clicking it and selecting the Copy command from

the shortcut menu. To paste a t, right-click in a blank area of the Navigation Pane and select

-
Paste Table As

Table Name:

Paste Options
() Structure

@ Stru Data
Existing Table

S

i jects have different options. When you copy and paste a table, you can specify to paste the
tructure only or both the structure and the data. You can also elect to add the records in the copied table
another table in the database.
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Renaming Objects

Renaming objects in the Navigation Pane is as simple as right-clicking the object and selecting Rename in
the shortcut menu. The object name is then opened for editing in the Navigation Pane. Type a new name

and press .

You should take care when renaming objects, as other objects that reference a renamed object may cease
to function. The default options for Access permit the application to perform Name AutoCorrect, which

feature that keeps track of name changes made to objects in the database and automatj
(updates) references to the renamed objects in reports, forms and queries. For example, if ea
table and a report based on the table, and later rename the table, the Name AutoCorr a will

automatically update the reference to the table name in the report. However, the e orrect

feature does not always catch name changes, and in some cases makes unwag 3 any users
turn this feature off. Name AutoCorrect does not make changes in macros or m @
Deleting Objects

To delete a database object, select the object in the Navigation Pane,

the key or click the

Delete button in the Home tab on the Ribbon. You can also right-c object in the Navigation Pane
and select Delete in the shortcut menu. Regardless of which you use, you will be prompted to
confirm the deletion. You need to be careful when de.n a in the database; any other object
that references the deleted object will cease to fun emove the references to the deleted

object.

Setting Navigation Options
You can also create custom categories and d set options that control how objects display in the
Navigation Pane. Creating custo 0 is antageous if a database contains a large number of

objects. Custom groups can make it (o} the particular objects you want.

For example, in the HomeGr e database, the CUSTOMERS, INVENTORYITEMS, ORDERSTATUSES
and VENDORS tables con d at is meaningful without needing to reference other tables in the
database. These d alone. Conversely, the ORDERS and ORDERITEMS tables are dependent
upon other ta eir ing. You could create a custom category to show standalone objects apart
h tabase.

from other objec

To create agaustom category, right-click the Navigation Pane menu bar, then select Navigation Options to

igation Options dialog box, shown in Figure 1-12.

open th
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' ™
Mavigation Options &u

Grouping Options

Click on a Category to change the Category display order or to add groups

Categories Groups for "Custom”
Tables and Related Views Custom Group 1
Object Type Unassigned Objects
Custom F

Add tem ][ Delete Item ][ Rename Item ] [ Add Group ]| Delete Group

Display Options Open Objects with
Show Hidden Objects Show System Objects () Single-click @ Double-click
Show Search Bar

==

Figure 1-12: Navigation Options dialog box

Click the Add Item button to create a new category, type a n he new category, such as
Standalones, and press . Next, click the Add Group button, typ ame for the new group, such as

Items, and press . Click OK to close the Navigation Optio

Display the Navigation Pane menu and select the new,
two groups — Items and Unassigned. To add stan
them from the Unassigned Objects list into the Items

tegory. The new category displays
to the custom Items group, simply drag
nin Figure 1-13.

Standalones @ «
Search.. yol
Items E

CUSTOMERS

ORDERSTATUSES

=
A5 INVENTORYITEMS
=

=

VEMDORS

ORDERITEMS
ORDERS
RepeatedCusto

=
=
=
@ OrderDetails
=
=
=

Orders

igure 1-13: Custom category and group
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" Learn the Skill

— In this exercise, you will work with database objects in the Navigation Pane.

First, you will view and open objects.
1 Restore the Access window. The HomeGrownSample database should be open.

2 At the left edge of the window, click the Navigation Pane shutter bar to close the Navigation Pane
enlarge the work space.

3 At the left edge of the window, click the Navigation Pane to open it again.

4 In the Navigation Pane, double-click CUSTOMERS in the Table objects list to open t

5 In the Navigation Pane, double-click VENDORS in the Table objects list to oth tables
are open, each in a separate tab in the work area.
6 Right-click the VENDORS table tab, then select Close to close the table.

ject button to close the

7 At the upper-right corner of the workspace area, click the

CUSTOMERS table.
8 Observe the objects in the Navigation Pane. They ar‘urre @ ped by object type.

c s selected under the Filter By Group
ice

ts the queries, forms and reports associated

9 Open the Navigation Pane menu, ensure that AlLA

heading, then select Tables and Related Views. now the objects are shown in a different
order. Each table constitutes one group, and
with the table. Notice that several objects dpp, Itiple times in the Navigation Pane because they

are related to more than one table.
10 Open the Navigation Pane m a ect Object Type to return the list to its original configuration.

11 Right-click an empty area in tion Pane, point to View By, then click Details to view summary

information about each o

12 Right-click an empty atéa i Navigation Pane, point to View By, then click List to return to the

default view

13 Open the iongPane menu, and, under the Filter By Group heading, select Forms to filter the

objects that di the pane. Only the database forms appear in the pane.

14 Op e Navigation Pane menu and under the Filter By Group heading, select All Access Objects to

ist to its original configuration.
an individual form.

e Navigation Pane, in the Forms group, right-click CustomerOrders, then click Hide in this Group
in the shortcut menu to hide the form. (The form has not been deleted from the database; it is merely
hidden.)

Now, hide the Forms group.
16 In the Navigation Pane, right-click the Forms group heading, then select Hide in the shortcut menu.

Redisplay the hidden objects.
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17 Right-click an empty area in the Navigation Pane, then click Navigation Options to open the
Navigation Options dialog box.

18 In the Display Options section at the bottom of the dialog box, select the check box for Show Hidden
Objects, then click OK. The hidden Forms group (and the CustomerOrders form) now displays in
dimmed text in the Navigation Pane.

19 Right-click the dimmed Forms group header, then select Unhide in the shortcut menu. The Forms
group displays in dark text, and the hidden CustomerOrders form displays in dimmed text.

20 Right-click the CustomerOrders form, then select Unhide in this Group in the shortc en

redisplay the hidden form.
21 Display the Navigation Options dialog box again, clear the Show Hidden Obje. ch@n click
OK.

Copy and paste a few objects.

22 In the Navigation Pane, right-click CUSTOMERS, then select Copy in the shor

CUSTOMERS table to the Clipboard.
23 Right-click in a blank area in the Navigation Pane, then select Pas open the Paste Table As dialog
box. ‘5

menu to copy the

24 In the Table Name box, type: Customers2, then click O C ates a new table named Customers2

which contains the same structure and data as t T S table.

25 Double-click Customers2 in the Navigatio w the 14 records of data, then close the

Customers?2 table.

26 Open the RepeatedCustomers table to v t is empty, then close the table.

27 Right-click in a blank area in a iOn Pane (a copy of the CUSTOMERS table is still residing in
the Clipboard), then select P. .

28 In the Table Name b atedCustomers, in the Paste Options section, select w Data to
Existing Table, then cli¢ck\O tead of overwriting the table, this option pastes the records from the

copied tabl (o} edCustomers table.

29 Open the R edCastomers table to view the 14 records that were added in the Paste operation,
then close the t

30 Int bles group, right-click RepeatedCustomers, then select Rename in the shortcut menu.
uplicateCustomers, then press to rename the table.

lick DuplicateCustomers in the Navigation Pane, select Delete in the shortcut menu, then click
Yes to confirm the deletion.

In the Tables group, click Customers2, press the Delete key, then click Yes to confirm the deletion.

34 Close the HomeGrownSample database and minimize the Access window.
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Saving and Exporting Databases

Objective 1.5

When you first create a database, you enter the file name in the File Name box. It is not necessary to save
the database file after you have given the database a file name. As you work in the database, you will save

the individual database objects. Whenever anyone adds, modifies, or deletes data, Access will save these
changes to disk immediately.

However, you can use the options on the Save As tab in Backstage view if you want to save
with a different file name or save it in a different location.

HomeGrownSample : Database- C:\Users\Instructor\Desktop\3255 Student Files\Lessonl\HomeGrownSample.accdb (Access 2007

Save As
File Types Save Database As
™ Database File Types
A (D R 9 [ Access Database -2003 Database
Default database format. at will be compatible with
Save Object As Access 2000 Database
Save a copy that will be co he current database as a database
Access 2000, template (ACCDT).
Advanced .
Q5 Package and Sign Make ACCDE
ly a digital File will be compiled into an executable
only file,
Account = .
& SharePoint
Share the database by saving itto a
opites document management server,
Notice the options under file types: carn-use this tab to save a database or a database object. These
commands are accessible in B when a database file is open. If a database object (such as a
table or form) is open, the Save As option is accessible. If no objects are open, this option appears
dimmed.
When Save D cted, you can:

e Select a data

s Database - this option allows you to select a new location and/or name, and maintain the
s 2007 - 2013 file format

cess 2002-2003 Database — this option allows you to select a new location and/or name, and
e the database in the Access 2002-2003 file format

Access 2000 Database - this option allows you to select a new location and/or name, and save the
database in the Access 2000 file format

Template — this option allows you to create a new database template from the current database

e Select an advanced operation

Package and Sign - this option allows you to digitally sign and package a database file into an
Access Deployment (.accdc) file for distribution to other users

- Make ACCDE - this option allows you to save the database as an executable file
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- Back Up Database — this option creates and saves a copy of the database with the current date
tacked on to the file name for reference.

- SharePoint - this option allows you to save the database to a SharePoint server (assuming you
have appropriate permissions on the server)

Saving Databases to Different Locations

To save a database in a different location, select one of the Database File Types, then click the Save
button to open the Save As dialog box.

f h'
@ Save As u
OOO| . <« Instructor » Desktop » 3255 Student Files » L4 | +y | | Search 3255 Student Files 2 |

Organize v New folder 2B 4
- Mame Date modified Type
. Libraries ) )
. CreatedFiles 7/24/2013 10:35 AM  File folder
@ Documents )
] Ju Lessonl 7/24/201312:10 PM  File folder
J'F Music
[E5] Pictures

B8 videos
ﬁ Homegroup
1M Computer

& os(c)

&= Removable Disk | .

4 n

Il EAlH cmeGrownSample

Save as type: ’Micmsoﬂ Access Database

(4 Hide Folders ools v |  Save Il Cancel l

.

Navigate to the desired locatio chine, an external drive, or a network folder (optionally, type a

new name), then click Save.

Saving Databases toExternal Locations
If you have cl ons, such as a SkyDrive account or a personal site on your organization’s

SharePoint site, the Save As dialog box to navigate to those locations as well.

Organize » MNew folder 4= = @
B De “ Name ° Date modified Type Size
¥p
@& Documents T/23/201312:39 PM  File folder
@ Pictures 6/6/2013 1:47 PM File folder
@ Public 7/16/20131:51 PM  File folder
a Motebookl 12/18/2012 8:28 AM  Internet Shortcut 1KE
- Libraries
@ Documents
J’ Music
[E5] Pictures
E Videos
File name: HomeGrownSample -
Save as type: | Microsoft Access Database -
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Saving Databases to SharePoint

You can also save an Access database to a SharePoint Server, where they can be accessed through a Web

browser. Saving to a SharePoint server requires a user account with appropriate permissions on the server.

File Types Save Database As
) S e Database File Types
ve Database @ Access Database
Default database format.
= Save Object As Access 2000 Database
Save a copy that will be compatible with
Access 2000
Advanced
@ Package and Sign
Package the database and apply a digital
signature.

22 Back Up Database
Back up important databases regularly to
prevent data loss.

B.

Save As

Access 2002-2003 Database
Save a copy that will be compatible with
Access 2002-2003,

0:| Template
Save the current database as a database
template (ACCDT).

Make ACCDE

File will be compiled into an executa

only file.
2] "
& SharePoint

Share the database by saving it to a

document management server.

Saving a Database as a Template g

You have already learned that Access provides buil
create entire database structures with the click of a
tables, queries, forms, reports, macros and mod

Additionally, you can save a database as a t
templates appear in the Personal sectionof t

Select Template in the Database Fi
Template from This Database di

-
Create New Template from This Database

MName:

Description:

Category:

User Templates

Icon: Displ

nstantiation Eorm:

Application Part
Include Data in Template

Learn more about advanced template properties.
Share your template with the community.

=

database templates that allow you to
bases generated from templates include
n include sample data.

the commands on the Save As tab. User-defined

on, then click the Save As button to open the Create New
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Enter a name and an optional description for the template. You can also specify to use an optional form in
the database as an instantiation form.

An instantiation form displays when the database is first created, but it is not saved as a database object.
Once you close the form, it is deleted. This type of form may be as simple as displaying your company logo
or may perform some setup code required by the new database.

If you want to include pre-populated data in the template, click the Include Data in Template check box.

Learn the Skill

'.
In this exercise, you will save a database as a template, and use the template to crea

database

1 Restore the Access window.

2 Open the Desktop\3255 Student Files\Lesson1\GS-Generic.accdb database 2
database includes all the tables required for a Garden Shop franchise to

e content. This
ing orders. The
Products, Vendors and OrderStatuses tables are populated with data. The remaining tables are empty.

Assuming that each new franchise opens with a set inventory, t chisee need only enter the

customer and order information.

3 In the Forms group in the Navigation Pane, double-click

9‘ e

5 Switch to Backstage view, then click the Sav b.

In the Save Database As section, click Templa
Click the Save As button to o t}éw Template from This Database dialog box.
In the Name field, type: NewGar&p.

In the Description field, tygé:

open the Welcome form. This
form will appear when you use the template to crea

4 Close the form.

O 00 N o

new Garden Shop franchise.

10 Display the Instantiatio r p-down list, then select Welcome.

mplate check box.
12 Click OK, the message box that appears.

13 Close
cate s of templates listed below the Suggested searches area: Featured and Personal.

database, then display the New tab in Backstage view. Notice that there are now two

rsonal to view the templates you created.

he NewGardenShop template to open a dialog box in which you can specify a name and
location for the new database. Notice that the description you added appears in the dialog box.

Type MyGarden-<your name> in the File Name box, click ", navigate to the CreatedFiles subfolder in the
Desktop\3255 Student Files folder, then click OK.

17 Click Create to create a new database from the template.

18 Access creates the database and may display the following message box.
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Microsoft Access ﬁ

! 1 This template wants to run a form after being imported. Do you trust the code in this form?

] ]

19 If necessary, click Yes to display the form. The database opens and displays the Welcome form.
20 Close the form. Once the form closes, it is removed from the database.

21 Enable the content, then in the Tables group, double-click Products, double-click Vendérs, and
double-click OrderStatuses to open the tables. Notice that each of these tables contain records:

22 Right-click the tab of any one of the open tables, then select Close All to close them.
23 Open the Customers, Orderltems and Orders tables. Notice that these do plbf'contain anysecords.
24 Close the open tables, then close the MyGarden database.

25 Minimize the Access window.

Access 2013 and Backward Compatibility

Change comes slowly to many users and to most organizationgt You may work with people who are using
versions of Access that are several iterations older thar®what yow aré Using. And while you can open and
work with older database files, there are several pojfitsgtot@ke into consideration when deciding how to
proceed.

Types of Files Access 2013 Can Open

Although Access 2013 uses .accdb as its nati@file fasfnat, you can use databases from previous versions of
Access with some of the followingdimitatians.

Databases created in Access 2000, 20025and“2003 relied on the Database window for file management. The
Database window has been repi@cedhwiti the Navigation Pane. When you open database objects in a .mdb
file, each opens in its own windofy, instead of in a tab in the workspace. The difficulty with this scenario is
that windows can overlap, afd objects can hide each other. You can, however, set options for the database
that will allow it 46 Use Waikspace tabs. (See Setting Access Options later in this lesson.)

Many older datali@sés used switchboards (special Access forms) as welcome screens that provide quick
access to various database objects. Switchboards are partially supported; you can open a database that
includes agswitchboard, and parts of the switchboard that open forms or reports will still function. However,
any switchioard process tied to the old database window will not function (in modern versions of Access
thely have been largely replaced by navigation forms), and there is no Switchboard wizard in Access 2013.

AcCessi2013 can manipulate data created in Access 97; however, you cannot change forms or reports
unless you save the database in the .accdb file format.

Converting Older files to the New Format
To convert an Access 2000, 2002 or 2003 database to the new format, open the file in Access 2013, then
save it as an .accdb file. Keep in mind that converting to this format obligates the user to commit to Access
2007 or later to work with the converted database file.
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To convert an Access 97 file to the new format, you must first open it in Access 2003 and use the
conversion utility to convert the file to Access 2002-2003 format. Then you can open the converted file in
Access 2013 and save it as an Access 2013 file.

Saving Access 2013 files to an Older Format
To save an Access 2013 database to a different version of Access, for example, to save an Access 2013
.accdb file as an Access 2003 .mdb file, you use the commands and options on the Save As tab.

Select either Access 2002-2003 Database or Access 2000 Database in the Save Database As_sectiom, th
click the Save As button to open the Save As dialog box. Specify a name and location, and clic

Exporting Data to Alternate Formats

Access 2013 is a versatile application; it can work with data created and stored j

t formats.
You can easily import data from and export data to a wide variety of file types.

To export an Access object, click the object in the Navigation Pane, then click and in the Export

group on the External Data tab of the Ribbon.

s HomeGrownSample : Database- C\Users\Instructor\Des ent Files\Lessonl\Hc

HOME CREATE EXTERNAL DATA DATABASE TOOLS

mm| = (5 Text File I% PR Access
’ _ T @T £ B3 XML File ~ By word Merge

Saved Linked Table Excel Access ODBC PDF  Email

Imports  Manager Database | » More~” or XPS 5 More~
Import & Link Export

Each export operation utilizes a database wiz ows you to specify a name and location for the
exported file. In some cases, you can also i stination file format (such as a particular version of
Excel), and whether to include forpdatti t information.
You can export data from tables and ies‘@s well as from forms and reports. Target file formats include:
e  Excel — exports the select tovan Excel spreadsheet
e Text File — exports th ec Ject to a text file
e XML - expo object to an XML file
e PDForX rts the selected object to a PDF or XPS document, which is useful for sharing data

without allowi people to change it

e Emai xports the selected object in one of several formats (Excel, HTML, PDF, XPS, rich text or text

file), ttaches the exported file to an email message

ports the selected object to another Access database

erge — allows you to specify a table or query as the data source for the Mail Merge Wizard in
Microsoft Word. Not available for forms or reports

Word (listed under More) — exports the selected object using the rich text format. which can be
opened by most word processing software including Word

e SharePoint List (listed under More) — exports the selected object to SharePoint as a list. Not available
for forms or reports.
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e ODBC Database (listed under More) — creates a link for ODBC (Open Database Connectivity)
databases to extract data on demand; ODBC-compliant databases include Access, SQL Server, MySQL,
IBM DB2, and Oracle. Not available for forms or reports.

¢ HTML Document (listed under More) — exports the selected object to an HTML document.

® | earn the Skill

In this exercise, you will export data.

1 Restore the Access window.

Open the Desktop\3255 Student Files\Lesson1\HomeGrownSample database once mo

In the Navigation Pane, in the Tables group, click CUSTOMERS to select the £

H W N

In the Ribbon, click External Data, then in the Export group, click Excel to s

5 In the wizard, click the Browse button and navigate to the CreatedFiles subfolde

6 In the wizard, display the Save as type drop-down list. Notice tha export the data as an Excel
workbook, an Excel binary workbook, an Excel 5.0/95 workbook Excel’97 — 2003 workbook. Click
Excel Workbook, then click Save.

heck box.

8 Select the Open the destination file after the ex is complete check box.

7 In the wizard, select the Export data with formatti”i

-
Export - Excel Spreadsheet

Select the destination for the data you wa:i®

<

Specify the destination file name and

Eile name: | ci\UsersiInstructo tudent Files\CreatedFiles\CUSTOMERS.xlsx

File format: ||Excel Wo ok

Ex| Wi ing and layout.
i preserve most formatting and layout information when exporting a table, query, fo

nation file after the export operation is complete.
Select this option to view the results of the export operation. This option is available only when you exg

export the data and open the Excel workbook.
e workbook and exit Excel.

As the last step of the export wizard, Access prompts you to save the export steps. If you perform a
particular export operation on a regular basis, you can save the steps as a named procedure that you
can access by clicking the Saved Exports button in the Ribbon. Click Close to end the wizard without
saving the steps.

12 In the Navigation Pane, in the Reports group, click Orders to select the report.

13 In the Ribbon, click External Data, then in the Export group, click PDF or XPS to start the wizard.
Access opens the Publish as PDF or XPS dialog box.
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14 In the dialog box, navigate to the CreatedFiles subfolder if necessary, ensure that PDF displays in the
Save as type box, ensure that Open file after publishing is selected, then click Publish.

15 If Access displays a message box about the width of the report, click OK. Access exports the report to a
PDF and opens the PDF.

Orders for 1st Quarter 2012
Order # Item Order Date  First Name Last Name Description Qty Price LineTotal
1
1 2192015 Helen Anderson Fieldstone stepper garden path 1
2 21192015 Helen Anderson Garden Hose Vinyl 50 FT 2
3 2192015 Helen Anderson Rosemary seed, organic 2
Summary for Order # 1 (3 line items)
Order Total
2
1 1/24/2015  Andrew Willis Frost pop-up net, 3x3 X 85
2 1/24/2015  Andrew Willis Basil seed, organic
3 172412015 Andrew Williz Englizh lavender seed, organic 1017
4 172412015 Andrew Willis Rosemary seed, organic 11.04
5 172412015 Andrew Williz Sage seed, organic 11.04
B 172412015 Andrew Williz Yarrow seed, crganic 10.23
7 172412015 Andrew Williz Angelica seed, organic 10.23
g 172412015 Andrew Williz Hyssop seed, organic 10.23
[Summary for Order # 2 (8 line items) |
Order Total §145.83
16 Close the PDF, then click Close to end the wizard wiaout S export steps.
17 Minimize the Access window. \
Setting Access Optio &
You can set options that affect how a parti 3 ibase functions as well as options that affect how
Access functions. These options are set ji ess Options dialog box. The Access Options dialog box

includes 11 tabs, which are briefly

General orking with Access, such as the default file format for new
[t'file locations.

Current i that allow you to control how a user can interact with the current

Database hese options include enabling various views, showing or hiding the

ely for each database.

Datashe Contains options that affect the appearance of datasheets in Access. The default view
for tables and queries is Datasheet view.

(o] Contains options that control how object designers function in Access. Object
designers (which you will use in upcoming lessons) are the tools you use to create
tables, queries, forms, and so on. Settings include default field type, default field size
and error-checking options.

Proofing Contains settings for AutoCorrect and the spelling checker.

Language Contains settings that allow you to specify default editing, display and Help languages.

Client Settings Contains settings that control the behavior of the cursor, default printing margins and
the number of recent files to include in the Recent files list.

36
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Customize
Ribbon

Contains tools you can use to customize the Ribbon.

Quick Access
Toolbar

Contains tools you can use to customize the Quick Access Toolbar.

Add-ins

Contains options that allow you to view and control Microsoft Office add-ins.

Trust Center

Contains links to privacy statements and a command button that opens the T

Center, which controls security settings for Access.

" Learn the Skill

— In this exercise, you will set options on various tabs of the Access Options dialo

1 Restore the Access window. The HomeGrownSample database should be o
2 Switch to Backstage view, then click the Options command to open the Acc

3 Click the General tab if necessary.

dialog box.

t

Access Options

9] = |

General Lk . . 5
E’.:'- General options for working with Access,

Current Database
Datasheet User Interface options

Object Designers Enable Live Preview (&

Proofing ScreenTip style: | Show feature descrip ions
Language Show shorbcut keys in Scp
Disable hardware graphics acce
arap
Client Settings

Customize Ribbon Creating databases

ser |Access 2007 - 2013 n

Quick Accesz Toolbar

Add-ins AUsersiInstructor\Docurments

| [ Browse...

Trust Center |GenEra| - Legacy EI

py of Microsoft Office

4 In the Creatifig d
box. Navi

Student Files the desktop.

5 Click
abou
nSample.accdb).

ction, click the Browse button to open the Default Database Path dialog
e Desktop\3255 Student Files folder, then click OK to set the default path to the

Current Database tab, and then select the Compact on Close checkbox. (You will learn
pacting and repairing in Lesson 6.) This option is set only for the current database

3255-1 v1.00 © CCI Learning Solutions Inc.

37



Lesson 1 Exploring the Access Environment

-
Access Options

G | = i
enera i~ Options for the current database.

B

Current Database

Datashest Application Options

Object Designers Application Title: | |

Proofing Application Icon: | | ’ Browse...

Language [] Use as Form and ReportIcon

Client Settings Display Form: n
Web Display Form: |{none) n

Display Status Bar

Document Window Options

Add-ins ) Owerlapping Windows

@ Tabbed Documents
Display Document Tabs
Use Access Special Keys©
Compact on Close
Remowe personal information from file properties on save

Use Windows-themed Controls on Forms

Custemize Ribbon

Quick Access Toolbar

Trust Center

6 Click the Datasheet tab. Note the default font size and weight, thattboth horizontal and vertical
gridlines display in Datasheet view.

-
Access Options

General

[% Customize the way datashee

Current Database

Datachest Gridlines and cell effects

Object Designers Default gridlines showin
Proofing Heorizontal

L |
snaness Default cel

Client Settings @ Flat

Customize Ribbon

CQuick Access Toolbar

Add-ins
font

Size:
weight

Underline
Italic

Trust Cent

ject Designers tab, then change the value in the Default text field size to 50. The field size
how much space a database will require. (You will learn about field sizes in Lesson 2.)
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-
Access Options
General ﬁ Change the default settings for design of database objects. Most op
“~| datasheet and layout view.
Current Database = V
Datasheet Table design view
Object Designers Default field type: Short Text [ |
Proofing Default text field size: 50| E
Language Default number field size: Leng Integer n
Client Settings Autolndex on Import/Create: |ID;key;code;num

. Show Property Update Options buttens
Customize Ribbon

CQuick Access Toolbar Query design
Add-ins Show table names

Output all fields
Enable Autoloin
Query design font

Font: |Segoe U1 EI

Size:

SQL Server Compatible Syntax (ANSI92)

Trust Center

ch e settings. These settings

8 Click the Client Settings tab, then scroll the screen and exami
control how the Access application behaves on your screen

conditions.

-
Access Options

General Settings that change the clie
experience.

Current Database

are user settings t

Datasheet Editing

Object Designers Move after enter
Proofing ) Don't move
Language

Client Settings

Custemize Ribbon

Quick Access Toolbar

Add-ins

Trust Center,
" Next character
Cursor stops at first/last field
Default find/replace behavior
@ Fast search
() General search

(7 Start of field search

e Trust Center tab, click the Trust Center Settings button to open the Trust Center settings
, then click the Trusted Locations tab. You can use the Trusted Locations tab to specify folders
from which you trust files. If you make a folder a trusted location, you can open any database within
that folder without receiving the security warning from Access.
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-
Trust Center

Trusted Publish
rusted FLblishers Trusted Locations

Trusted Locations
Warning: All these locations are treated as trusted sources for opening files. If you change or ad
Trusted Documents that the new location is secure.

Add-ins Path Description

User Locations

ActiveX Settings C\o.os (x86)\Microsoft Office\Officel \ACCWIZ\  Access default location: Wizard Databases

Macro Settings
Policy Locations
Message Bar

Privacy Options

10 At the bottom of the tab, click the Add new location button to open the Microsof e
Location dialog box. The location listed in the Path box is where the Access dat e ds run.
r ™
Microsoft Office Trusted Location (-2 [
‘Warning: This location will be treated as a trusted source for opening files. If
you change or add a location, make sure that the new location is secure.
Path:
C\Program Files [xB&])\Microsoft Office)\ Officel SWACCWIZ,
|:| Subfolders of this location are also trusted
Description:
Date and Time Created:  7/24/2013 11:44 AM
A
11 Click the Browse button, navigate to the £ 3255 Student Files folder, then click OK. Select the
Subfolders of this location are also t box, then click OK to make the Student Files folder

(and its subfolders) a trusted ti

12 Click OK to close the Trust Cen h ick OK again to close the Access Options dialog box. If a
message saying that you d reopen the current database for the specified option to take

effect displays, click O I message box.

13 Close the o then click the Close button at the upper-right corner of the application

cessary, click Yes to confirm that you want to empty the Clipboard.

14 Start Access,
opens, Mptice tha

lank desktop database template in the template gallery. In the dialog box that

he suggested path is to the Desktop\Student Files folder. This is now the default
pat aving files.

e'dialog box without creating a new database.

bottom of the Recent files list, click the Open Other Files link to access the Open tab in
Backstage view.

In the middle section, click Computer, then in the folder list section, click Browse to open the Open
dialog box.

18 Navigate to the Desktop\3255 Student Files\Lessonl folder and open the TrustMe database. The
database opens without a security warning because it comes from a trusted location.

19 Close the Trustme database, then quit Access.
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Lesson Summary

In this lesson, you used the Access 2013 user interface and learned to use them to create new database files,

and open and save files. You worked with the Navigation Pane, exported data and set Access options. You

should now be comfortable with:

|
|

defining the function of a database identifying elements on the screen

comparing databases in spreadsheets to those creating new blank databases

created in a relational database management system

creating databases in older formats
(RDBMS)

. . ) ) ) creating databases from templ
identifying Access file types and file name extensions
. s . opening and closing g
identifying database objects

. . working with the Na
differentiating between desktop databases and

Access Web apps saving and exporting da

N B @ I @ ® ™

identifying the main components of the Access user setting Acc ns

interface

Review Questions

M

le, related tables?

ou view them in Datasheet view.

c. It makes the database
accessi versions of Microsoft Access.
s base objects is often used as a data entry screen?

ands and options in Backstage view are related to:

1. Which of the following is a benefit of storing in
a. It makes the tables easier to underst
b. It minimizes the repetition ofdaé

d. It makes the data I

2. Which of the following
a. A query.
b. Are

A ma

o

form.

3.
i anagement tasks.
entering data into tables.
relating tables to one another.

automating tasks within a database.

Go online for Additional Review and Activities
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4. What does the globe icon in the template gallery indicate?
a. The template is available in over 70 languages.
b. The template will work in all versions of Microsoft Access.
c. The template is for a web app.

d. The template was developed by Microsoft and Google.

5. Which of the following is the native file format for Access 2013 databases?
a. .mdb
b. .accdb
.db

;00

@’b
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